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Shopping Cart - Standard PSU Contracts
 
Overview
 
Transaction Description:
This transaction is a standard shopping cart with expanded functionality.
 
Penn State Purpose:
This transaction describes the standard shopping function and screens used to shop from PSU Contracts. Contracts may be University-wide or department-specific.

Process Steps
 
[bookmark: TS_0D8B0037B39A4515AC5AE0B4B5B9768F] 
	[bookmark: class_standard_table_1]Step
	Action

	
	The Four Step Shopping Process
 
While shoppers differ in their shopping responsibilities, and the items purchased may vary widely, the shopping process itself remains consistent:
 
1. Configure Shop OnLion Settings
2. Search for Item Availability
3. Create Shopping Cart (Lion Marketplace, PSU Contracts, or Free Text)
4. Provide Goods Confirmation upon Receiving Goods
 
In this simulation, we are on Step 3, and the demonstration and practice provided assume the previous completion of Steps 1 and 2. If you have not already done so, please complete these simulations:
 
· Personal Settings - Default Delivery Address (to learn how to configure your Shop OnLion settings)
· Shopping Cart - Catalog and Contracts Search (to learn how to search for item availability)


 
[bookmark: TS_3274A0AB6D314B929257F9E101712056]Shop in 3 steps: Step 1 (Select Goods/Service)

 
	[bookmark: class_standard_table_2]Step
	Action

	
	The purpose of a Standard PSU Contracts shopping cart is to facilitate purchases made from one or more University-approved contracts. This simulation will demonstrate the purchase of two items known to be available from a previous recent search of PSU Contracts. Particular attention will be paid to:
 
· setting useful default values for the shopping cart
· quickly locating desired items in the contracts
· adding items to the contracts cart
· ensuring the cart contents transfer properly to SIMBA as line items.


 
 
	[bookmark: class_standard_table_3]Step
	Action

	
	If you have completed the PSU Contracts segment of the Shopping Cart - Catalog and Contracts Search simulation, the context of this demonstration will be familiar. This simulation picks up right where that segment left off. Having canceled out of PSU Contracts, we are back on the Shop in 3 Steps screen. Recall that we use Step 1 of the Shop in 3 Steps function ONLY to confirm the availability of items. If you aren't familiar with Contract searching, we recommend completing the Shopping Cart - Catalog and Contracts Search simulation now.
 
As we found each item in PSU Contracts, we wrote down its Contract ID Number and the specific Item Number. So, we are ready to purchase the items using a Standard PSU Contracts Shopping Cart.

	1.
	The Close  button is clicked.


 
[bookmark: TS_F485B5E542014013BAABC680EC046D0C]Shop in 3 steps: Step 1 (Select Goods/Service)

 
	[bookmark: class_standard_table_4]Step
	Action

	
	Since we have the information we need in the Contract ID Numbers and the specific Item Numbers we recorded, we have no further use for this 3 Step cart. Click OK here to close out of Shop in 3 Steps.

	2.
	The OK  button is clicked.


 
[bookmark: TS_71EF0CAB92944977BCC588683EB4E8FD]Home

	[bookmark: class_standard_table_5]Step
	Action

	3.
	The Requisitioning button is clicked.


 
[bookmark: TS_E2BAB89A4E5E4C609C295644EB71F13C]Requisitioning

	[bookmark: class_standard_table_6]Step
	Action

	4.
	The Requisitioning button is clicked.


 
[bookmark: TS_02E4F4E63378440389289E216A63E200]Requisitioning

	[bookmark: class_standard_table_7]Step
	Action

	5.
	The Shopping Cart button is clicked.


 
[bookmark: TS_190C1E8B63E04F8FAC6327D3910334F1]Create Shopping Cart

 
	[bookmark: class_standard_table_8]Step
	Action

	
	It is a good idea to rename the cart to something meaningful that we can easily find later on. I will name mine “Cylinder gas for Chris.”

	6.
	Cylinder gas for Chris is typed into the Name of shopping cart field.


 
 
	[bookmark: class_standard_table_9]Step
	Action

	
	Important note! By setting some default values now, before any line items have been created, you can make a single entry that will be carried forward to every line item in your order. This saves time by eliminating repeated information entry. The most common example is adding additional delivery address details. Rather than enter the same delivery address details five times (in a five line item order), the additional delivery address details can be supplied just once in the beginning.


 
[bookmark: TS_B7D1FA2FE2F547009D48648C0DF31304]Create Shopping Cart

	[bookmark: class_standard_table_10]Step
	Action

	7.
	The Set Values button is clicked.


 
[bookmark: TS_3E56D53EA4784E03BD60F0497D00EFCC]Create Shopping Cart

 
	[bookmark: class_standard_table_11]Step
	Action

	
	In this case, I want these items to be delivered to another person, so I need to set him as the Goods Recipient.


 
 
	[bookmark: class_standard_table_12]Step
	Action

	
	Since I am the creator of this shopping cart, Shop OnLion shows me as the Goods Recipient by default. The assumption is that, most often, I am shopping for myself and expecting the items to be delivered to me. In this case, however, I am the shopper, but I want the items in this order to be delivered to a colleague instead. So I need to change the default setting for the Goods Recipient for this shopping cart. This is important because we are indicating to Shop OnLion who the Goods Recipient is, that is, the person who will later complete the goods confirmation in the system.


 
[bookmark: TS_F206C35AE2CA462DA7512F3F9D18F440]Create Shopping Cart

 
	[bookmark: class_standard_table_13]Step
	Action

	
	Some shoppers, in attempting to transact a cart where items are delivered to someone else, have mistakenly changed the value of the "Buy on Behalf of" field to the name of the intended recipient. This is an understandable mistake, since the field name seems to describe what we are doing. But "Buy on Behalf of" instead refers to who the Shopping cart will actually belong to. While you may be the one to create the cart and submit it into the workflow approval process, from that point on, only the other person will see the cart or be able to monitor its progress through workflow. "Buy on Behalf of" means that you are merely initiating the process for another person.


 
[bookmark: TS_B8AFE222F32B42A7B716188C37CFEDA4]Create Shopping Cart

	[bookmark: class_standard_table_14]Step
	Action

	8.
	The Possible Values button is clicked for Goods Recipient.


 
[bookmark: TS_1A1491ED63A340F996BAAAA8E2CC7F78]Create Shopping Cart

 
	[bookmark: class_standard_table_15]Step
	Action

	
	While you are free to use whatever search criteria you like, the person's User Name (if known) is the most direct search.

	9.
	cas391 is typed into the  field.

	10.
	The Search  button is clicked.


 
 
	[bookmark: class_standard_table_16]Step
	Action

	
	Note that this process can take awhile, because the request has to cross systems to find the data.


 
[bookmark: TS_566E8A13E51842A5A5BD58C55F019A40]Create Shopping Cart

 
	[bookmark: class_standard_table_17]Step
	Action

	
	One result is found from the User Name entered.

	11.
	The Item Select box is clicked.


 
[bookmark: TS_346EA44A59FE458EB06DFF3BCEBF2D30]Create Shopping Cart

 
	[bookmark: class_standard_table_18]Step
	Action

	
	Back on the Change Default Settings dialog box, we can see that Chris is now the default Goods Recipient. Also note that I am still shown as the "Buy on Behalf of" person. This is exactly what we want: I am the shopper and the cart is mine, but Chris will receive the items and will be the one to perform the Goods Confirmation for them.


 
[bookmark: TS_B37AA99ACCA14356A7A21A577250CD3A]Create Shopping Cart

 
	[bookmark: class_standard_table_19]Step
	Action

	
	Next, we will enter Delivery Address information. You may have noticed a red-level error message on the screen. That will be resolved after we provide required information. The Delivery Address tab is found by clicking on the Display More Tabs button.


 
[bookmark: TS_E22BD2D01DDF4FB480A08E40B8EBABBE]Create Shopping Cart

	[bookmark: class_standard_table_20]Step
	Action

	12.
	The Display More Tabs button is clicked.


 
[bookmark: TS_EE6726D00E8148B691C2D2942923D253]Create Shopping Cart

	[bookmark: class_standard_table_21]Step
	Action

	13.
	The Delivery Address / Performance Location tab is clicked.


 
[bookmark: TS_219F2986FC344C7F9C10AE0797DF4DF1]Create Shopping Cart

	[bookmark: class_standard_table_22]Step
	Action

	14.
	The Possible Values button is clicked for Name.


 
[bookmark: TS_5D6F81DA94724B59B1D6951E68D2EA5E]Create Shopping Cart

 
	[bookmark: class_standard_table_23]Step
	Action

	
	The Further Search helps near the top of the screen should be set to PSU Location to maximize the customized search.


 
[bookmark: TS_467B7A84DEF347F8B1548CA192B30DA1]Create Shopping Cart

 
	[bookmark: class_standard_table_24]Step
	Action

	
	The District search criterion is used to search for Location Codes, which you can look up in the Shop OnLion Delivery Address Excel Workbook on the SIMBA website. Similar to the SAP Address Number (which is used to establish your default delivery address when modifying your personal settings), the Location Code is routinely used to provide a unique Penn State address for a given shopping cart.
 
In our example, we will look for the Borland Building on the University Park campus, then make a note of its Location Code. Then we will return to enter that code (UP0047) into the search field here.


 
[bookmark: TS_3E644E01F59C43DF89BBB5FB376F7EBD]Create Shopping Cart

 
	[bookmark: class_standard_table_25]Step
	Action

	
	On the SIMBA website, first navigate to the Training and Resources page.

	15.
	Click the Training & Resources button.


 
[bookmark: TS_D068933E04DE4F2C88C7A961FDDB5C8C]Create Shopping Cart

 
	[bookmark: class_standard_table_26]Step
	Action

	
	Then navigate to the Procurement (Shop OnLion) Resource Page.


 
[bookmark: TS_8FA48E41A7C746E69CAC01611C806BE7]Create Shopping Cart

	[bookmark: class_standard_table_27]Step
	Action

	16.
	Click the Procurement (Shop OnLion) button.


 
[bookmark: TS_4D8B523EDD254649AFF302313E8B1B70]Create Shopping Cart

 
	[bookmark: class_standard_table_28]Step
	Action

	
	When you click the Shop OnLion - Delivery Addresses link, you will be redirected to the Knowledge Base article for this resource.

	17.
	The Shop OnLion - Delivery Addresses link is clicked.


 
[bookmark: TS_9B5B8BE3B23A49EE93513B8DAE337A2D]Create Shopping Cart

 
	[bookmark: class_standard_table_29]Step
	Action

	
	Now you can see the link to the Excel file, which you should click to download. Then open this Excel file on your computer.

	18.
	The Shop OnLion - Delivery Addresses Excel file link is clicked.


 
[bookmark: TS_3CCBB755F9C54C0CAACA36A8521E5DCA]Delivery Addresses - Excel Workbook

 
	[bookmark: class_standard_table_30]Step
	Action

	
	The file will open to the Instructions tab, which you should read. Then switch tabs to the Shop OnLion Delivery Addresses tab, shown here.
 
This tab lists delivery addresses across every campus of the University (over 1,000 in total). Each address-related field or identifier has been isolated into its own column, enabling searching and sorting on that specific data. The Instructions tab clearly and concisely explains what each of these columns means and how to use them in searching.
 
This page might look a bit overwhelming at first, but the proper use of Excel features changes all that. We recommend that you search for a given delivery address by using the filter features on the column headings. You can quickly get to a short list of results by filtering on building names, cities, and campus abbreviations.


 
[bookmark: TS_E5B566F4344F4D08B81B8BE8F119F793]Delivery Addresses - Excel Workbook

 
	[bookmark: class_standard_table_31]Step
	Action

	
	In this case, I am looking for the Location code that corresponds to the Borland Building on the University Park campus. A Building search on "Borland" should find that in one step.


 
[bookmark: TS_42D5621640344B4B8CB98A3068A9C372]Delivery Addresses - Excel Workbook

	[bookmark: class_standard_table_32]Step
	Action

	19.
	The Building dropdown menu is clicked.


 
[bookmark: TS_B3DFDA2DD33B458CA30B483A4CF7E8A5]Delivery Addresses - Excel Workbook

 
	[bookmark: class_standard_table_33]Step
	Action

	
	Here we can see just the beginning of a very long list of buildings across the entire Penn State system. Let's type "Borland" into the Search field.

	20.
	Borland is typed into the Search field.


 
[bookmark: TS_02463FB386DF40A39844D313F213652A]Delivery Addresses - Excel Workbook

 
	[bookmark: class_standard_table_34]Step
	Action

	
	As we have typed, Excel has automatically updated the list to show only buildings that match our Search field entry. The checkbox for Borland Building is already selected, so we can just click OK to choose it.

	21.
	The OK button is clicked.


 
[bookmark: TS_7C51CEEE60134EE197C732D87F689B54]Delivery Addresses - Excel Workbook

 
	[bookmark: class_standard_table_35]Step
	Action

	
	This is the building I was looking for, the Borland Building on Shortlidge Road on the University Park campus. Now we will write down or copy UP0047 as the Location Code we need to enter in our District search. Back to Shop OnLion.


 
[bookmark: TS_3908D10862544E17AE9B50C81524FECF]Create Shopping Cart

	[bookmark: class_standard_table_36]Step
	Action

	22.
	UP0047 is typed into the Search Term field.

	23.
	The Search  button is clicked.


 
[bookmark: TS_94885E6E51494511B6FDB21FBCADC551]Create Shopping Cart

	[bookmark: class_standard_table_37]Step
	Action

	24.
	The Item Select box is clicked.


 
[bookmark: TS_AC8B5F2BAE584C9E97123551EBBCAC6F]Create Shopping Cart

 
	[bookmark: class_standard_table_38]Step
	Action

	
	You may notice something unusual in the information displayed here. Although we selected the Borland Building just now, we do not see the building name displayed. Rest assured that it will be included as part of the delivery address details.
 
Now I just need to add the In Care Of information by completing the details for Chris. If I were the Goods Recipient, I would supply my own name and information here instead.

	25.
	Chris Stubbs is typed into the Care Of (C/O) field.

	26.
	123-456-7890 is typed into the Phone Number / Extension field.


 
 
	[bookmark: class_standard_table_39]Step
	Action

	
	The Floor and Room fields allow alpha numeric characters, so "N/A" is a valid field entry if a specific room number or floor is not applicable.

	27.
	0 is typed into the Floor field.

	28.
	12-E is typed into the Room field.

	29.
	The OK  button is clicked.


 
[bookmark: TS_57E34799B1A84738898A96E5358F68C4]Shopping Cart

 
	[bookmark: class_standard_table_40]Step
	Action

	
	As we will see, that was time well spent that will pay us back later. The error on our screen has also been resolved. On to our first line item.

	30.
	The Add Item to Shopping Cart  button is clicked.


 
[bookmark: TS_E244B0D690154348B84795F7FDEC2711]Shopping Cart

 
	[bookmark: class_standard_table_41]Step
	Action

	
	Here is where PSU Contracts comes back in. When we select this option from the menu, PSU Contracts will open.


 
 
	[bookmark: class_standard_table_42]Step
	Action

	
	Important! Each and every line item in a PSU Contracts shopping cart must be "PSU Contracts." Standard shopping carts should never contain a mix of line item types.
 
· Lion Marketplace shopping cart -- only use "Lion Marketplace" line items
· PSU Contracts shopping cart -- only use "PSU Contracts" line items
· Free Text shopping cart -- only use "With Free Description" line items


	31.
	The PSU Contracts menu item is clicked.


 
[bookmark: TS_A4096FEA176A4FE18DED7CFB626D329E]Shopping Cart

 
	[bookmark: class_standard_table_43]Step
	Action

	
	Because we already have the Contract Number and the Contract Item Number from the PSU Contracts segment of the Shopping Cart – Catalog and Contracts Search, we can quickly order the item by using the Advanced Search link.

	32.
	The Advanced Search button is clicked.


 
[bookmark: TS_8A9DE71593824188B30D7877E472A209]Shopping Cart

 
	[bookmark: class_standard_table_44]Step
	Action

	
	In the PSU Contracts segment of the Shopping Cart - Catalog and Contracts Search simulation, we wrote down a Contract Number of 7000000169. This is the value we enter in the Contract ID field here.

	33.
	7000000169 is typed into the Contract ID field.


 
[bookmark: TS_1A33006AC9C1404BB00600B73B4309C5]Shopping Cart

	[bookmark: class_standard_table_45]Step
	Action

	34.
	The Search button button is clicked.


 
[bookmark: TS_465BAE8DC20C463E8EA15130753CB78B]Shopping Cart

 
	[bookmark: class_standard_table_46]Step
	Action

	
	This contract has three items, and some have many more. Fortunately, we wrote down the Contract Item Number, which is 2.


 
[bookmark: TS_687A88B83D184B0ABE1F3CE8BEC287FB]Shopping Cart

	[bookmark: class_standard_table_47]Step
	Action

	35.
	The Item Select checkbox is clicked.


 
[bookmark: TS_B0723E6B80B647BABD989FBAEC677211]Shopping Cart

 
	[bookmark: class_standard_table_48]Step
	Action

	
	In PSU Contracts, "Adding to Cart" means adding the item to the Contracts cart. Later, when we checkout, the items will automatically be transferred to our SIMBA Shopping Cart.

	36.
	The Add to Cart button is clicked.


 
[bookmark: TS_F0006DC141DC4334B42754EED835709F]Shopping Cart

 
	[bookmark: class_standard_table_49]Step
	Action

	
	You will recall that we searched for and found a second cylinder of gas on another contract. We wrote down a Contract Number of 7000000238.

	37.
	7000000238 is typed into the Contract ID field.


 
[bookmark: TS_5296FCBA156141B3A1F0C1A194A8E61E]Shopping Cart

	[bookmark: class_standard_table_50]Step
	Action

	38.
	The Search button is clicked.


 
[bookmark: TS_33F470CDA5B14F2BA4EB9E201780721A]Shopping Cart

 
	[bookmark: class_standard_table_51]Step
	Action

	
	This Airgas contract has two items. We wrote down a Contract Item Number of 1.

	39.
	The Item Select checkbox is clicked.


 
[bookmark: TS_B1BB31C813E34C43B78739332E753F8E]Shopping Cart

	[bookmark: class_standard_table_52]Step
	Action

	40.
	The Add to Cart button is clicked.


 
[bookmark: TS_0F81B14BD9604BEAB5FC24045EA4867A]Shopping Cart

 
	[bookmark: class_standard_table_53]Step
	Action

	
	Now we should review the cart before checking out to be sure everything is right.

	41.
	The View Cart button is clicked.


 
[bookmark: TS_F9BC55A771FF42C388037EB63FF98E1D]Shopping Cart

 
	[bookmark: class_standard_table_54]Step
	Action

	
	The items and quantities are correct, so let's proceed to Check Out. The Check Out button is clicked to transfer the Contracts cart items to the SIMBA shopping cart.

	42.
	The Check Out button is clicked.


 
[bookmark: TS_AA214401E7F74F47B0B4513AECCAC40F]Shopping Cart

 
	[bookmark: class_standard_table_55]Step
	Action

	
	Once the PSU Contracts items are transferred back to the SIMBA shopping cart, various errors and warnings will appear in the top messages. Many of these can be resolved by entering budget information for the shopping cart, which we will proceed to do.


 
 
	[bookmark: class_standard_table_56]Step
	Action

	
	A best practice:
 
Always Save the cart immediately after returning items from PSU Contracts.
 
Bear in mind that Shop OnLion does not continuously auto-save your information. So, periodically save your cart. Should you get pulled away from your shopping by other tasks, your session may time-out. The addition of line items is a natural point in the process to save your progress.

	43.
	The Save button is clicked.


 
[bookmark: TS_22162D813F764A10BF90D50D393A048F]Shopping Cart

 
	[bookmark: class_standard_table_57]Step
	Action

	
	Note the system confirmation that our cart saved successfully.


 
[bookmark: TS_700487096C6B44AAB2F72B0D5CDA81CE]Shopping Cart

 
	[bookmark: class_standard_table_58]Step
	Action

	
	Now it's time to start resolving these errors!


 
 
	[bookmark: class_standard_table_59]Step
	Action

	
	Note: After the Save button on the shopping cart is clicked, the cart will go from “Create” mode into “Display” mode. No further changes to the cart can be made while it is in Display mode. You must click the Edit button in the top ribbon to continue working.

	44.
	The Edit button is clicked.


 
[bookmark: TS_8C20FF08EC26465ABE22CDE3E2AA34B1]Shopping Cart

	[bookmark: class_standard_table_60]Step
	Action

	45.
	The Line Number Select button is clicked for Line Item 0001.


 
[bookmark: TS_71F48927DF3D4915B12270322AF1AC8E]Shopping Cart

 
	[bookmark: class_standard_table_61]Step
	Action

	
	Once the line item is selected, clicking the Details button will reveal additional information to view, add, and edit.

	46.
	The Item Details  button is clicked.


 
[bookmark: TS_BE337CE25A6D4A90B85AEA89DCCB2D79]Shopping Cart

 
	[bookmark: class_standard_table_62]Step
	Action

	
	Here we can see quite a bit of Item Data detail for Item 1 that has been populated from the PSU contract. On the left side under Identification, we see the item Description and Product Category number with description for the first type of cylinder gas we ordered. In the upper middle under Currency, Values and Pricing, we see that we have a single unit valued at $45.00. And in the lower middle under Service and Delivery, we see that Chris Stubbs is the Goods Recipient, which confirms the default setting we made earlier.


 
[bookmark: TS_65890BF4971340C9828CFC8694B0FE46] 
	[bookmark: class_standard_table_63]Step
	Action

	
	This Item Data tab may appear a bit overwhelming, but you won’t need to enter that much information. Remember that not every field is required in every case; just fill in what pertains to your situation.
 
Tip: Establish a consistent routine for supplying item details to maximize your accuracy and efficiency:
 
· Work through the line item tabs from left to right (Item Data through Delivery Address/Performance Location)
· On each tab, supply information from top to bottom
 
That said, don't worry about missing details. The system's error messages will alert you to omitted and/or incorrect data.


 
 
	[bookmark: class_standard_table_64]Step
	Action

	
	Note that the Create Shopping Cart window has been automatically scrolled down to the Item Details area. To return to the General Data or header information, just scroll back up.


 
[bookmark: TS_1F0FF05724AA48E5A40B55D557C10ECB]Shopping Cart

	[bookmark: class_standard_table_65]Step
	Action

	47.
	The Account Assignment button is clicked.


 
[bookmark: TS_3B5A4AC16424475F8E77B297FED972CE]Shopping Cart

	[bookmark: class_standard_table_66]Step
	Action

	48.
	The Account Assignment Category dropdown is clicked.


 
[bookmark: TS_95FCB59DF65E4BDE818CECD7964ED690]Shopping Cart

 
	[bookmark: class_standard_table_67]Step
	Action

	
	The Account Assignment Category drop down menu allows you to choose from Asset, Cost Center, Order, and Work Breakdown Structure Element. In Shop OnLion, an Internal Order is simply referred to as Order in the Account Assignment Category. We will stay with a Cost Center and enter the Cost Center for our area.

	49.
	The Cost Center menu item is clicked.


 
[bookmark: TS_31731A66B3BC448A8ECF313BF1054269]Shopping Cart

 
	[bookmark: class_standard_table_68]Step
	Action

	
	In this example, we'll enter the cost center that we have previously determined to be correct for our shopping. To identify a cost object, use the Possible Values icon to search for one, or consult your financial office to determine the cost object you should utilize for shopping.

	50.
	5400410001 is typed into the Assign Number field and Enter is pressed.


 
[bookmark: TS_0DFAC34435E44861BB9A4925E6EFC321]Shopping Cart

 
	[bookmark: class_standard_table_69]Step
	Action

	
	To date, approximately 85% of product categories have been matched to the most likely General Ledger Account to classify the expense. You should always review the G/L Account to ensure it is appropriate for your purchase. If no G/L Account has populated by default, you must enter one, as this is a required field.


 
[bookmark: TS_5A481ACDDADC4C2F8AB4DE3FE0E11642]Shopping Cart

 
	[bookmark: class_standard_table_70]Step
	Action

	
	Notice that the Account Assignment Description and Business Area have auto-populated from the master data associated with the Cost Center entered.


 
[bookmark: TS_A79D5AD58EAD48368A10E1D61E5165D4]Shopping Cart

 
	[bookmark: class_standard_table_71]Step
	Action

	
	We can get a more detailed view of the account assignment details derivation just completed. We will click on the blue number 0001 to view those details below.

	51.
	The Line Number 0001 button is clicked.


 
[bookmark: TS_75F5311CCAEF47CEBA68AFCFAE9F4105]Edit Shopping Cart

 
	[bookmark: class_standard_table_72]Step
	Action

	
	Now we can see additional detail for this Cost Center derived from master data, including the Fund Center, General Ledger Account, Business Area, Fund, and Commitment Item. This system derived information should not be edited directly by the shopper. This detailed view allows me to confirm this account assignment is exactly what I am going to need for line item 2. We will copy that in a moment, but first we have to scroll right to click the close box for this detailed view.


 
[bookmark: TS_2561F5B8023B494FA9563DDACE05353B]Edit Shopping Cart

	[bookmark: class_standard_table_73]Step
	Action

	52.
	The Close Tray  button is clicked.


 
[bookmark: TS_9C20927EB6BE4F5FA3239A5DF18A8617]Shopping Cart

 
	[bookmark: class_standard_table_74]Step
	Action

	
	Helpful hint: if you need to split the cost of the items across multiple accounts, enter all details of the cost distribution prior to copying to the clipboard.
 
Clicking the Copy button will populate the clipboard and display it at the bottom of the screen.

	53.
	The Copy to Clipboard  button is clicked.


 
[bookmark: TS_3261107656C646D7B7840A92848C807F]Shopping Cart

 
	[bookmark: class_standard_table_75]Step
	Action

	
	The clipboard is opened and populated with the Account Assignment data.


 
[bookmark: TS_00C2A658EA1A4C95B336AF2544880698]Shopping Cart

	[bookmark: class_standard_table_76]Step
	Action

	54.
	The Notes and Attachments button is clicked.


 
[bookmark: TS_6882059B6E4A470DBB6991F099C94694]Shopping Cart

 
	[bookmark: class_standard_table_77]Step
	Action

	
	PSU Contracts have been negotiated by Purchasing, so Supplier Text is not required unless your situation is unique. If your departmental approvers request or require Internal Notes or Purpose of Purchase, this is where you should add them.

	55.
	The Internal Note button is clicked.


 
[bookmark: TS_15CEE1882DA643C384F6567D0CF0EB10]Shopping Cart

	[bookmark: class_standard_table_78]Step
	Action

	56.
	Two bottles of cylinder gas. is typed into the Internal Note field.

	57.
	The OK  button is clicked.


 
[bookmark: TS_3747CF98DD1B4DA8B84798AF251DF1DB]Shopping Cart

	[bookmark: class_standard_table_79]Step
	Action

	58.
	The Delivery Address/Performance Location button is clicked.


 
[bookmark: TS_B5EA59EDC86944BFA69308893AA1533F]Shopping Cart

 
	[bookmark: class_standard_table_80]Step
	Action

	
	The default settings we entered at the start of this shopping cart, in the header, are showing.
 
Unlike a Free Text shopping cart, PSU Contract orders do not require you to indicate a preferred supplier, since the supplier is already known. We can skip the Sources of Supply / Service Agents tab.
 
That does it for Line Item 1. Let's navigate to Item 2.


 
[bookmark: TS_8228B0AF050849ACBA63B0D93A557A37]Shopping Cart

 
	[bookmark: class_standard_table_81]Step
	Action

	
	The Next Item and Previous Item buttons allow us to move to particular line items in the shopping cart.


 
[bookmark: TS_355FB032D1554855866EEEA6A08D8B92]Shopping Cart

	[bookmark: class_standard_table_82]Step
	Action

	59.
	The Next Item  button is clicked.


 
[bookmark: TS_5267BA5BC949444883E622690702D293]Shopping Cart

 
	[bookmark: class_standard_table_83]Step
	Action

	
	Now we are working with Item 2, the other type of cylinder gas.


 
[bookmark: TS_77F48D108F254F39863AAAFB60D39F04]Shopping Cart

 
	[bookmark: class_standard_table_84]Step
	Action

	
	The default settings we entered at the start of this shopping cart, in the header, are showing here for Item 2 as well. For Item 2, the only tasks remaining are to review the Item Data Tab for accuracy, and to complete the Account Assignment. You are already familiar with the Item Data tab review, so we won't demonstrate that again, but in an actual transaction you would confirm the accuracy and completeness of that tab. On to the Account Assignment.


 
[bookmark: TS_610F09CD255D4EABBCA186C9E771371A]Shopping Cart

	[bookmark: class_standard_table_85]Step
	Action

	60.
	The Account Assignment button is clicked.


 
[bookmark: TS_A3C5AE4DE62B490C9E983E6A68ED966F]Shopping Cart

 
	[bookmark: class_standard_table_86]Step
	Action

	
	Incidentally, if you have a larger number of line items and you want to use the same Account Assignment information copied to your clipboard for all of them, click the Change All Items button. Since we only have two items, we will just click Paste instead.


 
[bookmark: TS_5CAB7AC3186F481CA4FBECD1580E49AC]Shopping Cart

	[bookmark: class_standard_table_87]Step
	Action

	61.
	The Paste button is clicked.


 
[bookmark: TS_37B93F55D0EC4251901F1B34BDEA9069]Shopping Cart

 
	[bookmark: class_standard_table_88]Step
	Action

	
	Note the updated information for Item 2.


 
[bookmark: TS_27E31F2699A74189B1A7EDDE03BAF833]Shopping Cart

 
	[bookmark: class_standard_table_89]Step
	Action

	
	With both line items complete, our red-level error message status is outdated and in need of a refresh.

	62.
	The Check button is clicked.


 
[bookmark: TS_ECC6D9BF559C4E21A47BD471CADD9A9C]Shopping Cart

 
	[bookmark: class_standard_table_90]Step
	Action

	
	IMPORTANT! You MUST click Order and see a system confirmation before you close out of the transaction.


 
[bookmark: TS_AC23CC5E23254E12AFD941B6CF2D55E5]Shopping Cart

	[bookmark: class_standard_table_91]Step
	Action

	63.
	The Order button is clicked.


 
[bookmark: TS_CE5E17E428DB4E35A8ACBE30B34CD1BF]Shopping Cart

 
	[bookmark: class_standard_table_92]Step
	Action

	
	This order has been successfully submitted into workflow for approval. Every shopping cart will be evaluated by the system to determine the necessary workflow steps. Write down the shopping cart number shown in the system status. In this case, the number is 1000003934.


 
[bookmark: TS_51F647BFB44643F69B79BA002BD5C547]Shopping Cart

 
	[bookmark: class_standard_table_93]Step
	Action

	
	One final tip: To close the Create Shopping Cart window, always click the Close button, not the X-box that closes the window.

	64.
	The Close  button is clicked.


 
[bookmark: TS_F832BACC40784887B842799512E63B56]Requisitioning

 
	[bookmark: class_standard_table_94]Step
	Action

	
	Back on the Active Queries screen, we don't see the items from Shopping Cart 1000003934 listed. We need to click the Refresh button to get an updated listing.


 
[bookmark: TS_69630A5F4B0E4C529B6AB00664C2D214]Requisitioning

	[bookmark: class_standard_table_95]Step
	Action

	65.
	The Refresh  button is clicked.


 
[bookmark: TS_1B81C51928CE43AF86DC470111ABEF33]Requisitioning

 
	[bookmark: class_standard_table_96]Step
	Action

	
	Note: Because this shopping cart includes items from two different contracts, two different purchase orders (one to each supplier) will be created from the approved cart. SIMBA's flexibility allows you to combine purchases from multiple contracts into a single cart, and SIMBA is smart enough to send each supplier a purchase order only for the items ordered from their contract.


 
 
	[bookmark: class_standard_table_97]Step
	Action

	
	Most PSU Contract carts under $25,000 automatically create a purchase order that is sent to the supplier, rather than routing to Purchasing for sourcing after the shopping cart approval workflow is complete. Very efficient process.


 
 
	[bookmark: class_standard_table_98]Step
	Action

	
	Note that PSU Contracts orders require the shopper or goods recipient to create a goods confirmation/receipt when goods or services are received from the supplier.


 
[bookmark: TS_D56EE48952C84E369B891CB4F83A1E8B] 
	[bookmark: class_standard_table_99]Step
	Action

	
	The Four Step Shopping Process
 
Step 3 of the shopping process is now complete.
 
1. Configure Shop OnLion Settings
2. Search for Item Availability
3. Create Shopping Cart (Lion Marketplace, PSU Contracts, or Free Text)
4. Provide Goods Confirmation upon Receiving Goods
 
· See Goods Confirmation (to learn the fourth step in the shopping process)
· See the SIMBA Short: Resolving Rejected Shopping Carts (to learn how to correct a rejected cart and get it moving forward again)


 

Disclaimer
 
Alternative Format Statement 
This publication is available in alternative media upon request. 
 
Statement of Non-Discrimination 
The University is committed to equal access to programs, facilities, admission, and employment for all persons. It is the policy of the University to maintain an environment free of harassment and free of discrimination against any person because of age, race, color, ancestry, national origin, religion, creed, service in uniformed services (as defined in state and federal law), veteran status, sex, sexual orientation, marital or family status, pregnancy, pregnancy-related conditions, physical or mental disability, gender, perceived gender, gender identity, genetic information, or political ideas. Discriminatory conduct and harassment, as well as sexual misconduct and relationship violence, violates the dignity of individuals, impedes the realization of the University’s educational mission, and will not be tolerated. Direct all inquiries regarding the nondiscrimination policy to Affirmative Action Office, The Pennsylvania State University, 328 Boucke Building, University Park, PA 16802-5901; Email: aao@psu.edu; Tel: 814-863-0471.
	
	The Pennsylvania State University Project SIMBA
June 16, 2021
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