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Shopping Cart - Standard Lion Marketplace Punch-Out Catalog
 
Overview
 
Transaction Description:
This transaction is a standard shopping cart with expanded functionality.
 
Penn State Purpose:
This transaction facilitates purchases made from one or more punchout catalogs in Lion Marketplace.

Process Steps
 
[bookmark: TS_411A2F996C8149ADBF93905433EB5EF6] 
	[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_5AAA763BE86F4F97AB3984575D9B3FED] 
	[bookmark: class_standard_table_2]Step
	Action

	
	The purpose of a Standard Lion Marketplace shopping cart is to facilitate purchases made from one or more punchout catalogs. This simulation will demonstrate the purchase of three items known to be available from a previous recent search of Lion Marketplace. Particular attention will be paid to:


· setting useful default values for the shopping cart
· quickly locating desired items in the catalogs
· adding items to the catalog cart
· ensuring the cart contents transfer properly to SIMBA as line items


 
 
	[bookmark: class_standard_table_3]Step
	Action

	
	If you have completed the Lion Marketplace 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 Lion Marketplace, 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 catalog searching, we recommend completing the Shopping Cart - Catalog and Contracts Search simulation now.
 
As we found each item in Lion Marketplace, we wrote down which catalog the item was found in and the item number (or other descriptive information). So, we are ready to purchase the items using a Standard Lion Marketplace Punch-Out Catalog Shopping Cart.


 
[bookmark: TS_C5A7D790E29747958F6446B391829483]Shop in 3 steps: Step 1 (Select Goods/Service)

	[bookmark: class_standard_table_4]Step
	Action

	1.
	The Close button is clicked.


 
[bookmark: TS_D53F5C7B328A4C80961C5D9C95AB259D]Shop in 3 steps: Step 1 (Select Goods/Service)

 
	[bookmark: class_standard_table_5]Step
	Action

	
	Since we have the catalog and item numbers 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_FECF68BA1D6A45488975B76FB729F6BC]Home

	[bookmark: class_standard_table_6]Step
	Action

	3.
	The Requisitioning button is clicked.


 
[bookmark: TS_267D5A5AEB1A456C82D0C71EDB4B9229]Requisitioning

	[bookmark: class_standard_table_7]Step
	Action

	4.
	The Requisitioning button is clicked.


 
[bookmark: TS_C26A0E8F012449B29F394DF1FE15F4EF]Requisitioning

	[bookmark: class_standard_table_8]Step
	Action

	5.
	The Shopping Cart button is clicked.


 
[bookmark: TS_81DCE70BFF264ADEB9AF2D7273A10272]Create Shopping Cart

 
	[bookmark: class_standard_table_9]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 “Time Clock and Other Supplies.”

	6.
	Time Clock and Other Supplies is typed into the Name of shopping cart field.


 
 
	[bookmark: class_standard_table_10]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.

	7.
	The Set Values button is clicked.


 
[bookmark: TS_173A836F4AA441C6A511295AFD43D08A]Create Shopping Cart

 
	[bookmark: class_standard_table_11]Step
	Action

	
	This order will be a modest one of only a few hundred dollars. Note that Lion Marketplace orders under $5,000 do not require a goods confirmation/receipt, and the invoice will be received electronically, so no additional steps need to be taken on these orders. I do, however, want all three items to go to the same person, so I need to set her 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_9925211DD6CC42D8BCEF27328C315C5F]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_C64CBCA3DA9D4A968EE6B01DB792A17F]Create Shopping Cart

	[bookmark: class_standard_table_14]Step
	Action

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


 
[bookmark: TS_B903C6D81D734AEC962443D1233FDA1D]Create Shopping Cart

 
	[bookmark: class_standard_table_15]Step
	Action

	
	Use whatever search criteria you are most comfortable with. If you know the User Name, this is often the most direct search.

	9.
	anw142 is typed into the Search Criteria 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_640C1D032D8F421488A6A99D430E51E2]Create Shopping Cart

 
	[bookmark: class_standard_table_17]Step
	Action

	
	One result is found from the User Name entered.

	11.
	The Item Select button is clicked.


 
[bookmark: TS_67FD850717DD478498F6901B228CD322]Create Shopping Cart

 
	[bookmark: class_standard_table_18]Step
	Action

	
	Back on the Change Default Settings dialog box, we can see that Amanda 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 Amanda will receive the items and will be the one to perform the Goods Confirmation for them.


 
[bookmark: TS_8BDA1224AEE7421DB47AEA56048DD687]Create Shopping Cart

 
	[bookmark: class_standard_table_19]Step
	Action

	
	You can see that we have a red-level error because we haven’t yet supplied the required information on the Delivery Address tab. This tab is found by clicking on the Display More Tabs button. Let's go fill in the required information.


 
[bookmark: TS_8576E9141C384D63AF3A4FB4EB7B6EDE]Create Shopping Cart

	[bookmark: class_standard_table_20]Step
	Action

	12.
	The Display More Tabs button is clicked.


 
[bookmark: TS_B55983C53CDF462198ACF0070C4C6D99]Create Shopping Cart

	[bookmark: class_standard_table_21]Step
	Action

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


 
[bookmark: TS_BE1690073B87475DBF9CEB1748C06712]Create Shopping Cart

	[bookmark: class_standard_table_22]Step
	Action

	14.
	The Possible Values button is clicked for Name.


 
[bookmark: TS_69E7D2A84D924885B9632EFBDC65FE0D]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_215B3150B94E4FBBBF64659B32D3678A]Create Shopping Cart

	[bookmark: class_standard_table_24]Step
	Action

	15.
	The Search Criteria dropdown is clicked.


 
[bookmark: TS_C363096755D14C73A968E50DD42DA1A8]Create Shopping Cart

 
	[bookmark: class_standard_table_25]Step
	Action

	
	We have quite a range of search criteria available, and you should feel free to use whatever works for you. In this case, I'd like to search for a particular building, so I will set the filter to search by Building Code.

	16.
	The Building Code menu item is clicked.


 
[bookmark: TS_F659325F826E4939846247E0C746DFEF]Create Shopping Cart

 
	[bookmark: class_standard_table_26]Step
	Action

	
	I know that the building is named "Technology"-something. Let's just enter "Technology".

	17.
	Technology is typed into the Search Criteria field.

	18.
	The Search button is clicked.


 
[bookmark: TS_ADE6342F274B47B3B06A8C432BE47C99]Create Shopping Cart

 
	[bookmark: class_standard_table_27]Step
	Action

	
	No results for that search. Note that the middle option is set for "is", not "contains", which means that unless the Building Code is EXACTLY "Technology", no match will be made. Let's add an asterisk at the end to match any Building Code that begins with "Technology".

	19.
	Technology* is typed into the Search Criteria field.

	20.
	The Search button is clicked.


 
[bookmark: TS_6FD619E8083548999148AC89800D4E0D]Create Shopping Cart

 
	[bookmark: class_standard_table_28]Step
	Action

	
	There it is. The Technology Support Building.

	21.
	The Item Select button is clicked.


 
[bookmark: TS_F2AC6AA69A75446590E74284FC76341A]Create Shopping Cart

 
	[bookmark: class_standard_table_29]Step
	Action

	
	You may notice something unusual in the information displayed here. Although we selected the Technology Support 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 Amanda. If I were the Goods Recipient, I would supply my own name and information here instead.

	22.
	Amanda Pastore is typed into the C/O field.

	23.
	123-456-7890 is typed into the Phone Number / Extension field.


 
 
	[bookmark: class_standard_table_30]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.

	24.
	3 is typed into the Floor field.

	25.
	310 is typed into the Room field.


 
[bookmark: TS_5CBF6B056D9E46AA8BC91928F0ED24BA]Create Shopping Cart

	[bookmark: class_standard_table_31]Step
	Action

	26.
	The OK button is clicked.


 
[bookmark: TS_042242C75D05460BBC8882419745CBB8]Shopping Cart

 
	[bookmark: class_standard_table_32]Step
	Action

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

	27.
	The Add Item to Shopping Cart button is clicked.


 
[bookmark: TS_3707FD7D14584CCCA76CB3924D3828E1]Shopping Cart

 
	[bookmark: class_standard_table_33]Step
	Action

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


 
 
	[bookmark: class_standard_table_34]Step
	Action

	
	Important! Each and every line item in a Lion Marketplace shopping cart must be "Lion Marketplace." 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


	28.
	The Lion Marketplace menu item is clicked.


 
[bookmark: TS_7CC3E6BDE2EE45B3BCAD97206DA30288]Shopping Cart

 
	[bookmark: class_standard_table_35]Step
	Action

	
	It doesn't matter which catalog we start with. In the Lion Marketplace segment of the Shopping Cart - Catalog and Contracts Search simulation we found an item in Penn State General Stores, so I'll start with ordering an item from the Penn State General Stores catalog.

	29.
	The Penn State General Stores button is clicked.


 
[bookmark: TS_344EEE77A98E401F861D2AD08B0ED466]Office Supplies: Office Products and Office Furniture: Office Depot

 
	[bookmark: class_standard_table_36]Step
	Action

	
	You can enter keywords here, but a specific Item Number is best. In the Lion Marketplace segment of the Shopping Cart - Catalog and Contracts Search simulation, we wrote down an item number of 143857.

	30.
	143857 is typed into the Search field.

	31.
	The Start Search button is clicked.


 
[bookmark: TS_6B1F4C6B77E649B58F160FE79BBCF9C4]TOPS Steno Books 6 x 9 Gregg Ruled 70 Sheets White Pack Of 12 - Office Depot

 
	[bookmark: class_standard_table_37]Step
	Action

	
	In a catalog, Adding to Cart means adding the item to the catalog's cart. Later, when we checkout, the item will automatically be transferred to our SIMBA Shopping Cart.

	32.
	The Add to Cart button is clicked.


 
[bookmark: TS_5A51FC3E83B04A2EA40B8FC599353AF2]Office Supplies: Office Products and Office Furniture: Office Depot

 
	[bookmark: class_standard_table_38]Step
	Action

	
	With the item in the cart, we are ready to check out.

	33.
	The Check Out button is clicked.


 
[bookmark: TS_9855015FBBFA4F509FBDA16CEADE4042]Shopping Cart

 
	[bookmark: class_standard_table_39]Step
	Action

	
	The item and the quantity are correct, so let's proceed to checkout.

	34.
	The Proceed to Checkout button is clicked.


 
[bookmark: TS_12B6CC08709849E986BE3B115C816590]Shopping Cart

 
	[bookmark: class_standard_table_40]Step
	Action

	
	Be sure that you see the green checkmark and "All done!" message before you return to SIMBA. Also, doublecheck the details here as a final review.


 
 
	[bookmark: class_standard_table_41]Step
	Action

	
	IMPORTANT! Known Web Browser Issue
 
Because the major vendors have begun to change how their browsers handle cookies (small data files stored on computers during browsing), clicking the Return to SIMBA button may generate an error message. These changes can cause some sites that rely on "third-party" cookies to malfunction. NOTE: This impacts all sites on the web that use legitimate cookies, not just SIMBA. To learn more about this issue and the settings you should change in your browser, see the Return to SIMBA - Shop OnLion Error knowledge base article for detailed instructions.
 
Also, be aware that clicking Return to SIMBA may open the Create Shopping Cart window behind other windows, or may open it in a new tab (depending on your browser settings). Other common issues include receiving an error message or a timeout notification, in which case you should clear your browser cookies and cache, or try another browser.
 
Most users should not typically experience problems. That said, we encourage you to take a proactive approach to reviewing the information on the SIMBA website about browser settings to ensure the best Lion Marketplace experience.


 
[bookmark: TS_DF36758EAFEE4F13B67D25AACADAD3E1]Shopping Cart

 
	[bookmark: class_standard_table_42]Step
	Action

	
	The Return to SIMBA button is clicked to transfer the catalog cart item to the SIMBA shopping cart.

	35.
	The Return to SIMBA button is clicked.


 
[bookmark: TS_07CEFB8399234CBAA0970D068E7725F4]Shopping Cart

 
	[bookmark: class_standard_table_43]Step
	Action

	
	Once the Lion Marketplace 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 do after all line items have been added.


 
[bookmark: TS_FEEDE068520444AFAF386FF84ABBF8B3]Shopping Cart

 
	[bookmark: class_standard_table_44]Step
	Action

	
	Items added from Lion Marketplace catalogs will have a Product Category code determined by the supplier. Catalog item product categories may not be changed by the shopper. If the University does not have an exact match for the category identified by the supplier, you may see “00000001 – Undefined” in the Product category field. This will not prevent you from ordering your cart.


 
[bookmark: TS_86C5B98B7BCE4B09BFE2B2E01BA2BEDE]Shopping Cart

 
	[bookmark: class_standard_table_45]Step
	Action

	
	A best practice:
 
Always Save the cart immediately after returning items from Lion Marketplace.
 
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.

	36.
	The Save button is clicked.


 
[bookmark: TS_42E79BF6011B477FA8857AEDB8BABB23]Shopping Cart

 
	[bookmark: class_standard_table_46]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.

	37.
	The Edit button is clicked.


 
[bookmark: TS_13B54202A81247279D0E257358AB7029]Shopping Cart

 
	[bookmark: class_standard_table_47]Step
	Action

	
	Let's add another line item that we previously searched for.

	38.
	The Add Item to Shopping Cart button is clicked.


 
[bookmark: TS_D41CF61FE0D140F48C64CB2BADB98619]Shopping Cart

 
	[bookmark: class_standard_table_48]Step
	Action

	
	Important! Each and every line item in a Lion Marketplace shopping cart must be "Lion Marketplace." Standard shopping carts should never contain a mix of line item types.

	39.
	The Lion Marketplace menu item is clicked.


 
[bookmark: TS_E2DE37390E1F4E699DED0E6D77BAB773] 
	[bookmark: class_standard_table_49]Step
	Action

	
	We have an item that we found in the Fastenal catalog that we want to add to our shopping cart. We need to scroll down a bit to see the button for the Fastenal catalog.


 
[bookmark: TS_185A6AEB51734BF2A8462B382D1BF86C]Shopping Cart

	[bookmark: class_standard_table_50]Step
	Action

	40.
	The Fastenal button is clicked.


 
[bookmark: TS_F7351EE01EFE404787420AD50CD039B5]Shopping Cart

 
	[bookmark: class_standard_table_51]Step
	Action

	
	In the Lion Marketplace segment of the Shopping Cart - Catalog and Contracts Search simulation, we wrote down an item number of 0528649.

	41.
	0528649 is typed into the Search field.

	42.
	The Start Search button is clicked.


 
[bookmark: TS_38345A373CDC4BE497378C47D67D0708]Shopping Cart

 
	[bookmark: class_standard_table_52]Step
	Action

	
	As before, we add the item to the catalog cart.

	43.
	The Add button is clicked.


 
[bookmark: TS_ACE555FB02014FB08CC42591DE61BD2F]Shopping Cart

	[bookmark: class_standard_table_53]Step
	Action

	44.
	The My Cart button is clicked.


 
[bookmark: TS_86F9B68AEEB243978CC5B817B8A16BF0]Shopping Cart

 
	[bookmark: class_standard_table_54]Step
	Action

	
	Another click is required in the Fastenal catalog to actually navigate to the cart.

	45.
	The View Shopping Cart button is clicked.


 
[bookmark: TS_A240E109239D421AA25498CD0F6CAE52]Shopping Cart

	[bookmark: class_standard_table_55]Step
	Action

	46.
	The Check Out button is clicked.


 
[bookmark: TS_EACA1805682D4B2798459F8D63BE873C]Shopping Cart

	[bookmark: class_standard_table_56]Step
	Action

	47.
	The Complete Checkout button is clicked.


 
[bookmark: TS_E3C417DB8740402DA982D344EE8CAF62]Shopping Cart

 
	[bookmark: class_standard_table_57]Step
	Action

	
	Everything looks good here; let's proceed to checkout.

	48.
	The Proceed to Checkout button is clicked.


 
[bookmark: TS_FB7B5761FB764EB3AD1B289BB481A012]Shopping Cart

 
	[bookmark: class_standard_table_58]Step
	Action

	
	There is the green checkmark and "All done!" message. Back to SIMBA.


 
[bookmark: TS_D8961FCFDD2E47909A08A6B5BED8DD17]Shopping Cart

	[bookmark: class_standard_table_59]Step
	Action

	49.
	The Return to SIMBA button is clicked.


 
[bookmark: TS_1490D1CB8E434B818B3E3118C40CD403]Shopping Cart

 
	[bookmark: class_standard_table_60]Step
	Action

	
	Remember, we want to save at regular intervals. With Line item 2 added, let's do that now.

	50.
	The Save button is clicked.


 
[bookmark: TS_645DB39FB2CB4486AEAD3A0E2C3E8D05]Shopping Cart

 
	[bookmark: class_standard_table_61]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.

	51.
	The Edit button is clicked.


 
[bookmark: TS_D8CAFBD72EB446658364F71049829CFE]Shopping Cart

 
	[bookmark: class_standard_table_62]Step
	Action

	
	Note the system confirmation that our cart saved successfully.


 
[bookmark: TS_EF924EF432E9491C898D86593965674E]Shopping Cart

 
	[bookmark: class_standard_table_63]Step
	Action

	
	Let's add one more item to our cart from our previous Lion Marketplace search.

	52.
	The Add Item to Shopping Cart button is clicked.


 
[bookmark: TS_E87ADB4757474AEE90B1F7B6B557CD2E]Shopping Cart

	[bookmark: class_standard_table_64]Step
	Action

	53.
	The Lion Marketplace menu item is clicked.


 
[bookmark: TS_EDA2798D37F344C6A263001B6F606998] 
	[bookmark: class_standard_table_65]Step
	Action

	
	The last item we want to add was found in the Grainger catalog. We need to scroll down a bit to see the button for the Grainger catalog.


 
[bookmark: TS_FF05B47A1C324FA585C0D9664C9BD18C]Shopping Cart

	[bookmark: class_standard_table_66]Step
	Action

	54.
	The Grainger button is clicked.


 
[bookmark: TS_42FC399B99CF438EABF79BF383BE6B08]Shopping Cart

 
	[bookmark: class_standard_table_67]Step
	Action

	
	In the Lion Marketplace segment of the Shopping Cart - Catalog and Contracts Search simulation, we wrote down an item number of 2CY44.

	55.
	2CY44 is typed into the Search field.

	56.
	The Start Search button is clicked.


 
[bookmark: TS_7476AC87BC3842EFA7CD434E2885F8C9]Shopping Cart

 
	[bookmark: class_standard_table_68]Step
	Action

	
	That is the right item. Let's add it to the cart.

	57.
	The  Add to Cart button is clicked.


 
[bookmark: TS_6672AB8AEFEA4ADCAC7E2E18AF34AA1A]Shopping Cart

	[bookmark: class_standard_table_69]Step
	Action

	58.
	The View Cart button is clicked.


 
[bookmark: TS_2AF99C1C52F744B18B0F82D4AE07906D]Shopping Cart

	[bookmark: class_standard_table_70]Step
	Action

	59.
	The Submit Cart button is clicked.


 
[bookmark: TS_84D2684F358E4502A910CAA07B7A4EEB]Shopping Cart

 
	[bookmark: class_standard_table_71]Step
	Action

	
	This is just a courtesy confirmation from the vendor. Click Yes.

	60.
	The Yes button is clicked.


 
[bookmark: TS_26E0BB2739894A42A75B17C9BD50D444]Shopping Cart

	[bookmark: class_standard_table_72]Step
	Action

	61.
	The Proceed to Checkout button is clicked.


 
[bookmark: TS_F15AA72064974A1BBB19A6265F552351]Shopping Cart

	[bookmark: class_standard_table_73]Step
	Action

	62.
	The Return to SIMBA button is clicked.


 
[bookmark: TS_F89F5D50BB4F4EFE9150AB8084744BDE]Shopping Cart

 
	[bookmark: class_standard_table_74]Step
	Action

	
	With Line item 3 added, let's save again.

	63.
	The Save button is clicked.


 
[bookmark: TS_B3C67A78DA5B45EDBD62EE9FE83D7B35]Shopping Cart

 
	[bookmark: class_standard_table_75]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.

	64.
	The Edit button is clicked.


 
[bookmark: TS_41A4AB08AA4C4C09A2B065BBC8E24ACF]Shopping Cart

 
	[bookmark: class_standard_table_76]Step
	Action

	
	Now it's time to start resolving these errors!

	65.
	The Line Item Select button is clicked for Line Item 0001.


 
[bookmark: TS_1C89A4AABD7C48E4B0BA42879BED91FA]Shopping Cart

 
	[bookmark: class_standard_table_77]Step
	Action

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

	66.
	The Item Details button is clicked.


 
[bookmark: TS_0828D53854F8412B81DE3D440E3F324D]Shopping Cart

 
	[bookmark: class_standard_table_78]Step
	Action

	
	Here we can see quite a bit of detail for Item 1 that we have supplied up to this point. On the left side under Identification, we see the Product Category number and Description for the Steno Books we ordered. In the upper middle under Currency, Values and Pricing, we see that we have a dozen books valued at $20.27. And in the lower middle under Service and Delivery, we see that Amanda Pastore is the Goods Recipient, which confirms the default setting we made earlier.


 
[bookmark: TS_0C6BCBC74EF6410CAA24ECE593FCAC2C] 
	[bookmark: class_standard_table_79]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_80]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_47714680EF414CD5A3DC0D229143F026]Shopping Cart

	[bookmark: class_standard_table_81]Step
	Action

	67.
	The Account Assignment button is clicked.


 
[bookmark: TS_C8AD90771C3244768DFA0F0BBEBEB23C]Shopping Cart

	[bookmark: class_standard_table_82]Step
	Action

	68.
	The Account Assignment Category dropdown is clicked.


 
[bookmark: TS_203DAD1C8C0B4ABA9307544B182F8121]Shopping Cart

 
	[bookmark: class_standard_table_83]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.

	69.
	The Cost Center menu item is clicked.


 
[bookmark: TS_8444F1EAF4AC46D8BFF5DE945A6C9598]Shopping Cart

 
	[bookmark: class_standard_table_84]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.

	70.
	6537010001 is typed into the Assign Number field and Enter is pressed.


 
[bookmark: TS_50DABE6D6058455E95FDA6D7E256E297]Shopping Cart

 
	[bookmark: class_standard_table_85]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.
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	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.

	71.
	The Line Number 0001 button is clicked.
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	[bookmark: class_standard_table_87]Step
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	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_8D9FB1AC51CA437CBBF4AC34B0637D0E]Shopping Cart
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	72.
	The Close Tray button is clicked.
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	[bookmark: class_standard_table_89]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.

	73.
	The Copy to Clipboard button is clicked.
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	The clipboard is opened and populated with the Account Assignment data.


 
[bookmark: TS_1AA5DB6A5BB4434296A6E42F3223753E]Shopping Cart

	[bookmark: class_standard_table_91]Step
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	74.
	The Notes and Attachments button is clicked.
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	[bookmark: class_standard_table_92]Step
	Action

	
	Supplier Text is not transmitted for the majority of catalog purchase orders, so Notes are not required. If your departmental approvers request or require Internal Notes, this is where you should add them.
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	[bookmark: class_standard_table_93]Step
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	75.
	The Delivery Address/Performance Location button is clicked.
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	The default settings we entered at the start of this shopping cart, in the header, are showing.
 
Unlike a Free Text shopping cart, Lion Marketplace orders do not require you to indicate a preferred supplier, since the suplier 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.
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	The Next Item and Previous Item buttons allow us to move to particular line items in the shopping cart.
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	76.
	The Next Item button is clicked.


 
[bookmark: TS_CBAE4D61077C48438F18D8DC85BEBB3B]Shopping Cart

 
	[bookmark: class_standard_table_97]Step
	Action

	
	Now we are working with Item 2, the time clock.
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	We see the default values already applied here as well.
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	77.
	The Account Assignment button is clicked.
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	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.

	78.
	The Change All Items button is clicked.
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	Note the updated information for Item 2. You will see it displayed for Item 3 as well.
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	79.
	The Next Item button is clicked.
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	The Account Assignment information has been supplied automatically for Item 3.
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	With all three line items complete, our red-level error message status is outdated and in need of a refresh.

	80.
	The Check button is clicked.


 
[bookmark: TS_1C81543C2EEF40E1B80DDC520BA72AAF]Shopping Cart
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	That's better. We are simply reminded that notes and attachments will not be transmitted for catalog purchase orders. We may proceed.
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	IMPORTANT! You MUST click Order and see a system confirmation before you close out of the transaction.

	81.
	The Order Shopping Cart button is clicked.
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	[bookmark: class_standard_table_107]Step
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	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. In some cases, the system may determine that the shopper is pre-approved and the cart will show "system" as the approval step. If not pre-authorized, it will go to the budget and financial approvers. Write down the shopping cart number shown in the system status. In this case, the number is 1000003632.
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	[bookmark: class_standard_table_108]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.

	82.
	The Close button is clicked.
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	Back on the Active Queries screen, we don't see the items from Shopping Cart 1000003632 listed. We need to click the Refresh button to get an updated listing.
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	83.
	The Refresh button is clicked.
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	[bookmark: class_standard_table_111]Step
	Action

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


 
 
	[bookmark: class_standard_table_112]Step
	Action

	
	The approval workflow for a Lion Marketplace shopping cart (punchout catalogs) will determine whether the shopper is pre-authorized for the cost object being charged and dollar value of the order, or if Budget and Finance Approvals (Policy FN18) approvals are required.
 
Most Lion Marketplace carts under $25,000 automatically create a purchase order that is sent to the supplier, rather than routing to Purchasing. Very efficient process.


 
 
	[bookmark: class_standard_table_113]Step
	Action

	
	Lion Marketplace orders under $5,000 do not require a goods confirmation/receipt, and the invoice will be received electronically. No additional steps are required on them. Orders of $5,000 or more will require the shopper (or goods recipient) to complete a goods confirmation/receipt.


 
[bookmark: TS_8E1EE72B658647EFB4083F807EAAE9C4] 
	[bookmark: class_standard_table_114]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 4, 2021
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