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PURCHASING SERVICES

TO: All SRM Users

FROM: Doug Sabel, Director, Procurement Operations and University Contracting Group


DATE: September 27, 2007


SUBJECT: New “Monitor Shopping Carts” Functionality

We have received numerous requests for the ability of requestors to view shopping carts other than their own. Through the efforts of the OnePurdue team, the Supply Chain team and Purchasing Services we have found a tool that provides that functionality. 

On Friday, September 28 all SRM users will find a new tab under “Purchasing Services” called “SRM Administration”. Under that tab you will find a “Monitor Shopping Carts” function. Detailed instructions for using this functionality are included with this memo.

In a nutshell, Monitor Shopping Carts allows you to look up any shopping cart in the SRM system. Depending on the other SAP roles you have you may also be able to delete shopping carts or line items within a shopping cart. If you are not the original requestor and changes to a shopping cart are identified using this functionality, please consult with the requestor or the requestor’s business office about the changes.  This broad access and capability brings with it the expectation that you will only access those shopping carts for which you have a legitimate need to access and necessary changes are managed appropriately. 

As always, if you have a problem or question with this new feature please contact the Purchasing Help Desk. Also, your positive feedback is always appreciated. 

Monitor Shopping Carts

Click ‘Purchasing Services’=>’SRM Administration’=>’Monitor Shopping Carts’.
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This is the main screen for ‘Monitor Shopping Carts’, which displays several search criteria.  
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If the Shopping Cart number is known, please follow the remaining steps.  Otherwise, please see ‘Search Tips’ below.

Enter the Shopping Cart number in the ‘Number of Shopping Cart’ field and click ‘Start’.
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The following screen will appear:
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· Selecting the arrow [image: image6.bmp]will open the line item details.  This is helpful to find out if your line items had to be ‘Completed’ out of sourcing, which means canceled.  If a Status of ‘Cannot be ordered’ is shown in the line item detail status, this means this Shopping Cart will need to be rekeyed:
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· Selecting the magnifying glass [image: image8.bmp] will take you into the Shopping Cart.  

· Make sure to select the magnifying glass [image: image9.bmp] on the Header level.  
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· The ‘Display Changes’ link will indicate any changes made to the Shopping Cart.  If a change was made to the price, quantity, a line item deleted, or a line item rejected, the Shopping Cart will route back to the Requester’s Inbox for approval.  The Requester will need to go to ‘Purchasing Services’=>’Workbench’=>’Inbox’ to find the order.
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Search Tips
· If the Shopping Cart number is known, enter it in the ‘Number of Shopping Cart’ field and click ‘Start’.

· To search on a particular account assignment, scroll down to ‘Assigned to’.  Use the drop down to select the Account Assignment, and enter the Account Number in the field to the right of the drop down (as shown below).
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· To search by a Purchase Order number only, scroll down to ‘Type of Follow-on Document’.  Use the drop down to select the type of Follow-on Document, and enter the number in the field below (as shown below).
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· Example: If I only had a Purchase Order Number to search by, I would select ‘EC Purchase Order’ and enter the number below (as shown below).
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After clicking [image: image15.bmp] (Start), the Shopping Cart that corresponds to the search criteria entered will display as shown below: 
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