EZ-BUY V7.0

Managing Requisitions – Europe (English)

Shopping Cart - Ordering
Quick Reference Guide 

Creating the Shopping Cart

To Begin login to the Purdue Portal URL:

https://erp-portal-prd.itap.purdue.edu/irj/portal

Click on the following links Purchasing Services -> Component Planning -> Orders
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Alternatively you may click directly on Orders, in the left column, if you have added this to your Portal Favorites.
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You will now see the above image in the middle of your screen, which means you have successfully navigated to the Shopping Cart.
Default Settings for Items
Ship-To Address/Performance Location
To set the header level defaults for the order, click on the Display Details link next to the “Ship-To Address/Performance Location” label
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Update the c/o field with your name/building in the following format.
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Do not edit any of the default field information.  
· Vendors use this information and if it does not match their records the order will error.
Cost Assignment
Click on the Display Details link next to the “Cost Assignment” label.
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Under the “Assigned to” heading next to “Order” enter in the Work Order number for this shopping cart.
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If you do not know your work order number you may search for it by clicking on the binoculars icon next to the text box.

Extended Details
Click on the Extended Details link to set your “Unloading Point”

[image: image9.png]‘Ship-To Address/Performance Location
Cost Assignment No

Extended Defais




Then update the Unloading Point using a building/room format.
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You may click on the Simplif. Details to close the extended details
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Add Items

General Stores
To add a General Stores item to your shopping cart.  Click on the Internal Goods/Services link.
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Search for the item that you want to add (remember to use the * wildcard)
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Select the line item you want by clicking on the link that is next to the item name.
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Complete the rest of the details as needed filling out the required quantity at the next screen.
Non-Catalog Line Items
Click on the Describe Requirement link to begin creating your non-catalog line item.
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Enter in the item description, as well as any information that will help the expediter in completing this order.
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· Be sure to leave the Price/Currency blank to prevent delays to your shopping carts approval

Click the Add to Shopping Cart button to complete adding this item to your shopping cart.

ePlus Technologies
Click on the ePlus Technologies link to begin searching for a catalog item.
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This will launch a popup window that contains the Intellecat search engine.  

Enter in a description of the item you are looking for (or the part number) and then click on Find it.
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Clicking on View Results will deliver a list of the items.
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Clicking on the Add button next to the line item you want will add it to your ePlus shopping cart.
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Update the quantity of the item you just added by clicking on the Shopping Cart link.
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Adjust the quantity to the amount required then click on the Update Quantity link.
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Once your ePlus shopping cart is ready click on the Checkout button to pull the items back into your shopping cart.
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This will close the popup window and pull the line item back into your Portal shopping cart.

· If you have added items from a Punch Out Catalog you must delete the item within ePlus and then punch back out, re-adding and updating the quantity at the vendors website.
Old Purchase Orders and Templates
Click on the Old Purchase Orders and Templates to begin select the line item you want to copy:
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Next enter your search criteria into either the Item Description or Name of Shopping Cart fields.  
It is best to start with a blank search and then adjust your Timeframe as needed, as this will give you the broadest results set.
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If you have a low results set you may need to adjust the Timeframe (defaults to last seven days).
Select the line item you want to add to your order by clicking the checkbox and then click the Add to Shopping Cart button.
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You will now need to update the line item details as they will default based on what was previously assigned.
Click on the magnifying glass to edit the details.
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Additional Specifications

Update the Name of Shopping Cart replacing your userid with the “Initials of the requester – last 5 digits of the work order - the date”.
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Verify that there are no errors with your order.  You can do this by clicking on the Check button at the bottom of the shopping cart.
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· Check for “success”
If everything is correct with your shopping cart you will receive a popup window with the following information.
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You may now click the Order button to complete the shopping cart.
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Order Status

To view the status of your orders click on the Order Status link in the left column under the Component Planner sub-menu.
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Now adjust the timeframe to encompass the order that you are looking for.
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This will return a list of orders that have been placed with their relative statuses.  
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You may click on the Name of Shopping Cart link to view the details.
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-----------------------------------------------

For all general use or functionality concerns please contact: 

Hours: 8:00 a.m. – Noon, 1:00 – 5:00 p.m.
Email: pshelpdesk@purdue.edu
Phone: 765-494-7279
For ALL technical issues and questions, please call:  

Hours: M-Th 7:00 a.m. – 8:00 p.m.

  Friday 7:00 a.m. – 6:00 p.m.


  Sat – Sun Noon – 6:00 p.m.

Email: itap@purdue.edu
Phone: 765-494-4000
Rev.01(10/02)
Purdue University 2008 All rights reserved

