Businese Applications Update — Delivery Address Change >
For Internal and External Purchases

Starting July 1, 2016 there will be only one place to change the Delivery Address / Storage
Location for Stock Transport Orders (STO’s) and External Purchase Orders.

1. From the Manage Shopping Carts area, click on either of the “Create Shopping Cart” links.
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2. Click the Set Values link and, then, click on the Account Assignment to view all available

tabs.

Create Shopping Cart

Create Shopping Cart

Number 1000352425 Document Name REQUESTORZZ 05/02/2018 16:35 Status In Process Created On 05/02/2016 16

Order || Close Print Preview

w General Data

Buy on Behalf of: Dweyna Blackmon

MName of shopping cart: |REQUESTORZ2Z 0

Header Data:
Approval Process:

Default Settings:

Document Changes:

FM Posting Date: *

w ltem Overview
Add fem «

Line Number | kem Type

- Undefined tem Type
= Undefined tem Type
" Undefined tem Tvoe

Save || Check

50212016 16:36

Change Default Settings

“our data will be transferred to all new tems. tems already in the shepping cart will be unchanged.
: : Account Assignment Internal Note: | E‘
Buy on Behalf of. | Dwyna Blackmon
Goods Recipient: | Dwyna Blackmon
Product Category: [61500 (7| OFFICE/SCHOOL STATIONERY SUPPLIES
Purchase Group:
Company Code: LAUSD
Location / Plant; LAUSD LAUSD
Product I | Unloading Point: | |
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3. Click the Delivery Address/Performance Location tab. Click on the match code under the
name field.
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4. The Building Code field stores the IFS location code which is the same as the SAP Storage
Location. Use this field to search for a delivery location that is other than the one defaulted.
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5. Another option is to use the C/O field; make sure that the entry is in capital letters and use the
* (wild card) for better results. Remember, if the word is enclosed by the wild card (*) the
qguery will pull any record that contains the word. The wild card placed only at the beginning of
the word will retrieve records that end with the word. The wild card placed only at the end of
the word will retrieve records that begin with the word.

Delivery Address: All Values

16 16:36 - Hide Filter Criteria Settings
M Serchfem: | | ol
“our data will be tranzferred to all new items. temz already in the shop TErEllEmE % | | ol
ltem Basic Data Account Assignment Internal Note Name tiast name: < | | ol
Name 2/First name; | | =
Reset clo: OI [*BELLY | | =
If the: item is to be delivered to a different address, enter the new adg oo o401 coge: O =3
Narme: LAUSD Code City: & | | =
ChO: WASHMGTON PRIMARY CENTER Street: < | | =
Fax Number/Extension: House Mumber: <@ I:l =
Street / House Number: | 860'W 112TH ST Building Code: <& | | =
i | District: Floor: < I:l >
Country: us USA Room Number: <@ I:l =
Country Key: @ I:l =
Region: <@ I:l =
S | [¥]Restrict Number of Value List Entries To
51500 OFFICE/SCHOOL STATIONERY SUH [ Start Search | [ Reset ]
61500 OFFICE/SCHOOL STATIONERY SUH
51500 OFFICE/SCHOOL STATIONERY SUH Cancel
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6. The results with display as seen below; select the correct address and click OK.
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7. The default location will be overwritten with the new change and the name and address will

appear on the shopping cart.

Create Shopping Cart

Number 100036

Document Hame REQUESTOR22 05/02/2016 16:35 Status In Process Created On 05/02/2016 16:36:37 Created By Dwyna Blackmon

Order Close Print Preview Save Check

w General Data

Buy on Behalf of Dwyna Blackmon

Name of shopping cart: |REQUESTORZ22Z 05/02/2016

Default Settings: Set -
Change Default Settings
Header Data:

Approval Process: 2 “four data wil be transferred to all new items. kems already in the shopping cart will be unchanged. :Eh:
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8. The Storage Location will display at the line level under the Item Data tab and will show the
number and name of the location that the goods are to be delivered to.

NOTE: The STO allows only one Storage Location per order.

Emmﬂsfnrﬂnm‘l PAPER XEROX WHITE 8.5X11 HI SPEED 10/CSE

- Item Data Account Assignment Notes and Attachments Delivery Address/Performance Location Sources of Supply / Service Agents Awailability Approval Process Overview

Identification Currency, Values and Pricing
Order Quantity / Unt: CSE |Case
ltem Type: Material
Ordered Quantity / Unit:: 0.000
Product D: [6453330110 &)
Open Quantity / Unit: 1(|CSE
Description PAPER XEROX WHITE 8.5X11 HI SPEED 10/CSE
Price / Currency: | 34.99| |USD | Price Unit
Product Category: 64500 PAPER (FOR OFFICE AND PRINT SHOP USE)
Not to Exceed Price: O
Order as Direct Materia: ~ []
Delivery Priority: 0 d
Period of Performance: | \ \ | r Frirty i
Option Type: l:l Tax / Amount: No Tax 0.00 USD
O
SN o Goods Receipt Non-Valuated: [
Company Code: 1000 LAUSD Service and Delivery
Delivery Date: 05/02/2016
Supplier Product Number: |
Service Master Record: Display
Organization Location / Plant: 102 LAUSD
Purchasing Group: LD South | Show Members
Ctorage Location: 8536 BELL SH I
Manufacturer Part Number: | Incoterm Key/ Location: I I |
Goods Recipient: 39374

9. The delivery location may also be seen at the Item level by clicking on the Delivery
Address/Performance Location tab.

Emﬂﬂﬂsforﬂﬂn1 PAPER XEROX WHITE 8.5X11 HI SPEED 10/CSE

temData | Account Assig Notes and /I/ ' Delivery Location }I Sources of Supply / Service Agents | Avaiabiity | Approval Process Overview
Ifthe tem s to be deivered to a different address, enter the new address here
Name: LAUSD Code Addiional Name: LAUSD Company Code
cro: | BELL SH | Phone Number / Extension:
Fax Numbar/Extension: E-Mait:
Street / House Number Floor / Room
District: Postal Code / City:
Country: Postal Code / P.0.Box:

Region
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10. Enter the desired number of lines in the shopping cart and click Order.

Edit Shopping Cart:1000362448

Number 1000362448 Document Name REQUESTOR22 05/12/2016 08:28 Status Saved Created On 05122016 08:28:33 Created By Dwyna Blackmon

—
IUrder l Close Read Only | | Print Preview

w General Data

Buy on Behalf of: Dwyna Blackmon

Name of shopping cart: |REQUESTOR22 05/12/2016 08:28

Default Seftings: Set Values Approval Note
Header Data: Values =
. N " | certify that, to the best of my knowledge, | have not violated any
2 play g - " -
Approval Process: D!s lay / Edit Agents applicable State laws, rules, or Board policies regarding contracting/
Budget: Display procurement activities and | have not violated any confiict of interest
Document Changes: Display Delivary Priority: requirements. Additionally, as part of the recently approved Board of
FM Posting Date: * 051772018 Education "Buy District” Resolution, | have checked the availability of the
LELLEE Preferred Vendor: requested items from the LAUSD's General Stores Distribution Supplies
c elitive: * and Equipment Catalog (Stores Catalog) in the new SAP system. |
ompetive understand that if | need ciarification on any of the above, | must seck
PO Event Type: * \Umar | information from the Procurement Services Division Office.
w ltem Overview

| Detais ][ Add tem || Copy || Past || Dupiicate || Delete | | | Proc

Line Number = tem Type Product ID | Description Product Categery | Product Category Description Quantity | Unit | MNet Price / Limit | Currency = Option Ty
l:‘ = 1 Material 6159381124 "PLEASE SIGN &amp; DATE" FLAGS IN DISPEH |81000 OFFICE SUPPLES: CARBON PAPER AND RIBBONS, ALL TYPES 1 EA 3.39|UsD
|_‘ =2 Material 8406000727 23" LED TV W/DVD PLAYER BOL 34000 TELEVISION EQUIPMENT 1 PKG 262.96 USD

11. You have successfully changed the Delivery Address/Storage Location on the shopping
cart.
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