Business Applications ~ IMake Changes to a Shopping Cart Awaiting Approval
Supporting Education

Updated: 5/12/2014

Use this job aid to make any changes to a Shopping Cart that has an “Awaiting Approval” status.

If the Shopping Cart has an “Approved” status, please refer to the Modifying PO’s job aid.

1. From the Manage Shopping Carts area, locate the Shopping Cart to be changed, and then
click the Shopping Cart Number hyperlink to open and display.

Home Human Rezources Sysztemsz Procurement /| Contracts Aszzet Management Reportz

Process Transactions

Manage Shopping Carts Hizt
[41¢] (|

Detailed Navigation

Active Queries
= Kanage Shopping Cariz

= Maintain Service Entry Shest Shopping Carts All(3) Zaved (0) Awaiting Appreval (0]
= Dizplay Mez=ages for Service Entry She
= Post, Change or View Goods Receiptilss

Shopping Carts - All

= lManage Purchase Order [ Show Quick Criteria Maintenance |

Services View | [Standard Wiew] ~| | [ create Shopping Cart || Copy | | [ Display |[ Edit || Defete | || [ order || creat

Create Shopping Cart 5y | Shopping Cart Mumber || Shopping Cart Name | kem Number | kem Name Status

Portal Favorites E 1000002415 I Edit a Shepping Cart | 1 Computer Desk wiHutch | Awaiting Approval
1000002418 Edit a Shepping Cart | 2 55" Bookcase Awaiting Approval
1000002418 Edit a Shepping Cart | 3 Delivery Charge & Set-up | Awaiting Approval

2. Click the Edit button on the document toolbar:

Display Shopping Cart:1000002418

Number 10000024132 Document Name Edit a Shopping Cart Status Awaiting Approval

| Cloze | | Print Preview | | Show my Tasks || Refresh || Cupﬂ

3. A Change dialogue box will display notifying the user that the approval process may be
restarted. Click the Continue button:

Daocument iz in approval; it you continue, the
approval process might be restarted

|| Continue ||| Cancel
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4. A system message will display, advising that the Shopping Cart document has been recalled
and sent to the user’s inbox (Universal Worklist). Click the Close button to close the Shopping
Cart. This action will return the user to the Manage Shopping Carts area once more.

Change Shopping Cart and Order:1000002418

Humber 1000002418 Document Name Edit a Shopping Cart Status Awaiting Approval

Document recalled; revizgion work item has been sent to your inbox

QOrder I:.Il:lse| | Print Preview | | Save || Check || Delete|

5. Once again, click on the Shopping Cart Number hyperlink to open and display the Shopping
Cart:

Home Human Rezources Sysztemsz Procurement /| Contracts Aszzet Management Reportz

Process Transactions

Manage Shopping Carts Hizt
[41¢] (|

Detailed Navigation

Active Queries
= Kanage Shopping Cariz
= Maintain Service Entry Shest Shopping Carts All(3) Zaved (0) Awaiting Appreval (0]

= Dizplay Mez=ages for Service Entry She

= Post, Change or View Goods Receiptilss S e U=

= lManage Purchase Order [ Show Quick Criteria Maintenance |

Services View | [Standard Wiew] ~| | [ create Shopping Cart || Copy | | [ Display |[ Edit || Defete | || [ order || creat

Create Shopping Cart 5y | Shopping Cart Mumber || Shopping Cart Name | kem Number | kem Name Status

Portal Favorites E 1000002415 I Edit a Shepping Cart | 1 Computer Desk wiHutch | Awaiting Approval
1000002415 Edit a Shepping Cart | 2 85" Bockcase Awaiting Approval
1000002418 Edit a Shepping Cart | 3 Delivery Charge & Set-up | Awaiting Approval

6. A system message will display, notifying the user that there is an open task. Click the “Show
my Tasks” button.

Display Shopping Cart:1000002418

Humber 1000002418 Document Hame Edit a Shopping Cart Status Awaiting Approval

“‘ou have an open tazk for thiz document; chooze "Show Ny Tazks

| Close | | Print Preview | | Show my Tasks || Refresh || Copy |
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7. A dialogue box will appear displaying the task under the Subject heading.
Click the “Process Now” button.

Select a task to process the shopping cart i

My Tasks for This Document
Subject Fraom |:|
|_| Revize Shopping Catt 100000244 8 with Value 94695 USD 04072014 22:28:17

=
|| Process Mow |I Cancel |

8. The user can now make any desired changes to the Shopping Cart document.
Examples include:

e Additems e Delete items
e Change funding e Add notes & attachments
e Change delivery e Decrease/increase quantity

¢ Change vendor

Change pricing

9. After making the desired changes, click the Check button to validate the data and check for
any errors or system messages. After correcting errors, or, if there are no errors, click the
Order button to re-submit the Shopping Cart to the Site Administrator for approval.

| Drl:ler” Eluse| | Print Preview | | Save |‘ Check | Delete|

Close the document after ordering.
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The following steps illustrate an alternate way to make changes to Shopping Carts through the
Universal Worklist.

1. Click the Procurement/Contracts tab:

= oming Dates - SAP NetWeaver Portal - Windows Internet Explorer provided by CITRIX
@‘\: = |? https:/bts.lausd net/ri/portal pj 0E23ES I Upcoming Dates - SAP NetW,., X

| Welcome DIANA VASQUEZ

Human Resources Time Reporting Support Asset Management Procurement f Contracts Re

Home Financials/Budg
Home | LUniv MWorkdist

Upcoming Dates

[4]»] 4
Detailed Navigation
- SAP is not supported by Internet Explorer 10 (IE 10). Downloading a Citri
» [Becomingliales SAP with IE 10. Please go to Irp.askitd.net for instructions on how to dow

= About BTS
= ALERT- R/3 Logoff Procedurs
= Tech Support

Upcoming Time Entry Cut-Off Dates

2. Click the Process Transaction sub-tab:

=y urement/Contracts - SAP NetWeaver Portal - Windows Internet Explorer provided by CITR!X
@; e IE7 hittps bt lausd.net/irj/portal OF] & |4 %] = Procurement{Contracts - SA... X

Welcome DIANA VASQUEZ

Home Financials/Budgs 85 Time Reporting Support Asset Management Procurement/ Contracts

Manage Master Data | Pro

Procurement/Contracts
[4]»] 4
Detailed Navigation E]

= Display Vendor Addresses

Portal Favorites @]

3. Click the Manage Shopping Cars link:

Manage Shopping Carts
[4]¢] q
Detailed Havigation

|- Manage Shopping Carts |

= Maintain Service Entry Sheet

= Display Messades for Service Entry Shet
= Post, Change or Viewy Goods Receiptiss
= hanage Purchase Order
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4. Click the Shopping Cart Number link to open/display:

Make Changes to a Shopping Cart Awaiting Approval

Updated: 5/12/2014

Shopping Carts - All

| b Zhow Guick Criteria Maintenance |

View:|[8tandard Wigw] v| | | Create Shopping Cart || Copy | | | Dizplay || Edit || Dielete | | | Crrder || Creste Confirmation || Print Previess | | |:
T Shopping Cart Mumber | Shopping Cart Mame | tem Mumber | tem Mame Status tem Status
] 1000002554 Lakeshore supplies | 1 Construction Paper 9x12 Awvatting Approval | Auvwating Aporoval
| 1000002554 Lakeshore supplies | 2 SuperBright Liguid Tempura Paint 1 Pint | Awveating Approval | Aweaiting Spproval
B 1000002554 Lakeshore supplies | 3 Safety Scizsors Avvaiting Approval | Aswaiting Apgroal

5. Click the Edit button to unlock the Shopping Cart. Click the Edit button on the document

toolbar:

Display Shopping Cart:1000002554

Eclit | Cloze | | Prirt Prewigw | | Show my Tasks || Refresh || Copry |

Humber 1000002554 Document Hame Lakeshore supplies Status  Awwaiting Approsal

6. A Change dialogue box will display notifying the user that the approval process may be

restarted. Click the Continue button:

Daocument is in approval, it you continue, the
approval process might be restarted

EmE

7. A system message will display, advising that the Shopping Cart document has been
“...recalled and sent to the user’s inbox” (Universal Worklist). Click the Close button to close

the Shopping Cart. This action will return the user to the Manage Shopping Carts area once

maore.

Change Shopping Cart and Order:1000002554

Humber 10000025354 Document Hame Lakeshore supplies Status  Awvaiting Approval

Document recalled; revision work item has been sent to your inbox

Circler | Cloze I [ Pririt Presviese | | | Save || Check | | Delets |
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8. Click on the Home tab, then click the Universal Worklist sublink.

| Home Human Rezources Systems Procurement § Contracts Az=et Management Reportz

|_Humt: | Univ

9. Click the Refres%refresh the list and view the most current list of tasks:

The list of tems shown here could be outdated. Waiting for update
Tasks (17 [17) ] Alerts | rotifications | SaPotfice Mails | Tracking

Show [Mews and In Progress Tasks (17 /17) [ -| EE
Ty | Subject l From Sert Date Priority = | {1 | Due Dste Status
Revize Shopping Cart 1000002554 with Test User 205, LAUSD  Today Medium ey
Walus 18676 USD

\
Click on the Shopping Cart link to be revised.

10.Make desired changes to the Shopping Cart document.
Examples include:

e Additems o Delete items

e Change funding e Add notes & attachments

e Change delivery e Decreasel/increase quantity
e Change vendor e Change pricing

11. After making the desired changes, click the Check button to validate the data and check for
any errors or system messages. After correcting errors, or, if there are no errors, click the
Order button to re-submit the Shopping Cart to the Site Administrator for approval.

I Order || C.Iu:lse| | Print Preview | | Save | Check | Delete|

Close the document after ordering.
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