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Training Training 

Welcome to 
SC0100 – 
Shopping Cart  
for Requestors 
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Introduction 

•  Welcome and Introductions 
•  Instructors 

•  Logistics 
•  Ground Rules 
•  Course Objectives 
•  Course Content 
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By the end of this class, you will be able to: 
  Create Shopping Carts to request the purchase of goods or 

services 
  Review the Shopping Cart Approval Process 
  Update Rejected Shopping Carts 
  Modify Purchase Orders 
  Post a Goods Receipt 
  Complete Asset Information for Assets Purchased  

Course Objectives 
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Training Resources 

Business Process Procedures (BPPs): 
•  System Simulations on Creating and Completing a Shopping 

Cart  

Job Aids 
•  Supplemental Books / Instructional Material Product Category 

Code Lists 
•  Fixed Asset Product Category Code List 
•  Facilities Product Category 
•  Accounting Lines: Cost Distribution 
•  Manage Shopping Carts: Query Shopping Carts 
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Course Chapters 

Chapter Description 
1 Definitions and Process Overview 
2 Create Shopping Carts (Requisitions) 
3 Modify Purchase Orders  
4 Create Goods Receipt 
5 Asset Management 
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Definitions and Process Overview Chapter Objectives 

By the end of this Chapter, you will be able to: 
  Define key terms and concepts 
  Describe the general process of how goods and 

services are requested, bought and paid for.  
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Key Terms 

Three types of Purchasing users: 
Requestor  
A system role that allows users to create and edit purchase 
requests. 

Approver 
A system role that allows a user to view and approve or reject 
purchase requests. 

Purchasing 
An organization in SAP responsible for the Purchasing of goods 
and services and defining Purchasing policies and procedures. 
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Confirmation/ 
Goods Receipt Vendor 

Payment 

Approve 
Shopping Cart Purchase 

Order 

Procurement Process Overview 

Create  
Shopping Cart 
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Previous Process Future Process 
Low Value Purchase Order (PD LV) Shopping Cart 
Book Purchase Orders (PD BPO) Shopping Cart 
Professional Service Requisitions (RX CS)  Shopping Cart 
Create Stock Requisition (SR) Shopping Cart 
Contract Service Purchase Order (PD CS) Shopping Cart 

Definitions and Process Overview Chapter: Key Change Impacts 
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Benefits of New Processes 

•  Real-time processing 
•  Easily track documents 
•  Point-click functionality 
•  Select items from catalogs and add the items to the 

Shopping Cart 
•  Purchase Order’s automatically created for majority of 

the Shopping Carts 
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Course Chapters 

Chapter Description 
1 Definitions and Process Overview 
2 Shopping Carts 
3 Create Goods Receipt 
4 Modify Purchase Orders 
5 Asset Management 
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By the end of this Chapter, you will be able to: 
  Create Shopping Carts using catalogs and non-catalogs for: 

  Stock Items: General Store Distribution Center 
  Non-Stock: Professional Services, Goods and General Services  

  Prepared Instructional Material 

  Attach Supporting Documents 
  Review and Select appropriate Delivery Priorities for Stock-

Items 
  Check the status of a Shopping Cart 
  Review the Approval process 

Chapter Objectives 
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Confirmation/ 
Goods Receipt Vendor 

Payment 

Approve 
Shopping Cart Purchase  

Order 

Procurement Process Overview 

Create  
Shopping Cart 
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Shopping Cart Process Flow 

Add Items to 
Shopping 

Cart 

Submit 
Shopping 

Cart 

Approve 
Shopping 

Cart 
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Shopping Cart: Key Concepts 

Shopping Cart 
Used to request the purchase of goods and services from  
General Stores Distribution Center and suppliers. 
Shopping Carts can be created: 
•  Blank Shopping Cart 
•  Copy an existing Shopping Cart 
Items are added to a Shopping Cart via: 
•  Catalogs 
•  Manual Entry (With Free Text Description) 
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Shopping Cart: Key Concepts 

Shopping Cart Numbering 
A Shopping Cart is automatically numbered as soon as it is 
created. 
Shopping Cart Name (up to 40 characters) 
A Shopping Cart can be named whatever you choose. 

  Recommended Naming: 
  Office Supplies – Main Office [date] 
  Textbooks English 9-12 /Principal 
  Mrs Smith Art Supplies, Rm 22  
  Lakeshore – Green Rm/Mr. Perez 
  Contract/Tech Services/Avila 
  LAB Arts & Crafts [date]  
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Shopping Cart: Key Concepts 

Shopping Cart Catalogs 
•  OCI Catalogs (Open Catalog Interface) / Punch-out 

Online catalog with a list of goods, grouped by category, 
with descriptive information, price and pictures. 
  Internal Catalog: 

Online catalog from General Store Distribution Center  

  External Catalogs 
Online catalog(s) from Vendors (Arey Jones) 
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This is a 
demonstration only.  

Watch as the 
instructor shows you 
how to complete the 

task in SAP. 

Overview: System Login 

SAP System Login 
through Citrix 
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Log in using your  
Single Sign-on 
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Double click on the SAP Portal icon  
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Login Screen 
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Links to transactions 
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Create a 
shopping 

cart 

Active shopping cart queries 

Query shopping carts 
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Document Information 

General Data 

Item Overview 
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Shopping Cart Layout 

Document 
Information 
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Shopping Cart Layout 

General Data 
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Shopping Cart Layout 
Item Overview 

Line Item Details 
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Catalogs 
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Selected Items Transferred From the Catalog 

Product Category = Commodity Class 
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Account String Crosswalk 

Accounting String: Bryson Elementary 

IFS SAP Changes 

Fund Fund SACS (Standardized Account Code Structure) Fund - Resource 

Area / Org Cost Center 
A digit is added at the beginning and two digits at the end 
identifies the cost center location, primary location is identified 
by “01” or “02” secondary location (i.e., magnet school) 

Program Functional Area SACS (Standardized Account Code Structure)  
Goal-Function-Program  

Object Commitment Item / 
GL Account Went from a four digit code to a 6 digit code. 

Fund 
001 IFS Object 

4310 
Area 
BRY 

Program 
4170 

Org 
2589 

SAP Fund 
010- 

Commitment 
Item / 

GL Account 
430010 

Cost Center 
1258901 

Functional Area 

Goal 
1110- 

Function 
1000- 

Program 
14170 

Resource 
0000 
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Account String Wizard 
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Account String Wizard 
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Shopping Cart: Account Assignment Tab 

Field Automatically Populated 

Manual Entry 
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Distributing Costs 

Adds an Accounting Line  
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Distributing Costs 
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Shopping Cart: Key Terms 

Shopping Cart Status 
  Saved 
  Awaiting Approval 
  Approved 
  In Purchaser’s Worklist 
  Follow-on Document Created 
  Follow-on Document Deleted 
  Error in Process 
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Let’s go Shopping!!! 
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External Catalogs Process Flow 

Approvers 
Approval 1: Principal / Site Administrator 
Purchasing reviews orders > $500,000 Purchasing 

Reject 

Approval > $500K 
Purchasing 

Review 
Shopping  

Cart 

PO 

< $500K 
Auto PO 

Create/Edit 
Shopping 

Cart 

Submit 
Shopping 

Cart 
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This is a 
demonstration only.  

Watch as the 
instructor shows you 
how to complete the 

task in SAP. 

Demonstration 1: External Catalog  

Create a Shopping Cart using an OCI 
Catalog (K12 Catalog). 

Order: 
•  5 - Adventures in American 

Literature 11th Grade 
    (ISBN 0030986362) @$38.03 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

Exercise 1: External Catalog 

Create a Shopping Cart using OCI 
K12 Marketplace Catalog 

Order: 
•  10 – Health & Wellness Grade 3 

California Ed. (ISBN#0022806024) 
@ $33.49  

•  10 – California Treasures Grade 1 
Level 6 (ISBN#0022021957) @ 
$14.00  
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Internal Catalog: General Stores Distribution Catalog 

•  Product ID = Stock Item #  (i.e., 6452141170 White Bond 
Paper)  

•  Orders include all appropriate shipping & taxes.   

•  Stock availability errors: for Same-Day, Overnight and 
Will-Call orders; Otherwise, items will automatically be 
back-ordered.  

•  Deliveries to different sites are indicated by changing the 
Storage Location. 

•  Special instructions are noted in the Supplier Text field 
on the first line of the Shopping Cart. 
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Shopping Cart: General Store Distribution Center 

Delivery Priority for General Stores Distribution Catalog  
Indicates when purchases are needed to be ordered and delivered. 

Code Description Definition 

01 Regular Orders will be delivered within three days if stock is available 
and there are no shipping charges on these orders 

02 Will Call orders will require the requisitioner to pick up goods, with no cut-
off time and shipping charges will not be applied. 

03 Overnight 
Deliveries have a 12 pm cut-off time for final shopping cart 
approval and there is a $9 shipping charge for every 80 pounds 
of material. 

04 Same-Day 
Deliveries have a 9 am cut-off time for final shopping cart 
approval and there is a $13 shipping charge for every 80 pounds 
of material. 

05 Future Dated Deliveries will be made on the date specified or 5 days after final 
shopping cart approval. 
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General Stores Distribution Catalog Process Flow 

Reject 

Approvers 
Approval 1: Principal / Site Administrator 

Auto STO 
(Stock 

Transport 
Order) 

Approval 
Create/Edit 
Shopping 

Cart 

Submit 
Shopping 

Cart 
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This is a 
demonstration only.  

Watch as the 
instructor shows you 
how to complete the 

task in SAP. 

Create a Shopping Cart  from the 
General Stores Distribution Catalog 

Order  
25 White Hardcover View Binders, 2”   
(product id: 6150917070) 

Demonstration 2: General Stores Distribution Catalog 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

Exercise 2: General Stores Distribution Catalog 

Create a Shopping Cart  from the 
General Stores Distribution Catalog and 
ship the order overnight . 

Order  
•  10 cases of Made in USA Copy Paper, White 

(6452141170) 
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Items not found in the OCI catalogs? 



Training 

Monday, February 04, 2013                                                                                                                               50 Thursday, April 24, 2014 50 

Shopping Carts: Manual Entry 

Manual Entry Shopping Carts 
•  Manual entry is used when items are not available in the 

Catalogs 
Data: 

•  Provide name of product or service 
•  Product Category code 
•  Quantity & Price 
•  Required Date 
•  Supplier Product Number 
•  Manufacturer Part Number  
•  Additional information is entered in the Notes and 

Attachments tab. 
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Shopping Cart: Manual Entry 
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Low Value Goods / Services < $25K Process Flow 

For orders < $25,000  
•  Goods, 
•  Services  

Approvers 
Approval 1: Principal / Site Administrator 

Reject 

Auto PO Approval 1 
Create/Edit 
Shopping 

Cart 

Submit 
Shopping 

Cart 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

Exercise 3: Goods / Services < $25K 

Create Shopping Cart for playground 
equipment from Gopher: 

Order 

•  2 Outdoor Batting Cage Frame (42-462) @ $1899.00 
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High Value Goods / Services > $25K Process Flow 

For orders >$25,000 
•  Goods, 
•  Services  

Approvers 
Approval 1: Principal / Site Administrator 

Reviewer 
Purchasing 

Reject 

Approval  Purchasing 

Determine 
Supplier/ 
Contract 

PO 

Create/Edit 
Shopping 

Cart 

Submit 
Shopping 

Cart 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

Exercise 4: Goods  > $25K 

Create a Shopping Cart for Office 
Depot 

Order 

•  100 – Computer Desks (#729112) @ $259.99 
•  100 – Computer Chairs (#812313) @ $39.99 
•  1 – Standard Shipping and Handling @75.00 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

Exercise 5: Services < $25K 

Create Shopping Carts for services: 

Professional Development Services from Knowledge 
Network Solutions 

•  1 – Trainer for 130 Teachers @ $10,000	
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Supplemental Books / Instructional Materials 

Supplemental Books and Instructional Material 
•  Basic and supplemental  

textbooks for classroom use  
•  Library books 
•  Magazines 
•  Pamphlets 
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Supplemental Books / Instructional Material Process Flow 

Auto PO when a Supplier (Vendor) is selected 

Approvers 
Approval 1: Principal / Site Administrator 
Approval 2: Education Services Center (ESC) 
Approval 3: Executive Director Curriculum & Instruction 

> $250K  
Purchasing 

Determine 
Supplier/ 
Contract 

Auto PO 

PO 

< $100K 
Approval 

2 

< $250K 
Approval 

3 

Create/Edit 
Shopping 

Cart 

Submit 
Shopping Cart 

< $83K 
Approval 1 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

Exercise 6: Supplemental Books / Instructional Material 

Create Shopping Cart for School 
Supplies from Lakeshore Learning: 

Order: 

•  2 – I CAN READ ! READERS – COMPLETE SET (TT483)       
           @  $349.00 
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Shopping Carts: Assets 

Shopping Cart – Fixed Assets 
•  Shopping carts are used to acquire fixed assets 

•  What is a Fixed Asset? 
•  Used in the operations of the District/Schools 
•  Has a unit cost equal to or greater than $5,000 
•  Has a useful life of more than one year 

•  Example: IT equipment,  
musical instruments, vehicles. 

•  Fixed Assets need to be tracked, why? 
•  Fixed Assets have value 
•  State and Federal reporting requirements 
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Shopping Carts: Assets 

Shopping Cart – Fixed Assets 
•  How is information documented on Fixed Assets? 

•  Asset Master record – document asset identification, 
value and location information 

•  Shopping carts create an Asset Master record, how? 
•  An asset is identified by the Product Category  

•  To create an Asset Master record from the Shopping Cart: 
•  Change the Account Assignment Tab to “Asset”  
•  An asset master shell is automatically created  
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Account Assignment Message 

Error message: change 
account assignment  
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Shopping Cart: Identify as Asset 

Select “Asset”  
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Asset  is Created 

Asset record number 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

•  Upright Piano (Yamaha U1 48”) @ $5,500.00 

Exercise 7: Products > $5,000 (Asset) 

Create Shopping Carts for a product 
(Asset) 
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Confirmation/ 
Goods Receipt Vendor 

Payment 

Approve 
Shopping Cart Purchase  

Order 

Procurement Process Overview 

Create  
Shopping Cart 
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Purchasing 
or  

Auto PO 
Created 

Shopping Cart Approval: Key Terms 

Workflow 

Submit 
Shopping Cart 

Add Items to 
Shopping Cart 

Approve 
Shopping Cart 

Email notifications are sent once a day with a listing of items awaiting approval. 
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Shopping Cart Approval: Key Terms 

Universal Worklist 
Listing of pending work items 

  For Approvers: 
Listing of document that are awaiting approval  

  For Requestors: 
Listing of Shopping Carts that have been rejected or 
routed to Procurement for review 
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Shopping Cart  Approvers 

Approvers can: 
•  Approve/Reject a Shopping Cart 
•  Add an Internal Note to a Shopping Cart 
•  Designate another Administrator to approve Shopping 

Carts on their behalf 
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Definitions and Process Overview Chapter: Key Terms 

Follow-on Documents 
  Purchasing documents that have been processed from the 

Shopping Cart: 
•  Stock Transport Order (STO) 
•  RFx 
•  Purchase Order (PO) 
•  Confirmation/Goods Receipt 
•  Invoice 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

•  Update exercise #2 (bond paper) 

Exercise 8: Update a Rejected Shopping Cart 

Update a Rejected Shopping Cart 
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Chapter Summary 

What have you  
learned so 

far? 

Do you have  
any 

questions? 

You should now be able to: 
  Create Shopping Carts 
  Attach Supporting Documents 
  Review and Select appropriate 

Delivery Priorities for General Stores 
Distribution Catalog orders 

  Check the status of a Shopping Cart 
  Track the Shopping Cart Approvals 
  Update a Rejected Shopping Cart 
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Course Chapters 

Chapter Description 
1 Definitions and Process Overview 
2 Shopping Carts 
3 Modify Purchase Orders 
4 Create Goods Receipt 
5 Asset Management 
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Chapter Objectives 

By the end of this Chapter, you will be able to: 

  View the Status of a Purchase Order 
  View the Purchase Order form 
  Modify a Purchase Order 
  Review the Purchase Order workflow 
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Confirmation/ 
Goods Receipt Vendor 

Payment 

Approve 
Shopping Cart Purchase  

Order 

Procurement Process Overview 

Create  
Shopping Cart 
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Modify Purchase Order: Key Concepts 

Modify Purchase Orders (PO) 
  You can only modify POs that were auto generated from the 

Shopping Cart 

  Only the following changes can be made to a PO: 
  Quantity, price, delivery, adding supplier text, 
  delivery schedule and amendments made to the 

original contract.  
  Add items 

  The PO will require approval from Principal / Site 
Administrator 



Training 

Monday, February 04, 2013                                                                                                                               77 Thursday, April 24, 2014 77 

Modify Purchase Order: Key Concepts 

Status of Purchase Order 
The Purchase Order status can be viewed and accessed 
from the Shopping Cart’s Related Documents tab. 

PO Status 
•  Saved 
•  Ordered 
•  Awaiting Approval 
•  Transaction Completed 
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Modify Purchase Order: Key Concepts 

•  PO will be transmitted to the supplier by either: 
•  E-Mail: Email (PDF)  
•  XML: Electronically through the SUS portal   

•  Revised POs will be sent using the same transmittal 
procedures as used originally and will provide a note that 
the purchase order has been changed. 
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Modified Purchase Order Process Flow 

Approval 1 Auto PO 
Submit 

Shopping 
Cart 

Approval 1 Modify PO 
Modified 

PO  
sent to 
Vendor 
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This is a 
demonstration only.  

Watch as the 
instructor shows you 
how to complete the 

task in SAP. 

Exercise 9: Modify a Purchase Order 

Modify a Purchase Order 

•  Increase the quantity for exercise #3 
and add Shipping charges. 
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Course Chapters 

Chapter Description 
1 Definitions and Process Overview 
2 Shopping Carts 
3 Modify Purchase Orders 
4 Create Goods Receipt 
5 Asset Management 
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Confirmation / Goods Receipt Chapter Objectives 

By the end of this Chapter, you will be able to: 
  Process a Goods Receipt 
  Review a cancellation of a Goods Receipt 
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Confirmation/  
Goods Receipt Vendor 

Payment 

Approve 
Shopping Cart Purchase  

Order 

Procurement Process Overview 

Create  
Shopping Cart 
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Goods Receipt Process Flow 

Verify 
Delivery of 

Goods 

Access Goods 
Receipt 

Transaction 

Enter PO #  
and Quantity 

Received 

Post Goods 
Receipt 
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Goods Receipt: Key Concepts 

Goods Receipt 
  A Goods Receipt acknowledges the receipt of goods 

from outside vendors. 

  Part of 3-way match (Purchase Order, Goods Receipt, 
Invoice) 
  Accounts Payable will not pay an invoice until the Goods Receipt 

has been completed. 
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Goods Receipt: Key Concepts 

Missing Goods Receipt  E-mail 
An Automatic e-mail reminder is sent when an invoice is 
processed and a Goods Receipt is missing. 
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Goods Receipt link 
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input PO number 
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PO Line Items 

Check box to receive line item 

Update quantity received for line item 
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Click Post to process 
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Goods Receipt Material Document 
•  The System will generate a Material Document number 

after a Goods Receipt is posted 
•  Material document number will be displayed on the 

bottom of the screen 
Use the Material Document Number to:  
•  Cancel a Goods Receipt 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

Exercise 10: Create a Goods Receipt 

Post a Goods Receipt 

•  Use exercise #7 
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Goods Receipt Chapter Summary 

What have you  
learned so 

far? 

Do you have  
any 

questions? 

You should now be able to: 
  Post a Confirmation/Goods Receipt 
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Course Chapters 

Chapter Description 
1 Definitions and Process Overview 
2 Shopping Carts 
3 Modify Purchase Orders 
4 Create Goods Receipt 
5 Asset Management 
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By the end of this topic, you will be able to: 

  Complete Asset Information once Asset is Received 

Chapter Objectives 
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Asset Key Terms 

Fixed Assets 
•  Fixed Assets are products with a useful life of more than 

one year and a unit cost equal or greater than $5,000 
•  Asset master record (asset shell) created automatically 

when a Shopping Cart item has an asset product 
category code and a unit value of $5,000 or more.  

•  The asset shell automatically inherits the Shopping 
Cart’s funding codes. 

•  Split funding on an asset cannot be done on the 
shopping cart, contact General Accounting for 
assistance. 
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Complete Asset Shell Process Flow 

Create Shopping 
Cart for an Asset 

Approve 
Shopping Cart 

Create Asset 
Shell 

Create Goods 
Receipt 

Purchase Order 
Created 

Complete Asset 
Shell 
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Change Asset Master Link 

Asset Management tab 

Manage Master Data 
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Input Asset number from  
Shopping Cart 
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General tab 
•  Additional description 
•  Serial number 
•  Inventory number 
•  Quantity 
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Time-dependent tab 
•  Room 
•  Personnel Number 
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Allocations 
•  Investment reason: 

•  Replacement Purchase 
•  First Time Purchase 
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Origin Tab 
•  Manufacturer 
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To complete this 
exercise  
follow the 

instructions listed 
here. 

Exercise 11: Complete Asset Information 

Complete Asset Information 

•  Complete Asset Shell for exercise #7 
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Asset Report 

Asset Report By Cost Center 
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What have you  
learned so 

far? 

Do you have  
any 

questions? 

You should now be able to: 

  Complete Asset Information once 
Asset is Received 

  Access Assets Report by Cost Center  

Chapter Summary 
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Course Reports 

Report # Report Name 

SC001 Shopping Carts per Product / Product Category 
SC002  Status of Shopping Carts 
SC003  Number of Shopping Cart Items 
SC004  Approval Times 
SC005  Overview of Approved Shopping Carts 
SC006  Shopping Carts Still to be Approved 
PC008 Contracts per Product Category (current) 
PC009  Contracts per Product and Vendor 
PC022  Ordering Activities 
PC023  Quantities: PO - Delivery - Invoice 
PC006  Ordering Activities 
EP006  Purchase Order Document Analysis 
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Shopping Cart Support Contact List 
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BASE Training Center Website [http://basetraining.lausd.net]  
] 
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SAP Access BASE Training Website 



Training 

Monday, February 04, 2013                                                                                                                               
116 
Thursday, April 24, 2014 116 

You have just 
completed the 
SC0100 – Shopping 
Cart for Requestor 
Course. 
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Course Assessment & Evaluation 

Login in to Learning Zone: https://lz.lausd.net 
•  My History tab 

Assessment Evaluation 
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Shopping Cart goes live… 

{Date} 

Learn more at http://lrpweb.lausd.net                                                         

Contact Us: lrp@lausd.net 


