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1. Create a Shopping Cart 4. Add information to highlighted fields
L ——
Process Transactions
Manage Shopping Carts Product Type: Material
il ] Description: * Contract Test | |
Detailed Navigation E Internal Mote:

I- Manage Shopping Carts I

Services ik Product Category: | 26700 | 9] & Letter, Material
Quantity / Unit: | 1000 [EA ]
Portal Favorites [m] Net Price / Currency: 1| Juso

Delivery Date: 06/30/2014

2. Rename Shopping Cart

| Add to kem Overview | | Cancel |

w General Data

Buv on Behalf of Sharon Willams Smitheal — —
R 5. Click “Add to Item Overview

Name of shopping cart:l Work Order #9999 |
| Add to kem Overview |
Default Settings: Set Values
Header Data: Values
Approval Process: Display / Edit Agents 6. Click “Details”
Document Changes: Dizplay
3 W ltem Overview

| Details || Add tem 4 || Copy |

3. Click “Add Item” & select “With Free
Description”

7. Click “Sources of Supply /Service Agents” tab

} Sources of Supply / Service Agents

w tem Overview
| Details || Add ttem aJ| Copy || Paste || Duplicate
| e pLVVith Free Description | c 8. Find and Highlight the Contract to be used and
. Old Shopping Carts and Templates Click “Assign Supplier”
General Stores Distribution Catalog
Follet Educational Catalog Sources of Supply

Assign Supplier | Compare Suppliers

Grainger Catalog

- K12Marketplace Textbook Catalog o | Supplier Number Supplier Name Contract |
. KIS Computer Center |:| 1000000386 CHENG & TSUICO INC 4400001712
| i 1000003270 AXIS CONSTRUCTION INC 4400001853 |
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9. Click The “Account Assignment” tab

10. Click the “Details” button

Cost Distribution |Percentage

- || i

11. Change Account Assignment Category to
“WBS Element”

Details for tem 0001 : WEBS element

Updated: 7/11/2013

13. Add the Functional Area Code

Grant; [NOT_RELEVANT al
|Functional &rea: D000-8500-12401| A
14. Add the General Ledger Code
General I;Edger;-'xn:n:cunt: ESEEE1| ﬂ
Business Area: | 3|

Percentage: * [100.00

15. Click “Check”

I-:u:ccunt Aszsignment Category: WBS element

"’I

12. Add the WBS Element Code

Fund Center: (1052501

16. Click the “Certification Box”

[ ] |certify that, to tt
any applicable la
contractina/oroci

lﬁ!ﬂ Element: *

F-300256-03-401-99

o] [

17. Click “Order"
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