Create a Shopping Cart
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Supporting Education % or oo

Updated: 5/17/2013

Use this job aid to create and submit a shopping cart. Additional job aids are available for product category codes/approval
workflow, and accounting lines.

1. Click on “Create Shopping Cart” 4. Search for the item 9. Enter the “Functional Area”

link a. Check the Box
. Details for ltem 0001 : Finances and Funds

Home Procurement/Contracts b Change the Quantlty Percentage: *

Process Transactions C. Click “Add to Cart” button Account Assignment Category:

Manage Shopping Carts

[l . I ad 1o Cart | |2] I Cost Center: * 1812301
Detailed Navigation OWEN MICROWANWE 1.2 CUFT Fund Center: 1812301
= Maintain Service Entry Sheet Grant: MOT_RELEVANT
= Dizplay Messages for Service Entry She " IFuncﬁDnaI Area: |
S

= Post, Change or Wiew Goods Receiptiss e Click for larger image
= Manage Shopping Carts 5 Variable cooking controls, 1.3 cubic foot capacity, a

pprox. 24" wide x 15" high x 18" deep (SECURITY DEVICE

RECOMMENDED). (Each)

Froduct ID: 0455279780

FDF:

Price Information: 109.93 USD 10.Click the “Check” button

Clipboard

Delete Clipboard Content

Percentage | Account Assignment Description | Account Assi

2. Rename “Shopping Cart”
5. Click “Checkout” button

w General Data 100,00 Emerson M3 1812301

Buv on Behalf of. Rosie Brooks kems in Cart: 1
INarne of shopping cart:  Mr Bruce Wayne - 5—1&—13' E cubtotal: 109 99 USD

Header Data: Values Irder || Close Print Preview Save | Check I
Approval Process: Display / Edit Agents I “iews Cart II Check Out I

Budget: Display

Document Changes: Dizplay

11.Click the Check box for the
H “« le”
6. Click the “Details” button PP
Certification
w ltem Overview
Imcamfy that, to the best of my knowledge, | have not knowingly viclated
H " » i == " ny applicable laws, rules, or policies regarding
3' CIICk Add Item and seIeCt a Ml HRALET ” Copy ” FEEE ” LTI ” LEEE | contracting/procurement activities including conducting a fair and
Line Number | ltem Type ProductlD | Descr impartial competitive bid where appropriate and that | have not knowingly
catalog violated any conflict of interest requirements. Additionally, all supporting
.1 Material 0455279730 OVEN documents, related to this transaction are attached hereto andlor
. included with the original bid documents andior available for inspection
a. (EX General Stores) upon request. | understand that if | need clarification on any of the

above, | must seek information from my next level supervisor.
With Free Description

Internal Goods/Services

Limit ftem 7. Click on “Account Assignment” tab
Od Shopping Carts and Templates r Dotails for item 1 OVEN MICROWAVE 1.2 CU FT

A= Service Ord ) :
b > T e 12.Click the “Order” button

Ls Serwvice Reguest
l: AT
General Stores Distribution Catalo
L 2 Rem Type: Matorial Order |§ Close Save |Check| Park

- | Print Preview |
Follet Educational Catalog

Product D- D4552TETDO
‘Grainger Catalog Description SVEN MICAOWAVE 1.2 U FT
K1ZMarketplace Textbook Catalog Produet Cateooey B4s00 HOUSEHOLD APPLLE w General Data
KIS, Comp utler Cen‘trlr ” Buy on Behalf of Rosie Brooks
_ copy |[ Paste || Dupiicat
Sl B 2 HElEs Name of shopping cart: [Mr. Bruce Wayne - 5-10-13
Default Settings: Set Values
H “« le” Header Data: Values
8. Click the “Details” button : _
Approval Process: Display / Edit Agents

ltern Data Account Assignment ]

“ou can see who bears the costs and, if necess
Cost Distribution

Number Accounting Line Number

[ oot
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