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ALL ABOUT THE SHOPPING CART HOME SCREEN

The “Shopping Cart Home Page” is your starting point and your control center. From this one screen you can shop, check
status, confirm, research, and more.

FEATURES OF THE HOME SCREEN

Alerts | Go Shopping | Approval | Seftings

Go Shopping m | F
[ |

Detailed Navigation |~

» Go Shopping

Active Queries

Shopping Carts  Last 7 Days (123}
Services ,m E Confirmations Last7 Days (0) Saved (0 Deleted (0)  Confirmations for Team Carts (0

Create Documents
S e Shopping Carts - Last 7 Days /-
= Confirmati

S [+ _Show Quick Criteria Maint

:[Cen‘lrd = View|[Standard View] =] [create ing Cart || Copy | | [ Display |[ Edit |[ Delete | | [ Order |[ Create Confirmation || Print Freview | | [ Refresh |[ Export |
Notify Recipient

Saved (2) Awaiting Approval (0) Team Carts (3}  Open for Confirmation (0}

B SC Number Shopping Cart Name Line Ne. Deszcription Created On Qty Unit Net Value Total Net Valug Status

1001712052 Douron Chairs 02/25/2010 0%:21 Balley Task Chair 02/25/2010 08:35:04 S EA 1,345.00 1,345.00 | Awaiting Appro
B 1001712 Douron Chairs 20101558 | 1 ask Chairs i 7| EA 1,883.00 1,882.00 | A
#15 ] 1001712012 Qwer 500 02/24/2010 13:47 1 Swingline(R} Optima(Th) 45 Electric Stap 4 10 | EA 699.50 699.50
Markers for new room 1 EXPQ(R) Low-Odor Dry-Eraze Markers, Chis 5542 5| DZ G245
Markers for new room 2 EXPQ(R) Low-Odor Dry-Erase Markers, Chis | 02/24/2010 09:5%:42 S PAC 22.50
Douron Chairs 02/24/2010 09:34 | 1 d Balley Task Chair 02/24/2010 09:38.2% & EA 2152.00 2,152.00
Douron Chairs 02/23/2010 08:57 | 1 m Bailey Task Chairs 02/23/2010 08:5%:20 2 EA 2,152.00 2,152.00
JTETREAT 0272272010 15:08 1 kdjfkjdfk 02/22/2010 15:08.26 1.000 0.00 0.00
Markers for training room 1 EXPO(R) Low-Odor Dry-Eraze Markers, Chiz | 02/18/2010 09:37:43 3| DEZ 3747 37.47 | Follow-on Dou
testsave 2 0212010 10:4% 1 dkfjkdjfdk 02/15/2010 10:45:29 1.000 0.00 0.00 | Deleted
Last Refresh 03/05/2010 **
 I— 3 :

Go Shopping

1. The left-pointing triangle above the Detailed Navigation panel lets you close that section. , o
Detailed Navigation

This provides a wider view space for your cart list. Ac
= Go Shopping

i

2. The Detailed Navigation panel has links to create carts and confirmations. Note that the main part of the screen also has
buttons for these functions.

3. The Active Queries section lists a number of predefined (system) queries. Selecting one of these choices changes the list
of items in the Shopping Carts view.

4. The Show Quick Criteria Maintenance button opens a list of fields to further modify the currently viewed query.

5. Click the Create Shopping Cart button to start a new cart.

6. After first selecting an item in the shopping cart list, clicking the Copy button creates a new shopping cart containing all
the items and information that were in the original cart. Item information can then be deleted or changed, and new
information added. Note that this is similar in function to the Old Purchase Orders and Templates function in the previous
version of Shopping Cart, but does not replace it.

7. The Display button opens a selected cart for viewing. If it’s a saved or unapproved cart, it may be edited. Note that
clicking the Shopping Cart number does the same thing.

Version December 2, 2011 I Page 3



Student | Shopping Cart

Reference | Fundamentals JHHS ODT SAP Training Team
8. Edit opens a selected cart for editing, but only if the cart can be further edited at that point in the workflow. This does the
same thing as clicking the Display button mentioned above, followed by the Edit button within the displayed cart.
9. Delete deletes a selected cart, but only if deletion is allowed at that point in the workflow. Important note: a deleted cart
does not disappear from the list. It remains on the list of carts but the status of the cart is changed to Deleted.
10. The Order button puts a selected Saved cart into workflow.
11. The Create Confirmation button lets you go to the goods receipt screen for the selected cart.
12. Print Preview generates the standard shopping cart pdf file for the selected cart.
13. Refresh forces SAP to display the most up-to-date list of carts. You should click Refresh after every change in your
shopping carts.
14. Export saves the shopping cart list as an Excel file.
B SC Number
15. Click the gray square on the left of a row in any list to select that row. 7137
gray sq y 1001712718 One cart
In the Active Query views, the individual items in a cart are listed separately. If you 01712718 with three
select one item in the cart and then click an action button, that action will affect the 1001712718 items.
whole cart. || 1001712062
Create Shopping C Copy
16. Sort by any column in an Active Query view, by clicking in the blank space on the right of the . 4y = Nine le.
column heading. 2010 0542 _
12010 09:43 Mok sorted
17. Click once on the underlined text in the status column to get more
information. For example, if the status is Follow-on Document Created, 4. Follow-on Decument Created
you can click the text to move immediately to the Shopping Cart screen 34595 | Folowon Document Created
which displays the Purchase Order and other information. RS
18. Note: by default, the active query view displays the items in a cart on each row. Therefore a single cart may be

represented by multiple rows. To view only the cart names you can filter by item #1.

CREATING A FREE TEXT SHOPPING CART

In this example, the cart is for eight chairs from Douron, Inc. In the Douron catalog, they are listed as Bailey Task Chairs, Catalog # BTC048,
price $269.00.

1.

In SAP, click the Go Shopping tab, then again click the ["
Go Shopping tab on the next line.
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Dtaited Newsgation a

pree— Actres Dussies
= £ ShoppiogCarts  (RENDNGNEN  Garwi (3] Smwiroscorreiiin Tesmcase () Gase fur Casfrreen i
Barvices i Confimmanans
2. In the Shopping Cart “home” screen, s it
click the Create Shopping Cart button
Curirel Fumcions
located along the top of the query view. e
3. In the General Data section at the S EETEE LTE e e e o )
top of the screen, change the name ~ BuenBehaion  [chase Tavior -~ =
. . Name of Shopping Cart: |Duurun Chairz. D
of the cart, if desired. %m.gm e
Approval Process: Dizplay / Edit Agents
Document Changes: Dizplay
Document Type:
. so in the General Data section, select the Shopping Cart vendor. S 7
4. Al the G | Dat t lect the Sh Cart d Default Settings: Set Values
Click the white box to open the vendor search screen. . ] .
Approval Process: Dizplay ! Edit Agents

Document Changes: Dizplay
Document Type:
Shopping Cart Vendor:

Preferred Vendor: General Value List E m

Hide Fitter Criteriz Seftings...
“Yendor Mumber: &
5. Inthe Vendor search window, enter the search criteria for the name of \endor Name: < [*dourar® ] | =
i
the vendor in the Vendor Name field. Then click the Start Search button. E-Mail Address: | =
Remember to put an asterisk before and after your search term. LM 2 o

[ Restrictbumber of Yalug List Entries Ta

‘l

Elps: |Supplier |'|

BusPartiner = hamé

003470

Purch. Organization

. JOHMS HOPHINS HEALTH
6. Select the vendor by click the gray box to the left of the Vendor’s

. More Search Helps:
BusPartner number. Then click OK.

bi -

7. Press Tab to move to the Product Category field, then click the search e FIETLEEERIEET - HTEY
Bailev Task Chairs
button. L Bailey Task Chairs  EZ307
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Search Product Category E H

Display &z [Flat List [=]

8. Click Start Search.

Mote: Placeholder search with * iz possible. Search ignores upperlovwercase spelling.
Product Category IO [ |
Description: [ |

Logical System: ||

[ékRestriet-alymber of Yalue List Entries

[ Stert Search || Reset |

—
9. Click the Description field header to sort.

RMITURE 56000000 CCQCLNTE00 |_|
10. Click the gray box next to your ChOiCG, then click the HOTEL MEETIMG FACIL an140000 COQCLMTEOD
OK button. You can also double click the name of | HskP 5UP 20AP CHEM 47000000 COGCLNTE00

the category. 4

— O

click into, the Unit field. Either manually enter the two character unit abbreviation or click the 8
1.000

11. Tab to the Quantity field and enter the number of items needed, if more than one. Next tab to, or an  Quantity U@Pri

search button to view the list.

Unit of Measurement: General Value List E m
lm Personal Yalue List  Settings...
. . . . ol < =
12. To view the list of units, click the Start Search button. Commercial o e
Unit text:

Restrict Mumber of Yalue List Ertries To

=)=

um L

£ Bezgn

JFTZ Square foot
| FT3 cubic foot =

[JCancel

13. Select the EA unit and click OK.

t MNetPrice/Limt Per Currency Delivery Date

14. Tab to, and enter the Net Price (cost) per USD. P R — 02220010
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15. Press the Enter key on the keyboard.

16. Click the Details button along the =~ T=mErew
top Of the |tem OVerVieW Section. | Details ||}f«dd ftem 4 || Copy H Paste || Duplicate || Dr:lste|

ing Mumber Product D  Description Product Cat
= 1 Baiev Task Chairs 55000000

ltem Data I Account Aszsignment | Notez and Attachments | Deliv

Identification

tem Type: [Material [~
17. In the Item Data section, enter the catalog number (or product or item Product ID: | ]
#) in the field labeled Supplier Product Number. Description: = [Bailey Task Chairs |
Product Category: FURNITURE

Order as Direct Material:  []

Company Code: JHEN JOHNS HOPKINS ENTERPRISE

™
Supplier Product Number. [BTCO4g ] |
7

Organization

Purchaging Group: |I-1ic:hae| Lang - Purchasing Group 2 JHH5| v|
[ 4]} Details for item 1 Bailey Task Chairs
18. Click the Cost Assignment tab. pe— 1
19. As needed, enter GL # and any other cost assignment information.
“ou can 2&& who bears the costs and, if neceszary, you can distribute the cost to 2everal cost centres
Cost Distribution |P5rc§|‘|tag5 |v|| Details || Add Line || Copy || Paste || Duplicate || Delete| | Split Distribution || Change All kems |
Mumber  Accounting Line Number Percentage Account Az=ignment Category Azszign Number Account Az=ignment Description General Ledger Account Genera
000 100.00 Cost Center w 4500160050 ORG TRAIN DEV 631001 FURNIT

20. Click the Order button to put the cart into workflow. Click Check to scan
for errors. The Save button puts the cart on hold. The Close buttons
allows you to exit the cart without saving.

Ty T

R [Order][Jciose | | [Save][Check] |-
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21. After the cart is ordered, click the Close Action performed successfully:1001711961
button to return to the Shopping Cart Home _ _ -
Screen Humber 1001711981 Document Hame Douron Chairz 02/23/2010 08:57 Status Awaiting Approval

[ Print Preview | | [ Refresh

CREATING AN OFFICE DEPOT SHOPPING CART

1. In SAP, click the Go Shopping tab, then again click the Go Shopping tab on the next (‘

e |
Alerts | Go Shopping | Approval | Settings

line.

2. Inthe Shopping Cart “home” screen,
click the Create Shopping Cart button
located along the top of the query view.

3. In the General Data section at the top ¥ General Data
of the screen, change the name of the Buy on Behalf Of: [Chase Taylor 7
cart, ifdesired. @me of Shopping Cart: [Markers for Conference Room _:) |
Default Settings: Set Values
Approval Process: Dizplay / Edit Agents

Document Changes: Dizplay

Document Type: ECPO

W General Data

Buy on Behalf OF.
4. Click Set Values, which is also in the ame of Shonning Cact

General Data section.

onference Room

Default Settings:
Approval Process. 5
Document Changes: Dizplay

Document Type: ECPC
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5. Change the product category to Office Supplies (Office Supp &

Equip) by first clicking the search button.

ftem Basic Data

Buy on Behalf of:
Zoods Recipient:

6. Next, click Start Search.

7. To make it easier to find your category, sort the list in alphabetical

Search Product Category

Fettist [~

Display M.

Mote: Placeholder search with * is possikle. Search ignores upperlowercase speling

Prociuct Category 10:
Description:

Logical System:

Restrict Number of Yalue List Entries 50
Start Search

1l

Product Category: | SERVAGMT

Purchase Group:

Company Code:
Location / Plart:

Storage Locstion: | Storage Location

Your data will be transferred to all nevw tems. tems alteady in the shopping cart will be unchanged
f Accourt Assignment [ Irternal Mote I:"El
Chase Taylor
Chaze Taylar
RVICE AGREEMENTS
[Dawn Janicki - Purchasing Group 10 JHHS [+
JOHNE HOPKINS ENTng
JHHS Service Provider JHHS Setvice Provider

=B

order by click on the Description field.

8. Select the category OFFICE SUPP & EQUIP by clicking the
gray box to the left of the name of the category. Then
click the OK button to move it to your cart.

Alternatively, simply double click the name of the

Logical System:
Restrict Mumber of Yalue List Entries:

Item Detail &

Descriptior Category ID Logical System E!
LIVE ANIMALS 10100000 R3TCLNTAOO
FLOWERS 10160000 R3TCLMTS00
CHEMICALS & GASES 12000000 R3TCLNTSO00
PAPRER PRODUCTS 14000000 RITCLMTAOO
FUEL 15000000 R3TCLNTAOO
METWIORK & CORM EGLIP 43220000 R3TCLMTE00
FFICE SUPP & EGLIP 44000000 R3TCLMTE00
PHTH RELATED SUP 42183000 R3TCLMTE00 IE‘

I

category to move it METWIORK & COMM EQUIP | 43220000

to the cart. 44000000
A ————

OPHTH RfSFFICE SUPP sEQUIR [ oo0r

9. Click the Account Assignment tab.

Change Default Settings

Your data will be transfefred 1o all nevw tems. TeMaglready in the shopping cart will be
ttem Basic Data I Account Assignment Irternal Mote: [

I

Buy on Behalf of.  |Chasze Taylar
Goods Recipient:  |Chase Taylar
Product Category: 44000000 QFFICE SIUPP & EQUIP

Purchese Group: |0 10003830

[=]

Version December 2, 2011

I Page 9



Student | Shopping Cart
Reference | Fundamentals JHHS ODT SAP Training Team

10. Click into the General Ledger Account field and enter the number 633032, then click the OK button. Note that JHU
requisitioners should also enter the correct Internal Order number in the Assign Number field.

Change Default Settings

Your data will be transferred to all newr tems. tems already in the shopping cart will be unchanged.

tem Basic Data Account Assignment [ Internal Mote: [ Delivery Address [ Performance Location

You can see who bears the costs and, if necessary, you can distribute the cost to several cost centres

Cost Distribution [Percentage | v | [ Details | [ &dd Line | [ Duplicate | [ Delete | | [ Split Distribution | Seftings
Mumber  Accounting Line Mumber  Percentage i i Account Assignment Descrigon  General Ledger Account  Gen®al Ledger Description  Business Area
0001 100,00 Cost Center * 4803317401 633032| I
Jeancel | :

W ltiem Owverview

11. In the Item Overview section of

. | Detailz || Add tem 4 || Copy || Paste |
the cart, click the Add Item 0ld Shopping Cartz and Templates lescrif
button, then select emmRmes T
HopkinsSelect eMarketplace. (( toptinsselect eliarketplace

’ ’ C .

12. Access the Office Depot site. _ )
Go to: favorites  Browse: suppliers

In this example we will order dry-erase markers. L2 =

Office,/Computer

GowCrmnectiom
i COMFUTER
PRODUCTS

13. Click into the search field (1) at the top of the @ Home
screen. Order
Office pEPOT by ltem #
ki Cveof Bustvers Welcome, JTETRE
NOTE: if you have questions about your Office mn
Depot order, you can contact the Office SEARCH | |E e
Depot representatives @ listed at the home
screen. Bulletin Board

My Messages

Last update by: SUPER USER

Click Here to access our Green Catalog

We have redesigned our website to enhance your shopping experience
For questions or assistance with the website call your local service team

Johns Hopkins Service Consultant
Amanda Roberts
Amanda's Cell Phone: 410-206-8578 or
email her Blackberry: amanda robers@fficedepot.com
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14. In the search field @, enter the item name or number, then

click the Go button (2).

15. Select the category of product, if necessary.

16. When you find the item(s) you want, enter the
quantity in the QTY field (1), then click the red Add
to Cart @button.

! Markers & Highlighters

ipe

Office Supplies -

Ink & Toner

SEARGH [markers|

Bulletin Boar

Featured Categories

Highlighters

£
-
+
+
£

Showing 1-12 of 120 Results

EXPO® Low-Odor Dry-Erase
Markers, Chisel Paint,
Assorted, Pack 0f 12

Item # 528712 @

Your Low Price $13.17

{daozen

ADD TO CART

i O SHOPPIN T

Availability: 799

Dry-Erase & Wet-Erage
Markers %

EXPO® Low-0Odor Dry-Erase
Starter Kit With 4 Markers
Chisel-Tip Assorted Colors
Item # 862832 @

Your Low Price $8.75
/pack

ADD TO SHOFFING LIST

' Sold Onling
Availability: 523

Permanent Markers & Marker
Pens

EXPO® Low-Odor Dry-Erase Quart
IMarkers, Chisel Point, Fine F
Assorted, Pack Of 4 Caolou
ltem # 427735 @ Itam #
Your Low Price $2.91 Your |
I pack
ay[ ] an_
ADD TO SHOPFING LIST |
¥ Sold Online (Delivery v S
only) only)
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17. When ready, click the Checkout
button.

18. Click the Continue button.

19. Click Transfer Item to SAP Cart.

= Az

EXPO® Low-Odor Dry-Erase Markers, Chisel Point, Assorted, Pack Of 12 $13.17 /idozen 1
ttem # SZ8712 Entered ftem # 528712
»  BESTVALUE

W Contract tems

IContinue Shepping

EXPO® Low-Qdor Dry-Erase Starter Kit With 4 Markers, Chisel-Tip Assorted Colors $8.75 jpack 1
ltem # 868832 Entered ftem # 369832
»  BESTVALUE

Wl Contract Hems

SHOPPING CART | CHECK OUT

9

EXPO® Low-Odaor Dry-Era

PackOf 12
ltem # 528712 Entered ftem # !
]

EXPO& Low-Cdar Dry-Era
Chisel-Tip Assorted Color

ttem # 865832 Entered tem #1

4) Continue Shopping

2 Item(s) for a total of 21.92 Bsp

Transfer Items to SAP Cart |

?

For selected line items | Add To Favorites v‘ﬂ
g No Size [ Packaging Unit Price  Quantity Ext. Price |
2 Dz 13.17 1DZ 13.17UsD [T
2 PK 8.75 1PK 8.7sust -
Supplier subtotal 21.92 USD

mation purposes, budget checking, Subtotal 21.92

Total 21.92 USD

21. Click Close to exit the shopping cart.

Shopping cart "Markers for Conference Reom™ with number 1001077373 ordered successfuly

|
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CREATING A JHHS HOSTED CATALOG SHOPPING CART

In this example, we will order several items from the hosted catalog, using their SAP Product ID numbers: 41922, 23909, and
11144.

1. In SAP, click the Go Shopping tab, then again click the Go Shopping tab on the next f-

p— |
Alerts | Go Shopping | Approval | Settings

line.

—— Shepping Carts  CEEITOGNIN a0 Ssetesccroee (D DeemCese (D) Cee b Co fresesn (01
Barvices i & S

2. Inthe Shopping Cart “home” screen, Creste Decamards
click the Create Shopping Cart button

Btsd Domedull  fonferarens d Tewmion 1

‘Carrsl furesons.
located along the top of the query view. T
W General Data -
3. In the General Data section Buv on Behalf O [ChaseTaver Al B
at the top of the screen, @ o Cort. [Clnicalsupple for
change the name of the cart, iy EEATEIES o

if desired. ApprovalProcess:  Display Edit Agents b
Document Changes: Dizplay

Document Type: ECPO

the Product ID field by clicking into each [l L s s
Product ID Deszdription  Prod

field and entering the number.

If you prefer, you can press the Enter Key
after each number but It’s faster if you
wait until you’ve entered them all.

4. Enter the three Product ID numbers in ¥ fem Overview \

5. Press the Enter key when you’ve entered all the numbers.
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6. Click Order to complete the order

Yeiose] | [Save | [Check]

CONFIRMING A SHOPPING CART
1. Inthe Shopping Cart Home Screen, select the cart you want to

confirm by clicking the gray box to the left of the SC Number
Then click the Create Confirmation button

| Order || Create Confirmation || Print Pri

Create Confirmation
2 |n the header part Of the Conﬁl’mation screen enter the Confirmation Number: £000492058 Purchase Order Number: 2000785242 Status: In Process Confirmec
Confirmation Name. Enter the vendor’s invoice [Ciose] | [PrintPreview] | [Chesk] [Conim | [Save | [Revert]
number in the Reference Document field
Header Notes & Attachment Approval y Tracking |
( confirmation Name: | ] ) Reference Document
ey Tate L C )
3. Inthe Item Overview section, use the Confirm Quantity field to enter the number of
items to confirm for each row

r% Qutstanding Quantity § Confirm Cuantity
[ Copy All Outstanding Quantities |

1% COutztanding Quantity Jf Confirm Qu

Alternatively, you can click the Copy All Outstanding Quantities button to
3

automatically insert all of the outstanding (not yet confirmed) quantities into the
Confirm Quantity field. Saves time

4. When ready, click the Confirm button

| Cluse| | | Print Prewview | | Check F%Eﬁrm? Ve | Revert |
5. Click the Close button to return to the start screen

| Print Preview | | | Refrezh |

Version December 2, 2011
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APPROVING A SHOPPING CART
 Wieicome

6. Click Approval in the submenu of the Go Shopping tab in the portal.

Go Shopping

Snow:

T e o WA o dprove by ke e | e

gr:ay box to the left of the SUbJeCt message. Then Approve Shopping Cart 1001711586 with Value 627.51 USD =
click the Approve button.

Auurmre Shopping Cart 1001711812 with Value 10.00 USD =
]b.nprl:we Shupmnq Cart 1001711782 with Value 1.125.00 USD =

Approve Shopping Cart 1001711782 with Value 1,125.00 USD

'( [ Approve | [JReject || Detailz || Print Preview || Resubmit || Forward || Assign To Me |

CHECKING YOUR SETTINGS

Before you order items with the Shopping Cart, make sure your settings are correctly filled in.

JORS ORI

1. Access SAP, click the Go Shopping Tab, then click the Settings tab.

pping | Approval

2. Click Edit.
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[C5me] ce] | [Remsomy] | o]

3. Update the Form of Address field. ¥ Fersonailata

Form of Address: Mr
First Name: *
Mz
Posiion ,  UjMr
Miss
Organizational Ag |irs
Department: Dr

Position:

Department Address Details

4. Enter your building,

-

nt

it

1000

Building: * CREB
room, floor, and phone Floar! Room Numbear: *
number in the Shone Numberi Extension: * [sig72e7ess || |
Department Address Fax Number/Extension: [ |[ |

Details section.

5. Select the attribute dropdown

button and review your attribute

as needed.

6. When finished, click Save,
then Close.

Attributes for Position Training &

rd

Attribute:

Cost Center®

Plant*

(1w

Account assignment category’

Delivery address™®

Data for user Taylor changed

IMPORTANT RESOURCE LINK

Most questions about shopping can be answered by one or more of the many resources stored at this website:

http://ssc.jhu.edu

Version December 2, 2011

I Page 16


http://ssc.jhu.edu/�

	All About the Shopping Cart Home Screen
	/Features of the Home Screen

	Creating a Free Text Shopping Cart
	Creating an Office Depot Shopping Cart
	Creating a JHHS Hosted Catalog Shopping Cart
	Confirming a Shopping Cart
	Approving a Shopping Cart
	Checking your Settings
	Important Resource Link

