“‘“zﬁ Shopping Cart:

AL

Establishing Shopping Cart Settings

Use this Job Aid to:

e Learn how to establish
shopping cart settings
that will be used
throughout your orders

BEFORE YOU BEGIN
You need to know the appropriate code for your delivery address.

Establishing Shopping Cart Settings

Before you begin your first shopping cart, you must establish your default shopping cart settings. These are settings for your

address, account information, etc., that will be used in each of your orders unless you change it for a specific order. If these
settings are not entered correctly, SAP will not process your orders accurately (and in some cases, may not process them at all).

1. Select Settings. After you select the “Go Shopping” tab
from the top line, select “Settings” from the next line to
access the Settings screen.

2. Personal Settings. The “Personal Settings” window will
appear. Click “Edit” so that you can enter data in the
various fields. When the fields are “active” they will turn
white and you will be able to type in them.
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Shopping Alerts:

Here are some important things you need to know about
shopping in the new system. Please review them before you
continue. To continue, click on "Shop".

» Attention Shoppers/Approvers - Impertant survey regarding training
for the SAP Upgrade

Select the Knowledge Network tab at the top of your screen to take the survey. I May
2010, the SAP software wil be upgraded and changes are coming to the shopping
cart. The look and feel of the screens wil be different, but the functionality and
business process will not change. You will be receiving more detailed information
around this upgrade in the near future. The training teams would like to know your
preferred method of receiving information about this upgrade. Please select one.
FastFacts  live and recorded Job aids that include simulations of different processes
Instructor-led, hands-on, Classroom training on “whats the new look of shopping cart
mean to me?” Auditorium demonstrations/workshops 1-on-1 coaching using deskiop
streaming software e-mail me information directly All of the above Other — please
describe

Posted 10/28/09 at 5:08 PM

P Having trouble locating a shopping cart?
Check the “Including Completed Shopping Carts” checkbox in the Extended Search
screen in Check Status. For step-by-step instructions, please select the link below to
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Personal Settings

Employee ID 28828 Hame Christina Thomas

‘W Personal Data
Form of Address: [Ms. Academic Tite:

First Name: Christina Last Name: Thomas

Fostion | User Account

Organizational Assignment

Department 1701200099 10002757; SOM Bio Chem Biological Chemistry

Position TrPos | 50032821; Training 3

Attributes for Position Training 3

Department Address Details
Buiding: * |Eastern

& Ground 8001

Floor/ Room Humber.
Phone Number/ Extension: * (4439875600

Fax Number / Extension.




3.

Personal Data. In the section called “Personal Data,”
there are two tabs: “Position” and “User Account.” The
“Position” tab is where you will enter or update most of
your personal information.

e Enter the “Form of Address” at the top of the
“Personal Data” section. You may select Mr, Ms,
Miss, Mrs, or Dr from this drop-down list.

e You may enter your “Academic Title” if you wish.
Note that this field is optional.

e Enter your “Department Address Details,” including

Personal Settings

Employee ID 88322  Mame Christina Thomas

¥ Personal Data
Formof Address: * [Ws =]

First Name: * Christina

Position User Account
Organizational Assignment
Department: 1701200099

Fosition Treos

Attributes for Position Training 3

Aftribute: At

Academic Title: |

LastName: * | Thomas

10002757, SOM Bio Chem Biological Chemistry
50032921; Training 3

Department Address Details

Building: [Eastern

Floori Room Humbar: = ][00t |

Fax Number / Extension fl ]

[Ground

Phone Number/ Extension: * 4439

the building name, floor, and room number. Note that this should be the address where you want your purchases

delivered.

e Enter your phone and fax number, along with your extension (if you have one). If you don’t have a fax or telephone
extension(s), you may leave those fields blank. In these fields, enter numbers only, with no spaces, dashes, letters, or

parenthesis.

Account Assignment. Look at the heading labeled
“Attributes for Position Training 3” (your screen may
have a slightly different label for this area). Click in the
“Attribute” dropdown box and select “Account
Assignment Category.”

e Select the primary account assignment you will use
for your orders. In this case, we have selected “Cost
Center.”

Personal Settings

Employee ID 82828

Name Christina Themas,

‘W Personal Data

Formof Address: = [Ms_ ||

First Name: = Christina

Postion User Account

Organizational Assignment
Department 1701200099

Fostion TrPos

Attributes for Position Training 3

Academic Tie: [~

LastName: *  Thomas

10002757, SOM Bio Chem Biological Chemistry
50032521; Training 3

Attribute: [Account category® [

[Add Line | [ Remove

Standard Deactivate

@

O|ajo|a

Value Description
Asset

Cost Center
Internal Order
WBS element

Department Address Details

[Eastern
[ 01

Buiding: *
Floor/ Room Number: =
Phone Number/ Extension: *

Fax Number / Extension

Value Changeable
AS ]
ce [m]
OR O
W8S O




5. Cost Center. Click in the “Attribute” dropdown box
again and select “Cost Center.” Then, in the field labeled
“Logical System” and select “Back R/3” from the
dropdown list.

e When you select “Back R/3” the screen will change.

e To add a default Cost Center, click “Add Line” and
then type the “Value” of the cost center you want.

e You may include multiple cost centers by adding

Personal Settings Help
Employee ID 23828  Name Christina Thomas.
Resacny
¥ Personal Data
Formof Address: * [Ms_[=] Academic Title: | [~
First Name: * Christina LastMame: = [Thomas
Postion User Account
Organizational Assignment Department Address Details
Department: 1701200099 10002757, SOM Bio Chem Biological Chemistry Buikding: * Eastern
Position: TrPos 50032921; Training 3 Floor! Room Number: * [Grownd | [BO01 |
Phone Number/ Extension: * [443.697-5600 ]
Fax Number / Extension: | ]

Attributes for Position Training 3

Attribute: [Cost Center* | =] Logical system: | =]
| Back Riz=
additional lines. Note that you may only select one e e e mteanos | = Dengestt
cost center at a time as
your ”Standard ” by Adtribute: |Cust Center® |V| Logical system: |Back RI3* |v| |Add Line| Remove
’
C“Cking in the radio Standard Deactivate “alue Description Value Changeable
b h | f (O O 1010288732 1010288732
utton on the left.
6. Delivery Address. Click in the “Attribute” dropdown Personal Settings tep
box again and select “Delivery Address.” You MUST B EE e
select the appropriate code for your delivery address, or
your orders won't arrive at the correct destination. Ty s — -
i First Name: * I;st\; Last Name: *  [Thomas.
Never add a new line.
Position User Account
e If you don’t know the code, then you can search for . B win s ey e e
the code that corresponds to your default building, - " B ey e e
room, and floor using this web address: FoctiomerEenson: LI
. . . . Attributes for Position Training 3
http://ssc.jhmi.edu/supplychain/shipto.html. ————
Standard Deactivate  Value Description Value Changeable ‘
*  Ifthe end user wants a new delivery ship-to address CD e 3
H H D 1010020099 / Baltimore / 21093 / 2360 W. Joppa Road 0000040081 D
addEd to the SyStem’ the user mUSt SmeIt an onllne 4 |:\ WEHDDZDEIB‘JJ‘EammDrefZWZIH/1DﬂNChBr::SLreet 0000040003 |:|
o D 1010020099 / Battimore / 21201 / 1030 N. Charles Street 0001396283 D -]

form that is available on the Supply Chain Shared
Services website at:

http://ssc.jhmi.edu/supplychain/forms/shipto _new.html.




7. Plant. Click in the “Attribute” dropdown box again and Personal Settings P
select “Plant.” The screen will update and you will see a Employee D gcz2s  Wame Cvste Thomas
new field called “Logical system.” Select “Back R/3*”
from the dropdown list. The screen will update and you  PersonaiData _— ~ i
Form of Address: * [Ms [=] Academic Title -~
will see one or more service provider locations. Fisttlome: = [Ghrsin Lostlome: = Tromas
Positon | User Account
H H Organizational Assignment Department Address Details
° SeIeCt the approprlate addressl dependlng On the De::rlment N 1701200099 10002757, SOM Bio Chem Biological Chemistry EU;TW * @em—|
end-user delivery address. e = 0222 e e T
one Number/ Extension: * (2438875600 || ]
Fax Number / Extension |:| ‘_|
e Health Systems users will be automatically defaulted Attributes fo Position Training 3
. . Aftribute: [Plant* [ =] Logical system: [Back R/3* [+ [Add Line | [Remove |
to JHHS Hosted Catalogs. You should leave this as it T
andart clu ngeable  Plant  Logical system Company Code Description BusPartner
H 0 [m] |eal 1000 R3TCLNTB00 JHEN East Baltimore Central Stores 3
IS' [m] ) 1099  R3TCLNTB00 JHEN JHU Service Provider s
O BB 1001 R3TCLNTEC00 JHEN Mudd Hall Central Stores &
e If you are a University employee and do not need to

purchase lab supplies, select “JHU Service Provider.”

8. User Account. Now that you’ve finished the “Position” tab, click the tab | Persenal Settings ek

Employee D 88328  Name Christina Thomas

labeled “User Account.” This is where you’ll enter new information

about your account.

¥ Personal Data [C]
“ . ” . Form of Address: * [Ws [=] Academic Tite: [ =l
e Most of the “Standard Settings” will have default values entered. Frsthame: *  [Chitng e ) i
You may change them here if necessary. s MESEREE
Standard Settings
. . . UserD: *
e The next section is called “My Procurement Substitutes.” et
Procurement Substitutes are people who work with you that you i e
would like to have access to your shopping carts. For example, if you pere .
are out sick one day, a “Procurement Substitute” is a person who e
H . ine emove Settini
can create, edit, and delete carts for you while you are out. These e
people are also called “Team Members” in the Shopping Cart
sySte m. Persons | Represent As Substitute
Settings.
Substitute For Start Substitution On End Substitution On

e To add a “Procurement Substitute,” click in the field below the label (5 e lble docs nat coiaih sy
“Name of Substitute” and then click on the file folder icon | to
bring up the User Account Search screen.

e Tolocate the correct person, search for their name by N -~ |

[+ Fide Fiter Creeria

entering it with wildcard characters on both sides U Fimne

(example: *smith*) and click “Start Search.” When you I

see the person in the list, click on his or her name or :-: "T’ :: :'f;tmw ::l:
select the gray box to the left of the name and then click Cre—— - sma v o o

“OK.” The window will close and the name of your
substitute will be populated in the User Account tab.

O | [Caneel |




e You will need to enter the dates when you wish the substitution
to begin and end. For example, if you want to assign a
substitute only while you are on vacation, you would enter your
vacation dates in the fields labeled “Start Substitution On” and
“End Substitution On.” If you want to assign an indefinite
substitute, then put today’s date and a date far out into the
future.

e Co-workers for which you serve as a Procurement Substitute are
listed on the User Account page as well.

9. Check Your Settings. Your settings should now be complete. Click
“Check” (either at the top or the bottom of the screen) to verify that
your settings are complete and that no error messages appear at the
top of the screen.

10. Close the Settings Window. Once you have checked your settings,
click “Save” to save them, then click “Close” to close the Settings
window.

e If you only click “Close” without saving your data, the updated
settings will not be saved and you will need to enter them again.

Personal Settings

Employee ID 88828 Name Christina Thomas

¥ Personal Data

Form of Address: * [Ms |=]

First Hame: * Christina

Position User Account

Standard Settings

UseriD: * UPUR28
ot * T
Time Zone: \Eﬁ
Language: [ |[m]
Date Format: | MMDDNY Y Y =
Decimal Notation:  [1,234,567.68 | v |

My Procurement Substitutes

Name of Substitute
RHUMMELZ

Start Substitution On
04/1372010

Persons | Represent As Substitute

Substitute For Start Substitution On

[3] The table does not contain any data

Academic Title: |

LastName: ®  |Thomas

Eastern Time (New York)

Settings

End Substtution On
04/13/2020

Settings

End Substitution On






