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After entering the Order number or Cost Center number, tab over to the
Business Area and enter 40. Then click on the magnifying glass.
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Select a Category by using the drop down box.
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To make it easier ta find the shopping cart later, enter & name for the shopping cart
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Open each of the arrows for Cost Assignment, Documents and Attachments,
Ship to Address, and Source of Supply by clicking on each arrow
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Double check the Cost Assignment. Click on the magnifying glass to check
the fund number. Many times, the G/L account will change.
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You will be able to tell which field you are in by the yellow box surrounding

the field you are in.
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Scroll down to the Attachments section. This is where you will add any

guotes, SRM New Supplier Requests, or any other documents that need to be
attached pertaining to the order.

To add an attachment, click on Browse. Choose the file and click open. This
will add the file to the Path field. Put a description in the description field. For
example, if it is a quote, the description should be quote. Then click Add.

If the information only needs to be seen by Purdue personnel (such as a New
Supplier Request) click the box labeled Inter.
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Scroll down to the Ship to Address information and double check the location

for delivery
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In the Sources of Supply, you need to pick a vendor.

If the Vendor is not listed in the Vendor Overview box, you must assign the
vendor. To assign the preferred vendor, click on the binoculars.
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Enter the vendor you prefer in Search Term 1 box followed by an asterisk.
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Click on the BP number for the vendor you are choosing
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After you have clicked on the BP number, it will bring you to the screen
above. Notice in the Preferred Vendor box, it has chosen our vendor

If you have multiple line items, you must pick a vendor on every line.
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To make it easier to find the shopping cart later, enter & name for the shopping cart
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In the Additional Specifications box, Name your shopping cart.

Always start you shopping cart name with the shortened number abbreviation
for your department, then the Pl/requestor, your initials, then the Vendor, and
a brief description if possible.

For example, if you ordered vials from Lonza, the shopping cart name would
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To add your account clerk as an approver, click on Add Approver.

£] Applet graph started

File  Edit  Wisw Favorites  Tools  Help
! Search

Qe - @ - [¢] [B] 7

Address [&] htps:/erp-portal-p purdue .edujirifpartal

P URD UE Welcome Cymthia J Teel

UNITWVERST

© Favorites {0 -t ] - ey

Hame Employes Self-Service  &IMS Financial Systems Human Resources  System Info
Overview: Central Receiving Deskiop Receiving | Frocurement Reports SRM Administration  vWarkbench
Shop | History, Back [
FER3 4
Detailed Havigation =] | -1 I
= Overview: Approval Previeswy | Budoiet
= Order Status Approval Preview ]
® bortal Favorites = Add Reviewer | [Add Approver
@ There are no items to display Click on ‘Add here =
MNew A roval
[ Pr
*  )2od here

p To be approved by
™

@ Mew Approval
#, )add here

Dhplay s Tabk

(eteen] [crek]

I_E'I_I_I_W
Click on Add Here for the level of approver that you want to add. The account

clerk is always before the pre-entered fiscal approvers.
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After clicking on Add Here, your screen will change. It will have an Approver

box where you will enter the last name of the desired approver (for this
example: *Teel*) and then click Find.
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Once the Cynthia J Teel appears in the Approver box, click Transfer
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If you have completed this correctly, your screen will have the approval path

as shown above.




Click on the Check button at the bottom of the order. This will check your
order for any errors. If you have any errors, they will be listed at the top of

your order.
Yellow errors are “ok.” Red and Orange errors need to be corrected before

submitting your order
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If only yellow errors are shown, you can place the order by scrolling to the
bottom and clicking on Order.
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[T There are o items ta display Goods/Services Description Quartity Categary Reguired on Value
1 1 each Office supplies 10/09s2007 1.00USD
Total Value (Gross) : 1.00 USD
Youw can nov print the shopping cart or display addtional information, using the Check Status function
You can display whether the shopping cart has been approved or whether a purchase order has alreacdy been created
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After clicking on Order, your screen will look like this.
You need to print your shopping cart and wait for the PO# to be assigned (see
PowerPoint handout for instructions on how to find this) and then bring this

paperwork along with your signed purchase request form to the business
office.



