Step-by-Step Guide
Creating New Shopping Carts by Copying Requisitions

In This Guide
v Selecting a requisition v" Copying a requisition
v" Creating a new shopping cart from v Viewing recently completed
an existing requisition requisitions

This guide demonstrates how to create a new shopping cart by copying an existing requisition.

Shopping & Policy Reminders

e Repeat Orders: Users can copy requisitions into a new shopping cart, providing a very
convenient way to create repeat orders.

e Rejected Orders: If a requisition is rejected rather than returned, the copy feature can be
used to copy the requisition into a different shopping cart number.

e Requisition Status: All requisition statuses can be copied.

e Punch-out Requisitions: Do not copy punch-out requisitions. Punch-out sessions require a
unique shopping cart identifier that is created during the shopping process. This identifier is
necessary for accurate order processing. For this reason, punch-out requisitions should not
be copied into a new shopping cart.

Procedure

1. Click document search from the navigation bar.

2. Search for the requisition by entering the Requisition Name or Requisition Number or click the
my requisitions link.

'w'*“h"“l' ' Document Search
document

search
exports

Search FEENEEERE

E|I [All Dates |Z| G0 | advanced search J

Go to:I my requisitions I my purchase orders | my invoices
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3. Click on the requisition number.

profile | logout 2R select Draft Cart or Add Item to Cart

SEENGL RN Catalog No. (SKU) E _-

document
search

search exports

start new search  Go to: my requisitions | my purchase orders | my invoices

Showing 1 - 7 of 7 results Last 90 days (10/4/2011 - 1/1/2012)
Search Terms { Results per page |20 |Z| Sort by: Best match |Z| 4|Page Lof1[x| 2
Search Type Requisiti - S
quisition . - . Requisition Requisition
L Supplier(s Requisition N\ame  Requisitioner )

My Requisitions Search No. pplier(s) 1 A Date/Time Total

Owner 600528 L\, |AACC Training Form Sample Roger 1/1/2012 8:38 PM 1,500.00 USD
Roger Requestor Requestor o

4. Select Copy to New Cart from the Available Actions list.
5. Click the Go button.

Roger Requestor profile | logout =W/ Select Draft Cart or Add Item to Cart

Summary - Requisition

document
search

search exports

Available Actions: Add Comment |Z| Go

Add Comment

Requisition PR Approvals PO Preview Comments Attachments History

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H

Hide header —_— £ Vd
General & Shipping ? Billing ?
Status Panding Ship To Bill To
Fiscal Approval Attn: Roger Requestor Connors State College

Submitted 1/1/2012 8:38 PM Room Accounts Payable
Cart Name Training Form Sample Dept AADO320 - FINANCIAL INFORMATION 918-463-6329

_ 9 P MANAGEMENT Rt 1 Box 1000
Description Adair Cnty Ext Office Warner, OK 74469
Requestor Roger Requestor 220 W Division St Crthse Basement United States
Priority Normal Stilwell, OK 74960

United States
Contract # Billing Options

Campus Code AN Accounting Date 1/1/2012
General University Delivery Options
Cost Match Invoices X Req Delivery
only? View/edit by line item...
View/edit by line item... =

The items and information from the original shopping cart display with a new shopping cart name
and date. You can change any of the information in the shopping cart, including the items,
quantity, shipping or accounting information.
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6. Enter a unique shopping cart Name (optional) and click the update button.

hopper profile | logout ¥ 2011-12-05 sally_shopper 02 | 1 item(s), 70.00 USD

Cart - Draft Requisition Search for [ETTRTTNETTINES I

active cart draft carts | favorites | my requisitions
| - i . I ) Continue Shopping I 1 Item(s) for a total of 70.00 UsC
Shop Smart k“:g Shopplng Cart oo y Shopper zubtota 70.00 USD
Name your Mame this cart:  Training Hosted Sample| o

| Proceed to Checkout | or ‘ Assign Cart ‘

Cart!

Have you made changes? | ) Help | [_AddNon-CatalogTtem | | | EmpbyCart | | Ferform an action on (0 items selected) ‘v Select all [~
SKC Communication Products, INC. mere info...
<l
Product Description Unit Price  Quantity Total [
If;"‘ asﬂ'd;gf; " Vaddio Thin Profile Camera Wall Mount EVI-D70 White 70.00 vse 1 70.00 uso
ec 5, A - EA
> Part Number WU 535-2000-205
- L Manufacturer Info  535-2000-205 - (WVaddio)
larger image
[ More Actions [~ |

Cart Name: A default cart name, comprised of the following data is automatically assigned:
Create Date + User Name + Sequential Number.

For example: 2011-04-01 sallyshopper 03

You can accept the default name but it is to enter a unique name
which can be used later to easily identify or search for your shopping cart.

You have successfully created a new shopping cart by copying a requisition.
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Alternate Navigation

The procedure in this guide illustrates how to search for requisitions. You can also locate
requisitions with the following navigation:

A. Go to the carts = my requisitions

profile | logout W select Draft Cart or Add Item to Cart

Orders - Search Results search for (SRR NCRUNICS I

active cart t ¥ signed carts

New Search | Select Query | Save Query | Request Export |

Results per page 10 E| Requisition(s) meeting the search criteria: 7 4|Page 1 of 1| legend ?
Status =~ Requisition No.~ Supplier(s) Requisition Name = Requisitioner = Requisition Date/Time ¥ Requisition Total
690528 1 AACC Training Form Sample Requestor, Roger 1/1/2012 8:38 PM 1,500.00 USD

- 683589 2011-12-10 roger_requestor 01  Requestor, Roger 1/1/2012 6:28 PM 0.00 USD
690544 A. Daigger & Co. 2011-12-31 roger_requestor 01 Requestor, Roger 12/31/2011 4:22 PM 200.00 USD

FORD AUDIO VIDEOQ

v 682366 | AACC Training Non-Catalog Item Sample Requestor, Roger 12/21/2011 5:48 PM 100.00 USD

- 669002 A. Daigger & Co. new cart for smith lab Requestor, Roger 12/10/2011 4:38 PM 0.00 USD

v 672514 A. Daigger & Co. 2011-11-21 roger_requestor 02 Requestor, Roger 11/21/2011 3:22 PM 100.00 USD

v 672511 A. Daigger & Co. 2011-11-21 roger_requestor 01  Requestor, Roger 11/21/2011 3:11 PM 100.00 USD
Results per page 10 E| 1|Page 1 of 1|»

New Search | Select Query | Save Query | Request Export

B. From the OK Corral homepage, go to Action Items = My Orders and click either
Requisitions Pending or Requisitions Recently Completed.

‘ home/shop :E i
settlement
Shop Everything E| Go| advanced s
Go to: favorites | forms | non-catalog item | quick order Browse: suppliers | categories | chemicals
Showcased & Contract Suppliers 2 | |}
Test Site
A
== O M ¢
Contract #: Contract #: Ef:I :
Hello and welcome to the OK Authorized
== 05- 112660- | OS- 950240~ CONTRACT:
Corral Test Site! 118 DLR CNROipsz | CamPus Stere
Click HERE for additional training
guides, tips and techniques, and
FAQs. Punch-out ?
Lab Supplies
v
— —  ®e | Allyas | vwne?
ction ttems ; STATE E&T E&I
- CONTRACT: CONTRACT: CONTRACT:
) My Orders S0l CHNRO1113 CNRO1163
Requisitions - -
Pending (2) Medical/Clinical
Recently Completed (3) [ i
41 I b
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