Edit a Shopping Cart

Work Instruction
Transaction Code(s):

Procedure

1. Start the transaction using the menu path or transaction code.

Work Center Overview - State of Mississippi - MAGIC Portal - Windows Internet Explorer

g Procurement Work Center Detail 2 Workload Redistribution
~ 0 The Procurement Work Center is your for accessing the jons. Additonaly, 328 Werkiond Redisirbution
SC t contains links to helpful utiities and personaiization features. 580 :
Requisitioning Contract Management
Create Documents Create Documents
Shopping Cad Contract
Shopping Cart Template
Central Functions Strategic Sourcing
Reiected Shapping Carts Create Documents
REx
Survey Management Bid Tabulation Report
Create Documents
Surve Workflow
Survey Package ‘Waorkfiow is 8 tool to help automate complex business processes where more than one user is involved.
Questionnaire

Universal Workiist

Central Functions The Universal Worklist is  tool that allows you to manage tasks from multiple sources. You can manage.

Who Rates Whom 'your tasks, receive alerts and handle notifications.
hant N
2 Utilities
Survey Reviewer Q»tfl%_ Al utiity functions can be found here for Procurement.

Advanced Search
Search for existing shopping carts nd other documents.
" View Asset Vakdstion Tabie
Purchasing Display allthe current asset validetions avaiable.
Create Documents
Purchase Order
Shopping Cart

2. Click

History View Hep Welcome: Sherry Bennight

=

Home Procurement General Applications Analytics

Overview Procurement Work Center Reports SR Administration

SUS Administration

Requistionng

jork Center Overview

Procurement Work Center... Active Queries
Reguisitioning Shopping Carts A(88) Saved (0) Awaiing Acproval(0)
Survey Management ‘Shopping Carts - All ? e
Survey flowiees Show Quick Crieria Waintenance Chane Guery Define New Query Pers
Purchasing viol T2} | Cresie Shapping Cant] Copy | : 5 A T s =
Business Partner -3 e Tt e o Tyod
Workload Redistribution 334 2 Spiit Account Assignments Cleaning Supplies 01720/2014 17:06:16  1,000.00 USD In Purchaser's Workfst
Contract Management 1000001332 1 Copy Existing Shopping Cart Fioor Cleaning Solutions 017202014 16:19:17  1,000.00 USD in Purchasers Worklst
2% 19: 750 In Pureh; Workist
Statcoic Sourcina 2 2 Copy Existing Shopping Cart Fioor buffers 0172012014 16:19:19 50.00  USD In Purchasers Workis
1000001331 1 Copy Shopping Cart Fiing Cabinets 017202014 16:16:16 000 USD in Purchasers Workist
i 1 Internal GoodsiServices Shopping Cart  MEATBALLS 017202014 15:35:58 000 USD i
Utiiities 1 Fiing Cabinets for Main Office Fiing Cabinet 0172012014 1826:08  1.000.00 USD
. e 1 Fiing Cabinet Fiing Cabinets 0172022014 12:58:01 000 USD
1 Free Description Shopping Cart Floor Cleaner 011162014 20:37:41  200.00 | USD
Create Documents
00001317 4 Office Depot Paper Order Office Depot(R) Brand EnviroCopy(R) Pape 017182014 13:3218 22396 USD n Purchasers Workist
00001316 1 Office Depot Paper Order Office Depot(R) Brand EnviroCopy(R) Pape 0171672014 1327:06 22396 USD In Purchaser's Worklist

Last Refresh01/2012014 06:06:27 pm CST Ref

3. Click I

Published on 11/21/2014 Edit a Shopping Cart.udc Page 2 of 6



Edit a Shopping Cart .

Work Instruction
Transaction Code(s):

Active Queries

Shopping Carts Al (68) Saved (D) Awafing Approval (0}

Deiste | || Order [ Create Confrmation

Fiing Cabinets for Main Office Filng Cabinet

 [CrestedOn  NetVale Currency
01/20/2014 18:26:08 1.000.00 USD

1
i2 Spiit Account Assignments Cleaning Supplies. 0172072014 17:06:18 1,000.00 USD in Purchaser's Worklist
1 1 Copy Existing Shopping Cart Floor Cieaning Solutions. 017202014 16:19:17 1,000.00 USD P Vol i
1000001332 2 Copy Existing Shopping Cart Floor buffers 01/202014 16:19:19 750.00 USD in Purchaser's Worklist i
{ 1000001331 1 Copy Shopping Cart Fiing Cabinets 0172012014 16:18:16 0.00 USD in Purchaser's Workiist |
; 1000001330 1 Internal Goods/Services Shopping Cart MEATBALLS 0172012014 15:35:58 0.00 usC in Purchaser's Workdist
1 Food Order MILK 0172012014 15:12:52 000 UsD in Purchaser's Worklist
1 $B052213 01/20/2014 15:07 MEATBALLS 01/20/2014 15:09:17 000 USD In Purchaser's \Worklist
1 Limit kem SC Auto Repair Parts. 01/20/2014 14:12:05 500.00 USD rchasers i
i 1000001308 1 Limit tem Shopping Cart Auto Repair Parts. 01/20/2014 13:50:31 50000 USD in Purchaser's Workiist

Last pm CST Refresh &

4, Click  to select a shopping cart.
ﬁ We will select a shopping cart in the Saved status to complete for order.

5. Click

Edit Shopping Cart:1000001325

]

| [Resgy | (et Prevn | | [Save] (G| [P ] (Dt Syt st G iy St
< 3 gy S

6. As required, complete/review the following fields:
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' ma Edit a Shopping Cart

f’ M!fg) Work Instruction
e b Transaction Code(s):

il

Order Quantity / Unit: | Required

Example:
4

7. Click [ to view the calendar.
8. Click 31.

9. Click Account Assignment tab - Account Assignment

Edit Shopping Cart:1000001325

F-Tn Sefings:  SeLvaues porovai ot | T Fy
[Header Data: Vaues

approval Process:  Display / Edt Agents

g g

Undefined tem Type 00505 Abrasives Eq & Tools. 1.000 0.00 1 0172012014 9 2

Undefined tem Type 00505 Abrasives Eq & Tools 1.000 0.00. 0.00 USD 1 © 01202014 2 [

. Undefined tem Type 00505 Abrasives Eq & Took 1.000 000 0.00 USD 1 0172072014 [ [
Undefined ttem Type 00505 Abrasives Eq & Tooks 1.000 0.00 0.00 USD 1 01202014 2 [

Undefined em Type 00505 Abrasives Eq & Tools 1.000 000 000 USD 1 017202014 0 °

Undefined item Type. 00505 Abrasives Eq & Tooks 1.000 0.00 0.00 USD 1 01202014 9 [

. Undefined tem Type 00505 Abrasives Eq & Tools 1.000 0.00 0.00 USD 1 017202014 [ [
Undefined tem Type 00505 Abrasives Eq & Tools 1.000 0.00 0.00 USD 1 01202014 ] 9

oaar (G | [Resd o] [Fieprovw | | [Sove) (G [P [Glt] Sysom oratio ot Werwry Saparr

; el !

F
o

10.  Click LE

11. As required, complete/review the following fields:

Cost Center: Required

Example:
1130000011

In this step we will change
the Cost Center assignment.
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{ ml ‘ Edit a Shopping Cart
g L A Work Instruction

ol Transaction Code(s):

Edit Shopping Cart:1000001325

=5 e 2 vaeg. TRWETy GHiE U 112312015 B LS G ey

[order][Cise ] | [Read Ouly ] [FratFreview | | [Save]

Buy on Behalf of s o i § 1
Wame ofshapping cart. Fing Cabnes for Hlan Offce |

0173172014

1 g

Undefined tem Type 00505 1.000 000 0.00uUSD 1 017202014 0

Undefined kem Type 00505 1.000 0.00 0.00 USD 1 017202014 T

. Undefined tem Type 00505 1.000 0.00 0.00 USD 1 01202014 0
Undefined Rem Type o005 1.000 coo  000uso 1 017202018 I'g

. Undefined tem Type 00805 1.000 000 000 USD 1 017202014 i
. Undsfined tem Type 00s0s 1.000 000 000 USD 1 01202014 iy
. Undefined tem Type 00505 1.000 000 0.00 USD 1 012072014 0
. Undefined kem Type 00505 1.000 000 000 USD 1 017202014 i
. Undsfined tem Type 00508 1.000 000 000USD 1 vzzone te

12.  Click
13. Click

Display Document::1000001325

Line 2: Delivery can take place on 01/25/22014; mnwb&h&ydﬁe’gp&s&
Shopping cart “Filing Cabinets for Main Office” with number 1000001325 ordered successiully |

ation | [ Creale Memory Snapshot |
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Edit a Shopping Cart

Work Instruction
Transaction Code(s):

Procedure

1.

Start the transaction using the menu path or transaction code.

Work Center Overview - State of Mississippi - MAGIC Portal - Windows Internet Explorer

Shopping Cart Templats
Centrai Functions
Reiected Shopping Carts

Survey Management

Survey Package
Questionnaire
Centrai Functions
¥ho Rates Whom
Change Questionnaire

Survey Reviewer

Purchasing
Create Documents
Purchase Order
Shopping Cart

Procurement Work Center Detail 2 Workload Redistribution
g- The Procurement Work Center is your for accessing the 32 Sl
<SG it contains inks to helpful utiities and personalization features. «un
Requisitioning Contract Management
oy Create Documents Create Documents
Shopping Cart Contract

Strategic Sourcing

Create Documents
RFx

Bid Tabylation Report

Workflow
i 1 Workflow is a tool to help automate complex business processes where more than one user is involved

Universal Workiist
The Universal Workiist is a tool that allows you to manage tasks from multiple sources. You can manage
your tasks, receive alerts and handle notifications.

Utilities

All utiity functions can be found here for Procurement.
Advanced Search
Search for existing shopping carts and other documents.

View Asset Vaidation Table
Display all the current asset validations avaiable.

2. Click

Purchasing - State of Mississippi - MAGIC Portal - Windows Internet Explorer

i - X P ‘ >

Procurement

Home General Applicaticns Analytics
Overview ‘Procurement Work Center Reports SRM Administration SUS Administration
Active Queries

Shopping Carts Ali(68) Saved (0) Awaiting Approval (0
Shopping Carts - All

Full Screen

"=} | [Creste Shopping Cart|

| [Refresn || Export |

Hem Number  Shopping Cart Hame
2 Spit Account Assignments

1 Copy Existing Shopping Cart

2 Copy Existing Shopping Cart

1 Copy Shopping Cart

1 interna! Goods/Services Shopping Cart
\ Filing Cabinets for Main Office
1 Fiing Cabinet

1  Free Description Shopping Cart
1 Office Depot Paper Order

1 Office Depot Paper Order

Rem Name.

Cleaning Supplies

Floor Cleaning Solutions

Fioor buffers

Filng Cabinets

MEATBALLS

Filing Cabinet

Filing Cabinets

Fioor Cleaner

Office DepotiR) Brand EnviroCopy(R) Pape
Office Depot(R) Brand EnviroCopy(R) Pape

Created On
0172012014 17:06:1€
0172012014 18:19:17
017202014 1€:19:18
017202014 16:16:16
017202014 15:35:58
017202014 18:26:08
017202014 12:58:01
0171812014 20:37:11
011162014 13:3218

011182014 13:27:08 22396

Het Value
1,000.00
1.000.00

750.00
0.00
0.00

1.000.00
0.00
200.00
22396

In Purchaser's Worklist
n Purchasers Workist
In Purchasers Workist
10 Purchasers Workist

In Purchaser's Worklist

in Purchaser's Worklst
In Purchaser's Workist
In Pyrchaser's Workist

" Last Refresh0112012014 06:06:27 pm CST Refri

Click u

3.
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Active Queries

Edit a Shopping Cart

Work Instruction
Transaction Code(s):

Shopping Carts Ali{68) Saved (0) Awating Approval (O

»_Show Quick Criteria Maintenance

1 Fiing Cabinets for Main Office

2 Spit Account Assignments Cleaning Supplies. 017202014 17:06:16 1,000.00 USD In Purchaser's Worklist
1 Copy Existing Shopping Cart Floor Cieaning Soluticns. 0112012014 18:19:17 100000 USD In Purchaser's Workdist i
_ 1000001332 2 Copy Existing Shopping Cart Floor buffers 0172012014 16:19:19 750.00 USD In Purchaser's Worklist i
1000001221 i 1 Copy Shopping Cart Fiing Cabinets. 011202014 16:16:16 0.00 UsD In Purchaser's Workiist 3
1000001330 1 Internal Goods/Services Shopping Cart MEATBALLS 01/2012014 15:35:58 0.00 uUsD in Purchaser's VWorkiist i
: 1000001303 1 Food Order MILK 0172072014 15:12:52 0.00 UsD in Purchaser's Workiist §
1000001308 1 SB052213 01/20/2014 15:07 MEATBALLS 01/20/2014 15:09:17 0.0¢ usD In Purchaser's Worklist :
_ 1000001307 1 Limit tem SC Auto Repair Parts. 0172012014 14:12:05 50000 USD in Purchaser's Workiist i
1000001306 1 Limit kem Shopping Cart Auto Repair Parts 0172012014 13:50:31 500.00 USD In Purchaser's Waorkiist Ef

Last Refresh01/20/2014 06:27:09 pm CST Refresh s

4, Click  to select a shopping cart.
We will select a shopping cart in the Saved status to complete for order.

S. Click @

Edit Shopping Cart:1000001325

Description: = [Filing Cabinet ]
Product Category: {00508 53] Abrasives Eg & Tools.
Order as Direct Material |

Subcontracting: s}

Company Code: (SOMS_]E3! State of Mississippi

Purchasing Group: {DFA GEN PURCH | Show Members

Goods Receipt Non-Vaiuated:

Service and Defivery
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M MIQ Edit a Shopping Cart
) . Work Instruction

e Transaction Code(s):

Order Quantity / Unit: | Required

Example:
4

7. Click [ to view the calendar.

8. Click 31,

9. Click Account Assignment tab

Edit Shopping Cart:1000001325
[PemuSenGs SELvaEs
. S

Approvai Note | ] B

Undefined ftem Type 00505 1.000 0.00 0.00 USD

1 0172072014 0 0

Undefined fem Type 00508 Abrasives Eq & Toolks 1.000 000 000 USD 1 012012014 ) 0

Undefined fem Type 00505 Abrasives Eq & Tools 1.000 000 000 uSD 1 01202014 0 0

. Undefined tem Type 00505 Abrasives Eq & Tools 1.000 000 000 USD 1 01202014 0 o
Undefined fem Type 00505 Abrasives Eq & Tools 1.000 000, 000 USD 1 017202014 2 o

Undefined tem Type 00508 Abrasives £q & Tools 1,000 0.00 0.00 USD 1 012072014 8 s
 Undefined fem Type 00505 Abrasives Eq & Tools 1000 000 000 USD 1 017202014 0 0

Undefined flem Type 00505 Abrasives £q & Tools 1000 000 000 USD 1 01202014 0 0

Undefined tem Type 00508 Abrasives Eq & Tools 1.000 0.00 0.00 USD 1 01202014 [ 0

Drverd {ipise] | [Wsmiony[Wiamnen ] | (St | ple ] [at ol || o | [ Ceste oy Saapsht | : &

11. As required, complete/review the following fields:

Cost Center: Required

Example:
1130000011

In this step we will change
the Cost Center assignment.
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Edit a Shopping Cart

Work Instruction
Transaction Code(s):

Edit Shopping Cart:1000001325

[ e 2 waning. TEWETy GaE U220 1s B LS

| [Read Only | [PrntPreview | | [ Seve | [Pork] [Doite ] on | [ Créate Wemory Snapshot |

Buy on Behalf of: e
Name of shopping cart. {Fiing Cabinets for Main Office i
Default Settings: Set Values

Header Data: Vakies
Approval Procsss:  Display /Et Agents
Budget Disglay

Records Management: Dispiay
Document Changes:  Display

0173172014
1 01202014
1 0172072014
1| 1202014
1 ‘Q(M“‘
1 01202014
1t owwats
1

1

1

0172012014
017202018
: 0172202014

Bl e e e e e e

12. Click
13. Click

Display Document::1000001325

mz:wmmmmoimit_muuq?@f-wj
Shopping cart “Fiing Cabinets for Main Office” with number 1000001325 ordered successfully

[€ct|[Cese] [PrintPreview | [ Show myTasks | [ Creats New Shoppig Cart | | Refresh | | Copy || System information | | Create Memory Snapshol
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