Understanding Shopping Cart / Purchase Order Status and Troubleshooting

E-catalog suppliers
receive auto-approval
if < $5000. All other
carts route to
Approvers' queues.

E-catalog suppliers receive
automatic purchase orders. All
other carts route to
Purchasing for manual
processing and placement.
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After PO placement, use supplier
resources as needed to check delivery.
Some e-catalog suppliers (e.g., VWR and
Fisher) have order status tools within
their e-catalog. For Free Text and other
orders, contact supplier representative if
needed for order status or inquiries.

Shopping Cart Status Indicators:

E-catalog suppliers invoice the
University electronically. All
other suppliers mail paper
invoices to Accounts Payable
(AP) for payment.

Check automatically pays, for
any supplier, provided perfect
match between PO, Goods
Confirmation, and Invoice.

Supplier
Ships Confirm-
Goods ation

Goods

Create Goods Confirmation
(GC) upon correct and
satisfactory delivery of goods.
VWR carts receive 1%
additional discount if GC
created within 10 days.
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Indicators can be found in Shopper's dashboard and within the Shopping Cart. Click Refresh for latest status. Indicators only reflect cart status within system.

Saved:
Awaiting Approval:
Approved:
Rejected:
In Purchaser's Worklist:
Follow-on Document
Created or Ordered:
Deleted or
Cannot be Ordered:
Posted in the Backend:

Shopper has placed cart on hold and it resides only within Shopper's dashboard; order not yet placed.
Cart completed and moved to department/college/unit Approver(s') queue(s)

Cart approved by Approver
Cart rejected by Approver

Cart resides in Purchasing Buyer's queue for manual processing and placement
Cart has been successfully converted to Purchase Order and placed with supplier

Cart has been deleted by Shopper or Purchasing Buyer

Goods confirmation completed and order completed

E-Catalogs Quick Reference

Contains contact information for e-catalog suppliers
http://www.uky.edu/Purchasing/docs/ecatalogquickref.pdf




