Quick Reference Card – SRM 
Substitute Shoppers and Manage Team Carts

	Process: Substitute Shoppers are persons allowed to access carts of other Shoppers. Only Shoppers may designate, within their Personal Settings, their own Substitute persons. Substitutes must have the Shopper role before they can be designated. In addition to viewing another Shopper’s carts, a Substitute can “Take Over” a Saved cart, if needed, and move it forward. 

Carts created within a Substitute Shopper structure are termed “Team Carts”. 

	 Role: Shopper
	Frequency: As needed



	BEGINNING STEPS

	I. Establish Substitute Shopper within Personal Settings
	

	
Select Settings from within the Shopper tab
	
[image: ]


	Click Edit and click User Account tab
	
[image: ]


	Within the My Procurement Substitutes section, click Possible Entries icon on the right side
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	Enter the Substitute’s last and first name and click Start Search
	
[image: ]


	Highlight the person’s name from within the search results and click OK
	
[image: ]


	Enter the Start and End dates for the Substitute

For indefinite assignment enter 12/31/9999 for the end date
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Note: To function correctly, each Substitute Shopper must reciprocally establish the other person as a 
Substitute also.

In short, your Substitute should also have you listed as their Substitute. If configured correctly their name will appear in the “Persons I Represent as Substitute” section.
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	Click Save to finish Substitute Shopper settings
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	II. Identify Team Carts
	

	
Shopping Carts created under a Substitute Shopper structure are termed “Team Carts”.

Once you identify Substitutes in your personal settings, your Shopping Carts will reflect an option relating to this.

Check the box on any Shopping Cart you want to be available to your Substitute Shoppers
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	Substitute Shoppers can view all Shopping Carts created by team member(s) within a group context.

To move a Saved cart forward from another Shopper, locate the cart within the Team Carts query. Highlight and click Take Over button.

Note: A Substitute Shopper can only Take Over a cart that is in Saved status. 
	
[image: ]


	[bookmark: _GoBack]A Shopper can also see which carts they personally created that were setup with a team structure. From within the Shopper’s personal Carts query, set Show My Team Carts and click Apply.
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5

image2.png
Display Document:

Employee ID 22865  Name Ms. Reagan Streetman

[Edt| Close]

Form of Address: [is. | Academic Titl:
First Name: Last Name:

AT s Aot |

Organizational Assignment
Department 31002256 MM-Buy
Position: 50118993; Contrac





image3.png
Standard Settings

User D =

E-Mail

TmeZone BT |EsstemTime (NewYor)
Langusge

Dste Form
DecimalNotation





image4.png
User Account Search (=B
[~ Hide Filter Criteria_
[ —
Last name:
First name

[—cee)





image5.png
User Account Search

[~ Hide Filter Criteria
[ —
Last name:
First name

Firstname  Lastname  E-Mail Address
Mary Duncan mduncan@email uky.edu





image6.png
My Procurement Substitutes

Name of Substitute Start Subsliftion On End Substjifion On




image7.png
My Procurement Substitutes

Settings
Name of Substitute Start Substitution On End Substitution On

Persons | Represent As Substitute
Settings
Substitute For Start Substitution On End Substitution On
[ The table does not contain any data





image8.png
Edit Document:

Employee y{ Name Ms. Reagan Str

[TSave] [ Close] | [Read Oniy]





image9.png
Create Shopping Cart

Number 9000008860  Document Name RSTRE2 02/16/201209:52  Status In Pros

[Order] [ Show My Tasks][Close] | [Save][Check]

v General Data

Buy on Behalf OF
Name of Shopping Cart

Default Settings Set lies
Team Shopping Cart Make accessible to my Purchasing Substitutes| Note to Supplier

Approval Process:  Display / Edit Agents
Document Changes: ~Displa

PO Type
S

Approval Note

v Item Overview

Details [ Add e ] €

Line Number _item Type Description Product Category Proc
. Undefined ftem Type | priring Purchasing Brochures | 82121500 Prin
- Undefined ltem Type 95999999 ENT

— e e T D— P




image10.png
Active Queries

Shopping Carts ~ All(11) Saved (0) Awaiting Approval (1) | Team Carts (1)
Purchase Orders  All(70) Saved (24) Awaiting Approval (0) ~Rejected (0] Ordered (0) ~ Confirmations p

ns  All(0) Sawed(0) Deleted (0)

Confirmat

Shopping Carts - Team Carts

~ Hide Quick Criteria Maintenance

Including Product Category Hierarch ]

including Completed Shopping Carls:

‘Smart Number. [ B

View{[Standard View] || [ Create Shopping Cart | Copy] |[ Display] /[ Orderf| Take Over |[Create Confirmat
B Shopping Cart Number ‘Shopping Cart Name: Item Number Item Name

& R —





image11.png
Active Queries

Shopping Carts All() [Save (5) Awaiing Approval ©) Team Carts (1)
ifchase Urders Al (5] Saved (0) Awaiting Approval (0) Rejected (0) Ordered (0) Confirmations pending (0)
Confirmations All (11) Saved (0) Awaiting Approval (0) Approved (0) Rejected (0) Deleted (0) Confirmations for Team Carts (0)

Shopping Carts - All

Hide Quick Criteria Maintenance

Shopping Cart Number: To @
Shopping Cart Name:
Item Description:

Timefiame: | Lasto0Days v
Creation Date: O i To ] »
Status v
Role v

PO Number

Product Category: [}
Ingluding Product Category Hierarchy:

Bought on Behaif
IncYyding Completed Shopping Carts: V]
Show my Team Carts V1

‘Smart Number.

Roply





image1.png
Advanced Search
Create Documents
Shopping Cart

Active Queries
Shopping Carts ~ All(10) Saved (0) Awaiting Ap
Purchase Orders  All(70) Saved (24) Awaiting Ay
Confirmations ~ All(0) Saved (0) Deleted (0

Shopping Carts - All

» Show Quick Criteria Maintenance
Viewistandard View] |~] [ Create Shopping Cart ]




