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Presentation Notes
Hello and welcome to the course SRM e-Catalog Shopping.
At the end of each slide, you will be presented a NEXT arrow to click to proceed to the next slide. 
There will also be a back arrow available to return to a previous slide for review.
Click the next arrow to proceed.




WHAT IS SRM?

Supplier Relationship Management, or SRM: an e-procurement
interface that serves as the University’s formal procurement system.

Enables departments to procure goods and services using a “Shopping
Cart” environment within myUK.

Generates savings and efficiencies and streamlines procurement for the

University using electronic supplier catalogs and automated digital
transactions.


Presenter
Presentation Notes
Supplier Relationship Management, or SRM, is an e-procurement interface that serves as the University’s formal procurement system. 

SRM enables departments to procure goods and services using a “Shopping Cart” environment within myUK. 

It generates savings and efficiencies and streamlines procurement for the University through use of electronic supplier catalogs and automated digital transactions.



WHO SHOULD RECEIVE SRM SHOPPER TRAINING?

Employees authorized to perform procurement functions for their
department or unit are eligible to complete training and receive the
Shopper role.

Includes administrative/other staff or faculty conducting purchases on
behalf of their departments or units.

Departmental leadership determines which individuals can be authorized
to receive training. Some departments choose to empower end-users:
other departments operate on a centralized model.
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Any employees authorized to perform procurement functions for their department or unit are eligible to complete training and receive the Shopper role. 

This includes administrative/other staff or faculty conducting purchases on behalf of their departments or units. 

Departmental leadership can determine which individuals within their respective areas can be authorized to receive the Shopper training and related role. Some departments choose to empower end users to shop on behalf of their own areas. Other departments operate on a centralized model for their procurement tasks. 

There are no restrictions to the number of Shoppers within a given department or unit. 



TRAINING REQUEST FORM REQUIREMENT

 An approved Training Request Form must be provided to receive the Shopper

Role. Please be sure to complete this form to receive the Shopper role and
myUK tab.

 How-To Guide to Establish Departmental Purchasing Roles on the Purchasing
website at: https://purchasing.uky.edu/ under the Learning and Training
Resources tile. Includes an overview of departmental roles, information on Role
Combinations, and Steps to Request and Receive Training.
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In addition to taking and passing this web-based curriculum, an approved Training Request Form must be provided to the Enterprise Applications Group (EAG) to receive the Shopper Role. If you have booked and are taking this course without having completed the Training Plan Request Form, please be sure to complete this to receive the Shopper role and myUK tab. The tab usually appears within 24 to 48 hours after completing both requirements.

A How-To Guide to Establish Departmental Purchasing Roles can be found on the Purchasing website at: https://purchasing.uky.edu/ under the Learning and Training Resources tile. The guide includes an overview of departmental roles, information on Role Combinations, and Steps to Request and Receive Training.



https://purchasing.uky.edu/

WHEN IS SRM USED?
SRM is used for the following purchases:
* Highest volume suppliers to the University with electronic catalogs loaded

* Purchases for which the procurement card is not the applicable method of
purchase or supplier does not accept the procurement card

* Any purchase that involves written agreements
« Commodities having special conditions or nature

« Purchase of capital equipment (i.e., > $5000 cost per item)
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Being the formal procurement system for the University, SRM is used for the following purchases:

Highest volume suppliers to the University and for which there are electronic catalogs loaded.

Purchases, regardless of amount, for which the procurement card is not the applicable method of purchase or the supplier does not accept the procurement card.

Any purchase, regardless of amount, that involves written agreements.

Commodities having special conditions or nature (e.g., personal service contracts, leases, licensed goods, etc.).

Purchase of capital equipment (i.e., > $5000 cost per item).

Note: This training is a general introduction to SRM Shopping and most of the material that follows will relate specifically to e-catalog purchases. How to purchase some of the above scenarios will ultimately be covered in the second course in the Shopper curriculum covering Free Text Shopping Cart. 



HOW SRM DIFFERS FROM OTHER PURCHASE METHODS

Differs from other purchase methods for which departments have Delegated Authority.
1. Procurement card — Generally used for purchase of:

« Many small-dollar operational goods and services not available from SRM e-catalogs
« Other orders with total cost < $5000

« Equipment with item cost < $5000 per piece

« General goods and services having no special conditions or written agreements

2. Payment Request Document (PRD) — Used for processing payments that are usually of a
discretionary nature or for which little or no Purchasing policy applies, e.g., government fees, student
or patient refunds, etc.

(Accounts Payable holds responsibility for the PRD program).
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SRM differs from other purchase methods for which departments have Delegated Authority.

1. Procurement card is generally used for the purchase of:

Many small-dollar operational goods and services other than those available from SRM e-catalogs
Other orders with total cost < $5000
Equipment with item cost < $5000 per piece
General goods and services involving no special conditions or written agreements

2. Payment Request Document (PRD) which are used for processing payments for select goods and services that are usually of a discretionary nature or for which little or no Purchasing policy applies, e.g., government fees, student or patient refunds, etc.

Accounts Payable holds responsibility for the PRD program. 



HOW DO | KNOW IF SRM IS THE RIGHT METHOD?

Procure-To-Pay (P2P)

University . University of

: : : Purchasing / Accounts Payable (AP

% Financial Services urchasing / Accounts Payable (AF) % Kentucky.
QUICk REference GUIde Purchasing Division

Last Revision: 8-6-21
How To Use This Guide Mast recent changes highlightedin reliow
This Quick Reference Guide should be a first read for departments to correctly conduct purchases of goods and services. Use the guide to determine the correct purchase method based on the commodity. Commodities are listed
alphabetically in the left column. In the event where procurement card is allowed, it is the preferred method per Business Procedures Manual B-3-2-1.

Key Points To Remember

Important - Written Agr 1 Si ity: Any transaction that requires a University signature and/or contains supplier Terms and Conditions (i.e., "fine print”) must be reviewed and signed by the Purchasing Division.
Departments do not have authority to sign procurement agreements or agree to legal terms and conditions on behalf of the University. Agreements can be sent directly to the Category Specialist responsible for the commodity or
email UKPurchasing@ uky.edu.

Capital Equipment: Defined as any single item that is $5,000 or greater and will always utilize the Shopping Cart/Requisition process. Capital equipment purchases must have a 55XXXX GL account assignment.

Independent Contractors: In accordance with IRS regulations and University policy, any transaction for services directly from an individual must follow the Independent Contractor process. The Worker Status Evaluation Form and
Scope of Work Form must be completed and signed by Human Resources-Compensation. Shopping Cart/Requisition is the correct purchase method for any Independent Contractor service purchase; attach the completed and
signed forms to the Shopping Cart/Requisition.

Reminder: Purchases requiring Shopping Cart/Requisition must be transacted by representatives within the Purchasing Division with suppliers. Departments do not have Delegated Authority to directly transact purchases requiring
Shopping Cart/Requisition as the method. Be sure to attach the appropriate documentation (e.g., quote, Independent Contractor forms, etc.) to the Shopping Cart/Requisition.

TIPs Help Resources:

A definition/examples column is provided for departments’ convenience and to assist in interpreting correct purchases. Examples listed are for reference only |Business Procedures Manual Business Procedures Manual
and are in no way exhaustive within the commodity. Procurement Card Assistance Procard @email uky edu

If you have trouble finding a commedity in the alphabetical listing, try a keyword search using CTRL + F. Shopping Cart Assistance SRMHelp@uky edy

If you do not see a commaodity that you need to purchase, are unsure what method may be applicable, or have other questions, contact the Vendar Onboarding/Master Data Vendorhelp@uky edu
Purchasing Division for assistance. General Procurement Inquiries UKPurchasing @ uky. edu

Procurement |SRM Shopping| Payment

Card Cart / ECC Request
Student BPM Reference/Revisions or Other
P D Concur Travel Payroll Comments Definition / Example(s)
Fi I i F Li
Than through (PRO) nancial Aid Governing Policy and Form Links

$5,000 | Purchasing

Accreditation Fees Accreditation fees for specific

/ / academic program or area
Ad Placement (One-time or short-term Purchasing must review and sign any Single advertising purchase provided
placement of ads via primt, radio, TV, written agreement, regardless of by provider of newspaper, radio,
billboard, etc.; includes employment purchase method. television, billboard, etc. media
advertising)

Public Relations/Marketing must

/ ‘/ approve ad copy.

Use GL 530139 for all purchases except
employment advertising.
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To help determine if SRM is the correct method to purchase an item, refer to the Purchasing / AP Quick Reference found on the Purchasing website at: 
https://purchasing.uky.edu/. 
This guide is a must read reference for departmental staff and faculty who procure goods and services for their departments and specifies the correct purchasing method by commodity type . Common commodities are listed on the left in alphabetical order. To the right, the appropriate method(s) of purchase are indicated along with additional notes and web references which may be applicable.



SRM GENERAL TRANSACTION STREAM (5 STEPS)

1. Create 2. Approval 3.dPurchase 4. Goods 5. Invoice
Shopping (Dept / Unit/ QISP SENIE LR Confirmation Posting /
Supplier Check

Cart (Dept) College) (Purchasing) (Dept) Payment (AP)

* Shoppers create carts for items/services via catalog selection or free text entry.

« Shopping Carts move to Approver(s) via Workflow; some carts have automatic approvals.

* After approval, Purchasing processes and places the purchase order with the supplier.

* The department posts a Goods confirmation.

* The invoice is posted.

* The PO, Goods Confirmation and Invoice posting complete a 3-way match and supplier payment releases.
* Encumbrances occur at point of Shopping Cart approval.
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Purchases follow specific transaction streams and events. The above graphic shows the sequence of events for a Shopping Cart purchase. 

All purchases begin with a need for a good or service. 

The Shopper creates carts for items and services via e-catalog selection or free text entry.

Shopping Carts move to Approver(s) via Workflow; some types of carts have automatic approvals.

After approval, Purchasing processes and places the purchase order with the supplier. Purchase orders for e-catalogs are automatically placed electronically with suppliers.

The department posts a Goods confirmation.
An invoice is posted.
The purchase order, Goods Confirmation and invoice posting complete a 3-way match and the supplier payment releases. 
Encumbrances (i.e., funds reservation) occur at the point of Shopping Cart approval.



ROLE COMBINATIONS

SIMILAR ROLES

SAP (R3/MM) REQUISITIONER APPROVER RECEIVER
SRM SHOPPER APPROVER GOODS CONFIRMER
PRD CREATOR APPROVER

SAP SRM SAP/SRM/PRD SRM GOODS

PRD CREATOR | cequisiTioner | sHopper | approver | >AP RECEIVER | o NFIRMER
OPTION 1 v v v X v v
OPTION 2 X X X v v v

OPTION 3 X v v v X P%
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In order to maintain checks and balances, there is a limit on the number and structure of roles any one person may hold. 
The following matrix shows all permissible combinations for various procurement roles within myUK. 

The same person is not required to hold all roles within any one option. The combinations reflect the maximum roles within each option any one person may hold.



.

TRAINING REQUIREMENTS FOR SRM DEPARTMENTAL ROLES

Role Training Requirements

Shopper Shoppers are required to take and pass two course
modules in successive order via myUK Learning:

SRM_SHO_305 SRM E-Catalog Shopping

SRM_SHO_306 Free Text Shopping Carts

Approver Approvers are required to take and pass the MM_APP_300
Combined Approvers course via myUK Learning.

Goods Confirmer | Goods Confirmers are required to take and pass the
SRM_CON_300 SRM Goods Confirmations course via
myUK Learning.
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Shoppers are required to take and pass two course modules in successive order via myUK Learning:

SRM_SHO_305 SRM E-Catalog Shopping (this course) and
SRM_SHO_306 Free Text Shopping Carts.

Approvers are required to take and pass the MM_APP_300 Combined Approvers course via myUK Learning.

Goods Confirmers are required to take and pass the SRM_CON_300 SRM Goods Confirmations course via myUK Learning.



OVERVIEW OF SRM SHOPPING TYPES

There are two different types of Shopping within SRM:

« E-Catalogs are used for the University’s highest volume suppliers. Shoppers “punch-out” to
SAP Ariba to order available products. Shopping carts $5000 or greater require approval. After
approval SRM transmits order to the supplier for e-catalog orders.

 Free Text orders are used for any commodity listed in the Purchasing / AP Quick Reference
Guide requiring Shopping Cart as the purchase method and for which there is not an e-catalog
loaded. After approval, Free Text carts arrive at Purchasing for manual processing.

Note: Purchase orders are the transaction document issued for SRM. Shopping Cart transactions do not
utilize procurement card.
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There are two different types of Shopping within SRM:

E-Catalogs are used for the University’s highest volume suppliers within myUK. Shoppers “punch-out” to SAP Ariba to order available products on a streamlined platform. Shopping carts that are $5000 or greater require departmental approval via automated workflows. After approval, SRM creates and transmits a purchase order to the supplier for e-catalog orders.

Some punch-out suppliers have advanced features including customized quoting, support documents, order status checks, etc.

Free Text orders are used for any commodity listed in the Purchasing / AP Quick Reference Guide requiring Shopping Cart as the purchase method and for which there is not an e-catalog loaded. After approval, Free Text carts arrive at Purchasing for manual processing.

Purchase orders are the transaction document issued for all SRM Shopping. Shopping Cart transactions do not utilize procurement card in any way.



FIRST STEPS: LOGIN TO MYUK

Resources nwllk Q SEARCH

% University uf
Kentucky:

APPLY GIVE VISIT #UKAKY

UK HealthCare

Sign in with your linkblue account

-----------

- [

Please login with your linkblue account and password.
Can't access your Account?
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Once you complete the Shopper courses, you will be able to access SRM and your Shopper tab. As with any other application, access myUK from the University home page  
to sign in using your Link Blue ID and password.


.

SHOPPER

TAB AND SITE NAVIGATION

Shopping Cart
lle]
Detailed Navigation

=

 Enferprise Serviees  my UK

Shopper

I firmati

Purchasing Admi

* Inbax

= Shopping Cart

= Settings

= Display Purchase Order

Services

Advanced Search

Create Documents
= Shopping Cart

= Business Anaylsis Reporf
= Shopping Cart Approval Report

O

Active Queries

Shopping Carts All (0}
Purchase Orders All {

Saved
| Saved (0]}

) Awaiting Approval (0} Team Caris (0}

Awaiting Approval (0) Rejected (0)

Confirmations All |

Awaiting Approval (0) Approved {0)

Crdered (0}
Bejected |

0) Deleted {

Confirmaticns pending {0}

Confirmations for Team Carts (0)

" Shopping Carts - All

[+ Hide Quick Criteria Maintenance ?

Shopping Cart Number:

Shopping Cart Hame:

Item Description:

Timeframe:

Creation Date:

Status:

Role:

PO Number:

Product Category:

Including Product Category Hierarchy:
EBought on Behalf:

Including Coempleted Shopping Caris:
Show my Team Caris:

Smart Number:

o[ ]

Last 30 Days :

View: |[Standard View] | Greale Shopping Carl  Copy | Display Edit Delete | Order Creale Confirmation Print Preview | Refresh Show Emor

E. Shopping Cart Number

Shopping Cart HName

Item Number

ltem Name Status Created On

Quantity
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Once your Shopper tab is assigned, it will show in your myUK applications. 
After clicking it, you will see the basic layout and dashboard.

On the left is a navigation panel with an inbox, settings link, and other tools.

In the middle of the screen at the top, you will find your document queries. The Shopping Carts All link will retain and house Shopping Carts created by you. Each time you access the Shopper tab, it will default to this query automatically.

In the center there is an area called Quick Criteria Maintenance. This serves as a search tool to manage and view carts that you create. You can configure it to see all carts you create or only certain types or groups of carts based on your preferences. By clicking the Hide button, you can collapse this tool if desired to increase the amount of space on your dashboard.

The bottom section lists contents of your Shopping Carts as you create them with the most recent being at the top. Selected settings in the above Quick Criteria Maintenance section determine the documents that will show here. You can click into the carts to display their contents or see their status along with other key information.



SET DEFAULT DELIVERY BUILDING

* It is critical that the default building delivery information is set correctly the first
time you access the shopper tab, before you create any shopping carts.

« This default setting will be the main building to which you will have orders
delivered.

 If building information is not set correctly, orders will fail to send to suppliers
and/or deliveries will be made to incorrect locations.

* There is functionality to set other delivery buildings on a cart-by-cart basis as
needed; will cover later in the course.
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As you begin creating Shopping Carts, one of the key factors to remember is the importance of correct default building delivery information. Building delivery information provided to suppliers is managed based on specific technology protocols and it is critical that the Shopper has their default delivery building set correctly. 

This will be the main building to which you will have orders delivered. If the building information is not set correctly in the default buildings, orders will fail to send to suppliers and/or deliveries will be made to incorrect locations.

SRM has functionality to set other delivery buildings on a cart-by-cart basis as needed; we will talk about this later in the course. 
For now, let’s see how to set your default delivery building setting. 



o
SET DEFAULT DELIVERY BUILDING

Launch Pad Employee Self Service Enterprize Services my UK Shopper Confirmations Purchasing Admin SRM System Admin Strategic Procurement

Shopping Cart
[4]¥] 4

Detailed Navigation

Active Queries

* Inbox

= Shopping C Shopping Cartz All{0} Saved (D) Awailing Approval (0) Team Carls (0]

* Seftings Purchase Orders All {0 Saved (0) Awailing Approval (0) Rejecied (0) Ordered (0} Confirmations pending (D)

* Digplay Purchase Order Confirmations Al (0} Saved (0) Awailing Approval (0) Approved {0) Bejected (0} Deleted (07 Confirmafions for Team Carts (0]

Services E|

Advanced Search

Create Documents | » Hide Quick Criteria Maintenance
= Shopping Cart

Shopping Carts - All

Related Links E| Shopping Cart Name: | |
« Business Anaylsis Repori ltem Description: | |

Shopping Cart Approval Heport

Timeframe: |Lasl 30 Days |v|

Creation Date: 1] To i o
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The default delivery building must be set the first time you access the Shopper tab and before you create any Shopping Carts. 
As mentioned, this is an extremely important step and it only needs set once.

The first time you access the Shopper tab, click the Settings link on the left navigation menu.


SET DEFAULT DELIVERY BUILDING

Display Document:
| # Edit | | | Close |

Employee 1D Mame Donna Back

Form of Address: | | Academic Title: |

First Name: |Dnnna Last Name: |Ba{:k

Organizational Assignment
Department: |3P043 | 31002228; MM-Buyer-054 Donna R. Back

Position: |3J532 | 51043080; Buyer 054 Donna R Back

Functional Assignment
Department Head Oi: i

Purchasing Group- |3P043 | 31002228 ; MM-Buyer-054 Donna R. Back
Department Address
H *
Shree Account assignment category :I
Cost Center

Delivery address*

Product Category® :I
Request

Attributes| Request type Kk
- |'WES Element

Attribute: [+
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Click the edit button at the top left.

In the bottom Attribute dropdown menu, click the Delivery Address selection.



SET DEFAULT DELIVERY BUILDING

Edit Document:

| save] | | Read Only | | | Check || Close |

Employee ID 20752 Name Donna Back

* Form of Address: |:|E|

* First Name: |Dnnna

Academic Title: |

* |ast Mame: |Back

Organizational Assignment

Department: |3P043

Position: |3J532

Functional Assignment
Department Head Of: |

Purchasing Group: !3Pﬂ-13

|31I]:12228: MM-Buyer-054 Donna R. Back
| 31043080; Buyer 034 Donna R Back

|31I]:12228 ; MM-Buyer-034 Donna R. Back

Department Address Details
Building: | |

Floor/ Room Mumber:

Inhouse Mail:

Phone Number! Extension: | | |

|
|
Communication Type: | [=]
|
|
|

Department Address Fax Mumber / Extension: | |
Street! House Number: |322 Peterson Ser... || | * E-Mail: |drback00@email uky edu
Postal Code/ City: |40506 | |Lexington |
Country: |U5 |
tes for Position Buyer 054 Donna R Back
ufe: |DEIi'.rer].r address* |v| | | Add Ling | | Remove | Display Default
Standard Deactivate Value Descripfion Value
J | 322 Peferson Service Building / Lexington / 40506 pooon107158
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First time Shoppers will typically show the Peterson Service Building as their default building. This must be changed to your delivery building; otherwise, your orders will ship to the Peterson Service Building.

Highlight the line by clicking the gray box on the left.

Then click the Remove button.


SET DEFAULT DELIVERY BUILDING

Edit Document:

| save] | | Read Only | | | Check || Close |

Employee ID 20752 Name Donna Back

* Form of Address: |:|E| Academic Tille: | [+
= First Name: |Donna | * |ast Mame: |Back |
R
Organizational Assignment Department Address Details
Department: |3P043 | 31002228; MM-Buyer-054 Donna R. Back Building: | |
Position: |3J532 | 51043080; Buyer 054 Donna R Back Floor/ Room Number: | || |
Functional Assignment Inhouse Mail: | |
Department Head Of: | | Communication Type: | [=]
Purchasing Group: |3P043 | 31002228 ; MM-Buyer-054 Donna R. Back  ppgne Number/ Extension: | I |
Department Address Fax Number / Extension: | | |
Street! House Number: |322 Peterson Ser... | | | = E_lail: |drhackﬂﬂ@email.um.edu
Postal Code/ City: 40506 | |Lexington |
Country: |U5 |
Attributes for Position Buyer 054 Donna R Back
Afribute: |Delivery address® [v] | [AddLine | [ Remove | Display Defauli
Standard Deactivate Value Description Value

- O
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This should remove the Peterson Service Building selection.

Click the Add Line button to create a blank link.

Navigate to the Value box and click on the right side of the cell. A small, possible options icon should show; click the icon. 



SET DEFAULT DELIVERY BUILDING

Search: Value

Search Criteria

Search || Resetto Default

Results List: There are more than 500 results for Value
Walue

| 309901

; 309502

| 309202

| 309907
t 309908
| 309909
| 309910
| 300811

Hide Search Criteria & g

Maximum Number of Results:

Label

0025 QJBarker Hall f 408 Administration Dr / Lexington / 40506-0025
0029 RAlumni Gym £ 102 Avenue of Champions / Lexington / 40508-0029
0030 A5tudent Center [ 404 Adminisiration Dr / Lexington [ 40506-0030

0031 JFrazee Hall f 406 Administration Dr / Lexington / 40506-0031

0033 iIEzra Gillis Bldg / 502 Administration Dr f Lexington / 40506-0033

0026 QJStudent Center Addition f 180 Avenue of Champions / Lexington f. .

0031TY Sheep Silo #1-Woodford Co.Farm / 1171 Midway Rd / Versaille. ..
0032 PMain (Administration) Bldg F 410 Administration Dr f Lexington f 4. ..
0032T) Sheep Silo #2-Woodford Co.Farm / 1171 Midway Rd / Versaille. . .

[a]
0026T) Mew Storage-South Farm / 4321 Emmert Farm Ln / Lexington / . ..
0027 ]Paﬂersnn Cffice Tower / 120 Patierson Dr / Lexington / 40506-0027

=
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A search feature will show for you to select your default delivery building. You will need to select and set the building that you will ship most of your orders to. Keep in mind, this may or may not be the building where you are housed. It’s fine if you plan to ship to multiple buildings; we’ll cover this later in the course. 

Use the building search tool to locate the building to which you will most commonly ship orders based on your building number.  If you have trouble finding your building, you can uncheck the Maximum Number of Results button and search again for most results. You can also click the gray bar at the top of the Label column to sort the list in ascending or descending order to make your search easier. Select the building when found.




SET DEFAULT DELIVERY BUILDING

Edit Document:

h Save | | | Read Only | | [ Check || Close |

Employee ID 20732 Mame Donna Back

* Form of Address: Academic Title: | Rd
= First Mame: |Danna * Last Name: |Back
_-| User Account
Organizational Assignment Department Address Details
Depariment: [3P043 | 31002228; MM-Buyer-054 Donna R. Back Building: | |
Position: [3J532 | 51043080; Buyer 054 Donna R Back Floor/ Room Number: | || |
Functional Assignment Inhouse Mail: | |
DepartmentHead Of: | | Communication Type: | [+
Purchasing Group: @ 31002228 | MM-Buyer-054 Donna R. Back  ppone Mumber! Extension: | | | |
Department Address Fax Mumber / Extension: | || |
|

Street/ House Number: |322 Peterson Ser... || |
Postal Codel Gity: |40506 | |Lexington |
Country: |LI5 |

* E-Mail: |drback00@email uky edu

Attributes for Pogition Buyer 054

Affribute: |Delivery address® [+] | [AddLine ]| [Remove | Display Defauit

Value Descripfion Value
0027 f Patterson Office Tower [ 120 Patterson Dr/ Lexington / 40... 309903
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Be sure to click the Standard radio button on the left after the selection is made. 

On the same screen, also ensure your email address is entered on the right, along with the Form of Address selection set at the top left.

Click the user Account tab in the middle of the screen. 


SET DEFAULT DELIVERY BUILDING

Edﬂf ﬁncumen_t}

| Save | | | Read Only | | | Check || Close |

Employee | MName Donna Back

* Form of Address: Academic Title:
* First Mame: |Donna * Last Mame:

oston Ve s

Standard Setfings
* User ID: |DRBACKODOD

* E-Mail: |drhau:i:ﬂ[r@ern ail. uky.edu

Time Zone: |EST [J| Eastern Time (New York)
Language: |English ||
Date Format: |MM/DDM Y Y'Y hd

Decimal Motation: |1:234,55?.Eﬂl |"'|
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On the user Account tab, ensure your email address is entered correctly, along with the time zone, etc., and other settings.

Once the required fields, indicated by an astericsk,  and other information is filled out in the default delivery building selection , click the Save button to finish.


WHAT IS SAP ARIBA?

Ariba is a robust e-procurement solution from SAP.

* Provides for a single platform connecting thousands of customers and
suppliers globally.

« Largest global e-commerce platform with annual sales volume exceeding
that of Amazon, e-Bay, and Alibaba combined.

 Digitally connects buyers and suppliers across integrated platform allowing
for buying, invoicing, and other actions under fixed transaction rules.
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Before we begin to navigate using Shopping Carts and ordering items, let’s talk a minute about SAP Ariba. 

Ariba is a robust e-procurement solution from SAP.

It provides for a single platform connecting thousands of customers and suppliers globally.

It is the largest e-commerce platform globally, having an annual transaction commerce in excess of $3 trillion. This volume is larger than that of Amazon, e-Bay, and Alibaba combined.

It digitally connects buyers and suppliers across an integrated platform allowing for buying and invoicing under fixed transaction rules. This provides for a sound business structure that better ensures best practices and processes in transactions.



WHAT IS SAP ARIBA?

« Shoppers access a single catalog from Add Item menu — Ariba e-catalogs

* All e-catalogs suppliers and products in a single space to shop, compare prices,
order from multiple vendors into one cart

« Suppliers will be added on a regular basis over time

* The rule is simple — if your needs can be met by an offering in Ariba, use Ariba.
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Shoppers access a single catalog from the Add Item menu – Ariba e-catalogs.

Ariba has all e-catalogs suppliers and products in a single space; to shop, compare prices, and order from multiple vendors into one cart

Suppliers will be added on a regular basis over time.

The rule is simple – if your needs can be met by an offering in Ariba, use Ariba.






UNDERSTANDING LEVEL 1 AND LEVEL 2 CATALOG OFFERINGS

* Network suppliers have multiple options for how they choose to connect to
and convey their products for Shoppers: Level 1 and Level 2

* Level 1 means once the Shopper is on the Ariba platform, their items are only
available though a 2" punch-out step onto their catalog; products will not show on
the platform. For example, Dell Computers is a Level 1 catalog.

* Level 2 suppliers provide their products directly onto the platform. Allows Shoppers
to easily search for items within the Ariba search tool across multiple suppliers and
many products. Office Depot items are immediately available on the Ariba platform;
thus, they are a Level 2 catalog.


Presenter
Presentation Notes
A concept that Shoppers will want to learn about on the Ariba Network relates to “Level 1” and “Level 2” catalogs. Network suppliers have multiple options for how they choose to connect to and convey their products for Shoppers:

Some suppliers are identified as Level 1 – these means once you are on the Ariba platform, their items are only available though a 2nd punch-out step onto their catalog to perform shopping. Level 1 suppliers’ products will not show within the mixed comparison shopping on the platform. For example, Dell Computers is a Level 1 catalog.

Level 2 suppliers provide their products directly onto the platform. This allows Shoppers to easily search for items within the Ariba search tool across multiple suppliers and many products. It also allows for product comparisons among multiple suppliers’ items.

Office Depot has its items immediately available on the Ariba platform and available for comparison shopping; thus, they are a Level 2 catalog.



UNDERSTANDING LEVEL 1 AND LEVEL 2 CATALOG OFFERINGS

In some cases, a Level 2 supplier will have products directly on the Ariba
platform, but the Shopper will need to navigate onto their catalog.

Purchasing will maintain information on their website delineating each supplier.

Good strategy: learn and identify the suppliers for whom you most commonly
place orders as Level 1 vs Level 2.

Don’t get hung up on supplier levels; navigation is placed at every step to guide
you.


Presenter
Presentation Notes
In some cases, a Level 2 supplier will have products directly on the Ariba platform, but the Shopper will need to navigate onto their catalog apart from the platform to place the item into their cart and checkout.

Purchasing maintains information on their website delineating each supplier on the platform and their Level 1 vs Level 2 status.

A good strategy is to learn and identify the suppliers for whom you most commonly place orders as Level 1 vs Level 2; this will help you for future repeat transactions.

It’s important to understand the basics of Level 1 vs Level 2 supplier catalogs, but don’t get hung up on the topic. Regardless of how a supplier makes their items available on the platform, navigation is placed at every step to guide the Shopper on how to make the purchase. 




o
BEGIN SHOPPING CART

Launch Pad Employee Self Service Enterprizse Services my UK Shopper Confirmations: Purchasing Admin SRM System Admin Strategic Procurement

Shopping Cart

[41¥] 4
Detailed Navigation
Active Queries
= Inbox
= Shopping Cart Shopping Carts All(0) Saved (D) Awailing Approval (0) Team Carls (0)
= Zettings Purchase Orders Al (D) Saved (0) Awaifing Approval (0) Rejecied (0) Ordered (0} Confirmations pending (D)

Confirmations Al {0) Saved (0} Awaiting Approval (0) Approved (D) RBejected (0) Deleted (07 Confirmations for Team Carts (0

= Digplay Purchase Order

Services

Shopping Carts - All

Advanced Search

Create Documents |v Hide Quick Criteria Maintenance
» Shopping Cart

Shopping Cart Number: > [ | [ ] g

Related Links [T Shopping Cart Mame: | |
i ::-: . .
. Business Anaylsis Repori ltem Description: | |
- Shoppng Cart Approval Report Timeframe: |Last 30 Days [+

Creation Date: < [ To i o
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Presentation Notes
Now you are ready to create Shopping Carts to order goods and services for your unit.

From the Shopper tab and dashboard, click Shopping Cart on at the top of the left navigation link and then click the Shopping Cart link under the Create Documents section.



COMPLETE DEFAULT VALUES ON SHOPPING CART

Create Shopping Cart
| Order | | | Close || Save || Check || System Information || Create Memory Snapshot |
I

‘ Mumber 22003658739 Document Name DREACKOD 08/10/2021 09:43 Status In Process Created On 08102021 09:45:22 Created By |

Buy on Behalf of: |2I]?52 || Ms=. Donna Back Approval Mote

Mame of shopping cart: |DRBA{}KBD 08M10/2021 09:45 |
Default Settings: Set Values

Approval Process: Digplay / Edit

Document Changes: Display

PO Type: |NBPO Mote to Supplier
Period of Performance: | [ | Fg

| Details || Add tem 4 || Copy || Paste || Duplicate || Delete |

B\ Line Mumber Hem Type Product ID  Description Product Category Product Category Description  Quantity Unit  Net Price / Limit  Cur
" Undefined ltem Type 99999999 ENTER PRODUCT CATEGO 1.000 0,00 UsD
- Undefined ltem Type 99999999 ENTER PRODUCT CATEGO 1.000 0.00 UsD
" Undefined ltem Type 99999999 ENTER PRODUCT CATEGO 1.000 0.00 UsD

. lndefimad ltem Tune 40099599 FNTFR PROMICT CATFGEO 1 n0n o nnisn
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Presentation Notes

Two default values – Account Assignment and completion of Delivery Address – are set at the beginning of the ordering process. This will copy the data to all line items as they are placed into the Shopping Cart. If omitted, you will have to enter the information line by line later, which can prove tedious.

As your first step, before you order any items, click the Set Values button in the top header portion of the cart. 



SET ACCOUNT ASSIGNMENT

Change Default Settings

“our data will be transferred to all new items. kems already in the shopping cart will be unchanged.
tem Basic Data Account Assignment i Internal Note i Delivery Address / Performance Location

ou can see who bears the costs and, if necessary, yvou can distribute the cost to several cost centres
Cost Distribution |Percentage | =|[ Cetais | [ Add Line ][ Duplicate | Delete | | [ Spit Distribution | Settings

& Mumber Accounting Line Number Percentage  Account Assignment Category Assign Number  Account Assignment Description  Assignment Mumber General Ledger Account General Ledger Description  Business Area  Unfunded Accounting Line

T T

7] ] oot 100.00 WBS element -

Cost Center
Pe Fund

, Order

pe | T gygygygy | WBS element CT CATEGO [ 1.UUD T 0,00 S0 [UBfL22021 | ] |
T T T T

Change Default Settings

“our data will be transferred to all new items. tems already in the shopping cart will be unchanged.
fterm Bazic Data Account Assignment i Internal Mote | Delivery Address / Performance Location

“ou can see who bears the costs and, if necessary, you can distribute the cost to several cost centres
Cost Distribution |Percentage | || Details || Add Line || Duplicate || Delete | | Spiit Distribution

Mumber Accounting Line Mumber Percentage — Account Assignment Category Assign Humber  Account Assignment Description  Assignment Number  General Ledger
| 001 100,00 WES element * 3043115048

/7
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Presentation Notes

There are two tabs under Default Settings which must be completed. The first is the Account Assignment tab. All orders must be charged to a cost object, which is typically a cost center or a WBS element. If you are charging the purchase to a grant, this is a type of WBS element. If you are not sure what cost center or WBS element number to use, be sure to consult your supervisor or business officer. You can also charge the order to multiple cost centers, WBS elements, or a combination.

To complete this section, simply select either Cost Center or WBS element from the Account Assignment Category dropdown button. Then enter the number to the right.

Cost objects are 10-digits in length. Cost center numbers typically start with a 1 and WBS elements typically start with a 3 or 4. 


COMPLETE DELIVERY ADDRESS (REQUIRED)

Change Default Setfings

Your data will be transferred fo all new items. ltems already in the shopping cart will be unchanged.

Iern Basic Data i Account Assignment i
If the item is to be delivered to a different address, enter the new address here
Mame: |U|'-: || Additional Wame: |Uni1.rersity of Kentucky |
* Building Name / Code: |Patterson Office Tower ||o027 Phone Number / Extension: | |
* cin: | | E-Mail: | |
Fax Number/Extension: | | * Floor / Room: | | |
Street / House Number: [120 Patterson Dr | | Postal Code / City: [40506-0027  |Lexington |
District: | | Postal Code / PO Box: | | |
Country: Ush Region: h’.ﬂntucky
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Presentation Notes

After setting the Account Assignment information, click the Delivery Address to the right. You will see the building name and street address information pulled in from the default building you selected in your Settings menu.
It is very important not to update or change any of the address information here. Building address, street information, etc. are all based on fixed campus building information and US Postal Service protocols and standards. If you modify any of the building or address information, your order will not be delivered correctly. 




COMPLETE DELIVERY ADDRESS (REQUIRED)

Change Default Settings

“our data will be transferred to all new items. tems already in the shopping cart will be unchanged.

Reset
If the item is to be delivered to a different address, enter the new address here

MName: |L.IK ||

* Building Mame / Code: |Pa1:tersnn Office Tower | |[J[12?'

* GO |5uz1.f Customer |
Fax Number/Extension: |859-257-1951 |
Street / House Number: |l.'«‘.l] Patterson Dr | |
District. | |

Country: USA

ftem Basic Data i Account Assignment [ Internal Mote Delivery Address / Performance Location

Additional M

Phone Mumber / Extensio

E-Mail:

* Floor / Room:

Postal Code ! City:
Postal Code f P.O.Box:

Region:

: |L.Iniuersity of Kentucky

|4 |421 |
40508 |Lexington
| |

ky  [Flkentucky
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Presentation Notes
The Shopper must add the deliver to: contact person, floor, and room number. 
This must be completed each time you start a Shopping Cart. Other information such as email address, phone number, etc. are not needed. After the deliver to: contact person, floor and room number are added, click the OK button.

Note: Occasionally Shoppers may need to ship to a different building on a cart-by-cart basis. There is a protocol to updating the Delivery Address tab on the Shopping Cart for a one-time shipment to a different building. Access the Purchasing website, Learning and Training Resources tile, for a Quick Reference Card showing steps for how to setup a one-time different delivery building and address on your Shopping Cart. 



SAP ARIBA VIRTUAL TOUR - ADD ITEM MENU TO ARIBA NETWORK

Buy on Behalf of: |20752 \[? Donna Back Approval Note

Name of shopping cart: |DRBACKOD 08/17/2021 11:57 |
Default Settings: Set Values
Approval Process: Display /Edit Agents

Document Changes: Display

PO Type: Note to Supplier
Period of Performance: | |\ |

| Details} || Add tem . [[ Copy || Paste || Duplicate || Delete |

|E Lneh HFEE S e juct ID Description  Product Category Product Category Description  Quantity
+ Imi tem E

| { : 0ld Shopping Carts and Temp _ /99955993  ENTER PRODUCT CATEGO .

| - UK Ariba Project Catalog 99999999 ENTER PRODUCT CATEGO

—

"o " L s L L LatataTalel

s p——— L 8 B ————
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Presentation Notes
Once you complete the Account Assignment and Delivery Building information in default values, navigate to the Add Item menu.

Click the link to access the Ariba network.

Your SRM Shopping Cart will remain active while you are transferred to the cloud-based SAP Ariba Network to shop and order items.

Let’s look at some of the key components of the network environment.



SAP ARIBA VIRTUAL TOUR - ARIBA HOME PAGE LAYOUT

sacg

Shop By Category

Books, Forms and Printed Media
Computers and IT equipment
Machinery and Tools

Maintenance, Repair and Operations
Miscellaneous

Office Products

Promotional items

Raw Materials

Services

All Categories AV Search by part #, supplier name, or keyword

Shop By

Supplier

Purchasing Organization

Catalog Home

Recently Viewed Items
)
™

5M CABLE DVI-D DUAL LINK
DIGITAL MALE/MALE

MoreDirect Inc

$21.45 USD / Eac

Recently Viewed Suppliers

& Office Depot Inc
Miscellaneous Office...
Office Products

View All

Favorites

Office puroT
OfficeMax

o

Office Depot Punchout Link

Office Depot Inc

MoreDirect inc

Components for Infor...

Computer Accessories

Computers and IT equ...

View All

Laboratory supplies and fixtures
Judy's Child Care Center

$20.00 USD / Lot

Judy’s Child Care Center
Accommeodation Furniture
Biological Laborator...
Books, Forms and Pri...

View All

?; Note
M
Calipers
Judy's Child Care Center
$457.12 USD | Display
M

Ariba P2P Test Supplier
Adhesives and Sealants
Alkaline Batteries

Apparel and Luggage ...
View All
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Presentation Notes
Upon arriving at the SAP Ariba landing page and at the top, you will find a search feature where you can search for items by product number, description, etc. For any supplier providing a Level 2 connection, that provides their products directly on the platform. The search results will display for all products crossing multiple suppliers that meet your entry.





SAP ARIBA VIRTUAL TOUR - ARIBA HOME PAGE LAYOUT

sacg

Shop By Category

Books, Forms and Printed Media
Computers and IT equipment >
Machinery and Tools S

Maintenance, Repair and Operations -,

Miscellaneous S
Office Products S
Promotional items S
Raw Materials S
Services by

Shop By
Supplier >
Purchasing Organization S

v Search by part #, supplier name, or keyword

Catalog Home

Recently Viewed Items

5M CABLE DVI-D DUAL LINK
DIGITAL MALE/MALE

MoreDirect Inc

$21.45 USD / e

Recently Viewed Suppliers

& Office Depot Inc

Miscellaneous Office...
Office Products
View All

Favorites

Office puroT
OfficeMax

o

Office Depot Punchout Link

Office Depot Inc

MoreDirect inc

Components for Infor...

Computer Accessories

Computers and IT equ...

View All

Laboratory supplies and fixtures
Judy's Child Care Center

$20.00 USD / Lot

Judy’s Child Care Center
Accommeodation Furniture
Biological Laborator...
Books, Forms and Pri...

View All

?; Note
M
Calipers
Judy's Child Care Center
$457.12 USD | Display
M
Ariba P2P Test Supplier

Adhesives and Sealants
Alkaline Batteries
Apparel and Luggage ...
View All


Presenter
Presentation Notes
If preferred, Shoppers have a Category menu on the left to search for products through a category structure. For instance, if a Shopper is unsure of the product number for a specific IT item, they can navigate the menu structure here through sub-categories for the item(s) needed.






SAP ARIBA VIRTUAL TOUR - ARIBA HOME PAGE LAYOUT

SAPd

Shop By Category

Books, Forms and Printed Media

| All Categories

Search by part #, supplier name, or keyword

Catalog Home

>
Computers and IT equipment Y
Machinery and Tools S
Maintenance, Repair and Operations -,
Miscellaneous 5
Office Products Y
Promotional ltems S
Raw Materials 3
Services 5
Shop By
Supplier >
Purchasing Organization S

Supplier

Office Depot Inc

MoreDirect Inc

Judy's Child Care Center
Ariba P2P Test Supplier

Life Technologies Corporation
Lowe's Companies Inc
Medline Industries Inc

View All Suppliers

Office ouroT
OfficeMax

K
Office Depot Punchou
Office Depot Inc

Recently Viewed Suppliers
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Presentation Notes
If you know the specific supplier from whom you need to purchase items, you can use the Supplier menu on the bottom left to reach items. By rolling your mouse over the Supplier link, you will get a pop-up box showing the suppliers you recently visited. To see the entire list, click View All Suppliers.






SAP ARIBA VIRTUAL TOUR - ARIBA HOME PAGE LAYOUT

saeg

Search by part #, supplier name, or keyword

Shop By Category | All Categories A
Filter By Catalog Home [/ Purchasing Organi

n 21 supplier(s) found.
Category

| Compounds and ... (1207763)
| Hardware (3470)

| Laboratory Supplies ... (93399) » Ariba P2P Test Supplier
| Miscellaneous ... (10862)
| Surgical Products (5150)
See More

C
C
[
C
=
o I P Bio-Rad Laboratories In

[ » Dell Marketing LP (1)

zation : (no value)

% » Amazon Capital Services Inc (99745)

(140)

(12830)

% » Fisher Scientific Company (10001)

» Judy's Child Care Center (33)

% I Life Technologies Corpora... (236688)

& » Medline Industries Inc (1)

3 b Office Depot Inc (1)

P Qiagen Inc (1455)

I » VWR International LLC|

(933709)

7 P Anixter Inc (1)

7 » B&H Photo Video Inc (1)

7 » COWLLC (1)

7 » Fastenal Company (1)

7 P Grainger Inc (1) \
7 P Lenovo Global Technology Inc (1)

7  Lowe's Companies Inc (1)

P MoreDirect Inc (50)

7 I Office Resources Inc (1) \
7 » Sigma Aldrich Inc (625021)
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Presentation Notes
If you click the View All Suppliers link, you will navigate to a page showing all suppliers available on the University customized platform in alphabetical order. If the supplier has a (1) after their name, they are a Level 1 supplier and clicking the name will take the Shopper on to their specific punch-out catalog. Any number after a supplier name other than 1 reflects they are a Level 2 supplier and indicates the number of products they have directly available on the platform.






SAP ARIBA VIRTUAL TOUR

SAPd

Shop By Category

Books, Forms and Printed Media
Computers and IT equipment
Machinery and Tools

Maintenance, Repair and Operations
Miscellaneous

Office Products

Promotional ltems

Raw Materials

Services

All Categories v Search by part #, supplier name, or keyword

Shop By

Supplier

Purchasing Organization

Catalog Home

Recently Viewed ltems
)
S

5M CABLE DVI-D DUAL LINK
DIGITAL MALE/MALE

MoreDirect Inc

$21.45 USD / Each

Recently Viewed Suppliers

“ Office Depot Inc
Miscellaneous Office...
Office Products

View All

Favorites

Office puroT
OfficeMax

o
Office Depot Punchout Link
Office Depot Inc

MoreDirect Inc
Components for Infor...
Computer Accessories
Computers and IT equ...

View All

(]

Laboratory supplies and fixtures
Judy's Child Care Center

$20.00 USD / Lot

Judy’s Child Care Center
Accommodation Furniture
Biological Laborator...
Books, Forms and Pri...

View All

Calipers
Judy's Child Care Center

$457.12 USD / Display

Ariba P2P Test Supplier
Adhesives and Sealants
Alkaline Batteries

Apparel and Luggage ...
View All



Presenter
Presentation Notes
You can navigate back to the Ariba name page at any time by clicking the SAP icon at the top left or the home button on the top right.

You also have an Ariba Shopping Cart icon here, as well as a logout button, if you choose to leave Ariba and close the session.






SAP ARIBA VIRTUAL TOUR - ARIBA HOME PAGE LAYOUT

sorg

Shop By Category

Books, Forms and Printed Media
Computers and IT equipment
Machinery and Tools

Maintenance, Repair and Operations
Miscellaneous

Office Products

Promotional ltems

Raw Materials

Services

Shop By

Supplier

Purchasing Organization

a o @

All Categories v Search by part #, supplier name, or keyword

Catalog Home 3~ Mote
Recently Viewed Items }
Office pEror
~ [a]

5M CABLE DVI-D DUAL LINK ] Laboratory supplies and fixtures Calipers

DIGITAL MALE/MALE Office Depot Punchout Link Judy's Child Care Center Judy's Child Care Center

MoreDirect Inc Office Depot Inc

$20.00 USD / Lot $457.12 USD

$21.45 USD | Eac
Recently Viewed Suppliers ?
“ Office Depot Inc MoreDirect Inc Judy’s Child Care Center Ariba P2P Test Supplier

Miscellaneous Office...
Office Products

View All

Components for Infor...
Computer Accessories
Computers and IT equ

View All

Accommodation Furniture
Biological Laborator...
Books, Forms and Pri...

View All

Adhesives and Sealants
Alkaline Batteries
Apparel and Luggage ...
View All

Favorites
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Presentation Notes
When back on the Ariba main page, notice the different section layouts. Ariba will maintain a history of your shopping actions that allows for easy reference and repeat usage. There are sections for recently viewed items, recently viewed suppliers, and favorites.






SAP ARIBA VIRTUAL TOUR - USING SEARCH TOOL

Sangd

Shop By Category

Filter By

Search within results

Keyword

| computers (188)
| audio (154)

] accessories (112)
| supplies (108)

| power (103)

See More

Category

() Measuring and ... (11)
[ ) Miscellaneous ... (1)
|:| Miscellaneous ... (1)

[ ] Miscellaneous ... (2)
["] Miscellaneous ... (1)
See More

Supplier

| Amazon Capital ... (272)
| Ariba P2P Test ... (1)

| MoreDirect Inc (1)

| VWR International ... (12)

Manufacturer

) moneprice inc. (13)
i_l netgear inc (8)

] sony (9)

] startech.com (32)
] tripp lite (17)

See More

Price
(7] $0.01 - $10.00 USD (66)
) $10.00- $100.00 USD (125)

] $100.00 - $1,000.00 ... (84)
) $1.000.00 - $10,000 .. (11)

From: $| 0.01 |T01$| 10000.C |Q

4 o @

| All Categories v VIDEQ CABLE|

E - B

Catalog Home [ Purchasing Organization : (no value

286 item(s) found View:

|] [ Add to Cart l [ Compare Items

|_| ') 6FT DVI-D DIGITAL VIDEO CABLE 24PIN MALE/MALE
o ﬁh ) Supplier: MoreDirect Inc

Supplier Part #: C72705
Available in: 3 Day(s)

Green:

6FT DVI-D DIGITAL VIDEQ CABLE 24PIN MALE/MALE DUAL LINK

Cable - Lenovo USB-C to VGA Adapter External video adapter
Supplier: Ariba P2P Test Supplier

Supplier Part # USBCVCA

Available in: 0 Day(s)

Green:

[ o

Cable - USB-C to VGA Adapter External video adapter
"

| | [§ StarTech.com 6in LP4 to 6 Pin PCI Express Video Card Power Cable Adapter Power
Supplier: Amazon Capital Services Inc

Supplier Part # BOOO7RXDDM

Available in: 1 Day(s)

Green:

1. Convert a standard LP4 power supply connector to a 6pin PCI Express video card power connector 2. For use with PCI Express video
cards 3. Eliminates the need to purchase an expensive power supply with a & Pin power connector required by PCle video cards 4.
Guaranteed reliability with a lifetime warranty 5. LP4 to 6 Pin PCI Express Cable Molex to & Pin 6 Pin PCle to 2x Molex Power Cable Molex
to PCle 6 Pin Molex to 6 Pin Adapter

Sort by: | Relevance |
.

$10.09 USD/ Each

er[i ]

Add to Favorites

Viewing:| 20items ~ |

$29.99 USD / Each

e - |

Add to Favorites

$0.50 USD *

Buy from Supplier

Add to Favorites
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Presentation Notes
For Level 2 suppliers that have their products within the common Ariba space, using the Search entry tool is the most expedient method to find what you need. It will also provide additional functionality to narrow down your selection. For instance, let’s say you need a video cable, but are not sure of the product number. By entering just the search term in the top box, you will get results for all items meeting this criteria. 


SAP ARIBA VIRTUAL TOUR - SEARCH FILTERS

NN\

Sangd

Shop By Category

Filter By

Search within results

Keyword

| computers (188)
| audio (154)

| accessories (112)
| supplies (108)

| power (103)

See More

Category

=
2

) Measuring and ...
| Miscellaneous ...
| Miscellaneous ..
| Miscellaneous ...
| Miscellaneous ...
See More

=

I

EBEE

Supplier

| Amazon Capital ... (272)
| Ariba P2P Test ... (1)

| MoreDirect Inc (1)

| VWR International ... (12)

Manufacturer
[ monoprice inc. (13)
|i:| netgear inc (8)

() sony (9)

[ startech.com (32)
() wipplite (17)

See More

Price
(7] $0.01 - $10.00 USD (66)

] $10.00 - $100.00 USD (125)
] $100.00 - $1,000.00 ... (84)
] $1,000.00 - $10,000 ... (11)

From:$| 0.01 |To:$| 10000.C |Q

4 o @

| All Categories v VIDEQ CABLE|

[,

Catalog Home [ Purchasing Organization : (no value) / "VIDEO CABLE"

286 item(s) found View:

|¥| [ Add to Cart l [ Compare Items

6FT DVI-D DIGITAL VIDEO CABLE 24PIN MALE/MALE
Supplier: MoreDirect Inc

Supplier Part #: C72705

Available in: 3 Day(s)

R
“g’

Green:

6FT DVI-D DIGITAL VIDEQ CABLE 24PIN MALE/MALE DUAL LINK

Cable - Lenovo USB-C to VGA Adapter External video adapter
Supplier: Ariba P2P Test Supplier

Supplier Part # USBCVCA

Available in: 0 Day(s)

Green:

LJ Q

Cable - USB-C to VGA Adapter External video adapter
"

|' | [F StarTech.com 6in LP4 to 6 Pin PCI Express Video Card Power Cable Adapter Power
Supplier: Amazon Capital Services Inc

Supplier Part # BOOO7RXDDM

Available in: 1 Day(s)

Green:

1. Convert a standard LP4 power supply connector to a 6pin PCI Express video card power connector 2. For use with PCI Express video
cards 3. Eliminates the need to purchase an expensive power supply with a & Pin power connector required by PCle video cards 4.
Guaranteed reliability with a lifetime warranty 5. LP4 to 6 Pin PCI Express Cable Molex to & Pin 6 Pin PCle to 2x Molex Power Cable Molex
to PCle 6 Pin Molex to 6 Pin Adapter

Sort by: | Relevance |

'

$10.09 USD/ Each

| Add to Cart

Add to Favorites

Viewing:| 20items ~ |

Qty: | 1

$29.99 USD / Each

e - |

Add to Favorites

$0.50 USD *

Buy from Supplier

Add to Favorites
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Presentation Notes
Various filters can be found on the left menu to further narrow your results, if desired, by keyword, category, manufacturer, or price.


Sangd

Shop By Category

Filter By

Search within results

Keyword

| computers (188)
| audio (154)

| accessories (112)
| supplies (108)

| power (103)

See More

Category
) Measuring and ...

(s
=

) Miscellaneous ...
| Miscellaneous ...

I

| Miscellaneous ...
| Miscellaneous ...
See More

EBEE

Supplier
(] Amazon Capital ... (272)
() Ariba P2P Test ... (1)

[ MoreDirect Inc (1)

() VWR International ... (12)
Manufacturer

() monoprice inc. (13)
E_l netgear inc (8)

[ sony (9)

(] startech.com (32)
() tripp lite (17)

See More

Price
(7] $0.01 - $10.00 USD (66)

] $10.00 - $100.00 USD (125)
] $100.00 - $1,000.00 ... (84)
] $1,000.00 - $10,000 ... (11)

From:$| 0.01 |To:$| 10000.C |Q

SAP ARIBA VIRTUAL TOUR - SEARCH FILTERS

4 o @

| All Categories

v VIDEQ CABLE|

[,

Catalog Home [ Purchasing Organization : (no value) / "VIDEO CABLE"

286 item(s) found

|¥| [ Add to Cart l [ Compare Items

v

%

—

') 6FT DVI-D DIGITAL VIDEO CABLE 24PIN MALE/MALE
'ﬁh ) Supplier: MoreDirect Inc

Supplier Part #: C72705
Available in: 3 Day(s)

Green:

6FT DVI-D DIGITAL VIDEQ CABLE 24PIN MALE/MALE DUAL LINK

Cable - Lenovo USB-C to VGA Adapter External video adapter
Supplier: Ariba P2P Test Supplier

Supplier Part # USBCVCA

Available in: 0 Day(s)

Green:

Cable - USB-C to VGA Adapter External video adapter
"

[§ StarTech.com 6in LP4 to 6 Pin PCI Express Video Card Power Cable Adapter Power
Supplier: Amazon Capital Services Inc

Supplier Part # BOOO7RXDDM

Available in: 1 Day(s)

Green:

1. Convert a standard LP4 power supply connector to a 6pin PCI Express video card power connector 2. For use with PCI Express video
cards 3. Eliminates the need to purchase an expensive power supply with a & Pin power connector required by PCle video cards 4.
Guaranteed reliability with a lifetime warranty 5. LP4 to 6 Pin PCI Express Cable Molex to & Pin 6 Pin PCle to 2x Molex Power Cable Molex
to PCle 6 Pin Molex to 6 Pin Adapter

SRS Nt NNl A N EPRAE LS e BAM ALS MRS PNt ARt AW e ARA

Sort by: | Relevance |

'

$10.09 USD/ Each

er[i ]

Add to Favorites

Viewing:| 20items ~ |

$29.99 USD / Each

e - |

Add to Favorites

$0.50 USD *

Buy from Supplier

Add to Favorites

P L e


Presenter
Presentation Notes
If you find several items of interest from multiple suppliers, you can do comparisons among those items.  Simply select the checkbox to the left of each and click the Compare Items button.


Sangd

SAP ARIBA VIRTUAL TOUR - SEARCH RESULTS NAVIGATION

4 o @

[,

Shop By Category | All Categories v VIDEQ CABLE|
Filter By Catalog Home [ Purchasing Organization : (no value) / "VIDEO CABLE"
Search within results n 286 item(s) found View: Sort by: | Relevance - |
Ke_ywmd | | [ Add to Cart l [ Compare Items Viewing:| 20items ~ | 1
| computers (188) et .
| audio (154)

| supplies (108)
| power (103)
See More

B
[
[] accessories (112)
[
8

Category

() Measuring and ...
[) Miscellaneous ...
(] Miscellaneous ...
|
|

(s
=

| Miscellaneous ...
| Miscellaneous ...
See More

I

EBEE

Supplier
(] Amazon Capital ... (272)
() Ariba P2P Test ... (1)

[ MoreDirect Inc (1)

() VWR International ... (12)
Manufacturer

() monoprice inc. (13)
|j_| netgear inc (8)

(] sony (9)

(] startech.com (32)
() tripp lite (17)

See More

Price

) $0.01 - $10.00 USD (66)
(] $10.00- $100.00 USD (125)
(] $100.00 - $1,000.00 .. (84)
(7] $1.000.00 - $10,000 ... (11)

From:$| 0.01 |To:$| 10000.C |Q

|_| ') ) 6FT DVI-D DIGITAL VIDEO CABLE 24PIN MALE/MALE
hﬁ. Supplier: MoreDirect Inc
Supplier Part #: C72705
Available in: 3 Day(s)

Green:

6FT DVI-D DIGITAL VIDEQ CABLE 24PIN MALE/MALE DUAL LINK

| | Cable - Lenovo USB-C to VGA Adapter External video adapter
‘ ) Supplier: Ariba P2P Test Supplier
d Supplier Part # USBCVCA
Available in: 0 Day(s)
Green:

Cable - USB-C to VGA Adapter External video adapter
"

|' | [F StarTech.com 6in LP4 to 6 Pin PCI Express Video Card Power Cable Adapter Power
Supplier: Amazon Capital Services Inc

Supplier Part # BOOO7RXDDM

Available in: 1 Day(s)

Green:

1. Convert a standard LP4 power supply connector to a 6pin PCI Express video card power connector 2. For use with PCI Express video
cards 3. Eliminates the need to purchase an expensive power supply with a & Pin power connector required by PCle video cards 4.
Guaranteed reliability with a lifetime warranty 5. LP4 to 6 Pin PCI Express Cable Molex to & Pin 6 Pin PCle to 2x Molex Power Cable Molex
to PCle 6 Pin Molex to 6 Pin Adapter

$10.09 USD/ Each

er[i )

Add to Favorites

$29.99 USD / Eact

ch
e - |

Add to Favorites

$0.50 USD *

Buy from Supplier

Add to Favorites


Presenter
Presentation Notes
This shows a good example of different navigation and buy options for various supplier connections on the network. The top two suppliers have “Add to Cart” buttons to the right; this reflects the fact they are Level 2 suppliers with their products directly on the Ariba network. Any items from Amazon for Business can be seen in the items search results, but the shopper must click the Buy from Supplier button to purchase from the supplier site. Remember, don’t worry too much about the supplier levels; the Ariba navigation buttons will guide you on steps.


SAP ARIBA VIRTUAL TOUR - SEARCH RESULTS NAVIGATION

SAPd 4 o @
Shop By Category | All Categories W VIDEO CABLE]| H v g

Filter By Catalog Home [ Purchasing Organization : (no value) / "VIDEO CABLE"

Search within results n 286 item(s) found View:

Keyword
| computers (188)
| audio (154)

e | | [ Add to Cart l [ Compare Items Viewing:| 20 items
L, o —
C

[] accessories (112)
-

i

] supplies (108) |_| ') ) 6FT DVI-D DIGITAL VIDEO CABLE 24PIN MALE/MALE $10.09 USD / Each
| power (103) hﬁ. Supplier: MoreDirect Inc R
Sae More Supplier Part #: C72705 Qty: | 3 |
Available in: 3 Day(s) )
Category e Add to Favorites
() Measuring and ... (11)
[ ) Miscellaneous ... (1)
|:| Miscellaneous ... (1) 6FT DVI-D DIGITAL VIDEO CABLE 24PIN MALE/MALE DUAL LINK
[ Miscellaneous ... (2)
[ Miscellaneous ... (1) o - -
2 N | | Cable - Lenovo USB-C to VGA Adapter External video adapter $29.99 USD / Each
T O Supplier: Ariba P2P Test Supplier ——
Supplier . Supplier Part # USBG-VCA ay:| § |
| Amazon Capital ... (272) Available in: @ Day(s)
| Ariba P2P Test ... (1) Add to Favorites

/ Green:
| MoreDirect Inc (1)

g
3
&
() VWR International ... (12)

- Cable - USB-C to VGA Adapter External video adapter
Manufacturer W

() moneprice inc. (13)

[ netgear inc (8) o

) sony (9) [ ] [§ StarTech.com 6in LP4 to 6 Pin PCI Express Video Card Power Cable Adapter Power $0.50 USD *
C '

(52

Supplier: Amazon Capital Services Inc

| startech.com (32) i
] tripp lite (17) supplier Part # BOOO7TRXDDM Buy from Supplier

See More Available in: 1 Day(s)
Add to Favorites
Price Green:
(7] $0.01 - $10.00 USD (66)
_'l $10.00 - $100.00 USD (125) 1. Convert a standard LP4 power supply connector to a 6pin PCI Express video card power connector 2. For use with PCI Express video

|'_ i : :
|:=.I $100.00 - $1,000.00 ... (84) cards 3. Eliminates the need to purchase an expensive power supply with a & Pin power connector required by PCle video cards 4.

= i B Guaranteed reliability with a lifetime warranty 5. LP4 to 6 Pin PCI Express Cable Molex to 6 Pin 6 Pin PCle to 2x Molex Power Cable Molex
(1) $1.000.00 - $10,000 ... (11) to PCle 6 Pin Molex to 6 Pin Adapter

From:$| 0.01 |To:$| 10000.C |Q



Presenter
Presentation Notes
For items that you wish to purchase, select the quantity and Add to Cart. The Ariba Shopping Cart icon at the top right will reflect all items placed into your cart on the platform.


COMMON ORDERING SCENARIO - 1-TYPICAL ORDER

sang

Shop By Category

Filter By

Search within results n

Keyword
] scientific (107)
) kits (64)

() dna (50)
|

|

| microbial (50)
| microbiologics (50)
See More

Category

| Compounds and ... (11)
| Laboratory and ... (105)
| Measuring and ... (44)

| Miscellaneous ... (1)

| Water Filters (1)

See More

Supplier

| Fisher Scientific ... (5)

| Life Technologies ... (6)

| Qiagen Inc (8)

| Sigma Aldrich Inc (10)

| VWR International ... (144)
See More

Manufacturer

| biomérieux (21)

| himedia (30)

| microbiologics, inc. (52)
| sigma-aldrich us (10)

| zymo research (10)

See More

Price

[7) s0.00USD (8)

() $0.01- $10.00 USD (144)
() $10.00- $100.00 USD (4)
() $100.00 - $1,000.00 ... (13)
() $1.000.00 - $10,000 ... (9)

From:$| 0.00 |To:$| 10000.C |O.

4 o @

0
| All Categories v microbial kit ‘ v =
Catalog Home / Purchasing Organization : (no value) / “microbi
176 item(s) found View: = im% Sort by: | Relevance ~ ‘
|_| [ Add to Cart l I Compare ltems Viewing:| 20 items ~ | 1

DNeasy UltraClean 96 Microbial Kit (384)
Supplier: Qiagen Inc

Supplier Part #: 10196-4

Available in: @ Day(s)

Green

DNeasy UltraClean 96 Microbial Kit (384)

DNeasy UltraClean Microbial Kit (250)
Supplier: Qiagen Inc

Supplier Part #: 12224-250

Available in: 0 Day(s)

Green:

DNeasy UltraClean Microbial Kit (250)

DNeasy UltraClean Microbial Kit (50)
Supplier: Qiagen Inc

Supplier Part #: 12224-50

Available in: 0 Day(s)

Green:

DNeasy UltraClean Microbial Kit (50)

DMNeasy PowerlLyzer Microbial Kit (50)
Supplier: Qiagen Inc

Supplier Part #: 12255-50

Available in: @ Day(s)

Green:

$1,197.00 USD / E

i

Add to Favorites

$722.00 USD / Each

o[

Add to Favorites

$179.00 USD / Each

o[

Add to Favorites

$179.00 USD / Each

0t:fi| 1 \ Add to Cart

Add to Favorites



Presenter
Presentation Notes
Qiagen, a research products provider, has a Level 2 presence on the network, meaning you can immediately search for their items in the entry box at the top identical to the current SRM e-catalog.

As an additional option, you could also select them though the Supplier menu on the left to access only their catalog items.

Perhaps you need to purchase some microbial kits for your research. You can simply enter the keywords in the search box at the top. If known, you can also search by product numbers.

The search results will return any product number on the platform associated with the description entered, which could be multiple products and suppliers. For an exact match, you can place asterisks on each end of a search term or product number. 


COMMON ORDERING SCENARIO - 1-TYPICAL ORDER

sang s o @

o
Shop By Category | All Categories W microbial kit ‘ v n =
Filter By Catalog Home / Purchasing Organization : (no value) / “microbial kit"
. Search within results 176 item(s) found View: = EEE Sort by: | Relevance ~ ‘
Keyword ] [ l l Fealn — . .
o Add to Cart Compare Items lewing: | 20 items ~ 1
[[] scientific (107) |_| P 7| . .
[ Kits (84)
(] dna (50) o o
[j microbial (50) |_| DNeasy UltraClean 96 Microbial Kit (384) $1,197.00 USD / Each
[_] microbiologics (50) @ Supplier: Qiagen Inc .
See More Supplier Part #: 10196-4 Ql!-’!| b

Available in: @ Day(s)

Category Add to Favorites

Green:
| Compounds and ... (11)

| Laboratory and ... (105)
| Measuring and ... (44)

| Miscellaneous ... (1)

| Water Filters (1)

See More | |

DNeasy UltraClean 96 Microbial Kit (384)

@ DNeasy UltraClean Microbial Kit (250) $722.00 USD | Each
2 Supplier: Qiagen Inc

Supplier Supplier Part #: 12224-250 QWf| 1
| Fisher Scientific ... (5) Available in: 0 Day(s) .
| Life Technologies ... (6)

| Qiagen Inc (8)

| Sigma Aldrich Inc (10)

| VWR International ... (144)

i Add to Favorites
Green:

DNeasy UltraClean Microbial Kit (250)

| sigma-aldrich us (10)
| zymo research (10)

- Add to Favorites
Green:

See More

Manufacturer |_| K5 DMNeasy UltraClean Microbial Kit (50) $179.00 USD |/ Each
() biomérieux (21) = 2 Supplier: Giagen Inc ) _

() himedia (30) Supplier Part #: 1222450 Qty:| 1 ‘
|_:| microbiologics, inc. (52) Available in: 0 Day(s) —_—

=

C

See More
DNeasy UltraClean Microbial Kit (50)
Price
) s0.00usD (6) -
[] $0.01-$10.00 USD (144) | | Z DNeasy PowerlLyzer Microbial Kit (50) $179.00 USD / Each
[] $10.00-$100.00 USD (4) — Supplier: Qiagen Inc -
(] $100.00 - $1,000.00 ... (13) Supplier Part #: 12255-50 Ot:-':| 1 \
(] $1,000.00 - $10,000 ... (9) Available in: @ Day(s) -

From: $| 0.00 |To:$| 10000.C |Q Green: A oEaEss



Presenter
Presentation Notes
Shop for, select, and place items into your Ariba Network cart as you locate them. Remember, you can use the filters on the left as needed to refine your results and help locate items that you need.


COMMON ORDERING SCENARIO - 1-TYPICAL ORDER

R ‘ giaamp viral rna mini

a4

Shop By Category All Categories ‘ v n )=
etk YV BDonna R Back : August 18, 2021 l X Save cart contents to a Favorites folder w =" Print Close Cart l l Continue Shopping ] Checkout

4 ltems Total Show Details Cart Summary

|_ | No. t Type Description Qty Unit Price Amount Qiagen Inc (4) $600.50 USD
|_| 1 E Mm/Hs_MAPKL control siRNA (5 nmol) ‘ 1 ‘ Each $210.00 USD $210.00 USD Subtotal (4 items) $600.50 USD
(] 2 [E  MagAtiract Suspension G (1.6 ml) ‘ 1 ‘ Each $43.50 USD $43.50 USD

|. | 3 = AllStars Negative Control siRNA (5 nmol) ‘ 1 ‘ Each $210.00 USD $210.00 USD

|_ | 4 [E QlAamp Viral RNA Mini Accessory Set ‘ 1 ‘ Each $137.00 USD $137.00 USD

l Edit l l Delete Update Total l

-;iPn'nt l Close Cart l l Continue Shopping ]



Presenter
Presentation Notes
Perhaps you need a few other items from Qiagen. 

You can also place items into your Ariba cart from multiple suppliers, if desired.

When your Ariba Shopping Cart is complete with all needed items, simply review and checkout. 


ARIBA ITEMS RETURN TO SRM SHOPPING CART

Create Shopping Cart
| Order | | | Close || Save || Check || System Information || Create Memory Snapshot |

‘ Number 9100451350 Document Name DRBACKOD 08/23/2021 09:49 Status In Process Created On 08/23/2021 09:49:28 Created By Donna Back

Buy on Behalf of: |20?52 | Donna Back Approval Mote

Name of shopping cart: |DREACKOD 08/23/2021 09:49 |
Default Settings: Set Values
Approval Process: Display / Edit Agents
Budget: Dizplay
Document Changes: Display
PO Type:

Period of Performance: | | | |

MNote to Supplier

| Details || Add tem 4 || Copy || Paste || Duplicate || Delete |

E. Line Number tem Type Product ID Description Product Category Product Category Description  Quantity Unit  Met Price / Limit Currency
r g | Material _ | MmiHe WMAPK1 control =iBMNA (S nmol) _41100000 | Laboratory Equip 1 EA | 210.00 _UED
J =2 Material MagAttract Suspension G (1.6 ml) 41100000 Laboratory Equip 1EA 43.50 |UsD
J R Material AllStars Negative Control iRNA (S nmol) (41100000 Laboratory Equip 1 EA 210,00 USD
J "4 Material | Qlaamp Viral RNA Mini Accessory Set _41100000  Laboratory Equip 1 EA _ 13?.UU_USD



Presenter
Presentation Notes
All items from your Ariba Network cart transfer back to your SRM Shopping Cart carrying the description, product numbers, quantities, price, etc., for each line item.


HEADER NOTES (OPTIONAL)

Shopping Cart

Create Shopping Cart
| Order | | | Close || Save || Check || System Information || Create Memory Snapshot

Humber 9100451350 Document Hame DRBACKOD 0&/23/2021 09:.45 Status In Process Created On 08/23/2021 09.45.28 Created By Donna Back

Buy on Behalf of: |20?52 | Donna Back Approval Note
Mame of shopping cart: |DRBACH:UU 08/23/2021 09:49 | ftems are for the Smith Lab
Default Settings: Set Values
Approval Process: Dizplay / Edit Agents
Budget: Display
Document Changes: Display

Mote to Supplier

PO Type: |MEBPO Laboratory is locked at times throughout the workday.
s A B P mias: | | | | Motify at 850-257-3475 if needed.

| Details || Add tem 4 || Copy || Paste |[ Duplicate || Delete |

EL Line Number Hem Type Product ID Description Product Category Product Category Description  Qluantity Unit  Met Price / Limit Currency
[_ A Material _ - MmiHs MAPKT control siRNA (5 nmol) _4110(]000 - Laboratory Equip 1_EA _ 210.nn_usn
J S Material MagAttract Suspension G (1.8 ml) 41100000 Laboratory Equip 1 EA 43.50 UsD
J 0y Material AllStars Negative Control 2iRMA (5 nmol) 41100000 Laboratory Equip 1 EA 210,00 LIsD
| « 4 Material Qlaamp Viral RNA Mini Accessory Set 41100000 Laboratory Equip 1EA 137.00 USD



Presenter
Presentation Notes
If desired, enter notes in the header portion of the Shopping Cart. Approval Notes are internal and will not print on the purchase order. Note to Supplier will print on the purchase order to the vendor. Insertion of notes in either box is optional and not required.





DETAILS SECTION

Shopping Cart

..ﬂ'eateshqpmeCart

| Order | | | Close || Save || Check || System Information || Create Memory Snapshot

‘ Humber 9100451350 Document Hame DRBACKOD 0&/23/2021 09:.45 Status In Process Created On 08/23/2021 09.45.28 Created By Donna Back

Buy on Behalf of. |20752 | Donna Back Approval Note
Mame of shopping cart: |DRBACH:UU 08/23/2021 09:49 | ftems are for the Smith Lab
Default Settings: Set Values
Approval Process: Dizplay / Edit Agents
Budget: Display
Document Changes: Display

Mote to Supplier
PO Type: |MEBPO Laboratory is locked at times throughout the workday.
s A B P mias: | | | | Motify at 850-257-3475 if needed.

| Details |[fadd tem 4 || Copy || Paste || Duplicate || Delste |

|E= Line Number lem Type Product ID De=cription Product Category Product Category Description  Quantity Unit Met Price / Limit Currency

A - Material _ - MmiHs MAPKT control siRNA (5 nmol) _4110(]00(} - Laboratory Equip 1_EA. | Zlﬂ.ﬂﬂ_lﬂ]
S Material MagAttract Suspension G (1.8 ml) 41100000 Laboratory Equip 1 EA 43.50 UsD
0y Material AllStars Negative Control 2iRMA (5 nmol) 41100000 Laboratory Equip . 1 EA 210,00 LIsD
" 4 Material QlAaamp Viral BNA Mini Accessory Set | 41100000 Laboratory Equip 1EA 137.00 UsD



Presenter
Presentation Notes
The bottom section of the shopping cart is where you can find and edit details for each line item. You can open or access the Details section by selecting and highlighting any line item in the middle section and clicking the Details section. The bottom details section will expand to show extended information for each line item. 



DETAILS SECTION

| Details || Add ftem . || Copy || Paste || Duplicate || Delete |

BL Line Number ttem Type Product ID Description Product Categony Product Category Description  Quantity Unit  Net Price / Limit Currency Delivery Date Motes
[._: ST Waterial Mm/Hs MAPK1 control siBMA (S nmoly 41100000 Laboratory Equip 1 EA 210.00 USD 08f18/2021 i
J T2l Material Magattract Suspension G (1.6 ml) 41100000 Laboratory Equip 1|EA 43,50 USD 08/18/2021 1
J L WMaterial Allstars Negative Control siRNA (5 nmoly 41100000 Laboratory Equip . 1EA 210.00 UsD .08118;’2021 1
J "4 Material Qlaamp Viral RMA Mini Accessory Set 41100000 Laboratory Equip 1 EA 137.00 UsD 08f18/2021 il

3 Undefined tem Type 99999999 ENTER PRODUCT CATEGO 1.000 0.00/UsD 08f23/2021 0
- Undefined tem Type 99999999 ENTER PRODUCT CATEGO 1.000 0.00/UsSD 08/23/2021 1]
i Undefined tem Type 99999999 ENTER PRODUCT CATEGO 1.000 0.00 /UsD 08f23/2021 0
- Undefined tem Type 99999999 ENTER PRODUCT CATEGO 1.000 0.00 UsSD 08/23/2021 1]
- Undefined tem Type 99999999 ENTER PRODUCT CATEGO 1.000 0.00 /UsD 08f23/2021 0
2 Undefined tem Type 99999999 ENTER PRODUCT CATEGO 1.000 0.00 USD 08/23/2021 0

EE—

ﬂ_ Notes and Attachments | Delivery AddressiPerformance Location  ( Sources of Supply / Service Agents | Approval Process Overview

fou can see who bears the costs and, if necessary, you can distribute the cost to several cost centres .
Cost Distribution |Percentage ||| Details || Add Line || Copy || Faste || Duplicate || Delete | | [ Spiit Distribution || Change All tems |
| Number Accounting Line Number Percentage Account Assignment Category  Assign Number Account Assignment Description  Assignment Number General Ledger Account General L
r 0001 100.00 WES element 3048115043 540311 Chemical=5



Presenter
Presentation Notes
When the Details button is clicked, the bottom section will expand to show extended information for each line item. Once open you will see Item Details on multiple tabs relating to the purchase. Items such as Account Assignment, Notes and Attachments, etc. ,can be edited on a line-item basis. Each line item can be assigned different notes, different delivery addresses, different accounts etc.



LINE-ITEM GL ACCOUNT UPDATES

e ]

MNotes and Attachments I Delivery Address/Performance Location I Sources of Supply / Service Agents I Approval Process Overview

“ou can see who bears the costs and, if necessary, you can distribute the cost to several cost centres

Cost Distribution |Percentage | v || Detais | [ Add Line | [ Copy || Pastc | [Duplicate | [Delete | | [ Spit Distribution || Change Al fiers |

| Number Accounting Line Number

7 o

Percentage Account Azsignment Category  Assign Number
100.00 WBS element * 3048115043

FELLOWSHIP FOR. MEHRAMAM ..

General Ledger Account
540311

General Ledger Descri

Ghemicals®lab Supply



Presenter
Presentation Notes
Each line item will automatically populate a suggested GL account number. Shoppers may desire to replace this with something they feel is more appropriate, or as required by requirements of their funding source or grant requirements.

If the GL Account needs replaced for some reason, simply overwrite it with a more appropriate number.

Remember, this section is line-item driven. You can click the arrows at the upper left of this section to navigate among the line items.




LINE-ITEM NOTES AND FILE ATTACHMENTS (OPTIONAL)

Assignment _ Delivery Address/Performance Location | Sources of Supply / Service Agents | Approval Process Overview

e
| Delvery text -Empty-
| Empty-
J ttem Text Qltamp Viral RNA Mini Accessory Set
J Internal Note -Empty-
| Sunplier text “Empty-
Add Delivery text E m

Delivery text:  |Deliver between the hours of Yam and 3pm, Menday- Friday onhy. Call ahead at 257-2345 to confirm someone will be in
the lab]

| Add Attachment || Edit Description || Wersioning || Delete || Create Profile |

| Category Description Fie Name Version Processor Visible Internally
| @ The table does not contain any data



Presenter
Presentation Notes
You also have a Notes and Attachments tab in the bottom Details section. Here you can add notes specific to line items, if desired, or file attachments. Any attachments will reside in SRM only and do not send to suppliers. Line item notes and attachments are optional and not required.


FINISH AND ORDER

Create Shopping Cart

| Order | | | Close || Save || Check || System Information || Create Memory Snapshot |

Hu 4100451812 Document Name DRBACKOD 02/18/2021 06:46 Status In Process Created On 08182021 06:45:24 Created By Donna Back

Buy on Behalf of. | 20752 | Donna Back Approval Note

Mame of shopping cart: |DR.E|ACKCIIJD 08/18/2021 06:46 tems are for the Smith Lab
Default Settings: Set Values
Approval Process: Display ! Edit Agents
Budget: Display
Document Changes: Display

Mote to Supplier

PO Type: |MBPO Laboratory is locked at times throughout the workday. Notify at
Peried of Performance: | | | 859-257-8475 if needed.

| Details || Add ttem 4 || Copy || Faste || Duplicate || Delete |

EL Line Number tem Type Product ID Description Product Category Product Category Description  Quantity Unit  Met Price / Limit
- R i - Material | - Mm/Hs MAPK1 control siRNA (5 nmol) 41100000 ~ Laboratory Equip . 1 EA _ 210.00 L
J Lk Material Magattract Suspenszion G (1.6 ml) 41100000 Laboratory Equip 1 EA 43.50 L
_l "3 Material AliStars Negative Control siRNA (5 nmol) 4110000(5 Laboratory Equip 1_!35. 210,00 L



Presenter
Presentation Notes
When the Shopping Cart is complete, simply click the Order button at the top left to finish.


o
SHOPPING CARTS SHOW IN DASHBOARD

Displa ument:
| f Edit | | | Close || show my Tasks || Refresh || Copy || system Information || Create Memory Snapshot

Shopping cart "DREACKO0 08M 82021 06:46" with number 9100451812 ordered successfully

NHumber 9100451812 Document Name DREACKOD 081302021 0645 Status Awaiting Approval Created On 031872021 064524 Created By Donna Back
w General Data
Buy on Behalf of: | 20752 Donna Back Approval Note
Mame of shopping cart: |DRBACKDD 08/18/2021 06:46 ftems are for the Smith Lab

DRBACKOD 08M3/2021 07:01:12 EST
Approval Process: Display ! Edit Agents ( )

Budget. Display
Document Changes: Dizplay
PO Type: |NBPO MNote to Supplier

Laboratory is locked at times throughout the workday. Notify at

Period of Performance:;
B50-257-3475 if needed.


Presenter
Presentation Notes
Provided there are no errors on the cart, the Order action will complete and show successful. You can close the window.



SHOPPING CARTS SHOW IN DASHBOARD

Active Queries

" Inbox
i - P
i ing Cart Shopping Carts All(8) Saved (0} Awaiting Approval (0F
* Settings Purchase Orders Al (D) Saved (0) Awating Approval (0} Re Ordered (0) Cenfirmations pending (0}
ST Confirmations Al (0) Saved (0) Awaiting Approval (0) Approve jected (0) Deleted (0) Cenfirmations for Team Carts (0)
" Dizplay Pur
Services [~ Shopping Carts - All
Advanced Search [ » Show Quick Criteria Maintenance |
Create Documents
= Shopping Cart
View: |[S13ndard View] |'| | Create Shopping Cart Copy Display Edit Delete Order Create Confirmation Print Preview Refresh Show Error Export 4
Related Links E' B. Shopping Cart Number Shopping Cart Name ftem Number ltem Mame Status Created On Quantity Unit  Net Value Currency Total
= Shopping Cart Report | 5100451850 DRBACKOOD 08/23/2021 09:49 1 Mm/Hs_MAPK1 control siRNA (5 nmol) Approved 08/23/2021 09:55:08 1 EA 210,00 UsSD
« Business Anaylsis Report | - i . L.
: S_hnigpgg Cart Approval Report | 5100451360 DRBACKDD D8/23/2021 09:49 2 Magattract Suspension G (1.6 ml) Approved 08/23/2021 09:55:09 1 EA 4350 UsD
| 5100451850 DRBACKOD 08/23/2021 09:49 3 AllStars Negative Control siRNA. (5 nmal) Approved 08/23/2021 09:55:09 1 EA 210,00 UsSD
| 8100451880 DRBACKOD 08/23/2021 09:49 4 QlAaamp Viral RNA Mini Accessory Set Approved 08/23/2021 09:55:09 1 EA 137.00 UsSD
| 5100451812 DREBACKDD 08/18/2021 0646 1 MmHs_MAPK1 control siRNA (5 nmol) Approved 08/18/2021 06:54:33 1 EA 210,00 UsD
| 2100451812 DRBACKDD 08/18/2021 0646 2 MagaAttract Suspension G (1.5 ml) Approved 08/18/2021 06:54:34 1 EA 43.50 UsD
| 2100451812 DRBACKDD 08/18/2021 0646 3 AllStars Negative Control siRNA. (3 nmal) Approved 08/18/2021 06:54:34 1 EA 210,00 UsD
_; 9100451812 DRBACKDD 08/18/2021 0646 4 Qlaamp Viral RNA Mini Accessory Set Approved 08/18/2021 06:54:34 1 EA 137.00 UsSD



Presenter
Presentation Notes
The Shopping Cart will then reside in your dashboard back under your Shopper tab. You can display it any time by clicking the Shopping Cart link.


ADDITIONAL INFORMATION AND TIPS

* Accept the SAP Ariba click-through agreement on your first visit

* Accept any click-through supplier agreements when navigating from the Ariba
Network onto specific Level 1 punch-out catalogs.

* Google Chrome and Firefox are recommended browsers for SRM Shopper/
SAP Ariba network as well as all myUK applications.

* Be sure to allow pop-up windows on your browser


Presenter
Presentation Notes
Here is some additional information and tips that may be useful as you transition to using the SAP Ariba Network.

The first time you access the Ariba Network from your SRM Add Item menu, you will be presented with an SAP online click-through agreement before reaching the platform. It is okay and normal to accept the terms and click forward. This will only occur one time and on your first visit.

Likewise, you may be presented with similar click-through agreements the first time you punch-out to some suppliers’ e-catalogs from the Ariba platform. It is okay and normal to accept these and click through them. As with the main Ariba Network page, this will only occur one time and on your first visit.

For the best experience, use Google Chrome or Firefox as preferred browsers for all myUK applications, particularly SRM Shopper tab utilizing the SAP Ariba Network connection. Microsoft Edge and Internet Explorer are not recommended for usage here.

Be sure to allow pop-up windows for all navigation and actions in SRM and the SAP Ariba Network; consult your local IT support staff to assist with this setting if needed. You may need to allow pop-up windows for Ariba and Amazon for Business. 







SPECIAL NOTES ON E-CATALOG ORDER SHOPPING CARTS

« Special features are added to SRM for punch-out catalog orders:

« Orders totaling $5000 or less from e-catalog suppliers do not require approval.
SRM automatically transmits order once a cart is ordered.

« Goods Confirmations are required for all e-catalog orders except office supplies
purchases.

« Email notifications are provided to Shopper as orders are placed with suppliers
as well as notifications when an invoice is received and posted.
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Presentation Notes
Special features are added to SRM for punch-out catalog orders:

Orders totaling $5000 or less from punch-out catalog suppliers do not require approval. SRM automatically transmits a purchase order once a cart is created and ordered.

Goods Confirmations are required for all punch-out catalog orders with the exception of office supplies purchases.

Email notifications are provided to the Shopper as orders are converted into purchase orders and placed with the suppliers as well as notifications when an invoice is received and posted.



RESOURCES

* Help guide and quick reference guides are maintained on the Purchasing
website

« Communications to be provided via website and listserv as additional suppliers
are added, etc.

« Retake Shopper training, if desired, any time through myUK Learning as
refresher; Training Request Plan is not required to retake a course
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Presentation Notes
In addition to dedicated website and FAQ page on the website, remember, a number of help guides and quick reference guides are also maintained on the Learning and Training Resources section of the Purchasing home page. 

Purchasing will also issue listserv communication and website updates when new suppliers are added to the Ariba Network along with their offerings and will indicate whether they are Level 1 or Level 2 suppliers.

Keep in mind, any employee with the Shopper or other SRM role can retake their original course (including this material) in myUK Learning. Simply locate, book, and take the course as a refresher if desired; a Training Request Plan is not required to retake any myUK procurement course.




RESOURCES

+ Use SRMHelp@uky.edu for technical assistance with any SRM Shopping
Cart or Ariba Network need or inquiry

* Include message or screenshot

« Put SRM Shopping Cart on SAVED status if possible and provide cart
number

« Shoppers can also email for information to subscribe to the Purchasing listserv
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Presentation Notes
Departmental Shoppers and other staff can use the SRMHelp@uky.edu email for any technical assistance needed relating to SRM Shopping Carts or shopping on the Ariba Network.  Dedicated members of the procurement team monitor the email tool and will respond promptly with assistance.

If you are getting error messages of any type, it is helpful to include a screenshot of those to facilitate a quick diagnosis and resolution.

If the error message originates from the SRM environment, it is a good idea to save your Shopping Cart and include the cart number in your inquiry. This will keep you from losing any work already completed and the procurement team can access and examine your cart specifically to determine the problem and appropriate solution.

If you would like to subscribe to the Purchasing listserv to receive Ariba Network shopping and other procurement updates, contact this same email address requesting assistance. 

mailto:SRMHelp@uky.edu

Completion of SRM Shoppers Introduction

This completes module SRM_SHO 305 SRM E-Catalog
Shopping course. After completing the Check for
Understanding, you will have completed both courses required
to qualify for the SRM Shopper role and tab in myUK.

Remember, both modules must be completed and passed in
succession to receive the SRM Shopper role:

SRM_SHO 305 SRM E-Catalog Shopping and
SRM_SHO 306 Free Text Shopping Carts
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Presentation Notes
This completes module SRM_SHO_305 SRM E-Catalog Shopping course. After completing the Check for Understanding, you should book and complete the second module SRM_SHO_306 Free Text Shopping Carts. 

Remember, both modules must be completed and passed in succession to receive the SRM Shopper role:

SRM_SHO_305 SRM E-Catalog Shopping
SRM_SHO_306 Free Text Shopping Carts



Printing Course Manual (Optional)

If desired, a printable (Adobe PDF) version of this course manual is
available for your convenience.

To access and print the manual:

1.

ok~ wd

Click on the printer (the manual will open in a separate browser window)
Print the course manual

Close the separate browser window
Return to this course window

Click on the Next button below

To proceed without printing, click on the Next button below.
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Presentation Notes
If desired, a printable (Adobe PDF) version of this course manual is available for your convenience.



Check for Understanding

In order to receive full credit for this SRM Shoppers course, you
must now successfully complete the Check for Understanding
— a quiz covering the main concepts presented in this course.
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Presentation Notes
In order to receive full credit for this SRM Shoppers course, you must now successfully complete the Check for Understanding – a quiz covering the main concepts presented in this course.



CONGRATULATIONS!

YOU HAVE COMPLETED THE COURSE,
SRM_SHO_305 E-CATALOG SHOPPING

PLEASE CLOSE THIS BROWSER WINDOW TO RECEIVE CREDIT.

% University of
Kentuc y
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Congratulations!
You have completed the course: SRM_SHO_305 – SRM E-catalog Shopping.

Please close the browser window to receive credit for this course.
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