
SRM E-CATALOG SHOPPING

Presenter
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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Presentation Notes
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 I KNOW IF SRM IS THE RIGHT METHOD?

Presenter
Presentation Notes
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)

• 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.

1. Create 
Shopping 

Cart (Dept)

2. Approval 
(Dept / Unit / 

College) 

3. Purchase 
Order Sent to 

Supplier 
(Purchasing)

4. Goods 
Confirmation 

(Dept)

5. Invoice 
Posting / 

Check 
Payment (AP)

Presenter
Presentation Notes
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

REQUISITIONER APPROVER RECEIVER

SHOPPER APPROVER GOODS CONFIRMER

CREATOR APPROVER
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SIMILAR ROLES

OPTION 1

OPTION 2

OPTION 3
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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

Presenter
Presentation Notes
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

Presenter
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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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Presentation Notes
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. 




SET DEFAULT DELIVERY BUILDING

Presenter
Presentation Notes
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
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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
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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

Presenter
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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
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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

Presenter
Presentation Notes
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

Presenter
Presentation Notes
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 2nd 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.
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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.
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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. 





BEGIN SHOPPING CART

Presenter
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
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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

Presenter
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)

Presenter
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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)

Presenter
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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

Presenter
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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

Presenter
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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

Presenter
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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

Presenter
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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

Presenter
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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

Presenter
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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

Presenter
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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

Presenter
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

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



SAP ARIBA VIRTUAL TOUR – SEARCH FILTERS
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Presenter
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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.



SAP ARIBA VIRTUAL TOUR – SEARCH RESULTS NAVIGATION

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
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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

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

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

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

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)

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

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

Presenter
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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

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)

Presenter
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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

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



SHOPPING CARTS SHOW IN DASHBOARD

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

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.

Presenter
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

Presenter
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

Presenter
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

Presenter
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. Click on the printer (the manual will open in a separate browser window)
2. Print the course manual
3. Close the separate browser window
4. Return to this course window
5. Click on the Next button below

To proceed without printing, click on the Next button below.

Presenter
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.

Presenter
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.

Presenter
Presentation Notes
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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