_Quick Reference Card — SRM }Q{ l R I S
Personal Settings & Attributes oz

Process: Perform this procedure the first visit to SRM to ensure successful execution of tasks.
Personal data is established at Site Navigation. Default information populates into this area based
on data from Human Resources org structure. Personal Settings must be confirmed and set-up for
all roles. Attributes are default settings which populate into every Shopping Cart to facilitate a
more efficient shopping experience. Not setting attributes will require the manual setting of
default values on every Shopping Cart.

Role: SHOPPER, APPROVER, CONFIRMER Frequency: One time

BEGINNING STEPS

SELECT TAB FOR
ROLE ASSIGNED:

Site Navigation
Home invoicng  Faculy Services  Strategic Procurement  Purchasing Admin -+ Lg

SHOPPER e
APPROVER . _ dnm(tsl:s; “Am' g.uom;;nn; Trlclmg 1. Select ShOpper tab

Show: |New and in Progress Tasks (45 /45) | ||Select a Subview - Create Task | Show Fiters Hide Previe

| From Sent Priorty ¥ @ DOue Status
Hines, Joe P May 26,2011 Normal
Hines, Joe P May 24,2011 Normal
Locke,CraigE  May 23,2011  Normal
Henson, Stuart May 23,2011 Normal
Locke, Craig E May 23,2011 Normal
Locke,CraigE  May 23,2011  Normal
Locke, Craig E May 23,2011 Normal
Locke,CraigE  May 23,2011  Normal
Locke, Craig E May 23,2011 Normal
Locke, Craig £ May 23,2011 Normal

2. Click Settings

Row|  1]of4s BB@‘ l

Approve Shopping Cart 9000000111 with Value 10.000,00 USD You can also:

Sent  May 26, 2011 by Hines, Joe P Status: New
Priorty: Normal

You are responsible for the approval of shopping cart “T-SRMSHO 05/26/2011
15:07 * T-SRMSHO.

The total value is 10,000.00 USD.

You can use decision buttons to approve or reject the shopping cart.

Review the following
detail:

4. If changes need to be
3. Review Personal Display Document: made to ;.rour P.ersonal
Data on both the Data, click Edit and
EmplopeeiD 31954 am . .
Position tab and update information

= '
m Ciose

User Account tab
Personal Data Form of Address =
IS require
- - First Name: Shopper L q
Position ——grere—
User Account e S e s e s e
Functional Assignment Inh Mail
::lm)s\::f‘r::w 3P018 31001663 . 018 -Joe Hines. Phone Number/ Extension. | g59-323-8689
RY ” o parme ress Fax Number / Extension: B59-323-6165
Stra et/ He Numper wson Se|
Choose “EDIT” if Srvrastini: G =
Couny s
Ch a n g e S a re Attributes for Position Price Contract Coordimator Senior | Eotiios]
necessary s = Edit Document:
| Employee ID 22572 Mame Craig Locke
H A\Y 14 _— —_—
Click “"SAVE ——
Form of Address: * - Academic T
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Information System

Attri
ttributes Account Assighment Attribute dictates which type of account

assignment will default into each Shopping Cart.

Edit and select:

Dlsplaﬂ 1. Select Edit
Account Assignment Employee ID 31954

C t [Edt] ([Ciose |
w Personal Data
Form of Address: [Mr. Academic Ttie: [Dr
First Name Shopper LastName:  [TestUserd

"Posion || User Account

Organtzationsl Assigmment 2. Select Account Assignment
e = oo eeness | Category as the Attribute type
Postion C0021M9 51008878; Price Contract Coord

Functional Assignment

Department Head Of:

Rication Type: Telephone

Purchasing Group: 3P018 31001663 ; 018 -Joe Hines 'one Number/ Extension: |859-323-8689

Department Address Fax Number / Extension: 859-323-6165

Street/ House Number: 322 Peterson Sery

E-Mai Kdnich2@uky.edu
Postal Code/ Cty: 40506 | [Lexington
Country: us

Attributes for Position Price Contract Coordinator,

Aftribute: +]
Cost Center® itribute]
Deiivery address”
Product Category*
Request
Request type
| wBs Eiement*

Attributes for Position Price Contract Coordinator Senior

Attriute: [Account assignment category” | Remove

Standard Deactivate Value Description Vale
Choose a default | Cost Coner .

assignment | : e s

3. Click Standard radio button, to activate default Account l]
Assignment Categorx type
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Integrated Resource
Information System

WBS Element and
complete

Attributes for Position Price Contract Coordinator Senior l
Attrbute: [Account assignment category’ | 4. Select Cost Center from the drop down
Account assignment category* menu to assign a default Cost Center number
ICost Center*
Delivery address* O Cost Center
H Product Category® O GIL Account
Choose either the :
equest [ Order
Cost Center and “e:suiw —
[ WBS Element* 5. Select Logical System
complete b i o
(only one choice is available)
O r Attributes for Position Price Contract Coordinator Senior
§ = — — 6. Enter the Cost Center #
Atrbute: [Cost Center [#] Logealsystem: [0Ev SystemukpEce'v)| | [AddLne] [
Standard Deactivate Value Description Vae
: wazo &
If Cost Center is unknown,
click Possible Entries icon
to search
] 1. Select WBS Element [

I Altrbute; |WBS Element*

[] Logical system: [DEV System UKDECC!

NESE

‘Standard Deactivate Description

2. Select Logical System
from the drop down list
(there is only one choice)

Note: If WBS Element
is unknown, click
Possible Search

3. Enter WBS Element #

Work Breskdown Structus e Element (WES Element)

Entries icon to

WBS slement. VB element

conduct search

Descrption: @
FroectDefition: To
WS Bemart °

e

LR

Shoet ID (WIS s

¥ Restrict Number of Vs Lt Ertries | 500

Search | [Reset

[Ea[==)

Delivery Address

Attributes for Position Price Contract Coordinator Senior L

Aftribute: ;Cnst Center”
Account assignment category®
Cost Center*

Delivery address*

= l 1. Select Delivery Address drop down menu I

1012121290

Product Category™
| Request
| Request type
| WBS Element*

Attributes for Position Price Contract Coordil

2. Verify correct Delivery Address

— '\—"'——'—l'\/—- .
322 Peterson Service Building / Lexington / 40506 I 0000105292

Attributef |Delivery address® ~

3. Click the Standard radio button to
activate default Delivery Address
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Integrated Resource
V Information System

Alternate Delivery
Address if location is
different from
default.

Attributes for Position Price Contract Coordinator Senior

Aftribute: [Delivery address” I~ Add Line

Standard : Deactivate
O

Value Description

A 1 Click Add Line

3. Locate and highlight desired
alternate Delivery Address by
building code/speed sort #.

- cipper il
156275 0002 / Scott St Bidg /110 Scott St / Lexington / 40508- ...
156276 0003 / Research Facilty #1 /111 Washington Ave /Le ...
156277 0004  Central Heating Plant #2 /598 S Upper St /Lexin...
156278 0005 / Frank D. Peterson Service Bidg /411 S Limeston....
Q006 L Hoknes Ha Qi pvenue of Champions /Lexing...

2. Click
Possible
Search
1 Entries icon

5. Click the Standard radio button
to activate the alternative, default
delivery address

| Attributes for Position
-Spinclletop / 3250 Newtown ...
jverue of Champions / Lexingt Anb
0007T / New Gres gincetop f 3250 Newtown .. [+

E 0007 / Jewed Hal / 103 Avenue of Champions / Lexingion / 40526

Value Deserpton

Click SAVE
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