_Quick Reference Card — SRM U4
Substitute Shopper }"/','IRIS

Information System

Process: Perform this procedure when a Substitute Shopper is allowed to view and respond on
behalf of another Shopper. Only Shoppers may designate, in their Personal Settings tab, the
Substitute Shopper. Any person designated as a Substitute Shoppers must have the Shopper role
before assigned. Unless a Substitute Shopper is designated, no one will be able to create or view
the Shopper’s Shopping Cart

Role: SHOPPER Frequency: when desired

BEGINNING STEPS

SELECT . =hemesr
TAB

SETTINGS

) An error occurred whik trying to connect to the provider

1. Select Shopper tab

Tosis (45745, Aets | Notcatons | Tracking

Show: [New and b Progress Tasks (45 /45) [ w][Select a Subview... [»] (a1 - Create Task | Show Fiters Hie

Subject | From Sent v @
fi-] Cart 5000000111 with Vaiue 10.000.00 USD(] Hines, Joe P May 26, 2011

@ Hines, Joe P May 24, 2011
Locke, Craig May 23, 2011
Henson, Stuart  May 23, 2011
Locke, Craig E May 23, 2011
Locke, CraigE  May 23, 2014
Locke, CraigE  May 23, 2011
Locke, CraigE  May 23, 2011
Locke, CraigE  May 23,2011
ing Ca " Locke, CraigE  May 23, 2011

1]of4s [v]

Approve Shopping Cart 9000000111 with Value 10.000,00 USD

2. Click Settings

iififiiiigd
51’555555555’

Seat  May 28,2011 by Hines, Joe P Status: New
Priorty. Normal

You are responsile for the approval of shopping cart T-SRUSHO 052872011
15:07 * T-SRUSHO,

The total value is 10,000.00 USD.

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

Go to immediately ————

to . E’d|t Employee ID 31354 Name Mr. Dr. Shopper TestUsers
.

Close] | [Read Only Check

“w Perscnai Data

Form of Address: * [iir_|= | =

View: . 1. Click User Account tab

Posttion

User Acco
ser Account e
UserD: = T-SRMSHO
E-Mait
Time Zone: EST 7| Eastern Time (New York)

Add Line pobpnall

Decimal Notation:

My Procurement Substitutes

Name of Substiute Start Substiution On End Substitution On

2. Select Add Line l

Persons | Represent As Substitute,

T T e
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My Procurement Substitutes

Name of Substitute

Select the search
icon
Substitute For

Type in Name of
Desired Substitute

Persons | Represent As Substitute

Start Substitution On
(5] The table does not contain any data

3. Select Pgssi.ble Search b A Bt ihe
Entries icon - name of the
desired
: Substitute
User Account Search
Shopper

Hide Filter Criteria

User: [

Last name: |Nicholas V

[~ G 5. Select Start [ox] -
Sta rt Sea rch tt:r\ame Clic:\as Search
TP Eist, I Eebdail bl it “alid from Valid through
Highlight line and T o NPV
Click 6. Highlight correct
Substitute Shopper
7. Click OK
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Edit Document:

Employee ID 21954 Name Mr. Dr. Shopper TestUserd

Read Only Check

“w Personal Data

Form of Address: = |Mr. :v Academic Title: :Dr
First Name: * Shopper Last Name: = |TestUser4
Position User Account

Standard Settings

UserD: * T-SRMSHO
H E-Mail: .
. 9. Enter date on which
ASS|gn Dates Time Zone: 8. Enter date on which bstitute role t g
: . . substitute role to en
S substitute role to begin
Date Format: or 12/31/9999
Decimal Notation: 1,234, ‘\67 89 |w
My Procurement Substitutes
Remove Settings
Name of Substitute Start Substitution On End Substitution On
LDNICH2 72172011 12/31/9999

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

Click | Save

Click
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