Enhancement to Creating a PCARD Shopping Cart
When creating a PCARD shopping cart in SRM, the following procedures allow the user’s PCARD information to auto-populate on all lines of the shopping cart.

Reminder:  To place a P-CARD order in the system, your SRM P-CARD record must be maintained in SRM by Agency P-CARD Coordinator.
Log onto SRM. 
From the Main Menu, select P-Card Requisitioner, Shopping Cart Wizard.
Note:  A P-CARD order can also be placed by using the regular Requisitioner role and following the same procedures.
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Select a catalog to purchase from within the Shopping Cart Wizard.
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Select all the items for purchase, and add them to an SRM shopping cart. Select the magnifying glass on the first line item of the cart.
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In the Basic Data area, place a check mark in the “Proceed using P-CARD” box. Scroll to the bottom and select “Refresh”.
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Also, in the Basic Data area, choose the Procurement Card number from the drop down menu.
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Scroll down and select “Continue” in the bottom right corner.
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Rename the shopping cart and place it on “Hold”.
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Using the Shopping Cart Status, select the magnifying glass to open the shopping cart.
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Select “Change” at the bottom, and review the Basic Data of each line item.
[image: image10.png]To change item details (assets and cost assignment), select the link below or select &

e Descriton Catgry i Price Link Acion
Etonsion il Avcra, Hoavy Dty 61 T oRLLS ossnoto 1o0EA | 184 soreriEa Q
Etonsion i, Avcrat, Hoavy Dty G T oRLLS ossnoto 1onEs 78 Usoreriea Q
b 01, Stndrd, Genera Pupose T oRLLS ossnoto 1ooEs | 155 UsorerEa Q
o 0l Afcrat, Hoavy Duy Grae T oRLLS ossnoto 1anEs | 298 Usoreriea Q
Hox Hoad Cap Screw, ecium Szt Sra copscrews ossnoto 1onEs | 708 UsoreriEa Q
Sof il Screw, Shet o Hx W SHEETVETAL ScREnS ossnoto 1oEA 1115 UsoreriEa Q
Shect et Screw, P Hoad, Pl SHEETVETAL ScREWS ossnoto 1onEs | 708 soreria Q
Total Value (let) : 30,61 usD
ToxAmount 00 USD
TotalValue Gross) ;0.1 usD
‘Additional Specifications =

Name of Shopping Cart PCARD Shopping Cart
Notes for approval

Anprovl Overview  Budet

%




The PCARD information will auto-populate on each line item of the shopping cart.
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After reviewing each line item, these messages will acknowledge that the PCARD information was updated.
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Continue with the shopping cart process, complete additional shopping cart information as necessary, and Order the shopping cart.

------------------------------------------------------------------------------------------------------------------------------

If you have any questions, please submit an online remedy ticket through the DGS website at:  www.dgs.state.pa.us. Use the left side menu; select Log In ( Procurement ( Agency Dashboard ( Resource Toolbox ( Agency SRM Help.

