% CASE WESTERN RESERVE Procurement & Distribution Services

UNIVERSITY Process Documentation

SmartCART — Order as a Window Shopper

Purpose
This document outlines the steps for Window Shoppers to shop in SmartCART.

Responsibility
- University Office: Procurement & Distribution Services
- Official: Chief Procurement Officer
-  Team: ERP/SmartCART
- Role that Completes the Process: SmartCART Window Shopper
- Process Auditor/Frequency: Director of Operations/Biannual

- Established: March 2024

Associated Systems/Computer Programs
- Jaggaer SmartCART

Steps

1. Loginto SmartCART through the link below:
https://solutions.sciquest.com/apps/Router/TLogin?OrgName=CaseWestern& URL=
2. Navigate to the Showcase section of the SmartCART landing page to view supplier icons.

a. Select a supplier icon to search the products of a specific supplier
b. Search by item name or description from all suppliers using the Simple search bar
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Simple Advanced Goto: Non-Catalog Item | Favorites | Shop | Quick Order  Browse: Suppliers | Categories | Contracts
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oup hd Ohio Desk Company sasse - BALPORE
Strategic Partner e FREEZER
g [ (4 0
@ @ Thomasr? > vwRe S Verizon Wireless
M. Conley Co. = KIS Verizon Wireless

Note: Some suppliers have Punchout catalogs. For these suppliers, you are routed to the supplier’s website
to shop.
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3. Select and add items to your shopping cart.
4. Once you are ready to submit the order, click the shopping cart to “Review & Checkout”.

PunchOut

5. Click “Submit Order”.

Review & Checkout

Order Summary

tems (3)

Total

3itemsin cart

Delivery

Item #: IM112GB36 | MFR #: JCJH4

Delivery by Friday, Mar 29, 2024

NXT Technologies™ 12-
tem #: 24324335 | MFR #: NX54319

Your JAGGAER Session will expire 03 m

Added to cart
Dell Precision 7680 16" Laptop, Intel Core i9-

13950HX, 64GB Memory, 1TB SSD, Windows Review & checkout

11 Pro (JCJH4)

Item #: IM112GB36 | MFR #: JCJH4 ———————
Continue shopping

= Delivery by Fri, Mar 29
1@$4,319.49 1/EA $4,319.49

Customers Also Bought These Products

[

CWRU Best Value

Brother P-touch TZe- Sharpie Permanent TRURED™ 8.5" x 11 Staples® 30% Recycled
231 Laminated Label Marker, Fine Tip. Black, Copy Paper, 20 Ibs., 92 File Folders, 1/3-Cut
Maker Tape, 1/2" X 2... Dozen (30001) Brightness, 500.. Tab, Letter Size....

4567 3079 22185 5090

$26.96 53777 $5.69 sio6t $31.99 $5.81 52529
2/PK ($13.48/Tape) 12/DZ (S0.47/Marker) 2500/CT 100/BX (S0.06/File Folder)

[ printcart [ print Quote

Delivery to: WARRENSVL H.... OH 44122
5436376

$4,363.76

Dell Precision 7680 16" Laptop, Intel Core i9-13950HX, 64GB Memory, 1TB SSD, Windows 11 Pro (JCJH4) B Remove
Business price ( 1/EA) $4.319.49

‘ 1 v ‘ $4,319.49

B Surge Protector, 8 Braided Cord. 3900 Joules (NX54319) @ Remove

Business price ( 1/EA) $36.52

Delivery by Thursday, Mar 28, 2024

Note: If shopping on a Punchout catalog, you will return from the supplier’s website back to the
SmartCART website.
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6. Click the “Assign Cart to Approver” button located in the top right of the screen.

CASE WESTERN RESERVE

Shopping Cart + 3991103

Simple

3ltems

Staples Advantage - 3 items - 4,363.76 USD

U

ETAILS

ttem Catalog No.

Size/Packaging Unit Price

ULTRA DUSTER Compressed Air Duster Cleaner 10 0z 24401448 EA 775

A~ ITEMDETALS ¢

Quantity

Qty: 1EA

Qeotfeedback?  Alv  Seach(AQ)

436376UsD W O ™ A &

® o [ AssionCantTo Approver Proceed To Checkout

Summary =

n Details v
Select Al Test Scalise

Total (4,363.76 USD) ed

436376

-0 000
Tax2 000

000

000

436376

a. A pop-up box allows you to search or select a user to approve your cart. We recommend using the

select option. Clicking it displays a dropdown list of all users that you can assign your cart to for

approval. Select a user and click the blue “Assign” button.

Assign Cart: User Search

no value
SELECT ¥ or SEARCH

Note To Assignee

PROFILE VALUES

TEST SCALISE

Note: You can only select an approver on your cart assignee list which was created at the time of your

SmartCART account setup. If your list needs to be updated, please email smartcart@case.edu .
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7. Once you have assigned the cart your process as a window shopper is complete and will be pending
approval by your cart assignee and any other required approvers in the PeopleSoft Financials workflow.

Simple \ Go to: Non-Catalog Item | Favorites | Shop | Quick Order Browse: Suppliers | Categories | Contracts

Search for products, suppliers, forms, part number, etc n

@ Cart Assigned

Requisition Summary Options

Reauisiion:numbes 2991103 Create new draft cart
\ame 2024-03-27 smarttestw 01 Recent orders

Requisition tota 4,363.76 USD Return to your home page

Audit History

Next Audit Target Date:

Audit Date:

Audited by (Name and Title):

Audit Updates/Notes:

Page 4 of 4



