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Create a Shopping Cart (SC) 
Linked to a Contract
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SRM – Employee Self Service

After signing-on to Supplier Relationship 
Management (SRM), the user will “Shop” via the 
Employee Self-Service folder.
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SRM – Search NIGP/Contract

The SC Creator will select the “NIGP/Contract 
Search”. This is Step 1 of the process. SCEIS 
desires that all SCs first search the “NIGP/Contract 
Search” link to ensure the material or service  is or 
is not linked to a contract.
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Search NIGP/Contract Continue

In this example, the SC Creator will search for a 
contract on “lawn maintenance”.
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NIGP/Contract Results

The SC Creator will review and choose the 
appropriate contract and line item.

Selecting line item 4 of the contract in this example 
will assign the Material Group and the Unit Price.
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Punch-out to SRM

After selection, “Punch–out to SRM”
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Step 2 – Complete Shopping Cart

Complete “Item Data”

Order Quantity

Tax

Delivery Date

Product Category (Material Group/NIGP 5 Digit 
Code)
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Step 2 – Complete Shopping Cart

Complete “Item Data”
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Step 2 Continued

Complete the Account Assignment Tab
– Cost Distribution

– Cost Center

– Fund Center

– Grant

– Functional Area

– Fund
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Step 2 Continued and Step 3

Select the “Check” button for the system to 
validate the data and see if the SC contains any 
errors.  If no errors, then proceed to Step 3.

Step 3, Name the SC and then select “Order”.
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Shopping Cart Workflow and 
Approval

SRM has a SC Workflow and Approval process.

All approved SCs are automatically routed to the 
appropriate Buyer (Purchasing Group) for 
processing.

Buyers may be assigned to more than one 
Purchasing Group.

© State of South Carolina. All rights reserved.

Purchasing –
Create the Purchase Order (PO)
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Purchasing - Perform Sourcing

All approved Shopping Carts will workflow to the 
appropriate Purchasing Group for sourcing. 
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Purchasing – Step 1 - Select the 
Requisition

The Buyer will search/select the SC and begin the 
sourcing process.
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Purchasing – Step 2 - Assign 
Source of Supply

Since the SC was linked to a contract in this 
example, the vendor, the Unit of Measure, the Unit 
Price are already assigned to the SC.

18

Purchasing – Step 3 – Review 
Draft

The Buyer selects “Draft Type”, “Transaction 
Type,” creates the “Draft Name” for the PO, reviews 
all of the data, and clicks on the “Process Selected 
Drafts” button. 
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Purchasing – Step 4 - Summary 
Screen

SRM assigns the next PO number. The “Refresh” 
button is selected and then the Buyer is ready to 
continue processing the PO.
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Display – Edit the PO

The PO is now ready for displaying or editing in 
SRM. When the PO was “refreshed” SRM changed 
the status from “Awaiting Approval” to “Ordered.”  
SRM then replicates the SRM “Ordered” PO to the 
Enterprise Central Component (ECC).
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Goods Receipt (MIGO)

22

ECC PO Display

SRM replicates the PO to ECC. The PO Line Item 
is ready for a the GR.
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Goods Receipt

In this GR, only one Acre is being received.  

This Warning message is correct.

24

Goods Receipt – Continued

Purchase Order History tab in ECC now indicates 
the GR.  

Extended PO History tab in SRM now indicates the 
GR.
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Invoice Receipt (MIRO)
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MIGO in ECC

Invoice received and matches the Goods Receipt
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Invoice Workflow Process

28

Workflow – No Additional 
Approval (Opt In)
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Workflow –Additional Approval by 
Agency (Opt Out)

Approval sets the 
Payment block

30

View Status of Document

Click on Services for Objects>Workflow>Workflow 
Overview to get to this screen
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Workflow Overview

This document has the “opt out” approval so the 
document workflows to the ZMRBR Approver

© State of South Carolina. All rights reserved.

Guidance on Copying Shopping Carts
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Copying Shopping Carts

The SCEIS Materials Management Team advises 
users to use the “Old Shopping Carts and 
Templates” when requesting the same 
product/service from the same vendor.  

That is,
– Material Group/Product Category/NIGP 5 Digit are 

correct.

– Identical Vendor
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Copying Shopping Carts

If the requirement is not the same, then the SC 
Creator should initiate the SC process from the 
NIGP/Contract Search. 
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Copying Shopping Carts

Example of copying a SC that will lead to a 
rejection by Accounts Payable. 

Original SC – 2001080679 was for lawn 
maintenance. 

2001080679’s GL was 502499004.

2001080679 was copied to 2001080711

2001080711 is for “Blade for a Zero Turn Mower.”

2001080711’s GL is incorrect because it was 
copied.  The GL should be a 503xxxxxxx.
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Copying Shopping Carts

Example of copying a SC that will lead to a 
rejection by Accounts Payable. 
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WHEN to REQUEST a 
GENERAL LEDGER CHANGE

38

When to Request a General 
Ledger Change

Depending on your security role, use the 
“Tracking” tab in SRM or use the ME23N 
transaction in ECC to conduct your research. 

Check to see if there has been any transactional 
data (GR/IR) on the Line Item.

If a there is a GR, then the GR can be reversed 
and then the Account Assignment data changed.
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When to Request a General 
Ledger Change

Check for a Invoice Receipt Document. 

If there has been a invoice posted, a 57 
document number, please do not ask for a GL 
change.

If a 57 document has been posted, ask the Buyer 
to No Further Invoice and No Further Confirmation
the PO Line Item. Lock if appropriate.

Then create a additional Line Item with the 
Account Assignment data you need to pay the 
invoice.
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SUPPORT AND REFERENCES
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NIGP Code to General Ledger 
Account Mapping Resource

The SCEIS Materials Management Team, with the 
assistance of the Comptroller General (CG’s) Office 
and several agencies, embarked on a project in 
April 2012 to provide a new tool to assist SCEIS 
users statewide. The project involved reviewing the 
National Institute of Governmental Purchasing 
(NIGP) Codes and the General Ledger Accounts 
associated with these codes in the Supply 
Relationship Management (SRM) portion of SCEIS, 
building a resource spreadsheet to improve 
understanding of how this data is related. 
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NIGP Code to General Ledger 
Account Mapping Resource

Users may access the NIGP Codes Mapping to GL 
Accounts Resource Spreadsheet  Comptroller General’s 
website: www.cg.sc.gov
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Policy for Use of Purchasing/
Payment Documents Types

The purpose of this policy is to standardize agency 
use of all purchasing/payment document types for 
all transactions processed for payment including 
year-end processing and adopt best practice 
methodology. 

Users may access the State’s policy on the 
Comptroller General’s website: www.cg.sc.gov
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Policy for Use of Purchasing/
Payment Documents Types

Users may access the State’s policy on the 
Comptroller General’s website: www.cg.sc.gov
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Navigation: SCEIS uPerform
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SCEIS Service Desk 


