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Creating a Sponsored Project Shopping Cart for Subaward

Click to jump to your divisional process: KSAS | SPH | WSE & AC

Creating a Sponsored Project Shopping Cart for Subaward
Krieger School of Arts and Sciences (KSAS)

“An SPPO shopping cart is created as a free-text cart when an outside entity
(subrecipient) is identified to perform a significant portion of work on an overall
project”.

There are two sources of funds for outgoing subawards:

e Sponsored funding from outside of JHU
o requires a “96” internal order (I0) number
e Discretionary, Non-Sponsored funding from within JHU
o Requires a cost center number beginning with a 1 or an IO number beginning

with an 8.
Before You Get Started
Perform a vendor search in SAP. There are three ways to search for a vendor in SAP:

e Using OPEN tab, searching within a shopping cart, and in ECC.

DON’T FORGET TO:

e Verify the subrecipient has a vendor record with a purchase order (PO) capable vendor
number starting with a 1, and the subrecipient’s address of record in SAP matches the

address on the subaward. “confirming both the address and the remittance address is the best way to confirm
that the vendor record is correct and up to date”

e If the subrecipient doesn't have a vendor record, a PO capable vendor number, or the
address details don’t match, DO NOT CREATE the Shopping Cart.

e Send a PaymentWorks invitation to the subrecipient.

e Once the subrecipient has an accurate record, BARA can create the Shopping Cart.

For help with a vendor record contact JHU Procurement through the JHU Procurement Service-
Now Portal.

GETTING STARTED:

1. The department creates a “DRAFT” SWIFT record. The department SHOULD NOT submit
the SWIFT record until BARA enters the Shopping Cart number into SWIFT.

2. Obtain the sponsored or discretionary, non-sponsored number.
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a. The department requests a sponsored 96 internal order number in SAP under the
Open tab by using the “Sponsored Award Change Request” tab referencing the
intended grant number.

e The department may wish to label the account to the specific project
for tracking purposes, especially if there are multiple accounts.

b. Obtain the discretionary, non-sponsored number from the departmental
budget/finance manager.

3. After the 96 internal order number or the discretionary non-sponsored number is
obtained the department reassigns the SWIFT record to their BARA contact person using

the Change Requestor option under the Action gear.

SHOPPING CART STEPS ARE COMPLETED BY BARA:

1. Department provides the “96” internal order (10) number or a cost center number
beginning with a 1 or an IO number beginning with an 8 to BARA.

2. BARA creates an SPPO Shopping Cart, and enters the subrecipient’s SWiFT record
number in the “Name of Shopping Cart field” in SAP

3. BARA submits the Shopping Cart for approval to the departmental cost object approver,
enters the shopping cart number in the SWIFT record, and routes the record back to the
department using the Change Requestor option under the Action gear.

4. The Shopping Cart is approved by the departmental cost object approver. After the
departmental cost object approver approves the shopping cart it will route to JHURA for
approval and Purchase Order creation.

5. The department submits the SWIFT record once all fields and tabs are complete.

PLEASE NOTE: The shopping cart will not be approved by JHURA and processed into a
Purchase order until negotiations are complete and JHURA receives the partially executed
(signed) agreement from the Subrecipient.

The Purchase order number (subaward number) will be added to the fully executed
agreement and added to the SWIFT record.

*ADDITIONAL RESOURCES:

JHURA Department Assignments

JHURA Subawards Landing Page
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Creating a Sponsored Project Shopping Cart for Subaward
School of Public Health (SPH)

“An SPPO shopping cart is created as a free-text cart when an outside entity

(subrecipient) is identified to perform a significant portion of work on an overall
project”.

There are two sources of funds for outgoing subawards:

o

o

Sponsored funding from outside of JHU
requires a “96” internal order (I0) number
Discretionary, Non-Sponsored funding from within JHU

Requires a cost center number beginning with a 1 or an 10 number beginning with
an 8.

Before You Get Started

Perform a vendor search in SAP. There are three ways to search for a vendor in SAP:

Using OPEN tab, searching within a shopping cart, and in ECC.

DON’T FORGET TO:

Verify the subrecipient has a vendor record with a purchase order (PO) capable
vendor number starting with a 1, and the subrecipient’s address of record in SAP
matches the address on the subaward. “Confirming both the address and the
remittance address is the best way to confirm that the vendor record is correct and
up to date”

If the subrecipient doesn't have a vendor record, a PO capable vendor number, or
the address details don’t match, DO NOT CREATE the Shopping Cart.

Send a_PaymentWorks invitation to the subrecipient.

Once the subrecipient has an accurate record, you can create the Shopping Cart.

For help with a vendor record contact JHU Procurement through the JHU Procurement

Service-Now Portal.
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GETTING STARTED:

1. The department submits a SWIFT record. The record routes to JHURA and SPH Finance
simultaneously.

2. Obtain the sponsored or discretionary, non-sponsored number.

a. SPH Finance creates a sponsored 96 internal order number, and emails it to the
department. The 96 10 number is also available in the SWIFT record under the Finance tab.

¢ The department may wish to label the account to the specific project for tracking
purposes, especially if there are multiple accounts.

b. Obtain the discretionary, non-sponsored number from the departmental budget/finance
manager.

3. The department creates an SPPO Shopping Cart.

4. The department enters the subrecipient’s SWIFT record number in the Name
of Shopping Cart field in SAP.

5. The department submits the Shopping Cart for approval to the departmental cost object
approver. After the departmental cost object approver approves the shopping cart it will
route to JHURA.

6. The department emails the Shopping Cart number to the JHURA Record Manager
assigned to the SWIFT record.

PLEASE NOTE: The shopping cart will not be approved by JHURA and processed into a
Purchase order until negotiations are complete and JHURA receives the partially executed
(signed) agreement from the Subrecipient.

The Purchase order number (subaward number) will be added to the fully executed
agreement and added to the SWIFT record.

Creating an SPPO Shopping Cart

1. In SAP on the Shopping Cart home screen, click either the Shopping Cart or Create
Shopping Cart link. The Create Shopping Cart screen displays.
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Alerts Go Shopping Approval Purchasing Display Settings

Active Queries

Shopping Carts Last 7 Days (12) Cart No. (0) Saved (0) Awa
Confirmations Last 7 Days (62) PO No. (0) Confirmation No.

Advanced Search
Create Documents Shopping Carts - Last 7 Days
* Shopping Carl

| b Show Quick Criteria Maintenance
* Confirmation
View: |[Standard View] Create Shnppmg Cart

Under the General Data section, define your cart level settings. Refer to the Defining Cart
Level Settings guide for more details.

2. Enter the subrecipient’s SWIFT record number in the Name of Shopping Cart field.

Buy on Behalf of. 244122 _Training T UPUR10

Name of shopping cart: |293.7Ei { 2 )

Default Settings: Set Values
Team Shopping Cart: H Make available to my purchasing substitutes
Approval Process: Display / Edit Agents

Document Changes:
Document Type:

Shopping Cart Vendor: (1912533 UNIVERSITY OF ALABAMA

3. Click the Set Values link.
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w General Data

Buy on Behalf of: 213031

Name of shopping cart: L.lni\rarsit',r of Alabama 38415

Default Settings

[ | Jodi Laprade

Team Shopping Cart: J Make availa o0 my purchasing substitutes

Approval Process: Display / Edit Agenis

Document Changes: Display
Document Type:

SPPO
Shopping Cart Vendor: [1012538

[(FJUNIVERSITY OF ALABAMA

4. Under the Item Basic Data tab, enter SPSA0000 (SUBAWARDS) in the Product

Category field.

rour data will ba transfamad 1o all new bems. ams already In tha shopping can wil be unchangad.

Int=mal Hote =]

&ccouni Sssignment

Iltem Basic Data

Buy an Behaliof: | Jom Lagradge I.El
Goods Recipient:  Jodi Laprade o~ ﬁ
Product Category: | SPSL0000 '\l-‘lj Ij SUEAWARDS

Purchase Group Purch Gimp 33 JHU -
JOHNS HOPKINS ENTER... []
1000 E Eafte Central Steres || 1000 E Ealle Ceniral Stores

Slmreroom |ﬁ|

5. Under the Account Assignment tab, enter the cost object type, number, and

general ledger account number.

"rour data will ba transfamad 1o all new items. Iiema already In tha shopping car wil De unchangad.

ltemn Basic Data Accouni Aczignment

Buy an Behalf of: Jodl Lagrade I,El

Int=mal Hoke (=

Goods Recipient. | Jodi Laprade — ﬁ‘
Proguct Category: | SPSANO0 '\_Id_) [ SUEAWARDS
Furchase Group Purch Grp 33 JHLU -
JOHMS HOPKINS ENTER... []
1000 E Bafte Central Steres [[F] 1000 E EaHa Central Steres

Slorernom 7]
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6. Click the OK button.

Wour daka will ba franafamed to 5l naw tema. Hama aliready nthe ahopping cant wil ba uncharged

ler Bask Dats | Account Assignanent | Intemnal Hode Delivery Address | Performance Lecatian
rou an eee who Dears (e costs and, i necaseary, you can ditribule the cosl ko eevaral ool cenlrea
Cost Distnibution | Percentage T| Dh=tails |.du:ld Line I Duplicae | Dl | Spiit Distnbubion |
Humbad Accounting Ling Humber Pecentage | Account Assignmen! Category  Assign Number @ﬁs&imnnm Deacriglion  Ganeial Ledger Acsoum
LIRS 100 anginterral Drder * SG090125 B25000
X @ 3
Camal
7. Select SPPO as the document type - you must select SPPO so the cart is
workflowed to JHURA for approval and PO creation.
8. Enter the subrecipient’s vendor number in the Shopping Cart Vendor field.

w Generd Dala

Buy on Bahalf of 244122 Training T UPLUR1Q

Name of shopping cart: 29874 |
Default Sattings: Set Walues
Team Shopping Cart [ IMake available to my purchazing subsztiutes

Approval Procesa: Dizplay ! Edit Agents

Document Type: EPPO @
Shopping Can Vendor. 32538 nsn’v OF ALAEAMA
—

9. Enter the details of the subaward into the Item Overview grid, and then press the Enter
key on your keyboard.

e Enter <Subaward> into the Description field - DO NOT PRESS THE ENTER KEY

e Enter the total dollar value of the subaward (this is the obligated amount this
action NOT the estimated amount on the SWIFT record) in the Quantity field - DO
NOT PRESS THE ENTER KEY

e Enter DOL (for dollar) into the Unit field - DO NOT PRESS THE ENTER KEY

e Enter 1 into the Net Price/Limit field - DO NOT PRESS THE

w llam Oyenvies
Dalala " Akl 18 s || Copy | Duplana " Data [RECH] |
F& Ling Mumbss  Wem Procoss tepe  Proguwet IG Basorphon  Produol Categary  Proshucd Salogery Domopton  Gusslly  Unll  Rel Pilos ) Uil Gurnay  Par Ballvery Dali
I =1 {’ g ‘}I Subawarg SPSAG00D SUBAWARDS 500, DOL 100 US0 1 052023
_—_— E— - -
* 41100000 L&B SUPPLIES & EQLIP 1.000 00 USD 1| 05082023
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10. Scroll up to the top of the screen and click the Check button to verify that the cart has

no errors.
11. Click the Order button to place the cart into workflow approval.

12. Click the Close button. The Shopping Cart home screen displays.

[ | Prind Preview " Sawve @ Delefe " System Information | Create Memory Snapshod

@ee 15-@ of cart will default o '-'811[153-3

Number 1005545362 Mame 23576 Stams  Awalling Approva Created On 03ME2023 117233

- Ganeral Data

Buy on E=half of: 244122 . Training T UPLIR 10 Independ=ni Contractor [

Name of shopping cart |E&6?1':u

Defaull Selings. Selvaues

13. Click the Refresh link.

Edit  Daekes i [} i ol an  Priml Frow '} ! (1]} E:_m"_‘
Ilam Name Created On uantity Unit  HetValue  Total Met Valus
Subaward 050812023 11:23:20 | 250,000.000 DOL | 250.000.00 250,000.00
W NES Sess0rs GENSE02Y 11 3015 1000 EA 1 157 00 1,187 00

Iem Stalus
Awailing Annrova

Awailing Apniayva

*ADDITIONAL RESOURCES:

JHURA Department Assignments

JHURA Subawards Landing Page

Creating a Sponsored Project Shopping Cart for Sub

award

Whiting School of Engineering and Academic Centers (WSE &

AC)

“An SPPO shopping cart is created as a free-text cart when an outside entity
(subrecipient) is identified to perform a significant portion of work on an overall

project”.
There are two sources of funds for outgoing subawards:

e Sponsored funding from outside of JHU
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o requires a “96” internal order (I0) number
« Discretionary, Non-Sponsored funding from within JHU

o Requires a cost center number beginning with a 1 or an IO number beginning with
an 8.

Before You Get Started

Perform a vendor search in SAP. There are three ways to search for a vendor in SAP:
e Using OPEN tab, searching within a shopping cart, and in ECC.

DON’T FORGET TO:

o Verify the subrecipient has a vendor record with a purchase order (PO) capable
vendor number starting with a 1, and the subrecipient’s address of record in SAP
matches the address on the subaward. “Confirming both the address and the
remittance address is the best way to confirm that the vendor record is correct and
up to date”

¢ If the subrecipient doesn't have a vendor record, a PO capable vendor number, or
the address details don’t match, DO NOT CREATE the Shopping Cart.

e Send a_PaymentWorks invitation to the subrecipient.

¢ Once the subrecipient has an accurate record, you can create the Shopping Cart.

For help with a vendor record contact JHU Procurement through the JHU Procurement

Service-Now Portal.

GETTING STARTED:

1.The department creates a “DRAFT” SWIFT record. The department SHOULD NOT submit
the SWIFT record until the Shopping Cart number is entered into SWIFT.

2. Obtain the sponsored or discretionary, non-sponsored number.

a. The department requests a sponsored 96 internal order number in SAP under the Open
tab by using the “Sponsored Award Change Request” tab referencing the intended grant
number.

Return to top of document
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« The department may wish to label the account to the specific project for tracking
purposes, especially if there are multiple accounts.

b. Obtain the discretionary, non-sponsored number from the
departmental budget/finance manager.

3. The department creates an SPPO Shopping Cart.

4. The department enters the subrecipient’s SWIFT record number in the Name
of Shopping Cart field in SAP.

5. The department submits the Shopping Cart for approval to the departmental cost object
approver. After the departmental cost object approver approves the shopping cart it will
route to JHURA.

6. The department accesses the “DRAFT” SWIFT record, and adds the Shopping Cart
number in the Shopping Cart Number field under the Basic Information tab.

7. The department submits the SWIFT record once all fields and tabs are complete.

PLEASE NOTE: The shopping cart will not be approved by JHURA and processed into a
Purchase order until negotiations are complete and JHURA receives the partially executed
(signed) agreement from the Subrecipient.

The Purchase order number (subaward number) will be added to the fully executed
agreement and added to the SWIFT record.

Creating an SPPO Shopping Cart

1. In SAP on the Shopping Cart home screen, click either the Shopping Cart or Create
Shopping Cart link. The Create Shopping Cart screen displays.
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Alerts Go Shopping Approval Purchasing Display Settings

Active Queries

Shopping Carts Last 7 Days (12) Cart No. (0) Saved (0) Awa
Confirmations Last 7 Days (62) PO No. (0) Confirmation No.

Advanced Search
Create Documents Shopping Carts - Last 7 Days
* Shopping Carl

| b Show Quick Criteria Maintenance
* Confirmation
View: |[Standard View] Create Shnppmg Cart

Under the General Data section, define your cart level settings. Refer to the Defining Cart
Level Settings guide for more details.

2. Enter the subrecipient’s SWIFT record number in the Name of Shopping Cart field.

Buy on Behalf of. 244122 . Training T UPUR10

Name of shopping cart: |293?E ( 2 )

Default Settings: set Values

Team Shopping Cart: | | Make available to my purchasing substitutes
Approval Process: Display / Edit Agents

Document Changes: Display

Document Type: |3ppg |

Shopping Cart Vendor: 11512533 UNIVERSITY OF ALABAMA

Return to top of document
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3. Click the Set Values link.

Last Modified: 3/19/2025

w General Data

Buy on Behalf of: 213031

Mame of shopping cart L.'nhrs:rsil;.r of Alabama 38415
Default Settings

[F| Jodi Laprade

Team Shopping Cart: J Make availabieTo my purchasing substitutes

Approval Process: Display / Edit Agenis

Document Changes: Display
Daocument Type:
SPPO

Shopping Cari Vendor: (1012538

[(FJUNIVERSITY OF ALABAMA

4. Under the Item Basic Data tab, enter SPSA0000 (SUBAWARDS) in the Product

Category field.

rour data will ba transfamad 1o all new bems. ams already In tha shopping can wil be unchangad.

Iltem Basic Data

Buy on Behaliof  Jod Lagrade l[:El

Int=mal Hote ]

&ccouni Sssignment

Goods Recipient,  Jodi Laprade —
Broduct Category: | SPSLM000 '\l-‘lj |ﬁ| SUEAWARDS
Purchase Group Purch Gimp 33 JHU -

JOHME HOPKING ENTER... [[:El

1000 E Eafte Central Steres || 1000 E Ealle Ceniral Stores

Slmreroom |ﬁ|

5. Under the Account Assignment tab, enter the cost object type, number, and

general ledger account number.

rour data will ba tranafamad 10 all new items. lkams already In tha shopping cant wil oe unchangad.

Iltem Basic Data &ccound Sssignrment Int=mal Mote [+]E]
Buy an Behali of: | Jod) Laprace I.El
Goods Reciplent: | Jodi Laprade 5]
Proguct Categary: |SPSA0G00 l\|4j §| SUBAWARDS |

Purcha=e Eraup Purch Grp 33 JHU -
JOHNS HOPKINS ENTER... [ 7]
1100 E Baite Gontral Sterea [[F| 1000 E Balte Gentral Storss

Sloieroom 7]
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6. Click the OK button.

Wour daka will ba franafamed to 5l naw tema. Hama aliready nthe ahopping cant wil ba uncharged

ler Bask Dats | Account Assignanent | Intemnal Hode Delivery Address | Performance Lecatian
rou an eee who Dears (e costs and, i necaseary, you can ditribule the cosl ko eevaral ool cenlrea
Cost Distnibution | Percentage T| Dh=tails |.du:ld Line I Duplicae | Dl | Spiit Distnbubion |
Humbad Accounting Ling Humber Pecentage | Account Assignmen! Category  Assign Number @ﬁs&imnnm Deacriglion  Ganeial Ledger Acsoum
LIRS 100 anginterral Drder * SG090125 B25000
X @ 3
Camal
7. Select SPPO as the document type - you must select SPPO so the cart is
workflowed to JHURA for approval and PO creation.
8. Enter the subrecipient’s vendor number in the Shopping Cart Vendor field.

w Generd Dala

Buy on Bahalf of 244122 Training T UPLUR1Q

Name of shopping cart: 29874 |
Default Sattings: Set Walues
Team Shopping Cart [ IMake available to my purchazing subsztiutes

Approval Procesa: Dizplay ! Edit Agents

Document Type: EPPO @
Shopping Can Vendor. 32538 nsn’v OF ALAEAMA
—

9. Enter the details of the subaward into the Item Overview grid, and then press the Enter
key on your keyboard.

e Enter <Subaward> into the Description field - DO NOT PRESS THE ENTER KEY

e Enter the total dollar value of the subaward (this is the obligated amount this
action NOT the estimated amount on the SWIFT record) in the Quantity field - DO
NOT PRESS THE ENTER KEY

e Enter DOL (for dollar) into the Unit field - DO NOT PRESS THE ENTER KEY

e Enter 1 into the Net Price/Limit field - DO NOT PRESS THE

w llam Oyenvies
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10. Scroll up to the top of the screen and click the Check button to verify that the cart has

Nno errors.

11. Click the Order button to place the cart into workflow approval.

12. Click the Close button. The Shopping Cart home screen displays.

[ | Prind Preview " Sawve @ Delefe " System Information | Create Memory Snapshod

@ee 15-@ of cart will default o '-'&‘1[153-3

Number 1005545362

- Ganeral Data

Buy on E=half of: 244122

Mame 296TH stams  Awalling Approva

Created On 03ME2023 117233

. Training T UPLIR 10 Independ=ni Contractor [

Name of shopping cart |E&6?1':u

Defaull Selings. Selvaues

13. Click the Refresh link.

Edil D i [ i Coonl

Ilam Hama

Subaward

Vannas Scissars

o B

uantity Unit HetValue  Total Met ¥alue Iem Status

05082023 11:23.20 | 250,000.000 DOL | 250.000.00 250,000.00 | Awailing Anorgva
GENSE02Y 11 3015 1000 EA 1 157 00 1197 00 | Awailing Annidva

*ADDITIONAL RESOURCES:

JHURA Department Assignments

JHURA Subawards Landing Page
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