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e-SHOP Quick Guide

1. From your preferred location go to the KFS portal: Purchasing/Accounts Payable
https://kfs-prod.adminapps.cornell.edu/kfs-prod/portal.jsp . %mggggr assignment
From the KFS Main Menu, choose Shop Catalogs. . E—Z%— ;euegt
Choose a supplier from Hosted Catalog Suppliers or Punch-out. Q: %;U—mm S
Place items needed in the shopping cart. | Yendor Credit Memo

Submit your catalog order.
On the e-SHOP Shopping Cart screen, enter the Business Purpose.

NowukswnN

CIICk Submit or Assign Cart @ Almost ready to go! The list below needs to be addressed before the cart can be submitted. |
.

 The following field requires an entry on the Review Page: Business Purpose &

3 Itemn(s) for a total of 1,925.43 usD

= Shopping Cart

or | Assign Cart
Cart Nams 2011-07-29 JFM333 01 Business Purpose Training equipment
Deseription © The following field

requires an entry on the
Review Page

If you Assign Cart:

1. Click Search for Assignee in the Assign Cart pop-up.
Enter the First Name, Last Name, User Name (NetID), or e-mail of the user you are searching for in the User
Search box. Click Search.

3. Click Select next to the person to whom you want to assign the cart.
4. Click Choose Selected User button. User will be returned to the Assign Cart pop-up.
5. Inthe Note to Assignee field enter the seven digit account number for the order.
6. Choose Assign.
Assign Cart P
Assign Cart To: Micale Meredith Rawleigh

Search for Assignes
[ add to Profile
Mote To Assignes:

expand | clear

Mate: After a cart is submitted, it can be viewed via History, Prior
to being submitted, the cart can be viewed in Draft Carts and can
be unassigned {withdrawn) if needed.

Assign | Cancel

If you Submit:

1. The Requisition (REQS) e-doc opens in KFS. In the Document Overview tab Description, Explanation, Fiscal Year,
Chart / Org and Funding Source will auto-fill from e-SHOP.
a. The Description, Explanation and Funding Source can be changed if necessary.

- Doc Mbr: 157026 Status: |[SAVED
Requisition [Z] Initiator: |ifm333 Created: |11:41 AM 07/29/2011
Requisition #: 7554 Requisition Status: In Process

(" Document Overview N\

Document Overview

* pescription: |2D11rD7r29JFM333 o1 Training equipment
Explanation:
Org. Doc. #:

Financial Document Detail

Requisition Detail
Chart/oOrg: |11 ;, (% * Funding Source: | INSTITUTION ACCOUNT [~|
Receiving Required: [ Payment Request Positive Approval Required: [

2. Delivery Campus will default to IT (Ithaca).


https://kfs-prod.adminapps.cornell.edu/kfs-prod/portal.jsp

Cornell University

3. Click “Building lookup”i=, to search for the delivery address if necessary.
a. Inthe lookup screen Chart will default to “IT”, leave as is. | Byilding Lookup 2]
b. Use wildcards (*) when searching,

. * AT . Campus Code: ’lT_ A
i.e., *east hill* will return all buildings T
containing the string ‘east hill’. Building Name: (ast il

c. Click “return value” next to the building needed. Active Indicator: |© ves [ 1o [C poth

| search || clear || cancel |

4. Enter it manually or click “Room Number lookup” to find the
room number. If this is the most frequent delivery address, you can click “set as default building.”
5. The “Delivery To” field will default to the initiator, change it if necessary.
6. Verify that the correct e-SHOP vendor has populated the Vendor tab. This tab is view-only.
7. Enter the Commodity Code for any line items where it may be missing by clicking Commodity Code lookup (&,!.
a. Inthe lookup screen, Chart will default to “IT”. Leave as is.
b. Use wildcards (*) when searching, i.e., *file* will return all listings containing the word ‘file’.
c. Click “return value” next to the commodity code description that most closely matches the line item.
8. Inthe Items tab, enter the Accounting Line information. Account, Object Code and Percent are required fields.
a. To enter information for all blank lines:
Click “setup distribution,” enter the required information and click “add.”
o After the screen refreshes, click “distribute to items.”

E | setup distribution | C [chide]

i k L remove accounts from all items | | remowve commodity codes from all items | | expand all accounts | | collapse all accounts

Commodity Code

Commodity Code: S

Accounting Lines | hide detail |
Source impaort lines

* Chart * Account Number Sub-Account * Object Sub-Dbject Project Org Ref Id * pPercent Actions
IT. ’7"—\ l—"-k l—"-\ l—"-k ’7‘:\ | |‘IDD

= Use the lookup (%) to find Account numbers

or Object codes that are not known for bes L " reqrod
either distribution or individual line entries. :m::,h\W [
= Use wildcards (*) when searching, e
i.e., *postage* in the Object Code Name e
field will return all object codes containing T 5
the word ‘postage’. e
=  (Click “return value” next to the Account e T

number or Object Code needed.
b. To enter information manually for each line: click “show” Accounting Lines and enter information in the
required fields, click “add.”
9. Verify the information in the Additional Institutional Info tab is correct; change it if necessary.
10. Click “show” on the Account Summary tab to verify the account distribution is correct.
11. In the Note and Attachments tab, attach any relevant documentation and enter notes.
12. Click “submit” at the bottom of the screen, to enter the order.

| calculassubmlt |l save || reload || close || cancel || copy |




	e-SHOP Quick Guide
	1. From your preferred location go to the KFS portal:
	https://kfs-prod.adminapps.cornell.edu/kfs-prod/portal.jsp
	From the KFS Main Menu, choose Shop Catalogs.
	3. Choose a supplier from Hosted Catalog Suppliers or Punch-out.
	4. Place items needed in the shopping cart.
	5. Submit your catalog order.
	6. On the e-SHOP Shopping Cart screen, enter the Business Purpose.
	Click Submit or Assign Cart.
	If you Assign Cart:
	1. Click Search for Assignee in the Assign Cart pop-up.
	2. Enter the First Name, Last Name, User Name (NetID), or e-mail of the user you are searching for in the User Search box. Click Search.
	3. Click Select next to the person to whom you want to assign the cart.
	4. Click Choose Selected User button. User will be returned to the Assign Cart pop-up.
	5. In the Note to Assignee field enter the seven digit account number for the order.
	6. Choose Assign.
	 /
	If you Submit: 
	The Requisition (REQS) e-doc opens in KFS.  In the Document Overview tab Description, Explanation, Fiscal Year, Chart / Org and Funding Source will auto-fill from e-SHOP.
	a. The Description, Explanation and Funding Source can be changed if necessary.
	2. Delivery Campus will default to IT (Ithaca).
	3. Click “Building lookup”        to search for the delivery address if necessary.
	In the lookup screen Chart will default to “IT”, leave as is.
	b. Use wildcards (*) when searching, 
	i.e., *east hill* will return all buildings 
	containing the string ‘east hill’.
	c. Click “return value” next to the building needed.
	4. Enter it manually or click “Room Number lookup” to find the
	 room number. If this is the most frequent delivery address, you can click “set as default building.”
	5. The “Delivery To” field will default to the initiator, change it if necessary.
	6. Verify that the correct e-SHOP vendor has populated the Vendor tab. This tab is view-only.
	Enter the Commodity Code for any line items where it may be missing by clicking Commodity Code lookup      .
	a. In the lookup screen , Chart will default to “IT”. Leave as is.
	b. Use wildcards (*) when searching, i.e., *file* will return all listings containing the word ‘file’.
	c. Click “return value” next to the commodity code description that most closely matches the line item.
	8. In the Items tab, enter the Accounting Line information.  Account, Object Code and Percent are required fields.
	To enter information for all blank lines: 
	Click “setup distribution,” enter the required information and click “add.”
	After the screen refreshes, click “distribute to items.”
	Use the lookup       to find Account numbers 
	or Object codes that are not known for 
	either distribution or individual line entries.
	 Use wildcards (*) when searching, 
	i.e., *postage* in the Object Code Name 
	field will return all object codes containing 
	the word ‘postage’. 
	 Click “return value” next to the Account 
	number or Object Code needed.
	b. To enter information manually for each line: click “show” Accounting Lines and enter information in the required fields, click “add.”
	9. Verify the information in the Additional Institutional Info tab is correct; change it if necessary.
	10. Click “show” on the Account Summary tab to verify the account distribution is correct.
	11. In the Note and Attachments tab, attach any relevant documentation and enter notes.
	Click “submit” at the bottom of the screen, to enter the order.


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /All

  /Binding /Left

  /CalGrayProfile (Gray Gamma 2.2)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Warning

  /CompatibilityLevel 1.6

  /CompressObjects /All

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.1000

  /ColorConversionStrategy /sRGB

  /DoThumbnails true

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo false

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments false

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Remove

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

    /Arial-Black

    /Arial-BlackItalic

    /Arial-BoldItalicMT

    /Arial-BoldMT

    /Arial-ItalicMT

    /ArialMT

    /ArialNarrow

    /ArialNarrow-Bold

    /ArialNarrow-BoldItalic

    /ArialNarrow-Italic

    /CenturyGothic

    /CenturyGothic-Bold

    /CenturyGothic-BoldItalic

    /CenturyGothic-Italic

    /CourierNewPS-BoldItalicMT

    /CourierNewPS-BoldMT

    /CourierNewPS-ItalicMT

    /CourierNewPSMT

    /Georgia

    /Georgia-Bold

    /Georgia-BoldItalic

    /Georgia-Italic

    /Impact

    /LucidaConsole

    /Tahoma

    /Tahoma-Bold

    /TimesNewRomanMT-ExtraBold

    /TimesNewRomanPS-BoldItalicMT

    /TimesNewRomanPS-BoldMT

    /TimesNewRomanPS-ItalicMT

    /TimesNewRomanPSMT

    /Trebuchet-BoldItalic

    /TrebuchetMS

    /TrebuchetMS-Bold

    /TrebuchetMS-Italic

    /Verdana

    /Verdana-Bold

    /Verdana-BoldItalic

    /Verdana-Italic

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 150

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 150

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /ColorImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 150

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 150

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /GrayImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects true

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile (None)

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<





    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>







    /HUN <>

    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 6.0 e versioni successive.)

    /JPN <>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200036002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 6.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>





    /SKY <>



    /SUO <>

    /SVE <>

    /TUR <>



    /ENU (Use these settings to create Adobe PDF documents suitable for reliable viewing and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 6.0 and later.)

  >>

>> setdistillerparams

<<

  /HWResolution [600 600]

  /PageSize [612.000 792.000]

>> setpagedevice



