ARIZONA

PROCUREMENT PORTAL
QUICK REFERENCE GUIDE

Shopping List

This document is a quick reference guide for creating a shopping list in the Arizona Procurement Portal (APP). If you
have any questions, please contact the APP Help Desk at g azdoa.gov. Additional resources are also available on

the SPO website: https://spo.az.qov/.

A shopping list can be created in APP, allowing for easy creation of requisitions. Once the list is created, items can be
added or deleted.

1. From the Shop header tab, select My Shopping Lists.
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2. Once on the My Shopping Lists page, click New Shopping List.
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3. Name your shopping list in the List Name field in the General Overview left margin tab.
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4. Click Save.
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5. Click the Add an Item to the Shopping List button to add items to your list.
)

Shopping List Total

Add an ltem to the Shopping List 0.00USD

‘ 0 Record(s) ‘

6. Locate your item(s) on the Search Products pop-up.

] 2

7. Click the checkbox and choose the quantity amount next to the desired item.

8. Click the Add to the Shopping List button.
9. Once all items have been selected, click Close.

Search Products e] 8 ¥ = X

v - Add to the Shopping List Add to Shopping List and Close
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Filters Status: Megotiations In Progress Approval In Progress Signature In Progress Signed Search Products: mask x

~ 3 Selected

Commodity & | Product Code @ & | Supplier £ | Summary
. Masks or PC21-SurgMask- WIST OFFICE Surgical Mask (QKR) - Bulk Qty - 6-10
£ m E accessories QKR PRODUCTS Day Delivery (CTR053227-PC21-2B) 3‘9900

10. The Shopping List table lists the selected item(s).

11. Use the trash can icon o] to delete an item, or click the Add an Item to the Shopping List button to add
more.

12. Click Save.
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13. Open the Internal Team left margin tab.
14. Use the Select user(s) field to add other team members who will have access to this shopping list.
15. Assign each member a profile under the Profile column.

16. Once all members have been added and assigned a profile, click Save.

bk Shopping List
«
a Save
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Email % | Profiles Contact
Guest (Shopping List) % o-
(0] john jimenez@azdoa.gov JIMENEZ John
Contributor (Shopping List)
Owner (Shopping List)
(0] sullynna.mvula@azdoa.gov ‘ MVULA Sullynna
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® Views, creates, edits/modifies list

Contributor
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Guest

e Views list/deletes list
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Using Your Shopping List

1. From the Shop header tab, select My Shopping Lists.
2. Locate your list, and click the Use Shopping List button.

List Name ¢| Total Amount & Currency 4| Expected Delivery Date & CreatedBy

S 0 Safety Items 308.97 usb 8/8/2023 Muvula Sullynna @ _

3. The item(s) displays in the shopping cart.
4. Click the Checkout button.

B | W

REQD00662880 - @ -
» | Req.8/8/2023

£ D

Nitrile Gloves, 5mil - Standar...

297.0000 USD)

Surgical Mask (QKR) - Bulk Q...

0.0000 USD)

Total (Excl. Tax)

' 297.0000 usb

5. Review the shopping cart information.

3310, Shopping List, Rev. 10/2023 Page 4 of 5



6. Complete the Organization, and Ship to fields.
7. Click the Go to Requisition button.

< O o Checkout a Semch !g‘

»
« Back To Catalog Submit Requisition REQO00699723 - Reg. 9/27/2023 o-

Purchase Orders

Supplier & Total Currency
Description Ship to* DeliveryDate &/ Quantity® Internal Inventory & ~Commodity &
GOODYEAR
TIRE & -
5 Case of Gloves Cormraons ‘ . a-lc 55.0000 aﬂmimm R RUBBER 135.0000 usD
- / v | Case O asks o
GOODYEAR TIRE & RUBBER CO usD accessories co
Number of orders to be created 1
001 - Number of suppliers 1
Case of Masks 0.0000 46182001
@ . . 9/27/2003 | 1 Q- Case (00000 Masks or
GOODVYEAR TIRE & RUBBER CO usD Y Total
" accessories
Carbon
Footprint
Case of Shoe Covers U 40,0000 46182001 00000
I} e e - 9/27/2023 \ 1 Q- case oF Masks or keCO2e
GOODVYEAR TIRE & RUBBER CO U accessories
3 Record(s) 3 Requisition Details
o
Ship to”
»

8. Complete the requisition process.

Click the link below for more information on the requisition creation processes in APP:

https://spointra.az.gov/arizona-procurement-portal/app-support/quick-reference-guides-176-upgrade/procure-pay-
grgs-176
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