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Course Objectives

« After successfully completing this course you will be able to:

— Search SAP for vendor, material, MRP, requisition, contract,
purchase order, Goods Receipt, or Invoice information

— Create, Change, Delete, or Process a Purchase Requisition
— Create, Change or Delete a Purchase Order
— Run Purchase Order reports in SAP

— Approve Purchase Orders
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Course Overview
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Purchasing Course Overview

* Display Vendor (XK03)

* Display Material Master (MMO3)

* Display Contract (ME33K)

* MPR/Inventory (Various)

» Change Purchase Requisition (MES2N)

* Display Purchase Requisition (ME53N)

* Assign & Process Purchase Requisitions (MES7)

 Create Purchase Order (ME21N)
 Change, Cancel, Delete Purchase Order (ME22N)
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Purchasing Course Overview

* Approve Purchase Order (ZME28)

* Print Purchase Order and Purchase Order Changes (ME9F)

* Display Purchase Order (ME23N)

* List Displays of POs (various)

* Display GR and Invoice Information (ME23N)

* Display Detailed Invoice Payment Report (Y_DC1_32000525)
 View Accounting Information (ME23N)
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Agency Contracts — PO Ciriteria

* A purchase order that is created against a contract
includes definite quantity commitments, as well as
definite dollar commitments at the time of the issuance
of the order.

* A purchase order constitutes an authorization to the
supplier to deliver the goods or services

Note: Purchase Orders are not a source of supply.
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Agency Contracts — PO Ciriteria

 The purchase order is an encumbered document.

* Avalidity period may exist.

* Actual delivery dates must be specified for the purchase.
* Account Assignment must be entered per line item.

 Purchase orders require a plant to be entered. Without
proper authorization an agency-wide purchase is not
possible for agencies that have multi-plants (for example,
PennDOT, Public Welfare and Correctional Industries).

10



¥ pennsylvania
DEPARTMENT OF GENERAL SERVICES

Agency Contracts — PO Ciriteria

 The purchase order is used by agencies to order items
from agency-wide or multiple agency contracts.

* (oods receipts and invoice payments are created with
reference to a purchase order.

* Purchase quantity must be specified at the line-item and
cannot be shared among lines.
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Display Vendor Record

* This transaction allows the user to display all the information
contained in a supplier's master record, based on the vendor
number. Use this transaction to research any aspect of the
supplier's master data.

« The XKO03 transaction allows the user to see information in all
screens. Note: The Commonwealth is not using the Withholding
tax screen.

 The multiple screens and all the fields contained in each are
displayed and structured in exactly the same sequence as if the
user was creating or changing the vendor master record, except
all fields are grayed-out as the user is in display-only mode.

13
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Display Vendor Record (XK03)

Initial Display Screen

Yendor Edit Goto Ex

& A H &G S E G NE T sy FEE @
Display Vendor: Initial Screen

== = 4" 1. Use match code search to find the vendor )

Company code COPS|  COMMONWEALTH OF PA number Enter Company Code and

Purch. organization

General data Purchase Org.

[ Address
[1 Contral

Company code data
[1 Accounting info

[] Paymenttransactions
[1 Carrespondence \

[1 withholding tax

3. Select the ENTER icon

when done to view the
2. The boxes in these areas supplier’s information

allow the user to select

which screens to view
\_ /

Furchasing organization data
[1 Purchasing data \

[ 1 Partner functions ‘7

[ L | ko3 polapp2u | INS

14
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Display Material (MMO3)

« Material Master Record

— Contains all information relative to a material: physical
characteristics, finance account, MRP, purchasing, inventory,
storage, etc.

» With this transaction the user can display a material
master record as it currently exists in the SAP system

15
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Display Material (MMO3)

Trigger
 Agency requestor needs to display material

Reason

 Purchasing Agent needs to buy a digital thermometer but is not
sure whether material has been extended to agency

Process

 Agency requestor displays material using transaction code
MMO3

16
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Display Material (MMO3)

* The types of information contained for the material
include:

— Material Description

— Unit of Measure

— Storage location stocks
— Material Valuation

— Purchasing information

— MRP (material requirements planning)

17
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Display Material (MMO3)

« To display material master information, enter @ 18 c0e DnE DY
Display Material (Initial Screen)

your material number, and select the SELECT
VIEWS button

» Aseparate dialog box will display. In the dialog
box, select Basic Data 1, Purchasing, and
Accounting 1.

» Select the GREEN checkmark at the bottom of

Material 10086833

[ [«1[»]

General Plant Data § Storage 1
General Plant Data / Storage 2

Becauing T
the dialog box i

Starage Location Stock

(L]l

Note: If you are running MRP, you need to select

. B 'y [ |¥iew selection only on request
the views listed above. In addition, select MRP1, =
MRP2, and MRP3.

@eE 7 rﬁ.‘ﬂ Inbax - Microsoft ., rEI. SAP R-3 Purchasing

18
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Display Material (MMO3)

When you select the GREEN checkmark, the dialog box shown below will display
 Enter your plant and select the GREEN checkmark

Material Edit Goto  Defadlts  System Help

V] B/ A HICE@ OEE D040z EE @

Display Material (Initial Screen)

Selectviesw(s) | Organizational levels | Data

Material (IR [ Crganizational Levels

Organizational levels

Plant (=)

Waluation type

[ | Org. levelsiprofiles anly on request

o Selectview(s) Defaultvalues 3%

19
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This will display the information for the
material. By selecting the tabs at the top,
you can move through the different views.

20
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Display Material 298765 (COPA Operating supplies)

§] =p Additional data g Organizational levels

& Basicdatal | Basicdata2 | & Purchasing | Purchase ardertent | @f Acco.. ||,

Material 298765 EMVELOPE BOOKLET,10":13" 2]
General data

Base unit of measure T5 Thousand Material group 44121506

Old material number Ext. matl aroup

Division Lab.foffice

Praoduct allocation

H-plant matl status Walid from

Material autharization group

Autharization group

Dimensions/EAMS

Gross weight oo Wieight unit

Met weight oo

Walume o. o Wolume unit

Sizefdimensions
Fackaging material data

Matl grp pack matls |
Basic data texts —
Languages maintained i |L_,3 Basic data text g =

1y Start ERON

»

& Inbox

| & saP R-3 Purchasing

% 3 S5AP Logon Pad ...



Display Contracts



¥ pennsylvania
DEPARTMENT OF GENERAL SERVICES

Display Contract (ME33K)

* This transaction allows the user to display all the
information contained in a contract (outline agreement).

* To begin this transaction, you can use either the menu
path or the transaction code

Menu Path Logistics > Materials Management > Purchasing

Outline Agreement > Contract > Display

Transaction: ME33K
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Display Contract (ME33K)

23

To display a contract, select the match code next to the Agreement space. This will open a
dialog box to search for your contract number. Select the appropriate search tab, and
enter criteria, then select the GREEN checkmark. Locate the contract and select the
number, this will populate the contract number into the Agreement field. Select the
GREEN checkmark at the top to display the contract.

Display Contract : Initial Screen

Agresmen t = Agreement Murmber (13 =1 =1
Purchasing Docurnents per Cost Center
Furchasing Documents per Asset
Yiemelen Furchasing Documents per Reguirement Tracking Mumber
Furch. Organization Reguests for Quotation per RFQ Date
Purchasing Group Purchase Orders per PO Date
Dosument Date Schedule Lines per Furchase Reguisition
Purchasing Documents per Order
Purch. Doc. Categary FPurchase Orders for Services
Order Typ Caontracts for Services
Purchasing Document Purchasing Documents per Cost Center
» Purchasing Documents per ve
e ey e a0 Purchasing Documents for Material
FPurchasing Documents per kletwaork
Furchasing Docurments per Project
Purchasing Documents per Collective Nurmbe
Contracts per Agreement Date
Scheduling Agreements per Agreement Date
Purchasing Documents per Sales Document
Furchasing Documents per Supplyving Flant
Simple Search for Furchasing Documents wia Search Engine
A ed Search for Purchasing Documents via Search Engine
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Display Contract (ME33K)

ct Edit Header |tem Help
H H [
The contract will open in the SRRl
) ) Display Contract : tem Overview
ltem Overview screen. This BEG TG ADESEZ D EE e T
H H Al t AGO0D1 2462 A t ty) Sy Agrmt. dat B6/12/2007
screen lists the material, — =
description, material group, -
. . \ ltern (D |l JAMaterial Short text Matl group |O... |Met price Per Targ.qty. 0. |PInt {SLac|T... \|
\ 10 144029 ATER, SPRING,AGAL FLSTC COMT,CRYSTAL SPRE0202301 EA 2191 0.0BAESL E
unlt Of measure’ prlce’ and ‘ 20 144030 COOLER, COLD WATER MTHLYRENT,OASIS 49121510 MON 2081 0. Qa0 MIN E
‘ 30 144031 COOLER HOT&COLD WATER MTHLYRENT,OASIS 49121510 MOM 25801 0. Qa0 MIN |
Vendor number_ \ 40 144032 COOLER HOT&COLD WREFRIGERATOR REMTAL 49121510 MOM 408/ 0. Qa0 MIN
‘ 50 144033 REFRIGERATION UNIT REMTAL 0ASIS PERMONTH 24130000 MO 30801 0. Qa0 MIN
|
: |
See the next slide for a |
. . |
description of the icons |
in thic di |
used in this display. |
|
|
|
| | |
| [+]
[ [+]
an [41[]
ltem 10
d 4

24



pennsylvania
DEPARTMENT OF GENERAL SERVICES

Display Contract (ME33K)

Contract Edit Header lterm  Environment  System Help
V] DA H IO SR ODhoan AR @
Display Contract : ltem Overview

B E RG] RE E S & DRI B Actassmt Je

» Hat — Header Data (validity date) The icon/drop down next to the

“Display Contract” is the SERVICES

FOR OBJECT icon. Select the drop

* People — Supplier Partner Info down paper to view the attachment to
the contract.

* Envelope — Supplier Information

* Flag — Release Strategy
* Puzzle Piece - Item Detall

* Paper/Pencil - Text

25
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Material Requirements Planning (MRP)



Material Requirements Planning

* Periodically the stock level is verified for materials created with
MRP processing.

— When the stock level for the MRP material reaches less
than the reorder point, the next MRP run will generate a
planned order proposal.

27
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Material Requirements Planning

Learning Objectives:
v" Understand how to display a stock requirements list

v" Understand how to process a MRP run for a single material
and at plant level (such as, DGS, DPW)

v" Understand how to process a MRP collectively

28
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Stock/Requirements List (Individual) (MD04)

Trigger

* An MRP run has been completed, resulting in an
analysis of on-hand balances (available quantity), and
planned order requirements. The MRP Controller
wishes to evaluate this analysis for an individual
material to make informed decisions about initiating
procurement of that material.

29
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Input

Results

Individual access || Collective access |

material h zeg96g9 D
MRF area 1580 (PennDOT Only)
Flant 1500

[ 1%wwith filter

pennsylvania
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Input & Result of List

I @@  DHEG |mTas | FEE @D
Stock/Requirements List as of 11:35 Hrs
Show overdew tree | | L2 | &1 F =

[ 72| material 130969 [ EMWELOFE INT-OFFILETD- 504,161 2,1 00GAR
MRP area 1508 LGS
Plant 1580 MRP type YB  Material type Z0PS | Unit PAC

E D ate MRF MRF element data Reschedul... E..|Rec.sfregd.gty Available gty Del...|Sto

S0 0/83/ 2007 [Stock o. a0 [=]
CEOE /01 /2007 |Ord. DS |4200549922/00018 2.000- 2.000- 72048 E'
(ZN06/19/ 2007 [Ord.DE [4200551312/00010 1.000- 3.000- (3801
ENO7/09/ 2007 [Ord. DS (4200554401 /00010 1.000- 4.0080-|1503 —]
(EN07/ 25/ 2007 PurRos [@010137029/00010 * 07 100000 96 . 000 DGS1
=N09/04/ 2007 POitern (4500435345 /00010 120 TO.000 166 . 000 DGS1
=N09/14/ 2007 [Ord.DE (4200566645 /00010 1.000- 165 .000 1200
=N09/18/ 2007 POitern (4500438337 /00010 120 58 .000 223000 DGS1
=N09/ 27/ 2007 [Ord.DE (4200569662 /00010 1.000- 222 000 (7873

[=]
(]
[« ]l I [« ][]

|63:r>|&‘| |.5'?a'|.5'2§| |%|ﬁ| Date| GR | ST .. an | | wendaor || Customer Fage 1 41




¥ pennsylvania
:ﬂ‘ﬂ“\ DEPARTMENT OF GENERAL SERVICES

—

Stock/Requirement List (Individual) (MD04)

* Transaction Code: MD04

* This transaction results in a stock/requirements list for
an individual material selected by the user.

» After selecting the specific material number and
executing the report, all functions are the same as the
collective display of the stock/requirements list,
transaction MDO?.

31
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Collective Display of Stock/Requirements List (MD07)

Trigger

* An MRP run has been completed, resulting in an
analysis of on-hand balances, and planned order
requirements. The MRP Controller wishes to evaluate
this analysis for all materials that were included in the
MRP run, in order to make informed decisions about
initiating the procurement process for the plant’s
needed materials.

32
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Collective Display of Stock/Requirements List (MDO7

Individual access ' Collective access |

|npUt ) MRP area 15680 DGS (PennDOT OnIy)

@ Plant 1500 OGS
Selection by
@ mMRP contraller ETB@
'Product group
wWendor

'Production line
' Class
Class tvpe

Restrict selection
Matarial data | Planning file entry for MRP |

Procurement type ABEC indicator MRF type
Special procurement FPlant-sp . matl status

[»] Set up lists in background

[ wwith filter

Results .

Sere Selected stockiregquirements lists Cefine traffic light | Exception groups
* . . . . Plant: 15@8 DGS
Traffic |_|ght3. The traffic WP canirailar " 276 DO Warshouas
.
|Ight Values (red’ ye”OW7 |:|Light haterial [MRF area Material description A |Supply [1stR... |2nd 112 |3 |4 |5 |6 |7 |8 |Plantstock B... [MTyp P |S. A M. (S 0T
. . | l@ociiaieza 1580 FORM,STD-355,5UPP EMPLOYMENT REGQ,50/PK 674 0-|674 0-|6F4 0- a.080 [Pac|zors|F nD (393 ()| [=]
green) |nd|Cate hOW urgently | miccli30969 [1500 ENVELOPE,INT-OFFI,5TD-504C,1 6x12,1 00/CAR 87.0-| 87.0-| 87.0- 1 2 0.008 [FAClZorsF vE [aaa(i)]| (=]
| l@icgi31z7e (1500 CALCIUM CHLORIDE,50 LB BAG 25.9-| 25.9-| 25.9- 30.000 [BAG|ZOPS|F vE[a9a-]| ||
. | |miccl13e951 1500 FORM,STD-279,0UT-SERVICE TRAINING AUTHOR, 15.0-| 15.0-| 15.0- 1 a.000 [PAC|ZoPs|F VE (999
materlals need to be  |@mcciiz1ess 1580 RICE,DURASAN1/2X 4 %10 11.89-[ 11.8-| 11.9- 1 1.080 [Es |ZOPS|F VB (393~
Ccom131431 [1580 FAD,SCOURING,HD,6:9,10FADS/BOK NG 3o ENC] a.080 [B0x|ZoPs|F ND 393~
processed Red nghts _|comiei167o 1580 CALENDAR DIARY,1/2HR, HRDBMND, 2:9-3/4 9959 9 (9899 9 (999 9 a.080 [Es [Z0PS|F ND (393~
. | loc@ti1416 1500 CLIPS,PAPER WIRE, TYP1,GEMPATRM,L (100} 999.9 [999.9 |999.9 0.000 |[PAc|ZoPs|F FEEEIES
. . . . | locog111417 [1500 PAPER CLIPS,GEM JUMB O, WIRE 999.9 [999.9 |999.9 0.000 [Eox|ZoPs|F FEEEIES
|mmed|ate|y |nd|cate that the | locat19214 15en STAPLES, STANDARD,5000/8 0M(SYI-35450) 995.9 (999.0 (999.9 0,000 [BOX[Z0PSF CIEEE
Ccom118681 (1580 TIME MGMT,LEATHER, BOOK WIZIPFER 9959 9 [9599 9 (999 9 a.080 [Es |Z0PS|F ND 393~
H H OO@119602 15008 REFILL FOR TIME MGMT 999 9 (999 9 (999 .9 0.0008 [EA [2Z0PS|F MND (999 [
approprlate materlals are comi12e582 (1500 CALEMDAR DESK PAD, 2Z¥ 17 9959 9 (9899 9 (999 9 a.080 [Es [Z0PS|F ND (393~
o | loogizooo: [15oo CALEMNDAR WEEK-AT-A-GLANCE 5 X 8 999.9 [999.9 |999.9 0.000 [Ea |ZoPs|F FEEEIES
Crltlcal and urgently need to | locodi29995 [15a0 CALEMNDAR,DAILY REMINDER,HRDBMD, 537 999.9 [999.9 |999.9 0.000 [Ea |ZoPs|F FEEEIES
Ccogl3e0e9 (1500 CALEMNDAR REFILL, 3-5/8X6 999.9 [999.9 |999.9 o.000 [Ea |ZoPs|F (CEEEES
CcOo@m138818 (1580 CALENDAR,REFILL,S X 8 9899 .9 [999.8 [9899.9 a.080 [Es |Z0PS|F ND 393~
be processed com138811 (1580 CALENDAR,FOCKET PLANMNING SET 9959 9 [9599 9 (999 9 a.080 [Es |Z0PS|F ND 393~
Com138628 (1500 TABLET,S-1/2:1 1 RULED WHT, 1 2/PACK 9959 9 (9899 9 (999 9 a.080 [PAC|ZOPS|F ND (393~
| loogtanesa 1500 ENVELOFE,3-548X6-1/2 WHITE WOWVE 9959 .9 (989 9 [999 .9 a.080 |[B0x|Z0Ps|F ND |39 [~
33 o I [ <][e]
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Collective Display of Stock/Requirements List (MD07)

* Transaction Code: MDQ7

» Use this transaction after a Materials Requirement Planning
(MRP) run has been completed to analyze the planning
results

 The output of this list is based upon specified selection
criteria

 Stock Requirements list is the most dynamic up-to-date list.

34
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MRP Run (MD01)

Trigger

* An MRP run is performed for a category of materials, or
all the materials in a plant. This transaction will be
performed at the discretion of the MRP Controller. This
transaction can be run daily, weekly, or monthly.

(This is run by the Inventory Planner — this is a high level overview
and is not done by the Purchaser)

35
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MRP Run (MD01)

* Transaction Code: MDO1

* This transaction results in an MRP (Material
Requirements Planning) run for all the materials in a
plant or a selected category of materials that are
grouped by planning type or other criteria

* After selecting the plant number and other specific
planning criteria, the MRP run is executed manually by
the user. The MRP run results in a list of planned
orders for materials that should be replenished, which
can be converted to purchase requisitions

36
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MRP Run (MD01)

* All plants will start with the reorder point planning
method. In reorder point planning, procurement is
triggered when the sum of plant stock and firmed
receipts falls below the reorder point. The reorder point
should cover the average material requirements
expected during the replenishment lead time.

37
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MRP Run (MD01)

* The results of the MRP run, consisting of the materials

and quantities planned automatically by the system, can

be reviewed immediately after the run is executed with
this transaction

38
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Display Planned Order Collectively (MD16)

Trigger

» MD16 displays all planned orders for a plant via MRP
Controller number or material number

39
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Display Planned Order Collectively (MD16

Step 1 *This is done by the Inventory Planner and not the
w onoo mE e Purchaser. This slide is to give purchasing staff
Display Planned Orders and idea of planned orders that may be coming
through the purchasing process. It allows the
Inventory Planner to view workload before sending
TR to purchasing agent.

@ MRP controller Step 2

[ Waterial
[ Production version
i 1
() Line from prod.vets, Plant Ed
«
CIWES element MREF cantroller [+
End selection date
Find
T - =i |
Dispilay Planned Orders
S P T e as = [EEL E convertto prod.ord Caorvertta purren Convertto proc.ord
H 1600 DGS
MR ctrir 2rs DGS WWarehouse
- |mMaterial |Description FPlnd open arderstart Ord finish Order quant._ PlslPlanned or. |or . |alsales arder [item |
e 100025 HARD HAT, YELLOWY, PLASTIC, ShilA 0751 4/2004 0751452004 O7y26/2004 58,332 1IF 10058 rB8 (] -
100035 Paper, blue 20 b, letter, 8 152 %11 0701 4/2004 0751 42004 O7r21s2004 8,247 F 1o0s59 rB (] zl
| 100056 Filter, Fuel, 374" Screw on 0771 4/2004 0751452004 osr20s2004 2 F 10060 rB8 o -
| 1001320 Steno Book, 6 x 9, spiral ruled 071 4/2004 0751472004 O08/20/2004 160 1'|F 10061 B (]
| 100131 |[Copy paperXerograpic yWhite, 8 11 07/14/2004 (0771472004 |02/20/20048 zas5 1IF| hoosz rB 0
| 100133 Correction Fluid Pen wy pinpoint applic 071 452004 0751 4572004 O02/20,2004 1 1'|F 10063 B (]
| 1001325 PRESSBOARD BINDER, 11" 8 172", _|07/M 452004 0751452004 08s20,2004 aro 1|F 10064 rB8 o
| 100136 FILE FOLDER MAMILALETTER SIZE . |07M 452004 0751472004 O08/20/2004 921 1'|F 10065 B (]
| 100137 CARD INDEX RULED, WHITE, 33X 5, . |07Ma/2004 0751452004 08s20,2004 233 1|F 10066 rB8 o
| 1001328 SCISSORS 7 374 INCH,STAIMNLESS S |07M 4/2004 0751 4572004 O02/20,2004 prd=i=] 1'|F 10067 B (]
| 1001329 RECORD CTR STORAGE BXWWLIDS |07M1 452004 0751452004 08s20,2004 15,069 1|F 10068 rB8 o
|¥ 100140 A"WWIDTH, 36 ROLLS/YCARTOM, BR: .. 071 4/2004 071 452004 08/20/2004 52 1|F 10069 B (s}
| 100142 TAFE MASKIMNG, 2" WIDTH, BR: HY ST..07/1 4/2004 [O7/1 452004 |0S/20/2004 105 F 10070 rB {x]
|¥ 100150 BIMNDER CLIPS FAFPER . SMALL, Z/2"C 07 452004 |07 452004 OSFZ20/Z004 42 (= 10071 B (s}
| 100164 |[FOCKET FILE LETTER 9-1s2" = 11-3/.. 071 4/2004 [OF7/M 452004 |0S/20/2004 9,477 F 10072 rB {x]
|¥ 100166 |LE ER OFEMNER 9 IMNCH FORGED ... 07/ 4/2004 |07/ 472004 0S/Z20/2004 174 (= 10073 B (s}
| 100208 |FPaper Canery, 201k, Letter 2 1/2 = 11 071 4/2004 |07 452004 OSFZ20/Z004 180 1|F 10074 rB {x]
|_1 ooz20 Paper Canary, 20 lb,letter 8152 11 071 4/2004 0751 472004 02s20s2004 1,134 1|F 10075 rB8 {n]
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Display Planned Order Collectively (MD16)

« Transaction Code: MD16

« This transaction allows the MRP Controller to create a list of
planned orders by MRP Controller ID or by material

* From the list, user can also convert selected orders into
purchase requisitions. This process is explained in detail in
another topic

Note: MRP and Inventory must be done in R/3.

41
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Overview of Requisitioning, Sourcing, and Purchgsing

* Requisitions are the beginning of the procurement
process

— Requisitions in SAP are created via MRP processing or
manually for inventory orders

* These requisitions are then pushed into SRM through Plan Driven
Procurement (PDP) for processing by procurement professionals

42
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Overview of Requisitioning, Sourcing and Purchasing

» Sourcing identifies the suppliers available to satisfy the
procurement needs

— Planned orders created from MRP run are converted into
requisitions to begin the procurement process

43
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Purchasing
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Overview of Purchasing

* An SAP purchase order is created with reference to a
contract (release orders)

* Purchase orders cannot be created until a source of
supply and a price have been established

* Purchase orders that require approvals cannot be sent
to the supplier until the required approvals have been
fully executed

45
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Overview of Purchasing

 Purchase orders can be created for both materials and
services, and can be for both inventory items and
expensed items

« Purchase orders cannot be created for both contract
and non-contract items, and cannot be created for items
from multiple contracts

* Purchase orders always require accounting information

 Purchase orders are always encumbered

46



Create Purchase Order (ME21N)

47

* This transaction is used to create a purchase order

* To begin this transaction, you can use either the menu
path or the transaction code

Menu Path: Logistics > Materials Management > Purchasing>
|

Purchase Order > Create > Vendor/Supplying Plant Known

Transaction Code: ME21N
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Create Purchase Order (ME21N)

Purchase order Edit Goto  Erwirann Sy
& @@ BEHE ODO0 BE @
Create Purchase Order

Docurnent overview on | [0 &5  Savewithoutcheck go | &2 @3 Printpreview | Messages Help Personal setting

@ Etandard FO (New) @ vendor Doe. date | 11/86/2007
=

Deliverginvoice k Texts k Address k Communications data k Farthers k Additional data Org.data k Status k Custamer data

The purchase order is divided roaang oy
|nt0 three SeCt|OnS Header, Company Code  COPA - COMMONWEALTH OF PA
ltem Overview, and ltem Detail.

. S ftern |A ]I Matetial Short text PO guarntity O |CDeliv. date  |Met price Curt |Per |0 |Matl group
The Header and Item Detail are
divided into sub-tabs and the
ltem Overview is designed like a
spreadsheet.
Doc Type is Standard PO (New) -

FE & led ml2E (&) |w] [0]] etauttvaies |
Item Mew itern T Elz’

| D110 b
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Create Purchase Order (ME21N)

Above the Header are the Order Type, Vendor, and Doc Date (date defaults) which must
be completed. The Header section contains information applicable to all line items
contained on the purchase order. The tabs include: Delivery/Invoice, Conditions, Texts,
Address (supplier’s), Communications Data, Partners, Additional Data (validity period),
Org Data, Status, and Customer data.

Purchase order Edit Goto  Environment  Systern Help

v} B EISaEQ DHE STL8 BE @ N

Create Purchase Order

Diocurrent overiew on | 9 &Y Savewithoutcheck go | & @ Print preview | Messages Help Fersonal setting

[[r] btandard PO (ew) & Vendor Doc. date | 11/06/2007 | @
Delivendinvoice h Texts h Address h Cammunications data h Fartners k Additional data Org.data h Status h Customer data |

Purchasing org.
Purch. group
Company Code COFR  COMMOMWEALTH OF PA
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Purchase Order Header Texts

 Header texts are used to store information on a
purchase order that will be applicable to all line items
contained on the purchase order. The following texts
have been defined for use by the Commonwealth.

— Header Text: used to store any special instructions and
conditions required of the supplier. This text will be printed
out on the purchase order that will be sent to the supplier.
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Purchase Order Header Texts

— Encumbrance Information Text: used to store fund, cost
center and G/L account numbers as well as the amount
encumbered per fund. This field should also be used to enter
the justification of the purchase and any special notes for
Internal use. This text will not print out on the purchase order
that will be sent to the supplier.

— Shipping Instructions: used to enter any specific shipping
Instructions to supplier that relate to all items on the purchase
order. This text will always copy from the contract. This text
will be printed out in the purchase order that will be sent to
the supplier.
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Purchase Order Header Texts

— Terms of Payment: used to enter any type of special payments
that need to be communicated to supplier. An example would
be staggered payments. Note that this text is not used to
establish the standard payment period for an invoice. This text
will always copy from the contract. This text will be printed out
In the purchase order that will be sent to the supplier.

— Insurance Information Text: used to input any insurance
information related to the purchase order. This text will always
be printed out in the purchase order that will be sent to the
supplier.

— Bond Information Text: used to input any bond information
related to the purchase order. This text will always be printed
out in the purchase order that will be sent to the supplier.
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Purchase Order Header Text

— Vendor Memo General: copies from vendor master. This
text will be printed out in the purchase order that will be send
to the supplier.

— Vendor Memo Purchasing Org: copies from vendor master.
This text will be printed out in the purchase order that will be
sent to supplier.

— Confidential Terms of Payment Note: used for
communication with the invoice processor. This text will
always copy from the contract. This text will not be printed
out in the purchase order that will be sent to the supplier, as it
is confidential information that is simply stored here.
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Purchase Order ltem Texts

o |tem texts are used to store information on a purchase

order that will be applicable to a particular line item in
the order. The following text have been defined for use

by the Commonwealth:

— ltem Text: used to store any special instructions and
conditions to the supplier. If no attachment exists, this text

will always copy from the contract. This text will be printed
out in the purchase order that will be sent to the supplier.
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Purchase Order ltem Text

— Material PO Text: used to supply additional descriptive
information for the material or service. This text will copy
from the material master or service master record and will
print out in the purchase order that will be sent to the
supplier.

— Shipping Instructions: used to enter any specific shipping
Instructions to that supplier that apply to an individual item in
the order. This text will always copy from the contract. This
text will be printed out in the purchase order that will be sent
to the supplier.
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Change Purchase Order (ME22N)

* This transaction is used to change, cancel, delete and
add an attachment to a purchase order

« Some changes to a purchase order will require the
order to go through another release strategy (re-
approval), including a change to terms and conditions or
an increase to price and or quantity of greater than
10%. Certain other release thresholds may be
surpassed because of an order change as well.
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—

Adding Attachments to Purchase Orders

» Attachments can be added to orders via the change
purchase order transaction (ME22N) only

* Most document types can be added to a purchase
order, such as Word, Excel, PowerPoint, Adobe
Acrobat, or other documents that may be submitted by
the supplier
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Purchase Order Amendments & Changes

* There is no version control for purchase order changes.
Once the PO is changed only the latest version of the
purchase is displayed on the screen.

* A history of purchase order changes is recorded by the
system so that a user can see who made changes and
when the changes were made to the order. For each
changed field the old value and new value will be
recorded, with the exception of header and item texts.
The time of the text changes and the user ID are
recorded by the system, but not the old versus new
entries.
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Overview of Contract Set Up for Market Priced GR Contract

* This section describes the steps DGS uses to set up a
market priced contract so that agency purchasers can
achieve the 3 way match between Purchase Order,
Goods Receipt and Invoice

— The DGS Commodity Specialist (CS) starts in either ME31K
(Create Contract) or ME32K (Change Contract). The
example assumes the contract has already been created.
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Overview of Contract Set Up for Market Priced GR Contract

*To change the item basic data, the CS must go to ltem, More Functions,
Additional Data

Contract  Edit Header [tern  Erwironment  Systern Help

& Details F2 3 a8 EE @
Account assignments Cirl+Shift+F 2

Create Contract : It Conditions Shite

EN = e Senices Shift+F4  pect assats. | dfe
Maintain source list

Agreetment - Agrmt. date 0702007
Texts ¥

Yendor 100 T CUrrency LISD
Statistics -

Configuration

Cutline agreement items

Mare functions r
l_ [term | |& |Material oTroTOToRT et price

10 1 GASOLIMNE, UNL, ALLEGHENY
20
30
40
500
B0

7
80 Cash budget momt.

Delivery address Ctrl+F11

Taxes
Additional data Shit+Fa

s

a0
100 Docurments

110 | |
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Overview of Contract Set Up for Market Priced GR Contract

* In the Conditions Section of the Additional Data Screen, they select GR Date
from the drop down menu. The system will read contract pricing on the date of
goods receipt.

Create Contract : item 00010 Additional Data
| T2 E R Acct assots.

Agreement itemn 10 Itern cat. AccthssCat U
Matetial Matl group 151014506 Plant
Short text GASOLIME, UML, ALLEGHEMY COURNTY, T Stor. loc.
Administration Weights and valumes far 1 arder unit
PI. deliv. time Met weight
GR prac. time Gross weight
Priorvendar Walume
Source list
v| Exclusion
Canditions
Condition group Mo cash disc.
Sub-range
Pr. date cat. Mo control
Incoterms Pricing date category (controls daf=]dx|
— MR EEERE
contro
Pricing date c...|Short text
Rem. shelf life
Mo control
1 Furchase order date
2 Delivery date
3 Current date
4 Manual
] GR date
B Entries found Y
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Overview of Contract Set Up for Market Priced GR Contract

* They go to the ltem menu and select Detalils

Contract  Edit Header ltem  Emvironment  System Help

V] Details 2 o0 RE @
Account assignments Ctrl+Shift+F 2

Create Confract - Il
Conditions Shift+FE

BE®E OS2 sevies Shift+F4 et assgts. | dfe
Maintain source list

Agreement - Anmt. date (]
Texts r

Yendaor 100 T Currency L
Statistics .

Configuration
Cutline agreement iterms )

| |A |Material

Mnre functions *

oL
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Overview of Contract Set Up for Market Priced GR Contract

63

In the line item, under the GR/IR control section, they must select GR

based Invoice Verification (bottom right of the screen)

Create Contract r iterm Q00710

> 23] | E &S 2R B Acct. assots.

SSSSSSS

PPPPP

lllllllll

eeeeeeeee

rackingro
,,,,,,,,,

Cverdeliv. tol.

Shipping instr.

« They repeat these steps for all line items of the contract, then they

SAVE the changes.
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Market Pricing Purchase Orders

« When an agency creates a purchase order, the indicators will default as
shown below
— GR Pricing is reflected on the line item details “Condition Control”
fab

fterm [10] GASOLINE, UNL, ALLEGHENY COUNTY, TW B EE
// Delivery L Innice L Conditions L Accaunt assignment k Texts L Delivery address L Confirmations | Condition control M Retail | L]
| conditinns
Pr. date cat. GR date E I
Frice date 07 0izaoy
[w] Print price
[ Estimated price
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Market Pricing Purchase Orders

— GR-based |V is reflected on the line item details “Invoice” tab

ltern [10] GASOLINE, UNL, ALLEGHENY COUNTY, TW g EE
// Delivery " nwoice k Conditions k Account assignment k Texts k Delivery address k Confirmations k Condition control k Retail L4 [ ]rE]
Inv. receipt | Invoicing plan | Tax code

Final inwoice Jurisdict. code FADOOOOOD
GR-based v Acc period

s
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Market Pricing Purchase Orders

Note: the line item price is the current contract price.

E Header
St” fem A | Material Short text PO quantity QUn|C{Deli date [Nt price Curren |Per
A0 K GASOLINE, UNL, ALLEGHENY C 1 000GAL D prioaner (g 200080 Q
K [ UZD 4]
] K [ UZD B
(ML oD
& @H @W Ml AIFIE L B Detves |
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Market Pricing Purchase Orders

lllustration

« If the contract pricing was changed from $2.00 to $1.90 the
contract price for the time period (condition validity period) is the
price used for GR valuation on the date of receipt

E| Item [10] GASOLINE, UNL, ALLEGHENY COLNTY, TW & BB
- Quantitieshweights L Delivery schedule h Delivery L Irvoice L Conditions L Account assinment | Purchass order history L Teids L Dﬁ”...lh EEI:

] 4|9 |0|¥e B|¢a(@al=a) b B) B3 @a

_Matenaldu Itern| Posting date T Guanﬂvﬁz Amtinloc.cor|Leur |2 Amount|Curr. |Reference
GR 1015000008200  1{07M0r2007 1.000 |GAL N 1.90 |USD 190 |U3SD
Tr.iev. Goods receipt ' 1.000 GAL « “, 100 USD « 1.0 USD
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Market Pricing Purchase Orders

Walidity Periods: Conditions

Note: the contract contains 3 pricing
conditions.

a new time period.

Yalidity periods
valid an valid 1o [
07/10/2007  O7A10/2007 ]
0741102007 0741452007
O7AS2007  12/31/9999 ]

D]

DRI [«[]

o Choose  [Eh Mewvalidity period |[Zh Mewwith reference . 3 59 13 49 &4

* On 7/10/07 price is $1.90 validiy

Walid on o0y o200y
Yalid o orroizoo?

zondition supplements
|_|CnT\_.f Rate LInit per LIahd

|F'EI|IIIII Gross Price 1.90 LJSDE =) 1|GAL
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Market Pricing Purchase Orders

«  From 7/11/07 through 7/14/07 price is $1.95

Validity
walid on 71152007
walid to 07/1 452007
Condition supplements
|_|C:nT~_.f Fate LInit ner LIahd
| |PBOO |Gross Price 1.95 IUSD 1|GAL
« _From 7/15/07 until the next price change the price is $2.50
walidity
walid on p7i15i2007
walid to 12131/9999

Condition supplements
- cnTy Rate Unit  |per  [UoM
|F'EIIZIIII Gross Price 2.80|LS0 1GAL

If the contract is set up properly and goods receipts are entered timely,
the system will know what price to pull in for the 3 way match.
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—

Approval Process for Purchase Orders

* No approval is required for purchase orders of less than $3,000
in SAP. Document type is Standard PO (New).

— Please note that these approval thresholds are not consistent with SRM

* Any non-standard terms and conditions require additional
approvals

— Select the Non-Std Terms & Conditions checkbox on the Customer Data
tab in the Header section
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Purchase Order Document Types

« CPA1, CPA2, CPA3, and CPA4 are all construction
type purchase orders. (used only by DGS)

* DGS - Purchase orders generated by DGS buyers on
behalf of an agency. (now done in SRM)

» EP - Purchase orders that are generated for
procurement of goods and services that are considered
an “emergency” (now done in SRM)

» EX-Purchase orders that have been converted from
legacy systems (no longer used)
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Purchase Order Document Types

« NNB - Standard Purchase Orders - for materials and services

» POC - Purchase off-contract (\When a purchase order is being
created for supplies or services that currently exist on contract,
however, that contract is not being utilized) (no longer used)

« SSB - Sole Source Materials (materials only) (now done in SRM)
« SSD - Sole Source Services (services only) (now done in SRM)

» Most document types can be used to order both materials and
services

 The purchase order document type is important as it will determine
who is required to approve the purchase order
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Approve Purchase Order (ZMEZ28)

» This transaction is used to approve a list of
purchase orders that are ready for further
procurement processing

» Before a purchase order can be sent to the

supplier, it must go through the approval process
(release strategy)
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Approve Purchase Order (ZMEZ28)

» Display the Release (Approve) Purchasing Progiam Edit Golo _System Help

Documents screen using transaction code ZME28 G 340 Qe BHE 8080 AR @
«  Enter the Release code (code for approving agent), Reloass (ApIove) Sulissing JoGmenss

Set Release (indicator used to search for 2

documents ready to be set for release), and Plant Relaase ol (3] :

(agency code) . 2
«  Select the EXECUTE button o iR

Release prerequisite fulfilled
[ List with itemns

«  This will display a list of documents waiting approval | g.... s o

. . Puchasing document category F tin =

«  Double click the document and review the e 7
information Diacument number o o
Document type ta =

»  Then go back to the document list, with the Purchasing group fo ®
document just reviewed still selected, and select the :izzluvringplant E
RELEASE button S o E

Flant ti E|

*  You will see a message at the bottom of the screen
stating the PO is set for release. Select the SAVE
icon, the Release (Approve) Purchase Document
screen displays a system message “Release
Saved”.
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Transmit Purchase Order (ME9F)

* Use this transaction to print or transmit a purchase
order or change purchase order to a supplier

* To begin this transaction, you can use either the menu
path or the transaction code

Menu Path: | Logistics > Materials Management > Purchasing >

Purchase Order > Messages > Print/Transmit

Transaction: ME9F
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Transmit Purchase Order ME9F

* Once in MESF, enter your
Purchasing Organization and
Purchasing Group number

o Select the EXECUTE icon
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Message Output

@

' Purch. doc. data

Document number
Vendor

Purchasing organization
Purchasing aroup
Dacument type
Document date

lolol el el ol g

'Message data

Application

Message type
Transmission time-spot
Frocessing status
Creation date

Time created

EE

]

e :ed:aa
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» Alist of purchase orders : i
ready for transmitting will “ JiB coe CHk anan ER OB

] Message Output
dISpIay 4 EF B E & Output message || Display message || Message detail | Trial printout

Doc. date PGr Hame 1 Yendor Purch.doc.

° SeleCt the purChase Order to Msg. Lng Partn%r Role Ef.reated -on.T1me Time W User name  Output device Mame  Fax numbher
04/09/2002 279 Bridgestone/Firestone Tire 1E0EAG 4500000050
b H t d b h k' th MEU EM 100006 BA 04/09/2002 20:18:02 3 C-BCRAEME LFO1
e prln e y C eC Ing e 04/09/2002 279 Bridgestone/Firestone Tire 108006 4500080851
] MEU EN 1080806 BA 04/09/2002 20:30:27 3 C-BCRAME LPa1
bOX to the |eft Of the entry 04/09/2002 279 Bridgestone/Firestone Tire 108006 4500000852

(1 HWEU EN 108086 BA  04/09/2002 20:59:08 3 C-BCRAME LPO1

04/14/2002 278 ABC suppliers 100053 4500000080

[ Select the OUTPUT ] NEU EN 100853 B 04/1442002 17:17:13 3 C-CESQUI LP@1

0471642002 278 Brochure Distribution Inc. 100017 4500000132

MESSAGE button (] MEU EN 108017 BA  P4/16/2002 09:37:08 3 C-CESQUI LPa1

04/16/2002 278 ABC suppliers 100053 4500000181
(] NEU EN 100053 BA  D4/16/2002 10:54:00 3 C-CESQUI LPO1

04/18/2002 279 BETTYS FOOD SERVICE 108819 4500800228

I ( I lect th “
OU can also selec e ] NEU EN 100813 BA  04/18/2002 14:43:31 3 £-CESQUI LPa1
04/18/2002 279 Bridgestone/Firestone Tire 108006 4500880229
DISPLAY MESSAGE button ] NEU EN 100885  BA  04/18/2002 14:57:95 3 £-CESOUI LPa1

04/18/2002 279 KPMG Consulting LLG 106018 4500000230

to display the purchase ] NEU EN 188818 BA  04/18/2002 15:12:16 3 G-CESOUL LPa1
f : T N o s otsuus mier it 3 UL ARDENS RCC = Datault windows Frinter

Order be ore you ()utpl'rt It to 05/10/2083 279 LANCASTER OFFICE 100175 4500000283
oo ] NEU EN 108175  BA  05/19/2003 B3:57:05 3 PHARDENS  YPCC - Default Windows Printer

make sure It IS CorreCt B5/10/2083 279 LANCASTER OFFIGE 108175 4500800284

[0l
| B
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Re-Transmit Purchase Order (ME9F)

L. Frograrm  Edit Goto  Systerm Help
Re-Transmit: & 2aHI @@ 2HE Doo0 BR @m
Message Output
@ G
Furch. doc. data
* Enter your purChase order Document number 4500283256 o
Wendor to
number Furchasing organization 1o H
Purchasing group 1o H
« Change the Processing status oot dat .

field to “1” to re-submit
» Select the EXECUTE icon Message data

Application EF

Message type ] IE'
Transmission time-spaot

Pracessing status 1

Creation date

Time created BE:0a:aa
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» Select the last message line of the purchase order to be printed, select the MESSAGE
DETAIL button

List Edit Goto & 0y em  Help

& D00 e DHEB noan DE @ m ——

Message Output
M 4 | » ¥ = F B SE =& Cutput message | Display message | Messaoe detail | Trial printout

Doc. date FPGr HName 1 Wendor Furch . doc. L= |
Msa. Lna Partner Role Created on Time Time N User name Output device Name Fax number Ch
12/08/2005 BA4 LDP INC 119822 4500283256
_le# NEU EN 119822 B 1271272005 13:42:00 3 POOOOS357 YFCC - Default Windows Printer
[ lo# MEU EN 1189822 B 01/18/2006 14:43:38 3 ¥ POOOGT722 ¥PCC - Default Windows Printer
[Je# MNEU EN 1189822 B 03/10/2006 14:26:32 3 POOOOS357 YPCC - Default Windows Printer X
[ le#® MEU EN 113822 E& O3/23/2008 09:39:57 32 X POB446830 YPCC - Default Windows Printer
[ l® MEU EN 119822 EA 0421 /2008 15:32:26 32 X POB411551 YPCC - Default Windows Printer
[ lo#® MEU EN 1180822 ES OE/B/2006 12:42:56 32 X POBEZ2TOE YPCC - Default Windows Printer
[ le® MEU ENM 1189522 E& OG/18/20056 14:59:58 3 FOOOAS357 YPCC - Default Windows Printer X
[ le# MEU ENM 1189822 E& OE/27 /2006 16:12:11 3 X POOSZ3T05 YPCC - DefTault Windows Printer
[ le# MEU ENM 1189522 E& 120842006 17:06:17 3 FOOOAS35T YPCC - DeTault Windows Printer X
[l MEU EN 119822 E& OF /3172007 10:47 07 3 FOOOAS3ST YPCC - DeTault Windows Printer X
[ | e# MEU EM 119822 B 08/06/2007 16:26:53 3 ¥ POO446220 YPCC - Default Windows Printer

Qutput  Edit

.
* Select the last message line « CECISEEETEE NRR R
Message processing, purch. documents.: Ouiput
Elii] & Communication method Processing log  Furtherdata | Repeatoutput | Change ou
° | h RE P EAT TP T Pur order 4500283256
electine utton
) Sta... Outpu Medium Par..|Partner La... |G... |Prafi]
' OPONEU [Srchase or., Frint output @loa 118822 EN [=]
then Select the SAVE ICon OODMEU  Purchass or. Print output Zloa 119822 EN | [ 1oad[~]
QO@NEU FPurchase or. Print output E oA 118822 EM [+] |0l
CO@MEU Purchase or.. Print output ElIjoa 1189822 EM [~ h2s
COO@NEY Purchase or. Print output oA 119822 EM [ |né&r
CO@NEU Purchase or. Print output E oA 118822 EM [+] |0Bf
+ Select the GREEN (back) arrow to S = =
OO@MEL  Purchaseor. Print output moa 119822 EN |05
CO@NEU Purchase or. Print output E oA 118822 EM [ ]|ozr
OO@MEU  Purchase or.. Frint output Zloa 118822 THEE
take you back to the search screen S e i s |n sl
CO@MNEY Purchase or. Print output Z oA 119822 EM [z
o (]
= (]
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Re-Transmit Purchase Order (ME9F)

* Once you are back to the search  This will display your purchase
screen, re-enter your purchase order order ready for reprinting
number

« Select the purchase order by
* You will now leave the Processing checking the box to the left

Status at “0”
» Select the OUTPUT MESSAGE
« Select the EXECUTE button button
0 Oy Systern - Help
S alaH @eae DHE Dnan BE @B
o @ e@E@ EHE BTas EE @I Message Output
H4rna7FE T & Outputmessage  Display message | Message detail | Trial printout
Doc. dgte PGr Mame 1 ¥endor  Purch.doc [=]
aaaaaaaaaaaaa
‘_12f 2222222222222222
Documen t nurmber 4500283256([F) t &2
wend t B2
Furchasing organiza tion 1
Purchasing group t E
Documen ttyp t
Docurnent dat t =
] age dat.
Application EF
Massags typ ¢
Transrmission time-spot
Processing status [0}
Creation dat
Time created Qe oo ;g
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Display Purchase Order (ME23N)

» Use this transaction to display a purchase order and
review the information

* To begin this transaction, you can use either the menu
path or the transaction code

Menu Path: Logistics > Materials Management > Purchasing
|

Purchase Order > Display

Transaction: ME23N
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ME23N allows you to display a document. Notice the fields are grayed out so changes
can’t be made.

Furchase order

Edit Goto  Environment tem  Help

JH G SHB Dnon B @m
=] Standard PO 4500000245 Created by Kim Ruhi

Docurnent overdew an | O ‘%@H @3 Print preview || Messages Help Personal seting || Accounting Docurnents

Standard PO e yendor 100177 RELIABLE OFFICE PRODUC.. Doc date  05/89/2003
AL Material Short text FO guantity Q. |CDeliv. date  |Met price Curr... \Per O |hdatl d@
K 1068174 FAPER,SHREDDER,ST.. 12EA DBG/30/2003 3,010 BOUSD 1 EL OFFl'D
[+]
[+
LT |L<d[+]
S BB I e e | N N s
|1 tern [10]100174, PAPER, SHREDDER,STRAIGHT-CE | | & ]
Material data | Quantitiesiweights | Delivery schedule | Delivery | Invoice k Conditions  Account assignment h. 3E
[[| 1 |2] AccAsscat Costcenter B Distribution Single accountassignm .8 CoCode COMMONW.. &
Unloading point Recipient
GIL account na. 6361100
Business area 15
CO area COP&
Costcenter 1522550000
Commitment itern B361100
Funds center 1522550000 Fund 10110020080
Earmarked funds Lo} Functional area 1318

b [130 P2 tefdeady | OVR 2
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List Displays of Purchase Orders (various)

 These transactions allow the user to display lists of purchase
orders for a specific plant

 There are several ways to display a list of purchase orders:
- ME2B List POs by Requisition Tracking Number
- ME2C List POs by Material Group
- ME2K List POs by Account Assignment
- ME2L List POs by Vendor
- ME2M List POs by Material
- ME2N List POs by Document Number
- ME2S List Services by PO Number
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Overview of Invoice Entry

An invoice is created in the system in one of four ways:
1. Payable Services PO Box (Scanned at Revenue)
Evaluated Receipt Settlement (ERS)

Invoicing Plan

XML

=~ W D
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Overview of Invoice Entry

 Supplier sends paper invoices to a central PO box in the
Dept of Revenue. The invoice is scanned and indexed
based on key elements from the invoice.

 Comptroller conducts a pre-audit review of each PO invoice
prior to posting the document in SAP. Upon posting of the
invoice document, the system completes a 3-way match to
confirm that the Goods Receipt, Invoice, and PO are present
and any discrepancies are within acceptable tolerances.

 |n addition, SAP also checks for CRP issues when the
invoice is $5,000 or more.
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Overview of Invoice Entry and Processing

* When the invoice is posted and there is a three way
match, it will be available for the next payment run. A
three way match means PO price >= invoice price and
goods receipt/service receipt gty >= invoice quantity.

» |fthe invoice price is > the PO price, the invoice will be
blocked for payment with a Price block (Prc.)
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Overview of Invoice Entry and Processing

» |fthe invoice quantity is > the GR/SR quantity, the
invoice will be blocked for payment with a Quantity

block (Qty)

* A manual block (M) will be set on invoices >= 5K when
obligations exist in the Contractor Responsibility
Program (CRP). When the invoice is blocked for CRP
obligation, it will be routed through workflow back to the
Agency invoice reconciler.
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Overview of Invoice Entry and Processing

* A manual block (M) will be set on all invoices >= $5
million. When the invoice is blocked for >= $5M, it will
be routed through workflow back to the Agency invoice
reconciler who will contact Treasury to get a pay date.

* Both of the Manual blocks are automatically checked for
each invoice processed with reference to a PO. If either
circumstance exists, the invoice processor is given an
error and required to set the manual block on the line
item.
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Invoicing

Learning Objectives:

» Understand how to search for and display previously
entered GR and Invoice information

» Understand how to locate supplier payment information

» Understand how to display accounting information
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Display Vendor Invoice Document for
Purchase Order (ME23N)

* Display Vendor Invoices can be used to verify internal questions
such as:

— Have the accounts been posted, and

— Who were the documents created by

« |tcan also be used to answer supplier questions, such as:
— Has the invoice been created in SAP?
— Has it been sent to Treasury?
— Has Treasury paid the invoice?

— What address was the check sent to?
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You can view the Goods Receipt or Invoice Document information in ME23N in the

ltem Detail section — Purchase Order History tab. To view further information, select
on the Material Document number to open further screens.

= =1
Burchase Order Edit Soto Enxironment Swysterm  Help
r@ ol 9 H | &&@ @ | 8 20 asn | EE @D

Standard PO 4500010330 Created by Cynthia Anderson

| Docurnent Overview On | El Print Preview || Messages | Fersanal Setting |

Standard PO = wendor 171236 MONTARNA STATE UNIVE | Doc. date 10/11/2002
| Headear
SEls It [a I [material |=hort Text |Fo ciuantity |o.. [c]oeliv. Date Jret Price [Curr... [Fer [0, |matl Group  [Pint [stor. Lacation  [s|AH
10 K 242220 ECUCATIONAL MATERIA 325.000EA D 10/17/2002 15.00USD 1 E4 FDMU-BOO . PDE Adrmin
20 K 242221 EDUCATIONAL MATERIA.. 13.000EA D 10772002 300 .00 UsSD 1 EA ZDRU-LAB .. FPDE Admin
30 K 1108328 SHIPPING CHARGES, ... 1.BE0Es D 10/17/2002 176.08USD 1 EA ZDMNU-BUIL.. PDE Admin
[=]
=
[ER[E3|l [ <11
EE [EElE e EEEE B
Iterm [10] 242720, EDUCATIONAL MATERIALS, BOOKE) [=]=1]

Material Data . Quantitiesiveights . Delivery Schedule . Delivery . Invoice . Conditions . Account Assignment g

= [ o n]sn| [ia] [E@] (@ =) [ 5]

Sh. Text | mvTlMaterial Document | Bem|Fosting Date [ amount]=  Quantity] oUn| Crey [Reference|= Amount in L[ Trans.sevent tvne [ order Price Unif

Purchase Order History Texts . Delivery ... 1],

GR 10185000250949 1 09M8/2003 487500 325000 EA  USD 487500 1 EA
Tr./BEv. Goods Jeceipt = 4,875.00 = 325.000 EA USD - 4.875.00 1
IR-L S105616328 1 09r25/2003 487500 325000 EA  USD 487500 2 EA
Tr./Bv. | i - = 4,875.00 = 325.000 EA USD - 4,875.00 2

b [ mMEZ3M FEl | petappsu [1INs [ [ 2
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Display Vendor Invoice Document via ME23N

Once in the Display Invoice Document screen, select the FOLLON-ON
DOCUMENTS button at the top of the screen.

— I
[= =1
Inwoice Docurment  Edit Goto Systern Help
'3‘ = oA B @& E @ 2 00RO oA s | EE G O

Display Invoice Document 5106785398 2007

| Show PO structure | I Follow-0n Documents . I

Transaction Invoice =l 5106735398 2087

Payment . Details  , Tax . Caontacts . RMote Wendor 0000120630
CERTRAL SUSQUEHAMMA INTERMEDIATE
Invoice date 10/08 /2007 Reference F-2078 LIMIT
Posting Date 11022007 PO Box 213
Amount 2,811 .99 UsD Caloculate tax LEWISHLUIRG PA 17237-0213
Tax armmount o, an 10 {(&F Sales Tax, exem.. =) aS¥0-522-1155
Text 016 #F43000221 38, custFCT4200, learn & serve, 8r22-
Fayrmt terms 20 Days net I: Bank acct AQZ236028
Baseline Date Tas19/20a7 = FIRST MHATIOMNAL BAME OF FEMMNSYLWAMNLA ol
Company Code COoOPA COMMORYEALTH OF PA Harrisburg —
Lavout All information =l
Iterm |Arn|:|unt |Quantity |Or...| @IF’urchase |Item |F'rc|curernent Doc. |F'O Text
1 144 .99 144 990 EA 4300022138 1 1G-Adminis
] 2 250 .00 250 . 000 EA, 42000221328 2 1G-Registrz
] 3 81 .42 51 . 420 EA A300022138 6 1G-Camimu
- 4 500 .80 1. 000 wcCi 4300022138 7 1G-Facilitie:
] 5 2. 76 2. TEOEA 4300022138 9 1G-hainten
- 5] 461 .90 461 900 EA 4300022138 11 1G-Frinae E
] T 1,370 .92 1,370 . 920 EA 4300022138 12 IG-Salaries
|| [=]
[=]
[ER|ICN | [«1[>]

al s oo Items

L mira FE]|

‘I:I:I Item Search Term
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Display Vendor Invoice via ME23N

A dialog box will appear. Double click on the Accounting Document.

[crList of Documents in Accounting

Documents in Accounting
Doc. Mumb.. | Ohject tvpe text

1011950604 Accounting docurment

1074900367 Spec. purpose ledger
F0278242584 Funds Management doc

|@ @ Separate || Original document
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isplay Vendor Invoice Document via ME23N

A screen will display showing the accounting information. Double click on
the PO number in the Text field.

=
Docurment Edit Goto  Settings  Extras  Environment  Systern Help
& B HISa@  DHEGE Smas | EE &
Document Overview - Display
[ [« ][> ][] [ [ onanee ][ save |
[=]
Doc.Type @ RM [ Invoice - Net ) Normal document L |
Doc. Number 51@1195060 Company code cCapPn Fiscal year 2Zpar
Doc. date 108/ 2007 Fosting date 110252007 Feriod a5
Calculate Tax
ReT.doc. T-2078
DoOC. CUrrency usD
Itm|Account |Account short text Amount|Earmd Fnds | Item|Cost Ctr order Fund Yalue date|FPBE| Text WES elemen
1120630 CEMTREAL SUSOUEHAMMA 2,811 .99- 1170252007 B1i#43800221 28, |:u
2|2100100 | Accrued Payables 144 .99 116336400808 | K171121... Foo4a700a |[11./02/2007
F|2100100 | Accrued Payables 250. 80 2116336400008 | K171121...( TO09487000 11 /0272007
412100100 | Accrued Payables 21 .42 G| 16336400008 |K171121... | TO09487000 |11 /022007
S5|2100100 | Accrued Payables s500. 80 TI16336400008 | K171121...( TO09487000 11 /0272007
G|2100100 | Accrued Payables 2.76 Q16336400008 |K171121...( TO09487000 |11 /022007
Fl21oo0100 | Accrued Payables 461 .90 1116332640000 |KA7T1121.. | FOQ94070008 (117022007
g|2100100 | Accrued Payables 1,370.92 1216336400008 |KA71121.. | FOQ940706068 (11 /022007
[ENIa]| | KRS
[ > [Feoz FE| petappio [Ns [ [ 2
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Display Vendor Invoice Document via ME23N

The accounting information for the first line item will appear. Double click
on the clearing number.

[=
Document Edit SGoto Exras  Environment Systerm Help

& z| d EH | €GO E G Y 4aa s | EE @
Display Document: Line Item 001

] [2][+]|[~][@|[ & additional Data |

___________ 120630
Company Code  GOPA
COMMORWESLTH OF Pa,

CENTRAL SUSQUEHAMNMA INTERMEDIATE  GIL Acc 2100600

LEWISBURG Doc. ho. |5S181195868

96

Line tem 1 7 Invaice ¥ 31

Armoudnt 2,811 .99 LIsD

Additional Data

Bus. Area 16

Disc. base 2,811 . 949 ISD  Disc. amount o aa s

Fayt Terms FE&E1 Davsipercent 30 |@a.nan | % | 0.0 | % o
Bline Date 184192007 Fixed

Frmnt Block Invoice ref. ! o

FPrmt Method Frt meth.su [11 FPayee

Clearing 1140272007 .-'iEEIEIEEI?EIEEH I

Assignment

Text 016 #4323000221 38, custFC74200, learn & serme, BI22- |$ﬁ,. Long text |
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Display Vendor Invoice Document via ME23N

The accounting information for that line item will display. Scroll to the right
to locate the check number and payment date.

[= =] = =]
Document  Edit Goto Settings  Extras  Enwvironment  Systerm Help
& Do H &@E@ DRE Shiam  BE & o
Document Overview - Display
= [Z][W][« ][> ][] [2][F] [=][F][=] G [E choose |[E save | [T [E[=5][E] [ Tox ata | [HI][E]
(=]
Doc.Type : ZP [ Payment Posting ) Mormal document Eﬂ
Doc. Number 20069792381 Company code COP& Fiscal wear 2007
Doc. date 1140272087 Fostinog date 1140242007 Feriod a5
Calculate Tax
DOc . CUrrency UsD
FPayment Run ID 11/02/2007 - BATCH
Itm|Account | Account short text Amount|Earmd Fnds|Item|Cost Ctr Order Fund Walue date|PBk| Text WEBS elemen
1120630 |CEMTRAL SUSOUEHAMKAL 2,811 .99 Check#: OQ304488 Ba..
212108000 ( Invoices Pavable 2,811.99- 1140252007
[=]
[~1
LIl [N/
[ L[ Fe0z M| petappiu (NS | [ 2
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Display Vendor Invoice Document via ME23N

Under the Text field you will find the check number. The payment date is
located under the Assignment field.

= [=] (=] [=]
Document  Edit Goto Seftings Extras Environment  Systerm Help

& 2 dH @@ DHE H0o8 EHE @
Document Overview - Display

Ez][[ [ ][] &) ] ][] 2] ] [ chroose [ save ][ [l ][] [N Tax oota J|EH] [

Doc. Type @ ZP { Payment Posting ) MNormal document

Doc. Number 2OEE9T73281 Company code COPA Fiscal year 20087
Doc. date 1140220087 Posting date 11402720607  Period 0a
Calculate Tax

Doc. currency usn

Fayment Run ID 1170272007 - BATCH

Itm|| Item|Cost Ctr Order Fund Yalue date PBKIText INBS eglement Iﬂss1gnment IPers.No. Busa

1 Check#: 00304428 Ba. FayDate 11/19/2007 16
2 1140272007 20069792812007 16
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Display Vendor Invoice Document | [

via Y_DC1_32000525

You can also locate supplier payment information by using transaction
Y_DC1_32000525.

=
Menu Edit Faworites Extras Systerm Help J
%4 |v_DC1_32000525 et S B o B 4 = T~ T i I
SAP Easy Access
[B=] S| &2 |v]|a

b (] Favorites:
= 3 SAP menu
> [J Office
(] Cross-Application Components
(] Logistics
(] Accounting
(] Human Resources

[ Information Systems

(] Tools

TETFRTFT
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via Y_DC1_32000525

« Enter your PO number r;mgram T 0 000 BER Do DN OB

Detailed Invoice Payment Report

o Select the check box next to

the PO Related Invoice rurase o Minge LRI CR 3
Payment Data along with the | = i . =
check boxes for the three : 3
items below it as shown . =

. Selectthe EXECUTE icon  [=rmmmms

Paid Invoices
Invoices sent to Treasury, but not et paid
Invaices created, but not vet sent to Treasuny

] MOMN-PO Related Invaice Payment Detail
[ Paid Invoices
] Invoices sent to Treasury, but not yet paid
[ Invoices created, hut notyet sent ta Treasury

[] Receipt Documents / Invoice f Payment Milestones
@ Entire report (Matched and unmatched GRilny documents)
) Exceptions only (Unmatched GRAny documents)
Cutput Type: @ On-screen (O Bxcel: Path:
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Display Vendor Invoice Document

via Y_DC1_32000525
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This will display the Detailed Invoice Payment Report for the purchase

order.

=
List Edit Goto Swsterm Help

(3] =

4 H@e@a@ DREE BN asn | EE @ DE

Detailed Invoice Payment Report
[=]
(=]
Program: ZM_REPT_INVOIGE_PYMT_DETAIL
User FPOO44G6220
*** Output Twpe: PO-related Invoices ***
Status PO& Bustrea FODocTp PGrp Callect# POYend# POYendilame Invho Fayvend# Fayvendh
1 4300022138 16 ZMEB =1%c] 128630 CENTEAL SUSOUEHANKMSE IMTERMEDIATE 5106785398 120630 CEMTRAL
1 4300022138 16 ZME Bo3 128630 CENTRAL SUSOUEHANME IMTERMEDIATE 5106819316 1206308 CEMTRAL
1 4300022138 16 ZNE BA3 120630 CENTRAL SUSOUEHAMMA INTERMEDIATE 5106862389 120630 CENTRAL
1 4300022138 16 ZhE =8c] 128630 CEMTRAL SUSOUEHARNME IMTERMEDIATE 5106876646 120630 CEMTRAL
1 4300022138 16 ZMEB Bo3 120630 CENTRAL SUSOUEHANHME INTERMEDIATE 5106906845 1206308 CEMTRAL
1 4300022138 16 ZME Bo3 128630 CENTRAL SUSOUEHANME IMTERMEDIATE 5106942515 1206308 CEMTRAL
1 4300022138 16 ZNE BA3 120630 CENTRAL SUSOUEHAMMA INTERMEDIATE 5106969731 120630 CENTRAL
1 4300022138 16 ZMEB BOZ 128630 CEMTRAL SUSOUEHANME IMTERMEDIATE 5107025682 1206308 CEMTRAL
1 4300022138 16 ZME Bo3 128630 CENTRAL SUSOUEHANKME INTERMEDIATE 5107028163 1206308 CEMTRAL
1 4300022138 16 ZMEB BRZ 128630 CEMNTRAL SUSOUEHANME IMTERMEDIATE 5107165304 1206308 CEMTRAL
(=]
[~]
| EN[I] I (<[]
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Display Vendor Invoice Document

via Y_DC1_32000525

Scroll to the right to view the check information and payment date.

[= [=] [=]
List Edit Goto Systerm  Help
& B dH @@ SHE STy EE @
Detailed Invoice Payment Report
[~]
[~]
Page: 1
Date: 12/26/2008
Time: 10:22:36
mt AoctDocho ClrDocho ChEAmt PayDt Cyclebays Fayment Info
99 5101195060 20863979281 2,811 .99 1141942007 42 Check#: 00304488 Bank: 59 Warrant#: QOOQOOOABFE5942
| 5101228827 Z0AF1Z22268 1,962 .70 12,26/ 2007 51 Check#: 06126218 Eank: 28 Warrant#: Q0OOOOOBTFIOS32
40 5101271683 2087295413 2,322 .40 O2/86/ 2008 57 Check#: 00317322 Bank: 59 Warrant#: QDOOQOOOGBS1S8546
24 5101285884 2087353990 2 B26.84 Oz2/25/2008 48 Check#: 06130693 Bank: 28 Warrant#: QOOQOO0OBE31192
94 5101315870 2087475283 2,880.94 O3/26/ 2003 44 Check#: 011383958 Bank: 38 Warrant#: 0000Q00O0B353325
o4 5101351354 2087626283 2,429 04 04/308/ 2008 51 Check#: 08Y¥04288 Bank: 22 Warrant#: QooQOooBsSsS0104
54 5101378392 2087748870 2,792.54 as/22/2008 42 Check#: 08710275 Bank: 22 Warrant#: 000000008395933
24 5101433986 20873999494 3,051 .24 oy /14/2008 40 Check#: QOY5247F7F Bank: 26 Warrant#: QOOQOOOES934330
0] 5] 5101436482 2008008785 5,095 06 Oy /21/2008 42 Check#: BYE86T7G24 Bank: 85 Warrant#: QDOOQOO0OES935930
24 5101572788 2008587204 55,550 .24 1141872008 56 Check#: 00362469 Bank: 59 Warrant#: Q000Q00O00O34055
[+]
[~]
[ER]IEN] Ilv]
[ | v_Dc1_zzo000525 FEl| petappsu [ns | [ 2
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View Accounting Information in ME23N

You can view line item balances and account assignment information in
ME23N by selecting the Environment menu and selecting AC Commitment
Documents.

=
Purchase Crder  Edit Goto  Emwironment  System Help
) 7| Header Changes 13 49 &9 | 2] | &)
— ltem Changes
7= SRM Copy-Stal atorial pated by Cathy Anderson
Dacument Overvigsw QN IEIE Material Stocks Fersonal Setting
Availahility |
SREM Copy-Standard .. _— ENTRAL SUISGALEHAM..| Doc. date |
endar -
1 Header - _
Yendor Evaluation
=Bl lim  [a || [waterial ity |o.. |cloeliv. Date  |Met Price
[ 7 Info Record 4 827 DOODEA D 07/25/2007
(]2 = B ARG e L 250 MEOEA D 07/25/2007
R Sgurece List 55,707 .000EA D 07/25/2007
(][] Contract
Q Ig I [ REiciuatation Addl Planning
Burchase Fequisition
Enem [1]1G-Admin @ Info Record alw
Material Data . Quantiti  AC Commitment Docurments livery Invoice Conditions AL
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View Accounting Information in ME23N

When the d|a|Og bOX [ List of Documents in Accounting
“Documents in Accounting’ Documents in Accounting

: : Doc. Mumb..{ Ohject type text
displays, double click on the [T Funde anagermantac

Funds Management document. T102025271 Cmmt Carryforw, Dot
T1021148768 Cmmt Carnfore. Doc.
T101612282 Cmmt Carnfore. Doc.
T102025272 Cmmt Carnfore. Doc.
T102118940 Crmmt Carnyfore. Doc.
T10M1 6228498 Cmmt Carnfore. Doc. —
T101 956674 Cmmt Carnfors. Doc.
T102001743 Cmmt Carnyfors. Doc.
T102225659 Cmmt Carnfore. Doc.
T101612283 Cmmt Carnfore. Doc.
T101612284 Cmmt Carnfore. Doc.
T10M1 6228496 Cmmt Carnfore. Doc.
TN 95RRTA | Crmimt Carnfntwe Dne

|§| '§|Eeparate Qriginal document E. 3

|[«1[>]

[«[»]]
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lew Accounting Information in ME23N

The Document Journal will display showing all activity for the line items.
You will see carry forwards from previous fiscal years, changes to amounts
in PO line items, deletions, and reductions (invoices).

=

List Edit Goto Wiews Settings Systerm Help
[~ D0 c@e DM D nos R @E
Document Journal

N selections

Document Journal

FIM Area COFPA

Year Commitment ltemn 2002

Commitment kem

Funds Center

Fund

Layvout

User FOD445880

Date/Time 120262008 10:21:05
ReDocMo |~ em|FM pstad. [Amount tvpe |= Pymt Bdgt] GIL Ace [Fund |Cost ctorder |Funds Center |Text
4300022138 1 0B28/2007 ariginal 4,827.00 6343117 7009407000 KA1F112120111 1633640000 IG-Administrative CEE
43000232138 06302007 Frevious Year Carryforeward  (Commitmen 4,827 00 6343117 TO0O9407000 EATF112120111 1633640000 IG-Administrative CEE
4300022138 o7s1r2007 Fallowing year carryforward  {cammitme 4,827.00 6343117 7009407000 EAF112120111 1633640000 IG-Administrative Co
4300022138 1150252007 Reductian 144,99 6343117 7009407000 KAF112120111 1633640000 IG-Administrative Co
4300022138 0250452008 Reductian F48.67 BI43M17T FOO9407000 KAT112120111 1633640000 IG-Administrative Co
4300022138 04y30/2008 Reduction 397 .65 GB343117 | FOOS407000 KA7112120111 16323640000 IG-Administrative Co
4300022138 OEs30/2008 FPrevious Year Carryforward  (Commitimen 3,935,668 6343117 7009407000 KA1F112120111 1633640000 IG-Administrative Cc
43000232138 70152008 Following year carryforeward  (commitme 3,935,686 6343117 7009407000 EATF112120111 1633640000 IG-Administrative Co
4300022138 1150552008 Adjustment by Follow-on Document 905,72 6343117 7009407000 EAF112120111 1633640000 IG-Administrative Co
43000232138 Reductian 23,029.94 6343117 7009407000 KAT112120111 1633640000 IG-Administrative Cc
43000232138 1152652008 Adjustment by Follow-on Document 905 72 B343117 7009407000 KAT112120111 1633640000 IG-Administrative Cc
4300022138 Adjustment by Follow-on Document 905,72 GB343117 | FO0OS8407000 KA7112120111 16323640000 IG-Administrative Co

a1 - 0.00

43000232138 2 062852007 Criginal 250.00 6343117 7009407000 KAF112120111 1633640000 IG-Registration Fees
4300022138 06302007 Frevious Year Carryforward  (Commitmen 250.00- B343117 7009407000 EAF112120111 1633640000 IG-Registration FeesE'
43000232138 a7l r2007 Fallowing year carryforward  {cammitme 250.00 B343117 FOO9407000 KAT112120111 1633640000 IG-Registration FEESE'
NI I (<11
[ B[ mEz3M FE| petappeu [ns [ | 2
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Account Assignment Structure



General Ledger Accounting

109

Commonwealth G/L Types
1 — Asset Accounts
2 — Liability Accounts

3 — Reserves, Unreserved, Equity
Accounts

4 — Revenue Accounts

5 — Costs of Goods Sold

6 — Expense Accounts

7 — GAAP only accounts

8 — Reserved for CO
CO secondary postings
Such as 200 transfers

pennsylvania
DEPARTMENT OF GENERAL SERVICES

61 — Personnel Services

62 — Inventory
Consumption

63 — Operational Expense
64 — Fixed Assets

66 — Grants

67 — Bad Debt Expenses

68 - Depreciation
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Cost Centers

Controlling Cost Centers

Example: 1810100123

18 = Agency (same as Business Area number)
1 = Secretary or Deputy Secretary

0100 = Organization

123 = Agency Defined
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Internal Orders

* |nternal Orders will be used for:
— Maintain cost collection
— Costs with pre-determined life i.e., dockets, claim cases, missions

— Federal Grants

* Non-Grant Internal Order numbers will be system generated,
with some exceptions for unique business process

* Field Length: 12 characters
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Internal Orders

Controlling Federal Grant Internal Orders

Example: G21100100001

G = Agency Indicator
21100 = Grant Number
1000 = Program Measure
01 = Class

» The Grant Number (characters 2-6) is the 5-digit grant number that was used in ICS.

> The Program Measure (characters 7-10) is the modified version of the 5-digit program
measure that was used in ICS.

» The Class (characters (11-12) is the new numbers used to group Internal Orders to make
up individual line items for Federal reporting purposes, if necessary.
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General Ledger/Commitment Items Relationship

G/L Accounts Commitment Item Accounts

6311010 Travel-Lodging

6311020 Travel-Subsistence

6311030 Travel-Mileage » | 6311000 Travel

6311040 Travel-Transportation

6311999 Travel-Other
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—

Funds Management (FM)

SAP Fund

Example: 1012301333

10 = Ledger

123 = Appropriation-all new appropriation numbers

01 = Fiscal year

333 = Agency Defined-Lower level fund, PennDOT Program
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Funds Management (FM)

* Funds Center and Funds Center Hierarchy

— Fund Centers represent the organizational areas of
responsibility for budgetary monitoring and reporting. Funds
Centers are in a standard hierarchy which is used in drill-
down reporting. For reporting purposes Funds Centers can
be organized in alternative hierarchies.

— CO objects, cost centers, internal orders, WBS elements can
be assigned or linked to funds centers.

— Field Length: 10 characters
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Funds Management (FM)

Example: 1811020000

18 = Agency (same as Business Areas Number
1 = Optional Secretary or Deputy Secretary
1020 = Organization

000 =Always 0
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i
i

Functional Area

Functional Area is a responsible program dimension of a
governmental organization. Functional area is not hierarchical.
Functional Area is available in FM, CO/PS, and FlI.

* Field Length: 4

Example: 1340

1 =Program-Budget and CAFR (7)
3 = Category

4 = Subcategory

0 = Not Defined
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—

P Basic Help Cards

SAP’Basics Help Card

SAP'Basics Help Card

Single Sign-on Tool Bar Buttons

Sessions
- o & To Open 8 new SEsgomn Bysterr > Craafe session
ﬁb Enlar [ENTER] & Too swilch han Y BRSNS FALT & TARS ar ATTAT +« FRITT
SAP L fer Windows . :
| w To closc o STssko Syslears = Soad sarssawrr
w Douhie cick SAT legoa IQ Save [F11]
Con o on deskoo 1o | ch S
o Llsar will automatically hea 6 Back LFIl Freqmntly Used Commands
T £ SAP user ==
i mobeeork id and @ ; R LCreales & sesaion atd goes to tantaction XM IX
e ssword Exil [SHIFT + F3 Lists open sessions
i Ends the current session
N e Cancs  [F12] AN NN Ende the cumment system task and goos to
tromsoolion ¥MMXY
Warhplece E a = [CTRL + P] SHTO00 Aetums to SAF B3 Systmm screen froas
Fant -
a Doubles clch Browwaar et an i any Lysraen soren
dorkicp bo laomcd 1 E] FNEMD Logs offl the system
] Eim
- Navigetn lo warkphees awr : hd  [CTRL + G]
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Additional Reference Materials

* To view the Management Directives, Executive Orders,
Administrative Circulars, and Manuals go to the Office
of Administration website at www.oa.state.pa.us

 To view the Procurement Handbook and the
Procurement Code, go to the Department of General
Services website at www.dgs.state.pa.us/procurement
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