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Course Objectives

» After successfully completing this course, you will be able to:
— Understand the special features of SRM 7.0
— Perform the necessary functions to create a Purchase Order (PO)
— Create and edit legal documents in Document Builder (DB)
— Printa PO
— Make necessary edits to a PO
— Access a PO to delete individual line items or delete an entire order
— Redistribute work to other sourcing professionals
— Source a requirement and create a PO
— Liquidate the balance of a PO when a partial Goods Receipt was done

— Business Partner Update
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SRM 7.0: Introduction and Overview
 Create a Stand-alone PO
 Create a DB Document
 Create a PO w/Reference to a Contract
* Print a fully executed PO
 Editand Delete a PO
«  Workload Redistribution
 Source a Requirement and Generate a PO
 Source an Inventory Requirement and Generate a PO
« Liguidate Commitments/Complete Shopping Cart

 Business Partner Update



SRM 7.0: Introduction
and Overview
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Overview of SRM 7.0
Logging In

The SAP/SRM Portal Desktop is accessible through
www.myworkplace.state.pa.us

Bing P |

: Lo [x

File

Edit View Favorites Tools Help

* & Snaglt (S % @Convert ~ [ Select

i Favorites 54 | Get more Add-ons ~ 2| Department of General Se... & | Free Hotmail

1
U
@

= Universal Worklist - QE2 ~ Page~ Safety~ Tools~ (@~

Search Q- New Session Log off

Welcome: Cynthia Anderson I

Employee Self Service SRM Lso
SRM
SAM = SRM = My Settings Full Screen || Options ~
My Settings =
System Status EIE
Reports
Display SRM Documents System Message:

IO If you are experiencing access problems with this site, please select status for system availability information.

Requisitioner
___ O MyCommenwealth Weorkplace vill be unavailable on Wednesdays from 7:00 PM - 8:00 PM Eastern Time for regular systerm maintenance and Sundays from 7:00 PM - 11:00 PM Eastern Time for system backup.
Pcard Requisitioner

Receiver

Purchasing

Workload Redistribution
Universal Worklist
Business Partner

- Tasks (2/2) Alerts
RFx and Auction

~ Services Showi: [New and In Progress Tasks (2/2) ~ | [Select a Subview ~ | [A0 - % EE

Maintain Users Own Data | Subject o Priority . - =

Change Aftributes. Your shopping cart 11507304 ‘P00446880 08/19/2013 10:42 changed" changed/rejected in part. Please check Hew Medium  Aug 19, 2013

SRM Help || znB-8A:15- Revise Purchase order no. 4300375716 $10.500.00 New Medium  Aug7,2013 1
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Overview of SRM 7.0
Portal Desktop Landscape

™ . = = eeaoeooeaaaeees oo
Header Area - N B -

X & Snagh O B x  @Convert ~ [B)Select
i Favorites 54 £ | Get more Add-ons > & | Department of General Se... & | Free Hotmail

>

=7 Universal Worklist - QE2 B~ B - =) @ v Pagev Safety~ Took~ @~

Search: Q- Hew Session Log off

History Favorites View

e s €= TOP=Level Navigation (Work Centers)

Welcoms: Cynthia Anderson

SRM
SAM = SRM = My Settngs Full Screen || Options
My Settings =
System Status ElE
Reports
Display SRM Documents e

- IO If you are experiencing access problems with this site, please selact status for system availability information.
Requisitioner

. O MyCommonvealth Workplace vill be unavailable on Wednesdays from 7:00 PM - 8:00 PM Eastern Time for regular system maintenance and Sundays from 7:00 PM - 11:00 PM Eastern Time for system backup.
Pcard Requisitioner
Receiver

Purchasing

Workload Redistribution
Universal Worklist

Business Partner

.~ Tasks (2/2) Alerls
RFx and Auction

~ Services Show: [New and In Progress Tasks (2/ 2} ~|[Select a Subview ~|[an - % FE
Waintain Users Own Data 7 | Subject Status Priority Sent Date =]
Change Attributes Your shopping cart 11507804 'PD0446880 0819/2013 10:42 changed' changedirejected in part. Please chy New Medium  Aug 19, 2013

SRM Help D ZNB-BA:15- Revise Purchass order no. 4300375716 §10,500.00 Medium  Aug7,2013

Content Area

Navigation
Area

(Control i
Center)
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Overview of SRM 7.0

Navigating the User Interface
* Roles
— Your user role(s) are assigned by position

— Access to your role(s) are within the Control Center (e.g., left
navigation pane)

* Transactions

— Upon selection of a specific role, the associated activities and
transactions display as Worksets in 7.0
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Overview of SRM 7.0

Navigating the User Interface
»  Worksets

— Groups of role-specific activities and/or transactions which
display when the corresponding role is selected

— Multiple levels of Worksets are permitted in SRM 7.0
« Document Landscape

— SRM 7.0 document landscapes have elements contained in
both SRM 5.0 and SAP R/3

= Examples will be shown throughout the course

10
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Overview of SRM 7.0
Control Center in SRM 7.0

SRM

* Your user role is assigned to your position

* Access to your role is within the Control
Display SRM Documents Ce nter

e » When arole is selected, Worksets
assigned to the user are displayed

Pcard Reqguisitioner

Workload Redistribution

Buginess Partner

— If applicable, an additional Workset is
- displayed below the initial result as

Document Builder

shown in this screen capture

Shopping Cart Complete
Create Documents
* Create Purchase Order

* Create Contract

* Carry out Sourcing

11
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Overview of SRM 7.0

Personal Object Worklist (POWL)

SRM > SRW » Purchasing Full Screen
My Settings
Reports Central Contracts - Al Purchase Orders - Al Shopping Carts -All |
Display SRM Documents
Requisitioner ‘ View: | Create Shopping Cart Copy | | | Refresh Exports e
[ o T T | Shopping Cart Number Shopping Cart Name temNumber | Configurable kem Number tem Name Status Created On | Quantity | Unit Net Value | Currency Total Net Value | Currency | em Status =]
Receiver | | 11500875 EUT-BA 11 A Pinko 1 ENT ALS Medical Cases Approved 09/03/2013 13:37:16 10.000 | EA 3,600.00  USD 10,525.00 USD In Purchaser's Workiist =
P — || 11508575 EUT-BA 11 A Pinko. 2 Rescue Blankets Approved 09/03/2013 13:37:16 | 75.000 | EA 1,125.00 | USD 10,525.00 USD In Purchaser's Workiist
Workload Redistribution 11508575 EUT - BA 11 A Pinko 3 Emergency Stretcher Approved 09/03/2013 13:37:16 10.000 EA 800.00 USD 10,525.00 USD In Purchaser's Worklist
11508575 EUT-BA 11 A Pinko. 4 Emergency Hospial Services Approved 09/03/2013 13:37:16 50.000  H 5,000.00 | USD 10,525.00 USD In Purchaser's Workiist
s G || 11500574 EUT - BA 11 A Pinko 1 EMT ALS Medical Casas Approved 08/03/2013 13:37:10 10.000 | EA 3,600.00 | USD 10,525.00  USD In Purchas: orkist
RFx and Auction || 11508570 EUT-BA 11 A Pinko. a2 Rescue Blanksts Approved 09/03/2013 13:37:10 | 75.000 | EA 1,12500 | USD 1052500 USD In Purchaser's Worklist
I || 11509572 EUT-BA 11 A Pinko. 3 Emergency Stretcher Approved 09/0372013 13:37-10 10.000 | EA 800.00 | USD 1052500 USD In Purchaser's Worklist
|| 11508572 EUT-BA 11 A Pinko 4 Emergency Hospital Services Approved 09/0372013 13:37-10 50000  H 500000 USD 1052500 USD In Purchaser's Workiist
R e ] EUT - BA 11 B Procopio 1 EMT ALS Medical Cases. e 09/03/2013 13:37.08 10.000 EA 350000 USD 1052500 USD In Purchaser's Workiist
T SIS M | EUT - BA 11 B Procopio 2 Rescue Blankets Approved 09/03/2013 13:37:08 75.000 | EA 1,125.00 | USD 10,525.00  USD In Purchas: orkiist =
Shopping Cart Complete o Last Refresh 09103/2013 13:37:17 EST Refresh
Create Documents
* Create Purchase Order
* Create Contr
* Carry out Sou

« The POWL is located in the content area of the portal desktop

12
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Overview of SRM 7.0
Personal Object Worklist (POWL)

SRM

SRM = SRM = Purchasing

A
r A )

Reports Central Contracts - Al | Purchase Orders- Al /" Shopping Carts - All |

My Settings

Display SRM Documents

»
LELCEICITE | View: |[Standard View] *|| CreateShopping Cart Copy | Display Edit Delete | Order Cre

e U} | Shopping Cart Number I Shopping Cart Name | ftem Mumber | Configurable tem Nu
Receiver 11509575 EUT - BA 11 A Pinko 1
Purchasing 11509575 EUT - BA 11 A Pinko 2
e 11509575 EUT - BA 11 A Pinko 3

Workload Redistribution —

11509575 EUT - BA 11 A Pinko 4
kit 11509574 EUT - BA 11 A Pinko 1
RFx and Auction 11509574 EUT - BA 11 A Pinko 2
=  Gurrs || 11509574 EUT - BA 11 A Pinko 3

11509574 EUT - BA 11 A Pinko 4
Document Builder | 5

11509573 EUT - BA 11 B Procopio 1
R 11509573 EUT- BA 11 B Procopic 2

Shopping Cart Complete

Create Nocuments

— It is a query-driven worklist containing procurement
documents from your work area

» The Active Queries displayed will vary depending
upon the selected Workset

13



Overview of SRM 7.0
Personal Object Worklist (POWL)

Central Contracts - Al / Purchase Orders - All } Shopping Carts - All |

b Search Criteria

I| View: |* [Standard View] - |

Create Purchase Order Create with Reference s Copy _ D|Sp|ay query f|e|ds by
selecting the SEARCH
7 CRITERIA button

&

Number:

Purchase Order Hame:

ltem Description:

4]

Status:

Timeframe:

&

Creation Date: To {7 5

Purchasing Organization:

&

D|:|IIIID II I I ___|:|
!!!E !!!!IIE
|
h

13 =

Purchasing Group:

Supplier:

o

Preferred Supplier:

Goods Recipient:

Product Category:

Including Product Category Hierarchy:

Product ID: ]
Supplier Product Number: |
Account Assignment Category: il
Account Assig t Value: |
Delivery Date: <> To ] =
Company:

Contract Number:
Location:

Reguirement Number:
Only with Change Version:

Smart Number:

14
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Overview of SRM 7.0
Personal Object Worklist (POWL)

Central Contracts - All Purchase Orders - All l Shopping Carts - All
View: |* [Standard Wiew] '| Create Purchase Order Create with Reference 4 Copy Display Edit Delete Purchase Order Response a4 [ofify Print Preview Refresh Export s ET-]

TEy| Purchase Order Number Purchase Order Name tem Mumber ftem Mame Status. Supplier Name Total Walue = | Currency |Z|
|— 4300003624 FT CRP Testing for SP 10421/2010 11:55 1 Testing CRP and FT for Support Packs Ordered ABC CONSTRUCTION 100,000.00 USD —
[ | 1300003624 FT CRP Testing for SP 10421/2010 11:55 2 Another line for more testing Crdered ABC CONSTRUCTICN 100,000.00 USD

| 4300003592 RM Snapshot Test workfl 09/28/2010 08:34 1 original line tem Ordered CAROLE GRASS 100,000.00 USD

| 4300002227 Test for Bob 12/03/2008 10:02 1 Testing for Bob Ordered SECCO 100,000.00 USD

i 4300001740 PO0514646 0211/2008 16:53 1 Tina Testing ZPOC transaction type Crdered BILLS TRACTORS 100,000.00 USD

| 2300001570 POOOBS160 01/03/2008 07:52 1 test Awatting Approval | ASAP SOFTWARE EXPRESS 100,000.00 USD

| 4300000544 test portal supplier 1 test portal supplier Awwaiting Approval INTERMATIONAL PAPER CO 100,000.00 USD

| 4300000169 PO0029160 04/03/2007 18:05 1 driver Saved CAROLE GRASS 100,000.00 USD

| 4300000167 POOOSTS52 04/03/2007 15:50 1 Tables Saved ASAP SOFTWARE EXPRESS 100,000.00 USD

| 4100001081 Document Builder Test 1 Test for Sharon Saved CAROLE GRASS 100,000.00 USD |E|
o Last Refresh 0T/15/2013 11:14:07 EST Refresh

« Results of the selected query are displayed in a table format

« “One-Step” buttons are available at the top of each query

—  To make additional One-Step options available, choose a document to work with

15
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Sample Document Landscape (PO)

Create Purclase Ovder

Chpin | Cmen | Srated L

LiNRaadTEl Puribads Oraer Trpe Sw=ae B ok ® PR Dusinsreprtl Gt S50L000 ) Titsl Vi [Ggas] 5858 930 erude] Mgl

Ouarsben | Sedle | teme | el S ATECSSe | A

chaae Crier Mumter 4200004108
B e
By [w - 4
e [ =
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Leties [Ionan )
T e a
g DTpanc. .}
g e m I}
el Wl
e G -
[ et hmm i | ooy | Puwie | Copicute | Doite | Limcrntn | | | Proposs Sourcen of Sepow | A2 Condbon o || Bemove Comdboe o | Romcas cpton ||| Pecmm b | e Seaee
T e famar Dwiwied | B Ty b Namter | Proded Deerpinn Praduct Camgary Osamity  Ust S Frop  Cemmendy Per  MeiPros OpicaType OedwTige  Condiicn  Opfion Jmde Cwienry Datm  Acczent Asngreen! Tige ALEEeTE ANNGTTET fmee

This is an example of a document landscape. Displayed is the initial
tab (Overview) upon creation or entry of a PO.

16
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Overview of SRM 7.0

Sample Document Landscape (PO)
Title and Header Area

Display Purchase Order
= | [ Print previewe | | [%] | [ check ][ Close ][ Copy ][ Complete ]| Related Links 4

urchase Order Number 4300004955 Purchase Order Type Standard PO Status Ordered Document Date 06/17/2013 Total Value (Gross) 10,001.00 USD

mart Number Supplier ASAP SOFTWARE EXPRESS

» Title and Header areas contain command buttons, and information about the document
such as document number, document type, document date, total value, and supplier

Tab Pages
[
Overview . Header tem= -~ Motes and Attachments  Approval ©  Tracking

\Generallhta | Motes and Attachment | -Dutput’

Sub rl'abs

 Various data is contained throughout each of the tabs and sub-tabs. For example,
Notes and Attachments tab would contain text and attachments.

\

17
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Overview of SRM 7.0

Sample Document Landscape (PO)

Create Purchase Ovder

Psghis Qv Ry L1000 00 Prirads Crosy Trpe dusae B R R Dopgmerropr it G001 Tortsl Voot 0raas] 055 B0 P g

s—"
Crerendeiy S e fp B LRRIRSEME LR ¥ Tippeey

Corrs Hesdes Dals

o LR ( \
- The area where

data is entered is
known as the
Application Area. Y

kol ol of oo

T s Ramter Coiwisd EBmTyoe B fomte Prodai0 | Desripicon Product Camgery Owantty | UsE Croma P Camrensy Par | Nt Wt  Oedw Tige  Coadice Phe TEia cwboeny Datm  Asuoant Assgrees Tygs AR AN s
e e P L LD 1000 i EERR S i
[ g

— pplication Area =

T Rl

C o0 s

C.00 S

Uggral = B -2
W B Ay
e =g v W e
u E H Lol

Tortsll ‘ol b

Tl Vighoh [Gradd]
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Overview of SRM 7.0

Search Feature

w Partner

Details Adda  Send E-Mail Call Clear

» Select the match

> v code icon to open a

= Service Agent

= Goodsz Recipient 703385 dialog bOX to inpUt
:_ St ToAdtess ! the search criteria

= Location IN3ITS

=D

 Use the dropdowns
in the search criteria

Search Criteria

Hide Search Criteria & @

Business Partner |v||15 |"'|| @@ " '

N /st name s [~ [anoeRson @@ to filter by applicable
Mame 2/First name [=][i [=] [cynTHIA (= . .

Searchterm ] |v||'§ =11 @@ Crlterla

Waximum Number of Results:

| Clear Entries | [ Reset to Defautt | ° Select the SEARCH
Results List: 1 results found for Requester b utto n to d iSplay

Last name = First name Org. Unit Hame BusinessPartner

Anderson Cynthia G3PRT140 703388 reS u |tS

19
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Overview of SRM 7.0

Search Feature

w Partner
Details Adda Send E-Mail Call Clear
Function MNumber Ma
* Requester 703385
[ * ‘Vendor 161302 GO
: =  Service Agent
= Goods Recipient 703389
[ =  Ship-To Address 1 EX]
Bl - Locsson B01375 DG

 The chosen value is transferred into the applicable field

20
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verview of SRM 7.0

Create Purchase Order

[‘order |[ Save | | [Print Preview | | [ Check || Close |[ Related Links 4 |

0 PO’s without reference to a contract ==10K not allowed E
0 Line 1: Mo GJ/L account was entered; enter a G/L account
o Line 1: Error in account assignment for item 1

0 Line 1: Enter a value in the mandatory field Cost Center in account assignment

Purchase Order Number 4300385744 Purchase Order Type DGS Created PO Status In Process Document Date 11/22/2013 Total Value (Gross) 82276 USD Smart Number
Supplier GOODYEAR TIRE & RUBBER COMPANY INC

* Tips, Warnings, and Error messages are located at the top of the
screen

21
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Creating Purchase Orders

» Select Purchasing —
Left navigation pane — Create Documents —
» Select Create Purchase Order

PO and SC Business Partner...

Shopping Cart Complete

Create Documents
* Create Purchase Order
* Create Contract

* Carry out Sourcing

23
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Creating Purchase Orders

* Select the Purchase Order Select Purchase Order Type
Type by selecting the gray @ Continue |
blOCk Select the type of purchasze order that you want to create.

Purchase Order Type | Purchase Order Type Description

o Select the CONTINUE button o oS CreaEa R
ZEP Emergency PO
ZEPI EmergencyPO Ind Agcy
ZEPO Emergency PO O& QT
ZNB Standard PO
ZMNBI =td PO Ind Agency
2581 SoleSre Supphy IndA
2301 SoleSre Serv IndAgey
£3RM Local Purchase Order
Z558 Sole Source Supphy
£55D Sole Source Service

24
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Creating Purchase Orders

Create Purchase Order will open in the Overview tab.

Create Purchase Order

| Qrder H Save| | | Print Preview | \ | Check || Close || Related L|nk5‘| El
Order 4 82 Order Type PO Status In Process Document Date 10/17/2013 Total Value (Gross) 20,868.00 USD Smart 7 GOODYEAR TIRE & RUBBER COMPANY INC
Header | fltems | MNotes and Attachments ~ Approval ©~  Tracking
General Header Data Note to Supplier: L2
Smart Number: | P00445830 10M7/2013 09:23
["] Smart Mumber is External
Purchase Order Number: |4300384582 indernal Nobe:
PO Name: (2517 Tires |
Supplier: * |161302 GOODYEAR TIRE & RUBBER COMPANY INC
Reguester: * |70338% Cynthia Anderzon
Recipient: * [T03389 Cvnthia Anderson
Location: [301375 DGS Bureau of Procurement
Ship-To Address: |1 EXEC BRANCH
Purchasing Organization: * |CDPA Purchasing Organization |
Purchasing Group: * |DGS Central Purchase Purchasing Group | Show Members
Total Value (Net): 20,869.00
W ltem Overview
| Details || Add ltem 4 || Copy || Paste || Duplicate || Delete || Undelete | | | Propose Sources of Supply ” Add Condition 4 H Remove Condition 4 | \ | Proc: Al ftems | Fitter Set
5 | Line Number Deleted | tem Type Hem Mumber | Product ID | Description Product Category | Quantity | Unit | Gross Price | Currency | Per | Net Price | Option Type | Order Type | Condition | Option Status | Delivery Date | Account Assignment Type | Account Assignment Numib
|_| = 1 Material 1 245/60R18 Radial Tires 25172504 100.000 EA 208.69 USD 1 208.69 102972013 Cost Center * 1577101000
- Material + 0 0.000 0.00 USD 0 0.00 -
- Material + 0 0.000 0.00 USD 0 0.00 -
- Material + 0 0.000 0.00 USD 0 0.00 -
- Material « 0 0.000 0.00 USD 0 0.00 -
- Material « 0 0.000 0.00 USD 0 0.00 -
- Material = 0 0.000 0.00 USD 0 0.00 -
- Material + 0 0.000 0.00 USD 0 0.00 A
= Material - 0 0.000 0.00|USD: o 0.00 -
= Material - 0 0.000 0.00|UsSD: o o.00 -

Total Value (Net) | 20,359.00
Total Tax 0.00
Total Value (Gross) 20,859.00

25
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Creating Purchase Orders
Overview tab

Overview |’ ems es Attachments A
G r Data
m Mumi 00445880 1 2 09
[] Smart Number is Ext
mber, =iRB8s £82 Internal Note:
ame: | ires |
Supplier: * [161302 [ 7] GOODYEAR TIRE & RUBBER COMPANY INC
Requester: * (703389 [F] Cwnthia Anderson
Recipient: * [703389 7| Cynthia Anderson
Location: |3El‘1 375 | DGS Bureau of Procurement
Ship-To Address: [1 [F] EXEC BRAMNCH
5] [coPa. P izati o
rchasing Group: * |DGS Central Purchase Purchasing Group | Show Members
Nl (Met) 0,859.01

* In the General Header data, select the PO Name field and name the PO

« Complete all required fields such as: Supplier, Requester, Recipient,
Location, and Ship-To Address

* |f the Supplier Number is not known, a search can be performed
— Select the Supplier Name to view the details

26
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Naming Your Document

* There is a 40-character limit on the document’s name

— Characters include letters, punctuation, and spaces
* The name must include:

— 4-digit UNSPSC code (ref: www.unspsc.org)

— Space or Dash

— Noun that describes the item or Contract Title (no
abbreviations)

* Example:

— 2517 Radial Tires

27
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Creating Purchase Orders
Overview tab

rview Ij
| Details § Add ftem a || Copy || Paste || Duplicate || Delete || Undelete | | | Propose Sources of Supply || Add Condition 4 H Remowe Condition 4 | | | Process All tems | Fiter Settings
] per Deleted | tem Type | ttem Number | Product ID | Description Product Category | Quantity = Unit | Gross Price | Currency | Per | Met Price | Option Type | Order Type | Condition | Option Status | Delivery Date | Account Assignment Type | Account Assignment Number D

Material 1 245/60R18 Radial Tires 25172504 100.000 EA 208.69 USD 1 208.69 10/289/2013 Cost Center w 1577101000
Material + 0 0.000 0.00 USD 0 0.00 -
Material + 0 0.000 0.00 USD 0 0.00 -
Material + 0 0.000 0.00 USD 0 0.00 -
Material + 0 0.000 0.00 USD 0 0.00 -
Material + 0 0.000 0.00 USD 0 0.00 -
Material + 0 0.000 0.00 USD 0 0.00 -
Material + 0 0.000 0.00 USD 0 0.00 -
Material ~ 0 0.000 0.00 USD 0 0.00 -
Material + 0 0.000 0.00 USD 0 0.00 - |:|
Total Value (Net) 20,869.00 uso
Total Tax 0.00 usb

Total Value (Gross) 20,869.00 uso

* In the Item Overview, continue data entry in the applicable fields

— Enter as much of the information listed on the Item Overview as
possible

* Access line item details by selecting the ltem Number or the DETAILS
button

28
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Creating Purchase Orders
Items tab

General Data Prices and Conditiol Account Assignment Notes and Attachments Approval Preview Related Documen ts Extended PO History Payment
- gosic E]
Identification Currency, Valu jici)
ttem Number: |1 Quantity / Unit: | 100.000[EA [T (] 0] EA is equivalent to: o)
tem Type: | Material Gross Price / Per: | 293-59| usD | 1| EA
E—
Product ID: | ]| Net Value: 20,869.00| USD
Description: [245/60R18 Radial Tires ] Net Price: ZEE =Y
Product Category: AUTOMOBILE/LIGHT TRU Tax Code / Amount: [10:A/P Sales Tax, exempt hd 0.00| USD
EEEE carvice and Delivery
0 Detery Date:
Further Properties Underdelivery/Overdelivery Tolerance: %! %
Supplier Product Number: Storage Location: El
Status and Statistics
tem Deleted:
Closeout Status: [
Cancelled: [ ]
¥ Partner lj
| Details |[ Add 4 |[ Send E-Mail ][ cal ][ Clear | Filter Settings
Function Number Name
D Requester 703389 Cynthia Anderson
| | + Goods Recipent 703389 Cynthia Anderson
| | - ship-To Address 1 EXEC BRANCH
'_| 301375 DGS Bureau of Procurement
 |n the General Data sub-tab, data should default from the ltem Overview

* Verify the information and add any additional information that is
applicable

* Verify the information defaulted in the Partner section is correct

29



pennsylvania

DEPARTMENT OF GENERAL SERVICES

Creating Purchase Orders
Items tab

Overview | Header /a=|' Notes and Aftachments | Approval ©  Tracking
| Details || Add tem 4 || Copy H Paste || Duplicate || Delete || Undelete | ‘ | Propose Sources of Supply || Add Condition || Remove Condition « || Exercis ion | | | Process All kems
TEy| Line Number Deleted | kem Type | tem Mumber | Product ID | Description Product Category | Quantity | Unit | Gross Price | Currency | Per | NetPrice | Option Type | Order Type | Condition = Option Status | Delivery Date]
|_| = 1 Material 1 245/60R18 Radial Tires 25172504 100.000 EA 208.69 USD 1 208.69 10/28/2013
- Material + 0 0.000 0.00 USD o 0.00
" Material + 0 0.000 0.00|USD 0 0.00
" Material + 0 0.000 0.00|USD 0 0.00
" Material + 0 0.000 0.00|USD 0 0.00
" Material + 0 0.000 0.00|USD 0 0.00
" Material + 0 0.000 0.00|USD 0 0.00
" Material + 0 0.000 0.00|USD 0 0.00
" Material + 0 0.000 0.00|USD 0 0.00
- Material « |0 0.000 0.00 USD o 0.00
'+ | Details for Item 1 245/50R15 Radial Tires E
General Data I Prices and Contilinnsl Account Assignment Notes and Attachments Approval Preview Related Documents Extended PO History Payment
* Prices and Conditions li‘
[ Add Condition 4 || Remove Condition || Details Aggregated Release Value | Fiter Settings
Price / Condition Amount | Amount Value Per | Price Unit Value | Document Currency Contract Aggregated Release Value
|_| Price (Manual) 208.69 USD 1 EA 20,869.00 USD
DGrDss 208.69 USD 1 EA 20,869.00 USD
I:‘ Discount Amount 0.00 USD 1/EA 0.00 USD
l:‘ Net 208.69/USD 1 EA 20,869.00|USD

 In the Prices and Conditions sub-tab, data should default from the ltem
Overview

30
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Creating Purchase Orders
Items tab [ e meriens somempmen

General Data [ Prices and Conditions [ Account Assignment [ Notes and Attachments
w Basic
Cost Distribution |Percentage |+ |tails || Add Line || Copy || Paste || Duplicate || Delete | | | SpitD
P t
Number A Eer;&n at?rt.: 1 Percentage Account Assignment Category
y Quan
0001 100.00 [Cost Center -

By Value

Mixed Account - Single Line
Asset

Cost Center

Mixed Account - Multi Line
Cirder

WBS element

Grant Internal Order

 The Account Assignment Category should default from the ltem Overview
— Cost Distribution can be by Percentage, Quantity, or Value

— System allows for copying, pasting, and adding of additional ling(s) of
account assignments
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Items tab

Details for tem 0001 : Cost Center

pasic et Fung: | 1007400700 |F] oGS Procuremen t
* Percentage: |100.00 | Sudget Period.
Accoun t Assignment Category: |Cost Center [=] o0 ||M —
l * Cost Center: | 1577140000 |[| Strat Suprt &Aud Div I Unfunded Accounting Line: [
Fund Center: | 1577140000 7] pGS Procuremen t
Functional Area: [1310 |7| Facil, Prop & Comm Mgt

Controlling Area: |COPA
| General | Ledger Account: [5352130 | F|Medical Supplies |

Business Area: |15 7

* Enter your Account Assignment
— I.e. Cost Center, Fund, General Ledger, Budget Period

« All other fields will default based on the information entered
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Items tab

[ — ]
General Data Prices and Conditions Account Assignment /I Notes and Attachments l Approval Preview Related Documents Extended PO History Payment
w Notes Ij
Fiter Settings
Category Description

Most commonly used tire sizes and types are net priced a...

Internal Note: -Empty-

[

[

l:‘ Vendor Remark -Empthy-
H

tem Text

Material PO Text Raized White Letters
|_| Shipping Instructions Deliver Monday thru Friday, except State Holidays, betwe...

i

w Attachments
Fitter Settings

| Add Attachment || Edit Description || \ersioning a4 || Delete |

Wersion Processor Wisible Internally onfy Checked Out Type Size (KB} Changed by Changed on

Category Description File Mame
] docx 33 POO446220 1072013

|| Standard Attachment Sales quote for Tire PO Sales quote for Tire PO.docx 1

« Select the Notes and Attachments sub-tab to enter text and attach
documents
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Items tab

|1 | Details for item 1 245/60R18 Radial Tires E
General Data Price=s and Conditions Account Assignment Notes and Attachments Related Documents Extended PO History Payment
Current Status: | Initial
Current Process Step:
Currently Processed By:
Approval Process Data: Download as XML
< ltem
Approval Status Details for Selected ltem
Settings
Seguence Process Step Level Status Status Processor Received On | Processed On | Forwarded By | Agent Determination D
= 001 SRM Purchase Order Approval = Valid (Can be Started) | Open (No Decision Made) = Corey Mccue Debra Chernicoff Jozeph Mavanja Walter Neugebauer Rita Shaffer Debra Agents for PO approval step

 Select the Approval Preview sub-tab to review the release strategy
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Creating Purchase Orders
ltems tab — Related Documents

Details for Item 1 245/60R18 Radial Tires E
General Data Prices and Conditions Account Assignment Notes and Attachments Approval Preview I/ I E PO History Payment
¥ Document Control Ij
| Purchase Order Response Invoice Expected
O Shipping Netification [ Confirmation-Based Invoice Verification
Goods Receipt / Confirmation of Performance of Service O Evaluated Receipt Settlement
v sstes ]
Goods Receipt / Confirmation of Performance of Service Invoice
Confirmed Quantity: 0.000 EA Invoiced Quantity: 0.000| EA
Confirmed Value: 0.00 uso Invoiced Value: 0.00| USD
Mo Further Confirmation ' Y& (2)No No Further Invoice - Y&S (=) No
S TRLy ]
Wiew: |United States Dollar | Fiter Settings
Document Name Document Number Back-End Document Number Status Date Quantity | Unit Value Currency
Purchase Order 245/60R 18 Radial Tires 4300384582/1 In Process 10MTI2013 100.000 EA 20,865.00 USD
Total 100.000 EA 20,865.00 USD

The Related Documents sub-tab houses the statistical information used
when liquidating commitments

— i.e.: No further confirmations; No further invoices
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Creating Purchase Orders
Items tab

| Details for ltem 1 245/60R18 Radial Tires

‘General Data | Prices and Conditions. Account Assignment | Notes and Attachments Approval Preview Related Documents )I Extended PO History Payment

Expand All Close All

Send To Records Management

tem/Header = Description ObjectlD in Back-End Document Date | Quantity | Base Unit | Value in FM area | Currency in FM area | Value Currency | Accounting Document | Clearing Document | Invoice Reference | PartialResidual | Complete

w [Itern 1/ 245/60R18 Radial Tires O
« Total Value in Purchase Order 100,000 EA 20869.00 UsSD O
= Value in Purchase Order 4300384582 / 0000000 100.000  EA 208659.00 USD O

 Select the Extended PO History sub-tab to view the Goods Receipt and
Invoice information for the PO
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Creating Purchase Orders
Header tab — General Data sub-tab

eeeee w/lleader}’nms’NtesadAﬂh ents - Approwval [ Tracking

General Data | MNotes and Attachment | Output

w Hasic

Identification ‘Currency, Values and Pricing

Total Value (Net): 20,869.00

Smart Number: |pgg446880 10/17/2013 10:03

Organization
Purchasing Organizatio

n: [COPA Purchasi

sing Organizatio

]

Posting Period: *

[[] smart Number is External Total Value (Gross): 20,865.00| USD
Purchase Order Number: |4300385012 Tax Value: 0.00| USD
PO Mame: * 2517 Radial Tires
Service and Delivery
Correzponding Novation Purchase Order: Commitment Documents: Dizplay
Purchase Order Type: |Standard PO Status and Statistics
I Mon Standard Terms & Conditions: [ I Document Date: |10/17/2013
FM Posting Date: * |10417/2013

oo4

Cancelled: [ ]

Purchasing Group: |DGSC ntral Purchase Purchasing Group | Show Members

Closeout Status: |Mone

Walidity Start Date:

Validity End Date:

» Complete any applicable fields

* Note: Check the “Non Standard Terms & Conditions” checkbox when
non-standard terms & conditions are used

» Validity Start — Validity End Dates are now available
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Header tab — Notes and Attachment sub-tab

* Enter applicable text in the fields by selecting the appropriate text field link

* Add attachments by selecting the ADD ATTACHMENT button in the
Attachments section
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Creating Purchase Orders
Header tab — Output sub-tab

Overview .~ lleacler" tems | Notes and Attachments | Approval Tracking

| General Data | MNotes and Attachment | OQutput

[ order and Send Immediatety |
Latest Output —Additional Output Bequested via

Sent On: (=) Printer |G5-FP06 CUBE162_RICOTT|
Output Medium: ) Fax | |
) E-Mail |debbie_frear@goodyear.{
) XML
w Document Outputs

[ Details || Repeat Output || Delete |

Status Changed | Req
IB The table does not contain any data

* Only XML and Auto-POQOs are output automatically

* Purchasers must manually trigger the output of all other PO documents
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Header tab — Output sub-tab

* Use the Header tab — Output

Additional Output Requested via sub-tab to print
(=) Printer |GS-FP0§ CUBE162_RICO]

« Select the match code icon to
() Fax search for the printer
() E-Mail |debbie frear@@goodyear.s

() XML
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Search: Spool: Qutput device

Search Criteria Personal Value List  Hide Search Criteria &2 &)
IDutu-ut Device >lis - | [G5* %ﬁ] @@
|5h|:|rtnan1& |"||15 |"|| |®®
|L|:|cati|:|r| |V||is |"|| |®® |
[Device type [~|[is =] O®e

| Clear Entries. || Reset to Default |

Results List: 62 results found for Spool: Output device

Output Device =  Short name Location/status

G5-1650PRINTSHOP_RIC2550 G564 1650 Bobali Drive E
G5-17TH GS_HPLJ2300PPS G501 Harrisburg, 110 5. 17th 5t. |:|
G5 17TH PRINTSHOP_IMGS520 G544 Harrisburg, 110 5. 17th St PrintShop

G5-22ND RWG-5_RICOHAMPSO01 G559 “Harrisburg, 22nd & Forster Sts., Room G-5°

GS-22ND RWG1_HPLJSSI G508 Harrisburg, 22nd & Forster Sis., Room G1

GS5-Z22ND RWG10_HPLJ£050 GS03 Harrisburg, 22nd & Forster Sts., Roeom G10

G5-22ND RMG35_HPLIB150_CHECK G5 Harrisburg, 22nd & Forster Stz Room G368

GS5-22ND RWG45_HPLJSN G508 Harrisburg, 22nd & Forster Sts., Room G45

GS5-Z2ND RWMG48_HPLJSN G540 Harrisburg, Z2nd & Forster 5ts., Room G438 |E|

— Enter the two-digit agency identifier followed by an asterisk (*)
— Select the SEARCH button

 Once the printer is located, select on the printer name to transfer
the information back to the Output tab
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Header tab — Output sub-tab

Overview .~ lleacler" tems | Notes and Attachments | Approval Tracking

| General Data | MNotes and Attachment | OQutput

[ order and Send Immediatety |

Latest Output Additional Qutput Requested via

Sent On: (=) Printer |G5-FP06 CUBE162_RICOTT|
Output Medium: ) Fax | |
) E-Mail |debbie_frear@goodyear.{
) XML
w Document Outputs

[ Details || Repeat Output || Delete |

Status Changed | Req
IB The table does not contain any data

* |If approvals are needed, the document cannot be output until all
approvals are completed
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Notes and Attachments tab

Overview | Header | ltems /I llntesmﬁtlncmis“ Approval © Tracking

W Notes

Fitter Settings

Assigned To Category Text Preview
ltem01"245/60R18" tem Text Most commonly used tire sizes and types are net priced a...

l:l tem01°245/60R18"| Material PO Text Raised White Letters.

I:‘ ltem01"245/60R18" Shipping Instructions Deliver Monday thru Friday, except State Holidays, betwe...

¥ Attachments [=]

[ Add Attachment ][ Edit Description |[ Versioning 4 ][ Delete || Create Qualification Profie | Fiter Settings

Assigned To Category Description File Name Version Processor Vigible Internally onhy Checked Out Type Size (KB) Changed by Changed on

|_| item01"245/60R18" Standard Attachment Sales guote for Tire PO Sales quote for Tire PO.docx 1 a docx 33 PO0445380 10M712013

C

« Edit text fields or add additional attachments
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Approval tab

Overview Header | Hems  MNotes and Attachments /I Ap'pmvail Tracking
Ci : iti Header Approval Note

* The Approval tab is functional in SRM 7.0

* Approvers will add comments in the Header Approval Note if a document
IS rejected

* Select the hyperlink names in the Processor column to see a list of the
approvers for each level
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Trackingtab

Overview | Header | lfems | Notes and Attachments - Apprnva\l: Tracking I

W History Ij
View: |United States Dollar -

Document Name

Fitter Seftings
Document Number Back-End Document Number Status. Date Value Currency
Shopping Cart EUT - BA 15 C Anderson 11508186

Approved 08/29/2013 10,525.00 USD

Purchase Order 4217 Medical Supplies 4300383507 4300383507 Ordered 09/23/2013 5,950.00 USD

Confirmation 2013/5004553182 08/22/2013 10,150.00 USD

Cancellation 2013/5004553253 09/30/2013 5,800.00- USD

* Status ]
System Status

Created > Complete > Document Completed > Ordered

W Version Overview

Version

4
2

Document’\Version Type Created On

Changed On Document Name:

Active Document 092312013 13:42:10
Historical Document 09/23/2013 14:50:43
Historical Document 091232013 14:39:17

08/30/2013 15:50:17
08/23/2013 14:50:42
08/23/2013 14:39:17

4217 Medical Supplies
4217 Medical Supplies

=
L
L

4217 Medical Supplies
w Change Documents

(%) Changed Since [ +] () Changed FromTo

Expand All Collapse All Hide Query Fitter Settings
Header/tem Aftribute Ol Value New Value Changed By Changed On

-

Changed At Version
Header
ttem Number 1 - EMT ALS Medical Cases
ttem Number 2 - Rescue Blankets.

Item Number 3 - Emergency Stretcher

v v v -

ftem Number 4 - Emergency Hospital Services

» Contains version information, history (follow-on documents), change
documents, and status information
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« Select the SAVE button to put the Purchase Order into a Saved
status

Display Purchase Order

# Edit | | [ Print Preview | | [%] | [ Check || Close || Copy |[ Related Links
Document Builder

o L = L EL L PR . R o L = - e

» Select the RELATED LINKS button
— Select the Document Builder link from the dropdown menu
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When would | use Document Builder (DB) for POs?

« For Stand-Alone PQO’s that do not reference an RFx or Contract

— Those POs that reference an RFx or Contract will already have Terms &
Conditions (T&Cs) created via DB, therefore, no need to use DB again

— Example of orders that would not use an RFx or Contract would be items that
are exempt from the bidding process such as: periodicals, maps, etc.
(Procurement Handbook - Part 1, Chapter 1, Section C, Not Applicable)

By using DB agencies will reduce the approval processing time since
documents prepared in DB are pre-approved

— The forms and clauses for preparing Contracts and POs listed on the DGS
website are not pre-approved forms and their use will require an agency to
obtain review and approval for form and legality by the Office of General
Counsel (OGC), as applicable, and the Office of Attorney General (AG)
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What is Document Builder (DB)?

DB is a software product that interfaces with SRM to create legal
documents from Solicitations, PO, and Contracts

DB is used with paper or electronically submitted responses for the
creation of Commonwealth procurement documents

 The created SRM document is pulled into DB and, based on the
document type and other inputs, the user answers a series of
questions that builds a legal document

DB automatically creates the type of legal document from which DB
was launched: RFP, PO, etc.
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Creating Purchase Orders
Creating a Legal Document

 The questions that are answered in DB serve to build the legal
document with T&Cs

« (Certain terms and conditions can be edited or removed: this is
done under special circumstances and will be reviewed

A user can add terms and conditions as necessary for special
terms

— Text may be cut and pasted into DB, but it must be in HTML format

*  SRM automatically routes documents with non-standard T&Cs to
identified approvers

— The Purchaser must check the Non-Standard T&Cs checkbox in order to
have the document workflow to the proper approvers
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Document Builder (DB)

* ltis a single “click” process to open DB from the solicitation
 Every question must be answered in DB

— Do not select “Finish by Default”
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Document Builder (DB)

€ SAP NetWeaver Partal - Windows Internet Explorer E‘M

@@v |3" https;//qatweb0L.state.paus82/ij/servlet/| v & |¢, | X H':ir_'g | ) @ o ° DB Opens in a neW Wi ndOW,

File Edit View Favorites Tools Help

7.7 Favorites | T SAP NetWeaver Portal . - - [ m v Pagev Safety~ Tools~ i@~ On the Header Data tab

Document Data User Workspace

Document Builder

— Verify the information

Header Data Dialog Document Summary Preview Attachments
Senerel Dats fdministrative Date d efa u |ted fr0| I I S | {M
Document Number: | 000000000002881 Content: |COPA.
Version No.: 00001 Created by: | P00068232

Content Medifier: External Document: |6100004510

Name: * ‘F‘[I[I[ISBZBZ 08/09/2013 07:12:37 Status: |Held

= Make any necessary

Confidential: []
Style: * [DEFAULT

additions or edits to

Regulation Sets

[} 1]
Text Upoats Level temo = re u I re d I e | d S
D IFB Clause Regulation Set First implementation

D Procurement First implementation D
Document Versions
New Version De
Internal Version Created by Creation Date Creation Time Note External Change D
’_| 1 PO0068292 08/09/2013 07:24:30 X D
Done € Local intranet | Protected Mode: Off th v ®100% ~
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=7 SAP NetWeaver Portal

————————————————————

@, Mot all dialog data has been accepted

. Caution: Never use
" FINISH WITH DEFAULTS:;
' each question should

' always be responded to
' individually.

Is this for the procurement of:

Iz this primarily for the procurement of: (Pick only one) m

Document Data Groups
« 3¢ CoPA Content
» 3 Is this for the procurement of:

() Material

() Service

() Furnish and Install
= 3 Issuing Office

= 3 Procure
« 3 Small Business Procu

S oo

ment Results, Contract or Purchase Order

rement

Subrnitod

On the Dialog tab, view each question and, when
applicable, respond with an answer

— Select the REFRESH button after reviewing and/or

responding to the question
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Document Builder

T SAP NetWeaver Portal NG ~B ~=

gi\, Not all dialeg data has been accepted

Document Data User Workspace

t Copy Sawe Saveasz UserTemplate Releaze Cancel Refresh Log Off
Header Data © Dialog Document Summary Preview Attachments
Groups Is this for the procurement of:
Pre-.riuus P s Is this primarily for the procurement of: (Pick only one} m
Document Data Groups () Material
~ 3¢ CoPA Content () Service
« ¥ Is this for the procurement of: ) Furnish and Install

= % Issuing Office

— The default warning message “Not all dialog data has been
accepted” displays in the upper left corner until all
questions have been viewed

— Select the NEXT button to proceed to the next question
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Document Builder

7 SAP NetWeaver Portal M- v [ g

& Mot all dialog data has been accepted

Document Data User Workspace

Document Builder

| Edit Copy] Save |Save as User Template Release Cancel Refresh Log Off
Header Data /'/ Dialog l Document Summary | Preview Attachments
Groups Is this for the procurement of:

| P e R B TS T | Is this primarily for the procurement of: (Pick only one) m

Document Data Groups ) Waterial
« 3 CoP4 Content ) Service
= 3 Is this for the procurement of: () Furnizh and Install

= 3 Issuing Office

 Select the SAVE button at any time to hold and protect
your work
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Document Builder

Z7 5AP NetWeaver Portal M- v [] mm v Pagev Safety:

Document held

Document Data User Workspace

Document Builder

Edit §Copy Sawve Save as User Template Release Cancel Refresh Log Off
Header Data © Dialog Document Summary Preview Attachments
Groups I= this for the procurement of:
S L ST T T Is this primarily for the procurement of: (Pick only one) m
Document Data Groups ) Material
* oF CoPA Content ) Service
= ¥ s this for the procurement of: () Furnish and Install

= o lzzuing Office
= s Procurement Results Coniract or Purchase Order

— The message “Document held” displays after saving
* Select the EDIT button to continue viewing/responding to questions
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Document Builder

Document Data User Workspace

Document Builder

dit Copy Save Saveas User Template Release Cancel Refresh Log OFf

Header Data Dialog Document Summary Preview Attachments

Document Summary

Document Sections Element Summary
+ Sections View: |[Stﬂndard View] '| | Export 4 Create Edit Inserts Cut Paste Delete  Utilties o Finish with Defaults
= TABLE OF CONTENTS
« PART | - GENERAL INFORMATION Position | Section | Element Effective Date | Wersion | Regulation Set | Property = Description Edi
+ PART ll- REQUIREMENTS || 11 ToC 10M24/2006 IFB IBR: Table of Contents
« Part Il - SELECTION CRITERIA. | | 211 PART_I 1242008 IFB IBR: PART |- GENERAL INFORMATION
« Part IV - WORK STATEMENT 31 HFB-001.1 10M24/2006 IFB Full Text | IFB-001.1 Purpose (Oct 2006)
« PartV - TERMS AND CONDITIONS [ | 41 HFB-008.1C | 12/01/2006 IFB Full Text | IFB-00&8.1C No Pre-bid Conference (Oct. 2008)
| 501 HFB-009.1 lrzziZiz IFB Full Text | IFB-009.1 Questions (February 2012)
| 6|1 HFB-010.1 12/01/2006 IFB Full Text | IFB-010.1 Addenda to the IFB (Oct. 2006)
| 71 HFB-024.1 1210442006 IFB Full Text | IFB-024.1 Bid Protest Procedure (Oct 2006)
| g1 HFB-029.1 12/04/2008 IFB Full Text | IFB-029.1 Prices (Dec § 20058)
| 91 HFB-030.1 12/04/2006 IFB Full Text = IFB-030.1 Approved Equal (Nov 2008)
i 10 1 HFB-031.1 12/04/2006 IFB Full Text | IFB-031.1 Atternates (Mov 2006)

 The Document Summary tab contains a table which lists the
clauses contained in the document; the inclusion or exclusion of
clauses is based on your responses
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Document Builder

Document Data User Workspace

Document Builder

Copy Sawe Save as User Template Release Cancel Refresh Log Off

Header Data Dialog Document Summary . Preview Attachments

Available Qutput Types

Available Sections

My | Report Type Report Mame

Generate D
|:| 1 Document
| |2 Reviewers Check List
I:' 3 Responzes Report

 The Preview tab contains three documents (reports) which are

automatically generated as the questions on the Dialog tab are
completed
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Document (Terms & Conditions)

Table of Contents

PART I - GENERAL INFORMATION .....ooiiiiiiaeiiiteetieteeieeiaees et e it aees st esaeseesssaaese et aeseeseesesaaase st e eneaseessesaaansssaesaaneerens 2
L1 TFB-001.1 PUrpose (OCt 2000) .. oveoiiiieeet ettt ittt ettt ettt es e s et e st et et 2en e et e ea e s e et e en e e e en e e e e e esaesaaneerens 2
1.2 IFB-008.1C No Pre-bid Conference (OCt. 2006) ..o iieeeiiee it et srnas st tessr e sr s ernaessaeansaesaseesnsaesseeassassaseens 2
L3 TFB-009.1 Questions (Febrtary 2012 )., . ettt ettt eere e e et e e eeeeneenne e e e e aeneeneas 2
L4 TFB-010.1 Addenda to the IFB (OCt. 2006)....ui i ettt srea s st e ssr e es e ernae e se e tae e s eeennaesseeansaesareans 2
1.5 TFB-024.1 Bid Protest Procedure (Ot 2006) .....oviiir ettt eraenee st se e eeeeneenne e e e e aeneenens 2
L6 TFB-029.1 Prices (IIC 6 2006 ) ..o i oottt et ea et e et re e e e e ea s s e et e e e es e et s e e e e e aeneenaas 4
L7 IFB-031.1 Alternates (Oct 20013 ). ettt e et e et e e s e e s e e e aene e 4
L8 IFB-032.1 New Equipment (INOV 2006 .. .oiii e iriiie et e et ettt eaa et eassnas e vea et e e essannaeeteesesaseeisaennsesten s aaneeiaeas 4
1.9 I-TFB-033.1 Modification or Withdrawal of Bid (NoV 2006) .......ooiiiii i 4
[.10 I-IFB-034.1 Rejection of Bids (INOV 20006 .ocoiivier ettt ettt ettt e ene e en e a e et e esaeeeenees 5

» The complete T&Cs for the solicitation document, in Adobe PDF format.
This will need to have the title changed once it is in the procurement
document.
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Reviewer’s Report

Reviewer's Checklist for P00446880 01/02/2014 11:38:09 on 2014.01.02 (version 1)
Number Prescription Source Name Title Changes Fillins
0001 TOC
DARTI - GENERAL
3 =)
o002 PART_I INFORMATION
PROJECT_TITLE =
IFB-(01.1 Purposs (Oct
o003 FIFB-00LL ooy AGENCY_NAME =
IFE-00%.1C Mo Pra-bid
ooos [-FB-003.1C Conference (Oet. 2008)
0005 1-IFB-005.1 I(;?'E_Eg'_lﬁ%ﬁ‘“‘m
0006 LIFB.0101 |FB-010.1 Addenda to the EFB—AGEN&—“EBHTE
RS (IFB (Oet. 2008) B
- IFG-024.1 Bid Protest
pots FIFBOL o rocagurs (0ot 2006)
A3 Pricas
D008 LIFB-029.1 ﬁ%;‘g'l'm" (Dec 6
0002 LIFE-031.1 El;]ﬁ;-SIT:ISI.lﬁ.ltarnataa (Ot
RiIEe) . -
0010 1-IFB-032.1 gﬁff;;}fw Equipment

* |dentifies, per clause, all fill-in responses, as well as any edits that
were made to the document language
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Responses Report

Responses Report for P00446880 01/02/2014 11:38:09 on 2014.01.02 (version 1)

Question Response
Is this primarily for the procurement of: (Pick only one)
Apparel
Passenger Vehicles (Automohbiles)
Commercial Vehicles
PennDOT
Additional charge per vehicle 0.00
Printing
Road Materials
Paper or Paper Products
Steel Products
Prior Notification
On Pallets
IT

Laundering Services

MNone of the above

* |dentifies, per field, the responses (or lack of) which were
entered for each question
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Document Builder

Document Data l User Workspace

Document Builder

Copy Save 3Save as User Template | Release |Cancel Refresh Log Off
Header Data '~ Dialog Document Summary Preview Attachments
Groups Is this for the procurement of:
Previous Next Finish with Defaults Is this primarily for the procurement of: (Pick only one) m
Document Data Groups ) Material
~ ¥ CoPA Content (O Service
= o Iz this for the procurement of: () Furnish and Install

= o IzzUing Office
= o Procurement Results, Contract or Purchase Order

= ¥ Small Business Procurement

I I e (P Y L g Y [T

« The RELEASE button becomes available after all questions
have been answered
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Document Builder (DB)

Document Data Uzer Workspace

Document Builder

Edit Copy Save Save as UzerTemplate Releaze Cancel Refresh§ Log Off
Header Data Dialog Document Summary Preview Attachments

Available Output Types

Available Sections

5| Report Type

Report Name Generat |:|
BE Documen t
BE Reviewers Check List
|:| 3 Responses Report
El

* When the legal documents have been migrated into SRM, the
RELEASE button is no longer available

« Select the LOG OFF button to exit DB
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Creating Purchase Orders

Document Builder (DB)

Display Purchase Order

? Edit | || [ Print Preview | [[[#%]] [ check |[ Close |[ Copy |[ Related Links 4 |

Purchase Order Humber 4300324352 Purchazse Order Type DG5S Created PO Status Saved

Overview Header | Hems |  MNotes and Attachments | Approval Tracking

« Select the EDIT button in SRM

« Select the REFRESH button

— The documents are attached to the Notes and Attachments sub-
tab on the Header tab

— Locate the attachment titled “Document” and change it to “Terms
and Conditions”
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Creafe Punchase Ovder

— L"r.q - Jrl"d ot
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« After all data entry in the PO has been completed, select the CHECK
button to review and resolve any errors

* Select the ORDER button to submit the PO for approval and ordering
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Creating Purchase Orders  Jai b

—

Referencing a Contract w/o a Requirement

Select Purchase Order Type
| (# Continue |

Select the type of purchase order that you want to create.

Purchase Order Type | Purchase Order Type Description

| | zpes DGS Created PO

| ZEP Emergency PO

| ZEF| EmergencyPC Ind Agcy
| ZEPD Emergency PO OA OIT
. ZNB Standard PO
. Std PO Ind Agency
| Z5Bl SoleSrc Supply IndA
i 2501 SoleSrc Serv IndAgoy
] Z5RM Local Purchase Order
| 2358 Sole Source Supphy
i Z550 Sole Source Service

* Create the PO in the usual manner by choosing the transaction
type and selecting the CONTINUE button
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Referencing a Contract w/o a Requirement
Overview tab

Create Purchase Order
Order Save | PrintPreview | Check Close Related Links 4

Purchase Order Number 43004032892 Purchase Order Type Standard PO Status In Process Document Date 10/24/2014 Total Value (Gross) 0.00 UsSD

Ouervmw|’ Header | ltems ~ Motes and Aftachments -~  Approval = Tracking

General Header Data Note to Supplier:
Smart Number: |PO0445880 10/24/2014 08:24

[] Smart Number is External

Purchase Crder Number: | 4300403852 Internal Note:
I PO Name: |421 5 Dental Equipment | I

* Supplier: | [}

* Requester: | 3l

Recipient: | [

Location: | 3l

Ship-To Address: | 3l

* Purchasing Organization: |COF‘A Purchasing Organization ||
* Purchasing Group: |D-GS Central Purchase Purchasing Group || Show Members

Total Value (Net): 0.00

* In the Overview tab, select the PO Name field and name the PO

— Do not enter any other information into the General Header Data section at
this time
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Referencing a Contract w/o a Requirement
Overview tab

w fiem Overview [

Details Rddftema Copy Fasie Duplicate Delete Undelete | Propose Sources of Supply BAdd Conditiona Remove Condition Process Al kems Fiter Settings

0.00 11128/2014 Cost Center

=
1 Waterial ¥ 1 1.000 0.00 USD 1

Wateral ¥ 0 0.000 0.00 USD 0 .00

Waterial ¥ 0 0.000 0.00 USD 0 0.00

Waterial ¥ 0 0.000 0.00 USD 0 0.00

Waterial ¥ 0 0.000 0.00 USD 0 0.00

Waterial ¥ 0 0.000 0.00 USD 0 0.00

Waterial 0 0.000 0.00 USD 0 0.00

Waterial ¥ 0 0.000 0.00 USD 0 0.00

Waterial ¥ 0 0.000 0.00 USD 0 0.00 v

Waterial ¥ 0 0.000 0.00 USD 0 0.00 v E

Total Value (Net} | 0.00 | USD
Total Tax | 0.00  USD
Total Value (Gross) 0.00 | UsD

* Enter the item’s basic information into the Item Overview: Quantity, Unit
of Measure, and Price/Per (always allow the default “Material” to remain)

— Select the PROPOSE SOURCE OF SUPPLY button to verify if the item is on
Contract, or if the Contract is known, the Contract information can be entered
directly on the Basic Data sub-tab in the item details

— To access the line item details, select the DETAILS button or the Line Number
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Referencing a Contract w/o a Requirement

Proposed Sources for Selected ltems

Deselect Al Select Cheapest Offer(s) | Group Table By

Ent: 1 i
g Snlertelea:c:fonet::t .n Select  Requirement : Product = Supplier Name (Supplier Number)  Contract Quantity Unit Price Currency  Price Unit  Price Per Unit  Quota Arrangements  Variance In Supplier List Payment Terms |:|
elect a ion is
4300403902/1: 0.000 0.00 0 0.00
o Line 1: No G/L account
[ HENRY SCHEIN INC ( 102074 ) CTR-4400006467/2 1.000 EA 2846595 USD 1 EA 0.00 P01

n Line 1: Enter a product

@ Line 1: Select a location HEMRY SCHEIN INC { 102074 ) CTR-4400006467/3 1.000 EA 2846595 USD 1 EA 0.00 PO01
HENRY SCHEIN INC ( 102074 ) CTR-4400006467/1 1000 EA 2846595 USD 1 EA 0.00 PO01
Purchase Order Numbe|
DENTSERVE ( 173795 ) CTR-4400006475/1 1.000 EA 2846595 USD 1 EA 0.00 PO01 L
‘ O DENTSERVE ( 173795 ) CTR-4400006475/2 1.000 EA 2846595 USD 1 EA 0.00 PO01
_
. [ DENTSERVE ( 173795 ) CTR-4400006475/3 1.000 EA 2846595 USD 1 EA 0.00 PO01
Recipig
Locati
Ship-To Addre|
* Purchasing Organizati

* Purchasing Grol

Total Value (N

For Selected ltemg I

* |f you select the PROPOSE SOURCE OF SUPPLY button, a dialog box
will display showing Contract/Item options to choose from.

 Select the appropriate Contract/Item and select the ASSIGN ONLY

button
or

69



Creating Purchase Orders pennsylvania

DEPARTMENT OF GENERAL SERVICES

Referencing a Contract w/o a Requirement
Items tab — General Data sub-tab

General Data [ Price= and Condi tions [ Account Assignment [ Motes and Attachments [ Approval Preview |  Related Documen itz [ Extended PO History | Payment
W Basic
Identificatio cy, V. nd Pricin
Quantity [ I [T f | iseq o: [ 0] )
[ | Gross P [ ] [ ]
oduct ID: | [T ot Vi
DDDDD ption: | | e
PPPPPPPPPPP ry: | [l | '|

[ nractie =] =l L]

Further Properties

« Enter the Contract number and Line ltem number

« Select the match code to search for the Contract/Item if the information in not
known
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Referencing a Contract w/o a Requirement
ltems tab — General Data sub-tab

Search: Contract / ltem

Search Criteria Personal Value List Hide Search Criteria €2 @
Contract -|[is ~ | [4400006457 ) (=)
|C|:|ntractName |"||i5 |'|| |®®
[Supplier [=][is [ =|[102074 [T & =
[Terms of Payment [=|is [=][Poo1 O®c

Maximum Mumber of Results:

| Clear Entries | [ Reset to Defautt |

Results List: 3 results found for Contract / ltem

Contract =  Contract Name tem Number Description Product ITv Product Cat. Supplier  Name 1/last nm Pm...

4400006457 4215 Dental Supplies and... 0000000001 Dental Supplies -Core It... 42150000 102074 HENRY SCHEIN INC POOA
4400008457 4215 Dental Supplies and... 0000000002 Dental Supplies - Mon-C._. 42150000 102074 HENRY SCHEIN INC P00
H 4400006457 4215 Dental Supplies and... 0000000003 Dental Equipment 42150000 102074 HENRY SCHEIN INC POO1 I

* Enter the appropriate search criteria in the field

— Inthe example, the contract number is entered

 Select the SEARCH button to display the results

 Select either the gray box or contract number to transfer the data
back to the General Data tab
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Referencing a Contract w/o a Requirement
ltems tab — General Data sub-tab

 Details for Item 1

Catalog:
Contract / tem: 4400008467 |7/ 0000000003 |

Further Properties

General Data i Prices and Conditions i Account Assignment i
w Basic
Identification
ftem Number: |1
tem Type: |r.'Iat&riaI |
Product ID; | [l
Description: | |
Product Category: |42150000 [l

Supplier Product Number: |

The Contract Number and
Line Item Number will display
as shown

Select the CHECK button at
the top of the screen to
refresh the system and pull all
information from the contract

forward into the Purchase
Order
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Referencing a Contract w/o a Requirement
ltems tab — General Data sub-tab

Currency, Valu i
Quantity / Unit: | 1.000] | I3« | 0| is equivalentto: | 0] )
Gross Price / Per; | U.UU| usoD | 1|

Met Walue: 0.00| UsD
Met Price: 0.00| usD
Tax Code / Amount: |IIII:MF' Sales Tax, exempt | '-'| 0.00| UsD

Service and Delivery

Delivery Date: |11!25.I'2IJ14 |

Underdelivery/Overdelivery Tolerance: | 0.00| %/ | 0.00| %

Status and Statistics

ltem Deleted:

Closeout Status: [
Cancelled: [ ]

* Enter the Unit, Gross Price, Delivery Date and any other
necessary information
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Referencing a Contract w/o a Requirement
ltems tab — General Data sub-tab

w Partner
Details Add © Send E-Mail Call Clear
Function Number Na
» Requester
» Goods Recipient
»  Ship-To Address 1 EXH
» Location

* In the Partner section, enter the Requester by selecting the
match code
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Referencing a Contract w/o a Remrement

Search: Requester

Search Criteria Hide Search Criteria 42 @
|Elu3inessPartner |"||IE |"|| |@®
[Mame 1/1ast name [«][i= [ +]| [~NDERSON | &=
[Name 2/First name [=]i= [ =] [CvHTHIA | =
|Searchterm1 |"’||15 |"|| |@®

Maximum Number of Results:

ﬁ Search §I| Clear Entries || Reset to Defautt |

Results List: 1 results found for Requester

Last name = First name Org. Unit Name BusinessPartner

Anderson Cwnthia GSPRT140 703339

 In the search criteria, enter the last name and first name
« Select the SEARCH button
* The results will display

 Select the gray box or Last name to transfer the results back to
the Partner section
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Referencing a Contract w/o a Requirement
ltems tab — General Data sub-tab

w Partner
Details Add - Send E-Mail Call Clear
Function Number N3
» Heguester 7033285 Cy
» Goods Recipient
» Ship-To Address 1 EX
» Location

 Enter the Goods Recipient by repeating the same steps
performed for the requester
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Referencing a Contract w/o a Requirement

W Partner

Details  Add Send E-Mail Call Clear
Function MNumber Mz
= HReqguester 703389 Cy
= Goods Recipient |
1

= Ship-To Address
= Location

+ |f attributes are set, ship-to address will default

* If not, ship-to address will need to be selected from established
addresses by selecting the match code
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Referencing a Contract w/o a Requirement
ltems tab — General Data sub-tab

w Partner
Details Add - Send E-Mail Call Clear
Function Number Nan
= Requester 103385 Ly
» Goods Recipient T03385
»  Ship-To Address 1 EXH
» Location |

» Enter the Location by selecting the match code
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Referencm a Contract w/o a Remrement

Search: Locatio

Search Criteria Personalvalue List Hide Search Criteria 42 ﬂ

|Bu3in&35F'artner |"'||i3 |'|| |®@
|Searchterm1 |'||i3 |'|| |®®
|L|Jgi-:a|5y5tem |"||i5 |'||PC1CLNT11D ||®®
|U5&r Attrib. Search | "||i5 |"'||K || @ @

Maximum Mumber of Results:

| Clear Entries | | Reset to Defautt |

Results List: 5 results found for Location

Complete name =  Street ity C... Busines. . Logical... L... OrgManag... Compa...

i
DGS 515 Morth Office B... Harrisburg us 300433 PCACLM... 1. COPA
OGS Administration 515 Morth Office B... Harrisburg us 300440 PCACLM... 1.._ COPA
M35 Bureau of Procurement 555 Walnut S, 6th ... Harrisburg us 301375 PCACLMN... 1. COPA
OGS Property Management 503 Morth Office B... Harrisburg us JO0435 PCACLM... 1... COPA
OGS Public Works Room 100 18th & H... Harrisburg us 300441 PCI1CLM_.. 1_.._ COPA&

* Do not enter any criteria into the fields, just select the SEARCH
button and your options will display

— Your locations are your plants, which may represent an organization
breakdown by deputate, district, etc., and are used to drive workflow

 Select the gray box or complete name to transfer your selection
back to the partner section
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Referencing a Contract w/o a Requirement

ltems tab — General Data sub-tab

w Partner
Details Add - Send E-Mail Call Clear
Function
* Heguester
» Goods Recipient
» Ship-To Address

» Location

Number
703389
703389
1
301375

EXEC BRANCH

Mame

DGS Bureau of Procurement

* The results will display as shown
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Referencing a Contract w/o a Requirement
Account Assignment

 Details for ltem 1 Dental Equipment
— —— - _ « Select the Account
Gﬂnﬂrﬂlhta I Prices and Conditions Account Assignment Notes and Attachments .
Assignment sub-tab
Cost Distribution |Percentage |v ' . .
wme aremee | * Select the Cost Distribution — Percentage,

By Gluantity

TR N Quantity, or Value

Cost Distribution |Percentage | || Details || Add Line || Copy || Paste || Duplicate | | Delete | | | Spiit Dj

MNumber Accounting Linge Number Percentage Account Assignment Category * Se | eCt the ACCOU nt
= 20000] ot Coier - Assignment Category

Mixed Account - Single Line
Azzet

Cost Center

Mixed Account - Multi Line
Order

WBS element

Grant Internal Order
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Referencing a Contract w/o a Requirement
Account Assignment

Cost Distribution |Percentage | = | Detais |I| Add Line || Copy || Paste || Duplicate || Delete | | | Spit Distribution || Change Al tems

Number Accounting Line Number Percentage Account Assignment Category Assign Number
1] 100.00 Cost Center ¥

« Select the DETAILS button or the Number field to enter additional
Account Assignment detailed information
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Referencing a Contract w/o a Requirement
Account Assignment

Details for ltem 0001 : Cost Center

Pasic bats Fund: | 1007400700 |7| oGS Procuremen t
* Percentage: |100.00 | udget Reriod: [2014
Account Assignment Category: |C|:|5t Center | v| Commiment e |—_53521 — ||Mmicalsupp"$
* Cost Center: | 1577140000 (7| strat Suprt &Aud Div Unfunded Accounting Line: [
Fund Center: | 1577140000 |E7] 0GS Procurement
Functional Area: [1310 |7 Facil, Prop & Comm Mgt

Controlling Area: |COPA

General Ledger Account: |531521 30 ||I'|'I edical Supplies
Business Area: |15 7]

 Depending on the Account Assignment Category selected, additional
information will need to be completed
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Referencing a Contract w/o a Requirement
Notes and Attachments

General Data Prices and Conditions Account Assignment Notes and Attachments Approval Preview Related Dy
w Notes
Clear
Category Description
tem Text The Dental Equipment Manufacture Dizcount's Waries. Plea...
Internal Mote -Empty-
tem Yendor's Remarks -Empty-
Katerial PO Text Dental Delivery System
Shipping Instructions -Empty-
w Attachments
Add Attachment Edit Description  Wersioning Delete
Category Drescription File Hame Version Processor Vizible Internalhy onhy
|I| The table does not contain any data

« Select the Notes and Attachments sub-tab

 Enter any additional text into the appropriate fields
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Referencing a Contract w/o a Requirement
Header Tab — Notes and Attachments sub-tab

Create Purchase Order

Order Save | PrintPreview | Check Close Related Links .

Purchase Order Number 4300403350 Purchase Order Type Standard PO Status In Process Document Date 10/23/2014 Tota

Overview Header tems | Motes and Attachments | Approval | Tracking

General Data J| Motes and Attachment Output | Document Totals | Extended PO History | Payment | User-Specified Status

w Notes
Clear

Category Description
Header Text Delivery should be made between the hours of 8:30 amand...
Internal Mote Justification: Dental Delivery System is needed for use...
Header “Wendor's Remarks -Empty-
Bond Information -Empty-
Confidential Terms of Payment -Empty-
Encumbrance Information -Empty-

Edit Description Versioning Delete Create Profile

Category Description File Name Wersion Processor Visible Internalty cnly

E The table does not contain any data

« Select the Head Tab — Notes and Attachments sub-tab

 Enter any information to the supplier into the Header Text
 Enter any internal information such as the justification into the Internal Note

« Add all attachments to the Header — Notes and Attachments section
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DEPARTMENT OF GENERAL SERVICES

Referencing a Contract w/o a Requirement
Header Tab — Output sub-tab

Overview -  Header kems -  MNotes and Attachments ©  Approval ©  Tracking

Order and Send Immediatehy |

Latest Output Additional Qutput Requested via
Sent On: (& Printer |GS-FP0S CUBE162_RICOT[T|
Output Medium: ("'Fax  [631-380-8171 |
(" E-Mail |specialmarketsbiddept@h|
XML
w Document Outputs =
Detaile Hepeat Qutput Delete Fiter Settings
Status

Changed Repeated Manually Generated On Generated At Changed On Changed At

Medium
m The table does not contain any data

« Select the Output sub-tab

« Set-up printer, if required
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Create Purchase Order

Order | Save | Print Preview | Check | Close Related Links 4

« CHECK the PO and address for any errors that may occur
« SAVE or ORDER the PO
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Print a Purchase Order

SRM

My Settings
Reports
Display SRM Documents

Requisitioner

» Select Purchasing, which will open —
the Personal Object Worklist (POWL)

Purchasing

Workload Redistribution
Business Partner

RFx and Auction

* Services

Document Builder

PO and SC Business Partner...

Shopping Cart Complete

Create Documents
* Create Purchage Order
* Create Contract

* Carry out Sourcing
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* Locate the PO through the
proper search method

—  Select the applicable
criteria

— Select the APPLY
button

Central Contracts - Al /V Purchase Orders - All }

Shopping Carts - Al |

= Search Criteria

Number:

Purchase Crder Name:
tem Description:
Status:

Timeframe:

Creation Date:
Purchasing Organization:
Purchasing Group:
Supplier:

Requestor:

Preferred Supplier:
Goods Recipient:

Product Category:

Including Product Category Hierarchy:
Product 1D:

Supplier Preduct Number:
Account Azsignment Category:
Account Assignment Value:
Delivery Date:

Company:

Contract Number:

Location:

Requirement Number:

Only with Change Version:

Smart Number:

¢ ol ] >
I |
I |
I d
Last 7 Days -
& e To T 5
@ To »
]
]
|
-

&

(I I -

_DH A0
3|
o3 = = o 3] 3 @
0 @
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Print a Purchase Order

* The results will display, select the document number to display
the PO

Central Contracts - Al / Purchase Orders - All Shopping Carts - All |

v Search Criteria
| View: [[Standard View] ~| | Create Purchase Order

Ty | Purchase Order Number Purchase Order Name tem Number tem Name Status Supplier Name Total Value | Currency D
. 4300385012 P00446380 10/17/2013 10:03 1 245/60R18 Ordered GOODYEAR TIRE & RUBBER COMPANY INC 20,869.00 | USD

@

nlay  Edit

Print Preview | Refresh Export 4 Y &

=

Last Refresh 100M7/2013 15:16:42 EST Refresh
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Print a Purchase Order S

* Once the PO is displayed
 Select the Header tab; Output sub-tab
— Your log will show “Not Processed”

Display Purchase Order

| # Edit ] | [ Print Preview | | | [ check ][ Close |[ Copy || Complete || Related Links 4 |

Purchase Order Number 4300385012 Purchase Order Type Standard PO Status Ordered Document Date 10/17/2013 Total Value (Gross) 20,859.00 USD Smart Number

Overview /I 'Ileaderl’ tems | Motes and Attachments | Approval ©° Tracking

‘ General Data | Motes and Attachment Output

Supplier GO0

| Order and Send Immediatehy |

Latest Output Additional Qutput Requested via

(%) Printer GS-FP0S CUBE162_RICO]
Document Totals | Extended PO History | Payment | User-Specified Status O Fax

SentOn: [ 10M7/2013 11:30:53
Output Medium: | Printer LP01 |

JE-Wail |debbie_frear@goodyear.|
O XML
# Document Cutputs.

| Details || Repeat Output || Delete

Status
Mot processed
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Print a Purchase Order

Select the REPEAT OUTPUT button to print your PO
— Your log will now show “Successfully Processed”

Owerview ¥ Heu:ler|’ ftems | Motes and Aftachments | Approval  Tracking

GeneralData | Motes and Attachment | OQOutput | Document Totals | Extended PO History | Payment | User-Specified Status

| Order and Send Immediately |

Latest Output Additional Qutput Requested via
Sent On: [10/24/2013 14:30:29 (=) Printer | GS-FP06 CUBE162_RICO]
Output Medium: | Printer LPO1 i) Fax

“JE-Mail |debbie_frear@goodyear.:

T XML
¥ Document Outputs Ij
Details § Repeat Output | Delste Fiter Settings
Status Changed | Repeated | Manually | Generated On | Generated At | Changed On | Changed At | Medium
Successfulty processed [] [] [] 09/04/2013 09:40:43 10242013 14:30:29 Print
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Editing a Purchase Order

SRM

My Settings
Reports
Display SRM Documents

Requisitioner

» Select Purchasing, which will open —
the Personal Object Worklist (POWL)

Purchasing

Workload Redistribution
Business Partner

RFx and Auction

* Services

Document Builder

PO and SC Business Partner...

Shopping Cart Complete

Create Documents
* Create Purchage Order
* Create Contract

* Carry out Sourcing
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* Locate the applicable PO through the proper search method
— Select the applicable criteria

— Select the APPLY button
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* Select the document number to open the document for editing
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Editing Purchase Orders

IHsplay Purchase Order
# £t | || P Praview | | [75] | [[Crech | Doss | Copy | Compante || Bxpart || Reiabed Linksi | i |
Puschass Odder Bunber 4300008500 Furchans Sider Fypr Dlesdeed 00 Matus Crdeied Datusend Date GLTL2011 Tiolad Vbt §Groaa) 10801 T3 wid el Burmie
Seppler AERLL ROUSTEES MO
Dvirvlew = Sedder Bemi P P Appeirenl Trischrg
Gararsl Hasder Dats Nt B S =

S Wl LBDH Prorans Codt PoLsl
e e e LR

Purchames Crdes omber  E300025 240

rierad eode
Sepplar: = [ 1HEH ARBLL WISSTRIES hC
Ropetsiet * X031 Cofing St 8
Aecipmnd XY
Lecaiion | )
g To dgareds Sl
Purchasrg Crgasssion ™ DU, IFgphanits) it Dl
Purchaing Growg: ™ | DG5S Casiral Purchasing Grosg shory Uasbary
Tpdal iy (e 10884 73 LD
il b
(] 52 e Gomr ] - - G
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« PO will open in “Display” mode

 Select the EDIT button to begin making edits to the PO
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Editing Purchase Orders

PO changes that trigger a new approval workflow:

— Changing from standard to non-standard terms and conditions
— Deleting a contract reference

— Increasing a PO'’s total value

* |f the increase in value meets the guidelines for a new approval
workflow, the PO must be approved by the approvers identified
with the new workflow

— Changing a product category
* Changing from service to material initiates the material workflow
» Changing from material to service initiates the service workflow
 Documents containing both follow the service workflow

*Note: Any edits made prior to the PO being fully approved will start the

approval process over
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Editing Purchase Orders

» PO changes that trigger a re-release of the PO and
approval by the Comptroller:

— Changing the Account Assignment category

— Changing the 1%t two digits of the G/L (which changes the
account)

— Changing Fund digits 1 through 5 and/or 8 through 10

Fundchange=2 23450067 8 9

— Increasing the total value of the PO

* |f the increase in value falls within the current approval
workflow, the PO must be approved by the Comptroller
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eleting Purchase Orders

Deleting an SRM PO which was never “Ordered”

 The PO was created in SRM and “Saved” (i.e., never “Ordered”)

- PO replication to R/3 did not occur, and deletion at the
Header level can be executed in SRM

View: [[Standard View] -| | Create Purchase Order Create Co Digplay Ed Purchase Order Response otif Print Previe | Refresh
Export a ¥ &
5y | Purchase Order Number Purchase Order Name tem Number ltem Mame Status | Supplier Name Total Value | Currency E|
: 4300005341 1234-1234-1234-1234-2517 TIRES 1 215/75R15 Radial Tires Saved [ BRIDGESTONE/FIRESTOME TIRE 5,385.00  USD —
4300005341 1234-1234-1234-1234-2517 TIRES z 225/TOR1T Radial Tires Saved [ BRIDGESTONE/FIRESTONE TIRE 5,385.00 | USD
| 4300005334 1234-{NEW} 1 Managerial Seating Saved [ HAWORTH FURNITURE COMPANY 565.95 | USD
| 4300005330 Eshleman Test PO 4-11-2013 1 Test Cart Ezshlemani 4-11-2013 Saved 550.00 | USD
[ | 43000053259 Eshleman Test Purchase Order 1 4-11-2013 1 sadfsfedf Saved 59 5999 934 00 | USD
| 4300005325 1234-0024 1 TEST Saved [ ASAP SOFTWARE EXPRESS 30.00 | USD
| 4300005254 POOOZST25 04/09/2013 14:06 1 DURA PC1604 Saved [ SCHAEDLER YESCO DISTRIBUTION INC 113.88 | USD
| 4300005254 POOOZST29 04/09/2013 14:06 z DURA PC1604 Saved [ SCHAEDLER YESCO DISTRIBUTION INC 113.88 | USD
| 4300005209 POOOZSTZ29 03/07/2013 11:42 1 test Saved [ EDWIN L HEIM CO 1,000.00  USD
| 4300005203 POOOZST29 03/07/2013 11:42 1 test Saved § EDWIN L HEIM CO 1,000.00  USD
o Last Refresh 04/18/2013 08:25:31 EST R&fr&sl:‘%
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Deleting Purchase Orders

* Verify that the PO does not exist in R/3

Typ|Message text LT=t

1:0 Document 4300029417 does not exist
[1'& |Mo authorization for the selected archiving action @

(][] | 4]
v FEt @& A M TEFELERDSHRB® @61 A0 01 H X

Display Purchase QOrder

4 Edit || Print Preview | | |™| | | Check || Close || Copy || Related Links

Purchase Order Number 4300223011 Purchase Order Type Standard PO

« Select the EDIT button to activate the “Edit” mode. Once this is
done, the DELETE button will be available at the Header level.
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Deleting Purchase Orders

« DELETE the SRM PO at the Header level

Change Purchase Order

[ Read Only |[ Order |[ Save | | [ Print Preview | | [ Check || Close | Delete || Related Links 4 |

Purchase Order Number 4300383011 Purchase Order Type Standard PO Status Saved
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Deleting SRM PO after it was “Ordered”

pennsylvania

DEPARTMENT OF GENERAL SERVICES

« The PO was created in SRM and replicated to R/3 when it was
“Ordered”

 Deletion of the PO will occur at the Line ltem level

s

Purchase Order Mumber

4300005340
4300005340
4300005340
4300005340
4300005340
4300005340
4300005340
4300005340

Wiew: |[Standard View] ~|| Create Purchase Order

Export a

Purchase Order Namg

Local Purchase Orderi
Local Purchase Order1
Local Purchase Order1
Local Purchase Order1
Local Purchase Order1
Local Purchase Order1
Local Purchase Order1

Local Purchase Order1

PO0446880 04/ 520
PO0446880 0415420
PO0446E80 04/15/20
PO0446880 0415420
PO0446E80 04/15/20
PO0446880 0415420
PO044B5280 04/15/20
PO0446880 04/M 520

tem Number
1

0~ | th W N

tem Name

Nitro Auto Darkening Welding Helmet
MicroMax NS CoolSuit Polypro Back Sz L
MicroMax NS CoolSuit Polypro Back Sz XL
AirWawe N95 Disposable Resperator sz ML
DP4 Headgear Clear Visor Shade 5 Flip
SafeBack Premium szXL back support
Hycar apron black 34 in. x 48 in.

fire extinguisher 20 lbs 10-A 80-B 80-C

Status

Supplier Name

Ordered
Ordered
Ordered
Ordered
Ordered
Ordered
Ordered
Ordered

ARBILL INDUSTRIES INC
ARBILL INDUSTRIES INC
ARBILL INDUSTRIES INC
ARBILL INDUSTRIES INC
ARBILL INDUSTRIES INC
ARBILL INDUSTRIES INC
ARBILL INDUSTRIES INC

ARBILL INDUSTRIES INC

% Last Refresh 04/17/2013 11:26:20 EST Refresh

Refresh

¥ P

Total Walue | Currgncy D
10,681.73 | USD
10,681.73 | USD
10,681.73 | USD
10,681.73 | USD
10,681.73 | USD
10,681.73 | USD
10,681.73 | USD

10,681.73 | USD

=
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Deleting Purchase Orders
Select the EDIT button to activate the “Edit” mode

Display Purchase Order

|| | # Edit | | | Print Preview | | | | check || Close || Copy || Related Links |

Purchase Order Number 2300323011 Purchase Order Type Standard PO
S n L]
elect the line item(s) to be deleted and select the DELETE button
w ftem Overview
[ Details |[ Add ttem « |[ Copy || Faste |[ Duplicate |l Delete || Undelste | | [ Propose Sources of Supply |[ Add Condition « || Remove Condition « || Exercise Option | | | Process Al kems

5 | Line Number Deleted | kem Type | ftem Number | Product ID | Description Product Category | Quantity | Unit | Gross Price | Currency | Per | Net Price | Option Type | Order Type | Condition
| - 1 Material 1 Nitro Auto Darkening Welding Helmet 45180000 25.000 EA 206.8% USD 1 206.89
| - 2 Material 2 MicroMax NS CoolSuit Polypro Back Sz L 45180000 5.000|CS 85.08 USD 1 85.08
| = 3 Material 3 MicroMax NS CoolSuit Polypro Back Sz XL | 46180000 5.000|CS 89.54 USD 1 89.54
| = 4 Material 4 AirWWave NS5 Disposable Resperator sz M/L 45180000 20.000 | BOX 14.90 USD 1 14.90
| = 5 Material 5 DP4 Headgear Clear Visor Shade 5 Flip 45180000 20,000 EA 55.82 UsSD 1 55.82
| = & Material (] SafeBack Premium szXL back support 45120000 20.000 EA 20.81|UsSD 1 20.81
| = 7 Material T Hycar apron black 34 in. x 48 in. 45120000 21.000 EA 2258|UsSD 1 2258
| = 8 Material 8 fire extinguisher 20 Ibs 10-A 80-B 80-C 45180000 20,000 EA 116.58|USD 1 116.58
N Material » |0 0.000 0.00 USD 0 0.00

Material = |0 0.000 0.00 USD 0 0.00

Select the ORDER button to save the deletion and replicate the
changes to R/3

Change Purchase Order

| Read Only || Order || Save | | | Print Preview | | | Check || Close || Delete || Related Links |

Purchase Order Humber £300322011 Purchaze Order Type Standard PO Status Saved
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Deleting Purchase Orders

- The line items deleted in SRM are replicated to R/3 and
identified with TRASH CAN icons

ZMB SRM Copy-Standard P El Wendaor 213677 DS WATERS OF AMERICA IMC Dioc. date 07 /18,2007
1 [Material Short: text PO guantity QUn|C Deliv, date MHet price Curre. |Per OP  |Matl group P|
144029 ATER,SPRING,3GAL,PLSTC 200.000EA D07/ 26,2007 2.35Us5Dh |1 EA WATER F‘E
144031 COOLER,HOTECOLD WATER, 12 . 000MON D07 26,/ 2007 2.00UsDh |1 OM DRIME COOLERP E
E
][ 4]

- The committed funds are unencumbered

0B/03/2007  16:49:34 Commitments: Line Items by Document Mumber 1 I
RefDocMo Item|FM pstg d.|value Type Text|Amt type|Pymt bdgt Cmmt 1tem|Funds ctr‘l
4300025587 1|07/18/2007 |Purchase orders|0riginal 470,00 23410102000 6361100 34101020L'Jd
4300025587 1|07/19/2007 (Purchase orders|Change 470.00-| 1036107000 2410102000 | 6361100 341010200

W 1 1036107000 3410102000

R 1 1036107000

L 1
4300025587 2| 07/18/2007 [Purchase orders|0riginal 24.00 FO00|3410102000| 6351500 341010200
4300025587 2| 07/19/2007 (Purchase orders|Change 24.00- [ 1036107000 | 3410102000 | A351500 341010200

W 2 1036107000 3410102000

W 2 1036107000 I

| |
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Assigning Work

My Settings
Reports
+ Select Workload Redistribution S
Requisitioner
Pcard Requisitioner
Receiver
Purchasing
Workload Redistribution
Business Partner
RFx and Auction
w Services
Maintain Users Own Data

Change Atiributes

SRAM Help
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Assigning Work

If you are authorized to assign work to others:

« Use Workload Redistribution to assign requirements to specific
groups or sourcing professionals

— Sends the Requirements to Carry Out Sourcing
* This transaction is also used to reassign responsibility for:
— RFx (Solicitations), Contracts, and POs

— Sole Source Material carts to DGS Bureau of Procurement
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Assigning Work

 In SRM, a shopping cart might contain more than one type of
commodity

— The line items are listed separately in the Workload
Redistribution sourcing area

» Assign individual line items to a Purchaser

— The Purchaser will later select the individual line items to
process
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Assigning Work

Finding Potential Assignments

Seasch for focuments =
Dacumend Types
Requrements. |« Sautun &d =
Farchass Qrders Purchasing Onjasizatcn EOPA Purctaing Crganitation 7
RF xRS Purchasng Group NC3 - OGS Cynina K Anderson ]
SR DteEs P (Lol
Bty Dt 1 sty s [ =
Penod ! Submason Deadine
Ggarch | [ Uads Ereres |

» Use the checkboxes to identify what type(s) of document to view

— Requirements, Purchase Orders, RFx (Solicitations), and Contracts
are available options
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Assigning Work

Finding Potential Assignments

Search for Documents ]
DaacumieEnd Types

Regquramgnis St
Farchase Deders Purchasing Drgasizeicn CP, Purctanrsy Grpenizaticn )

RF K Purckasing Smoug M3 - OGS Cyrihia B Andermon i1
Conirsois

 Gparch | [ pado Ertres |

* Use other criteria from dropdown menus to further refine the type of
documents to be viewed

— The Purchasing Group defaults to the buyer’s group, so it must be
verified or changed

— Select “In Process” from the Status dropdown menu

— After selecting the desired search criteria, select the SEARCH
button
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Assigning Work

Making the Assignment

Leadch Besult : | Desuments =]

Select &l | | dssign Ta ) (T Go || | assgn sstomaticaly | fier Safirga
Drcyrmen]| Mumbes Osscumeni Mama Tyoe | Slafus Pyrchasng Orgesisaisn Purchasng Grous
ol T Dptifies TED Liwibyw ir, OptiPies. TED Wini Cospheind COPA Porchiing Drpanoatah L3 - DOS Cynihia B Anderash

« The Results List screen displays

 View a document by selecting its Document Number
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Assigning Work

Making the Assignment

Search Resull : | Dotuments =]

[ Seiect aa ||| Assign Ta: ] [ Ge] | [assgn astomaticaty | Fifer Sefirgs
Dercyrmen]| Mumbe Osscumeni Mama Tyoe | Slafus Pyrchasng Orgesisaisn Purchasng Grous
ol T Dptifies TED Liwibyw ir, OptiPies. TED Wini Cospheind COPA Porchiing Drpanoatah L3 - DOS Cynihia B Anderash

 Select a document by selecting the gray block to the left

* Select all documents by choosing the SELECT ALL button
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Assigning Work
Making the Assignment
Search Result ; 1 Docaments =]
[ Selece 23 | || Assiga Tec| COPL Purchaung Orpancation [ WK 150455 Lt O DE %_: i Filer Semvig
.13 Duicusreni Husier Cotumeni Hame Tyl | Soai Poor BRI ¥ pANTEIGH P’ BRI G Basl

» Use the match code to select the Purchasing Organization and
Purchasing Group in which the work is to be assigned

« Select the GO button
* Do not use the ASSIGN AUTOMATICALLY button
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Assigning Work

Making the Assignment

Processing of the documents has been completed =
Search for Documents El L=
Document Types
Reguirements: Status: [ -|
Purchase Orders: [ ] Purchasing Organization: [coPA Purchasing Organization 7
RFxs: [] Purchasing Group: [%C3 - DES Cynthia K Anderson 7
feleie A Document Number: | |
Delivery Date / Validity [ o | [
Period / Submission Deadline:
| Search || Undo Entries | %
Search Result: 1 Documents El
Select &l | | Assign To: |COPA Purchasing Organization (|| VK2-1504-GS Mtls Div (T|[ Ge | | [ Assign Automatically || Refresh Messages | Fiter Settings
5 | Document Number Document Mame Type Status Purchasing Organization Purchasing Group D
001 0008237 4 1 OptiPlex 780 Minitower; OptiPlex 780 Min Shopping Cart Completed COPA Purchasing Organization HC3 - DG5S Cynthia K Anderson

« A message will display stating, “Processing of the documents
has been completed”
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Sourcing a Requirement — Generate Purchase Order

My Settings
Reports
Requisitioner

Pcard Requisitioner
Receiver

» Select Purchasing

Purchasing

Left naVigation pane under - Create Workload Redistribution
Documents

RFx and Auction

* Services

* Select Carry Out Sourcing

Advanced Search
Document Builder

PO and SC Business Partner...

Shopping Cart Complete

Create Documents
* Create Purchase Order
* Create Contract

* Carry out Sourcing
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Sourcing a Requirement — Generate Purchase Order

Assign Sources of Supply: Slep 1 (Select Requisiton)

[t ] | [ ] LV
[Ty S Sange Soarcen vt Suaay S bene
o Saann Lried ARceaiod
tamp 4 Rageunas [1i2ratMd Pl 1 bR
PRy e Eetedtn Camagery
........ - ~pmr-
[ it
Brrranrg B e
Sroety W
Duteey Date Sange shdn L
iy S s
I S I
e e e e
Ty Requaton | ies A Do BTy Bro B oy CEm Spow emoe  Jepoee e L= o : =% ol Wit B

 The Carry Out Sourcing screen displays all open assignments
* Search for requirements using various criteria

« Select the SEARCH button
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Sourcing a Requirement — Generate Purchase Order

Azzlgr Sources of Supply Step i [Select Regelsiton )

L7 )

Soreen Sy e Sema Bt DR e demn Smmary, Sorean (a ecumeem
=]
o o
[ ] [P —
TS iae o L0 Rngnet ey -
Brcranrg Gty o AR AR s ]
ety - s e Groagrg
Zevan CEe 2ege - Povinlaces ien
by Sate 0 L+
Seece
[Sre =i | trpes [ Coteger | | [=ow Sborarute Susren | 3 cavjiras =]| [Bamgiir]
qur tem b CETroten Lomgery | Frocty Oukemty | ook | Rmcemis Doty Com | Spoiee Nomowr o ke Comruct iz Fcer W R e Moy Lot
= SIS SHRTIRIT Reww Tre | RIS HEE | a  Gyeedegewes CRGRINS 1B AALE VYR INEh TR SoAsay RIS | iReRt i

 Select the items to be sourced. If selecting multiple items, use any of
the following options:

— SELECT ALL button: or
— Hold down the Shift key, and choose the consecutive rows; or

— Hold down the Ctrl key, and choose various row(s)

o Select the NEXT button
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Sourcing a Requirement — Generate Purchase Order

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))
|4 Pravious |[ Hext ] | [ Save || Ciose 0l

» 1 2 3 + -

Seiect Requation Assign Sources of Supply [ 1 ltems ) Review Drans (Ne Eems Summary Screen (No Docusents
| Setect 4 || Expand 41 || Cobapse &1 |[ Change || Retresh | | [ Propose Sources of Supply J[ Create Drafta | | BReplace Bem with Cataiog Rem 4 || Undo Replacemeant | | [ Subeit to Grouping | | [ Remove |
Ry | Reguisition / Bem Number | Document Name | Document Nufber | Draf Type | Bee N 4 5 Coafigurable Rem Number | Descripton Wariant | Category Descrigtion | Priorty | Quantly | Un | Delivery Date | Suppler Number | Supgber Hame
r Contract
= 100147880 22E/TER1T Racial Tires TRES & TRE TUBES 500000 EA DGZEE013 100012
Relate: d Services
e

» Make sure each line has a supplier
o |f multiple items, select the SELECT ALL button

 Select the CREATE DRAFT button to select the type of procurement
document you wish to create

* Once you select your document type you will automatically move to
the next step in the wizard
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Sourcing a Requirement — Generate Purchase Order

Assign Sources of Supply: Step 3 (Review Drafts (
I [ s ][ Close |[ 2 # 0.
I 1 2 =§
st A 5 Review Drafts ( 1 ltems) S
w Created Drafts ]
[ cnangs Saisen |
:r.u!m ,,,,,,,,,,,, - L= | ssscanty - |
ocal Purchase Order! POOS 45550 0E2020 Purchase Ord 00 JACK WILLIAMS TRE COMPANY MCIZ3456T) 80 |
2N : Standard PO
DGS | DGS Created PO
ZEP : Emergancy PO
Details of d Drafts Local Ordert POD4468S0 0530:20
[Reme A1 | cotapse 41 |
| Reg iwmber | Configurable Bembumber = | Description = (Cslegory | Cuanbly | Unk | Suppler N mbar | Suppler Ma m¢ | bnip Record Pric:
oo147TSE4L . Z2STSRIT RadialTi es 25172500 S0.000 EA 24 75 USD

« Highlight your Draft; in the Draft Name field, enter the name of your Draft

* Select the Transaction Type and a dropdown menu will display, select your
PO type

» Select the EDIT SELECTED DRAFTS button

Note: Do not select the PROCESS ALL DRAFTS or PROCESS SELECTED DRAFTS
buttons. This will cause your PO to go directly into the awaiting approval status; or in the
situation of an Auto-PO, it will go directly to the supplier.
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Sourcing a Requirement — Generate Purchase Order
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» The Change Purchase Order screen displays. If necessary, enter any

additional data into the applicable sub-tabs on the Overview, Header,
and ltems tabs.
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Sourcing a Requirement — Generate Purchase Order

Puschaag Drokes Bndspe 42300004 162 i Dmamge virees Purthane Trdes Type So-owrd B0 Hen r fnoee Deasrapret Do DLTEIEND Tois Vishow fGroan) 1295730 UED S Feameb Sapplies  J20% (LAY TR COMRENY RC 1 TIHISTENG
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» When data entry is complete, select the CHECK button to view and
resolve any errors. Then select the ORDER button to send the PO
through approval workflow.
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Source an Inventory Requirement and et

Generate a Purchase Order

My Setting=
Reports
Requisitioner
Pcard Requisitioner
- Receiver
* Select Purchasing —
urchasing

Workload Redistribution

Left navigation pane under - Create
Documents

- Services

» Select Carry Out Sourcing

Document Builder

PO and SC Business Partner...

Shopping Cart Complete

Create Documents
* Create Purchase Order
* Create Contract

* Carry out Sourcing
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Generate a Purchase Order
* Select the Shopping Cart number link to display the Shopping Cart

Assign Sources of Supply: Step 1 (Select Requisition)

[Pt ] | [Come ]

we 24 Rpgunbes
Prodiuct Calegary [m)]
[m, e )
fa -
[m) L'y -
[ SerTecicry Cenie Purthanng Greep g L
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Dedvery Date Aange - de Lo ]
ary Dt B Ta el
[Gewren)
[Beweraa] i- il Categores = || [Repet meea |
By Resiwibtos | i Munber | Cotfgurnsie b hunter  Deborgmes Categary | Pranty | Guastty Ust  Aeguesder Ceboery Dmte ™ Suspoer iwmter  Sapoier hime Cerract Py Recera  Llasufiecneer Pan homber  Llasfis
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Generate a Purchase Order

* Display the Shopping Cart and review for accuracy
 Select the CLOSE button when done

Display Shopping Cart
SRR EIN S v
Megmbar 1000000337 Cmiamagnt lams bes SttuR Anrmewd Crpated On DRG0 1354043 Created By GRMAFCEIY
- GenenwlCuta i |5
Buy oa Bebgr ot | I E
..... F atping cir P 5811
Hewser Datx
ADIG " Sar
gt
Campal CRASGEN
W Bem Groprvew E]
2y | - Fiter Seitrgs
By Low o T | ProduciD Bencripten Prosuct Catrgery Prissust Catagery Dencrpton Croaaity | Ut ot P ik | Curmpscy | Ogtion Tye Par | Cedwr Tyos Bty Date Nelew | Amschewels | Bem St e
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v w LaL™ Serice Uaster Aecon
Further Propersss - — =

129



pennsylvania

Source an Inventory Requirement and

Generate a Purchase Order
 Select the gray block next to the Shopping Cart Number

— If multiple items, select all items

« Select the NEXT button

DEPARTMENT OF GENERAL SERVICES
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Source an Inventory Requirement and ST

Generate a Purchase Order

 Select Propose Source of Supply and a dropdown menu will appear,
from the dropdown menu, select Contract and Info Record to see if a
Contract exists

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))

(8 Preceun et ] | [Barve [ Cene | 0.
™ 1 ] - | ] -
Sgipct Bpqunicn Astign Ssurces of Supply [ 1 Rems) B Doty (R Bave Summary Sereen (ho Docoments

[ Sewes a0 | Expana 20 || Cotage 20 )| Cracgs || Ratrean | W | Propose Sewrce of Supoy J [lCreate Drata | | [ Riniisdermint | el & = L
By Rusyusbls | ivn Pamibdd | Dotumedl Mams  Deoumbst b Canirect wnd nta Recond el Bl e Muminey | Dosdguriths Divn Famitd! | Cemongtes il Categyary Desergn ity | s Didetry Dl Sopndbie' Marfibebt | Suhabd Masw  Contr LILPT ¥ ST
T = messesagin DRSS [ Cios, Baack Large CFFCE B DESK ACCESS MO0 PAC  DEIAIONY
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Source an Inventory Requirement and
Generate a Purchase Order

* A dialog box will display with either a list of suppliers/contracts or “No
sources of supply found”

« Select the CLOSE button




Source an Inventory Requirement and

—
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L' DEPARTMENT OF GENERAL SERVICES

Generate a Purchase Order

* If no sources of supply exist, select the match code in the Supplier
Number field to search for a supplier

Azsign Sources of Supply:! Step 2 (Assign Sources of Supply (1 Items))
Ceds |

[8 Peveu | st b] | [ Sae

™ 1 ] 1 ] -4

Spipdt Bpsuaics Adilgn Sreei of Supely [ 1 Bemil Sedis St 1 N Surmany Sirees (N Detumest

[ Sewes 20 || Expana 2 || Cotape 20 || Crasgs || Ratrean | ||| Prosese Seurees of Supory 4 || Craate Drat a | | [ Ragios bem witn Catieg tom a | Usss Rucwsement | | [ Sutet 12 Grospng [Ty 11

Crafi Typs | besm huvber  Eoemal tem busber | Cosdgeratie tewn Rumber | Dascrpten oharimsi
[hloses o L] Cge, Back Langt

Categary Dedorpnas
CFFCE B DESS ACCESS

By Rusyuablens J bivn Piumiob! | Dotwmeet Mams  Descumbt Rarnbess

« HOSRgII

Contrul Coomtriet | St
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Source an Inventory Requirement and o )

Generate a Purchase Order

« Select the CREATE DRAFT button, and a dropdown menu will appear,
from the dropdown menu select the appropriate document type
(i.e. Purchase Order)

Assign Sources of Supply: Step 2 [Assign Sources of Supply { 1 tems))
[ Preveu | foent 8] | [Suoe ) Cesa | i
"

Spipt Bpsunics Addlgn Seurcas of tupehy | 1 Bemil S St (1 Beera Surmay Sirke (N Dotumasts

By | Resyuibbass | iivn Number | Dotwment lase | Decusesi humbsr | Drafl Typs | Baa |

*  JESCOOITTI
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Source an Inventory Requirement and i pennsylvania

Generate a Purchase Order

* Select the Transaction Type and a dropdown menu will appear — select
the appropriate PO type from the dropdown menu

+ Select the EDIT SELECTED DRAFTS button

AsSig Soiirces of Supply? Step 3 (Review Dvalls | 1 Thems))
B e ] | [Frovens i Grats | Cuse | Froceas Evwmed D-am]] £ Sewcien ¢ ]
i
Lpwc! Qe Aervisrar
Croates oty =1
P
L ) L3 Dra® Typa -4 Trasasgioa Type
Ledsl Burehaaa Grier] POOLSEERD QIR0 Purctase Order SEIOES S Bs ST -
IO - DO Created iR
ZE8  Emprgacdy BO
TP | Emprpatay PO 04 D5
IR . Frderg Mas
Derady Dratis Locai P Pl (41 IND ; Sepaderd B0
Inbe: 53 PO P Ay
Exaasd 21 L L i Semdiee Supgny s -
L =] s b=l L ity o o ] el Pee T30 S fary nehge -
1eouinl g Lo es e e e ————

* At this point, the PO will open in the “Edit” mode for further processing
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Liquidating Commitments & pennsylvania

Completing Shopping Carts

* A Shopping Cart was created, and a follow-on PO was created for an
equal quantity. After the partial receipt, it is decided that there is no
longer a requirement of deliveries and/or services from the supplier.

GeneraiData | pr o8 and Cond fore | Acoount Assi — Notes and Atiacrments | Approval ey v ( REMIEADOGIMERtS | Exiondod PO History | Payment NOTE: Marking
S S In Edit PO, on the Items tab, | only the GR as
T e SR Related Documents sub-tab, | final does not
e e contrmation ot prtrmancet ervee | mvoe select the radio buttons to liquidate the R3

B I s mark the PO for final receipt | commitment.
. s tn =1 a4 final invoice to liquidate

S the open items and open
S ——— commitment
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Liquidating Commitments & i e

Completing Shopping Carts

* Inthe General Data sub-tab, reduce the line item’s quantity to what
was actually received

General Data Prices and Conditions Account Assignment MNotes and Attachments Approval Preview Related Documents Extended PO History Payment
¥ Basic
ldentification Currency, Values and Pricing
ttem Number: |1 ljl B BEL I ljl )
ttemn Type: | Material Gross Price / Per: 1| EA
oroduct D Net Value: 10,001.00| USD
Description: |Test Dt 120]uso
Product Category: |80121300 FAMILY LAW SVCS Tax Code / Amount: [I0:A/P Sales Tax, exempt hd 0.00] U5D
Catalog: Service and Delivery
Contract / tem: | 7 [0 | Delivery Date: [07/01/2013
Complete ftem on Saving: Underdelivery/Overdelivery Tolerance: %/ %
P R TR Storage Location: El
Supplier Product Number: | Status and Statistics
Itern Detail fem Deleted:
Reason Code: El Closeout Status: [

Cancelled: [ |

« Select the ORDER button

Change Purchase Order
| Order | Save | | | Print Prewview | | | Check || Close || Cancel || Related Links a
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Completing Shopping Carts

 There are two methods to complete Shopping Carts:
— Shopping Cart Complete link in the Purchasing Workset
— Carry Out Sourcing using the REJECT ITEMS button

« These methods are illustrated in the following slides
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Completing Shopping Carts
Shopping Cart Complete Link

* Select Purchasing

Left navigation pane under — Create
DOCU ments Business Partner

RFx and Auction

.

* Select Shopping Cart Complete -
Advanced Search
Document Builder
PO and SC Business Partner...
Shopping Cart Complete
Create Documents
* Create Purchase Order

* Create Contract

* Carry out Sourcing
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Liquidating Commitments & Y pennsylvania

Completing Shopping Carts
« Completing the Shopping Cart

— Enter the Shopping Cart Number
— Select the Complete Shopping Cart radio button
— Select the EXECUTE button

Set Shoppmg Cart to Complete / Undo Complete
_ | 4 [ Back || Save as Variant... || Cancel || Exit || System 4 | || Execute | m

Please enter the Shopping Cart Number(s)

Shopping Cart Number [_
Shopping Cart tem Number | to ‘

() Undo Complete Shopping Cart
(¢) Complete Shopping Cart
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Liquidating Commitments &

Completing Shopping Carts

» Record updated message will display

' pennsylvania

RA VICES

 Select BACK button to complete additional Shopping Carts or
EXIT button to leave the program

H&ﬂu A

Set Shopping Cart to Complete / Undo Complete

4 Cancel System 4

SC Number ITEM Number MESSAGE

10014728 0000000001 Record updated
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Completing Shopping Carts
Carry Out Sourcing Process

» After liquidating the PO, go to Carry Out Sourcing

* Locate the Shopping Cart through normal search criteria

b o
Solect Reguinit o arm TR i
Fartiter 6 Ringuh B dme
Enr Tt Prag o
Prode =, o
S oy [m) a
= it m, 2 o] R
s e G a
-
0y Ta el
Sewrer
[Zeieer & i Hisa & g e
By Reedbon | 0em husths  Coucng e WeRy o STy Bl Dbbobry Dite  Susouer Nemner | Sudpher lime
# JRITIIN 17T A L e de o

= T
SACR PN THE CORPR MY B LHCeiE
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Completing Shopping Carts
 Select the Shopping Cart

— For multiple items, hold down the Ctrl key and select the gray block

» Select the REJECT ITEM button

Assign Sources of Supply: Step 1 (Select Requisition )
(e ] | [Ciene |

13 =
Solect Requanition — I e e
W Lparct Lripra Oegoatess
et of Rpgeamies | 1081432 o
Ee Consrgd — o
Al =, o
St Hoy ()
a UL [ - -
anes o . 3
P -
Cace Au -
L= R |
| Sewten |
Ry e | pes Riumber  Descr L] Camegery | Prewty Cusadly | il | Regussier Cwboery Dnte  Suzpoes liomper  Duppier Hieve
+ HOHTIN LILTERNT Race! Tees ZEVTIEGR 00D LA Cynihg Ardemen  GRGROET] MOONZ ELACH WLLIAMS TRE COMPANY BC 1 S4TSR

144



Liquidating Commitments & ot b

Completing Shopping Carts

* A dialog box will display asking if you want to “Reject Selected
ltems?”

— You will need to select the YES button to complete the
Shopping Cart

Reject Selacted Rems?
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RA VICES

Completing Shopping Carts

 The Shopping Cart will no longer appear in the Carry Out
Sourcing

| Assign Sources of Supply: Step 1 {Select Requisition)

* 1
et Reguinition i T e
w Fearch Crtena Angumtony
iseter of Rpiunte
Ber= Comsripicn 1 Catep [m)
Produ [u)
bzt eT &l Re2
Grpasca et Ly
apng o gremect a
Prig i e o G
Dt R ® 3 Livchii
» [« L]
Sedeh

By Reedbos ) lemhomber | Descrotes | Calegsry | Procty | Culstty Ust | Resueiter | Deboy DB | Sopohtd Numbd SoonbtrMEme  Covaet | pis Recerd | Basufectoe PEn husbsr | Masfimeer
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Business Partner Update

o |f the Commonwealth business partner associated with
the Purchase Order or Shopping Cart has retired or has
been separated from the organization, end users
receive a “No Address Found” hard stop

O o address found for partner function type Goods Recipient

Mo address found for partner function type Eeguester

)
B Us=er does not exist
B  Partner 0000315230 is hlocked
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Business Partner Update

* The following slides will provide instructions for executing a new
transaction that provides purchasing agents with the ability to change
the retired business partner to another active partner within the
organization.

 The updates should be made to the Purchase Order and, where
applicable, to the associated Shopping Cart.

 The business partner update transaction has been added to the SRM
Purchase Role.

Important Note: If the Purchase Order is in a “Held” status, it must be
returned to an “Ordered” status before updating the business partner.
If the business partner is updated on a “Held” document, the business
partner will not update properly.
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Business Partner Update

SRM

My Settings
Reports
Display SEM Documents

» Select Purchasing

Left navigation pane under - Services —

Workload Redistribution

« Select PO and SC Business Partner Update

RFx and Auction
-  Services

Document Builder

The Update program reqUireS a document PO and SC Business Partner...

Shopping Cart Complete

number and the new business partner Create Documents

* Create Purchagze Crder

* Create Contract

* Carry out Sourcing

150



W pennsylvania

)
=
llﬁll
DEPARTMENT OF GENERAL SERVICES

Business Partner Update

Change Business Partner in SRM Documents

| I'.'Ienu,.:| | | 4 | Back || Save as \Variant... || Cancel || Exit || S}rstem..:| | Execute|

New Business Partner |:|

Test Run

+  Enter the Document Number - a —

Purchase Order or Shopping Cart oo

b Trans.Cat. = |Trans. Type Descr.
n UI I l er BUS2000113 Contract
BUS2121 Shopping Cart

BUSZZ00 RFx

» Enter the Object Type (this is the e

Supplier Quote

BUSZ2203 Confirmation
document type such as Purchase uszos  ncomgmore
. . . BUSZ208 Supplier List
Order, Shopping Cart, Solicitation, suszzos  puo
BUSZ209 Purch.Order Response
BUSZ2210 Invoice Defaul
Or ContraCt) BUS2230 SUS Purchase Order
BUSZ231 Shipping Motif.
BUSZ2232 5US PO Confirmation
BUSZ2Z33 SUS Confirmation
BUSZ2Z234 SUS Invoice
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Business Partner Update
.
Mew Business Partner |'.".- |

Test Run v Partners by address ] Partners, General Partners by BP Role Partners by bank details I 0
Cy | |
Postal Code |:|

Strest | |

 Enter the New Business Partner =
Name 1/last name | |

Number (different from the — |

: L —
employee number) — if unknown, e

. . Business Partner :
this can be found by using the vaato [z

. . Maximum No. an'rts
search functionality

H

Business Partner Humber (1}

] Partners by address " Partn ers, General " Partners by BP Role " Partners by bank details M 0

e | [0 )8
Zountry ... Mame 1/last name Mame 2/First name Search ter... Search ter... Partner
us ESPELAND WALERIE ESPELAND WALERIE 707319 |:|
us ESPELAND WALERIE ESPELAND WALERIE 707319
us ESPELAND WALERIE ESPELAND WALERIE 707315
us ESPELAND WALERIE ESPELAND: WALERIE 707319 |:|
(4] | | [¥]
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Business Partner Update

« Selectthe TEST RUN checkbox at the bottom
« Select the EXECUTE button

Change Business Partner in SRM Documents

| Menu a | | | L | | Back || Save as Variant... || Cancel || Exit || System 4 || | Execute |

Document Number | 4300383507 | to | |
Object Type 'BUS2Z01 |
New Business Partner |7T15643 |

[+] Test Run
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Business Partner Update

 Receive message that document can be updated with new
business partner:

Change Business Partner in SRM Documents

| Menu 4 | | | 4 | Elan:k| Cancel || Exit || S}fstem.u|

Change Business Partner in SEM Documents

Business partner 703389 will be updated in document
Business partner 703389 will be updated in document
Business partner 703389 will be updated in document
Business partner 703389 will be updated in document
Business partner 703389 will be updated in document

« Select the BACK button
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Business Partner Update

* Deselect the TEST RUN checkbox
« Select the EXECUTE button

Change Business Partner in SRM Documents

| Menu 4 | | | 4 | Back || save as Variant... || Cancel || Exit || System 4 | Execute |
Document Number 14399373596/ to | |
Object Type |BUSZ2201 |

New Business Partner |715643 |
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Business Partner Update

 Business partner has been successfully updated:

Change Business Partner in SRM Documents

| Menu;| | |-1 |Eack||ﬂancm||Exﬁ” SﬂHEHLdl

Change Business Partner in SRM Documents

703389 has been changed
703389 has been changed
7033289 has been changed
7033289 has been changed
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Business Partner Update

* |fthe document is unable to be updated, the message may look
something like this:

Program to Update BP

fctive wersion of Document does not hawe reference to partner 305384

R

« Select the BACK button and enter the correct business partner number

* [fthe document is awaiting approval, you will need to make a small text
change and “order” to retrigger the zero-step workflow

* [fthat fails, please submit an online remedy ticket
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Summary

This completes your lesson, you should now be able to:
— Understand the special features of SRM 7.0
— Perform the necessary functions to create a PO
— Create and edit legal documents in Document Builder (DB)
— Print POs
— Make necessary edits to POs
— Access POs to delete individual line items or delete an entire order
— Redistribute work to other sourcing professionals
— Source a requirement and create a PO
— Liquidate the balance of a PO when a partial Goods Receipt is done
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Knowledge Check

1. Where would you find the Partner Info?
a. Basic Data sub-tab
b. Approval sub-tab

c. General Data sub-tab
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Knowledge Check

2. Can you split the Cost Distribution by Value?

a. Yes

b. No
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Knowledge Check

3. Where would you find the Text fields?
a. Documents and Attachments
b. Notes and Attachments
c. Documents

d. Document Builder
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Knowledge Check

4. A PO that was ordered must be deleted at the line
item level.

a. True

b. False
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SRM 7.0
Creating & Maintaining
Purchase Orders

Thank youl!



