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Course Objectives

« After successfully completing this course, you will be able to:
— 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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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
 Liquidate Commitments/Complete Shopping Cart

 Business Partner Update
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Stand-Alone
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Creating Stand-Alone Purchase Order

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

PO and SC Business Partner...

Shopping Cart Complete

Create Documents
* Create Purchase Order
* Create Contract

* Carry out Sourcing
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Select Purchase Order Type

o Select the Purchase Order Select Purchase Order Type
Type by selecting the gray @ Contie |
blOCk Select the type of purchase order that you want to create.
Purchase Order Type | Purchase Order Type Description
o Select the CONTINUE button o Jon Cresiea R
ZEP Emergency PO
ZEPI EmergencyP0 Ind Agcy
ZEPO Emergency PO 04 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
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Overview Tab

Create Purchase Order will open in the Overview tab.

| Creale Purciuse Order
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Overview Tab

Overview |’ Header | hkems Motes and Attachments | Approwal | Tracking
General Header Data MNote to Supplier: |Delivery must be Monday - Friday, except State
Smart Mumber: |15 - Educational Books 8-251£ ';r”;'d“s- between the hours of 8:30 am and 4:00
[] smart Number is External
P h COrder N ber: |4300445788
e ! e Internal Note: | Justification: Books are needed by the BOP
PO Mame: |(S010 Training Resource Book staff to advance their knowledge. The ]
i Training Team will deliwer the training. If the
* Supplier: 103087 ] cLOBAL KNOWI EDGE TRAINING LLC staff do not receive the training, they will not
b ble t f their jobs at the | 1
* Reguester: (703389 |7] cwnthia Anderson e
* Recipient: 703389 [7] cwnthia Anderson
* Location: [301375 7] oG5 Bureau of Procurement
Ship-To Address: | 1 EXEC BEAMCH
* purchasing Organization: [COPA Purchasing Organization 7]
* Purchasing Group: [X01-1504-0GS BOP SERWV 7] show Members
Total WValue [(Met): 10,088.50

* |n 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 detalils

10



FW pennsylvania

GENERAL SERVICES

Document Naming Convention

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)

o Example:

— 2517 Radial Tires

11
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Overview Tab

v e il
lﬁdtlm:iitw.-’:!n'-‘nﬂtijﬂmkm | Delete | 1indee ] | Propese Sources of Supph || Add Condiion || Remeve Condlion s | | | Process M ar Filer Seten
Fi. Liabamber  Oeisted DemType Gembomoer ProfuctD Description Product Caspery  Cusndty Und  Grosafrice  Cumency Per HetPrice OvtenType - OrderType Cosdiod  Opbion Soshis  Osbvery Dais Accoont Aneirment Type  Accoon! Assignment Nomber
Malemd - 1 Supply Chaln Masapement Books  E0102502 EOD0T EA IHTT USD LI i K i (RESRHE oot Cemier
alrrad oo gL a am
ALErE g 000 Ak o Gm
slerel = 0 0009 0.00 S0 ] 200
el * ) 0.00g 000 usD il 2.0
Ualww = 0 200 fLo0 Ush 8 o
Malersl * 0 D.odd D0 ST ] m
Maierwd w0 0.00d 000 USH a B}
Malersd v 0 oo oo s a om
Baterad = 0 000 oo s ] .08
Total Valoe (Het) | 1002250 | USD
T'okai T oo | =D
Totsl Value [Gross) | 1902050 | 195D

* Inthe 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 detalils by selecting the Item Number or the DETAILS
button

12
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ltems Tab — General Data

- b ]
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* |nthe General Data sub-tab, data should default from the Item Overview

 Review the basic information such as guantity, unit of measure, price,
product category, and delivery date to verify they are correct.

« Verify the information defaulted in the Partner section is correct
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ltems Tab — Prices and Conditions

theweviwwe | Weatar 0 Hmme | Holes amf Altachmess | Aggewval | Tem hing
[ Detnis || Add kem 2 ¥ Copy |[ Prsan || Guplents | Delete ~rti Propose Sournes of Suppdy | Add Condiion . || femee Condeien . || For ]
B Loetumbss  Dested RemType  RemNumber Frodect D Descrgsion Prodect Uategery  Uustity Unk GUrossPnoe  Curmency  Per  NEIPnce
LI Walaral I Supply Chan Management Bouks 80103502 50.000 Ex 2077 usD ] =TT
Ualeral = 0 G000 L.0G 12D -] .0e
o 1150 .00
Unterinl = 0 & 000 800 USD .00
lllllllll £ 0,00
uateral v 0 0.000 0.00 150 .00
aaaaaaaa ! o Us0 .00
Haleral = 0 000 [-X- k] -] Lot
Ualermal = 0 000 Q.00 UsD -] -]
rin 1550 00
fienerni finta | ccooet Aswgomeni | Woiesand Aftachments | Apprewal freview Anited Documents Faneraed P
[Add Conation » |[ Remove Conation || Delaim Aggragated Hewane Vak
Prics | Condiiss Armaunt Amnurs Vink Por Pris [T Docums
Fries (Manual) 20477 USD 10,088 50 150
Gross 2007 Ush 10,000, 50 1P50
chchchchch 0.00/usD 0.00 US0
[ vt 20077 USh 1.En 10,000 50 150

« Review the Prices and Conditions sub-tab to make sure the pricing data
defaulted from the Item Overview is correct.

— The ADD CONDITIONS button can be selected to change pricing or add discounts, if

required.
14
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ltems Tab — Account Assignment

Select how the Account Assignment will be
..... Gene rﬂlhta [ Prices and Conditions [ Account Assignment [ Motes and Attachments distributed by Se|eCting the Cost Distribution
dropdown menu.
o0 Choose either of the following:

¥ Basic @ Percentage — splits it on a
Cost Distribution | Percentage |+ |Mails || Add Line || Copy || Paste || Duplicate || Delete | | | SpitD percentage basis (i.e.
Number ;:r;il;t:t?t: Percentage Account Assignment Category 50%/50% or 60%/40%)
0001 By Value 100.00[Cost Center - %) Quanpty - SP“t§ iton a
Mixed Account - Single Line quantity basis (l.e. 50 ea./50
Asset ea. or 60 ea. /40 ea.)
Cost Center @ Value — splits it on a value
Mixed Account - HuliLne basis (i.e. $50 / $50 or $60 /
Crder $40)
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 line(s) of
account assignments

15
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Account Assignment Category

ost Center -

Type

Description

Mixed Account - Single Line
Asset

Cost Center

Mixed Account - Multi Line
Order

WEBS element

Grant Internal Order

Mixed Account — Single Line

No cost distribution between cost centers,
funds or G/Ls, but there is a need for
additional cost elements (order or WBS
element

Asset

Fixed assets (materials) over $25,000

Cost Center

State Funds

Mixed Account — Multi Line

Cost distribution by quantity or percentage
using multiple cost centers, funds & G/Ls

Order

Non-Grant internal orders that are used to
collect and monitor the actual costs of
specific operations and tasks performed.
Same as a Grant Internal Order, only it's
for the agency use.

WBS element

Work Breakdown Structure -Model of the
work to be performed during a project. A
WBS combines WBS elements into a
hierarchical organization.

Grant Internal Order

Internal Orders tied to Federal or State
Grants

16
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ltems Tab

Details for ltem 1 Supply Chain Management Books [x]
General Data Prices and Conditions Account Assignment MNotes and Attachments Approval Preview Related Documents IE
Cost Distribution |Percentage | = || Detais || Add Line || Copy || Paste | | Duplicate || Delete | | [ Spiit Distribution || Change All ttems | | Fiter  Settings
Number Accounting Line Number  Percentage  Account Assignment Category  Assign Mumber  Account Assignment Description General Ledger Account  General Ledger Description Business Area
0001 100.00 Cost Center 1533030000 PROP ADMIN OFFICE 6361105 Publications 15
Details for ltem 0001 : Cost Center
Basic Data Fund: | 1007400000 |7 Gen Govt Operations
*P tage: |100.00
ercentage: | | Budget Period: 2015
A t Assi t Cat : |Cost Cent
el o=t Center =] Commitment tem: [6361105 [F|Publications
* Cost Center: | 1233030000 PROP ADMIN OFFICE I Unfunded Accounting Line: [
Fund Center: |1E'33':'3D':'UD ||
Functional Area: [1310 7] Facil, Prop & Comm Mgt
Contreling Area: |[COPA
I General Ledger Account: |63611EIE— |F‘utrliu:ati|:|n5 I
Business Area: |15 7]

 Enter users Account Assignment (i.e. Cost Center, Fund, General Ledger, Budget
Period)

« All other fields will default based on the information entered

« Command buttons allow user to add line, copy/paste, duplicate, delete, split
distribution, and change all items (at one time) .
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ltems Tab — Notes and Attachments

General Data I Prices and Conditions I Account Assignment I NHotes and Attachments I Approval Preview I Related Documents I:“El
w Notes [T]
Filter Settings
Category Description
ltem Text -Empty-
Internal Mote -Empty-
ltem Vendor's Remarks -Empty-
iMaterial PO Tex: Supply Chain Management (Sth Edition) by Sunil Chopra Ha...
Shipping Instructions -Empty-
w Attachments El
| Add Attachment || Edit Description |[ Versioning . || Delete | Filter Settings
Category Description File Mame: “ersion Processor ‘igible Internalhy onhy Checked Out Type Size (KB) Changed by Changed on
[i] The table does not contain any data

» Select the Notes and Attachments sub-tab to enter text

— Nothing should be attached at the item level

Change Material PO Text =l El}

Material PO Text:  (Eupply Chain Management (Sth Edition) by Sunil Chopra Hardecover

18
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ltems Tab — Approval Preview

| AcstuAsagament | hiieaAnd Afshinesh ‘pproval Preamar | I-wsu-um Edtensed PO Hatary | Paymest
angm
Process Slep Ll Slabn e Praceanar Récehed Uf - Procésssd On Forwirded Uy Agént Detirmanalon
Sl Prechms Crder Aperoval  Viald {Cae be Siabes) © Cipesn (e Deshien Wase)  Tvemy 7 oung LAy srmer Dnsisd Fursi Sming Grpingt ugrais dar PO mRpTON SR
SRY Porchame Ovder Approval - Viakd (Cas be Stabedi  Open (Mo Decikion Meda)  BRUSTETE Datra Clarmgpil & o gy pree Al Frogher Do g ot oy Jmmiites S Ageais ko PO approval sheg
SAM Puschass Order Apgiaval  Vakd {Cas bs Taiked]  Open (Ne Decamn Made)  Chytles Avderagh Barswls Ciond Sodoew Clal Fii Vg Wity Foa Agesly for PO apgoval sheg

 Select the Approval Preview sub-tab to review the release strategy

19
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ltem Tab — Related Documents
ltems tab — Related Documents

eraral Dada Prices dnd CodBen gz Adagneen] Hotwi snd ABachreids Epirad Praview lmlfmmmn | Paymesl
Durshagd {Irdie Hedpocas I riinid Dgtsied
Shigging Nabficslnn CenPrrmtca Fagss brooos Ve ileiben
o Cepsy Fesem  Confrmaten af Perfeemanse of Serace Evaluabed Recepl Seliermin]
Goods Receld | Confirmation of Perfermance of Sarvice rwate
Canlrmd Dunlly o A Febcsd Quadk iy, E0e EA
=R il LR el
fiz Furiter Confrmanon TR TR
o -
Wi | Unted Sones Cols e Tane
g Finrs Craturmer? Kusier BACE Fred (cienmd Humbar it it Cuparity L] Nt i Carency
Purcaase Ordar Suppl Chain Maragsoans Docky AMRAETAR Saved SERA0E Hi e #0008 50 ED
S0.00 E HMEED PED

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

— 1.e.: No further confirmations: No further invoices

20
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ltem Tab — Extended PO History

ltems tab

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

| Send To Records Management | Expand All Close Al
tem/Header = Description ObjectlD in Back-End Document Date  Quantity Base Unit ‘Valuein FM area Currency in FM area Value Currency Accounting Document  Clearing Document  Invoice Reference  PartialResidual Complete
= [tem 1/ Supply Chain Management Books |:|
+ Total Value in Purchase Order 50.000 EA 10088.50 UsSD |:|
= \alue in Purchase Order 4300445788 / 0000000 50.000 EA 10088.50 USD (|

 Select the Extended PO History sub-tab to view the Goods Receipt and
Invoice information for the PO

21
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Header Tab — General Data

T b £ | A S T T T
e Boarana Bt refomise m regured
1 e mavspiace detnls Fmrlnred bt stioud POCACETE

Perchase Orces Numbay ANC4STEl  Pochss Order Typs Sheded B0 Tutes Seved Cocwmend Date 55750018

Totd Velss [Geoun] HOBEIUSD  Smard Member Supoler (584 DELIDOL TRAMIE LL
Hesrvwm  OTRRRRRET] e | ek ah mernmeny | Rpreed | Bk
Cenesl it Gl aal Aliitewel | Sulpel | Docoewdl Tolh  Seihd PO MEBey  Prymeel | UsesSeetded S
> B
[EIRETEITANN Casmmacy, Vi snd Pracsre
el N T T e T ¥ b [
St Feartar . Lol ot Vs [T A T
Borytans ledes Mesie  EESLIESEE g - i ven
" B0 timm AL Trasnun Beasarre Dook
[T Y Y

« Complete any applicable fields

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

22
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Header Tab — General Data

Purchane Ordes Rumtay 410040700 Pueciheus Owder Typs  Smnderd B0 lutes S Cocwnend Date SHTLT0H Totsl Veiue [Groun] 5000 52 USD Lmam Bamber Sugoler TLINAL s ITON TRARS

Besrvem LOURRERRRRT]  sotn | faskes s ernmany | Rpreed | Bariyg
Cenesl it Gl aal Aliitewel | Sulpel | Docoewdl Tolh  Seihd PO MEBey  Prymeel | UsesSeetded S
bl
[EIRETEITANN Casmmacy, Vi snd Pracsre
S bt 1 it Bt T Lr—— 4T B
i Mol by iyl Total Vo [eB00] A T
[N SN T
" B0 timm AL Trasnun Beasarre Dook
[T Y Y Cammbores Dciomtens [

Purchuns Crder Typs | Stascand AT

Cepasitabion
Purchining Drpisizsten | O0PA Purchinirg Drpitisites o
Farchueping Grosg | A0 06005 BOF RV 7, soune Mo

L]
&8
E.xix

ag

- B

o Validity Start & End Dates are available and will be required
effect 1/1/17 for Service POs.

» Replacement # & original PO field are available

« Small Business Reserve is triggered on Create & Change
modes

« |f referencing Contract, should default to what contract has;
If ITQ, should default to “NO”

The Small Business Reserve
validation is excluded on the
following Purchase Order
transaction types:

SRM: Emergency PO Types
(ZEP, ZEPI, and ZEPO), Sole
Source Service and Sole
Source Supply POs (ZSBI,
ZSDI, ZSSB, And ZSSD) and
for future reference, when
implemented, the Invoicing
Plan (ZIP).

Note: Also exclude STO'’s
from this validation.

R3 (SAP): Emergency PO
document type (EP), Sole

Source Service and Supply
POs (SSB, SSBI and SSD),
Stock Transport Orders (UB)
and Periodic Invoicing Plan

(IP).
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Header tab — Notes and Attachment

* 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

24
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Attachments

e Select the BROWSE button to search for files
Sy - to upload

[] The table does not contain any data

40 M =« Edit the name of the document in the

Here, you can upload a file and attach it to the header

File: | Lecee | Descrlptlon fleld

Deserpton: ||

* Check the box to make it visible only to COPA
employees

Iﬁl Cancel
e Select OK
w Attachments [~]
Add Attachment || Edit Description | Versioning Delete J | Filter Settings
Category Descriplion File Mame Version Processar Visible Internally onby Checked Out Type Size (KB) Changed by Changed on
Standard Attachment Training Books Sales guole Training Books Sales guote.docx 1 | docx 45 PO0445530 08/25/2015

« Document names can be changed with the EDIT DESCRIPTION button
* Files can be deleted with the DELETE button

25
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Header Tab - Output

Overview ¥ Ileader" tems | Notes and Attachments | Approval |©  Tracking

| General Data | MNotes and Attachment | OQutput

| Order and Send Immediately |

Latest Output _Additional QutoutRequested via

(=) Printer |G3-FP06 CUBE162_RICOiT|
) Fax | [

Sent On:

Output Medium:

() E-Mail |debbie_frear@goodyear.{
) XML

w Document Outputs

| Details || Repeat Output || Delete |

Status

Changed | Req
m The table does not contain any data

« Only XML and Auto-POs are output automatically

 Purchasers must manually trigger the output of all other PO documents

e Set-up a default printer using the end-user procedures in the DGS
website — Setting up a Default Printer in SRM

 [|fanAuto PO, do not change transmission method. Must go
electronically to supplier.

26
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Header Tab - Output

e |f the default printer is not

Additional Output Requested via functioning, use the following

(*) Printer |GS-FP0S CUBE162_RICO in$thCti0nS to change the

) Fax printer

() E-Mail |debbie frear@@goodyear.s — Select the match code

) XML icon to search for the
printer

Note: If user Is having problems getting POs to print on their
printer, provide their IT staff with the Printer Setup SAP/SRM
End-User Procedure to remedy the issue. Do not use Print
Preview.

27
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Header Tab - Output

Search: Spool: Qutput device

Search Criteria Personal Value List  Hide Search Criteria &2 &
IDutnut Device >lis - | [G5* %ﬁ] @@
[Short name [=] iz [=]] | =
|L|:|cati|:|r| |V||is |"|| |®® |
[Device type [=|li =] O®e

| Clear Entries. || Reset to Default |

Results List: 62 results found for Spool: Output device

QOutput 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_RICOHAMPSOO1 G559 “Harrisburg, 22nd & Forster Sts., Room G-5°

GS-22ND RWG1_HPLJSSI G508 Harrisburg, 22nd & Forster 3is., Room G1

G5-Z22ND RWG10_HPLJ£050 GS03 Harrisburg, 22nd & Forster Sts., Roeom G10

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

G5-22ND 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

28
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Header Tab - Output
Header tab — Output sub-tab

Overview .~ Ileacler" 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: O Fax | |

) E-Mail | debbie_freari@g uudyear.{
XML

W Document Outputs

[ Details || Repeat Output || Delete |

Status Changed | Req

|1| The table does not contain any data

« Remember you are still creating so you are not ready to print yet, but
when you are:

— If approvals are needed, the document cannot be output until all approvals are
completed

— If approvals are not required, you will need to select the REFRESH button =11
before attempting to print so that the REPEAT OUTPUT button is active and you
have “Not Processed” in the Status field
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Notes and Attachments Tab

Overview | Header © fems Tracking
w Noles |j
Fiter Settings
Aszzigned To Category Text Preview
Document Header Header Text Delivery must be Monday - Friday, except State holidays, ..
Document Header Intermal Mote Justification: Books are needed by the BOP staff to adv...
liem00000000001"Supply Chain Management Books" Material PO Text Supply Chain Management (Sth Edition) Sth Edition by .
w Attachments E
[ Add Attachment || Edit Description |[ Versioning .« || Delete || Create Qualification Profile | Fiiter Setfings
Aszsigned To Category Description File MName: ‘Yersion Processor \isiole Internally only Checked Out Type Size (KB) Changed by Changed on
Document Header Standard Attachment Traming Books Sales guoie Training Books Sales quote docx 1 I docx 45 PO0445580 0872572015

 Notes and Attachments tab shows a summary of all Notes and
Attachments from both the Header tab Notes and Attachments and the
Item tab Notes and Attachments.

« Have the ability to Add or Clear text fields from the Notes and
Attachments Tab

— Be careful when using the CLEAR button as this will clear all text from a text field.
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Approval Tab

Current Precess Siex
Cimreniy Praceased By

Approval Process Dale [0y niad a8 0
Header | tem

Headar Appdavel SLatus

§§.E€

Héader fdrival Hote

Frocess Siep Lt

AN Purchane Oedes Approval  Oipam (Mo Deceem e | T
SHM Purchase Oider Approval  Opan (Mo Decaion Made) | Pty Cates Chatmicaft ngesn Wy Sl Shefierfgeey baftman insailer Se
SIAl Purchass Order Apprevsl | Open (Mo Oeciion Wsde’ | (B

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

IS rejected

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

— Only one individual will need to approve at each level
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Tracking Tab

(this example is not from a Stand-Alone PO, it is only for training purposes to allow you to see what is viewable on the Tracking tab)

Crenrvitw T L ] Viasth 8 ARacTmmey A

e C
Ve Li=Aet St Dolar B T
Decames L Dazumest liumes Baes-End Documes famter Sawhy Dim it ey
Shenoeg it BT - B 1 € Saderins i pd agprovet BADHOT1S 16,479 00 st
Barthaye Girtes 17 Ui Sugten A AT Cidwrnd [ ea e B 5553 00 URD
maccm TR AL ) [N i T 00 U
PEd o Pt bkt R 2889 IR USD
i [
mmmmmmmm
Creuted i Corpiete I Dogurast Dompleind 2 Ominred
e Qo =]
| Dtnt || Compare
By enos Cocumsnt’ywryos Tree Crasted G Congangay O Docummct Hame
i Ly Dot VNI 1RO DSOTOEY PESE T ADHT Wesew Tarnley
uuuuu et SMTADON 184D CREITANY 14 4T K17 Wi Sateden
uuuuu wrerl EATATALD T CRTATAN) AT 317 Medcal Sapcien
Chmrges Srnte (Parpe drer T Ls Hi il =i ]
it ARrtate O Vi Haw Vil Chingad by Chadged D Chahged il ]

P et | - [HT A0h Moo Cased
¥ v Resiber 2 - Hesows Bmshds

¥ B e - B pacy Shrghirer

i Dbt B - [ gy BRBRR S azad

 Version information — all versions of the document; select COMPARE to compare versions
* History (follow-on documents) — Shopping Cart, Contract, PO Goods Receipt, Invoice

« Change documents — Changes to the document in Old Version/New Version, Changed by,
Changed on, Changed at, and Version

« Status information — Created, Ordered, etc
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Document Builder Preparation

At this point, since the document is not against a contract and will need to
have Terms & Conditions, we will need to Save it so that we can generate
Document Builder Documents.

Create Pinrchase Ceder
| I i FEri Frevw :_:'-.- ap || Spipard Ll l

I L

Fisphis Geped Maanier L090524150 PuriBade Oeaer Ty Dasaees kD A = Eidid Deptnarabn St £HTdaliil Tt Vbt ihrmanl ol A0 Wiraan B sl ey Pt Tk S TRE S P Tl

« 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

== L T e e B e S o

e L B i o Lo

o Select the RELATED LINKS button
—  Select the Document Builder link from the dropdown menu
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When to Use Document Builder - POs
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?
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 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 by Legal.

« Auser 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.

« Once a user adds, edits, or removes terms, it becomes Non-Standard
Terms & Conditions and must be reviewed by Office of General Counsel
and Office of Attorney General.

— 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

Comemmmme 0 =77« DB opens in a new window,
G mieenres B0 omeme - we0- | ON the Header Data tab

— Verify the information

I' Canersl buia
|

. - defaulted from SRM

Exiweral Document 81
Ill ome. * [POOOGETHE DBADSTEND 0T 1T 37

§ Make any necessary

DDDDDD

e additions or edits to
e, s required fields
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/M Mot all dialog data accepted
Document Data I User Workspace

Docum ent Builder

Eiit Copy Sawve Save as User Template Release Canc:el Log Off

Header Data Dialog I Document Summary I Preview i Atlashrre

Groups

Previous  MNextQJEinish with Defaults

&

Is this primarily for the procurement of: (Pick only one) m
Document Data Groups
~ 3% CoP4 Content

= 3¢ Is this for the procurement of:

« 3 Contract Types

= 3 ACHEFT Payments

= ¥ Security Provizions

= % Contractor Insurance

= 3 Sensitive Information

" Material
) Service
" Furnish and Install

. Caution: Never use
/E FINISH WITH DEFAULTS;

' each question should

' always be responded to

» individually.

————————————————————

« 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

/M Not all dialog data accepted

Document Data [ User Workspace

Document Builder

Edit Copy Sawve Save as User Template Release Cancel Refresh Always select the

REFRESH button

Header Data Dialog I Document Summary i Preview [
before the NEXT button

Groups Is this for the procureme

RIS Sl L Iz this primarily for the procurem
Document Data Groups |E| " Material
= 32 CoPA Content " Service
= 3£ Is this for the procurement of: " Furnizh and Install

= 3£ Contract Types
= 3 ACHEFT Payments
« 3 Security Provisions

— The default warning message “Not all dialog data
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

/W Not all dialog data accepted
Document Data [ User Workspace

Document Builder

Edit Copy | Save |Save as User Template Release Cancel Refresh Log Off

Header Data Dialog I Document Summary [ Preview I Attachments

Groups Iz this for the procurement of:

SELabs sl Dol e o Ig thiz primarily for the procurem ent of: (Pick only one) m

Document Data Groups |E| " Material
~ % CoPA Content " Service
» 3£ Is this for the procurement of: (" Furnish and Install

= 3 Contract Types

« % ACHEFT Payments
« 3 Security Provisions

» 3 Contractor Insurance

« Select the SAVE button at any time to hold and protect
your work
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I v Document held

Document Data i

Document Builder

Header Data

Groups

Previous Mext Finishwith Defaults

User Workspace

D:-py Save Save as User Template Release Cancel Refresh Log OFf

Dialog i Doecument Surmmary i Preview i Attachments

Sensitive Information

Will sensitive information be shared w ith the contractor?. Mo

Document Data Groups E
+ # CoPA Content Will personal health infermation e shared with the contractor?. Mo

= o Is this for the procurement of:
= o If Material, does this involve the procurement of:

— The message “Document held” displays after saving

 Select the EDIT button to continue viewing/responding to questions
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Document Builder

Cogy  Save. Tave sa Use Tepiem femess  Concel Fafresl  Leg Of)
Veane: Data aaiog Descumend Summary Preview | Atlachmests
Docwment Sommary
Dicumenl Sectmng [F%  bhamant Semmary
* Baclinn sy | [Sanaas View|  |=|| Coperts Createa 0 bmerts Cat Fashe Deleis  Uibes o Finishw i Defaus IEp
« TAELE OF CONTENTS :
+ PO STAMMED TN & COMDIoN Fealien  Sexten  Bemend Efectve Date  \Versen  Faguishon Sel Propery  Deseepion Estass  ncimion  FRRClaha  Cosier Meddier A0 Bewi  Bement Charged =
] oo FIVILT006 FE Full Teewd a
P SECTON-1.P0 HARAMT FRod [ P+ STANDARD TERMG and CONDTONS L]
WCINTHAGE.D01 16 mranmr o+ = Full Tex! CORIRACT-000 5c Conleacl Termm i Contierm - Slind-Alone | 24 2007 L ]
VADONTRACT-00Z 181 OTV32015 PR Full Tt CORTRACT. 002 8D Term of Conract = Stand-Alone PO (daly 2015) [}
VLOONTIACT. 00T 3 FONIO008 EOC Full Taxl  CORTRACT 002 3 Exteeman of ConSract Tasm (e 30 TO06| [ ]
51 VDONTRAST-03 104 Q73015 s Full Tenl  CORPTRACT-000. 10 Signatures — Hard-Alee Purchase Drder {diy 2315} ]
T VOCONTRACT-004 14 S0 PR Full Tt OORTRACT. 004, ¥ Dedlinisions (0t 20137 &
WA THACT.008 1 NIC006 PG Full Texl  COMTRACT-006 1 dependerd M Confractor | Ocl 2008) [ ]
g1 VADDMTRACT-DIT DUA  SIVIAD0E ] Full Texi  COMTRACT.O07 (Ha Supples Deivery {hov 1 2004) ]
WVLOONTRACT.DY T 03 0INONE OO Full Tant  CORERACT.ONT 3 Priar Kolics |0t J006) - ]
Bement Trpe
Ekemand Tyipsr | Taba of Lonteaty

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.

A green icon in the Inclusion column indicates that the corresponding clause is optionally
required; a red icon indicates that the clause is required or mandatory.

A pencil in the Editable column indicates the wording in the clause can be edited.

A checkmark in the Fill-in Status column indicates that the response field is a “Fill-in”,
although it does not indicate that a response was provided.
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Document Builder

vy B Zave o User Terpiam femees  Concel Pafrssh  Log On)
Veane: Data aaiog Descumend Summary Preview | Atacheests
Docwment Sommary
Dacumant Sectons [*%  bhamant Sommury
* Baclinn sy | [Sanaas View | ||| Experta Creales L0 bmerie €ad Foss Deleie Ukies o Finishw i Defauin IEp
« TAELE OF CONTENTS :
O ETAMOARD TN & CoOMDIIoN Fealien  Sesten  Bemend Efectve Date  \Versen  Faguishon Sel Propery  Deseepion Estass  ncimion  FRRClaha  Cosiert Meddier A0 Bel  Bermerd Charged =
] oo FIVILT006 FE Full Teewd a
P SECTON-1.P0 HARAMT FRod [ P+ STANDARD TERMG and CONDTONS L]
WCINTHAGE.D01 16 mranmr o+ = Full Tex! CORIRACT-000 5c Conleacl Termm i Contierm - Slind-Alone | 24 2007 L ]
VADONTRACT-0Z 181 Q7V32085 PR Full Tt CORTRACT. 002 8D Term of Conract = Stand-Alone PO daly 2015) [}
VLOONTIACT. 00T 3 FONIO008 EOC Full Taxl  CORTRACT 002 3 Exteeman of ConSract Tasm (e 30 TO06| [ ]
51 VDONTRAST-03 104 Q73015 s Full Tenl  CORPTRACT-000. 10 Signatures — Hard-Alee Purchase Drder {diy 2315} ]
T VOCONTRACT-004 14 S0 PR Full Tt OORTRACT. 004, ¥ Dedlinisions (0t 20137 &
IIIIIIII 1008 1 NIC006 PG Full Texl  COMTRACT-006 1 dependerd M Confractor | Ocl 2008) [ ]
g1 VADDMTRACT-DIT DUA  SIVIAD0E ] Full Texi  COMTRACT.O07 (Ha Supples Deivery {hov 1 2004) ]
WVLOONTRACT.DY T 03 0INONE OO Full Tant  CORERACT.ONT 3 Priar Kolics |0t J006) - ]
Bement Trpe

Ligmend Typd | Fabs of Uonkents

» Auser may access any of the clause details by selecting the row indicator.

o Auser will likely receive a security prompt after selecting the row indicator stating “The page
contains both secure and non-secure items, Do you want to display the non-secure items?”,
and if so, always choose the YES button.

« Clause tabs will display for selection and review — Element Type, Full Text, Print Preview
o Element Type tab displays the type and the effective date of the clause.
o Full Text tab displays a preview pane, which allows a user to see the entire entry at one time.

o Print Preview tab displays the contents of the clause in Adobe PDF format.
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Document Builder

-~ Document Data | User Workspace |

. Document Builder
Jopy Save Save as User Template Release Cancel Refresh Log Off

Header Data “ﬁ:la.tll:rg | ; .D.ucumeﬁ{éummary ;\f—prw|  Attachments |

Available Output Types

Available Sections

5 | Report Type | Report Hame | Generate =
| | 1 Document [+]
| |2 Reviewers Check List il
|_| 3 Responses Report ]

 The Preview tab contains three documents (reports) which are

automatically generated as the questions on the Dialog tab are
completed.

A user must select each report to generate it before they can Release it
back to the Purchase Order.

— Once a user selects each document, they should review them for
accuracy.
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Document Terms & Conditions

Table of Contents

B I T e 2
1.1 CONTRACT-001 . 1c Contract Terms and Conditions — Stand-Alone (Jan 24 2007 ... 2
1.2 CONTRACT-002.1B Term of Contract — Stand-Alome PO (Tuly 20 L5 e e e 2
13 CONTRACT-002 3 Extension of Contract Term (MNow 30 2006 2
1.4 CONTRACT-003.1D Signatures — Stand-Alone Purchase Ornder (July 2005 e 2
1.5 CONTRACT-004 1a Definttions (Ot 2003 3
1.6 CONTERACT-006.1 Independent Prime Contractor (Oct 20060 3
1.7 CONTRACT-007.01a Supplies Delivery (IMow 30 20060 3
1.8 CONTERACT-007.3 Prior Notice (Ot 2006 e 3
19 CONTRACT-008 1a Warranty (Oct 200G 4
1.10 CONTERACT-00% 1c Patent. Copyright, and Trademark Indemmnity (Oct 2013 . 4
1.11 CONTRACT-009.1d Ownership Rights (Oct 2006) 4
1.12 CONTRACT-010.1a Acceptance (Oct 20068) .. =)
1.13 CONTERACT-010.2 Product Conformance (MWarch 20120 =)
1.14 CONTERACT-010.3 Rejected Material Wot Considered Abandoned (Oct 2013) .. =)
1.15 CONTRACT-011.1a Compliance With Law (Ot 20000 e 5
1.16 CONTRACT-013.1 Environmental Provisions (Oct 20060 6
1.17 CONTRACT-014.1 Post-Consumer Recycled Content (Dec 5 2000 6
1.18 CONTERACT-014 3 Recycled Content Enforcement (Feb 2009 e 6
1.19 CONTRACT-015.1 Compensation (Ot 2OO6Y) ..o 6
120 CONTRACT-015 .2 Billing Requirements (February 200 2 ) e 6
121 CONTRACT-016.1 Payvment (Oct 2000 . e 7
122 CONTRACT-017.1 Taxes (Dhec 5 20000 ) e e 7
123 CONTRACT-018.1 Assignment of Antitrust Claims (Oct 20060 e 7
1.24 CONTERACT-01%.1 Hold Harmless Provision (INow 30 200G e e 8
125 CONTRACT-020.1 Audit Provisions (Oct 20000 e 8
1.26 CONTRACT-021. 1 Defanlt (et 0 3 e e et e e e e e e m e e e m e e en 8
127 CONTERACT-022.1 Force Majeure (0t 2000 e e et e e e e e e m e e e e me e e 9
1.28 CONTRACT-023 1a Termunation Provisions (Oct 20 L3 . e e m e e 10
1.29 CONTRACT-024.1 Contract Controversies (0t 200 0 e e e e e m e e 10
1.30 CONTRACT-025.1 Assignability and Subcontracting (Ot 200 3 ) e e e 11
1.31 CONTRACT-026.1 Other Contractors (Ot 200G .o et e e e 11

« 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.

— Make sure each T&C is listed in its entirety and that none are missing sentences or
paragraphs
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Reviewer’s Report

Reviewer's Checklist for P00446880 08/25/2015 10:58:21 on 2015.08.25 (version 1)
Number Presecription Sourece Section Name Title Changes Fillins
0001 0 T O
- SECTION-1-
Q002 1 PO
v COMNTEACT-001.1c
- Contract T erms and
0003 1 gﬁNiICRACT' Conditions 3€% Stand
i Alone (Jan 24 2007)
v CONTEACT-002.1B
- T erm of Contract 3€%
0004 1 CCE‘NTRACT- Stand Alons PO (Tuly
002.1B1 -
2015)
s COMNTEACT-002.3
0005 1 COMNTFEACT - [Extension of Contract
0023 T erma {Mow 30 2006)
I CONTERACT-002.1D
Signatures 3€% Stand-
000 1 coRacT e
i (July 2015)
-
CONTERACT-004.1a
Q007 1 COMNTEACT- i iy
00414 Drefinitions (Oet 2013)
- COMNTERACT-006.1
0008 1 CONTFACT - Indspendent Prime
006.1 Contractor (Ot 2008)
W CONTEACT-007.01a
Q009 1 CONTEACT - [Suppliss Delivery (IMow 20
007.014A 2008)
s - .
0010 1 CONTRACT- Nmffgﬁrﬂgf Frier
007.03 ot -
ko
0011 1 COMNTERACT- C?NTRACT_{'EB'Ia
G05.14 Warranty (Cet 20087

« |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 P0O0446880 08/25/2015 10:58:21 on 2015.08.25 (version 1)

Question Response
Is this primarilty for the procurement of (Pick only one) ™
Apparel
Passenger Vehicles (Automobales)
Conmmercial Vehicles
PermDOT
Addiional charge per wehicle 0.00
Prmtmgo
Foad Materials
Paper or Paper Products
Steel Products
Prior Notification b
On Pallets
IT
Launderms Services
MNone ofthe above
Is contract total cost over 3250007
Is contract total cost over 51000007
Insert tvpe of equipment or svstem

Dieadbne Date for submission of questions. 00000000

Agency Webside (UURL) wwnwemarketplace state_pa_us
Proposal Response Date 00/00/0000

Proposal response time (enter tmme and ANYPND

MNumber of davs the proposal st remam vahd 000

« |dentifies, per field, the responses (or lack of) which were
entered for each question
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Document Data Groups

* o CoPA Content
= ¥ Iz this for the procurement of:
= o lzzuing Office

= ¥ Small Business Procurement

- T~ T U R B MESETT R

Document Data User Workspace
Document Builder
Edit Ceopy Save Save as User Template | Release JCancel Refresh Log Off
Header Data ' Dialog Document Summary Preview Attachments
Groups I= this for the procurement of:
Previous Next Finizh with Defaults

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

) Material
) Service
) Furnish and Install

= o Procurement Results, Contract or Purchase Order

« The RELEASE button becomes available after all questions have been

answered.

— Select the RELEASE button to migrate the documents back to SRM
so they become part of the procurement document (attachment).
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Document Builder

" DocumentData |  User Workspace |
Document Builder
sancel  Refresh§ Log Off

* Header Data ' . i}l&lﬂg | E}ucumﬁtgﬁmmary __}/ Preview | Aftachments |
| Available Qutput Types

Available Sections
Z'_|F:|; Report Type | Report Name l Generate =]
MR Documen t i
7B Reviewers Check List o
| i 3 Responses Report

=l

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

 Select the LOG OFF button to exit Document Builder (Do not X out
of DB). The LOG OFF button must be used to exit.
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Display Purchase Order

| 4% Edit | || Print Preview | [[{%|] [ check |[ Close || Copy || Related Links . |

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

A Overview |’ Header | Hems |  Motes and Attachmentzs ° Approval Tracking

In order for the document to display in the procurement document, do the
following steps:

« Select the EDIT button
« Select the Header tab — Notes and Attachments sub-tab

+ |f the documents are not visible, select the REFRESH button

— Locate the attachment titled “Document” and change it to “Terms
and Conditions” using the information provided earlier on “Edit
Description” for Attachments.
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Order Purchase Order

Crzate Pinnchase Chder

' Erf Frrym= I '.'r.-'I'.-:-ll Spipwd Lirid d
(I Lea 1 L Stk RN i U B SN0 w T e i Skl
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o 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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Exercise 1 — Stand-Alone Purchase Order —

Exercise 1 — Stand-Alone Purchase Order.

http://eniesrwda0l.state.pa.us/gm/folder-1.11.97534?mode=EU

 From the dropdown, select Simulation

When the Simulation dialog box opens,

— Select “Click Here for Interactive Tutorial”

This will start the interactive exercise.
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Select Purchase Order Type

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
| ZEPC Emergency PO OA O
. 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

o Create the PO in the usual manner by choosing the transaction
type and selecting the CONTINUE button
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Overview Tab

Create Purchase Order

Order Save | PrintPreview | Check Close Related Links
Purchase Order Number 4300403292 Purchase Order Type Standard PO Status In Process Document Date 10/24/2014 Total Value (Gross) 0.00 UsSD

Ouenm:w|’ Header | Hems ~ Motes and Aftachments -~  Approval ©  Tracking

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

["] Smart Number is External

Purchase Order Number: | 4300403852 Internal Note:

I PO Name: |421 5 Dental Equipment | I

* Supplier: | =}

* Requester: | =]

Recipient: | 3l

Location: | 3l

Ship-To Address: | [

* Purchasing Organization: |COPA Purchasing Organization [
* Purchasing Group: |D-GS Central Purchase Purchasing Group || Show Members

Total Value (Net): 0.00

* |n the Overview tab, select the PO Name field and enter a name for the
PO

— If necessary, change Purchasing Org and/or Purchasing Group
— Can enter Note to Supplier or Internal Note

— Do not enter any other information into the General Header Data section at thisSStime
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Overview Tab

120200 Cost Canler

1 |

mal v u
Wataral w 0 oo 008 450 ] ons
Wataral w 0 oo 008 450 ] ons
Wataral w 0 oo 008 450 ] ons
Wataral w [ oot 000 450 ] one
Materin i L] 008 USH i ons
Wrtria ] ] 008 U150 i oos
Wi 0 ] 000 450 [ ook
0 ] 000 450 [ ond

Totsd Value [Ret] | 500 | US0
ToldTax | G0 | USD
Total Value {Groas} | 800 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).
Do not enter any other information, allow the rest to default from the
contract.

— 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 detalls, select the DETAILS button or the Line Number
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Propose Source of Supply

PN iroposed Sources for Saloctad Hems

PSS Oossiect Al Salort Chaspast Ofis) | GroopTable By Mem [

P | Select  Requirement - Froduct = Supgiier Name {Supplier Mumber) Canfract Quantity Lkt Prica Cumency  Prica Unik  Price Per Unit  Quota Amangements  Wanance  In Seppler List  Payment Tems
: 43004039081 0,000 0.00 L] 0.00

HENRY SCHEIN INC { 102074 } CTR-4400006857/2 1000  EA 2845555 UsSD 1 EA 0.00 PO

i | [+ HENRY SCHEIN ING { 102074 ) CTR-440000646713 1000 EA 2446595 USO0 1 EA .00 P01
| HENRY SCHEIN INC { 102074 ) CTR-44 00006467/ 1 1000 EA 2046555 USD I EA .50 (5] |
DENTSERVE ({ 173795 ) CTR-44 000068751 1000 EA 2846595 USD 1 EA 0.0k P .

DENTSERVE | 173795 ) CTR-44000064T5/2 1000 EA 2846555 USD 1 EA 0,60 PO
DENTEERVE { 173795 | CTR-440000G475/3 1000  EA 2848555  USD 1 EA 0.00 P

* Ifyou select the PROPOSE SOURCE OF SUPPLY button, a dialog box
will display showing Contract/ltem options to choose from.

 Select the appropriate Contract/Item and select the ASSIGN ONLY

button
or
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ltems Tab — General Data

¥ Basic
leniification Curraney, Values mnd Pricing
Bom Hurmber Sty L 1000 w I 0 egusrakee b
i Ty il Groas Price / Per uEn
Product . | ) Mt Vakie uso
Description | Biet P 00 SD
Preduct Casegery: | w w Code | Smey A oemat - s
Lalaka Service and Delivery
uuuuuuuuu o] | owerives [ 18
Further Progortios Undesdnbvery/Cnardebridy Tolrrancs 0| % 0,048 | %%
Supginr Brculucd Husntse i el
nem Delesen -
Agenut Shatus

:::::::::

» Enter the Contract number and Line ltem number
» Select the match code to search for the Contract/ltem if the information in not

known
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ltems Tab — General Data

Search: Contract / ltem E m

Search Criteria Personal Value List Hide Search Criteria €2 @

%
|C|:|ntrau:tName |v||is |'|| |@IE)
[Supplier [=][is [ =|[102074 [T & =
[Terms of Payment [«][is [=][Pood [7] & =

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...

4400005457 4215 Dental Supplies and... 0000000001 Dental Supplies -Core It... 42150000 102074 HENRY SCHEIN INC POOA

4400006457 4215 Dental Supplies and... 0000000002 Dental Supplies - Mon-C._. 42150000 102074 HENRY SCHEIN INC PODA
p 4400006457 4215 Dental Supplies and... 0000000003 Dental Equipment 42150000 102074 HENRY SCHEIN INC PO I

 Enter the appropriate search criteria in the field

— In the 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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ltems Tab — General Data

 Details for Item 1

General Data i Prices and Conditions i Account Assignment [ o The Contract Number and
Line Item Number will display
detttin as shown

ftem Number: |1

e Type; atel ' » Select the CHECK button at

Product ID: | 7

Mww: = | the top of the screen to
refresh the system and pull all
St = (Tl w [T information from the contract
ot bt . | forward into the Purchase

Order
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ltems Tab — General Data

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: |I0:A/P Sales Tax, exempt [«] 0.00| usD

Service and Delivery

Delivery Date: [11/282014 [

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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ltems Tab — General Data

w Fartner

Detaile Add - Send E-Mail Call Clear

Function Number Na
» Requester
» Goods Recipient

»  Ship-To Address 1 EXH
» Location

* Inthe Partner section, enter the Requester by selecting the
match code
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Search for Reguester

Search: Requester

Search Criteria Hide Search Criteria &2 @
|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

* |nthe 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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w Partner

Details Add - Send E-Mail Call Clear
Function Number Ng
» Requester 703339 Cy
» Goods Recipient
o Ship-To Address 1 EX
 Location

* If the user knows who will be entering the Goods Receipt (GR), they can
enter their name if they have an SRM Role. Otherwise, leave it blank.

Note: When creating POs from Shopping Carts, this information pulls from
the Shopping Cart. The Requisitioner is usually the person that does the
GR, unless an agency has a warehouse that handles all GR entries.
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ltem Tab — General Data B oo s v

W Partner
Details  Add Send E-Mail  Call Clear

Function Mumber Mz
= Reqguester 703389 Cy
= (Goods Recipient |

=  Ship-To Address 1

= |ocation

o |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

— The best options for searching are by Street and Building Code. Do not use
abbreviations and always use an * before and after your search item.

« Example of Street: *555 Walnut*; do not use St. or street because it is not known if it is
spelled out or abbreviated

« Example of Building Code: *15*; this is DGS Business Area it could represent 1500,
1504, etc.
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ltem Tab — General Data B0 o o e

w Pariner

Details  Add Send E-Mail Call Clear

Function Number Nar
= Requester 103385 Ly
» Goods Recipient T03385
»  Ship-To Address 1 EXH
» Location |

 Enter the Location by selecting the match code

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

— Each agency is its own plant. Some larger agencies are broken out into
multiple plants.

66



' pennsylvania

|l"|l l-.‘l
"ﬁ" DEPARTMENT OF GENERAL SERVICES

Search Location

Search: Location EI m

Search Criteria Personal Value List Hide Search Criteria ¢ @

|Business Partner [+][is [=]] | =
[Search term 1 [=][is [=]] |® @
[Logical System [+][i= [=]|[rc1CcLNT110 [ = =
[User attrib. Search [=][is [=][x [ 0 (=
Kaximum Mumber of Results: 500

ESE.larchil Clear Entries | | Reset to Default |

Results List: 5 results found for Location

Complete name = Street City C... Bu=sines... Logical... L... Org Manag... Compa...
OGS 515 Morth Office B... Harrisburg us 300438 PCACLM... 1... COPA
=S Administration 515 Morth Office B... Harrisburg us 300440 PCI1CLM... 1... COPA
[{GS Bureau of Procurement 555 Walnut 5t, §th ... Harrisburg us M ITE PCACLM... 1... COPA
OG5S Property Management 503 Morth Office B._. Harrisburg us 300435 PCACLN. .. 1__. COPA
DGS Public Works Roorn 100 18th & H... Harrisburg us 300441 PCACLM... 1... COPA

Do not enter any criteria into the fields, just select the SEARCH button
and your options will display
— If a user’s agency shows, along with DGS or the Governor’s Office, then the user
just has to select their agency. These show because of the way the user is role
mapped.
 Select the gray box or complete name to transfer your selection back to
the partner section
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w Partner

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

» Location

Number
703389
703389
1
301375

EXEC BRANCH

Mame

DGS Bureau of Procurement

 The results will display as shown
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ltems Tab — Account Assignment

- Seeimierkem el Easomen _ + Select the Account
S Assignment sub-tab
e e | * Select how the Account Assignment will be
W e distributed by selecting the Cost Distribution

dropdown menu.
» Select the Cost Distribution — Percentage,
Quantity, or Value

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

Number Accounting Line Number Percentage Account Azsignment Category ° Se | eCt th e ACCOU nt
= 10000 st Ceie - Assignment Category

Mixed Account - Single Line
Azzet
Cost Center

Mixed Account - Multi Line
Order
WBS element

Grant Internal Order
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tems Tab — Account Assignment

Cost Distribution Percentage | v || Detais |I| Add Line || Copy || Paste || Duplicate || Delete | | Spit Distribution || Change Al ftems

Number Accounting Line Number Percentage Account Assignment Cateqory Assign Number
0001 100.00 Cost Center v

 Select the DETAILS button or the Number field to enter additional
Account Assignment detailed information such as the Cost Center,
Fund, Budget Year, General Ledger, etc.
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ltem Tab — Account Assignment

Details for Hem 0001 : Cost Center

Basic bata Fund: | 1007400700 [7] pGS Procurement
* Percentage: |100.00 | udget Period: 2074
Account Assignment Category: |C|:|5t Center | --| Commitment fem |__53521 - ||M scatunplcs
* 0ost Center | 1577140000 |7 strat Suprt &Aud Div et e
Fund Center: | 1577140000 [7| 0&S Procuremen t
Functional Area: | 1310 7| Facil, Prop & Comm Mgt

Controlling Area: |COPA

General Ledger Account: 6362130 [ FMedical Supplies
Business Area: |15 7]

« Depending on the Account Assignment Category selected, additional
Information will need to be completed.

— In the example shown, the Cost Center, Fund, Budget Period and General
Ledger were entered.

— The rest of the information will default based on the information entered.
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ltem Tab — 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 Note -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
— Information in this section may pull from a contract

— See next slide for additional information on text fields

o Attachments should be added on the Header Tab, not the Item Tab72
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Header Tab — General Data

Cverview ° Header " tems | MNotes and Attachments ©  Approval ©  Tracking

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

w Basic Ij
Identification Currency, Values and Pricing
Smart Number: [ Test validity Period Total Value (Net): 33,480.00
[[] Smart Number is External Total Value (Gross): 33,480.00| USD

[] News Serial Part for Smart Number
Tax Walue: 0.00) USD

Purchase Order Number: |4300445556
Service and Delivery

* PO Name: | 7210 Elevator Service
Commitment Documents: Display

Corresponding Novation Purchase Order: status and Statistics
Purchase Order Type: |Standard PO Document Date: | 06/18/2015
Reason Code: | | =] * FM Posting Date: [06/18/2015

L * Posting Period: | 012
Organization

Purchasing Organization: |CUPA Purchasing Organization | Cancelled: [ ]

Clozeout Status: |Mone

Purchasing Group: |D-GS Central Purchase Purchasing Group || Show Members

Validity Start Date: |06/18/2015
Validity End Date: | 068/17/2018 {7]

Replacement PO Indicator: [

Original PO Number (Being Replaced): I:l
Small Business Reserve:

Non Standard Terms & Conditions: [ |

=]

o Validity Start & End Dates are available for services and will be
required effect 1/1/17

 The Small Business Reserve should default from the Contract; If
ITQ, should default to “NO” .
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Header Tab — Notes and Attachments

Create Purchase Order

Onger. Smve | PontPreview | Check Ciose  Reisted Links s

Parchase Order Mismber 4300403530 Purchase Drder Type  Standacd PO Status In Process Document Mate 1077018 Torg

e oy

Cvervew Header | |fens | Molesaod Alschments | Approvel | Treding

Cabizgory Deacngiion

Header fed Uneivery shouid be made bebween the Rours of 830 am and
inled Nide DinSirafm  Deslal Delvery Sysdem & needed T oxe
|eader Wendur's Remarks -Lmghy-

Bond information Emply

Confoentai Terms of Paymen Empiy

F ks o vt Enply-

Cabegory Deacriplion Fiie Hame Versioa Proceasor

'T: ihé |5k 9054 not contan amy 2ala

Vobk bbernaly poly

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

» Select the ADD ATTACHMENTS button to attach documents
 Select the EDIT DESCRIPTION button to change the name of the

document

» Select the Document and the DETETE button to remove document
* To change a document, delete/change outside of SRM, then reloaded
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Header Tab - Output B

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

— Follow instructions to set-up default printer or if printer will not print PO, have
your IT staff use instructions to set-up printer for SAP/SRM.
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Order Purchase Order

Create Purchase Order

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

« CHECK the PO and address for any errors that may occur
* |fthere is an issue, SAVE the PO and correct the issue.

o |f there IS no Issue, or once the issue is resolved, select the
ORDER bhutton.
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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 >
]
]
|
-

&

W &

_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.
POs with multiple lines will show each line in the POWL, just select one
line to display.

Central Contracts - All Purchase Orders - All ] Shopping Carts - All

View: | [Standard View] - | Create Purchase Order Create with Reference Copy | Display Edit Delste | Purchase Order Response Motify Recipient Print Previe | Refresh Exporta ET ]
Ty | Purchase Order Number Purchase Order Name tem Number tem Name Status Supplier Name Total Value | Currency |:|
. 4300385012 PO0446380 10/17/2013 10:03 1 245/60R18 Ordered GOODYEAR TIRE & RUBBER COMPANY INC 20,869.00  USD

=

Last Refresh 10M7/2013 15:16:42 EST Refresh

Do not use Print Preview to print your Purchase Order

Information such as the Issue Date and Effective Date will not be accurate
and you risk the PO being rejected or your invoices not being paid.
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* Once the PO Iis 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

Output Medium: | Printer LP01 |

Document Totale | Extended PO History | Payment

Uzer-Specified Status

¥ Document Cutputs.

| Details || Repeat Output || Delete

Status
Mol processed

) E-Mail
O XML

Total Value (Gross) 20,859.00 USD Smart Number Supplier GO0
Overview /I Header I tems | Motes and Attachments | Approval ©  Tracking
‘ General Data | Motes and Attachment Output
| Order and Send Immediately |
Latest Output Additional Qutput Requested via
SentOn: |10M7/2013 11:30:53

(&) Printer |GS-FPOS CUBE162_RICOS
) Fax

debbie_frear@goodyear.(
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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
w 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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Cnrmm Seeracm - 1 . Pruhawn Deimrn - AR | Engmng Sartw - 84 11

e e

Betmw damts

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

— Select the APPLY button
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Lgargd Prarcromgn QoS PROESRRAD Qdli &7 ] Cd meppdganr S vacr pragy & lig Diwiprnd  ASHLL BDFTRES BeC (LEL0 U
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« Select the document number to open the document for editing

 For one-step processing, select the gray box, then select the
EDIT button.

86



¥ pennsylvania

[
|l"|l -.‘I
'.ﬁ" DEPARTMENT OF GENERAL SERVICES
—

Editing Purchase Orders

[Nsplay Purchase rder

FEl =l el e e e e e 0.l
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« PO will open in “Display” mode

 Select the EDIT button to begin making edits to the PO

— If the one-step process is used, the PO will open in the “Edit” mode. ,
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Editing Purchase Orders

« PO changes that trigger a new approval workflow:

— Changing from standard to non-standard terms and conditions

« Adds Office of General Counsel & Attorney General to the approval process

— Deleting a contract reference

 Changes from just Comptroller approval to Agency Head, Comptroller, Agency Legal

— Increasing a PO’s total value

« If 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 from the beginning.
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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

« Example: Change from Cost Center to Grant Internal Order

— Changing the 15! two digits of the G/L (which changes the account)

« Example: Change from 63 GL (operating) to 64 GL (Fixed Assets) — Make sure
appropriate funding is available for that commitment level.

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

Fundchange=2234500789

— 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. If it goes outside the current threshold, then it moves
into another approval workflow.
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eleting Purchase Orders

Deleting an SRM PO which was never “Ordered”

From the POWL, review the Status of the PO(s)
e The PO was created in SRM and “Saved” (i.e., never “Ordered”)

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

View: [[Standard View] -| | Create Purchase Order Create Copy | Display Ed | Purchase Order Response otif Print Preview | Refresh
Export a ¥ &
5y | Purchase Order Number Purchase Order Name tem Number ltem Name 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 59 999 934 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

« Loginto SAP

 Select Procurement

 Enter Transaction ME23N

o]0/ TRWER Li— + Select the Other Document icon

« [ Favorites Mame = | System Description
» [3 shortcuts % Budget Preparation (BPC)

- [ Connecti [ Budget P tion (SEM) .
e E‘EBESﬁZSSE?:I;UIEZe Reports ] Enter PO number In Pur. Order
';5} Finance & Budget Execution

ﬁzg;ia;:jilﬂtenance flel(i and Select ( ) | | IE
IE2 Pracurement (ERP) | e

[ Menu Edit Favorites Ext

I~ 51
@LMEESN '_, « Document Overview On D E’? L_ﬁ @Print
SAP Easy Access

Mﬁ

Pur. Order I_43|:||:||:|255|41".|'_|

(®)Pur. Order

1Purch. Requisition

15SRM Contract

Other Document ][E
I
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Deleting Purchase Orders

« Verify that the PO does not exist in SAP R/3

Typ|Message Text LT=t

{:0 Document 4300029417 does not exist
L& |Mo authorization for the selected archiving action @

L[]l I
v FEit & M AP TEAEFELRODHEPB B @1 40 21 HX

Display Purchase QOrder

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

Purchase Order Number 4300223011 Purchase Order Type Standard PO

* In SRM, 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

— Once deleted at the Header level (prior to ordering), the PO is gone from the

system.

Change Purchase Order

| Read Onhy || Order || SEwe| | | Print Preview | | | Check || Close | Delete |

Related Links « |

Purchase Order Number 4300383011 Purchase Order Type Standard PO Status Saved
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eleting Purchase Orders

Deleting SRM PO after it was “Ordered”
From the POWL, review the Status of the PO(s)

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

» Deletion of the PO will occur at the Line Item level

Wigw: | Create Purchase Order Ed Pur Pr revie Refresh

Export a ¥ &
T | Purchase Order Number Purchase Crder Name tem Number tem Mame Status Supplier Name Total Valug | Currency D
] 4300005340 Local Purchase Order1 PO0445380 041520 1 Nitro Auto Darkening Welding Helmet Ordered [ ARBILL INDUSTRIES INC 10,681.73 | USD
| 4300005340 Local Purchase Order1 PO0446880 04/1520 2 MicroMax NS CoolSuit Polypro Back Sz L Ordered J| ARBILL INDUSTRIES INC 10,681.73 | USD
| 4300005340 Local Purchase Order1 POO445380 04/15020 3 MicroMax NS CoolSuit Polypro Back Sz XL Ordered ARBILL INDUSTRIES INC 10,681.73 | USD
| 4300005340 Local Purchase Order1 POO445380 04/15020 4 AirWawve N95 Disposable Resperator sz ML Ordered ARBILL INDUSTRIES INC. 10,681.73 | USD
| 4300005340 Local Purchase Order1 POO445380 04/15020 5 DP4 Headgear Clear Visor Shade 5 Flip Ordered ARBILL INDUSTRIES INC 10,681.73 | USD
| 4300005340 Local Purchase Order1 PO0445380 041520 6 SafeBack Premium szXL back support Ordered ARBILL INDUSTRIES INC. 10,681.73 | USD
| 4300005340 Local Purchase Order1 POO445380 04/15020 T Hycar apron black 34 in. x 48 in. Ordered ARBILL INDUSTRIES INC 10,681.73 | USD
| 4300005340 Local Purchase Order1 PO0445880 0411520 3 fire extinguisher 20 lbs 10-A 80-B 80-C Ordered | ARBILL INDUSTRIES INC 10,681.73 | USD

L]
% Last Refresh 04/17/2013 11:26:20 EST Refresh
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Deleting Purchase Orders

Select the EDIT button to activate the “Edit” mode

o Deletion occurs at the line item level

Display Purchase Order

|||,?Ed'rt|

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

Purchaze Order Number 4300323011

Purchaze Order Type Standard PO

Select the line item(s) to be deleted and select the DELETE button

pennsylvania

DEPARTMENT OF GENERAL SERVICES

w ftem Overview
[ Details |[ Add ttem 4 |[ Copy || Paste |[ Duplicate |l Delete || Undelete | | [ Propose Sources of Supply |[ Add Condition 4 || Remove Condition 4 || 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
i = 3 Material 3 MicroMax NS CoolSuit Polypro Back Sz XL | 46180000 5.000|CS 89.54 USD 1 89.54
| - 4 Material 4 AirWave NS5 Dizposable Resperator sz M/L 46120000 20.000 BOX 14.90 USD 1 14.90
i = 5 Material 5 DP4 Headgear Clear Visor Shade 5 Flip 45180000 20,000 EA 55.82 USD 1 55.82
| - iR Material (] SafeBack Premium szXL back support 45120000 20.000 EA 20.81|UsSD 1 20.81
| = T Material T Hycar apron black 34 in. x 48 in. 45180000 21.000 EA 22.58 USD 1 2258
i = 8 Material 8 fire extinguisher 20 lbs 10-A 80-B 80-C 45180000 20,000 EA 116.58 | USD 1 116.58
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 SAP R/3

Change Purchase Order

| Read Only

| Order |

Save | | | Print Preview | | | Check || Close || Delete || Related Links |

Purchaze Order Number 4300383011

Purchaze Order Type Standard PO Status Saved
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Deleting Purchase Orders

- Verify the line items deleted in SRM have replicated to SAP R/3 by the
TRASH CAN icons identified next to the line items in ME23N

U | ZME SRM Copy-Standard P Bl Wendor 213677 DS WATERS OF AMERICA IMC Doc, date 07/ 1B/ 2007

A 1 |Material Short: text PO guantity OUn|C |Deliv. date MNet price Curre [Per OP Matl group PE
144029 ATER, SPRIMNG,SGAL,PLSTC 200.000EA DOF/26/2007 2.35030 [ EA ATER F‘L
144031 COOLER, HOT&COLD WATER, 12.000MON D07/ 26/ 2007 2.00UsDh 1 ON DRIMK COOLERP [

[{

(DI L]

- To view the accounting information, go to the Environment Menu,
Document Item, AC Commitment Documents

- The committed funds are unencumbered

RefDocHo | “Item Amt type FM pstg d. Year Fund EPymt Bdgt Cost Center 'Cm Acc |Funds Center |WBS Elem. Text Vendor |BP
|[430002558?j 1 Original 07/18/2007 2007 1036107000 470.00 34101 100 ©6361100 3410102000 WATER,SPRING,5GAL,PLSTC CONT,CRYSTAL SPR 213677
102000 6361100

4300025587 Change 07/18/2007 2007 1036107000 470.00- 6361100 3410102000 WATER,SPRING,5GAL,PLSTC CONT,CRYSTAL SPR 213677
o1 0.00

4300025587 2 Original  07/18/2007 2007 1036107000 24.00 3szu 3410102000 COOLER,HOTECOLD WATER,MTHLYRENT,OASIS | 213677

4300025587 Change 07/19/2007 2007 1036107000 24.00- 34MM02000 6351500 6351520 3410102000 COOLER,HOTECOLD WATER,MTHLYRENT,OASIS 213677
a2 - 0.00

o, -:  0.00
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Assigning Work

My Settings
Reports
+ Select Workload Redistribution E—
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 or
OA/OIT 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

Search for Documents

Document Types
Requirements: [+ Status: |In Process |v|
Purchase Orders: | | Purchasing Organization: |COF‘A Purchasing Organization ||
RFxs: [] Purchasing Group: |DGS Central Purchase Purchasing Group ||
L Document Number: | |

Delivery Date / Validity Period / | [@To | [ia]
Submission Deadline:

| Search || Undo Entries |

 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
Document Types
Requirements: [v Status: |In Process |'|
Purchase Orders: | | Purchasing Organization: |CDF‘A Purchasing Organization ||
RFxs: [ Purchasing Group: |DGS Central Purchase Purchasing Group ||
trzze (m Document Number: | |
Delivery Date / Validity Period / | [T | [ia]
Submission Deadline:
Search | Undo Entries

 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

Select All | Assign To: | [w ]l 7] Go | Assign Automatically Hefresh Mossages Filter Settings
Document Numbsr  Document Mame Type Status Purchasing Organization Purchasing Group -
I 0011723996 (1 CARTON RCRD,OPF WLDECT 32/200# 15x12x10 Requirement  In Process  COFA Purchasing Organization DGS Central Purchase Purchasing Group
0011781299 /1 TOWEL, ROLL, 1000, 1PLY 1.5 CORE Requirement  In Process  COPA Purchasing Organization  DGS Central Purchase Purchasing Group

« The Results List screen displays

 View a document by selecting its Document Number
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Assigning Work

Making the Assignment

Search Result : 11 Documents 5
Select All | Assign To: =) : 7] Go | Assign Automatically Refresh Messages Filter Settings
E._ Document Number  Document Name Type Status Purchasing Organization Purchasing Group =
0091723996 /1 CARTON, RCRD,OPF WLDECT, 327200# 15x12x10 Requirement In Process COPA Purchasing Organization ~ DGS Central Purchase Purchasing Group
11781 11 TOWEL, ROLL, 1000, 1PLY,1.5 CORE Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Furchasing Group

« 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: 11 Documents E]
Select All || Assign To: COPA Purchasing Organization | || PB1-1504-GS Mtls Div 7| Go | Assign Mzaﬂy Refresh Messages Filter Settings
E. Document Number  Document Name Type Status Purchasing Qrganization Purchasing Group El
0011723996 /1 CARTOM RCRD,OPF WLDECT, 32/200# 15x12x10 Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group
0011781299 /1 TOWEL, ROLL, 1000, 1PLY 1.5 CORE Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group

 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 E =
Document Types
Requirements: [v/] Status: ||ﬂ Process |'|
Purchase Orders: [ | Purchasing Organization: |COF‘A Purchasing Organization ||
RFxs: [ Purchasing Group: |DGS Central Purchase Purchasing Group ||
Contracts: | |

Document Number: | |

Delivery Date / Validity Period / | [0 | [i&]
Submission Deadline:

| Search || Undo Entries

Search Result : 11 Documents E
Select All | Assign To: I3l (7| Go | Assign Automatically Refresh Messages Filter Settings
E. Document Number  Document Name Type Status Purchasing Organization Purchasing Group -

0011723996 /1 CARTOM,RCRD,OPF,WLDECT,32/200% 15x12x10 Requirement  In Process  COPA Purchasing Organization DGS Central Purchase Purchasing Group

0011781299 /1 TOWEL, ROLL, 1000, 1PLY,1.5 CORE Requirement  In Process = COPA Purchasing Organization DGS Central Purchase Purchasing Group

« A message will display stating, “Processing of the documents
has been completed”’, this means the document has been sent to
the Carry Out Sourcing of the Purchasing Group it was assigned.
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Sourcing a Requirement — Generate Purchase Order

My Settings
Reports
Requisitioner

Pcard Requisitioner

* From the left navigation, select
Purchasing

Workload Redistribution

» Under — Create Documents, select

RFx and Auction

Carry Out Sourcing v Services

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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Carry Out Sourcing

Asskgm SGUTCES of SUPRY: SIep 1 [Seloct Requisition]

(ot 3] | [ £ e

ettt B el waagr laaroes i Loopy o e F-we Drate e i Romrary Joremn ax IToomeem
e s | R2214 ati
[ R g
Bepouct Twcow
Eagapen -
e o i .z
oo aus ] Grag
R
Cwsomey Cuer S L
ks -
I LT I
ktep L et £ Cortogr .
L o TR T URET RN O Comneey | eyt | Cwtermiy Zutd D e AT B LA L8] Ao

« The Carry Out Sourcing screen displays all open assignments
o Search for requirements (Shopping Carts) using various criteria
 Select the SEARCH button
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Carry Out Sourcing

Aszign Sources of Suppdyt Sep | [Select Regulsiton )
ol -

bama Eucpanmn B Fitwa Tras tan i e

 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)

e Select the NEXT button
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Carry Out Sourcing

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items)) If at any point you realize you have made a mistake, select the line item(s) and
18 Previoos [ Neva ) [ Save [ coae | select the REMOVE button. Then select the PREVIOUS button to take yourself €
back a step. You can continue to do this until you get to the point you need to be
i+ ! : i o - | to fix the problem, then you can start over to move forward.
Seiecd Amguaten nlliinll Sources of Suppl;t [ 1ltems) Revviewy Drafts (No Bems ) 3...."-'\“!"',-' Eereen No Documants |
| Setect & || Enpand &l || Cotapse i || Change || Retresh | | | Propose Sources of Supply A Rspiace tem win Cataiog fem 4 || Undo Repiacement | | [ Submit to Groupang | | [ Remowe |
\h Reguaion | tem Number | Documest Name | Document Nusbar | Draft Typs | 1em Mimbd ?':* jer | Configurahie Bea Numlber | Descrpton Wariani | Catagony Descroption | Procty | Quandty | Unt | Dakjery Date | Soppser Number | Supgier Ha
[T Sograzein Pw;“ - : IFETERYT Raviei Tres TRES & TRE TUBES SH000 Ea  DBZBOOIS 180012

« 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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Carry Out Sourcing

Assfgn Sources o! supprr saep 3 (Revlew Drafts |'

ts || Cloa= || Process Salecsed O,

cCof Purchase Oroer) POC2S2820 052030 Purchase Groer LLinTFs JACKCWLLIANS TRE COMPANY MC 1224507800 |

By Regumdion | dem Pumber Configurabis Sem Number Descrption Coegory Cuanity. | Ung Suppbar Numbar Sugpter Hame: it Recory et Price | | Z501° SowSre Sarv indigey
= 100 LY ZISTERIT Ao Ti ey ZETTAs00 oo EA PA2TE THZTS U0

* 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

o 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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Carry Out Sourcing — Edit Purchase Order

3
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« The PO will display in the “Edit” mode.

 Your Carry-Out Sourcing Screen will display behind the PO with Step 4
displaying the PO number in the “Save” mode (Draft).
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Edit Purchase Order P TS

Change Punchase 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 Items tabs.
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Order Purchase Order
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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. 116
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Exercise 2 — Source Requirement — Generate PO

Exercise 2 — Source Requirement — Generate Purchase Order.

http://eniesrwda0l.state.pa.us/gm/folder-1.11.97513?mode=EU

 From the dropdown, select Simulation

When the Simulation dialog box opens,

— Select “Click Here for Interactive Tutorial”

This will start the interactive exercise.
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Source an Inventory Requirement and Jo pennsyteania

prem—y

Generate a Purchase Order

My Setting=
Reports
Requisitioner
Pcard Requisitioner
. Receiver
 Select Purchasing ;
Purchasing

Workload Redistribution

Left navigation pane under — Create
DOCumentS RFx and Auction

- Services

(] Select Carry O ut SO u rCi n g 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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Carry Out Sourcing — Inventory (PDP)

« Select the Plan Driven Procurement (PDP) Cart number link to
display the Shopping Cart.

— PDP Carts are 10 digits; SRM Shopping Carts are 8 digits

Assign Sources of Supply: Step 1 (Sefect Requisithon)

2] | [Cena]

trosecof Resvminn e — 5 « Can't locate carts using SRM cart number
=i * P .  Must enter SAP requisition number in External
st 5 Etarnal uramast - Requirement
L e [ AfEsut MR R Segen - OR
F “"_5' """" a 3l A Ll Sl e A T =)  Enter Purchasing Organization and Purchasing
: 5 T Group to pull in all carts
4 g = 3k L L ]
Dt L= el
h-uﬂ:;llﬂ' § M Pl | G2 ATl b o | Darberpd "FM Tk Bitadin Ld L5k p i | Dalgits b Corer Ay R % NSt b Pl Pt
vz oot Cion. Bace, Large ar0a0 0N PAC SRMRRCSRV s
[ e ) [l h, Biwsi Laspd S ol
HEENEGTINGH L sae e s SRURFCIRN | BLOBOY 013 LL
ll-=ei - e LOT TR 100 108 Ei . EAMRFCE 0
Ak, e L ancate e
[l 3 T ] - Sndr e A i
3.1 P T 1 Ei  Tiepsa SELLFnaser LERERSTRIRE & LEEITTE
AR 4 [ Hiva Tend i - S
kbR Hars T BERRY | iRCHPRAOS WAL SURCEL ] iR EESTL | LEPIGET LR
HeizEn = ara Tent LUIBESOTS AIGHTITR Lpes
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Carry Out Sourcing — Inventory (PDP

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

Display Shapphng Cart
Sttus Agprmend Creatod On DUN10RD 13304 Cregted Dy R0 LR
i |
dpruni fooe
W— E
[ean] = P Sueie
LR bmToa | PedudD Dacricten Bragid Cotegury Prisdod Categery Cescrtas Crawty | =g Rt Py /il | Cyrrmacy,. | Ootos Tige Ber | Codw Typm Ewviry Cate Metws | Amachewsiy | bam Rt S
= B I L=k s ey Largg 48010000 OFFEE B DESS ACCEER 15 B Pl 1580 S0 i Dsad0eY i H ot o ka1 14 -]
Toisl Value ke <50
T mmousTt wED
Totsl Val. (Gross| LR 28
L Details for e § Cipa, Biack Large £
Josrm Deas T e ] AN T ARRIETR Do 7y 200059 STimdAle LOTIO0S vtz af Suady J Servdd A PR HE R T e S e JACuveTe User-Brel fed e e ) T T =]
B P e CurTency, Values B Priceg
ben Typ | Uinerad Orded Cupndly | Link B3US00 RAC | e
Proses 00 100N Crdwrid Cuasly [ Unt 080
Bedrrgaes Sigs Blaes Laese Tt Qe | Umse 10.0e8) PAC
Fradhect Cotepacy. (44010000 RFTICE | ESE ATCIES L ot e 1NV ] Feowii 1
Qroer aw Drecd sistenad 5F
Craain Beamat e B
g Ta fdmoprt GLAS Same Tan geeTet 082 450
Compary Code LRPA | CORIMQARNEALTH OF P& Seraot Lirner Becory [y
Further Propeits
i 2 Service e Deirviry =
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Carry Out Sourcing — Inventory (PDP)
 Select the gray block next to the Shopping Cart Number

— If multiple items, select all items (all items must move forward at
one time for each document PO, Bid, etc)

» Select the NEXT button

Assign Sources of Supply: Step 1 (Sefect Requisition)
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Carry Out Sourcing — Inventory (PDP)

 Select the PROPOSE SOURCE OF SUPPLY button and a dropdown
menu will display. From the menu, select “Contract and Info Record” to
see if a Contract exists

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))
& Pvroos | newt 3] | [Soce [ o | 0.

™y 1 LG 3 ] i
TR — S — ey Barban (s Decempst
[Swwet a1 || Exza ¥ ke ]| [ : g bre o ] utes Regwaererr | | [ Sutet i Growpep | | [Recem | | [Aangs ety Rccranng Grous |
Ry Feswabos |t Nuster | Documaet Biasw | Decuspep e =0 o 0080 RECHT L B poaprny) e liumier | Configernnis tem Namiet | Descrpden Waral | Cabegeey Descrgins Praty | Owasity | Usk | Dodvery Dot | Suooler Masttr | Suaser Mass | CesoratContrne | Semaed lgrter | Cesmra
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Note: In order for Propose Source of Supply to work, the Product Category on the
Shopping Cart must be correct.
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Carry Out Sourcing — Inventory (PDP)

 Adialog box will display with either a list of suppliers/contracts or “No
sources of supply found

¥

'.'nq-nu —-—Jm—-l— r.w—tl—- mwnm—-':\n——-—n m-m—v_"" R ]

Dovigtery mastiee: [vspday Ad Eipbie tem g

Feguresani - Focuct -» Tusober Hase (Suppler huster) | Cortract I Purehade Jrder | | Gueily U6l - Free | Currmcy | Prioend. | Price Per | Cuolrg | Warsecs | 11 Suppler Lisi | Presty
(] Mo oo of wapply o

— sl

o |f a contract exists, a list of suppliers and contracts/items will display.

0 Select the proper contract/item. Select Assign Only if each item may be from a different
supplier/contract, or Assign and Create Draft Purchase Order if each item will be from
the same supplier/contract.

* |f no contract exists or the incorrect information was entered, the system displays a “No
sources of supply found” message.

o If this occurs, select the CLOSE button and proceed.
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Carry Out Sourcing — Inventory (PDP)

* |f no sources of supply exist, a supplier is known and the item doesn't
have to be bid, you can select the match code in the Supplier Number
field to search for a supplier and enter the supplier at this point.

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))
(8 Ferees o i | [Save ][ Ce | C1F

[ 1 2 3 ] -4
Seipst Bosombos Asibgn Sarees o Sopply | 1 Hemi) Spewe Soa®y iR bema &y Serde (T Decamemi
[Eeneraa [ fucans 20 1 Companr i | Crangs [ Ratgns | | [Propene Seucmn or Bapgy o  Cremw Goan o ] | [Mecace mem wien Curaing o o J{voe Macazemenn | | [Biew s Greprp || [Bemeen | | [Saage s Wy Preraang Gre
By, Recmbers  inn fastaly | Cotomiet liew | Documdad umtsd | Coafl Tyod | e bt | Edersd b bumper | Desigoresis s Rusesy | Dicrptan warms  Catepeiy Demorgoes Froli L Limg
I s ppestanrin N L [T CFFEE & DESK ACTESS
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Carry Out Sourcing — Inventory (PDP)

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

Assign Seurces of Supply: Step 2 (Assign Sources of Supply { 1 ltems))

™ 1 ? 1 £ -
Sqiwc! Bpgunbica Aniign Sourced of Sepply |1 Hemi) B S0 %a (P Tra Sy Sérein T Dicurecti

[Swmet ot | Exgins 21 | Coimpan o | Craege || Bavear | | [Seipons Sowcon o Supiy [ Crosty Gowma| | ([fmce sem wim Cataig tom o | oo ongmcnment | | [ Sstmn 8 Grpwpng | | [Aimien ] | [mange 5 iy Purcranmg growp |

T | Regenien ) b faesber | Docusser Gasl | Decomest Rt | Dvaf Ty | Be i arm | Cntegery Desorgmes Prarny | Gussey | und o Dedvery Cons | Soppie facselr | Suppies iaase Lemeri Coemy gein Emar

I Lo iwopouizen GEFCL 085N SOCESE Wb AL pinuZeRy | 1r2ia SPICE STAVELT SALLS STORE

18 Preveua | haewt ] ||| Bares [ Ceser | ('F
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Carry Out Sourcing — Inventory (PDP)

« Select the Transaction Type and a dropdown menu will display, select
the appropriate PO type from the dropdown menu

» Select the EDIT SELECTED DRAFTS button

Assign Sources of Supply: Step T (Review Dealts {1 Hems,
ceua [ et o) | [Froems arcoats | uve | rpsuns Srieen Cruml n Sxwirea

If required, you can
change your selected draft | Remember, do not select v ~
type at this point ‘2=l Process All Drafts or Process sreer i3 Bastumet
' Selected Drafts buttons =
- _ ]

| Crmoge Terwcen Trm® "o g [ SEecew
t\. = ] Craf Ty Sumemr Namipe S Tracsscie= Tipe
Lbew Bt Ortert BEGLanBRd Gl A P fvter Frdr=] OFFaE ABdnaCr s 341 BN TGN -
ZLGY DGl Cridad 20
IEE | Peirgasdy B
B0 Do pancy 0 Il gy
ZF Erg e
Coptaiy o Balacnod Dratts Locsl vt PN AT | 7 - Remaamy 0
- o dad B - 2ol e Saidly PoL 4
T Fbeabas | trs st Algwale B st elopee  Ceegey | Gty | b Sapmerleeser 0 | Baiviedhe 5 LR o e =
el e SRy iFboped e —————————

 As with Sourcing a Requirement — Generate a PO, the steps for this
process are the same even though it is for inventory. The PO will open in
the “Edit” mode for further processing.
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Liquidating Commitments

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.

Geneaiosta | cos and Cond tons || Acoount Assignment Notes and Atachmerts | Approval rev cw . RelsteaDosuments | Extonded 7O tstory | Payment NOTE: Marking
e = InPOEdit mode, on the Items tab, | O e GR as
R B —— Related Documents sub-tab, f.mall 2SS el
ot e o e select the “Yes” radio buttons to | lduidate the
[ === mark the PO for final receiptand | SA" R/3
e r— final invoice to liquidate the open | COmMItment
e EEm items and open commitment.
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Liquidating Commitments

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

General Data Prices and Conditions Account Assignment Notes and Attachments Approval Preview Related Documen ts Extended PO History Payment
w Basic
Identification Currency, Values and Pricin
ttem Number: |1 Quantity / Unit: 10,001.000| |EA 0| EA is equivalent to: El )
ltem Type: | Material Gross Price / Per: | 1.DU| usD | 1| EA
Product ID: et Value: 10,001.00 USD
Description: |[Test Net Price: EOlE
Product Category: | 80121800 FAMILY LAW SVCS Tax Code f Amount: [I0:4/P Sales Tax, exempt b 0.00| USD
[Casir Service and Delivery
Contract / tem: | 7 [0 | Delivery Date:
Complete ftem on Saving: Underdelivery/Overdelivery Tolerance: % | %
Further Properties Storage Location: El
Supplier Product Number: | Status and Statistics
Itermn Detail ftem Deleted:
PEEETn T El Closeout Status: [
Canceled: [ ]

 Select the ORDER button to liquidate the PO. This will release any
leftover quantity back into the Shopping Cart and will require the Shopping
Cart to be liquidated by a process called Complete Shopping Cart.

Change Purchase Order
: Save | | Print Preview | | | Check || Close || Cancel || Related Links 4 |
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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

Note: It is completely up to the agency which process to use.
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Completing Shopping Carts
Shopping Cart Complete Link

My Settings

Reports
Requisitioner

* From the left navigation, select ——

Receiver

PurChaSing Purchasing

Workload Redistribution

« Under Create Documents, select
Shopping Cart Complete

- Services
Advanced Search

Document Builder

PO and 5C Business Partner...
Shopping Cart Complete
Create Documents

* Create Purchase Order

* Create Contract

* Carry out Sourcing
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Completing Shopping Carts
To Complete the Shopping Cart:

— Enter the Shopping Cart Number from the PO

* Do not enter the Line item number as the proper line item will be completed
— Select the Complete Shopping Cart radio button
— Select the EXECUTE button

Set Shopplng Cart to Complete / Undo Complete
| | 4 [ Back || Save as Variant... |[ Cancel || Exit |[ System4 | || Execute | m

Please enter the Shopping Cart Number(s)

Shopping Cart Number 00147250

Shopping Cart tem Number | : to i

. Allows user to undo Complete if the
' Unde Complete Shopping Cart——_ Shopping Cart was completed in error

*) Complete Shopping Cart
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Completing Shopping Carts

« Record updated message will display

— This means the cart has been completed (liquidated)

F W pennsylvania

NERAL SERVICES

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

Menu 4

|

Set Shopping Cart to Complete / Undo Complete

¢ Cancel System 4

10014728

SC Number ITEM Number MESSAGE

0000000001 Record updated
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Completing Shopping Carts
Carry Out Sourcing Process

o After liquidating the PO, go to Carry Out Sourcing

 Locate the Shopping Cart through normal search criteria

Assign Souroes of Supply: Step 1 [(Select Requisition )

Enter Cart = ; i ; : 4
Number Seloct Roguinificn AGE Saird O F Taoply (HS Raek Hgrvrve Cra i i 150 Rinl Servrbry Sireed (WG Dedatieta
l\ . -. ot B mees 180147 w2 B wbo-

oD Fraaa S e =,

T 5, 5o o

T jm, e

SarSen ) - W
=

Bor=taify g & St Adaigtraes! Dt -
Perrmpng Uree = RIS AT T a
SE'ECt Prgry - TURndEG ST Gngeing
Search Dbty Dt Range: - Poisds Loctes v
— Sekopry Date o ] e

[ | Comene || [ 2o Eceemms Gumas | - oigres Sl
Resu ItS \\ n Hajadibas | T Matits! | Cditrpdas :ﬂ"ﬁl Pty l}aﬁi =S el Sl ity [MiR | Soidihes Lol | Sl Hibseit I:ﬂ
WO AT 1 SELTEINT B T 21T | ":.' - '.r—.--\. =r PSR IE1] 30512 “IACK & us TRl Lo BCE T

Display — z HEMT wTres 26172808 2006 | La | Cyotha ancersan | DEZBAE1] | 400613 “JACK Sy LIS THE CouPaAY 0 (MM T
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Completing Shopping Carts
« Select the Shopping Cart

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

o Select the REJECT ITEM button

Assign Sources of Supply: Step | {Sehect Requisition)
' T

.. i -
faipt] Poguisition  aangs Sources of Sug ] o Lt
ar o Basoate 1 24 Amgaibo
Brm Cdcrgen k= s
ke . R s |
Rdr B 3 8 BBt T R
pastaes e seuomt Zangemant Saingeey
(P 1 E s -:| Armge ANRGerEe Tk “
Prenty - PR I T
Select Gray Sebery Dt e - Select
= B: 5 T H
Box = : - Reject Item
K [amciai]
Reacaras o hive fauspes | Dabicrones Categery | Freriy  Ounenly | el B i Eamirotry Dote | Suspost liwmeer | Suppiey hiese
ﬁ+ SRR ZTEANT Raoal Tres - SS1TIEOR IO Lk Cyrea dnderen BEIRIIID WEAZ < CAC L L3 TR CORFRAN IV FENAERTE
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Completing Shopping Carts

 Adialog box will display asking if you want to “Reject Selected
ltems?”

— Select the YES button to complete the Shopping Cart.

— In this process, there is no way to undo the completion once
the YES button is selected. You would need to go back into
the other process.

Reject Selacted Rems?
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Completing Shopping Carts

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

— If you enter the number and search again, it will not show in the resuilts.

JAssign Sources of Supply: Step 1 (Select Requisition )

wt #f | [ Cene

I+ i -|
Seloct Reguinitisn —% — -
e ol Bpaaitc 5] Sbns
S Dpparoic By .
g wpier
Szl q B Recuremenr
e T [w) - % Pt Spgery
g Gr [a) Az pagnm ) a )
s )
- e L
= 5
[Bewer]
[Zaw o

Ty Recumbes | ines Mosber | Ceacvgten | Calegery | Precly | Qulstty | Usi | Sesosstsr. | Debvery Doe | Soppler laseer - Sepsber Mase | Coorad | el Becerd | Wassfestoer Par Ramber | B feoaer
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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

D No address found for partner function type 0002
) No address found for partner function type 0013
/N Address data has changed - Display Help
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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

 From the left navigation, elect Purchasing

Pcard Requisitioner

» Under - Services, select PO and SC

Business Partner Update

RFx and Auction

-  Services

The update program requires a document

PO and SC Business Partner...

number and the new business partner.

Create Documents
* Create Purchagze Crder

* Create Contract

* Carry out Sourcing

142



¥ pennsylvania

i
|l"l -.‘I
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 =

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

BUSZZ00 RFx

* Enter the Object Type (this is the e oo

Supplier Quote

BUSZ2203 Confirmation

document type such as Purchase sz bconng ot

. .. . BUSZ208 Supplier List

Order, Shopping Cart, Solicitation, suszzes st
BUSZ209 Purch.Order Response
BUSZ2210 Invoice Defaul

Or ContraCt) BUSZ230 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 Iz Partnersbyaddress  Parers Genersl | PamersbyBPRoe  Pariers by bank detals | xf
City
 Enter the New Business Partner -

Number (different from the ——

Search fem 1

employee number) — if unknown, sarim?

Business Pariner

this can be found by using the weo iz
search functionality o

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

pennsylvania
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Change Business Partner in SRM Documents

| Menu 4 | | | 4 | Back || Cancel || Exit || SYstem . |

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

New Business Partner |715643 |

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

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

Program to Update BF

fctive wersion of Document does not hawe reference to partner 305388

R

 Select the BACK button and enter the correct business partner number

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

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

This completes your lesson, you should now be able to:
— 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

150



"W pennsylvania
ﬂ' DEPARTMENT OF GENERAL SERVICES

—

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 Checks

4. All attachments should be at the Header level.
a. True

b. False
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Knowledge Check R

5. A Contract can be entered one of two ways, either by
using the Propose Source of Supply button, or if the

number Is known, by entering the number directly on
the General Data sub-tab in the Iltem details.

a. True

b. False
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Knowledge Check

6. A PO that was never ordered, therefore never
replicated to SAP R/3, must be deleted at Header
level.

a. Tlrue

b. False
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Knowledge Check

/. If you have a partial quantity, should you reduce the
quantity on the PO to what was actually received when
you liquidate it?

a. Yes

b. No
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Knowledge Review

8. Are you permitted to use Print Preview to print POs?

a. Yes

b. No
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Knowledge Review

9. Changing from Standard to Non-Standard Terms and
Conditions will trigger a new approval workflow.

a. True

b. False
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Knowledge Review

10. When should a Business Partner be updated?
a. Upon separation from an organization
b. Retirement

c. All of the above
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Thank you!
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