SAP Records
Management




Welcome to the SAP Records
Management course!

+

This course will give you an understanding
of the Records Management system in
SAP, and how to move through the various
screens and procurement documents.

Select the NEXT @ button to continue



Course Navigation

This course is presented on a series of slides.
Navigate through the slides by selecting the NEXT
or PREVIOUS button. Access the course menu by
selecting the MENU button.

¢ wm

PREVIOUS NEXT

You may exit the course at any time. When you
return to the course, you can choose to resume the
course or start from the beginning.

Select the NEXT button now to start the course.



INTRODUCTION

This course will address the lessons noted below,
| llowed by a knowledge check:




INTRODUCTION

‘|7Upon completion of this course, you should be able to:

m Access Records Management and understand
screen navigation

m Understand how to search for and locate records

m Understand how to open records and view
documents and attachments







Records Management Overview

JrWhat Is Records Management?

« SAP Records Management is a system that
provides a logical structure for the electronic
management of records

« Itis being implemented in the Commonwealth to
manage records of procurement-related documents

<« All procurement documents created in SRM, as
well as their attachments, will replicate in “real-
time” into Records Management

@




Records Management Overview

Jr\/Vhy are we implementing Records Management?

« It allows us to view all electronic and paper records
associated with SRM documents from a single
location throughout it's lifecycle

 From this location, records can also be printed, exported,
and/or e-mailed

<« |t supports the Commonwealth’s standardization of
records retention and disposal of both SRM-
generated and non-SRM-generated procurement

documents
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Records Management Overview

JrWho will be using Records Management?

<« Anyone who has been assigned one of the three
‘roles” created for the system:

* Records Management User, which is automatically
assigned to anyone with a “purchaser” role in SRM

> These individuals will have authorization to create,
edit, and delete certain documents in the Records
Management System
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Records Management Overview

Who will be using Records Management?

+

* Display Only, which is automatically assigned to
anyone with a “purchasing display” role, such as
Comptroller, Auditors, etc.

» These individuals will only have the authorization to
view documents in the Records Management System

 Administrator, for individuals in IES who manage
the system

®.




Getting Started in
Records Management




Getting Started

How to access Records Management

There are two different ways to access, or “log-on to”,
the Records Management system:

m By selecting the SAP Logon Pad on your computer
desktop

m By selecting the Records Management button
while on any screen within a SRM Purchasing

document
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Getting Started

Accessing Records Management via SAP

When using the SAP Logon shortcut to access
Records Management, there are several 4
additional steps which need to be followed:

SAF Logon Fad 710

Upon selecting the Logon Pad, a —
Systems menu will display S repmsion G2

_i:. Finance & Budget Execution

Select the Procurement option to

. I Training
CO ntl n u e -_,'_T' ZMOM-550: Budget Preparation (5.,

-:.T' ZNON-350: Business Warehouse .,

I zMOMN-550: Finance & Budget Exe. ..

3
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Getting Started

Accessing Records Management via SAP (cont'd)

Your individual SAP Procurement User menu will display:

||::--

Menu  Edit Fawvorites Extras  System Help
& al < O
SAP Easy Access - User menu for Angela Eshleman

SEAIED

I [ Favorites

rment
1 - Create Funds Reservation




Getting Started

#ccessing Records Management via SAP (cont'd)

You now have two different ways to choose from when
opening the Records Management application:

Type “SCASE” in the

Transaction Code f|eId, and SAP Easy Access - User mq
select the ENTER [&] icon E|&]7] | ][]
* [ Favorites
Or = ) User menu far Angela Eshleman

Expand the Records Management
folder in the menu, and choose the

@ Case Management link @
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Getting Started

#Accessing Records Management via SRM

When working in or viewing a SRM procurement document,
you will see several command buttons in the function bar
beneath the application name

Note that the Related Links button with the Records
Management dropdown is among these

Display Purchase Order

_-:i:;'Ed'rt Print Previews P Check Close Copy Complete] Related Links a

Purchase Order Humber 4300452225 Purchase Order Type ... 0




Getting Started

J%A\c:c;essing Records Management via SRM (cont'd)

Selection of the Records Management button will open an
additional browser window containing the Records
Management application




Getting Started

JrInitial Login to Records Management

When you log into Records Management for the first time,
you will be prompted to set the “RMS |D”

= =]
EMSystern  Edit Goto  Systerm Help
i

A H @@ SBRE SD4O8 @ [

Case Management




Getting Started

Initial Login to Records Management (cont'd)

In the Change to a Different RMS dialog box, select the
MATCHCODE [€] icon to view the available choices

o= Change to a Different RMS

REMS 1D

LIST_VALUE TEXT
Z_COPA_DEMO COPA Procurerment Records Management h




Getting Started

JrInitial Login to Records Management (cont'd)

First, select the Z COPA_DEMO value, then the
CONTINUE & icon to pull it into the RMS ID box

EFETE:E:Tr'iI:'[ Yalue Range (1) 1 Entry found




Getting Started

JrInitial Login to Records Management (cont'd)

The RMS ID is now identified, and you must select the
CONTINUE 4 icon to assign it.

curement Recaords
Jocl(S Change to a Different RMS

M3 (D F_COPA_DEMO

Remember, you will only need to do this when you log into
Records Management the first time.

€ 3.



Getting Started

JrNavigating through Records Management

By following the previously described steps, you will have
successfully logged into the Records Management system.

The initial page that displays can be considered a ‘home
page’, and contains an “organizer” with three folders
containing links to various search functions. The Records
Organizer includes a History, where recently accessed
procurement records can be quickly reopened.

Select the NEXT button to learn more about the Organizer

@




Getting Started

he Records Organizer

Goto  Systern  Help
Y90 @O@ICHE 80D @

Records Management

The Records
Organizer,
located on the
left side of the
page, can be
collapsed and
expanded
using the
Hide/Show
Organizer
icon

23



Getting Started

Case Management

JrT he Records Organizer (cont'd)

The Hide/Show Organizer icon
IS available at all times in the
function toolbar

m Hiding the Organizer provides
more room to view displayed
records and their details




Getting Started

JrT he Records Organizer (cont'd)

Case Management

To begin accessing procurement
records, you must expand your
role “COPA Procurement Records
Management” to display the three
available folders:

m Search Procurement Records
m Business Documents
m Documents

®.



Getting Started

JrT he Records Organizer (cont'd)

Case Management

EITIEN

After you have begun accessing
records, the History area will begin to
populate.

History contains the last 30 records
which have been viewed. The most
recently viewed record will always
appear at the top of the list.

You may clear all of the entries in your
History by selecting the Delete B icon

.




Getting Started

JrSearch Folders

= ':;1',,_, COFA FProcurement Records Managerment

[» =] Search Procurement Records
[* =3 Business Documents
[» &0 Documents

As noted previously, three folders exist as a starting point for
searches. Once expanded, specific Procurement Records,
Business Documents, and Documents may be accessed via
links.

This course will only discuss searching for procurement records;
however, it will provide you with sufficient knowledge to be able to
perform searches in the other two areas.




Getting Started

| Search Procurement Records
— @, COPA Procurement Recards Management After eXpanding the
=7 = Search Procurement Recards
[H] COPA Bid invitation records Procurement Records
[H] COPA Contract records fOlder, yOU have the
choice to search within

/] COPAPurchase order records
[ =1 Business Documents

[» ’.'j Documents th ree d |ffe re nt C O PA

Business Object types

The term “COPA Business Object’ refers to the kinds of

procurement documents — bid invitations, contracts, and
purchase orders

.



Getting Started

JrSearch Procurement Records (cont'd)

= Make your
selection by
double or right-
clicking on the
preferred
object type

‘m i eae mfalle]

A gement

= Following
selection, two
“Search by”
windows

display e\




Getting Started

JrSearch Procurement Records (cont'd)

ecords Management Attributes (Bid Invitation) h
an

m Search criteria
can be entered
In either section:
Search by
Records
Management
Attributes or
Search by SRM
Attributes

®.




Getting Started

JrSearch Procurement Records (cont'd)

ecords Management Attributes (Bid Invitation)

m The results list
will display in
the area
below the
search

[area for search result list] windows

3.
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Getting Started

Browser Icons and Buttons

= attributes

Fecord E

Command Buttons

« Some buttons contain text that indicates what
command will be performed

Action Icons

 One example is the DISPLAY/CHANGE icon, used to
switch the user between display and change modes

* Another example shown here is the COPY TO
CLIPBOARD icon

* Note that some icons will be grayed-out (inactive),
when the user is in display mode or has not selected
anything




Getting Started

JrBrowser lcons and Buttons (cont'd)

Buttons and Icons with context menus

 When the menu portion of the button/icon is selected,
further options are available for selection

Fecord E

Buttons and Icons within selected elements *

* Each time an element is opened, additional command
buttons and icons will be available for selection

* When selected, the user is able to navigate and/or
perform specific functions

@ * The term element will be explained later in the course

®.



Getting Started

JrNavigation Tips

= Records Management provides users with multiple ways to
navigate and arrive at the same location

m For example, while viewing a quotation in SRM, you can
return to the record by selecting either:

— The Back € icon on SAP’s browser bar

— The Previous Object & icon in the Records Management
function toolbar

— The Related COPA Bid Invitation [E&] icon in the SRM

@ window

®.



Searching for
Records




Searching for Records

JrSearch Windows

Earlier, you learned that two search windows display
and that criteria can be entered in either one.

The fields for the criteria, referred to as “attributes” in
Records Management, varies between the two areas.

The information entered into attribute fields is referred to
as a “value”.

®.




Searching for Records

Search Windows (cont'd)

criptian

Product Mo,
fanu. Part Mo,
fanufacturer

LD

Faearch

Expand/reduce the search window area by selecting
the bottom handle and moving it up or down

€

@



Searching for Records

JrSearch by Records Management Attributes

Search by Records Management Attributes (Bid Invitation)

=l

m The search values for these attribute fields are specific to
Records Management: Short Description, RTKL Indicator,

Object ID, Creation time, Time of change, Last changed by,
Unique ID, and Full Text Search

€3




Searching for Records

Search by SRM Attributes

search by SEM Attributes (Eid Invitation)

iptian E

‘roduct Mo,
Manu. Part Mo,
Manufacturer
Supplier Murmber
FPartner
Furchasing Group
Purchasing Org.

K s K70y

m The search values for these eight attribute fields are specific to
SRM document: PIIN/Description, Product No., Manu. Part No.,
Manufacturer, Supplier Number, Partner, Purchasing Group,
and Purchasing Oryg.

®.



Searching for Records

JrIni’[iating the Search

search by Records Management Attributes (Bid Invitation) Enter a value in the
scription appropriate attri bUte
field

m Asterisks may be

search by SEM Attributes (Bid Invitation)
PIN/Description used a|ong with a
Froduct Mo.

Manu. Part Mo partial Value tO

mManufacturer

broaden the search
(ex. 610000* in the
Object ID field)

®.




Searching for Records

JrIni’[iating the Search (cont'd)

Search by Records Management Attributes (Bid Invitation) .
Short Description 2 After the value is

et e entered, select the

Erétllm: Search button 10
Search by SEM Attributes (Bid Invitation) g ene rate 2l et |tS

FlIIFCescription

Product Ko, I I St

Manu. Part Mo,

mManufacturer




Searching for Records

Understanding Search Results

+

The results list displays in the tab page below the
search windows.

To view the contents of a record, select the document
and double-click. The record contents are made up of
folders and documents known as “elements”.

An example of a results list is shown on the next slide.

®.




Searching for Records

Understanding Search Results (cont'd

=
EmMSystern  Edit Goto  Systern Help

| @ 1 dH eae HE @F

Case Management

EaFioIe-B azed Wiew
[ Favorites —

— Short Description
Bhiesunission (0 ) RTKL Indicatar
2 Inbox OhjectID £100003073 =
% [2 ] [Feciies 2] Creation time
& EL COPAProcurement Records Management E”IH

i ilees cilhoct oo utiRecois Search by SRM Attributes (Bid Invitation)
{R] COPA Bid invitation recards -
PIINDescription E
{5l coPA Contract recards Pu————
{H} coPa Purchase arder records o ® rtN
[ S9 Business Documents an. Fart N,
Manufacturer

I 3 Documents
[0
|®Search I |ESearch Yariankts | mﬂList Location |

|Adddocuments||&|?lﬂﬂl I?'IEI@'I@'ID 'l

Tyne| Short Description |RTKL Indicator] Object ID Creationtime| T
% COPA Bid Invitation RM Test Prime Mover Support Yehicle 2:1 B100003073  OBF26/200913:00:47 (075287

[Tab page for results list]

Search by Records Management Attributes (Bid Invitation)

B History

$8%Activiies | @I i} |
JF COPA Contract RM Wildlife Pratection Gl
FJ COPA Contract RM Wildlife Pratection Gl
Ely COPABid Invitation RM Test - Wildlife Pr
FJ COPA Bid Invitation RM Test - Wildlife Pr{<]

[ COPA Related BID records -
LAl l [ |[«1[¥]

[ D]

QcE (1) (110) FE | qebdeanu | INS




Searching for Records

JrUnderstanding Search Results (cont'd)

B e T & This slide
R ) 18] W) 8l shows the
e e d o tents of 4
procurement
record that
has been
" opened for
display

COPN Bad Invifation Re Tesi Pr

®.



Searching for Records

Understanding Search Results (cont'd)
e i EEsAnd The record
f T Recorgsromser R ord "COPA Bl invitation RM Test Prime Mover Supp B contents are

il Sl sl o divided into
two halves:
the Attributes
window on
the top, and
the Browser
window
underneath

®.

......




Searching for Records

COPA Bid Invitation RM Test P r' [ Att I‘I b u te S W| N d OW]

To display multiple elements in sequence, without closing
the elements in between, use the Previous K& and Next
icons to navigate through them.

.



Searching for Records

JrUnderstanding Search Results (cont'd)

In the next lesson, Displaying Records, you will learn
more about the different types of elements which
display in the Browser window when the record is
opened, and how to identify them. You will also learn
how to save, print, and e-mail many of these elements.

Select the Next button to proceed to the next lesson.




Displaying
Records




Displaying Records

JrRec:ord Structure

Before we move into opening and viewing the elements
(content) of a record, it's important that you understand how
records are laid out, or “structured”, in Records Management.

Earlier in the course, you learned that you could perform
searches within the different COPA Business Object types:
bid invitations, contracts, and purchase orders.

Each object type has it's own three-level record structure in
Records Management, as you will see in the upcoming slides.

®.




Displaying Records

Levels in a Record Structure

Record structure levels are identified under the Hierarchy
column in the Records Browser.

Level 1, identified by the GoTo Record & icon, is the
record entry itself. In order to see the elements in Level 1, it
must be expanded by selecting the Expand B icon.

= COPA Bid Invitation 22-03 0 swayo Well Plumb. 2009-32 051409




Displaying Records

Levels in a Record Structure (cont'd)

‘|7VVhen Level 1 is expanded, the elements of Level 2 are
revealed. Most Level 2 elements are classified by “types”
which are identified in the Element Type column. These
types, which include COPA Bid Invitation, SRM Quotation,
and COPA Related PO Records, explain what the element is.

Element Type

urmb. 2009-32 081409

urmb. 2009-32 08314049 S on

COPA Related PO Records
hments Folder




Displaying Records

Levels in a Record Structure (cont'd)

‘|7The other kind of Level 2 element is a folder. All record
structures have the standard folders “COPA Document
Attachments’, “Additional Documents”, and “Notes and
Working Papers”. The Bid Invitation record structure has an

additional folder entitled “Protests”.

Element Type

SR

ar
COPA Related PO Records




Displaying Records

Jrl_evels in a Record Structure (cont'd)
|

n order to view the Level 3 elements within the Level 2 folders,
select the Expand B icon as shown below:

Hierarhy Element Type
= d Invitation 22- fell Plurnb. 2009-32 081409
ell Flumkb. 2009-32 031404 on
documents (Archivelink)
documents (Archivelink)

chiment Pipe fittings

Note that in order for a folder name to display in the record,
It must contain at least one item. In other words, an empty
@ folder will not be listed in the browser.

®.



Displaying Records

jLI_eveIs in a Record Structure (cont'd)

There are two Level 3 element types: COPA Attachment,
and COPA Manual Documents.

A COPA Attachment element type was attached in SRM to
the procurement document and replicated to Records
Management. COPA Attachments are “read-only”.

A COPA Manual Document element type is a document
which was attached manually to the procurement record in
Records Management. These documents may be edited
and/or deleted.

®.




Displaying Records

Folders
JF

m Each folder is intended to contain specific items due to
the “visibility” which is assigned at the folder level. Here
are brief descriptions of each folder and examples of their
respective contents:

— COPA Document Attachments Folder: This folder
contains the files which were uploaded as attachments in
SRM. Examples of content include Lobbying Certification
forms, Terms & Conditions, Specifications, and Statement

of Work.
3.




Displaying Records

Folders (cont'd)

+

— Additional Documents Folder: This folder contains any
files which were not attached to the SRM procurement
document and were uploaded manually by someone with
the Records Management User role. These files would be
considered an official part of the procurement (bid,
contract, purchase order). Examples of content include
Award/Selection Letter, Liquidated Damages
Assessments, and Warranty information.




Displaying Records

Folders (cont'd)

+

— Notes and Working Papers Folder: This folder contains
any files which were uploaded manually by someone with
the Records Management User role. These files would
contain supporting documentation and are not considered
to be an official part of the procurement (bid, contract,
purchase order). Examples of content include Internal
COPA communications regarding the procurement, Legal
Advice, Reviews and/or Approvals, contract progress
meeting minutes, and unsuccessful bids.

®.




Displaying Records

Folders (cont'd)

+

— Protests Folder: This folder contains any files which were
uploaded manually by someone with the Records
Management User role. These files would contain any
documentation pertaining to a solicitation award protest.
Examples of content include bid protest letters and the
written determinations in response to the bid protest
letters, and debriefing information.




Displaying Records

Jr\/isibility of Record Elements

As discussed, and as you have seen in the previous slides,
each record structure displays a column entitled Visibility.

The Visibility column identifies which roles may view the
element. If you have the Display Only role, only the elements
which you have permission to view will be visible to you.

Hig by Element Type | Yisibility




Displaying Records

JrOpening the Record

Let’s take a look at a sample record. To open i,
we must double-click on it.

Lments
fintion
Mitatio

Creation time
OBIZE/Z2009 13:00:47 |1




Displaying Records

JrDisplaying the Record

The elements are displayed for review and the folders
may be expanded to reveal their contents.

Element Type Wisikility
Bid Invitation B Test Prime Mo

1IPA Bid Imvitation
Fead-onk docum... A
5 101t Ve ation ;
@ Related CTR Records COPA Related CTR Fec... A
[ [ COPADocument Attachments Falc
[ [ Additional Docurnents Falder
[ Motes and Wi tking Fapers Faolder




Displaying Records

Displaying an Element

Now we're going to select the Bid Invitation and
double-click to open it.

Elerment Type

MRF

SRMR
SRMRF
chiments Fale
> [ Additional Docurments Folder
I [ Maotes and Wo rking Papers Folder




Displaying Records

JrDisplaying an Element (cont'd)

When the
element type is a
contract,
purchase order,
or solicitation, it
will open in SRM
within the
Records
Management
browser window.

®.




Displaying Records

Displaying an Element (cont'd)

command
buttons

- | I
_________________________________________ display
window

These buttons serve as navigation tools to access SRM
documents related to the one currently open (such as a
Shopping Cart, or follow-on contract, Purchase Order,
etc.)

®.




Displaying Records

JrDisplaying an Element (cont'd)

For example, if the
currently displayed
SRM document
originated from a

{ shopping cart, it can
be viewed by selecting
the Related COPA
ZEl  Shopping Cart icon

RF2U Reqguest For Quote

®.



Displaying Records

Now the shopping cart
has opened for
viewing.

The next slide will
show a few options for
navigating to other
screens.

.




Displaying Records

JrDisplaying an Element (cont'd)

m Return to the
previous screen
by selecting the
Back [¥] icon on
the SAP toolbar

Dizplay Changes

= Do not use the Close Window link or
you will be forced to exit Records Management

€

®.



Displaying Records

Displaying an Element (cont'd)

Another element type is COPA Read-Only
Document, which is a PDF file of the SRM document

: R
irlpool Tub SREM Cuotati
irlpoal Tub SRM Cluotation
icument Attachments Folder




Displaying Records

Displaying an Element (cont'd)
ok ks

The PDF file displays
within the Adobe
application and the
standard editor
Shewmae, | functions are

Bid Invitation Number:

6100003091 available

60 CHE Dooa @@

Supplier Mame/Address:

m Also, note that a
different set of
command buttons
are located above
the browser window

‘Your SAP Vendor Number with us:




Displaying Records

Displaying an Element (cont'd)

When the element type is an SRM Quotation, the rules
for opening it are the same as in SRM: it may be opened
only after the bid opening date and time have passed.

v docum... All Roles




Displaying Records

Displaying an Element (cont'd)

I If an attempt is made to open an SRM Quotation prior to the bid
opening date and time, it will not be allowed and a message will
display alerting you to the reason “Function not possible; Opening
date not yet reached":




Displaying Records

Displaying an Element (cont'd)

The last element type that we're going to review is
COPA Attachment

SREMR
SRMR
SRMR

-only docurm

-only docum... Al

flpoal Tu
hirlpool Tu




Displaying Records

Displaying an Element (cont'd

m The Word file opens
within the Office
application

— Similarly, an
Excel,
PowerPoint, or
Outlook file would
open within their
respective
applications

73




Summary

JrThank you for completing the SAP Records
Management course. You are now able to:

m Access Records Management and understand
screen navigation

m Understand how to search for and locate records

m Understand how to open records and view
documents and attachments

e

®.



Summary

JrNow let's take a minute to test your knowledge
with the following Knowledge Check questions.

Select the NEXT button to continue.




Knowledge
Checks




Knowledge Checks

‘li

SAP Records Management is being implemented to:

d.

Standardize records retention and disposal of all
procurement documents

Replace the document attachment functionality in
SRM

Provide a location to store procurement documents
for compliance with right-to-know

. None of the above

All of the above

@



Knowledge Checks

jLz. SRM Documents can be displayed at any time in
Records Management:

a. Tlrue

b. False




Knowledge Checks

‘|73. Records Management can be accessed from SRM:

a. Tlrue

b. False




Knowledge Checks

I 4. How many levels of elements are in Records
Management ?

a.
o}

C.

o BB LW D




Knowledge Checks

‘|75. Which of the following roles have access to SAP
Records Management ?

a. Administrator

b. Records Management User
c. Display Only

d. All of the above




Thank you for taking the SAP Records
Management web-based training course.

If you have successfully passed the SAP
Records Management web-based training
course, congratulations!

If you have not achieved the passing
score of 80% which is required to receive
credit for completion of the course, you
may re-enroll in the course at any time to
take it again.

?.




Survey

Select the link below to complete an
online survey.

https://www.surveymonkey.com/s/ZHD93Q3



https://www.surveymonkey.com/s/ZHD93Q3

+ You will receive credit for completing this
course within 24 hours. Please select the
“Log Off"” button in the lower right corner

to close this course.

Thank you!




