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pennsylvania Welcome

DEPARTMENT OF GENERAL SERVICES

/ Welcome to SRM Overview!

This course is designed to provide
Commonwealth Procurement Professionals and
Requisitioners with an overview of SRM 7.0 to
include:

 Operational Procurement
 Purchasing and Sourcing
« Supplier Collaboration
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pennsylvania Course Navigation

This course is presented on a series of slides. Navigate
through the slides by selecting the NEXT and PREVIOUS

buttons.

Previous Next

You may exit the course at any time. When you return to
the course, you can choose to resume the course at your

most recent stopping point or choose to start from the
beginning.

To start the course, select the NEXT button.
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SMART BUYING

Y perneyivanall Objectives

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

* |dentify the benefits of SRM 7.0

 Understand the special features of SRM 7.0

* Understand how to navigate in SRM

* Understand terminology associated with SRM

pennsylvania



 SRM7.0: Introduction and Overview

— What is SRM
— Benefits of SRM
— Special features of SRM 7.0

* Getting Started in SRM 7.0

— Navigation

— Functionality
— Common Buttons

— Terminology

O
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and Overview




pennsylvania What is SRM?

DEPARTMENT OF GENERAL SERVICES

« SRMis an abbreviation for Supplier Relationship Management

« SRMis a fast, efficient, and dependable tool for order placement, order
approval, goods receipt, and supplier invoice entry

»  SRM consists of the following components:

— Operational Procurement

« Shopping Carts

* Purchasing Card (P-Card) Orders
— Purchasing & Sourcing

« Solicitations

 Contracts

* Purchase Orders
— Supplier Collaboration

 Supplier Registration

« Supplier Bid Response

0 + Invoicing Q

7
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¥ pennsylvania Benefits of SRM

SRM Offers a number of benefits:

8

Simplifies the purchasing process and improves accuracy and
productivity by minimizing manual administrative tasks

Supports agency-specific workflows
Provides a friendly user interface

Gives access to electronic catalogs, allowing the contract price to be
viewed and automatically entered

Allows electronic submission of orders to select suppliers and
electronic submission of invoices by suppliers

Improves procurement reporting capabilities

B SMART BUYING pennsytvania



pennsylvania Overview of SRM 7.0

DEPARTMENT OF GENERAL SERVICES

Logging In

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

% Universal Worklist - QE1 - Windows Internet Explorer ‘ ‘ ; l_l_lﬂ
@v |T.." https://qatweb01.state.pa.us:82/irj/portal ‘ +y | X || J Bing '
——
File Edit View Favorites Tools Help
.7 Favorites @ Universal Worklist - QE1 %Ly~ E) - (=) ™ v pagev Safetyv Tooks~ (@~
Search: Q- New Session Log off
4 Back Fo dk History Favorites Wiew Welcome: Angela Eshleman
Employee Self Service SRM Fl
SRM
SRM > SRM = My Seftings Full Screen || Options +
L SELE System Status E lf‘

Reports
Requisitioner System Message:
O If you are experiencing access problems with this site, please select status for system availability information.

Receiver
O MyCommonwealth Workplace will be unavailable on Wednesdays from 7:00 PM - 8:00 PM Eastern Time for regular system maintenance and Sundays from 7:00 PM - 11:00 PM Eastern

Purchasing Time for system backup.

Workload Redistribution
Business Partner

RFx and Auction
Universal Worklist

> S Mo entries found to display

[
[+]L

Maintain Users Own Data Tasks Alerts

Change Attributes

- 4
SRM Help Show: [New and In Progress Tasks (Al -| v FE

5 | Subject Status Priority Sent Date = I:‘
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DEPARTMENT OF GENERAL SERVICES

Overview of SRM 7.0

Portal Desktop Landscape

— —

Header Area

aternet Explorer

A

e.pa.us:82/irj/porta v| +y | X ‘ |J Bing

File Edit View Favorites

Tools Help

*

. Favorites | =¥ Universal Worklist - QE1

- 5] v [=] @ v Page~ Safety~ Tools~ (§

pennsylvania f:.'

4 Back For

SRM

My Settings

Reports

Requisitioner
Receiver

Purchasing

Workload Redistribution
Business Partner

RFx and Auction

« Services

Maintain Users Own Data
Change Attributes

SRM Help

Navigation
Area
(Control

- Center)

Search: Q- New Session Log off

Welcome: Angela Eshleman

b History Favorites Wiew

i+ €—— Top-Level Navigation (Work Centers)

Full Screen || Options ~

ElQ

SRM > SRM > My Settings

System Status

System Message:

I If you are experiencing access problems with this site, please select status for system availability information.
O MyCommonwealth Workplace vill be unavailable on Wednesdays from 7:00 PM - 8:00 PM Eastern Time for regular system maintenance and Sundays from 7:00 PM - 11:00 PM Eastern

Time for system backup.

Universal Worklist
Mo entries found to display

I
[0

Tasks Alerts

Content Area —

Sent Date = D

Show: [New and In Progress Tasks | [Al -|

5 | Subject Status. Priority

pennsylvania



pennsylvania Overview of SRM 7.0

Navigating the User Interface

* Roles
— Your user role(s) are assigned by position

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

* Transactions

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

O
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inadlisd it Overview of SRM 7.0

Navigating the User Interface

« Worksets

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

— Multiple levels of Worksets are permitted in SRM 7.0

« Document Landscape

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

= Examples will be shown throughout the course

O
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N pennsylvania Overview of SRM 7.0

DEPARTMENT OF GENERAL SERVICES

Control Center in SRM 7.0

SRM

My Settings

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

Requisitioner

Pcard Requisitioner

— If applicable, an additional Workset is
displayed below the initial result as
shown in this screen capture

Business Partner

RFx and Auction
- Services

Create Documents

* Create Shopping Cart

¥ Related Links

Auto-PO Suppliers on C...

O
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pennsylvania Overview of SRM 7.0

Personal Object Worklist (POWL)

SRM = SRM = Reguistioner Full Screen

My Settings
Reports Shopping Carts |
e [»_Show Quick Criteria Mai e]
Requisitioner View | shop | D P ew Refresh Exporta ¥ &
Peard Requisitioner 5y | Shopping Cart Number Shopping Cart Name ttern Number | Configurable tem Number | tem Name Status. Created On Quantity | Unit MetValue | Currency | Total MetValue Currency | Htem Status E|
Receiver | | 11512820 P00446880 01/29/2014 09:37 | 1 Latex exam szS powder free Smil | Saved 01/29/2014 09:42:21 50.000 | BOX 31050 | USD 77250 USD Saved
Purchasing i 11512820 PO0446880 01/29/2014 09:37 | 2 Latex exam sz powder free Smil | Saved 0112912014 09:42.26 50.000 | BOX 231.00 | USD 77250 USD Saved
P || 1512870 PO0446880 01/29/2014 09:37 | 3 Latex exam szXL powder free Smi | Saved 0112912014 09:42.27 50.000 | BOX 231.00 | USD 77250 USD Saved

| | 11512751 4217 Medical Supplies 1 EMS ALS Medical Cases Approved | 01/16/2014 13:57:56 |  500.000 | EA 75,000.00  USD 255,000.00 USD Cannot Be Ordered
i | | 11512781 4217 Medical Supplies 2 Rescue Blanket Approved | O1/16/2014 14:04:04  1,000.000 EA | 2500000 USD 255,000.00 USD Cannot Be Ordered
RFx and Auction [ 11512751 4217 Medical Supplies 3 Emergency Stretcher Approved 01/16/2014 14:04.04 500.000 EA 30,000.00 USD 255,000.00 USD Cannot Be Ordered
- Services u 11512751 4217 Medical Supplies 4 Emergency Hospital Sve Approved 01/16/2014 14:04.04 500.000 H 125,000.00 USD 255,000.00 USD Cannot Be Ordered

| 1s1zr10 Demo Time Test 1-9-14 CA 1 EMT ALS Medical Cases Approved | 01/08/2014 08:33:09 | 500.000 | EA 75,000.00 | USD 255,000.00 USD Cannot Be Ordered
D || 112710 Demo Time Test 1-9-14 CA 2 Rescue Blankets Approved | 01/08/2014 08:35:28 | 1,000.000 | EA 25,000.00 | USD 255,000.00 USD Cannot Be Ordered

7 DRI | 1112710 Demo Time Test 1-9-14C4 3 Emergency Stretcher Approved | 01/09/2014 08:35:28  500.000 EA | 30,000.00 USD 255,000.00 USD Cannot Be Orgered |[=]

o Last Refresh 021072014 09:41:28 EST Refresh

¥ Related Links
Auto-PO Suppliers on C...

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

pennsylvania
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Personal Object Worklist (POWL)

SRM
SEM = SRM = Reguisitioner
My Settings
Reports Shopping Carts
e | b Show Quick Criteria Maintenance |
Requisitioner View: [[Standard View] -| | Shop | Display Edit Delete Creats
(- Ez0il EL T 5y | Shopping Cart Number Shopping Cart Name tem Number
Receiver 11512820 PO0446880 01/2%/2014 09:37 | 1
Purchasing || 11512820 POD446380 01/292014 09:37 | 2
e 11512820 POD446880 01/2%2014 09:37 | 3
Workload Redistribution L
11513751 4217 Medical Supplies 1
ST B [T 11512751 4217 Medical Supplies z
RFx and Auction 11512751 4217 Medical Supplies 3
= o | | 11512751 4217 Medical Supplies 4
11512710 Demo Time Test 1-9-14 CA 1
Create Documents ]
11512710 Demo Time Test 1-9-14 CA 2
* Create Shopping Cart |
ATELi L 11512710 Demo Time Test 1-9-14 CA 3

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

* The Active Queries displayed will vary depending

0 upon the selected Workset Q

15
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pennsylvania Overview of SRM 7.0

Personal Object Worklist (POWL)

- Shopping Carts
| * Show Quick Criteria Maintenance
View: |[Standard View] |l Shop | D Ed Print Pravie Refresh Export 4 I RT.

5| Shopping Cart Number | Shopping Cart Name tem Mumber | Cenfigurable tem Number | kem Name Status Created On Quantity | Unit Net Value | Currency | Total Met Value | Currency | ftem Status =
B 11512820 PO0446880 01/2%2014 09:37 1 Latex exam 5z5 powder free Smil Saved 01/25/2014 09:42:21 50.000  BOX 310.50 | USD 77250  USD Saved

| 11512820 PO0446880 01/2%2014 09:37 2 Latex exam szM powder free Smil Saved 01/28/2014 09:42:26 50.000 BOX 231.00 UsSD 77250  UsSD Saved

| 11512820 PO0446880 01/22014 09:37 3 Latex exam szXL powder free Smil = Sawved 01/28/2014 09:42:27 50,000 BOX 231.00  UsD 77250  USD Saved

] 11512751 4217 Medical Supplies 1 EMS ALS Medical Cases Approved | 01/16/2014 13:57.56 500.000  EA 75,000.00 USD 255,000.00  UsSD Cannot Be Ordered
| 11512751 4217 Medical Supplies 2 Rescue Blanket Approved 01/6/2014 14:04:04 1,000.000 EA 25,000.00  USD 255,000.00 | USD Cannot Be Ordered
| 11512751 4217 Medical Supplies 3 Emergency Stretcher Approved 01/16/2014 14:04:04 500.000  EA 30,000.00 USD 255,000.00 USD Cannot Be Ordered
| 11512751 4217 Medical Supplies 4 Emergency Hospital Sve Approved | 01M16/2014 14:04:04 500.000 H 125,000.00 USD 255,000.00  USD Cannot Be Ordered
| 11512710 Demo Time Test 1-8-14 CA 1 EMT ALS Medical Cases Approved | 01/09/2014 08:33.09 500.000  EA 75,000.00  USD 255,000.00  USD Cannot Be Ordered
| 11512710 Demo Time Test 1-8-14 CA 2 Rescue Blankets Approved 01/09/2014 08:35:28 1,000.000 EA 25,000.00 UsSD 2553,000.00 USD Cannot Be Ordered
| 11512710 Demo Time Test 1-0-14 CA 3 Emergency Stretcher Approved = 01/09/2014 08:35:28 500.000 | EA 30,000.00 USD 255,000.00 | USD Cannot Be Ordered ([«
o Last Refresh 02/07/2014 09:41:28 EST Eefresh

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

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

pennsylvania
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DEPARTMENT OF GENERAL SERVICES

Overview of SRM 7.0

Personal Object Worklist (POWL)

~ Shopping Carts

| » Show Cuick Criteria Maintenance |

View: | [Standard View] - | Shop |

11512820

Shopping Cart Name

11512820

5y | Shopping Cart Number

Display Edit Delete

tem Number

Configurable kem Number

n  Print Preview Refresh Exporta

tem Name

PO0446880 01/25/2014 05:37

Latex exam =zM powder free Smil

TT91 2620
11512751
11512751
11512751
11512751
11512710
11512710
|| 11512710

POTZZGEE0 U1720120712 0937

4217 Medical Supplies
4217 Medical Supplies
4217 Medical Supplies
4217 Medical Supplies
Demo Time Test 1-9-14 CA
Demo Time Test 1-9-14 CA
Demo Time Test 1-9-14 CA

EMS ALS Medical Cases
Rescue Blanket
Emergency Stretcher
Emergency Hospital Sve
EMT ALS Medical Cases
Rescue Blankets

Emergency Stretcher

Latex sxamess prsdarfrae mil  Sayed

Tatex exam SZAL DDWHEI’ Tee Sl Caved T2 0TE U0 a2 27 E0.000

¥ &
Status Created On Quantity | Unit Net Vfalue | Currency | Total Met Value | Currency | kem Status =
01/29/2014 09-42-29 50000 RO 1050 UsD Z7250 =D Sayed
Saved 01/28/2014 09:42:26 50.000 BOX 231.00 USD 77250 USD Saved
BO 23700 0s0 77250 USD Taved
Approved | 01162014 13:57:58 500.000 EA 75,000,000 USD 255,000.00 | USD Cannot Be Ordered
Approved | 0MM8/2014 14:04:04 | 1,000.000  EA 25,000,000 USD 255,000.00 | USD Cannot Be Ordered
Approved | (MM8/2014 14:04:04 500.000 EA 30,000.00 | USD 255,000.00 | USD Cannot Be Ordered
Approved | 01162014 14:04:04 500.000 H 125,000.00  USD 255,000.00 | USD Cannot Be Ordered
Approved | 01/09/2014 08:33:09 500.000 EA 75,000.00 USD 255,000.00 | USD Cannot Be Ordered
Approved | 01/09/2014 08:35:28 | 1,000.000 | EA 25,000.00 USD 255,000.00 | USD Cannot Be Ordered
Approved | 01/09/2014 08:35:28 500.000 EA 30,000.00  USD 255,000.00 | USD Cannot Be Ordered (-

Last Refresh 02007/2014 09:41:28 EST Refresh

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

pennsylvania




W¥pennsylvania Overview of SRM 7.0

Personal Object Worklist (POWL)

Shopping Carts |

| * Show Quick Criteria Maintenance |

View: |[Standard View] *|| Shop |

| —T—— pr—— — You may display

— additional fields for
— your query by selecting
[~ Fide Quick Criteria Maintenance | the SE ARCH

e — *—— %| CRITERIA button

ltem Description: | |

Timeframe: Last 30 Days -

Creation Dats; To =)
Status: | |
Role: | v|
PO Number: |:|
Product Category: | |

Logical System (Product): |:|
Show my Team Carts: O
Smart Number: |

O

18
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pennsylvania Overview of SRM 7.0

Sample Document Landscape (Shopping Cart)

Shop in 3 steps: Step 2 (Shopping Cart (1 item))

[ Previous |[ Next ] | [ Order | | [Close ][ Save || Check ]
h—1 2 3——q
Select Goods/Service Shopping Cart (1 item) Complete and Order

Items in Shopping Cart

[ Details |[ Add tem |[ Copy || Paste || Duplicate || Delete | Fitter Settings

5| Line Number | ftem Type Product ID | Description Product Category | Product Category Description | Quantity | Unit | Met Price / Limit | Currency | Option Type | Per | Order Type | Delivery Date | Notes | Attachments | kem Status | Supplier
|_| = 1 Material HVAC A/C Unit Maintenance 72151200 HVAC CONS SVC 12.000 MON 525.00 USD 1 02/21/2014 ] ] None

" Undefined tem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 02/07/2014 o o

" Undefined tem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 02/07/2014 o o

" Undefined ttem Type 30121800 FAMILY LAW SVCS 1.000 0.00/USD 1 02/07/2014 ] ]

" Undefined tem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 02/07/2014 o o

" Undefined tem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 02/07/2014 o o

" Undefined tem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 02/07/2014 o o

" Undefined tem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 02/07/2014 o o

" Undefined tem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 02/07/2014 o o

" Undefined tem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 02/07/2014 o o

Total Value 6,300.00 | USD
Tax amount 0.00 uso
Total Val. (Gross) | 5,300.00 | USD

pennsylvania
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ﬂﬁ“ DEPARTMENT OF GENERAL SERVICES

Sample Document Landscape (PO)
Title and Header Area

Display Purchase Order
L | | Print Preview | | \ | Check || Close H Copy H Complete H Related Lmks‘|

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

Supplier ASAP SOFTWARE EXPRESS

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

Tab Pages .

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

\G&neml Data | Motes and Attachment | -Dutput’

Y
Sub Tabs

« Various data is contained throughout each of the tabs and sub-tabs. For example,
O Notes and Attachments tab would contain text and attachments. G
20

\
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Sample Document Landscape (PO)

¥ ¥ pennsylvania Overview of SRM 7.0

Create Purchase Order
Lt ) Sl | | ISR P Chpin || Cue | Mraied L J | ﬂ..
n'. i T e B = -
Psghis Qv Ry L1000 00 Prirads Crosy Trpe dusae B R R Dopgmerropr it G001 Tortsl Voot 0raas] 055 B0 P g
Crproaw | creie = -
=
Cereprs Heades Do
Lan Al

s The area that data
- e is entered is
known as the
Application Area. y

ko ol of oo

e Application Area ]

Ling Mot Coiwisd EBmTyoe B fomte Prodai0 | Desripicon Product Camgery [ Lk Croma P Camrensy Per listPros OpicaTipe OedeTyge  Condioe  Dolics Rimia cabery Daim ALEEuTE AR Ty

el
£

Tortsll ‘ol b -F-
Torisl Tan
Tl Vishus [Urass]

> |
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W¥pennsylvania Overview of SRM 7.0
Search Feature

¥ Pariner

| Details || Add a || Send E-Mail || Call || Clear |
Function Number Hag
= Requester 126415 [P
* Vendor 100012 A5

= Service Agent

= Goods Recipient 126415 Alfg
» Ship-To Address 300001 EXH
= Location 80 DPY

T s ¢ Select the match code icon
Personal Value List Seftings  Hide Search Criteria ‘to Open a dialog bOX to
input the search criteria

Search Criteria

Business Partner: l:l

Mame 11zt name: <>| |

Mame 2First name; < | |

Search term 1: <>| |

Searchtermz < | |
Lizer Mame: & |:|

E-Mail Address; |

rg. Unit Marme: & |
BF Org, Unit: <2

S L L L L

Restrict Mumber of Yalue List Ertries To

O Q

| SMART BUYING pennsylvania
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DEPARTMENT OF GENERAL SERVICES

Search Feature

Search Criteria

Business Partner: :l

MName 1/ast name; |Rokinson

Perzsonal Value List  Settings  Hide Search Critetia

Mame 2First name: < |

Searchterm 1: @ | |

Zearch term 2 P | |

Userbame: & |

E-Mail &ddress: |

LR LR L S L L L L

Org. Unit Mame: < |

BP Org. Unit: <

Restrict Mumber of Yalue List Entries To

Start Search | Feset |

* Enter the applicable criteria and select the START
SEARCH button

S Q

| SMART BUYING pennsylvania
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EPARTMENT OF GENERAL SERVICES

All Values: Reque:!

Search Criteria

Busziness Partner:
Mame 11ast name:
Matme 2/First name:
Search term 1:
Search term 2
Uszer Mame:

E-Mail Address:
Org. Unit Marme:

BP Org. Unit:

o[ 1]

=| [ROBINSON

& |

< |

@ |

o[ ]

Perzonal Value List  Settings  Hide Search Criteria

< |

&

o[ O

|_ Start Search || Reset |

Restrict Number of alug List Entries To

Results List: 45 results found for Humber

S R L LI L LAt

Cancel

Last name = | First name Crg, Unit Mame BusineszPartner
" | Robinson Robert LIvRE320 324100 [«
| =3 l,.'i ¥} (D] =TT, Tut ETE N d
I . Raobinson Alfonzo GSAD4S40 326419
——ETET THaTT T L) ey
i Robinzon Maretta PR ALO207 32raT2
: Robinzon Deborah FiMMPHS103 327699
[ ] Rokinzon Brittary PAEELZ340 32872
B Rokinzon Wyillim PATOROSTS 329508 D
j Rokinzon stthesy GEPM3IS21 329967 [=]

Overview of SRM 7.0

* The Results List
displays

* Highlight the
desired item and
select OK

pennsylvania
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DEPARTMENT OF GENERAL SERVICES

Search Feature

* Partner

| Details || Add 4 || Send E-Ma || Ca || Jea-'|
Function Number MNar
=  Hequester 326419 Al
* ‘Vendor 100012 AS)

= Service Agent

« Goods Recipient 326419 Alfy
=  Ship-To Address 300001 ExH
= Location 50 Dy

 The chosen value is transferred into the applicable
field

O
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Dennsylva"ia Overview of SRM 7.0

Shop in 3 steps: Step 2 (Shopping Cart (1 item))

|1 Previous || Mext Ir| | | -I=|':s|'| | | Close || Save || C.heck|

] ®

n Fund must be entered for non-as=et account assignment categories
n Line 1: Mo G/L account was entered; enter a G/l account

n Line 1: Error in account assignment for item 1

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

[<]

Mo =ource of supphy found for tem

= 1 2 3 -]
Select Goods/Service Shopping Cart (1 item) Complete and Order

« Tips, Warnings, and Error messages are located at the top of
the screen rather than the bottom

« Up to five (5) error messages will display at a time, use the
scroll bar on the left to see additional messages

26
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Getting Started in SRM 7.0

O U

27
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pennsylvania Getting Started in SRM

&
il

Logging On
1. Launch Internet Explorer

2. Type www.myworkplace.state.pa.us into the
address bar and select the Go button

@Please bookmark thiz page now to navigate to thiz zite in the future - Microzoft Internet E xplorer — |5’|5|
File Edit View Favortes Tools Help | |’,"

- — il T
o i o h ] S 3 - . — fﬂ
G Back [ » _! Search H-_'f\'f Favortes {:j | = _J
A=z

28
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https://www.myworkplace.state.pa.us:444/irj/portal

pennsylvania

Getting Started in SRM

i
. ml‘.
i =y
ﬂlﬁ“ DEPARTMENT OF GENERAL SERVICES
—

Logging On

To bookmark the address as a favorite, select the link as

shown below

@ Please hookmark thiz page now to navigate to thiz site in the future - Microsoft Internet Explorer

File Edit Yiew Favorites Toolz Help

G Back - \_J - \ﬂ \g ;\J | /..-xj Search &;1:/ Favarites @;{| - .,1.__’_ - _] ﬁ

Addresz

:El hittp: At riwiork place. state. pa.uss

MyCommonwealth
Workplace

Please select the link to bookmark this page now.

@M%ommonwealth Workplace to your Favorit%)

O
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Getting Started in SRM

30

' Employee Self Service

* Employee Self Service User

41 Back Forward» History Favorites View

SRM

Select the SRM tab

+ ESS Home

+ My Organization (Intranet Onhy})

Office

My Pay Statement
Time Management
Payroll Information
Voluntary Deductions
Benefits

Perzonal Information
Travel Management
ESS Help

+ System Status

on the Portal
Welcome screen

Home

Ensure that the
Navigation pane is

expanded Al d

Status

| Home | Health | Retirement | Other Benefits | Job & Career | Pay & Time | Ask HR

Priority

SMART BUYING

Sent

pennsylvania



Wl pennsylvania Getting Started in SRM

Navigation Tips

* You must use SRM’s navigation buttons

* Using Internet Explorer’s navigation buttons exits SRM and
causes loss of data

€ E55 Home - Integrated Enterprise Systems - Windows Internet Explorer

portal?’MavigationTarget=navurl %34 %2F%2A

Do not use Internet
Explorer's navigation

X @ snagt B buttons or icons
*:T:f Favorites .

Z™ ES5 Home - Integrated Enterprise Systemns

Do not select this back
button as it will Kick you
. out of the session you
Employee Self Service are working in and all
information will be lost

Frrw ard

Employee Self Service User

O
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DEPARTMENT OF GENERAL SERVICES

Getting Started in SRM

History Favorjss

Each user's home page is
customized based upon the roles
he or she has been assigned

Employee Self Service

SRM

My Settings
Reports

Display SRM Documents System Message:

Search: Q- New Session Log off

Welcome: Cynthia Anderson

Full Screen || Options «

ElIE

I If you are e . o .
The Universal Worklist contains

leave slips and procurement
items waiting for review and
approval

Requisitioner

o O MyCommon
Pcard Requisitioner

Receiver

Purchasing

Viorkload Redistribution

is site, please select status for system availability information.

on Wednesdays from 7:00 PM - 8:00 PM Eastern Time for regular system maintenance and Sundays from 7:00 PM - 11:00 PM Eastern Time for system backup.

Universal Worklist

' Tasks (3/3) Alerts

Business Partner

RFx and Auction

v L1

- Services Show: [New and In Progress Tasks (3/3)

Maintain Users Own Data
Change Attributes

SRM Help

ZDGS-BA15- Revise Purchase order no. 4300385181 $20.868.00

~|[Select a Subview... v |[All - % E
Status Priority Sent Date = [=
New Medium Nov 6, 2013
ing cart 11507804 'PO0446880 08/19/2013 10:42 changed' changedirejected in part. Please check. New Medium Aug 19, 2013
New Medium Aug 7, 2013

ZNB-BA:15- Revise Purchase order no. 4300375716 $10.500.00

=
_|
:I Your sho
[ |

pennsylvania



W pennsylvania Getting Started in SRM

—

Function SRM
Navigation Screens are simple to navigate

SRM has a user-friendly look and feel

Supplier per Cart | Separate shopping carts are required for
each supplier

Searching Search criteria is user-friendly

Product details are shown

Creating POs are automatically created for certain
Purchase Orders | materials and suppliers
(PO)

O
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—

Getting Started in SRM

Function SRM
Account General Ledger (G/L) codes must be
Assignment entered

Users have the ability to set default
account assignment preferences

Cost assignments can be distributed
based on quantity, percentage or value

Online account search is available

O
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) pennsylvania Getting Started in SRM

Function SRM

Workflow Flexible approval, enables organizations to
manage the requisitioning of goods

Workflows are automatically in compliance
with purchasing thresholds

O
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W pennsylvania Getting Started in SRM

—

Function SRM
Copying Line item copying is available and easy to
use

User can distribute costs, change shipping
address, and edit individual line items

Receiving Partial quantities can be returned or
canceled

O
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Getting Started in SRM
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Common Buttons

Command buttons appear throughout SRM
~
* The buttons contain text that indicates what command
will be performed
Action Item buttons appear in line items
[Detaiss |  The DETAILS button is used to review and/or add related data
to a line item in a shopping cart
 The ADD ITEM button is used to add an item from another
shopping cart and/or catalog
« The COPY/PASTE buttons are used to copy individual line
items, completely transferring the item details and pasting to
another line item
 The DUPLICATE button is used to copy all data from one line
item to another without pasting
 The DELETE button is used to remove an item from the
O shopping cart

37
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Common Buttons (cont’d)

« When icons are grayed-out (inactive), the user is
not able to perform that function

Match Code icon appears when search capability is
available

» Select the Match Code to display applicable criteria

» Asterisks (*) should be used before and after
keywords

» Capitalization does not affect search returns

O
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i ey Glossary

—

Procurement — the act of obtaining or buying goods and services.
The process includes preparation and processing of a requirement
as well as the receipt and approval of payment.

Receiving — accepting delivery of a product or service

Requisition (shopping cart) — written request or order for goods or
services

Requisitioner — individual who creates the requisition (shopping
cart)

Workflow — term used to refer to the movement of work from one
responsible party to another

O

39
B SMART BUYING pennsytvania




pennsylvania
f'(i‘ﬁlli"" DEPARTMENT OF GENERAL SERVICES

—

Knowledge Check

O
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Knowledge Check

1. SRM simplifies the purchasing process and improves
accuracy and productivity by minimizing manual
administrative tasks

41
| SMART BUYING pennsylvania




Knowledge Check

2. One supplier can be added to a single cart

a. True |:|
b. False |:|

O
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Knowledge Check

3. When icons are grayed-out, are users able to perform
that function?

a. Yes |:|
b. No |:|

SMART BUYING

pennsylvania



Knowledge Check

4. Can you use the Internet Explorer “Back” button/icon to
navigate in SRM?

a. Yes |:|
b. No |:|

SMART BUYING

pennsylvania



Select the link below to complete an
online survey

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

O
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P W pennsylvania
L) DEPARTMENT OF GENERAL SERVICES

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.

As a reminder, you will not receive an E-mail Notification for
WBT Course completions. To view if you have received
credit for completion of the WBT Course(s), log onto LSO
from www.myworkplace.state.pa.us, select My Training >
Training Activities and go to the Completed Courses section
of My Training Activities to search for the course.

Thank you!

O
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