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Create SRM 7.0 Stand-Alone Purchase Order (PO)

1. Select Purchasing, Create Purchase Orders in the left navigation pane of the
Commonwealth Workplace

My Settings
Reports

Dizplay SEM Documents

Requisitioner

Pcard Requisitioner
Receiver
Purchasing
Workload Redistribution
Business Partner
RFx and Auction
+ Services
Document Builder
PO and 5C Business Partner...
Shopping Cart Complete
Create Documents
* Create Purchase Order
* Create Contract

* Carry out Sourcing
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2. Select the appropriate Purchase Order transaction type and select the CONTINUE button

Duyrchase Order Type
| (¥) Continue

Select the type of purchase order that you want to create.
Purchase Order Type Purchase Order Type Description
2GS S Created PO
ZEP Emergency PO

ZEPI EmergencyPO Ind Agcy
ZEPO Emergency PO OA O

ZIP Invoicing Plan

ZNB Standard PO

ZNBI Std PO Ind Agency
Z5BI SoleSrc Supphy IndA
25Dl SoleSrc Serv IndAgoy
Z5RM Local Purchase Order
2558 Sole Source Supply
2550 Sole Source Service

In the example above, we selected the ZNB Standard Purchase Order type.

For Sole Source POs created by agencies designated “Independent”, use transaction types ZSBI and
ZSDl.

For all other Sole Source POs created by agencies, use transaction types ZSSB and ZSSD.
3. Once you select the CONTINUE button, you will default to the Overview tab
4. Inthe General Header Data, complete the applicable fields:

e PO Name
o Thereis a 40-character limit which includes letters, punctuation, and spaces
o Name must include:
= 4-digit UNSPSC code (product category)
= Space or Dash
= Noun that describes the item

o Example: 2517 Radial Tires
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e Supplier

e Requester

e Recipient

e Location

e Ship-To Address
o

5.

Purchasing Organization and Purchasing Group

In the Item Overview, complete the applicable fields

6. Select the DETAILS button to go to the Item details

Create Purchase Order
Order [ Save | | [Print Preview | | [Check |[ Close |[ Related Links «

(@ PO’ wihout reference to a contract <=10K notalowed

@ Line 1: Mo GiL account was entered; enter a GIL account

i@ Line 1: Error in account assignment for item 1

(@ Line 1: Enter a value in the mandatory field Cost Center in account assignment
Purchase Order Number 4300385748  Purchase Order Type Standard PO

Status InProcess  DocumentDate 11/25/2013

Overvirvt” Header | Mems [ MNotesand Attachments | Approval [ Tracking

Total Value (Gross) 1,347.50 USD

Smart Number Supplier THE HON COMPANY LLC.

General Header Data Note to Suppiier

Smart Number: |P00446880 11/25/2013 16:01

[] Smart Number is External

Purchase Order Number: (4300385748

Internal Note:
FO Name:

5610 Seating
164569 THE HON COMPANY LG

Suppler: *

Cynthia Anderson

Cynthia Anderson

DGS Bureau of Procurement
Ship-To Address EXeC BRANCH

DGS Central Purchase Purchasing Group.

Requester: *
Recipient: *

Location:

Purchasing Organization: *

Purchasing Group: * Show Wembers

Total Value (Net) 1,347.50

¥ tem Overview

[ Detas ][ Add tem 4 ][ Copy || P | [Propose Sources of Supply |[ Add Condition 4 || Remove Condition 4| |
Product Category | Quantiy | Unit
5000 EA
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

[ Dupicate |[ Delete |[ Und
ProductID | Description
Part #1234 Wanagerial Chair 56101500

Line Number | Deleted | kemType | hem Number Gross Py
Material 1
Waterial
Waterial
Material
Waterial
Waterial
Waterial
Waterial
Material

Waterial

rice

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

269.50 USD

usD
usD
usn
usn
usn
usD
usD
usD
usn

O

Fiter Settngs

Currency | Per | HetPrice | Option Type | Order Type | Condiion | Option Status | Defivery Date | Account Assignment Type | Account Assignment Number

1 26950
0.00
0.00
0.00
0.00
0.00

1211872013

ost Cortr -

Total Value (Het)
Total Tax
Total Value (Gross)

1,347.50
0.00
1,347.50

usp
usp
usp
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7. The General Data sub-tab will display, data should default from the Item Overview. Verify
the information, and add any additional information that is applicable. Select the
Contract/Item field to enter a contract number/contract line item. A match code will
appear, select the match code to search for the contract number/ contract line item.

Details for item 1 Part #1234 Managerial Chair

GeneralData | Prices and Conaions Aceount Assignment Notes and Attachments. Approval Preview Related Documents Extended PO History. Payment

v Basic
Identification Currency, Values and Pricing
tem Number [1 Quantity/Unt [ 5000][EA _ (3]¢[___ 0|EA s equivaentto: [ 0] )
tem Type: [Material Gross Price ! Per. usp EA

Net Value: 1,347.50 USD

Net Price: 269.50| USD

Tax Code / Amount: [I0:A/P Sales Tax, exempt 0.00] usp

I Service and Delivery

I comvectimem [ g0 ] Devery Date: [12182013 [
Further ropertes UnderdeveryOserdeiuery Toecance: [ 000]%/ [ 000] %
Suppller ProductNumoer: [ ] Storage Location: [~ |
Status and Statistics
tem Deleted:
Closeout Status: [
canceleg: [

v Partner O
Detsiis || Add . |[ Send E-Mail || cal ][ clea Fiter Settings
Function Humber
+ Requester 703389
+ Goods Recipient 703389
- Ship-To Address 1
+ Location 301375

8. Enter applicable criteria such as contract number (if known), supplier, or product category
to locate applicable contract and line items. Select the START SEARCH button.

| All Values: Contract Number
|
| Search Criteria

contract. [ ]

Contract Name: <>|
Supplier: <7 164569 a]

ProductiD: < |

Product Categary: = (56101500
Purch. org. I <

Terms of Paymert, =I PO01

o
T8 838

Restrict Number of Value List Ertries To
I Start Search
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9. The results will display as shown below. Select the option of choice by selecting the gray
box, then select the OK button

Results List: 20 results found for Contract / tem

Con... = | Contract Mame ftem Mu... Description Product 1T Procuct Cat. Supplier | Mame 1ast nm

440000. .. COMMERCIAL FURMTURE 0000000...  Seating 56101500 164369  THE HON COMPANY LLC
440000 .. COMMERCIAL FURMTURE 00000aa. .. Tahles 56101500 164369  THE HOMN COMPANY LLC
440000 .. COMMERCIAL FURMTURE 000000a... Library, Classroom, Music 56101500 164369  THE HOMN COMPANY LLC
440000 .. COMMERCIAL FURMTURE 000000a0... Free Standing Office 56101500 164369  THE HOMN COMPANY LLC

440000... COMMERCIAL FURMTURE 0000000, .. Heatthcare Furniture 56101500 164569 THE HOM COMPANY LLC
440000... COMMERCIAL FURMTURE 0000000 .. Lounge & Meeting Room 56101500 164569 THE HOM COMPANY LLC
440000... COMMERCIAL FURMTURE 0000000, Computer 56101500 164569 THE HOM COMPANY LLC
440000... COMMERCIAL FURMTURE 0000000, .. Executive'Wood (Freestan ... 56101500 164569 THE HOM COMPANY LLC
440000... COMMERCIAL FURMTURE 0000000, DeskingfClassroom Systems 56101500 164569 THE HOM COMPANY LLC

10. The information will populate in the contract/item field as shown below

Details for ltem 1 Part #1234 Managerial Chair

- General Data | Prices and Conditions Account Assignment Notes and Attachments Approval Preview Related Documents. Extended PO History

¥ Basic
Identification Currency, Values and Pricing
ttem Number: |1 Quantity { Unit: [ 5.000] [EA 3 (] 0] EA is equivalent to: I:l )]
ttem Type: |Material Gross Price / Per: | 26950/ USD [ 1] Ea
Net Value: 1,347.50| USD
Net Price: 269.50 UsSD

Product D: [

Description |Parl #1234 Managerial Chair
Product Category: |56101500 FURNITURE Tax Code { Amount. [10:A/P Sales Tax, exempt

Catalon. Service and Delivery

I Contract / ttem: [[1400009412  [7| 0000000001 | I Delivery Date: [121972073
Further Properties Underdelivery/Overdelivery Tolerance: % ! %

Supplier Product Mumber: Storage Location: El

Status and Statistics

ttem Deleted:

Closeout Status: [
Canceled: [ |
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11. Select the Account Assignment sub-tab. Select the DETAILS button to view the Account
Assignment details.

e Cost Distribution can be by Percentage, Quantity, or Value

e System allows for copying, pasting, and adding of additional line(s) of account
assignments with the use of the action buttons

Details for Item 1 Part #1234 Managerial Chair

General Data Prices and Conditions .~ Account Assignment | Notes and Attachments Approval Preview Related Documents. Extended PO History |E”

Cost Distribution |Percentage  ~ | Details|| Add Line | [ Copy |[ Paste | [ Duplicate | [ Delete ] [ Spit Distribution | [ Change Al tems | Fiter  Sattings

MNumber | 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 -
Clipboard [x]

Delete Clippoard Content

Percentage | Account Assignment Description | Account Assignment | General Ledger Account
100.00 1822110211 6361100

12. Enter the Cost Assignment information in the applicable fields for each line item. All other
fields will default based on the information entered.

General Data Prices and Conditi A it Assi | Notes and Attachments Approval Preview Related Documents. Extended PO History |E”§|

Cost Distribution |Percentage || Detais | [Add Line | Pzste || Duplicate Spit Distribution || Change Al fiems Fiter ~ Settings

Mumber | Accounting Line Mumber | Percentage = Account Assignment Category | Assign Number | Account Assignment Description | General Ledger Account | General Ledger Description | Business Area

100.00 Cost Center

Details for Item 0001 : Cost Center (x|

Basic Data Fung: (1007413700 [
Percentage: * [100.00
ercentage. Commitment ftem: [m]

Account Azsignment Category: |Cost Center hd Unfunded Accouning Line L]

Cost Center- = | 1577140000

Fund Center- | 1007413700

Functional Area:

Controling Area: |COPA

I General Ledger Account: |§399999
USINess Area:




Rev. November 2013

13. Select the Notes and Attachments sub-tab to enter text specific to the item. Text should be
entered in the “Material PO Text” field. If the PO is against a Statewide Contract, text may
default from the contract to the Item Text field. Read this text as it may be required to
remain on the PO for the suppliers information, otherwise, it may be deleted from the PO.

Enter shipping instructions when specific to the item.

General Data Prices and Conditions.

Account Assignment . Notes and Attachments |

Approval Preview

Related Documents

Extended PO History

Category Description
ftem Text
Internal Note -Empty-

—Empty-

Specifications Per Quote 011234 Dated 11/24/13

—Empty-

Wendor Remark
Material PO Text

Shipping Instructions

w Attachments

Add Attachment || Edit Descriptio

Category Description File Name Version Processor Visible Internally only Checked Out

E| The table does not contain any data

"SEE ATTACHED EXCEL SPREADSHEETS FOR ADDITIONAL INFORMAT. ..

Type Size (KB}

O

Fitter Settings

O

Fiter Settings

Changed by Changed on

14. Select the Header tab, this will open into the General Data sub-tab. Complete any
applicable fields such as Validity Start Date and Validity End Date or the selection of the Non
Standard Terms & Conditions checkbox (when non-standard terms & conditions were used).

Overview Header tems ©  Notes and Attachments -~  Approval ;|  Tracking

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

W Basic
Identification
Smart Number: [po0446880 11/25/2013 16:26
[] Smart Number is External
Purchase Order Number: | 4300385749
PO Name: * |5610 Seating
Corresponding Movation Purchase Order:

Doobooc oo T dandord oo

I Mon Standard Terms & Conditions: [ |

Organization

Purchasing Organization: |COPA Purchasing Organization

]

Purchasing Group: |DGS Central Purchase Purchasing Group | Show Wembers

Currency, Values and Pricing

Total Value (Net).
Total Value (Gross):
Tax Value:

Service and Delivery
Commitment Documents:

Status and Statistics
Document Date:

FM Posting Date: *

Posting Period: *

1,347.50
1,347.50| USD

0.00| USD

Display

1142512013

11/25/2013

005

Cancelled: []

Closeout Status:

Hone

Validity Start Date:

‘Walidity End Date:
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15. Select the Notes and Attachments sub-tab within the Header tab. Enter applicable text in
the fields by selecting the appropriate text field link. Add attachments by selecting the ADD

ATTACHMENTS button in the Attachments section.

Overview ]lﬂaderr tems -  Notes and Attachments ~  Approval | Tracking

| GeneralData | Motes and Attachment | Output | DocumentTotals | Extended PO History | Payment | User-Specified Status

w Notes

Category Description

Header Text Contact Information: Cynthia Anderson7T17-214-3445
Internal Note Justification: Chairs are needed to replace chairs that...
Vendor Remark -Empty-

Bond Information -Empty-

Confidential Terms of Payment -Empty-

Encumbrance Information -Empty-

W Attachments.

Add Attachment || Edit Description || Versioning elete || Create Profile
Category Description File Name Wersion Processor Visible Internally onty Checked Out Type Size (KB) Changed by
E The table does not contain any data

O

Fitter Settings

-

-

Cl

Filter Settings

Changed on

NOTE: Do not use a “wildcard” (%, *, etc.) character in the title of your attachment. Also, be

careful that your file name is not too long (40 character limit).

a. To add attachments, select the BROWSE button.

| Add Atachment

Here, you can upload a file and attach it to the header
File: || IJ Browse.. ||

Descrigtion: | |

“isible Internally only:
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b. Locate and select your file from your drive

/& Choose File to Upload
(g Deskaop » <
Organize New folder g
— e BEET B
¢ Favorites T w5 112K8
B Desktop HVAC S0W 5 My Projects July 2012
ownload Adobe Acrobst Decument (B | shorteut
B Douwnloads 281 MB AL | 975 bytes
] Recent Places Miorks opC Lt
hWorkplace o isting
=TT intemet Shorteut [T | Microsoft Excel Worksheet
4 Libraries = A | 149ks
[%] Decuments
5] Specifications - HUAC Specifications for Rare Vault ITB
& Music [WEE] icrosoft Word Document (=) 250s
e Pictures 738 MB Microsaft Word 97 - 2003 Docum...
B videos T Ceaarong s SRM 7.0 Requistioner-Receiver Rev
(Wi Microsoft Word Document g 181913
1958 18] Microsoft PowerPoint 87-2003 Pr..
/% Computer
Tl 5} SRM 70 PO Audit Checklst v = SRM Requistioner-Receiver Rev
&8 Vendorlnformati  [W-d| 1.39.13 £l 1127 12 Final
&, 0sbisk () Microsoft Word Document 1B icrosoft PowerPoint07-2003 P
{2 DVD RW Drive (D f Windows Media Player
2 puforms (M\cwop ,m Shortcut
&9 cvanderson Moz ™ 810 bytes
File name: | ~ [ AllFiles -
— —

c. Your file path will display in the File field; select the OK button

| Add Attachment

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

File: |C:'I.I.Isers'l.n:':.fandersu:un'lDes“ Browse...

Description: | |

Yisible Internally only:

[or ]| cancel ]

d. Your attachment will display in the Attachment section of the Notes and
Attachments sub-tab

w Attachments lj

[ Add Attachment || Edit Description || Versioning 4 || Delete || Create Profie Fitter Settings.

Category Description File Name Wersion Processor Visible Internally only Checked Out Type | Size (KB) Changed by Changed on
|_‘ Sales guote for Chair PO Sales quote for Chair PO.docx 1 [] docx 33 P00445230 1112712013
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16. Select the Output sub-tab in the Header tab. Select the match code to search for the
printer, if the printer radio button is selected. If Fax, E-Mail, or XML is select, then you will
not be printing a hard copy of the document. Instead the PO will be system-generated and
you can print a hard copy after the initial print process has been done, if necessary.

Overview )/ Header ’/ tems |/ Motes and Attachments |/ Approval |/ Tracking |
‘ GeneralData | Notes and Attachment | Output

Order and Send Immediatehy

Latest Output Additional Output Requested via

Sent On: I () Printer I
Output Medium: ) Fax B
O XML
W Document Outputs
[ Details || Repeat Output || Delete |
Status Changed | Rej

@ The table does not contain any data

a. Enter the two-digit agency identifier followed by an asterisk (*)
b. Select the START SEARCH button

All Values: Spool: Output dewice

Search Criteria

Output Device: 121 | GS* (m] 5
Shott name; < |:| o
Location: < | | =

Device type: »

[ Sartsourch | Reset

c. Once the printer is located, select the gray box to the left and select the OK button

All Walign: Spood: (il dewics

Fesults List: Theio ar e ness o thans 28 iesults fon Spoak Oulgan device Perponal Vel List  Seffings  howw Seswrch Crieria

CutpuiDevice i Lo abuorsshabe

Dm.:m-:mn_m-u:m TOGHIEY B | HENG, 301 M. Caseron ST R M7
A AEN 128 HPL e HEG, THEN, Cameron St Agric, Basg_Roon 1128
ApGe AT RG0S _HPILIEEDH HBG, TN N Cameron 21, Ageic, Bldg. RWE0E
A AR RWNC0E ) HBG, 230 ML Cameron 51, Ageic, Bidg. RkZ20E

A BB RNCOEA,_HPLHOEOTH HEG:, 0 ML Cameeron St Agric, Bidg . Foom 306,
A A R ML IS0 G, T W Cameron 52 Agric. By RN
A BN RWOUECK_HPLM100M HENG, ZHH M. Cameron St, Agric. Bidg. MARKETS
A AR RWCH 0D _HPL 250 HBG, TH M Cameron 51 Agre:, Bilg  MARKETS
A SPEET RNCIEY PP BECED PR, GENER ML Cmeron 1, Agric, Bisg  Room 11
AGLAFT RNOH 1.8,_MPLIEIS0N HENG, 2305 ML Cameron 51, Agric. Biag

10
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Note: Only XML and Auto-POs are output automatically, all other Purchase Order Types must be
output manually by Purchasers.

If approvals are required, the document cannot be output until all approvals are completed.
17. After all data entry in the PO has been completed, select the CHECK button to review and

resolve any errors. If there are no errors or once the errors have been resolved, select the
ORDER button to submit the PO for approval and ordering.

Change Purchase Order
Read Only || Order | Save | | [ Print Preview | | | Delete || Related Links «

Purchase Order Humber £30032574% Purchase Order Type Standard PO Status Saved
Supplier THE HON COMPANY LLC

Overview Header  Htems |  Notes and Attachments | Approval | Tracking

11



