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End User Procedure for Locating and Viewing a Purchase Order and

Attachments in Records Management

This end-user procedure will take you through the steps to search for and display a purchase

order record in Records Management.

Records Management is accessible through the SAP Logon Pad and from any screen within a

SRM Purchasing document.
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1. Sign onto the SAP Logon System by selecting and double-clicking on the SAP Logon icon

on your desktop

2. When the SAP Logon 720 dialog box appears, select, and open the “Procurement”

description
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‘I:Dg{}n Variable Logon... ‘ O & ]
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3. Onthe SAP Easy Access screen type “SCASE” in the blank field and selectthe ENTER
(green circle with checkmark)

(=
Menu  Edit Favorites Extras  Systermn  Help
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SAP Easy Access
[3][= [][a]

I [J Favorites
= £ SAP menu
I (] Office
(7 Cross-Application Compaonents
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7 Accounting
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7 Infarmation Systems

(7 Taols
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4. This is what a user will see and complete upon initial access to “SCASE.” For the first
initial log in a “Change to a different RMS” dialog box will appear.

a. Select the RMS ID match code (round circle with 2 pieces of paper)

b. Select the COPA Procurement Records Management and select COPY (green
checkmark)

c. RMS ID information will populate into field and select CONTINUE (Enter) green
checkmark to expand the Records Organizer menu
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5. Inthe Records Organizer, select and open Search Procurement Records

a. Select COPA Purchase Order records

=
EmSysterm  Edit  Goto Systerm Help

@ | al a B
Case Management

EEHEJE-B azed View
Favarites
@Hesuhmissinn [0]

&3 Inbo
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5 @L COPA Procurement Records Manageme
= 129 Search Procurement Records
Bl COPA Bid invitation recards
[l coOPA Contract records
[H] COFA Furchase order records
[» < Business Documents
[» =] Docurments

6. Under Search by Records Management Attributes (Purchase Order), scroll down to

locate the Object ID field

a. Enter your purchase order number (ex. 4300002594) in the field and select the

SEARCH button

=g =]
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7. When the search results display, verify that it is the correct purchase order and double-
click to open the Record

Search by Records Management Attributes (Purchase Order)
Short Description

RTKL Indicatar

Object 1D 4300002534

Creation time

Koy |E1jD;

Search by SREM Attributes (Furchase Order)

FlIM/Description E

Product Mo,

fanu. Part Mo,

lanufacturer

[«[]] |[«][+]

(EbSearch |I|&|Search\fariants |I|Li5tLUcatiDn |

(][]

(D] ]

(&I [Rracd documents ||[& [F [E] 22| [ B]@ @ o= [H]

Type Short Description |RTKL Indicator] Object ID | Creationtime|  Tin

il COPAPurchase Order R Test- Wildlife Protection GPS PO 1 43000025584 06252009 11:46:51 06Bf25/20

8. Inthe Records Browser, locate and open the SRM Purchase Order document by double-
clicking on COPA Purchase Order. You are within the Display Mode inthe RECORDS
BROWSER (eye glass) icon.

[ZIETE ries T recow el [ @] @ s [0 [0 o] [ 2] Galea] &]

| IEIEIEEA | s |COPA Purchase Order RM Test - Wildlife Protection GPS PO 1 version 1 | =
Short Description COPA Purchase Qrder RM Tes. .
RTKL Indicatar El
Object 1D 43000025594 [=]
Creation time 06252009 11:46:51 [+]
[le]l [ L[]
Hierarchy |EIementT3tpe IVisibiliw ILast Processed INDEIE I |
=~ FJ COPA Purchase Order M Test - Wildl SRMRFCSRY [ 06/25/20...
.
@ SMNAFSHOTS FOR SRM SYSTEM COPARead-only docum... All Roles SRMRFCSRY F06I25/20...
[@ Related BID Records COPA Related BID recar... Al Roles SEMRFCSREY S 0625/20... &1
[ [J coPADocument Attachments Fole Al Roles 1
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9. When opening the COPA Purchase Order record you will be prompted by a Security
Alert pop-up box. Select the OK button.

Security Alert

'_0 Y'ou are about to wiew pages over a secure connection.

i
gl

Ary information pou exchange with this zite cannot be
viewed by anpone elze on the Web.

[11n the future, da not show this warning

1] Hl More Info |

10. A second Security Alert pop-up box will ask do you want to proceed. Select the YES
button.

Security Alert

W Information pouw exchange with this site cannot be viewed ar
? changed by others. Howewver, there iz a problem with the site's
* gecLity certificate.

a The zecurnty certificate is from a trusted certifying authority.

a The securty cerificate date iz walid.

The name on the zecurnity certificate iz invalid or dogs not
match the name of the site

Do you want to proceed?

Yes M E Wiew Certificate |




Rev. May 2014

11. You are able to view the Purchase Order document in SRM. You are also able to view
and/or open all text and attachments.

Display Purchase Order 1=

|FPDS-NG||RecordsManagemerft| Start Document Builder | | Order | | Hold Dizplay | |Delete | | Refresh

|Output Prewyiewy | |D0wnload | Uplosd

Purchase Order Hame RM Test - 'Wildiife Protection GPS PO 1 Humber J4300002554

Baszic Data || Documents | Paymert | Cutout | Status | | Document History | Approval | Budaget | Yersions |

Document Date 062572009

Tatal Yalue 150.00 Unitedd States Dollar

Tax Walue 0.00 United States Daollar

Transaction Type ZMB Standard PO

Purchasing Organization Corrections Purchasing Organization —
Purchasing Group A58 - 1100 Kathleen F Sabulsky Q

Mon Standard Terms & Condition [

Company Code

FM Posting Date

Order Date of Document 062572009
Fizcal Year

Posting Period

Doc. Date Budgetary Ledger

Reazon Code

KN

12. Return to the Records Browser by selecting the BACK (F3) button

(=
EMSystern  Edit Goto  Systerm Help

& =< E @&‘ SERERIE008EE @
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13. If you want to view a PDF version of the Purchase Order document, locate, double-click
and open the Snapshot

Element Type Yisibility Last Processed
= ﬂ COPA Purchase Order RM Test - Wildl SEMRFCSRY Y 0625520,

& COPA Purchase Order RM Test- ¥ COPA Purchase Order All Roles SEMRFCSRYJ0B/25r20.., 48
@ BNAPSHOTE FOR SRM SYSTEW | COPA Reac-only doum.. AllRoles  SRMRFCBRVI082520, 71
[ﬂ Related BID Records COPA Related BID recar... All Roles SEMRFCSRY S OG28M20. 61

I [ coPADocument Attachments Fale All Roles 1
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14. View, save, print or e-mail a copy of the Snapshot of the Purchase Order

lfil@l&:ll[ﬁ]h =3 EN = =

= E L $[r iz ik & | @ @ [z - {Q- K- = K

Page 1 of 2

Purchase Order Mo: 4300002594

Your SAP Vendor #: 104274 Please Deliver To:
Executive Branch
Supplier Name/Address: Rm 508 Main Capitol
XEROX CORPORATION Harrisburg PA 17120
800 CARILLON PEKWY

STPETERSBURG FL 337161102 US

Us

Please Bill To:
ICommonmwealth of Pennsylvania - PO Invoice
PO Box 69180

Supplier Phone Number: TAT-TT7-TTTT Harrisburg, Pennsylvania 17106
Supplier Fax Number: T05-8112

Purchasing Agent

Purchase Order Description:
RM Test - Wildlife Protection GPS PO 1

In performing the senvices or fumishing the material covered by this Purchase Order, the supplier agrees to comply with the Standard Terms and Conditicns
for Purchase Orders Mot Exceeding $10.000, Form STD 280, lecated on the DGS website:
hitp-fwee.dgs. state pa.us/procurementicwpiview. asp?a=380=124561

Suppliers must provide four mandatory elements on PO invoices: PO Mumber, Invoice Date, Invoice Mumber, and Inwoice Gross Amount.  Failure to
comply will result in the retum of the invcice. Additional optional information such as supplier name, address, remit to information and PO Line tem il

15. Return to the Records Browser by selecting the BACK (F3) button

[y

EmSystern  Edit Goto  Systerm Help

@ a0 @pee CHE fhas BB @
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16. Expand the COPA Document Attachments Folder

a. Double-clickand open any COPA Attachment you wish to view.

Hierarchy Element Type Wisibility Last Processed Maode
= Eﬂ COPA Purchase Order RM Test - Wildl SRMRFCSRV I 06I25/20. .

4% COPA Purchase Order BW Test- Y COPA Purchase Order All Roles SRMRFCSRY F06/25/20... 48

@ SMAPSHOTS FOR SREM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F 062520, T1

P Related BID Records COPA Related BID recor... All Roles SRMRFCSRY I 062520, B1

= &3 COPA Document Attachments Faole All Roles

|fi’| COPA Attachiment BM Testing ¢ Al Roles
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17. When opening the COPA Attachment record, you will be prompted by a File Download
pop-up box asking do you want to open or save this file. Select the OPEN button.

B File Download
Do you want ko open or save thiz file?

@ j M ame: RFQ evaluation Form Attachrment_C.doc

Type: Microzaft Office Ward 97 - 2003 Document, 93.0 KB
From: gqp2dcalu. state. pa.us
I Open I | Save Cancel -E

Always azk before opening this type of file

harm wour cormputer. 1F pou do not trugt the source. do not open or

@ Wehile filez from the Intermnmet can be uzeful, zome files can potentially
zawve thiz file. What's the risk?

18. When the COPA Attachment opens it will display the document to view. In this example
the COPA Attachment displayedis a Word document. The Word file opens within the
Office application.

ATTACHMENT #1: SPECIFICATIONS

I.  Vender shall furnish any or all-prosthetic appliance and full or panial dentures listed on the
attached pages of this Purchase Order,

2. Al partial dentures are to be cases in high gquality chrome-cobalt alloy unless otherwise preseribed
by the Institution Dentist,

3. All prosthetic appliances must be of high exacting quality with all sharp edges and points
rerounded off castings. Each tbem will be subject to the approval of our Dental Department.  All
appliances are to be in a lucitone-type-acrylic with a smooth finish-no stippling unless Dr. Rx

specifics.

4. Any remakes of unsatisfactory appliances will be at NO charge to the Commonwealth, if the
applisnce is refurned o the contractor within 10 working days, Any panials supplied by the
contractor with broken clasps or other defects will constitute a remake of the appliance.

19. Return to the Records Browser by selecting the BACK (F3) button.

=

EMSystern  Edit Goto Systerm Help
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Manually Attaching a Document

1. The user must be in Change Mode in order to manually attach a document

a. Microsoft (MS) Office application documents can be attached: Word, Excel,
PowerPoint, and Visio. Outlook e-mails can be integrated into the Record, as

well as PDF documents

b. The total size of all attachments within a single record should not exceed 20-25
MB

c. Any documents which the user considers confidential should be password-
protected prior to being attached in Records Management

2. Inthe Records Browser go from DISPLAY (eye glass) icon to Change Mode by selecting
the DISPLAY/CHANGE (eye glasses with pencil) icon to add an attachment

5] e T [ - I A e 2 N Y |

- ‘lﬂ“ECOPA Purchase Order RM Test - Wildlife Protection GPS PO 1|version 1] j‘
Short Description COPA Purchase Order R Tes. .
RTKL Indicatar (e
Chject 1D 4300002594 E|
Creation time 0Br25/2009 11:46:51 =]
[][x]] [ |[«][+]

3. Inthe Change Mode, new folders have been added to the record content: Additional
Documents and Notes and Working Papers. Also, note that the STATUS INDICATOR
(pencil with lights) icon reflects Change Mode and additional icons are now active.

‘?I.ul@ﬂrlbutesl Recaord |I =| |I N REESN e vl W el =2 =] %I'ﬁll I ||

i |£’E OC]:IICOPA Purchase Order RM Test - Wildlife Protection GPS PO 1|Ver5|on 1| ﬁ
Short Description COPA Purchase Order RM Tes...
RTKL Indicatar & B
Ohject 1D 4300002594 E|
Creation tirme 06252009 11:46:51 [+]
LAl [ L[]
Hierarchy |EIementT3tpe IVisibiIity' ILastPrDcessed INUdE...I |
= FJ COPAPurchase Order RM Test - Wild) SRMRFCSRY [ 06I25/20...
%% COPA Purchase Order R Test- w COPA Purchage Order Al Roles SREMRFCSRY f06f25/20... 48
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRERMRFCERW0625/20... 71
BPF Related BID Records COPA Related BID recor... All Roles SRMRFCSRY 0629520 61
@ Goods Receipt COPA Goods Receipt Al Raoles 4131
@ Invoice Receipt COPRPA Invoice Receipt All Roles 6T
[ COPA Document Attachments Folc All Roles 1
[ (3 Additional Docurments Folder Al Raoles 3
[ (J Motes and Working Papers Folder Record Manage... go
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4. Expanding the new folders (ex. Additional Documents Folder) will reveal placeholders for
new attachments. Any of the previously mentioned applications Word, Excel,
PowerPoint, and Visio may be attached using the placeholders.

WIEIV—'Aﬂributesl RecnrdEl {-}EII' DII%IEI@I%I@' Elﬂl %I‘ﬁl [H]I[%l

| »» com|COPA Purchase Order RM Test - Wildlife Protection GPS PO 1|version 1|

aa

Short Description COFPA Purchase Order B Tes...
RTKL Indicator e ﬁ
Object 1D 4300002594 E|
Creation time OB2572009 11:46:51 [=]
[«]0e]] [ |[][»]
Hierarchy | Elernent Type | visibility | Last Pracessed | rade | |
=3 COPA Purchase Order BM Test - Wildl SEMRFCSRY F0Br25/20...
""" 43 COPAPurchase Order RM Test- W COPAPurchase Order  AllRoles  SRMRFCSRW/0B/25/20.. 48
@ SHAPSHOTS FOR SEM SYSTEM COPA Read-only docum.. All Roles SEMRFCSRY F0Br25/20... 71
lﬂ Related BID Recaords COPA Related BID recar... All Roles SEMRFCERY F0G25/20... A1
@ Goods Receipt COPA Goods Receipt Al Roles (131
@ Invoice Receipt COPA Invoice Receipt All Roles BT
[ [ COPA Document Attachments Fale Al Roles 1
= 23 Additional Documents Folder All Roles 3
@ Manual Docurment COPA Manual Documents All Roles T
[ [J Motes and YWorking Papers Folder Record Manage. .. a0

5. To access additional placeholders, highlight Additional Documents Folder and select the
CREATE icon

2 |[E)m | = latributes

IEMTEEA| | # COm|COPA Purchase Order RM Test - Wildlife Protection GPS PO 1|version 1| =
Hierarchy | Elernent Type | visibility |LastFrocessed [riode | |
~ #J COPAPurchase Order RM Test-Wildl SRMRFCSRV/DB/2870, f
&h COPA Purchase Order RM Test- v COPA Purchase Qrder All Eoles SEMRFCESRY 0625720, 48
@ SKAPSHOTS FOR SRM SYSTEM COPA Read-only docurn... All Roles SREMRFCSRY [ 0625/20... 71
[@ Related BID Recards COPA Related BID recar... All Roles SREMRFCESRY S 0R25/20... 61
@ Goods Receipt ZOPA Goods Receipt All Roles (a]5]
@ Invoice Receipt COPA Invoice Receipt All Roles BT
[» [ COPADocument Attachments Fole All Roles 1
|v S Additional Docurnents Folder | All Roles 3
@ Manual Document COPA Manual Documents All Roles 77
[» [J Wotes and Warking Papers Falder Record Manage... 20

6. Select the document placeholder, then right-click on the mouse

o lattributes Record E %}EII DIIMIEIBI%I@' lﬁﬂl %Iﬁl [H]Il}ﬂl

' |£‘|ﬁ OCICI|COPA Purchase Order RM Test - Wildlife Protection GPS PO 1 ‘Versiun 1 | i
Hierare by | Elernent Type | visitility | Last Processed [rode | |
= ﬂ COPAPurchase Order RM Test - Wildl SEMREFCSRY S 0625520,
&% COPA Purchase Order RM Test- ¥ COPA Purchase Order All Roles SEMREFCESRY 0625520 48
@ SHAPSHOTS FOR SEM SYSTEM COPA Read-only docum... All Roles SEMREFCSREY S 0628520, 71
[ﬂ Felated BID Records COPA Related BID recor... All Roles SEMREFCSRY 0625520 &1
@ Goods Receipt COPA Goods Receipt All Roles (151
@ Invoice Receipt COPA Invoice Receipt All Roles a7
[ [J ©OPA Document Attachments Falc All Roles 1
~ & additional Documents Falder All Roles 3
] )
[> [J Motes and Warking Papers Folder Record Manage... a0

10
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7. Choose Activities, then Create, on the menus that display after right-clicking the mouse

Element Type Visihility Last Processed
= Eﬂ COPA Purchase Order R Test - Wildl SEMRFCSRY S 06/25520...

A COPA Purchase Order RM Test- W COPA Purchase Order All Roles SEMRFCERVJ 0DE/25r20... 48
@ SMNAPSHOTS FOR SRM SYSTEM COPA Read-only docum.. All Roles SEMRFCSREV I 0625520, T1
[ﬂ Related BID Records COPA Related BID recor... All Roles SEMRFCESRV J0DE/25720... &1
@ Goods Receipt COPA Goods Receipt All Roles &3]
@ Invoice Receipt COPA Invoice Receipt All Roles 67
I [J COPA Document Attachments Falc All Roles 1
= 73 Additional Documents Folder All Roles 3
opm—mm—ples T 77 :
- Activities r Create e e e :
I [J Mot = = Ird Manage... a0
Insert from Clipboard Find
Delete Infarmation
Rename Where-Used List
Determine Yisihility
Aftributes for Mode

8. A blank screen displays within the current window. Select the drop down arrow on the
APPLICATION button to reveal a list of MS Office software, as well as the option to
create From File.

= [F]
RMSystern Edit Goto Swstem  Help

& | B AHIC@R I SEHE DL (AR @

Document Client: Create Document

EE Jnt-Ln 1 of 1 lines

[ bl ace ¢y 10 B geadeany [INs [ 7

11
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9. Microsoft Word, Excel, and PowerPoint documents can be created by selecting that

option. The appropriate editor will display for you to create the document. Selecting
the From File option allows you to search for and attach an existing document.

Document Client: Create
&

Eapplication 1 IEI 4
Microsoft Waord

Microsoft PowerPoint
Microsoft Excel
Fram File <

10. A standard file selection box for your hard drive is displayed. Locate and select the
appropriate attachment, then select the OPEN button.

[=
EnSystern  Edit  Goto  Systern Help
SAP Records Management 1
Look in: | < Local Disk [C:) al [ ]2l |
B | 023ab03333F3363489673e L) TEMP B
Lﬁ |2 Additional Files [WINDOWS
I dell 5 dell. =dr
My Recent Do | |75 Documents and S ettings INFCACHE.1
F L DRIVERS [Z] INSTALL —
' )30 =10
L) Inetpub 5l MsD0s
Deskiop | ki E,l zoftwareR emove
i, I Migration ﬁ Jrinztal
-y MS0Cache &3 unwisE
| new Fornts
bdu D_u:u_:,‘umentg | PRWARE
- J | Program Files
3 | Quarantine
by Computer |0 S aphafarkDir
< :
File name: =]
by W etwiark, P
Filzs af tupe: " et

12
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11. The Create Attributes dialog box is displayed, enter a name in the Short Description field

a. Select the ENTER icon

=2

BEMSystern  Edit Goto Systerm Help

& | B A H | SeE@  DHE o0 FE @

Docu Jent: Create Document
= Create Attributes - [

=

Short Description [.]

Unigue 1D A&F 06-30-20091

Language Er English

Creation time 0Br30/2009 14:22:37

Created by FO0430812 Kathleen SRM-RecMgt

Tirme of change

Last changed by

Wersion 1

Expiry Date

Keyword (1)

Keyword (2) =

Author (in MS Document) aeshleman

Docurment Template

Version of Original Document

ID of Original Document

Check-0ut Path on Desktop (1)

hModel thatWas Used to Create Document

As Copy of

Aftribute Walues Last Changed OGRS30/2009 14:22:48

Attribute VWalues Last Changed by PO0490812 Kathleen SRM-RecMgt

Userho Checked Out the Document

Do Mot Archive Document Mo =

File Plan Position (1)

File Plan Position (2) =

SRM_DOC_PDF_FORM EI
[~

[E0)

Storage ldentification

——{ ][] IC[e] —|
e e

12. The selected file document is created and opens (in this example as Word) within the
browser window.

Note that while full functionality of the Word application exists while in Change Mode within
Records Management, it is disabled while in Display Mode within the newly attached
document.

=3 (=]
EMSystern Edit Soto Systern  Help
Fz U eee Ui anon D0 @B
Document Client: Create Document

Z| )[BT vesions =] comporens | T @E[EHE ]S [£]1[E=]

IMEE | F R EEEEF AR

© File Edit View Inseit Fomat Tools Table Window Help Tupe a question for help = X

£ 4 [Nomal -|[Times HewRoman -|[12 -|| B 7 W |= =
Dwean SRV | iR T oo |8

W
H
%
rg

+ [Z] | © Final Showing Martkup  + Show~ | & » | 5 | ] =
fabl F BB || £ OB P

|

Test-Fre-Bid-Conference-1Toticey

= @BE|E 4
- Diaw- |:  AutoShapes - O

[ Document created blacs maim B acdeatu [ins [ 7

13
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13. In order to activate the Word editor tools; the DISPLAY/CHANGE icon must be selected.
Additional icons and buttons with functions related to document attachment are
available as well.

= = = A
EMSystern  Edit Goto  System Help

& E]RR =N X TR B s v e e N s AN
Document Client: Document "Pre-Bid Conference Notice” Change

E [ B EEE'I Wersions EI Compaonents Iﬁ T-ﬂill 'I 'I| S| =

e aE | VME o EEBEA AR R,

File Edit Yiew Insert Format Tools Table Window Help Type a question
£4 Momal ~ TimezMewRoman ~ 12 + | B 7 U % E=I=E-|IZEEEIE O & - é ..
O e H o) =] @l ¥ % = A IS I S % Hi 3 @ ES m m {a} 100% - @ . - Final Showing Martkup— ~ Show~ | & ~

abl IV B | &' | 4 OO

(]

il"est-Pre—Bid-Confe rence-MNoticef

14. Return to the Records Browser by selecting the BACK (F3) button

=5
EmMSystern  Edit  Goto Systerm Help

& 10 I@8e CHE SDL0 BRI QE
Case Management

15. The newly added attachment is e-filed under the Additional Documents Folder with the
Element Type “COPA Manual Document.” The Change Mode status indicator has
switched to yellow, meaning that the newly added attachment has not yet been saved
to the Record.

F EH EE IEEETEIEE EE E R E R R EIEE IR BRIEEIE

&'|# CLO[COPA Purchase Order RM Test - Wildlife Protection GPS PO 1[versian 1] e
Hierarchy |EIementTvpe |Vi5ihi|iw |La5tPrncessed |Nnde | |
= ﬂ COPA Purchase Order R Tast - Wildl SEMRFCSRY 0625520,
4% COPA Purchase Order RM Test- ¥ COPA Purchase Order All Roles SRMRFCERY /0625520 48
@ SMAPSHOTS FOR SRM SYSTEM COPARead-only docum... All Roles SEMRFCSRYV S 0625:20... 71
E@ Related BID Records COPA Related BID recor.. All Roles SREMRFCERY /0625520 B1
@ Goods Receipt COPA Goods Receipt All Roles BE&
@ Invoice Receipt COPA Invoice Receipt All Roles B¥

[* [ CoPADocument Attachrents Fale All Roles 1

All Roles

[> (7] Motes and Working Papers Folder Record Manage... 20

14
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16. Select the SAVE icon, then Save from the drop-down menu

Atributes

Record I || | 4852

Sae thase Order RM Test - Wildlife Protection GPS PO 1|version 1 | j
Save as MewVersion o
Hierarehy |EIemen1T3fpe IVisibiliw |Last Processed INode___I |
= ﬂ COPA Purchase Order RM Test - Wildl SRMRFCSRY f 0625020 .
% COPA Purchase Order RM Test- Y COPA Purchase Order All Roles SEMRFCESRY 0625520, 48
@ SMNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSRY f0BS25520... 71
5P Related BID Records COPA Related BID recar... All Roles SEMREFCSRY [ 0E25/20... &1
@ Goods Receipt COPA Goods Receipt All Roles &3]
@ Invoice Receipt COPA Invoice Receipt All Roles 67
[ [ COPA Document Attachments Fale All Roles 1
= 3 Additional Documents Falder All Roles 3
E Fre-Bid Conference Motice COPAManual Docurments All Roles PODDBE2592 [ 095232009, 77
[* [ Motes andYWorking Papers Falder Record Manage... an

17. The indicator is now green, showing that the update to the Record has been saved

|2 || Ehtrivtes | recom]i| =] @10 @] % [ ] & |60 | €]i|@2] =] 2 |i[#H] 6] ][]

| Browser ‘ﬁ“k CO:IICOPA Purchase Order RM Test - Wildlife Protection GPS PO 1|Ver5inn 1| j‘
Hierarchy |EIementTw:|e IVisibiIiw ILast Frocessed INDI:IE I |
= f-ﬂ COPA Purchasze Crder RM Test - Wildl SEMRFCSREY f 0625120,
% COPA Purchase Order RM Test- W COPA Purchase Order All Roles SREMREFCERY FOR2E/20... 48
@ SMNAPSHOTS FOR SREM SYSTEM COPA Read-only docum... All Roles SREMRFCSRY F0628/20.. 71
I@ Related BID Records COPA Related BID recor... All Roles SEMRFCSRY 0625720, &1
@ Goods Receipt COPA Goods Receipt All Roles 5151
@ Invoice Receipt COPA Invoice Receipt All Roles AT
[ [ COPA Document Attachments Fale All Roles 1
= & additional Documents Faolder All Roles 3
B Pre-Bid Coference Nofice  GOPA Manual Dosuments AllRoles  FO0068762 1037233008, 77
[* ] Motes and YWorking Papers Folder Fecord Manage. . an

18. To exit Records Management, select the blue EXIT icon. To exit SAP, select the blue
EXIT iconﬁ at the top of the page.

This concludes Locating and Viewing a Bid Invitation and Attachments in Records Management
end-user procedure.
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