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End User Procedure for Locating and Viewing a Contract and Attachments in
Records Management

This end-user procedure will take you through the steps to search for and display a contract
record in Records Management.

Records Management is accessible through the SAP Logon 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”
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3. Onthe SAP Easy Access screen type “SCASE” in the blank Transaction field and select
the ENTER (green circle with checkmark)
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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 Contract records

@Emaystem Edit Goto  Systern Help ‘
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6. Under Search by Records Management Attributes (Contract), scroll down to locate the
Object ID field

a. Enter your contract number (ex. 4400001771) in the field and select the SEARCH

button.
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7. When the search results display, verify that it is the correct contract and double-click to
open the Record

Search by Records Management Attributes (Contract)
Short Description
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8. Inthe Records Browser, locate and open the SRM Contract document by double-clicking
on COPA Contract. You are within the Display Mode in the RECORDS BROWSER (eye
glass) icon.
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9. When opening the COPA Contract record you will be prompted by a Security Alert pop-
up box. Select the OK button.

Security Alert

rio Yol are about o view pages over a zecure connection.
e

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] ﬂl More Info |

10. You are able to view the Contract document in SRM. You are also able to view and/or
open all text and attachments.
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11. Return to the Records Browser by selecting the BACK (F3) button

[mrg

EmMSystern  Edit  Goto Systerm Help

&

e SHE ODoD BE @ m

Case Management




Rev. May 2014

12. If you want to view a PDF version of the Contract document, locate, double-click and
open the Snapshot

Hierarchy Element Type Yisibility Last Processed Mode
7 ﬂ COPA Contract RM Parole Violatar Tra FO0127019 7 072152009..
TiF COPA Contract RM Parale Yialatar COPA Contract All Roles SEMRFCSREY F 062620
@ BNAFSIOTS FOR SRW BYSTEN COPA Rsat oy docu AllFoies ™ SRWRFCERV /630 13T
[ﬂ] COPA Related BID records COPA Related BID recor... All Roles SEMRFCERV 70626520, 7
EP COPA Related PO Records COPARelated PO Recor... All Roles SREMRFCSRY S 0626/20... &
[ [ coPA Document Attachments Fale All Roles 14
[ (] Additional Dacuments Falder All Roles 17
> (] Motes and Warking Papers Falder Record Manage... 22

13. View, save, print or e-mail a copy of the Snapshot of the Contract

|| 68 | B )2 | || 2 | B I E
= 8. P/t iz ([ip ) | @ @ [z - *_E‘.j' A oson- =

Page 1 of 2
FULLY EXECUTED
Contract Number: 4400001771
Contract Effective Date: 06/26/2009
Walid From: D6/26/2009 To: D6/25/2010

All using Agencies of the Commonwealth, Participating Political

Subdivision, Authaorities, Private Colleges and Universities Purchasing Agent
Mame: Sabulsky Kathleen
Your SAP Vendor Number with us: 104274 Phone: T17-T31-7134

Fax: T17-721-7003

Supplier Hame/Address:
XEROX CORPORATION
800 CARILLON PEWY
ST PETERSBURG FL 33716-1102 US Please Deliver To:

CORR Cl Coal Township
1 Kelly Drive
Harmrisburg PA 17866-1020 US

Supplier Phone Number: T17-T77-7777
Supplier Fax Number: 7052112
Contract Name:

- Payment Terms
W o -
RM Parole Viclator Transport 2:3Contr NET 30
Solicitation Mo.: 6100003072 Issuance Diate: 06/26/2009
FE Supplier Bid or Proposal No. (if applicable): 6500002427 Saolicitation Submission Date: 06/26/2009

This coniract is comprised of: The above referenced Sclicitation, the Supplier's Bid or Proposal, and any documents
attached to this Contract or incorporated by referance.

Item Material/Service Qty UomMm Price Per Total ﬂ

14. Return to the Records Browser by selecting the BACK (F3) button
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15. Expand the COPA Document Attachments Folder. Double-click and open any COPA
Attachment you wish to view

Hierarchy Element Type Wisibility Last Processed Mode
~ FJ COPA Contract RM Parale Violator Tra POO127019 072152004,
@ COPA Contract RM Parole Violator COPA Contract All Roles SEMRFCSREY /062620 4
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= & COPADocument Attachments Fale All Rales 18
7] COPA Aftachment RF Q evaluat COPA Atachment AlRnles SRMRFCSRVIOBRGZ0. 16
(1] COPA Attachment RM Testing f COPA Attachment AllRoles SRMRFCSRY/OB/2620.. 16
[* [J Additional Documents Folder All Rloles 17
[* [J Motes and Warking Papers Falder Fecord Manage... 22

16. 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.

IFiIe Download
Do pou want to open or zawve thiz file’?

|£—| j M ame: RF evaluation Form Attachment_ . doc

Type: Microzaft Office Ward 97 - 2003 Document, 93.0 KB
From: gp2dcalu. state. pa.us
Open “ | Save Cancel -E

Always azk before opening this type of file

harm wour computer. IF you do not trugt the source, do not open or

@ “while files from the Internet can be uzeful, zome files can potentially
zave thig file. What's the risk?

17. When the COPA Attachment opens it will display the document to view. In this
example, the COPA Attachment displayed is a Word document. The Word file opens
within the Office application.

RFQ FOR <This should be the RFQ Projecr Title>
BEST VALTUE DETERMINATION FORNM

Agency Name:

RFQ=
Reviewer’s Name:
-+ CONTRACTOR NAMES
Order SELECIION CRITERIA
C TUnderstandmg the Problem
BEST VAITE
Scoring: Excellent, Good, Averags, Fair, Poor (Cost, DE & DWW — enter zcmuzl amount percentage quotsd by czch conwractor)
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18. Return to the Records Browser by selecting the BACK (F3) button.

IEEMEystem Edit Goto  Systerm Help
@ NaH@ee CHE 000 R @@
Case Management

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

2 I T W = 1 i | B R N A
m‘ﬂ‘ﬁropﬁ. Contract RM Parole Violator Transport Z:SContr|Versian 1 |
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Short Description COPA Contract BM Parole Yiol...
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Creation time OE/2Br200917:16:27 [=]

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.
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[ (37 additional Documents Folder All Roles 17
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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.

| CE Sl BEDEEEINES] F=1 s EE1 EA 1 0 2 = BN D
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5. To access additional placeholders, highlight Additional Documents Folder and select the
CREATE icon
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6. Select the document placeholder, then right-click on the mouse
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7. Choose Activities, then Create, on the menus that display after right-clicking the mouse

Hierarchy

Element Type

Yigihility

Last Processed

= ﬁ COPA Contract RM Parole Violator Tra SEMRFCSREV 07121720,
¥ COPA Contract RM Parale Violator COPA Contract All Roles SEMRFCSRY 07121020, 4
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Rales SREMRFCSRV I07/21020... 13
@ SMNAPSHOTS FOR SRM SYSTEM COPA Read-only docum.. All Roles SEMRFCSREV 0721020, 13
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SREMRFCSRY F 0626020 13
[ﬁ COPA Related BID records COPA Related BID recor... All Roles SEMRFCESRV I 06/26520... T
EP COPA Related PO Records COPA Related PO Recar... All Roles SEMRFCSREV F0B/26020... 8
I [J COPA Document Attachments Falc All Roles 15
= & Additional Documents Folder All Roles 17
) Manual Docl 18
B[] Motes and Worki|  Actiities + Create R R
Ingert frorm Cliphoard Find
Delete Information
Rename Where-Used List
Determine Visihility
Atttibutes for Mode

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.

=3 ElEE]
RMSystern  Edit Goto  System Help

@ | B AHIC@R 2 EE S0 a8 EEIEm
Document Client: Create Document

B application

[

[ [T[E.cat [Ln-Ln1 of 1 lines

[ 1] ac ¢y o110y B gedocanu [ Ng |

¥

10
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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.

a. Selecting the From File option allows you to search for and attach an existing
document

Document Client: Create
4=

Eapplication 2 IEI 3
Microsoft Ward

Microsoft PowerPoint
Microsoft Excel
Frorm File <

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

a. Select the OPEN button

[=
BEmMSystern Edit Goto  Systermn Help
SAP Records Management 1
Look in: | < Local Disk [C:) al [ ]2l |
B | 023ab03333F3363489673e L) TEMP B
Lﬁ |2 Additional Files MDD OWS
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 narne: E ||
by W etwiark, P
Filzs af tupe: " et

11
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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

=3
BMSystern Edit Goto  System Help

& 3| dHISGEE & |8 EE S0 a8 EE &

Docume jent: Create Document
- Create Aftribute

Short Description (]

Unigue ID &F 06-30-20091

Language EM English

Creation time 0Br30/2009 14:22:37

Created by FOO490812 Kathleen SRM-RechMgt

Tirme of change

Lastchanoed by

Wearsion 1

Expiry Date

Kespwnrd (1) =

Keyword (2) [ B

Author {in MS Document) aeshleman

Document Template

“Yersion of Original Document

1D of Original Document

Zheck-0Out Path on Desktop (1)

hModel thatwas Used to Create Document

As Copy of

Attribute Values Last Changed 0B/30/2009 14:22:48

Aftribute Walues Last Changed by FO0430812 Kathleen SRM-RecMgt

UserWho Checked Outthe Docurment

Do Mot Archive Document Mo =

File Plan Position (1) [E=8

File Plan Paosition (23 E =

SRM_DOC_PDF_FORM EI
=

|[{ID]

Storage Identification

—— L <] —|

12
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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 [=]
RBhSystern  Edit Goto Systerm Help
I-e e DHE  Doas BE e
Document Client: Create Document

ZE| B ] vesions 8] comporert= | ' | @m0 [ &2 [S]i[E]

M@ E|F e B A AT

© File Edit ¥iew Insert Fommat Tools Table Mindow Help Type 5 question tor help - x

ISEEE | @2 - A .

(@} [ ]100%  + [Z) _  Final ShowingMarkup = Show- | & - | B |E %
Zab| P BR[| OO Z @ .

[] ] : ! : : : ; : 4 : = : =]

i 24 [Nammal ~|[Times NewRoman -|[i2_-|| B 7 u |=
D dsn | SRY|L@El T o o-|

&
Om

Test-Fre-Bid-Conference-Iotice

ER-1E R

z _
“Draw- [ | AutoShapes - yg 473

[@ Documentcreated V ol B[ ace () (110) FBl] achdeanu [INs [ [ 7

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.

= =] & =
RMSystern Edit Goto  Systern  Help

& | A0 ICEe EHE aTOs BRI @

Document Client: Document "Pre-Bid Conference Notice” Change

Ol BBl vesions @] comporens | TF |l =] =[S =]

M E | R AR,
- File Edit ¥iew Insert Format Tools Table Window Type a question

S 24 Nomal ~ Times MewRoman ~ 12 v| B 7 O |

] m.{a}wuz « [2) . = Final Showing Maikup =~ Show~ | &7 ~ |
el VBB | v OERE] o ® .

[ :

5 . 1

il"est-Pre—Bid-Confe rence-MNoticef
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14. Return to the Records Browser by selecting the BACK (F3) button

EEMS'};‘HEH’I Edit Goto  Systern Help
& 30 EH @00 CHE Do B @
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.

Hierarchy IEIementTvpe IVisibiIit\,r ILastPrDcessed INDEIE I |
F ﬂ COPA Contract RM Parole Violatar Tra SEMRFCSRY f07521520...
TiF COPA Contract RM Parale Violatar COPA Contract All Foles SEMRFCSRY 07121020, 4
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSRY 07210520, 13
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... &l Roles SEMRFCSEN 0721020, 13
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSREY /0626120, 13
[ﬂ COPARelated BID records COPA Related BID recor... All Roles SRMRFCERW /062620 7
B COPARelated PO Records COPA Related PO Recar... All Roles SEMRFCSREY /0626520, 8
[» (] CoPADocument Attachments Fole All Roles 16
= & Additional Documents Folder All Roles 17
@ Manual Document COPA Manual Documents All Roles 18
U P8 Corferaiice Roics  COPAWanual Dosiments AilRolss " piiisa3a3 108373003 18
[* [ Motes and Woarking Papers Falder Record Manage... 22

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

T | W E A B S ER 2 e E 3

Save

tract RM Parcle Violator Transport 2:1Contract|Versiun 1 ‘ =
Save as MewYersion — §

HieraTeTTy | Element Type | wisibility | Last Processed {Mode | |
= FJ COPA Cantract RM Parale Yiolatar Tra POOOGE292 70972372009,

% COPA Contract RM Parole Violator COPA Contract All Roles SEMRFCSRV I O721520.. 4
@ SMAPSHOTS FOR SREM SYSTEM COPRA Read-only docum... All Roles SEMRFCSEV FOT21020.. 13
@ SHAPSHOTS FOR SREM SYSTEM COPA Read-only docum... All Roles SEMRFCSEV FO721020.. 13
@ SMAPSHOTS FOR SEM SYSTEM COPA Read-only docum... All Roles SEMRFCSRY F 0626020 13
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17. The indicator is now green, showing that the update to the Record has been saved.
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18. To exit Records Management, select the blue EXIT icon . To exit SAP, select the blue

EXIT icon

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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