Create Periodic Invoicing Plan Purchase Order (ME21N)

Use this procedure to create the SAP purchase order transaction type
Periodic Invoicing Plan (IP) for MFD Leases under multiple contracts:

VENDOR
CONTRACT NUMBER NUMBER VENDOR NAME
Konica Minolta Business Solutions

4600015235 102519 USA, Inc.
4600015237 172615 Kyocera MITA America Inc.
4600015250 172181 Hewlett Packard Co
4600015251 102545 Sharp Electronics Corporation
4600015253 104274 Xerox Corporation
4600015254 102592 Canon USA Inc
4600015713 116604 Ricoh USA, Inc.

This IP will generate scheduled monthly lease payments and does not
require monthly input of a goods receipt.

Part 1: Creating and Issuing the Purchase Order

1. Select ME21N Create Purchase Order from the SAP menu

the Create Purchase Order data entry screen displays)

= L= E
Furchase Order Edit Goto  Environment  Systern Help

& A EH @& BHEE DTO8 EHE @D

Create Purchase Order

IE| Hald | Print Preview || Messages | FPersonal Setting |

Standard PO T I | vendor | Doc.vate  [05/1472009

Header
S(Els Itm o [ [waterial [Short Text [PO Quantity [0 Jcloeliv. Date  [net Price [curr.. Jrer Jo.. [Mati Group  [Pint

0B

2. Select the ITEM LIST icon @ in the Order type field; choose Periodic
Inv. Plan from the resulting list

3. Enter vendor number in the Vendor field

Upon the entry, you will be prompted to choose 1) an Ordering Address first,
and 2) Invoice Presented by.



The Ordering Address (OA) defaults , and can be accepted by pressing the
Enter key or selecting the green checkmark. To choose an alternate OA,
place the cursor on the appropriate number and Enter.

Periodic Inv. Plan i Yandar 116604 [
B Deliverglnvaice '| Teuts i Address i Communication A8l Additional Data
I@Chunse Ordeting address |
F [+]
|| | Ordg#ing address Name Loc. E
—1 | 116604 -001 IKON OFFICE SOLUTIONS IMG|{PHILADELPHIA
| | 116604-0R2 IKON OFFICE SOLUTIONS IMG|{PHILADELPHIA
|| |116604-083 IKON OFFICE SOLUTIONS INC|HARRISEURG
116604 -004 IKON OFFICE SOLUTIONS LANCASTER
—1 | 116604-005 IKON OFFICE SOLUTIONS IMG|{PITTSBURGH
| | 116604-087 IKON OFFICE SOLUTIONS CHICAGOD —
|| |116604-088 GARRETT BUCHAMAN COMPANY [PHILADELPHIA
116604 -00A9 IKON OFFICE SOLUTIONS ING|{PHILADELPHIA
—1 | 116604-01@ IKON OFFICE SOLUTIONS STATE COLLEGE
1 | 1166Q4-011 XTEC OFFIGE 5YS MALVYERN
|| |1166E4-212 IKON OFFICE SOLUTIONS ING|{MALWERNM —
116604-013 IKON OFFICE SOLUTIONS PITTSTON E
@ %] :

The Invoice Presented by defaults correctly to and should not be changed.
Accept this number by pressing the Enter key or selecting the green
checkmark.




Feriodic Inw. Plan [ Yendor 116604 [
o= Deliverylnvaice '| Texts |, Address | Communication gSEENERE Additional Data
I@Chunselnvnice presented by |
F [+]
|| | Invoice presented by| MName Loc. E
— | 116604-9m1 IKOW OFFICE SOLUTIONWS INC|MACON
1 | 116604 IKON OFFICE SOLUTIONWS INC|HARRISBURG
|| | 116604-061 IKOW OFFICE SOLUTIOWS INC|PHILADELPHIA
116604 -002 IKOW OFFICE SOLUTIONWS INC|PHILADELPHIA —
— | 116604-003 IKOW OFFICE SOLUTIONWS INC|HARRISBURG
| | 116604 -004 IKON OFFICE SOLUTIONS LANCASTER
|| | 116604-005 IKOW OFFICE SOLUTIOWS INC|PITTSBURGH
116604 -007 IKOW OFFICE SOLUTIONS CHICAGO
— | 116604 -008 GARRETT BUCHAWAM COMPAMY |PHILADELPHIA
| | 116604 -0049 IKOW OFFICE SOLUTIONWS INC|PHILADELPHIA
| | | 116604-010 IKOW OFFICE SOLUTIONS STATE COLLEGE —
116604-011 ITEC OFFICE 5Y5 MLLYERN [+]
— [~]
| )Address | H

4. Select the EXPAND HEADER T icon
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(the Header data tabs are visible for selection, as shown below)

i | Periodic Iny. Plan &) Yendar 116604 KOM OFFICE SOLUTIO. | Doc. date a5/14/2009 lil
————

Celiverylnvoice . Conditions Texts Address Communication FENGEEDT Additional Data Crg. Data Status Customer Data

5. Select the Org. data| @m.Data  tab and complete the required fields, as
shown below, substituting your own Purchasing Group number for 279 (DGS
Central)



Celivenylnvaice .l Conditions i Texts i Address i Communication i Partners i Additional Data N elREE ] Status i Customer Data

FPurch. Cry. Lapa @ ommanwealth of PA
Furch. Group 279 DG5S Central
Company Code COPA| COMMOMWEALTH OF PA

6. Select the Texts ( Texts | tab and enter information in the applicable text
areas

Deliverylnvaice '| Conditions 4

Address i Communication i Parners i Additional Data i Crg. Data i St

Header Texts |A|
Header text E
Encumbrance Inforr

Shipping instruction
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7. Select the Additional data / Addiional Data | tab and populate the validity
date fields with a start and end for the plan period

Note: The Validity start and end dates are being used as start and
end dates for the invoicing plan, and are not to be confused with the
validity dates in the statewide MFD Lease contract

Deliveryinvoice '| Conditions i Texts i Address i Communication i GENGEEST  Additional Data Org. Data

Walidity Start Fi1z2o0e9
Walidity End Ge30szo10

Collective Mo. Reas. for Canc.
ds

IMPORTANT: The Validity start date on the PO should always be the first
day of the month after the copier is (or will be) received

Examples:

Copier received on: Validity start:

May 5, 2014 June 1, 2014

July 15, 2014 August 1, 2014
August 1, 2014 September 1, 2014




IMPORTANT: The Validity end date on the PO may not extend beyond June
30t - the end of every fiscal year

Examples:

May 1, 2014 through June 30, 2014
July 1, 2014 through June 30, 2014




Special note regarding Purchase Orders where Federal funds are
used:

< When Federal funds are used, additional rules related to the
Validity end date on the PO will apply

% The PO also may not extend beyond September 30t - the end
of the Federal fiscal year

Examples:

May 1, 2014 through June 30, 2014

July 1, 2014 through September 30, 2014
October 1, 2014 through June 30, 2010
July 1, 2010 through September 30, 2010




8. Enter line item information, beginning with the Outline Agreement field:
a. Enter Outline Agreement

b. Enter applicable Agreement Item (contract line item)

c. Select the ENTER icon € to pull the contract item details into the
Purchase Order

% B EM it} Batch Regmt Mo, |Requisitioner  |IM Material Info Rec. |R.. |Fr..|T..|Purchase .. |[Req.. §Cutline Agr... [Cont.. l\FG Itern  |Purchasing.. |ltem

alin "IKON, CAN O 4GA0013235 1220 O
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(Scroll to the right to access the Outline Agreement field)

d. Enter the PO (line item) quantity *
*Limit of one copier base unit per Purchase Order

e. Enter the applicable Account assignment category

f. Enter the net price per line item (should be the same as the quoted
price received from the contractor).

g. Allow the remaining default line item information to remain

—
s i WA Material [hort Text PO Quantity .. |c|Deliv. Date [Met Price [curr. JPer — Jo. [Mati Group [Pint
alie fx IKON, Canon, Seq |, iIR32 1A D B5/14/2009 159 60USD 1 EA MULTIFUN.. DGS
B USD

nom|E]

UsD

DI [0

Repeat Step #8, as necessary, until all line items (optional
accessories) have been entered

9. Select the EXPAND ITEM DETAILS ®licon

(the Ttem data tabs are visible for selection, as shown below)

[ tem [10]1KON, Canon, Seg |, iIR3225, 25ppm blk &|  [a]+]
Quantitiesiveights

Material Data Delivery Schedule Delivery Invoice Conditions Account Assignment Delivery Address |I|




10. Select the Account Assignment | AccountAssignment , tab and enter the
applicable account code information

] tern [10]1KON, Canon, Seg |, iR3225, 25ppm bk | [a]+]

Material Data .I Guantitiesiveights i Delivery Schedule i Delivery i Inwoice i Conditions 4 it gnment
1 AccAssCat |Costcenter B Distribution Single account assignm . E | CoCode| COMMOMA . )
Unloading Paint Recipient
G/L Account 6361100
Business Area 15
COAres copa
Cost Center 1522420000
Fund 50A09060R2

Functional Area 1310
Funds Center 1522420000 Commitment lterm  |6361100
Earmarked Funds

a. To distribute costs among multiple account assignments, please
reference the separate instructional document “IP with Multiple Account
Assignment”

11. Select the Delivery ( Deliveni | tab

.Item [10]1KON, Canon, Sea |, iR3225, 25ppmblk  E
Material Data '| QuantitiesiVeights i Celivery Schedule Invoice i Conditions i Account Assignment i Text
Cwerdeliv. Tal. % [ Unlimited 1st Rem.fExped. l¥] Goods Receipt
Underdel. Tol. % [ Origin Accept. 2nd Rem JExped. [ [Crerereralated
Shipping Instr. [ 3rd Rem./Exped. [ Deliv. Compl.
Mo. Exped. o
Stack Tvpe Unrestricted use [ Pl. Deliv. Time
GR Proc. Time Latest GR Date
Rem. Shelf Life ] Incoterms
QA Contral Key e

a. Remove the check mark from the Goods Receipt box in the Delivery
tab, as shown below.

|tem [10] KON, Canon, Seg |, iR3225, 25ppm blk [ E|E|
Material Data '| Quantitiesftieights . Delivery Schedule 88 [ Imoice . Conditions |, AccountAssignment | Text
Overdeliv. Tol. ¥ [Juniimited 15t Rerm.(Exped. [jGoods Receipt
Linderdel. Tol. % [ Crigin Accept. 2nd Rem . /Exped. MNon-Yaluated
Shipping Instr. El 3rd Rem /Exped. Compl
Mo, Exped. ]
Stock Tvpe Unrestricted use B PI. Deliv. Time
GR Proc. Time Latest GR Date
Rem. Shelf Life ] Incoterms
QA Control Key El




12. Select the Invoice . Inwoice tab

Item [10]IKOM, Canan, Seg |, iR3225, 25ppm bk &) EIEI
Material Data ll GQuantitiesMeights { Delivery Schedule i Drelivery |y (4] Conditions i Account Assignment { Texds i
IRpt.ﬁ’ —— o
Final Invaice Jurisd. Code PABOBOAEE
[v]ERS

a. Ensure that the GR-based IV box is unchecked, as shown above
b. Select the Invoicing Plan button

c. In the Specify Invoicing Plan box, select
MFD Lease from the menu, as shown below

al Data '| Guantitiesneights i Delivery St

eipt I@Speciﬁflnvnicing Plan
WOICE
i

Irvoicing plan type

El
Sample periodic invoice plan
start iz contract start date

MFD LEASE D
GESA MOMNTHLY PAYMENT
Sample Partial Invaice Plan

Note: Based upon the Invoicing Plan type that was chosen, payment

dates and amounts are automatically populated between the Validity
start and end dates; the data screen is for viewing only — do NOT
change any of the defaulted information

13. Select the CHECK icon to see if the PO contains any errors

an error message dialog box displays)

[E-Messages
Typ|Message text Tvp
ri Please hold, then save, 1T a new IP PO E
g
][ est |[@]ied (W] <] v][m][F]&] ] B [E &2 [H]E]@o0 [e01 [[o o|[e o|@]x]




14. At the message prompt, hold the PO by selecting the HOLD

button

15. Save the PO by selecting the SAVE icon

16. Select the CHANGE icon to edit (continue working in) the PO

17. Add any necessary attachments by selecting the Services for Object

icon, as shown below

a. Select Create

b. Select Create attachment

18.

19. Select the OPEN button

20. Continue the process
until all attachments have
been added, as shown below

Purchase order  Edit Goto  Environment  System Help

& _ B IH @@ BHEE BT
@ Standard PO 4500278387 Created by Susan Phel
Drl Craate 4 Ereate attachrment I '

m Frivate notes

Send J

Create note

Create external document (URL)

Workflow »

Subscribe To Object

Collective no. Reas.

Help for object services

Select (highlight) the applicable document from the directory folder

Open
Look in: |3 SapworkDir e . m
S&P_Cache_seshleman 8 5APHistorybE SHLEMAN

\_\3 iattachment to PO @ SAPHistorsE SHLEMAN

dew_rfc.tic
My Recent Da... enorlog.qui

@ zaplewd|_01_0007_00_764_900.er trc
zaplewd||_01_0007_00_2204_892 e trc
zaplewd||_01_0007_00_2360_896.em.trc

Desktop sapfewd!_01_0001_00_2772_892.ehic

D zaplewd||_01_0007_00_2980_888.em.trc
zaplewd||_01_0007_00_3120_900.erm.tre

e zaplewd||_01_0007_00_4016_900.erm.tre
— zaplewd|_01_0002_00_356_752.em tic
Thed sapfewdl_0_0002_00_824_1176.emhic
3 sapfewd_01_0002_00_2944_1148 e tic
My Computer zaplewd|_01_E12.emtrc
‘3 | | »
. ”
File name: attachment ta PO e ( Open ‘
by Metwork FI...
— Filesoftype: AllFiles [*.%) 2




Serice: Attachment list
S|z |Bl&|F[Ball 2 olezHBal=z)
1]
AttachmntList4500278387
Type |Description |Auth0r
attachmentto PO Angela Eshleman
[ |[«][+]
E

21. Select either “X” to exit the Service Attachment list

22. Re-save the PO by selecting the SAVE icon

23. Upon approval, issue the PO to Ikon to order your MFD



IMPORTANT:

% As noted in Step 7, the validity periods for each Purchase
Order are specifically defined

< As noted in step 8.d., each Purchase Order has a limit of one
MFD (copier) base unit

Therefore, continue creating and issuing additional Purchase Orders,

as necessary, for each copier needed and the subsequent validity
periods

Sample Scenario

The Purchaser needs to lease three copiers for their office through
the end of the MFD lease contract

Copier #1 |6/1/2014 to 6/30/2014 |PO 4500700001
7/1/2014 to 6/30/2015 |PO 4500700002
7/1/2015 to 6/30/2016 |PO 4500700003
Copier #2 |6/1/2014 to 6/30/2014 |PO 4500700004
7/1/2014 to 6/30/2015 |PO 4500700005
7/1/2015 to 6/30/2016 |PO 4500700006
Copier #3 |6/1/2014 to 6/30/2014 | PO 4500700007
7/1/2014 to 6/30/2015 |PO 4500700008
7/1/2015 to 6/30/2016 |PO 4500700009

As the above sample scenario indicates, multiple Purchase Orders are
necessary to meet the Purchaser’s requirement of three copiers over the
length of the MFD lease contract



Part 2: Commencing Payments

The steps outlined below should be completed, as necessary, for
each Purchase Order once the machine has been delivered.

1. Select ME22N Change Purchase Order from the SAP menu

2. Select the Customer data tab [ CustomerData | at the header level and
insert the Serial number for your newly delivered copier into the Invoice
Reference field, as shown below

I] Deliverdlnvaice '| Conditions . Texts , Address | Communication  Pariners | Additional Data , Org. Data | Status @SSl aeE
Ora tms & Conditions
Invoice Reference: 012345673

Do not use any spaces or special characters such as #, $, @, etc.

Note: The machine delivery packing slip must reference the serial
number to be applied to the Invoice Reference field. The machine
delivery packing slip must also identify the purchase order # for the
first fiscal year.

3. Select the Delivery tab | Delivery | at the item level and select the
Delivery complete check-box, as shown below

E||tem [10]1KOM, Canan, Seq |, iR3225, 25ppm olk [ E]E]

Material Data '| GuantitiestWeights i Delivery Schedule Imvaice i Caonditions i Account Assignme

Owerdeliv. Tol. % []Unlimited 15t Rem.Exped. [ Goods Receipt
Underdel. Tal. % [ Origin Accept. 2nd RermExped. [ GR Maon-Valuated
Shipping Instr. g 3rd Rern jExped. | ¥ Deliv. Compl. |
Mo, Exped. ]
Stock Type Unrestricted use e PI. Deliv. Tirre
GF Proc. Time Latest GR Date
— Fwl N P T [ | £

Note: The Invoicing Plan is triggered by the start date in the Invoicing Plan
box, as well as the selection of the Delivery completed box in the Delivery
tab

Repeat Step #3, as necessary, for all line items




4. Re-save the PO by selecting the SAVE icon



Sample Scenario, cont’d

Copier #1

6/1/2014 to 6/30/2014

PO 4500700001

7/1/2014 to 6/30/2010

PO 4500700002

7/1/2010 to 6/30/2011

PO 4500700003

Copier #2

6/1/2014 to 6/30/2014

PO 4500700004

7/1/2014 to 6/30/2010

PO 4500700005

7/1/2010 to 6/30/2011

PO 4500700006

Copier #3

6/1/2014 to 6/30/2014

PO 4500700007

7/1/2014 to 6/30/2010

PO 4500700008

7/1/2010 to 6/30/2011

PO 4500700009

Using our previous example (shown above), serial numbers would be
inserted for:

Copier #1 into PO 4500700001, 002, and 003
- Copier #2 into PO 4500700004, 005, and 006
- Copier #3 into PO 4500700007, 008, and 009

The Delivery Completed checkboxes should be selected for all PO’s, including

those for future fiscal years




IMPORTANT: If any issues arise with MFD’s leased
through these contracts, contact Amy McFadden
(ammcfadden@pa.gov) , 717-346- 3828 with the Bureau of
IT Procurement in OA.

Amy will work with the contractors to resolve these issues

% DO NOT suspend or discontinue payment on your
Purchase Order(s)!


mailto:ammcfadden@pa.gov

