SAP Procurement
Overview and
Process Course




'8 pennsylvania

Fok (=
ﬂ'i" DEPARTMENT OF GENERAL SERVICES
—_—

SAP Navigation

B SMART BUYING pennsytvania



Objectives

* Understand SAP Basic Navigation
* Understand SAP Master Data
* Understand SAP terminology
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Dennsylvania The SAP Toolbar
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Menu  Edit Eaworites Extras  System  H
& BdH @ LHR DDhon EE @
SAP Easy Access

BE| S EE 2| v -

[ [J Favorites

=~ &3 SAP menu —— ———
! S e Customize your status bar by selectlng the |nformat|on you

[ ] Human Resources

s [ WaNt to see all the time. In the example below, Transaction
was selected. When you are in a transaction, it will display
the transaction name in the status bar.

System PO {1 (110
Client 110
Lsar PO0446880
Erogram SAPLSMTR_MAYIGATION
v Transaction SESSION_mMANAGER
Response Time 3250 ms

Interpretation Time 2R8T ms

Round TripsiFlushes 104

FReasasy

[ ISESSION_MANAGER polappiu | M3 W
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Extras

SAP Fasy Access
&= | & | & P |||~

[

vl vl v il v

3 Favarites

[ office

= 4 Logistics

[ [ Materials Management
3 sales and Distribution
[ Logistics Execution
[ Production

[ Production - Process
[ Plant Maintenance

[ customer Service

3 @uality Management
[ Logistics Controlling
[ Project Systemn

[ Environment, Health & Safety
[ ~gency Business

[ central Functions

[ Rri3+8

O Additional Functions
3 Accounting

3 Human Resources

[ Information Systems

3 Toals
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Swystem Help

B d HieaEe O mmagy BE G

Eavi kltEl 5 Eulras
Add
change

Mo

| Delete

Insert folder

Add other ohjects

I Insertransaction

System  Help

Ctrl+Shift+F
Ctrl+Shift+F 3
,
Shift+F 2
Ctrl+Shift+F
Ctrl+Shift+F 4
Ctrl+Shift+F 7

Using Favorites in SAP Easy Access

Favorites allows you to:

»Add, change, move or delete a
favorite.

=Insert folder creates file folder to

1 want to work

~ | =Insert transaction adds, changes

] and/or moves SAP transactions into
1 your file folders

organize SAP transactions the way you [

=Add other objects enters Web sites so [
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Menu Edit Fawvorites Extras System  Help

& || afa B @@ DOEE DnOo8 EE @D
SAF Easy Access

EE| S B2 -

57 i Favorites Help

System

> C) Comomerwestsr | Dismlaydocumentation St »~| From the Extras menu, select
— égfﬁfﬁf'smbmn Technical details Ctrl+Shift+F10 = . .

o o — e %] Settings. In the dialog box that

S | — | displays, select Display

o Thdtu specify settings TeChnical Names to ShOW

[ ] Display favorites at end of list . transaCtion numbers With
,_) [] Danot display menu, only display favorites ; names in the SAP Menu.

[ ] Donat display picture

Dizsplay technical names

v % EE X
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W N pennsylvania Creating Sessions in SAP
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Menu Edit Faworites Extras em  Help

& || el reate session A O Tmas) AR &
SAP Easy Access EZQEIS;S;E , T'
B3|b|@f| ~7 Services 4
- Litilities » . . —
S P — A new session can be created by using |
Ofﬁ(?e. Br.EICES- or objec . *
g=penn e the menu path System > Create session
uman . esources Oﬂn iohs . .
ST e or by selecting the icon. :
:og Dﬁ" —— m— —

we| The SAP status bar diay
| the active session number.

vl St

P —————
| SESSION_MANAGER clappgu | INS o
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Closing a Session in SAP

@l < [ Create session E 0 3 N b N e N2 N 5
J End session —
Display Material 286 = upplies
piay Ulser protile pp ’}
O = Additional data || Sz Organizatin  Services .
Utilities v | | |
@° Basicdata1 | @3 Basic data List , lase order , \
Use the End Session option on the
Material ZE6690 A i .
Ohject history
Crwwtl spool requests .
| stem ienu or seiect the ICON 10
Cwtl jobhs
Base unit of measure Ea Ea 5111500
Short message
Old material number L5015 .
Status...
Divigion .
Log off
Product allocation
H-plant matl status Walid from
Material autharization group
Authorization group
DimensionsfEARNS
Gross weight 0. 000 Wieight unit
Met weight 0. 000
Yolume 0. 000 Yolume unit
Sizefdimensions
Fackaging material data
Matl grp pack.matls
Basic data texts
Languages maintained ] |L_,_L\l Basic data text el
[ | MM03 b5 pelappBu | NS .
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Menu Edit FEaworites Ext

Bla H @ DHE OO BE | Em

SAP Easy Access
5= | & | & & 2

Cptions .

Mew Visual Design ...
| il | Set Color to System ...

=

[> [J Office

[ [J Logistics

[ [J Accounting

[* [J Human Resaurces
[ [J Infarmation Systerns
[

] Tools

Cliphoard o
Generate Graphic

—
Create Shorcut ..
Activate GuixT g

Script Recording and Playback... e,

—

i, Script Development Tools...
% Default Size
ﬁl Hard Copy
Quick Cut and Paste
! Spell Checker
SAP GLUI Help
About..

e .
i R e e e ki

Hard Copy, allows the pﬁnting of
a hardcopy of any SAP screen to
an SAP default printer.

| Print window Contents

[> ISESSION_MANAGER pclappBu | NS o
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Material Edit Soto  Defaults  Systemn
& Bl H IS 2 6HE 2S00 EE R
Display Material (Initial Screen)

Select view(s) COrganizational levels Data

Material 286690 (=)

SAP Naming Convention:

‘0

2 XXX1 is typically “Create”

‘0

2 XXX2 is typically “Change”

‘0

*  XXX3 is typically “Display”

e.g. MMO1 Create Material

MMO02 Change Material
MMO3 Display Material

[ [ mmo3 PE) | petappéu | INS .
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Quick Navigation with Transaction Codes

Gl | @ o

D

=}

lect view(s) arganizational levels Data

:I; play Material (Initial Screen)

Matlial 286690

== i E 33K

(=)

fird

-»‘ FoMEIK

il

Use the prefix “/n” to go
directly from one
transaction to another.

Use the prefix “/0” to start
a new session in a
specific transaction.

[ | MMO3 pelappBu | NS e
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hlaterial  Edit Goto Defaults  Systemn
& fd B @& 8 EE S0 EE G
Display Material {Initial Screen)

Select view(s) Organizational levels Data

El‘_ Indicates match code capability

Restrict Value Range (1)
I aterial Mumber/t aterial Description k Iaterial by old material number k Material b... | | ) Iz‘ Iz‘
b aterial | dezcription
Language key li‘ ERM
I aterial
M Mo. of Hits 500
v | | H

The match code shows ways of
searching for lists of data (suppliers,
customers, materials, etc.)

| [ | mmo3 pelappbu | NS .
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Purchasing Documents per Vendor
> G oz Allows search for multiple
Wendor @ to
— | [ ]
Furchasing arganization i) | t
Scope of list Fu;ﬂ:% 1 Se eC IonS-
Selactian =
Documen P rf h f h =
wes] PEITOrMS search for the E
Plant o Multiple Selection for Yendar
Itermn catecy E
== range of numbers entered. =
= OD Singlevals | OB Ranges | @O Singlevals | @0 Ranges
Delivery d= e i
Walidity key date = 1
Range of coverage to [
Document number to =3
Material to o
Material group ta =
Document date ta =
Intern. article no. (EARIIPC) to =4
vendor's material number to = E‘
wvandor sub-range to o B
Pramation to i | 1]
Season ta =
Seasan year ta E
Short text B o & = E O Multiple selection.. | BH 3¢
Yendor name
I | ME3L bS] petappéu | INS .
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Procurement
Overview




¥ pennsylvania Introduction

The Procurement application that was implemented by IES
s the combination of a Requisition to Invoice process with
the addition of Inventory Management functions.

16

| SMART BUYING pennsylvania



pennsylvania Procurement Sub-Processes
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==]|

|

T e

|

glat":%riﬂu Ot lire Purchasa Goods Imwoi cee I [ p e
hﬁ?ﬁ'fjﬁ Agresments Crders Receipts ratching plenishmean

I o) Inwoice Fhiy=ical

Wendor Masters: = Approvals Approvals Release Inventony
Conditions SRR %ESUEEI'F{EiuI'I"IE

Transport

Orders

ltems in “red” are either not used, or are now being performed in SRM.
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Fq pennsylvania Master Data

Master Data:

Master Data is the foundation for Procurement. Its
purpose is to control and manage the data containing
attributes and characteristics for materials, services, and

suppliers.
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Fq pennsylvania Requisitioning

Requisitioning:

When a material or a service is needed, a requisition is
used.

Note: The only requisitions done in R/3 are for MRP and
Inventory orders, all others are now created in SRM.

The exception would be if they are for Market Price.
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Sourcing:

Sourcing determines and maintains a list of suppliers for
materials and services.

Using Master Data improves the efficiency and
effectiveness of this sub-process.
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Contracting:

The Contracting sub process facilitates the establishment
of contractual relationships with suppliers and agencies for
the purchase of materials and services.
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Purchase Ordering:

Purchase Ordering consists of placing Purchase Orders
with suppliers for materials and services, referencing
requisitions, sourcing, and contracts.
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Receiving:

After Purchase Orders have been created, the Receiving
process will manage the receipt of those materials, as well
as manage the acceptance of services rendered.
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Invoicing:

After materials or services are received, supplier invoices
can be accepted and paid.

Supplier invoices will be posted in SAP R/3 for each PO,
referencing Master Data as needed.
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nventory Management:

nventory Management controls inventory counts and the
availability of items.

This includes materials issued, returns, transfers, and
physical inventory counts.
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W N pennsylvania Course Objectives

DEPARTMENT OF GENERAL SERVICES

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

— Search SAP for vendor, material, requisition, contract,
purchase order, Goods Receipt, or Invoice information

— Change, Delete, or Process a Purchase Requisition
— Create, Change or Delete a Purchase Order
— Run Purchase Order reports in SAP

— Approve Purchase Orders

28
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P W pennsylvania Purchasing Course Overview

* Display Vendor (XK03)

* Display Material Master (MMO3)

* Display Contract (ME33K)

* Create Purchase Order (ME21N)

 Change, Cancel, Delete Purchase Order (ME22N)
 Approve Purchase Order (ZME28)

* Print Purchase Order and Purchase Order Changes (ME9F)
* Display Purchase Order (ME23N)
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Purchasing Course Overview

» List Displays of POs (various)
* Display Vendor Invoice Document (ME23N or Y_DC1_32000525)
 View Accounting Information (ME23N)
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pennsylvania Agency Contracts — PO Criteria

* A purchase order that is created against a contract
includes definite quantity commitments, as well as
definite dollar commitments at the time of the issuance
of the order.

* A purchase order constitutes an authorization to the
supplier to deliver the materials or services

Note: Purchase Orders are not a source of supply.
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pennsylvania Agency Contracts — PO Criteria

* The purchase order is an encumbered document

* A validity period may exist

* Actual delivery dates must be specified for the purchase
* Account Assignment must be entered per line item

 Purchase orders require a plant to be entered. Without
proper authorization an agency-wide purchase is not
possible for agencies that have multi-plants (for example,
PennDOT, Public Welfare and Correctional Industries).
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pennsylvania Agency Contracts — PO Ciriteria

* The purchase order is used by agencies to order items
from agency-wide or multiple agency contracts

* (oods receipts and invoice payments are created with
reference to a purchase order

34

| SMART BUYING

pennsylvania



pennsylvania
L) DEPARTMEMNT OF GENERAL SERVICES

prem—

Master Data

| SMART BUYING pennsylvania



pennsylvania Master Data Introduction

Master Data (MD) manages all material and service
information for Procurement and Finance for the
Commonwealth.

Master Data is made up of master records, which contain
the description of the material or service that is to be
procured, as well as other general agency information.

Master Data is used throughout the Procurement process.
It is the sub process that establishes the foundational data
for all other sub processes in the Procurement process. In
addition, it helps prevent duplicate data.
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N pennsylvania Master Data Introduction

« Material Master:

— Houses basic data about materials that are purchased, used, or
otherwise managed by the Commonwealth

* \Vendor Master:

— Stores basic data about suppliers from which the Commonwealth
purchases materials and services

37
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iy perusytanicl Display Vendor Record (XK03)

—

* This transaction allows the user to display all the information
contained in a supplier's master record, based on the vendor
number. Use this transaction to research any aspect of the
supplier's master data.

« The XKO03 transaction allows the user to see information in all
screens. Note: The Commonwealth is not using the Withholding
tax screen.

 The multiple screens and all the fields contained in each are
displayed and structured in exactly the same sequence as if the
user was creating or changing the vendor master record, except
all fields are grayed-out as the user is in display-only mode.
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W¥pennsylvania Display Vendor Record (XK03)

Initial Display Screen

I:Vendor Edit Goto Extras Enwironment Swystern Help =
I-@_ B Te 0 e CHE Deoen 5E @m

Display Vendor: Initial Screen

;

1. Use match code search to find the

vendor number. Enter Company Code

Senerel dai and Purchase Org.

[ Santral

Company caode data
[ Accounting info

[ Paviment transactions

[l Correspondence

[ wwithholding tax Xj 3. Select the ENTER
Purchasing organization data h 2. The bOXeS in these \

[] Purchasing data icon When done to
[] Partner functions . . y

areas allow the user to view the supplier’s
select which screens to information

\_ View )

L [ w0z B[ petapptu [N [ [ 2
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pennsylvania Display Vendor Record (XK03)
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Display Vendor: Address
| CoPA Enhancements |

Yendar 1869495

Example: Display Vendor: Address

Mame EFLUS TECHMOLOGY IMNC

Search tarm 112 EFPLUSTEC

Street Address

StreetHouse number 130 FUTURADR

Fostal CodelCity 19464 - 3480 | POTTSTOWMN

Courtry s LISA Region P& Pennsylvania
Tirme zane EST

Transportation zone 46 Maontgormery

PO Box Address

P Box

Communication

Language English E Other communicatian. . |
Telephone 717-730-1606 Extension =
Mohile Phone
. 610-495-1208 Extension s
E-mail cskiba@eplus.com n
StandardCormm. Mtd E
Data line
Telebox
Comments 022305 CHG PER VENDOR DARREM RAIGUEL WEE
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pennsylvania Display Material (MMO3)

« Material Master Record

— Contains all information relative to a material: physical
characteristics, finance account, MRP, purchasing, inventory,
storage, etc.

» With this transaction the user can display a material
master record as it currently exists in the SAP system

41
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bt Display Material (MMO03)

* The types of information contained for the material
include:

— Material Description

— Unit of Measure

— Storage location stocks
— Material Valuation

— Purchasing information

— MRP (material requirements planning)

42
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pennsylvania Display Material (MMO03)
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. ) ) ) @Material Edit Goto Defaults Systerm  Help
To display material master information, use @ AR ECIEE
transaction MMO03. Display Material (Initial Screen)
| Select view(s) || Qrganizational levels || Data |
* Enter your material number
Material 100033
d SG'GCt the SELECT VlEWS bUttOﬂ I@SelectView(s)
) ) ) [ [view [ ]
» Aseparate dialog box will display EEsE D] B
. . . Furchasin :
* In the dialog box, select Basic Data 1, Purchasing, || [Furcnsse ordr Tox
and Accounting 1 i
MRP 3
« Select the GREEN checkmark at the bottom of the | | {rr st ety stormge
dlalog bOX g;;;qr_;;j;;?Datafsmrage 2
Accounting 2
’:Plantﬁmck @
) Storage Location Stock [*]
Note: If you are running MRP, you would select the
views listed above in addition to the MRP1, MRP?2, 57158 G i o
and MRP3 | Qrganizational levels || Data || Default values |
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pennsylvania Display Material (MMO03)
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When you select the GREEN checkmark, the dialog box shown below will display.
«  Enter your plant and select the GREEN checkmark

[=
Material Edit Goto Defaults  Systermn Help

& @3 A H|&EE e B EE T A0 R | EE]
Display Material (Initial Screen)

Select view(s) Crganizational levels Crata

material 1HER33

I@Drganizatinnal Levels

Crganizational levels

Flant 1500 [o)

waluation type

[ Org. levelsfprofiles only on reguest

= | | Select viewi(s) Default'-.-'alues g

44

B SMART BUYING pennsylvania



¥¥pennsylvania Display Material (MMO3)

—

I:I:rMaterial Edit Goto Environment Systern  Help

|-e~ N0 Cee CHEsnhs N0 @
Display Material 286690 (COPA Operating supplies)

|# Additional data ||ﬁ Organizational levels |

ThiS Wi” display the information for the g° Basic data 1 Basic data 2 | (s Purchasing . Purchase ordertext . Plantdat. |y, g
material. By selecting the tabs at the top, | = ===
you can move through the different views. | &itaa

Base Unit of Measure EA Each Material Group 45111800
Qld material number Ext. Matl Group 053015
Division LakiOffice

Product allocation
H-plant matl status Walid from

Material authaorization graup

Authorization Group

Dimensions/EANS

Gross Weight 0. aag Weight unit
Met Weight o.ape
Volume 0.000 Wolume unit

Sizefdimensions

Packaging rmaterial data
Matl Grp Pack.Matls

Basic Data Texts
Languages Maintained 0] F@ Basic Data Text I Language: El
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pennsylvania Contracts (Outline Agreements)

There are a number of different contract types to accommodate the
needs of both Statewide and Agency contracts in SAP. Generally
these will be:

Value Based — Used if the total value to be ordered during the
validity period of the Contract is know in advance.

Quantity Based — Used if the total quantity of all release orders
(POs) issued against the Contract is not to exceed a certain
predefined quantity.

Note: This has changed with the implementation of SRM, they are
no longer defined as Value Based or Quantity Based.
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Contract Approvals

After the Contract is created and saved, it is automatically
routed for the appropriate approvals.
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B Contract Conditions

Contract Conditions:

Maintains current pricing, discounts, freight charges, and
other price data by Contract.

These conditions will be copied from the selected Supplier
Quotation to decrease data entry.

However, if necessary, they can also be entered directly
into the Contract.

49
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S, Display Contract (ME33K)

» This transaction allows the user to display all the
information contained in a contract (outline agreement)

* To begin this transaction, you can use either the menu
path or the transaction code

Menu Path: Logistics > Materials Management > Purchasing

Outline Agreement > Contract > Display

Transaction: ME33K

50
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Y e/t Dispiay Contract (ME33K)

To display a contract, select the match code next to the Agreement space. This will open a
dialog box to search for your contract number. Select the appropriate search tab, and
enter criteria, then select the GREEN checkmark. Locate the contract and select the
number, this will populate the contract number into the Agreement field. Select the GREEN
checkmark at the top to display the contract.

= =
Qutline Agreermen t  Edit Header Itermm  Environmen t  System  Help
(] |l A4 HI€E&e | 8 EER =y | EE e
Display Contract : Initial Screen

[EAgreement Mumber (1 =1 =

I rE

// Furchasing Documents per Cost Center

ing Documents per Asset
rdor IEI

urch. Organization

urchas
urchasing Documents per Requirement Tracking Mumber
equests for Quotation per RFQ Date

urchasing Group se Orders per PO Date

o m o o«
=] o

cument D ate
Furch. Doc. Categarny

Order Type

ice
Furchazing D ocumen b h uments per Cost Cent
w h g Documents perYendor
h g Documents for Material
b aximurm Mo. of Hitz a00
h g Documents per Network
h g Documents per Project
h g Documents per Collective Mumb
w"l@l Iﬂ | ontracts per Agreement Date

cheduling Agreements per Agreement Date

urchasing Documents per Sales Document

T o W o DD T D WM T o U oD oD DD oD
C CCCCC o CcCc o C

urchasing Documents per Supplying Plant
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pennsylvania Display Contract (ME33K)
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: PR :
The ContraCt WI” Open to the Display Contract : ltem Overview
ltem Overview screen. This |2EEkEEkEREESERREE e
Screen ||StS the materlal, E%E}:gz:: eeeee mzigjgfm:iﬁi?i:;p;m?&msuo :\}gu:;::;e E;me
description’ material group, | Lt;m lD ll Ijl:ﬂdaéeigjl lg:;g-[ﬁjldE,UNLEADEDOP\SLPRICE 6408 l?;:a?rﬂp l;\LINEIP”EE Ed.UBlréaElr lTarg QtY‘\EI‘EEEJ EBElg.;\.Llrér;aJlSLUElTEl
unit of measure, price, and ' .
vendor number.
See the next slide for a
description of the icons
used in this display.
A
[+
[0 |[<11]
b messk B | perappiu (s | [/
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W pennsylvania Display Contract (ME33K)

&
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=y
[antract Edit Header ltern Environment System  Help

& nd H @@ 2R ananl EE @
¥ 3| Display Contract : Item Overview
(5L | 5|5 || =1 |G| ||| B 1|8 | 5 27 [ 08

Account Assignments | |dfe

» Hat — Header Data (validity date) The icon/drop down next to the

“Display Contract” is the SERVICES

FOR OBJECT icon. Select the drop

* People — Supplier Partner Info down paper to view the attachment to
the contract.

* Envelope — Supplier Information

* Flag — Release Strategy
* Puzzle Piece - Item Detall

* Paper/Pencil - Text
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J pennsylvania Overview of Requisitioning, Sourcing, and Purchasing

i
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—

* Requisitions are the beginning of the procurement
process.

— Requisitions in SAP are created via MRP processing or
manually for inventory orders

* These requisitions are then pushed into SRM through Plan Driven
Procurement (PDP) for processing by procurement professionals
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P § pennsylvania Overview of Requisitioning, Sourcing and Purchasing

—

» Sourcing identifies the suppliers available to satisfy the
procurement needs

— Planned orders created from MRP run are converted into
requisitions to begin the procurement process

56

| SMART BUYING pennsylvania



pennsylvania
DEPARTMEMNT OF GENERAL SERVICES

Purchasing

| pennsylvania



pennsylvania Overview of Purchasing

* An SAP purchase order is created with reference to a
contract (release orders)

* Purchase orders cannot be created until a source of
supply and a price have been established

* Purchase orders that require approvals cannot be sent
to the supplier until the required approvals have been
fully executed

58
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P § pennsylvania Overview of Purchasing

—

 Purchase orders can be created for both materials and
services, and can be for both inventory items and
expensed items

 Purchase orders cannot be created with items from
multiple contracts on the same purchase order

* Purchase orders always require accounting information

* Purchase orders are always encumbered
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Purchase Orders are used to place orders with suppliers
for materials or services

There are a number of types of Purchase Orders,
including Standard, Emergency, Off-Contract, and Sole
Source. However, only Standard PO New is used today in
SAP, all other types are now being used in SRM.
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pennsylvania Purchase Order Approvals

All Purchase Orders will require at least one approval.
(The SAP workflow thresholds are $3,000, please note
that these thresholds are not consistent with SRM.)

Approvals for Purchase Orders will be routed automatically
to the appropriate approver via workflow when
appropriate.
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pennsylvania Create Purchase Order (ME21N)

* This transaction is used to create a purchase order

* To begin this transaction, you can use either the menu
path or the transaction code

Menu Path: Logistics > Materials Management > Purchasing>
|

Purchase Order > Create > Vendor/Supplying Plant Known

Transaction Code: ME21N
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V¥ pennsylvania Create Purchase Order (ME21N)

DEPARTMENT OF GENERAL SERVICES

—

The purchase order is divided into three sections: Header, Item Overview, and ltem
Detail. The Header and ltem Detail are divided into sub-tabs and the ltem Overview is
designed like a spreadsheet.

Doc Type is Standard PO (New)

Create Purchase Order
i an El Print Preview || Messages | Personal Setting |

[fmr | Standard FO El “endor Doc. date 12/11/2008

nnnnnnnnnnnnnnnnnn
Shipping instruction =

[Z1 Tarms nf navmant =
———— T

MS[Eds litm  Ja i [material [Shart Text [PO Quant ty o |c|peliv. Date [NetPrice [curr_[Per o [Matl Group [Pint Stor. Location |6

e

RN ]3] - [«10e]
E CEC e oE BEEE O [ Demutvaues | [aat pranmins |
Itern Mew ltern = =

[ b [ mEz1n B petapptu [INs [ [ 7
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P W pennsylvania Create Purchase Order (ME21N)

Above the Header are the Order Type, Vendor, and Doc Date (date defaults) which must
be completed. The Header section contains information applicable to all line items
contained on the purchase order. The tabs include: Delivery/Invoice, Conditions, Texts,

Address (supplier’s), Communications Data, Partners, Additional Data (validity period),
Org Data, Status, and Customer data.

[& I B [
Burchase Order  Edit Goto  Erwironment  System  Help

Vi B eGQICHE D008 REQmM
73| Create Purchase Order

Docurment Overiew On @ Hald | |ga| | Print Preview || Messages | EH| & Personal Setting

i | Standard PO g Yendar Doc. date (121142008
Deliveniflnvoice .I Condifions Address i Communication i Parners i Additional Data i (Orn. Data { Btatus { Customer Data

Header Texts A

Header text H

Encumbrance Infarr
Shipping instruction

12 Tarme of hamant .
[[][]  Continuous-tex.. &
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pennsylvania Purchase Order Header Text

 Header texts are used to store information on a purchase
order that will be applicable to all line items contained on the
purchase order. The following texts have been defined for
use by the Commonwealth.

— Header Text: used to store any special instructions and
conditions required of the supplier. This text will be printed out on
the purchase order that will be sent to the supplier.
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P § pennsylvania Purchase Order Header Text

—

— Encumbrance Information Text: used to store fund, cost center
and G/L account numbers as well as the amount encumbered per
fund. This field should also be used to enter the justification of the
purchase and any special notes for internal use. This text will not
print out on the purchase order that will be sent to the supplier.

— Shipping Instructions: used to enter any specific shipping
Instructions to supplier that relate to all items on the purchase
order. This text will always copy from the contract. This text will
be printed out in the purchase order that will be sent to the
supplier.
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P § pennsylvania Purchase Order Header Text

—

— Terms of Payment: used to enter any type of special payments that
need to be communicated to supplier. An example would be
staggered payments. Note that this text is not used to establish the
standard payment period for an invoice. This text will always copy
from the contract. This text will be printed out in the purchase order
that will be sent to the supplier.

— Insurance Information Text: used to input any insurance
information related to the purchase order. This text will always be
printed out in the purchase order that will be sent to the supplier.

— Bond Information Text: used to input any bond information related
to the purchase order. This text will always be printed out in the
purchase order that will be sent to the supplier.
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P § pennsylvania Purchase Order Header Text

—

— Vendor Memo General: copies from vendor master. This text will
be printed out in the purchase order that will be send to the
supplier.

— Vendor Memo Purchasing Org: copies from vendor master. This
text will be printed out in the purchase order that will be sent to
supplier.

— Confidential Terms of Payment Note: used for communication with
the invoice processor. This text will always copy from the contract.
This text will not be printed out in the purchase order that will be
sent to the supplier, as it is confidential information that is simply
stored here.
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pennsylvania Purchase Order Item Text

* |tem texts are used to store information on a purchase order
that will be applicable to a particular line item in the order.
The following text have been defined for use by the

Commonwealth:

— ltem Text: used to store any special instructions and conditions to
the supplier. If no attachment exists, this text will always copy from
the contract. This text will be printed out in the purchase order that

will be sent to the supplier.
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P ¥ pennsylvania Purchase Order ltem Text

—

— Material PO Text: used to supply additional descriptive
information for the material or service. This text will copy from the
material master or service master record and will print out in the
purchase order that will be sent to the supplier.

— Shipping Instructions: used to enter any specific shipping
Instructions to that supplier that apply to an individual item in the
order. This text will always copy from the contract. This text will
be printed out in the purchase order that will be sent to the
supplier.
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pennsylvania Change Purchase Order (ME22N)

» This transaction is used to change, cancel, delete and add
an attachment to a purchase order

» Some changes to a purchase order will require the order to
go through another release strategy (re-approval), including
a change to terms and conditions or an increase to price
and/or quantity of greater than 10%. Certain other release
thresholds may be surpassed because of an order change
as well.

7"

| pennsylvania



pennsylvania Adding Attachments to Purchase Orders

» Attachments can be added to orders via the change
purchase order transaction (ME22N) only

* Most document types can be added to a purchase order,

such as Word, Excel, PowerPoint, Adobe Acrobat, or other

documents that may be submitted by the supplier

72

| SMART BUYING

pennsylvania



pennsylvania Purchase Order Amendments & Changes

* There is no version control for purchase order changes.
Once the purchase order is changed only the latest version
of the purchase order is displayed on the screen.

* A history of purchase order changes is recorded by the
system so that a user can see who made changes and when
the changes were made to the order. For each changed
field the old value and new value will be recorded, with the
exception of header and item texts. The time of the text
changes and the user ID are recorded by the system, but
not the old versus new entries.
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Approval Process for Purchase Orders

* No approval is required for purchase orders of less than $3,000 in
SAP. Document type is Standard PO (New)

 Any non-standard terms and conditions require additional approvals
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pennsylvania Approve Purchase Order (ZME28)

* This transaction is used to approve a list of purchase
orders that are ready for further procurement processing

 Before a purchase order can be sent to the supplier, it
must go through the approval process (release strategy)
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DEPARTMENT OF GENERAL SERVICES

pennsylvania Approve Purchase Order (ZME28)

« Display the Release (Approve) Purchasing Documents |

Help

screen using transaction code ZME28 . BN eBic BRI DN DIFR 98
Release (Approve) Purchasing Documents
» Complete the Release code (code for approving o
agent), Set Release (indicator used to search for Rolease 0t ) 0
documents ready to be set for release), Enter Plant | : &
[ | Cancel release
(agency COde) v Release prerequisite fulfilled
[ ] Listwith items
 Select the EXECUTE button Tl BEST
Puchasing document category F to E‘
« This will display a list of documents waiting approval | Fuetesnosanzzr I E
Docurent nurnber to E
. . . . Document type to @
* Double click the document and review the information  Yeussngaee - '@I
Vendor o E
 Then go back to the document list, with the document | Susiinasiat b E
) ) i . ., Dacument date fo E
just reviewed still selected, and select the “Release Pl o 3]
button.
* You will see a message at the bottom of the screen
stating the PO is set for release. Select the SAVE —————— —_—
. 2iedse Furc r.'r:urrt_; ocumeants With nelease Loage
icon, the Release (Approve) Purchase Document T T | T | i e T
screen appears displaying a system message = =
“Release Saved’. USO000SEST NNB 1TOTON  DAN'S TEST VDGR R onsza08
L1748 GUF & GRY 5-10K MEV N Mot Releassed Enlease possible
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P W pennsylvania Transmit Purchase Order (ME9F)

* Use this transaction to print or transmit a purchase
order or purchase order change to a supplier

* To begin this transaction, you can use either the menu
path or the transaction code

Menu Path: | Logistics > Materials Management > Purchasing >
|

Purchase Order > Messages > Print/Transmit

Transaction: ME9F

77

| pennsylvania



pennsylvania Transmit Purchase Order ME9QF

&
i =y
ﬂﬁ“ DEPARTMENT OF GENERAL SERVICES

E;
Program  Edit Goto Systemn Help
U 140 QaQ BRE D048 HE Q®
Message Output

* Once in MEYF, enter your — R

Document Mumber

Purchasing Organization and | :

Purchasing Organization 0]

Purchasing Group number P M

o Select the EXECUTE icon

| I e Y Y

Document Date 0]

Message Data
Application EF
Wessae Tipe 0]

L2l

Transmigsion Time-Spot

Processing Status o
Creation Date

Time Created fa:0a: a6
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pennsylvania Transmit Purchase Order (ME9F)

il DEPARTMENT OF GENERAL SERVICES

5 munl

¢ A ||St Of pUFChaSG OrderS List Edit Goto Seffings System  Help

ready fOI‘ transmltt|ng W|” U D IH Qe SRR ODLHE BR OF
Message Output

d Isplay EEEE‘ Qutyut Message || Display Message H hessage Details || Trial Printout‘
) Select the purChase Order ‘to Purch.Doc. Vendor  Mame 1 PGr Doc. Date

Msg. Lng Partner  Role Created on Tine Time N User Name  Output Device Name  Fax number Chny
be prlnted by SeleCtlng the 1500045620 10427¢  XEADX CORORATION BA4 05/01/2003
[" NEU EN 104274-004 BA  Q4IBS/2087 13413113 POGAIOS3  YPOC - Default Windows Printer X
bOX tO the |eft Of the entry 4503045008 184274 YEROY CORPORATION BA4 85/52/2003
[ NEU EN 104274-004 BA  04/5/2007 145318 3 POBBOS3S?  YPCC - Dafault Windows Printsr X
° S OU U 4500075083 18427¢  YEROY CORPORATION BA4 8915842003
eleCt the TP T [ N EN 104274-004 BA  02/21/2008 138927 3 POBS26227  YRCC - Dafault Windows Printer X
MESSAGE button ASROI3035 161175 OCE INAGISTICS ING DBA OCE NORTH  BA4 0/18/2004
[ NED EN 101176-002 BA  11/21/2007 148522 3 POB4G2380  YPCC - Dafault Windows Printsr X
4500180179 161176 OCE INAGISTICS NG DBY OGE NORTH  BA4 11/15/2004
° You can a|SO Select the (] MU EN 101176-002 BA  11/63/2008 148035 3 POB4IG30  YRCC - Default Windows Printer X
45GB185754 181176 OCE INAGISTICS ING DBA OGE NORTH  BA4 12/03/2004
DlSPLAY MESSAGE bUttOﬂ [ NED EN 101176-002 BA  10/15/2008 113941 3 POB43I9530  YPCC - Dafault Windows Printsr X
to d|S |a the UrChase 4500185120 101176 OCE IMAGISTICS ING DBA OCE NORTH  BA4 12/09/2004
p y p [ NEU EN 101176-002 BA  11/B4/2008 09°55°3¢ 3 POB43I9530  YPCC - Dafault Windows Printsr X
Order before you Output |t to 4500189532 161176 OCE INAGISTICS NG DBY OGE NORTH  BA4 12/22/2004
(] NED EN 101176-002 BA  O7/14/2008 132122 3 POB4IG30  YRCC - Default Windows Printer X
make sure It IS CorreCt 4560103422 176199 STRATEGIC ENERGY LLC BA4 12/28/2004
[] NEU EN 178190  BA  O4/13/2007 121283 3 POB43I9S30  YPCC - Dafault Windows Printsr X
4505221081 191030 PITNEY BOWES INC BAd 8412642005
(] NED EN 161900-010 BA  03/28/2007 11°52:56 3 POB4IGI0  YRCC - Default Windows Printer X
4565200209 12972 D G WATER LP DBA BA4 85/23/2005
[] NED EN 193972  BA  OB/5/2007 11°26°44 3 POB4IRI0  YPCC - Dafault Windows Printsr X
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P N pennsylvania Re-Transmit Purchase Order (MESF)

DEPARTMENT OF GENERAL SERVICES

4
Program  Edit Goto System  Heln
Re-Transmit: G 2 0B CAQRHE 8060 PR QR
Message Output
* Enter your purchase order it _
Document Number 450461573 to 2
number Vendor 1o 2
. Purchasing Qrganization to 2
» Change the Processing status | rutssngcon ; E
. PE : acurment Type 0 o
field to “1” to re-submit e ‘ i
ocument Date to ¥
» Select the EXECUTE icon
Messane Data
Application EF
Messane Type to
Tranamission Time-Spot
Processing Status 1
Creation Date
Time Created 000000
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pennsylvania

s
il
Ll DEPARTMENT OF GENERAL SERVICES

« Select the last message line of the purchase order to be printed, select the
MESSAGE DETAIL button.

Re-Transmit Purchase Order (MESF)

[= [=]
List Edit Goto ZSettings  Systerm  Help
& D dH @@ CRE EDho8 EHE @
Message Output
EEEE| Qutput Messange || Display Message || tessade Details || Trial Printout
Furch.Doc. Vendor Name 1 PGr Doc. Date
Mzg. Lng Partner Role Created aon Time Time N User Mame Qutput Device Name Fax numher Chng.

4500010330 171236 MOWTAMNS STATE UWIWERSITY
fwig# NEU EN 171236 BS 1071172002 08:16:13 3

Bo4 1@/117/2002

POOOZEE51 YPCC - Default Windows Printer

Message Processing, Purch. Documents: Output

E?Qulpul Edit Goilo System  Help
& DA H @@ SR anoa FEE @D

« Select the last message line

|§| Communication method | Processing log || Further data || Repeat output H Change autput |

i S A— 4500010330

Cutput

Stat...lOutpu...|Descriptiun |Medium |Fun...|Par1ner

« Select the REPEAT OUTPUT button,

0 MEU Furchase ord .Print output

= 0A AT1236

i

then select the SAVE icon

« Select the GREEN (back) arrow to
take you back to the search screen

[if | [ | 9 | [ | 0 | [T | (T | (9 | (O[O | (4| GO | (4 | | (T

[Lan.JC... |
EN 1[=]
=
(=]
[~
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pennsylvania

s
il
Ll DEPARTMENT OF GENERAL SERVICES

Re-Transmit Purchase Order (MESF)

* Once you are back to the search
screen, re-enter your purchase order
number

* You will now leave the Processing
Status at “0”

» Select the Execute button.

 This will display your purchase
order ready for reprinting

 Select the purchase order by
checking the box to the left

e Select the OUPUT MESSAGE
button

=

Frogram Edit Goto  Systerm Help

& B AHICEQ  SHREISDO0 HE @M
Message Output

E¢ HEH
List Edit Goto Sefings Swstem Help

g :0H Ce0 CER 8000 HE OF

Message Output

Purch. Doc. Data
Document Mumber

4500010330 ) to

Yendor ta
Furchasing Organization to
Furchasing Group to
Document Type to
Document Date ta

EE m@ | Oufput Message H Display Message H Message Details H Trial Prinfout ‘

Purch.Doc. Yendor — Nane | P6r Doc. Date
Nsg. Lng Partner  Role Created on Time  Time N User Name  Qutput Device Nane  Fax nunber Lhng.

4500010330 171235 MONTANR STATE UNIVERSITY BA4 1841172002
[ NEU BN 17136 BA12A1/2008 14:42:24 3 X PADMSERRD  YPCC - Default Windows Printer

Message Data
Application EF

Message Type to
Transtmission Time-Spot

Frocessing Status o

Creation Date

Time Created 0o o008
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P W pennsylvania Display Purchase Order (ME23N)

» Use this transaction to display a purchase order and
review the information

* To begin this transaction, you can use either the menu
path or the transaction code

Menu Path: Logistics > Materials Management > Purchasing
|

Purchase Order > Display

Transaction: ME23N
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ennsylvania Display Purchase Order (ME23N)

EPARTMENT OF GENERAL SERVICES

ME23N allows you to display a document. Notice the fields are grayed out so
changes can't be made.

=
Purchase Order  Edit Goto  Environment  Systerm  Help

& B A E @@@ SR ST as | EE @D
Standard PO 4500010330 Created by Cynthia Anderson
| Cocument Owverview G0 | IEI Print P review || Messages | Fersonal Setting |

[\ || Standard PO e wendaor 171236 MONTANA STATE UNIVE .| Doc. date 10411/2002
, Parners . Additional Data . Org. Data . Status | CustomerData | Release strategy

Address 1 Communication

Deliveryinvoice -l Conditions 4

Header Texts ||
Header text

\ ipping ins ion (2]

=1 _Taormo nf hawrmnont

=
[ I—— o 3 O T T

MEs Jtm s i material [Short Text [PO Quantity o Jcloeliv. Date [net Price [curr. Jrer — Jo. [mati Group  [Pint [Stor. Lacation |||
[ e |k 242220 EDUCATIOMAL MATERIA 325.008EAs D 18/17/2002 15.88USD |1 EA FDMU-BOO .. FDE Adrnin [=]

20 K 242221 EDUCATIONAL MATERIA. 12.000Es D 10/17/2002 20@.80USD 1 EA ZDMU-LAB . FDE Adrnin [~

3 K 119328 SHIPPING CHARGES,U . 1.008Es D 18/17/2002 176 BAUSD 1 EA ZDNU-BUIL. FDE Adrnin _|

[0l

-~ I[«¥]
5 i S b s

[
lterm Dietail
|

L[ mE23an B[ petappsu (s | |2
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pennsylvania List Displays of Purchase Orders (various)

DEPARTMENT OF GENERAL SERVICES

 These transactions allow the user to display lists of purchase
orders for a specific plant

 There are several ways to display a list of purchase orders:
- ME2B List POs by Requisition Tracking Number
- ME2C List POs by Material Group
- ME2K List POs by Account Assignment
- ME2L List POs by Vendor
- ME2M List POs by Material
- ME2N List POs by Document Number
- ME2S List Services by PO Number
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m pennsylvania
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Invoicing/Good Recelpt
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pennsylvania Overview of Invoice Entry

An invoice is created in the system in one of four ways:
1. Payable Services PO Box(Scanned at Revenue)
Evaluated Receipt Settlement (ERS)

Invoicing Plan

XML

=~ W D
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pennsylvania Overview of Invoice Entry

 Supplier sends paper invoices to a central PO box in the
Dept of Revenue. The invoice is scanned and indexed
based on key elements from the invoice.

« Comptroller conducts a pre-audit review of each PO
invoice prior to posting the document in SAP. Upon
posting of the invoice document, the system completes a
3-way match to confirm that the Goods Receipt, Invoice,
and PO are present and any discrepancies are within
acceptable tolerances.

 |n addition, SAP also checks for CRP issues when the
invoice is $5,000 or more.
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pennsylvania Overview of Invoice Entry and Processing

* When the invoice is posted and there is a three way
match, it will be available for the next payment run. A
three way match means PO price >= invoice price and
goods receipt/service receipt gty >= invoice quantity.

» |fthe invoice price is > the PO price, the invoice will be
blocked for payment with a Price block (Prc.)
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pennsylvania Overview of Invoice Entry and Processing

» |fthe invoice quantity is > the GR/SR quantity, the
invoice will be blocked for payment with a Quantity
block (Qty).

* A manual block (M) will be set on invoices >= 5K when
obligations exist in the Contractor Responsibility
Program (CRP). When the invoice is blocked for CRP
obligation, it will be routed through workflow back to the
Agency invoice reconciler.
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P § pennsylvania Overview of Invoice Entry and Processing

—

* A manual block (M) will be set on all invoices >= $5
million. When the invoice is blocked for >= $5M, it will
be routed through workflow back to the Agency invoice
reconciler who will contact Treasury to get a pay date.

* Both of the Manual blocks are automatically checked for
each invoice processed with reference to a PO. If either
circumstance exists, the invoice processor is given an
error and required to set the manual block on the line
item.

N
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E pennsylvanta . Il

Learning Objectives:

* Understand how to search for and display previously
entered GR and Invoice information

* Understand how to locate supplier payment information

* Understand how to display accounting information
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pennsylvania  Display Vendor Invoice Document for Purchase Order (ME23N)

* Display Vendor Invoices can be used to verify internal
questions such as:

— Have the accounts been posted

— Who were the documents created by

* |t can also be used to answer supplier questions, such as:
— Has the invoice been created in SAP?
— Has it been sent to Treasury?
— Has Treasury paid the invoice?

— What address was my check sent to?
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Display GR/Vendor Invoice

pennsylvania

DEPARTMENT OF GENERAL SERVICES DOCU ment Via M E23 N

You can view the Goods Receipt or Invoice Document information in ME23N in the
ltem Detail section — Purchase Order History tab.

= =1
Burchase Order Edit Soto Enxironment Swysterm  Help

& al d H | @& DEE A e  EE @O
Standard PO 4500010330 Created by Cynthia Anderson
| Docurnent Overview On | El | Print Preview || Messages | Fersanal Setting |

Standard PO = vendor 171236 MORMTARA STATE UNME...| Doc. date 18411720082
F| Header

MiEs. Itm [a I [material |Short Text [P ciuantity |o... [c]oeliv. Date Jret Price [curr.. [Fer [0, |matl Group  [Pint [Stor. Location  [B|T|

| e 3 242220 EDUCATIONAL MATERIA 325.000EA D 10/17/2002 15.80USD 1 E4 ZDMNU-BOO . PDE Adrmin

20 K 242529 EDUGCATIONAL MATERIA.. 13.000EA D 10/17/2002 300.08USD 1 EA ZDMNU-LAB .. PDE Adrmin

El) K 110328 SHIPPING CHARGES, U 1.808Es D 107172002 176.08USD 1 E4 FDMU-BUIL . PDE Adrmin
[=]
L | [=]

I — [« ][>]

EEID EE 5 == [

itern [10]242230, EDUCATIONAL MATERIALE,BOCKE|  [«]~]
Material Data . Quantitiesieights . Delivery Schedule . Delivery o Invoice . Conditions . Account Assignment

(=] (&[] [Fo] [E]an|@o]=E] 0] |[=]

Sh. Tex‘t1 MleMaterial Document |Item|F’05ting Date |}: Amountln Quantiwloun'crcy |Reference|n Amount in LO|Trans.Ie\-’ent tvpe ‘IOrder Frice Unitl

Texts  Delivery ... [, El

GR 101 S0002509439 1 08M8/2003 4 875.00 375000 EA  USD 4.875.00 |1 Ea
Tr./Bv. Goods receipt = 4.875.00 = 325.000 EA USD = 4,875.00 1
IR-L 5105616328 1 085252003 4.875.00 325000 EA  USD 487500 |2 EA
Tr./Bv. inwvoice receipt = 4.875.00 = 325.000 EA USD - 4,875.00 2

[ mE23M B[ petappsu [ins [ [ 7




¥ pennsylvania ~ Display Vendor Invoice Document via Y_DC1_32000525

You can also locate supplier payment information by using transaction
Y_DC1_32000525.

FMEHU Edit Favortes Extras System Help J
& v_DC1_32000525 o dH | CEa EEE EHTNA
SAP Easy Access

(&= & &@ 2] ]|«

b (] Favorites;
= =9 SAP menu
[ [J Office
(7 Cross-Application Components
(] Logistics
[ Accounting
[ J Hurman Resources

] Information Systems

(] Tools

TR T TETFF
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pennsylvania
DEPARTMENT OF GENERAL SERVICES

* Enter your PO number

« Select the check box next to
the PO Related Invoice
Payment Data along with the
check boxes for the three
items below it as shown

« Select the EXECUTE icon

96

Display Vendor Invoice Document via Y_DC1_32000525

=
Program  Edit Gotn Systern Help

@ 3 dHICeQ BRE G008 HE @m

Detailed Invoice Payment Report

Purchase Order Number 4399922138 to E3
mype to E
Purchasing Group to E
Plant ta E
Include Deleted PO Lines Il
PO Vendar ta B
Payment Wendor to E
Accaunting Document T ype to E
Payment Date to E

Business Area
Exclude Invoices Posted Before

PO Related Invoice Payment Detail
Paid Invoices
Irvoices sentto Treasury, but notyet paid
Irvoices created, but notyet sentto Treasury

[] WON-FO Related Ifvoice Fayment Detail
[ Paid Invoices
[ Invaices sentta Treasury, but notyet paid
[ Invoices created, but not yet sentta Treasury

[ Receipt Documents / Invaice f Payment Milestones
@ Entire report (Matched and unmatched GRAnv docurnents)
(O Exceptions only {(Unmatched GRIny docurments)
Output Type: @ On-screen O Excel:  Path:
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pennsylvania

DEPARTMENT OF GENERAL SERVICES

Display Vendor Invoice Document via Y_DC1_32000525

This will display the Detailed Invoice Payment Report for the purchase

order.

[=
List Edit

&

Goto

Systarm

=4

Help

4 H & @a@ DEME B Tmax EE D

Detailed Invoice Payment Report

[~]
(]
Program: ZM_REPT_IMWVOICE_PY¥MT_DETAIL
User FOO446550
#** Output Twpe: PO-related Invoices ***
Status FO# EBusbtrea FODocTp PGrp Collect# FOVend# FOvYendName InvMo FPayWend# FPay\VendM
1 4300022138 16 ZNE BA3 120630 CENTRAL SUSOUEHAMMA INTERMEDIATE 5106F¥85398 120630 CENTRAL
1 4300022138 16 ZMEB =1%c] 128630 CENTEAL SUSOUEHANKMSE IMTERMEDIATE 5106819316 120630 CEMTRAL
1 4300022138 16 ZME Bo3 120630 CENTRAL SUSOUEHANME IMTERMEDIATE 5106862389 1206308 CEMTRAL
1 4300022138 16 ZNE BA3 120630 CENTRAL SUSOUEHAMMA INTERMEDIATE 5106876646 120630 CENTRAL
1 4300022138 16 ZHB BO3 128630 CENTRAL SUSOUEHANKME TWNTERMEDIATE 5106306845 1206308 CEMTRAL
1 4300022138 16 ZMEB =1%c] 128630 CENTEAL SUSOUEHANKMSE IMTERMEDIATE 5106942515 120630 CEMTRAL
1 4300022138 16 ZME Bo3 120630 CENTRAL SUSOUEHANME IMTERMEDIATE 5106969731 1206308 CEMTRAL
1 4300022138 16 ZNE BA3 120630 CENTRAL SUSOUEHAMMA INTERMEDIATE 5107025682 120630 CENTRAL
1 4300022138 16 ZhE =8c] 128630 CEMTRAL SUSOUEHARNME IMTERMEDIATE 5107028163 120630 CEMTRAL
1 4300022138 16 ZMEB Bo3 120630 CENTRAL SUSOUEHANHME IMNTERMEDIATE 5107165304 1206308 CEMTRAL
(=]
]
| K] [ <1




peliian ] Display Vendor Invoice Document via Y_DC1_32000525

Scroll to the right to view the check information and payment date.

[= [=] &= [=]
List Edit Goto Systerm  Help
] A H SE@  SHE Bhas ) EE @B
Detailed Invoice Payment Report
[+]
[~]
Fage: 1
Date: 12/26/2008
Time: 10:22:36
mt AcctDocho ClrDocha Chk&mt FayDt Cyclebays I Fayment Info I
99 5101195060 2006879281 2,811.89 11/19/2087 42 Check#: 00304488 : Warrant#: D00ODOOOTFG5942
7 5101228827 2007122268 1,962.78 1242642007 51 Check#: 06126218 : Warrant#: QO0EQO0O0OFI0532
40 5101271683 2007295413 2,322 .48 p2/ia6/ 2008 57 ECR& . L k.. Warrants . OUuuOoOIsTeo 40
84 5101285884 20073539490 2, 626.84 Qz/25/2008 48 Check#: 06130693 Bank: 28 Warrant#: 0000000OE31192
94 5101315870 2007475283 2,880 94 O3/26/ 2008 44 Check#: 01138398 Bank: 38 Warrant#: 00O0O0OOGOE53325
04 5101351354 2007626283 2,429 04 04/30/2008 51 Check#: 08704288 Bank: 22 Warrant#: 00000000SE80104
54 5101378392 2007748870 2,792 .54 a5f22/2008 42 Check#: 08710275 Bank: 22 Warrant#: O000O0O0OGOZ295933
24 5101433986 2007399494 3,051 24 oy i14/2008 40 Check#: DOY58477F Bank: 26 Warrant#: O000O0O0O0GO934330
06 5101436482 2008008785 6,095 . 06 a7 /2172008 42 Check#: 5786YE24 Bank: 85 Warrant#: 00000000933930
24 5101572788 2008587204 55, 550. 24 11418/2008 56 Check#: D00368469 Bank: 59 Warrant#: O00O0O0OOGOR34055
(=]
[~]
Enjn|; I«
[ l»| v_Dc1_3zo000525 PEl | petappsu [INs | [ 2




g pennsylvania View Accounting Information in ME23N

You can view line item balances and account assignment information in
ME23N by selecting the Environment menu and selecting AC Commitment
Documents.

(=
|_F'urchasetilrder Edit Goto  Enwironment Systerm Help

4 T | Header Changes 13 ™ A &9 2] | &
= [tem Chandes
W= SRM Copy-Stal atorial eated by Cathy Anderson
Diacument Overview Cin IEIE hWaterial Stocks Fersonal Setting
Axiailability |
'Eﬂ'| SREM Copy-Standard .. 2 Ve EMTRAL SUSQUEHAR | Doc. date |
endor -
Tl Header B _

— _ Vendar Evaluation : . _
BsIEls. Jim o I [material ity [0, |c|Deliv. Date  |Met Price
1 z Info Record 4,827 .000EA D O7/25/2007
B Sl F e 250 BA0EA D B7/25/2007

= Sgurce List 50,707 .D0OEA D B7/25/2007
(][] Contract
Q | g I [ RFE Quicuotation Addl Planning
Purchase Requisition
B=| 1temn [1]1G-Admin & Info Record Fe b
taterial Data . Quantiti  AC Commitment Documents livery Invoice Conditions A
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g pennsylvania View Accounting Information in ME23N

[S List of Documents in Accounting

When the dialog box Documents in Accounting
“Documents in Accounting’” Doc. Numb. ] Object type text

. 4300022138 Funds Management doc
appears’ dOUble C“Ck on the IT‘IEIEEIEEET‘I Cmmt Carnyfone, Doc.

Funds Management document. T102115768 Cramt Carryforw. Doc.
T101612282 Cmmt Carnfore. Doc.
T102025272 Cmmt Carnyfore. Doc.
T102118940 Crmmt Carnyfore. Doc.
T10M1 6228498 Cmmt Carnfore. Doc. —
T101 956674 Cmmt Carnfors. Doc.
T102001 743 Cmmt Carnfore. Doc.
T102228659 Cmmt Carnyfore. Doc.
T101612283 Cmmt Carnfore. Doc.
T101612284 Cmmt Carnfore. Doc.

T10M1 6228496 Cmmt Carnfore. Doc.
TIMI95RETA | Crmmnt Carmfnms Dor

|§| §|Eeparate Qriginal document Q. 3

|[«1[>]

L[]
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bbb View Accounting Information in ME23N

The Document Journal will display showing all activity for line items. You
will see carry forwards from previous fiscal years, changes to amounts in
PO line items, deletions, and reductions (invoices).

[=

List Edit Goto Views Seftings Swsterm  Help
& dadc@ee@ SHME T oo B @m
Document Journal

Document Journal

FM Area COPA,

Year Commitment kem 2008

Commitment kem

Funds Center

Fund

Layout

User FOD445880

DateTime 12026/2008 10:21:05
RemocMo |~ tem|[Fm pstad.  JAmount type |= Pymt Bdgt]GIL Ace [Fund |cost ctorder |Funds center |Text
4300022138 1 062852007 Criginal 4,827.00 6343117 7009407000 KAF112120111 1633640000 IG-Administrative Co E|
4300022138 06202007 FPrevious Year Carryforward  (Commitmen 4,827.00- | 62343117 7009407000 KAF112120111 1633640000 1G-Administrative CcEl
4300022138 712007 Fallowing year carnyforward  {cammitme 4,827.00 62343117 7009407000 KAT112120111 1633640000 IG-Administrative Co| |
43000232138 11/02/2007 Reductian 144 99 B343117 7009407000 KAT112120111 1633640000 IG-Administrative Go ||
4300022138 0z2/0452008 Reduction F48.67~ EB343117 7009407000 KA1F112120111 1633640000 IG-Administrative Cc
43000232138 04530/2008 Reduction 39T7.65 E343117 FOO9407000 EATF112120111 1633640000 IG-Administrative Co
43000232138 06302008 Frevious Year Carnyforward  (Commitmen 3,935, 66 6343117 7009407000 KAF112120111 1633640000 IG-Administrative Co
4300022138 o7s1r2008 Fallowing year carryforward  {(cammitme 3,935, 66 6343117 7009407000 KAF112120111 1633640000 IG-Administrative Co
4300022138 115052008 Adjustment by Follow-on Document 905.72 B343117 7009407000 KAT112120111 1633640000 IG-Administrative Co
4300022138 Reduction 3,029.94 6343117 | 70O09407000 KA7112120111 16323640000 IG-Administrative Co
4300022138 1172652008 Adjustment by Follow-on Document 905.72 6343117 7FO09407000 KA1F112120111 1633640000 IG-Administrative Cc
43000232138 Adjustment by Follow-on Document 905.72 E343117 FOO9407000 EATF112120111 1633640000 IG-Administrative Co

a1 = 0.00

43000232138 2 062852007 ariginal 250.00 B343117 FOO9407000 KAT112120111 1633640000 IG-Registration Fees
4300022138 06202007 Frevious Year Carnyforward  (Commitmen 25000 B343117 FOO9407000 KAT112120111 1633640000 IG-Registration FEESE
4300022138 o7l s2007 Following vear carrvforward  {cammitme 250,00 G343117 | FOOS9407000 KA7112120111 16323640000 IG-Fegistration Fees [«
[EN|Ia]l I [[«1[*]
[ I | ME23r BE| petappeu [ INS [ | 2
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Inventory Management
Overview




P § pennsylvania Inventory Management Introduction

—

As with Receiving and Invoicing, there was a considerable
change in the Inventory Management (IM) sub process.

It includes an extensive set of transactions, such as
Issuance to users, transfers/stock transports between
locations, planning and replenishment, receipt, returns,
scrapping/sampling, and physical inventory adjustments.
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pennsylvania Inventory Management Components

Replenishment: automates the replenishment of stock based upon
inventory strategies.

Physical Inventory: manages the recording and reconciliation of periodic
physical inventory counts. Counts are taken on printed documents and
then entered into the system. The counts are then matched with the book
inventory stock levels in the system. Differences require a recount,
approvals for unmatched counts, and adjustments.

Issues/Returns: The purpose of this component is to ensure accurate
recording of issues from inventory (when items are used) and returns to
inventory. Issues/Returns includes materials issues, scrapping/sampling,
returns, and external issues.
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W N pennsylvania Inventory Management Components

DEPARTMENT OF GENERAL SERVICES

Transfers/Stock Transport Orders: will handle transferring materials
between Commonwealth locations. This is the document that creates the
demand from inventory from shopping cart.
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Knowledge Check

1. A purchase order that is created against a contract
includes definite quantity and dollar commitments at
the time of issuance.

1 True
[] False
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Knowledge Check

2. A contract constitutes an authorization to the supplier
to deliver the materials or services.

[] True
[] False
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P pennsylvanta AIowieugeiCieck

3. Which transaction is used to display all the information
contained in a supplier's master record, based on the
vendor number?

[] MMO3
[1 XKO03
[ 1] ME23N
[1 ME33K
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P pennsylvanta AIowieugeiCieck

4. A Material Master Record contains the material
description, unit of measure, storage location stocks,

material valuation, purchasing information and MRP
information.

[] True
[] False
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Knowledge Check

5. Purchase orders that require approvals cannot be sent
to the supplier until all required approvals have been
executed.

[ True
[ False
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| SMART BUYING pennsylvania



Knowledge Check

6. Purchase orders can be created for both contract and
non-contract items, and can be created for items from
multiple contracts.

[ True
[ False
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Knowledge Check

/. The purchase order document type is important as it
will determine who is required to approve the
purchase order.

[] True
[ False
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Knowledge Check

8. If the invoice price is greater than the PO price, the
invoice will be blocked for payment.

[] True
[] False
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Knowledge Check

9. If the invoice quantity is greater than the GR quantity,
the invoice will not block for payment.

[] True
1 False
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o fimbi i Knowledge Check

10. When the invoice is posted and there is a three way
match, it will be available for the next payment run. A
three way match means the PO price >= invoice price
and goods receipt gty >= invoice quantity.

[ True
[1 False
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Questions and
Answers
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DEPARTMENT OF GENERAL SERVICES

SAP Procurement Transaction Codes

Sub-Process

Document Title

Transaction Code

Contracting

Change Contract

ME32K

Contracting Create Agency Contract ME31K
Contracting Create Funds Reservation for MM Contract FMX1
Contracting Display Contract ME33K
Contracting Release and Approve Contract ME35K
Contracting Transmit Contract to Vendor ME9K
Inventory Management ABC Analysis for Cycle Counting - Physical Inventory MIBC
Inventory Management Batch Input: Create Physical Inventory Docs for Cycle Counting MICN
Inventory Management Change Material Price MR21
Inventory Management Change Inventory Count MI05
Inventory Management Change Physical Inventory Document MI02
Inventory Management Create Physical Inventory Document MIO1
Inventory Management Create Receiving Report Using MIGO MIGO
Inventory Management Display and Process Planned Orders MD16

Inventory Management

Display Issues with Accounting Information

Y_DC1_32000698

Inventory Management

Display Physical Inventory

MIO3

Inventory Management Display Stock Requirements List MDO7
Inventory Management Display Warehouse Stocks of Material on Hand MB52
Inventory Management Enter Count Without Reference to Document MI09
Inventory Management Enter Inventory Count MI104
Inventory Management Material Document List MB51

pennsylvania
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DEPARTMENT OF GENERAL SERVICES

SAP Procurement Transaction Codes

Sub-Process

Document Title

Transaction Code

Inventory Management Physical Inventory List Mi24
Inventory Management Picking/Packing Slip - Print Program ZMMPPS
Inventory Management Post Physical Inventory Counts MIO7
Inventory Management Print Goods Issue Slip MB90
Inventory Management Print List of Differences - Physical Inventory MI20
Inventory Management Print Physical Inventory Document Mi21
Inventory Management Process Stock Transport Orders (STO's) to Goods Issues ZME2W
Inventory Management Run Material Replenishment Planning MDO1
Inventory Management Selected Data for Phys. Inventory Docmts W/o Special Stock MI31
Inventory Management Stock/Requirement List MDO04

Inventory Management

Total Inventory Overview Report

Y_DC1_32000466

Inventory Management Transfer Posting of Materials MB1B
Inventory Management View Material Stock Overview MMBE
Invoicing Display Invoice Document MIR4

Invoicing Enter Invoice with Reference to Purchase Order MIRO

Invoicing Enter Vendor Invoice - Multiple Account Assignment MIRO

Invoicing Maintain GR/IR Clearing Account MR11

Invoicing Release Blocked Invoices ZMRBR, MRBR
PR Master Data Assign Object to Classes Master Data CL20N

PR Master Data Block/Unblock Vendor XKO05

PR Master Data Change Material Master MMO02

pennsylvania
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SAP Procurement Transaction Codes

Sub-Process

Document Title

Transaction Code

PR Master Data Change Vendor Master Data XK02
PR Master Data Create Vendor XKO01
PR Master Data Display Vendor Account Changes XK04
PR Master Data Display Vendor Master Data XKO03
PR Master Data Extend Material Master to Plant MMO1
PR Master Data Flag Material For Deletion MMO6
PR Master Data Flag Vendor for Deletion XK06
PR Master Data Materials List MM60
PR Master Data View Material Master MMO3
Purchase Ordering Approve Purchase Order ZME28
Purchase Ordering Change Purchase Order ME22N
Purchase Ordering Create Purchase Order MEZ21N
Purchase Ordering Create Purchase Order with Reference to RFQ MEZ21N
Purchase Ordering Create Request for Quotation ME41
Purchase Ordering Display Purchase Order ME23N
Purchase Ordering Display Purchase Order - Number Unknown ME23N
Purchase Ordering Display RFQ ME43
Purchase Ordering Transmit Purchase Order to Vendor ME9F
Purchase Ordering General Analyses MES8OFN

Purchase Ordering

List of Changes of Purchase Orders

Y_DC1_32000529
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SAP Procurement Transaction Codes

Sub-Process

Document Title

Transaction Code

Purchase Ordering

Purchasing Documents Per Account Assignment

ME2K

Purchase Ordering

Re-Transmit Purchase Order to Vendor

MESF

Purchase Ordering

Release (Approve) Purchasing Documents

Y_DC1_32000722

Requisitioning List Display of Purchase Requisition ZMESA

Sourcing Display MBEWBE RFQ Analysis ZME49MBEWBE
Sourcing Display Price Comparison List ZME49

Sourcing Maintain Quotation ME47

Sourcing Managing Collective Numbers ZMCOLLNO
Sourcing Transmit RFQ to Vendor ME9A

Sourcing Transmit RFQ to Vendor - Abstract RFQ Output ZXPDF

Sourcing Transmit RFQ to Vendor - Obtaining a Spool Number SPO1

| SMART BUYING
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Glossary of SAP
Terms
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SAP Terminology can be located by following the
procedures below:

*Log onto the Copa Custom Help website at
www.copacustomhelp.state.pa.us

*On the left navigation of COPA Custom Help is a
Glossary link. Select to pull up the entire SAP Glossary.
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DEPARTMENT OF GENERAL SERVICES

SAP'Basics Help Card

Single Sign-on Tool Bar Buttons

o

SAP CUI for Windews y

@ DNDouhie cick SA> legoa

Esler [ENTER]

Save [F11)

con on deskop to launch SAP
& Usar will smudomatically be Back 1F3J)
auhenbcaled 1o thes SAP usar
d vidy their network id anad
password

5
Workplace

® Double cdck Browsar scon on

Exit [SHIFT + F3)

cancai [Fi12)

[CTRL + P]

dotkicp to launch applcason

Flad [CTRL + G]

® Movigsio o workpleco url

® Uszr will sutornatically e
authenticated 1o their Woriplaco Fivd Noext [CTRL + F]

Ser M via their netanrdk ¢ ard

Dassword Finl Paws [SHIFT + F9)

Frevicus Fage [SHIFT # F10)

GEEEECOO66D0

Next Page [SHFT + F11]

Log O

e

Lzst Page [SHFT » F12]

o Follow the manu path: Systen >
LOg OfF froem Ay screen

&

Help [F1)

o Cick tha YES button o verify
2 - Neoarhin-click 1o

> | select entries.,
documents or itams

og off

|

Imasihedy:

AaeAng ' PROIAS A s Uorvernment

Sessions
e To open s new ASSHN System > Create session
® Toswiich SHKIONS fALT & TAR} ar ICTRY &« FSO)

e Tociosc a: System = Eand swrssiury

Frequently Used Commands

TOXXKX Creates a session and goes to transaction XX XX

ige ] Lists open sessions

/ Ends the current session

INNXAN Fnde the current system task and goes te
tronsootion XMXX

/NSooo Retuns to SAP /3 System screcn from
any system screen

/INEND Logs off the system

Transacticn Codes

A transaction code is a four-character code that uicudy identifies o
trarsactior. From any scree in SAP, it is po«sinle to locate the code
identilying that transaction

1. Folow the mena path: Systern > Stalus
.

2. The System Stalus screen appaars

3 The four-character cod2 idenityieq that

transsction shows in the Transwrion finkd

a Nata tha cads far httres referancs
5 Click 10 return 10 110 O6gINA £Croor
o3

Achirrirg | Worbd Class Gonernment
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SAP Basic Help Cards

SAP'Basics Help Card

A - D lcons

SAP'Basics Help Card

E-N lcons

activaTe 2]
Appaess 2
ALARN l‘ﬂ

ALIGN li.
annoTAaTion B
BUSINESS OBJECT
caLcu.aTion [B)
CHANGE TEXT
coLarse 5]
coLumn LerT (4]
coLumn RIGHT [B]
COMMAND FIFLD

COP'V’i.j

CREATE@

CHEA | E MDHE S
COREATE NOTE
CREATE SESSIONIE]
CREATE SHORTCUT )
CREATE TEXT
CURRENT 5
cutl

cuT RELATION B8
DATA MopeL B
naTe B

DELETE m.l

comMmMUNICATION DIAGRAM [B]  peELeTE ROWIE

COMPZARE @
conoensel=]
CONTINUE )

CONVERT UNIT OF
MEASUREMENT 24

CHANGE < > DISPLAY [
pisrLay monciel
DISPLAY NO™E B
DISPLAY TS AT E

DO NOT SELECT eauAaLE]

Umagincdy!)

—

PRIV s VWS e LOVernewn

125

empHasize B
EnNTTY TYrE B8]
EXPA'\D
exporT B
exTeno B

eXTREME LEFT [H]

cXTREME RiGHT [M]

FAIL.UF:E@

rax 8]

Fi.T=R ¥

FinaL DaTE )
FIND

Finve nexT B
FISST PAGE L‘j_.l
Fix coLumns 189
FOR=IGN KeY B8
GENERA b

GRAPHICS [

HIERARCHY (4]
icon usT 10
INMPORT
INDIVIDUAL HCL™ @
INFQ F.ow DiIAGRAM =]
iINFeRMaTION [E]
LAST FAGE S
Lavour B8

vsT 8

rock 8]

LONG TEXT 2

MAIL El

MOVE =

NEITWOR< GRAFHILS
NEW ENIRIES @

NEXT HIERARCHY LEVEL &)
NEXT NODE

NEXT VALUE [=]
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SAP Basic Help Cards

SAP'Basics Help Card

SAP'Basics Help Card

O - S lcons S - Z lcans
OPTICAL ARCHIVE VIEWER [&] R=F3ESH @) stim [E]
OTHER oBJECT [ RELATON B3 SYST=n CHART I
pace LeFT [ H=LEASE CoLuvns B TEST g
PAGE RIaHT %] azname B TINE _Q_l.
race vicw 3 repoAce B Toors B
PASTE reTzieve B TRANSPORT
PERIOD row @ UNDO Zl
pHONE B scenarn Bl untock

PLACE HOLDER (@]

PLANNING TABLE ]

POSITION

PREDECESSCR 8

PREVIOUS HIERARCHY LEVEL
PREVIDUS NODE 28]

PREVIDUS VALLE B

prROCESS [B]

PROCESS ELECTION MATRIX Bl
FROCESS EXISTS &

repo 5

FEFEFENCE uST B

seLect sLock H
SELECT EQuAL [H
seLecT mope &
SELECT NOT euuAL 9
SETSTATUS E
sgTTinGs B

SHCRT MESSAGE
sxir B

SORT pown 5
sorT ur B

STACK

STRUCTURE LIST 23

VARIADLE
vanrianTs S
zoom 1 [E]

zoom curt 2]

I masineay Fine
: A . .
- ‘1?. r ACHATY T e VAN A3 L 5 TV TUT Y

Ackievieg, ./ WokS-Clas Coverronent
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SAP'Basics Help Card

Common lcons

sack © HeELP @
CANCEL Q NEXT PACGE C
cHance 2 nexT screen (B
cHeok B OVEHVIEW &
DESELECT ALL [E] FOSSIBLE ENTRIES (&
peTAILS B FOST
pETAN view [B] FREVIOUS PAGE 1)
pispLAY B FREVIOUS SCREEN [El
CNTCR a FAINT Q
exzcuTe B saveld
ixT @ SELECT ALL
HEADER &

- > 4

=

Achdeving '/ Wokd-Ulam Gevernssent |

127

B SMART BUYING penngyivania



P W pennsylvania Additional Reference Materials

* To view the Management Directives, Executive Orders,
Administrative Circulars, and Manuals go to the Office
of Administration website at www.oa.state.pa.us

 To view the Procurement Handbook and the
Procurement Code, go to the Department of General
Services website at www.dgs.pa.gov, select Businesses
at the top of the page, Materials and Services
Procurement, Procurement Resources
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SAP Procurement
Overview and Process
Course

Thank you!




