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Course Navigation 3

The information in this course is presented on a series of animated slides. Select the NEXT button
when you are ready to view the next slide. Select the PREVIOUS button to see a previously
viewed slide.

PREVIOUS NEXT

The buttons appear when the animation is complete.

Select the NEXT button now to start the course.



Course Objectives

* After successfully completing this course, you will be able to:
— ldentify major differences between SRM 5.0 and SRM 7.0
— Understand the navigation changes and new features of SRM 7.0

— Recognize approval thresholds and levels, Contract types, and
Solicitation types

— Review procurement documents

— Approve and reject procurement documents



Topics of Discussion

Differences between SRM 5.0 and SRM 7.0
SRM 7.0: Introduction and Overview
Approval Thresholds and Levels

Reviewing Procurement Documents

Approving and Rejecting Documents
— Approving Purchase Orders (POs)
— Approving Solicitations

— Approving Contracts

Knowledge Check



DIFFERENCES
SRM 5.0 vs SRM 7.0



Differences: SRM 5.0 vs SRM 7.0

“*

* In the approval process, there have been some changes in
the workflow thresholds, however the business processes

have not changed

 What has changed in SRM 7.0 is the document landscape

* The following slides will provide you with some of those
changes for each of the document types
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Solicitations & Contracts
L Differences: SRM 5.0 vs SRM 7.0 L 4

Category

System messages

SRM 5.0

Tips, Warnings, and Error messages
are located at the bottom of the screen

SRM 7.0

Tips, Warnings, and Error messages
are located at the top of the screen; the
quantity of Tips and Warning messages
has been reduced

Document Builder

Xl server is used in conjunction with
Document Builder

Document Builder is available without
X

Attributes

More than 25 mandatory “Attributes”
exist, and must be added manually to
the Solicitation document

Attributes are now known as
Questions, have been reduced to two,
and are defaulted into the Solicitation
document

Print Preview

Suppliers may not “print preview” an
incomplete bid

Print preview is available for suppliers’
incomplete bids
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Solicitations & Contracts oo e
€ Differences: SRM 5.0 vs SRM 7.0 >

Category SRM 5.0 SRM 7.0

Inventory Contracts reside in the core

SAP system Inventory Contracts reside in SRM

Inventory Contracts

Invoicing Plan Contracts reside in the

core SAP system Invoicing Plan Contracts reside in SRM

Invoicing Plan Contracts

Three Sole Source Contract document
types:

Agency Sole Source Service

: Statewide Sole Source Service
Sole Source Contracts No Sole Source Contract types exist Statewide Sole Source Supply
Note: Sole Source Contract Approval
Workflow is shown on slides 33 & 34




% Differences: SRM 5.0 vs SRM 7.0

SRM 7.0

Category

Basic Data and Partner Info

Purchase Orders

SRM 5.0

Sub-tab which contains Basic Data and Partner is
called Basic Data
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Sub-tab which contains Basic Data and
Partner is called General Data

Unable to use Cost Distribution - Value

Able to use Cost Distribution - Value

Account Assignment

Sub-tab is called Documents

Sub-tab is called Notes and Attachments

Text and Attachments

Workflow

Used the Approval Agent Report to view the
Workflow

Able to view workflow on the Approval tab in

the PO

Workflow history is not retained

Workflow history is retained

Selection of the "No further Confirmation
expected” and "No further Invoices expected”
checkboxes were done under the Statistics

sub-tab

Selection of the "No Further Confirmations"
and "No Further Invoices" radio buttons are
done under the Related Documents sub-tab
Now done in SRM, select doc type ZP

Liquidating Commitments

Formerly done in SAP, select doc type Periodic
Invoicing Plan

Invoicing Plan; additional information entered
in the Payment sub-tab
Exists in the Header tab - General Data, used

Invoicing Plan

Did not exist

for reporting purposes
May be created in SRM; known as Plan

Validity Period

Inventory POs

May not be created in SRM

Driven Procurement (PDP)

POs are deleted if unneeded

Ability to Cancel POs - Liquidate POs

Deletion/Cancellation



SRM 7.0: Introduction
and Overview



Introduction to SRM 7.0

*  Switching from SRM 5.0 to SRM 7.0 can feel very
disorienting at first

— Similar to walking into your kitchen at home and finding out
that someone has rearranged the contents of your cabinets

» When using 7.0, do not try to make comparisons with
5.0 because just about everything has a new location

11



Overview of SRM 7.0

« SRM 7.0 incorporates all functionality from SRM 5.0

— Many of the currently unused buttons and fields have been
removed in 7.0 as requested by end users

« SRM 7.0 contains an enhanced user interface and new
features, such as:

— Personal Object Worklist (POWL)
— “Team” Shopping Cart
— Plan Driven Procurement (PDP)

— Use of Worksets

12



Overview of SRM 7.0

* QOther new functionality and features of SRM 7.0 will be
“transparent” to the end user

— Validation of P-Card process data
— Reduction of Material Group numbers

— Technical changes to workflow functions

13
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Overview of SRM 7.0

Logging In
The SAP/SRM Portal Desktop continues to be accessible
through MyCommonweaIth Workplace
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Overview of SRM 7.0

Portal Desktop Landscape
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Overview of SRM 7.0

Navigating the User Interface
* Roles

— Your user role(s) in 7.0 are identical to those assigned in 5.0

— Access to your role(s) remain within the Control Center (e.qg.,
left navigation pane)

* Transactions

— Upon selection of a specific role, the associated activities and
transactions display as Worksets in 7.0

16



Overview of SRM 7.0

Navigating the User Interface
» Worksets

— Groups of role-specific activities and/or transactions which
display when the corresponding role is selected

— Multiple levels of Worksets are permitted in SRM 7.0
« Document Landscape

— SRM 7.0 document landscapes have elements that you have
seen in both SRM 5.0 and in SAP R/3

= Examples will be shown throughout the course

17
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Overview of SRM 7.0

Control Center in SRM 5.0

w Purchaze Orders

* Multiple menus were expanded in

s order to access a specific

Process Purchase Order Respon... ]
Shopping Carts per Cost Center tra n S a Ctl O n
+ Shopping Carts per Product
 Agency Sourcing

— The transaction was then selected from

« Redistribute Workload N .

+ Assign Global Qutline Agreement th e d IS p | ayed | ISt
w Process Bids

+ Process Bid Invitation

» Process Surrogate Bid

w Contract Management

» Process Global Outline
Carry Out Mass Changes to Glob...
Process Contract
Carry Out Mass Changes
Upload Contracts
Download Contracts
Ewvalution of Purchase order per ...

Output Contract

18



Overview of SRM 7.0

Control Center in SRM 7.0

SRAM

_ » When arole is selected, Worksets
— assigned to the user are displayed

Display SRM Documents

Requistoner — |If applicable, an additional Workset is

Pcard Requisitioner

weceer displayed below the initial result as

EE— shown in this screen capture

Buginess Partner
RFx and Auction
- Services

Document Builder

PO and SC Business Partner...
Shopping Cart Complete
Create Documents

* Create Purchase Order

* Create Contract

* Carry out Sourcing

19
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Overview of SRM 7.0

Personal Object Worklist (POWL)

SRM
SREM = SRM = Purchasing
My Settings A
r )}
Reports Central Contracts - All Purchase Orders - Al Shopping Carts - All
Display SRM Documents » Search Criteria
LETTECTTE View: |[Standard View] ¥ || Create Shopping Cart Copy | Display Edit Delete | Order Cre
e T | Shopping Cart Number Shopping Cart Name ltem Mumber Configurable tem Nu
- 11508575 EUT - BA 11 A Pinko 1
e || 11500575 EUT - BA 11 A Pinko 2
D 11508575 EUT - BA 11 A Pinko 3

Workload Redistribution —

11509575 EUT - BA 11 A Pinko 4
pininininkieei 11508574 EUT - BA 11 A Pinko 1
RFx and Auction 11509574 EUT - BA 11 A Pinko 2
- Fmtre || 11508574 EUT - BA 11 A Pinko 5

11509574 EUT - BA 11 A Pinko 4
Document Builder | .

11508573 EUT - BA 11 B Procopio 1
e S el e 11500573 EUT - BA 11 B Procopio 2
Shopping Cart Complete
Create Docnments

— POWL is a query-driven worklist containing procurement
documents (business objects) from your work area

= The Active Queries displayed will vary depending upon
the selected Workset

20
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Overview of SRM 7.0

Personal Object Worklist (POWL)

Central Contracts - All Purchasze Orders - All l Shopping Carts - All

View: |* [Standard View]  ~|| Create Purchase Order Create with Reference « Copy _ You may d isplay

additional fields for your
& query fields by selecting
I the SEARCH CRITERIA
T button

Parchasng Organcaten

11111111

Recgirersest lurrser

21
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Create Purchase Ocder

Overview of SRM 7.0

Sample Document Landscape (PO)
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This is an example of a document landscape. Displayed is the initial tab (Overview) upon
creation or entry of a PO.
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Overview of SRM 7.0

s

Sample Document Landscape (PO)

Title and Header Area

Dispiay Purchase Order

L ¢ 5dt| | Pk Prevew _7,_ Cezci § Cosz [| Copy || Covpes | Pelizd Luts s

=

Parchase Order Number 430000435 Purchase Order Typs Sizsdasd PO Statys Orgersd Document Date 354172013 Tosal Valse [Gross] 1009100 USD Smart Namber Suppler AS5FSOFTVAARS BIFEESS

 Title and Header areas contain command buttons, and information about the document
such as document number, document type, document date, total value, and supplier.

Tab Pages
A

[ \
Overview . Header tem= -~ Motes and Attachments  Approval ©  Tracking

\G&neml Data | Motes and Attachment | -Dutput’

Y
Sub Tabs

 Tabs and sub-tabs contain various data throughout each of the tabs and sub-tabs.
For example, Notes and Attachments tab would contain text and attachments.

23
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Sample Document Landscape (PO)

Create Purchase Order
o- “
The area that data
IS entered is
known as the
Application Area.
J
Application Area ]




pennsylvania

\
u m‘.
"“ai“ DEPARTMENT OF GENERAL SERVICES
——

Overview of SRM 7.0

Changes to the Search Feature

s

¥ Partner

| Details || Add 4 || Send E-Ma || Ca || :ea-'|
Function Number
= Requester 126415
* Vendor 100012

= Service Agent

= Goods Recipient 326419 Alf
»  Ship-To Address 300001 EXH
= Location 50 DRy

* You will notice a slight

— . change in the Search
Name 10ast name; < | | =
Namz?.l‘Fir:ttnam:i z: | | z feature’s appearance
Searchterm 2 @ | | =
e - — Select the match code
. s —3 . icon to open a dialog
[¥] Restrict Mumber of alue List Ertries To bOX to input the Search
o
criteria

25
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Overview of SRM 7.0

Changes to the Search Feature

Search Criteria

Business Partner: :l

MName 1/ast name; |Rokinson

>

Perzsonal Value List  Settings  Hide Search Critetia

Mame 2First name: < |

Searchterm 1: @ | |

Zearch term 2 P | |

Userbame: & |

E-Mail &ddress: |

LR LR L S L L L L

Org. Unit Mame: < |

BP Org. Unit: <

Restrict Mumber of Yalue List Entries To

Start Search | Feset |

* Enter the applicable criteria and select the START
SEARCH button

26
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Overview of SRM 7.0

es to the Search Feature

Chan

g

Search Criteria Perzonal Walue List  Setings  Hide Search Criteria '

R — ¢ T_he Results List
displays

Mame 1/ast name: =] [ROBINSON |
. Highlight the
Or;u::;z:i z | | d eS i red ite m a n d
[¥] Restrict Mumker of Yalue List Ertries Ta Se | e Ct O K

|_ Start Search || Reset |

Mame 2First name: | |

Searchterm1: % | |

Searchtermz & | |

Userbame: & [ |

E-Mail Sddress @ |

S R L LI L LAt

Results List: 45 results found for Humber

Last name = | First name Crg, Unit Mame BusineszPartner
" | Robinson Robert LIvRE320 324100 [«
| =3 l,.'i ¥} (D] =TT, Tut ETE N d
I . Raobinson Alfonzo GSAD4S40 326419
——ETET THaTT T L) ey
i Robinzon Maretta PR ALO207 32raT2
: Robinzon Deborah FiMMPHS103 327699
[ ] Rokinzon Brittary PAEELZ340 32872
B Rokinzon Wyillim PATOROSTS 329508 D
j Rokinzon stthesy GEPM3IS21 329967 [=]
\ Cancel

27



Overview of SRM 7.0

Changes to the Search Feature

* Partner

| Details || Add 4 || Send E-Ma || Ca || Jea-'|
Function Number MNa
=  Hequester 326419 Al
* ‘Vendor 100012 AS)

= Service Agent

« Goods Recipient 326419 Alfy
=  Ship-To Address 300001 ExH
= Location 50 Dy

 The chosen value is transferred into the applicable
field

28



Approval Thresholds and
Levels
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Solicitations approval levels

pennsylvania
"“ai“ DEPARTMENT OF GENERAL SERVICES

Approval Thresholds and Levels N

DGS Bid Document Types Thresholds | Approval Strategy

Request For Proposal Material N/A Commodity Manager, DGS Legal

Invitation For Bid Material N/A Commodity Manager

Supplier Price Request Material

Request For Proposal Service N/A Commodity Manager, DGS Legal

Invitation For Bid Service N/A Commodity Manager

Supplier Price Request Service

RFQU Material N/A None - however Ad-Hoc approvals are supported for this bid document type.
RFQU Service Ad-Hoc approvals cannot be used for other bid document types.
RFQ-IT ITQ Material N/A Commodity Manager, OA Legal

RFQ-IT ITQ Service N/A Commodity Manager, OA Legal

Request for Quote (RFQ)
Invitation to Qualify (ITQ)

Note: In the case of Information Technology (IT) Procurements, workflow will route to appropriate Office of Administration (OA)

roles.
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Approval Thresholds and Levels 3

Solicitations approval levels

Agency Bid Types

Thresholds

Approval Strategy

Invitation For Bid Material
Invitation For Bid Services
Supplier Price Request Material
Supplier Price Request Service

N/A

Agency Head

Request For Proposal Material
Request For Proposal Service
RFQ-IT ITQ Material
RFQ-IT ITQ Service

N/A

Agency Head, Agency Legal

RFQU Material
RFQU Service

N/A

None — however Ad-Hoc approvals are supported for this bid document
type. Ad-Hoc approvals cannot be used for other bid document types

Note: Inthe case of IT Procurements, workflow will route to appropriate OA roles.
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z Approval Thresholds and Levels 3

Agency Contract approval thresholds & levels

Agency Contract Types Thresholds | Approval Strategy
Materials: $10K-$20K | Agency Legal
Agency Contract $20K-0 Agency Head, Agency Legal
Agency ITQ
* Comptroller no longer in process except for Non-Standard Terms
& Conditions
Services: $10K-$25K | Agency Head, Agency Legal
Agency Contract $25K-0 Agency Head, Agency Legal, Attorney General

Agency Sole Source Service
* Comptroller no longer in process except for Non-Standard Terms
& Conditions

Important Note:
If Non-Standard Terms & Conditions are checked, Office of General Counsel (OGC) & Attorney General are added to the
process. Except for Independent Agencies — Attorney General only is added to the process.

32
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Department of General Services: Contract approval thresholds & levels

DGS Contract Types Thresholds | Approval Strategy

Materials: $10K-$50K | DGS Legal

Statewide ITQ $50K-$100K | ACM,DGS Legal

Statewide Dealer/Reseller $100K-$1M | ACM,CM,DGS Legal

Statewide Multi-award $1M-c0** ACM, CM, CPO, Treasury, DGS Legal

Statewide Regular Contract
Statewide Header
Statewide Sole Source Material

Services: $10K-$50K | DGS Legal

Statewide ITQ $50K-$100K | ACM,DGS Legal

Statewide Dealer/Reseller $100K-$1M | ACM,CM,DGS Legal

Statewide Multi-award $1M-co** ACM, CM, CPO, DGS Legal

Statewide Regular Contract *Comptroller no longer in process except for Non-Standard Terms
Statewide Header & Conditions

Statewide Sole Source Service

Definitions of Approval Roles are listed below:
Associate Commodity Manager (ACM)
Commodity Manager (CM)

I _ Chief Procurement Officer (CPO)

mportant Note:

If Non-Standard Terms & Conditions are checked, OGC & Attorney General are added to the process.
Except for Independent Agencies - Attorney General only is added to the process.

33
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Agency PO approval thresholds & levels
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Approval Thresholds and Levels N

Agency Purchase Order Types Thresholds | Approval Strategy
Emergency Material $10K- CPO
Exception: Independent Agencies — Agency Head Only
For changes: No workflow required
Emergency Services $10K- o CPO
Exception: Independent Agencies — Agency Head Only
For changes: No workflow required
Emergency PO OA OIT Services: $10K - Office of IT - Director of Services
Supplies: $10K - Office of IT — Director of Goods
For changes: No workflow required
Auto-generated PO (Contract only) $0-$10K No release required.
Standard Material —Contract Reference $20K- Comptroller
* Threshold increased from 10K to 20K
Standard Material — No Contract Reference $10K- Agency Head, Comptroller, Agency Legal
* Comptroller threshold increased from 5K to 10K
Standard Services — Contract Reference $20K- Comptroller
* Comptroller threshold increased from 10K to 20K
Standard Services — No Contract Reference $10K-$25K Agency Head, Comptroller, Agency Legal
$25K- = Agency Head, Comptroller, Agency Legal, Attorney General
*Comptroller threshold increased from 5K to 10K
Sole Source Service $10K- $25K | Agency Head, Comptroller, Agency Legal
$25K - Agency Head, Comptroller, Agency Legal, Attorney General

Important Note:

If Non-Standard Terms & Conditions are checked, OGC & Attorney General are added to the process.
Except for Independent Agencies - Attorney General only is added to the process.
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DGS PO approval thresholds & levels

DGS Purchase Order Types | Thresholds | Approval Strategy

DGS issued Material $10K-$50K | Comptroller, DGS Legal
$50K-$100K | ACM, Comptroller, DGS Legal
$100K-$1M | ACM, CM, Comptroller, DGS Legal
$1M-o0 ACM, CM, CPO, Comptroller, Treasury, DGS Legal

DGS issued Service $10K-$25K | Comptroller, DGS Legal

$25K-$50K | Comptroller, DGS Legal, Attorney General

$50K-$100K | ACM, Comptroller, DGS Legal, Attorney General

$100K-$1M | ACM, CM, Comeptroller, DGS Legal, Attorney General
$1M-0 ACM, CM, CPO, Comptroller, DGS Legal, Attorney General

Sole Source Service $10K- $25K | Agency Head, Comptroller, Agency Legal
$25K - = | Agency Head, Comptroller, Agency Legal, Attorney General

Sole Source Supply $10K- oo DGS Secretary, Comptroller, DGS Legal, Treasury, Sole Source Board

Important Note:
If Non-Standard Terms & Conditions are checked, OGC & Attorney General are added to the process.
Except for Independent Agencies - Attorney General only is added to the process.

35



SRM Approval Workflow
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SRM Approval Workflow

With established workflow business rules, SRM:

1.
2.

Identifies the approvers for all procurement documents

Routes procurement documents to everyone assigned to an
approval level

Searches throughout the organization for an approver at the
identified level if an approver is not found

Re-initiates the approval process when necessary
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SRM Approval Workflow 3

1. SRM routes procurement documents to everyone assigned to
an approval level

« As an approver, you will see all the documents that need approval at your
level

—  Select only those that are consistent with your agency’s identified approval
guidelines

* |f more than one person is assigned to an approval level within an
organizational tier (e.g. unit, division, bureau), each person at that level
receives the document for approval

38



A gennsylvama

PARTMENT OF GENERAL SERVICES

SRM Approval Workflow 3

2.  SRM searches throughout the organization for an approver at
the identified level if an approver is not found

 |f SRM does not locate an approver within the organizational tier, it looks for
an approver at the same approval level within the next organizational tier

« |fan approver is not located after exhausting the organization’s hierarchy
and performing an agency-wide search for an approver, the workflow
administrator within Integrated Enterprise Systems (IES) notifies the
agency for resolution

3. SRM re-initiates the approval process when necessary, based
on changes made to a Solicitation, PO, or Contract

39
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SRM Approval Workflow

Changes to Solicitations may or may not require approval.

Examples of Solicitation changes that do not require approval:

»  Extensions to the end date and open date
«  Changes to delivery information

Examples of Solicitation changes that do require approval:
»  Changes to legal forms or Terms and Conditions
«  Changes to scope of work
«  Changes to specifications

*  Any change that would substantially alter the original procurement
document

40



SRM Approval Workflow

Changes to POs that trigger changes to the approval process can
be placed in one of two categories:

« Changes that trigger a new approval workflow

« Changes that trigger re-release of the PO and approval by the
Comptroller

41
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SRM Approval Workflow 3

PO changes that trigger a new approval workflow:

1. Standard Terms and Conditions are changed to Non-Standard Terms
and Conditions

2. Reference to a Contract is deleted

3. Increase in POs total value

« Ifthe increase in value meets the guidelines for a new approval workflow, the PO
must be approved by the approvers identified with the new workflow

4. Product category changes
«  Achange from service to material initiates the material workflow
«  Achange from material to service initiates the service workflow
«  Documents containing both service and material follow the service workflow

42



SRM Approval Workflow

PO changes that trigger a re-release of the PO and approval by the
Comptroller:

1. Account Assignment Category changes
2. First two digits of the general ledger account changes

3. Fund changes to digits 1 through 5 and/or 8 through 10
—  Example: Fund=1234506789

Fund change=2234506789

4. Increase in POs total value

— Ifthe increase in value falls within the current approval workflow, the PO
must be approved by the Comptroller

43
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SRM Approval Workflow -

Changes to DGS POs:

» When a change causes the value of a DGS PO to increase,
SRM routes the PO to approvers based on one of the following:

The amount of change, if the change keeps the value of the PO within
the original threshold

The value of the PO, if the change causes the PO to escalate to the next
threshold



SRM Approval Workflow

Initial PO value = $15,500

Approvers at this threshold =
+ Comptroller
* DGS Legal

/

Value of 15t change = $14,000

PO value = $29,500
No change to threshold.
(Thus, workflow by incremental

change)

/

Value of 2" change = $37,000

PO value = $66,500 and moves to
a new threshold. The PO is re-
released and approved at the new
threshold level

i
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Value of 31 change = $14,000

PO value = $80,500

No change to threshold.

(Thus, workflow by incremental
change)

PO is re-released and
approved by the Comptroller

The PO is re-released and

approved by the Comptroller. Approvers at the new threshold =

« ACM

+ Comptroller

* DGS Legal

* Attorney General

Thresholds
$0 -$10,000

Example: We have a service Approval Workflow

PO without reference to a
Contract with Standard
Terms and Conditions. The
value of the PO is $15,500.
The table at the right lists the
approval thresholds and
levels. Let us walk through
three edits.

* None

Initial PO Value and

Changes 1 & 3 $10,000.01 - $50,000 + Comptroller, DGS Legal

$50,000.01 - $100,000 + ACM, Comptroller, DGS Legal, AG

Value of Change 2

$100,000.01 — $1,000,000 |+ ACM, CM, Comptroller, DGS Legal, AG

$1,000,000.01 - * ACM, CM, CPO, Comptroller, DGS Legal, AG

45



SRM Approval Workflow

The approval process for Contracts is re-initiated when:

» Achange to a Contract increases the target value and quantity

 Standard Terms and Conditions are changed to Non-Standard
Terms and Conditions

 The product category changes
— A change from service to material initiates the material workflow
— A change from material to service initiates the service workflow

—  Documents containing both service and material follow the service
workflow

46
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SRM Approval Workflow 3

Changes to DGS Contracts:

« When a change causes the value of a DGS Contract to
increase, SRM routes the Contract to approvers based on one
of the following:

—  The amount of change, if the change keeps the value of the Contract
within the original threshold

—  The value of the Contract, if the change causes the Contract to escalate
to the next threshold
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Initial Contract value = $60,000

Approvers at this threshold =
+ ACM
* DGS Legal

SRM Approval Workflow

/

Value of 15t change = $10,000

Contract value = $70,000

No change to threshold.

(Thus, workflow by incremental
change)

/

Value of 2 change = $31,000

Contract value = $101,000 and

moves to a new threshold

Approvers at the new threshold =

pennsylvania
DEPARTMENT OF GENERAL SERVICES

L4
/

Value of 31 change = $30,000

Contract value = $131,000

No change to threshold.

(Thus, workflow by incremental
change)

Example: We have a
statewide service Contract
with a value of $60,000. The
table at the right lists the
approval thresholds and
levels. Let us walk through
three edits.

48

+ ACM
The $10,000 increase must be « CM The $30,000 increase must be
approved. Approvers at the * DGS Legal approved. Approvers at the
$10,000 threshold = $30,000 threshold =
DGS Legal DGS Legal
Thresholds Approval Workflow
$0 - $10,000 * None
Change values - changes 1 & 3 EXINVVEEZIR * DGS Legal
+ ACM
Initial Contract value S2ULLMUSR L * DGS Legal
+ ACM
Change value - change 2 $100,000.01 - $1 ,000,000 « CM
* DGS Legal
+ ACM
« CM
$1,000,000.01 - . CPO
* DGS Legal




Reviewing Procurement
Documents



Reviewing Documents

 There are three types of documents that might need approval:
— Solicitations
— Contracts

— POs
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Reviewing Documents

General Approval Guidelines

Review the document to ensure the items requested and the final
document are in line with procurement and legal policies

Review the document to ensure that the request or final
document is appropriately coded for budget and payment

—  POs created from carts have account information; Solicitations and
Contracts do not have account information

Review the document to ensure that the appropriate award
method was utilized

Approve or reject the document only after carefully reviewing it
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Reviewing Documents

Three basic tasks need to be completed when reviewing
procurement documents:

1. Select the document needing approval
2. Review the document’s details

3. Approve or reject the document
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Reviewing Documents

* Universal Worklist accessed from the Employee Self Service (ESS) Home
Page, will display all tasks (i.e.: leave, travel expense report, procurement
document approvals)

— Only Human Resources and LSO processes should be handled from this tab

Employee Self Service I SRM F

Employee Self Service User Supenvisor Self Service User

4 Employee Self Service = Employee Self Senvice User = ESS Home Full Screen | Options =
ESS Home — =
Universal Worklist ElE

My Organization (Intranet ... APPrOVE: PUUUZYSY ¢ UbZA2ZU0Y 1132, 0T 5L TUUU/ 847 TOr | &M SRM_Helmopacn NEW mMeaim JUN £3, 2009 E
Office ZMNB-BA15- Approve Change version of purchase order no. 4200002541 $100.000.00 New May 28, 2009

Approve: Name of Shopping Cart Goes Here, of SC 10007549 for Terri SRM_Heimbach New Medium Mar 24, 2009 | i
My Pay Statement =

ZAWC-BA15- Approve Contract no. 4400001585 $25000.00 New Medium Feb 3, 2009
Time Management ] . ) -

ZAWC-BA15- Approve Change version of contract no. 4400001522 $30000.00 New Medium Nov 20, 2008
Payroll Infermation AH-Approve shopping cart 10007065 of Toniann Noss value $36.04 New Nov 12, 2008
Voluntary Deductions || DL2 - Expense report for 00091007 Ankabrandt.G. 0000000011 Hew Medium Jul 16, 2008
Benefits DL1 - Expense report for 00091007 Ankabrandt,G. 0000000011 Hew Medium Jul 16, 2008

SUPYV - Expense report for 00091007 Ankabrandt,G. 0000000011 Hew Medium Jul 16, 2008
Personal Information ] N

DL2 - Expense report for 00091007 Ankabrandt,G. 0000000001 New Medium Jul 8, 2008 |E| E
Travel Management o
e | Home | Health | Retirement | Other Benefits | Job & Career | Pay & Time | AskHR Site Map

4 L1} 2
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Reviewing Documents

* Universal Worklist accessed from the SRM Home Page, will display only
procurement tasks (i.e.: Solicitations, Contracts, POs, Shopping Carts)

— This is where all procurement documents should be processed

Employee Self Semvice SRM Fl
SRM
| SRM = SREM = MySettings Full Screen | Options «
Display SRM Documents =
System Status EllQ
Requisitioner
e ~ Universal Worklist E E |
Approve: 2517 Radial Tires, of SC 10011280 for Cynthia Anderson New Medium Jun 20, 2013 E 1
L T Approve: 8600 EL earning System. of SC 10011279 for Cynthia Anderson New Medium  Jun 20,2013
Receiver Approve: 2517 Tire & Tire Tubes, of SC 10011278 for Cynthia Anderson New Medium Jun 19, 2013
Purchasing : Approve: 4213 Medical Gloves, of SC 10011276 for Cynthia Anderson New Medium Jun 19, 2013
Workload Redistribution || Approve Bid Invitation no. 6100004315 New Medium Jun 19,2013
Approve: 2517 Radial Tires, of SC 10011274 for Cynthia Anderson New Medium Jun 19, 2013
Busi Partl |
siness Fartner | 2:B-BA15 Approve Purchase order no. 4300004968 $1.000.000.00 New Medum  Jun 19,2013
RFx Approve Bid Invitation no. 6100004313 New Medium Jun 18, 2013
| ZMNB-BA15- Approve Purchase order no. 4300004939 $15.000.00 New Medium Jun 12,2013
ZNB-BA:15- Approve Purchase order no. 4300004925 $15,000.00 New Medium Jun 11, 2013
ZNB-BA15- Approve Purchase order no. 4300004919 $10.001.00 New Medium Jun 10, 2013 E_
< | n r
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Universal Worklist EE
Tasks (93/84) Aty
Show: |New and In Progress Tasks (33/84 w |[Select 3 Subview wllA v YV
Ty Subject Status Prorty Sent Date y -
Compiste Shopping Cart 10014723 weh Vale 1082375 USD New Medium Today

1 052 New Medium May 28, 2013
New Medium May 22, 2013
New Medium May 22, 2013
Now Medium May 21, 2013
New Medium May 20, 2013
New Medium May 17, 2013
New Medium May 17, 2013
New Medium May 16, 2013
lNew Medium May 15, 2013
Hew Medium May 15, 2013
Hew Medium May 14, 2012
New Medium May 14, 2013
New Medium May 14, 2013
New Medium May 13, 2013
Hew Medium May 6, 2013
n Progress Medum Agr 26,2013
lew Medium Apr 26, 2013
Hew Nov 27, 2012
New Aug 1, 2012 -

r &4 EELG ™)

L

* View the document you wish to approve by selecting the link in the
Universal Worklist
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Reviewing Documents

 The General Header Data on the Overview tab is displayed when a
Purchase Order is selected

Display Purchase Order (Approval Mode)
[fcgroe | [ Repct [ Sae| [Pt Eraden | | [Cioce ][ emten uoke . 0]

Purchase Order Type Stangand PO

Purchase Order Number 4300333009 (Crange Version) Status Awaling Aporovzl Document Date 09/03:2013 Total Value (Gross) 20.555.00 USD Smart Number Supplier COOCYEAR TIRE & RUBEER COMPANY INC

56

COverview - Heater | Memc | Motesand Afacments  Approal  Tracdng
Ganaral Header Data Mote to Supgiler
‘Sant Number. 2517 Ties for Training
] Srrent Number ks Extemal
Purchase Onser Mumber: 4300553008 .
PO Name: [2517 Tires for Training
Suppier. = 161302 COODYEAR TIRE & RUBSER COMPANY INC
Requester- = 703388 Cyniniz Angercon
Recipient: = 705389 Cyminiz Angerson
Location: [301375 DGS Eureau of Procurement
Ship-To Acaress: |1 EXEC ERANCH
Purchasing Organtzation: * | COPA Purchasing Organizaiion
Purchasing Grou- * [DES Central Purchase Purchasing Group ‘Show Members
Total Vaue (Met): MmN
w Item Cventew =1
Ad item Faste |[ D NE Sy A CONHAC = |M en \l e Fiter Seftings.
W | LneNumber | Detetea | emType | tem Number | Procuctin | Descripion Product Category | Cuntty | Unkt | Gross Price | Currency | Per | MetPrice | Option Type | Orger Type | Conation | option statue | DemeryDate | Account Assignment Type | Account Assignment Number
.1 Matesil 1 24S/E0R 1 AN Sezson Thes 25172504 100.000 EA 0585 USD 1 maE 0GHMEZ013  Cost Center 1544001000
Totalvaus (Nst) | 7058500 | USD

Total Tax [l s] UsD
Total value (Gross) | 2058300 | USD
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Reviewing Documents

 The RFx Parameters on the RFx Information tab is displayed when a RFx
document is selected

Approve RFx ;

| Save || Print Preview || Close || Related Links a4 || Approve || Reject | @
RFx Number 6100004531 Smart Number Test Approval 8-26-13 Type Invitation For Bid Status Awaiting Approval Created On 08/26/2013 14:58:30 Created By Cynthia Anderson Time Zone EST
Humber of Suppliers 1 Number of tems 1 Version Number Version Type Active VWersion External Version Number

RF)(Informaﬁnni’ Bidders  tems | Notes and Attachments | Conditons [ Approval | Tracking

RFx Parameters | Questions | MNotes and Attachments | Conditions
ldentification Event Parameters
Smart NUmber: | Test Approval 8-26-13 Detailed Price Information: | Price with Conditions
Smart Number is External Follow-On Document: |Purchase Order
RFx Type: | Invitation For Bid Bidder Can Change RFx Responses:

Bid Description: |4618 Hard Hat Allow Multiple RFx Responses for Each Company: [

Publication Type: |Public RFx Scenario Award/Contract

Organization

Purchasing Organization: |COPA Purchaging Organization
Purchasing Group: |XC3 - DGS Cynthia K Anderson Show Members
Dates
Start Date: |08427/2013 15:00:00
Submission Deadline: * |08/28/2013 02:00:00

Opening Date: |08/28/2013 09:00:00

w Partners and Delivery Information =]
Details || Add Ca Clear Fiter Settings
Function Number Name Phone Number
= Reguester 337326 Cynthia Anderson
= Goods Recipient
= Responsible Employee 337326 Cvnthia Anderson
= Ship-To Address 300001 EXEC BRANCH
= Location 73 DGS 717-787-59%96

57



pennsylvania

1
ﬁl‘
sl
’ ' DEPARTMENT OF GENERAL SERVICES

Reviewing Documents

* The Tracking tab displays the Version Overview containing all versions
(change versions) of the document

» Each version is associated with the procurement document
= == =

Document MName Document Number Back-End Document Number Stahus Date Walue Cumrency
Central Conbract 51701 - Thres, Ao, Truck, OTR & Farm 4400005515 Feleased [rpn=ni il 12.000.000000 USD
Purchase Order 2517 Tres for Training A300GE3000 A300EE3000 Owroiened OVOEI13 B340 USD

- s =]
System Status

Created » Compiete = Document Compicted > AWSRINg Approval

I e — E=E] o Cotapee — Fmer  semmas

ihem Alfriute O Valee New Vale Changed By Changed Cn Changed At version

ci |- Select the ITEM NUMBER to review the corresponding document
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« The COMPARE button displays all changes between two selected
document versions

w Verchon Cuendey
B | Version Cocument'Version Type
|: o1 Change Cooument

. |_g AnthE Cocument

v — Select the gray box of the two versions that the
= Approver wants to compare by holding the Ctrl
button on your keyboard

(
| |F

(L]
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* The Compare shows  Fissmass
only the data thatis o . Cocsmentversen Tpe

different in both Ef—‘ e
versions

- Any changes that exist

are displayed under Comparison Between Version 1 and Version
the headings “Header” | et o e
and “ltem” T
» Select the OUTPUT m m 0 |
PREVIEW button for oo o o
ease in viewing the e 1 —
differences in versions i .
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Reviewing Documents

i o i o kN
Fle Edt View Documert Comments Forma  Tools  Advanced Windew Help "
:,(nm-- ;;

s o dP 1N INICA SR 88 2 SRR
|

Combme + ) Cellaborte = ;‘ Secure = Sign+ |8 Foems « h Mylimedis = 7 Comnment *

» Aseparate window
opens to display the
document in a PDF
format

06/18/2013 10:48:31

Description: Local Purchase Order1 P0002972 Local Purchase Order1 PO0029729

' 06/17/20 06/17/20

—  Print the page(s) Document number: 4300004956 4300004956
or view on- Date: 06/17/2013 0811772013
Screen Version: @ O

— The differences
in each version
is displayed side-
by-side

Header data
Basic data

Fiscal Year
Partner
Documents
Texts

Customer fields

ltems
Material item (1)

Basic data
Final entry
Final entry
Final entry
Final entry

2013

o
—_
n

——————b—————————qﬂ-————-.

X
10,001.00 ] 0.00
10,001.00 0.00
10,001.000 I 0.000
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* Repeat the comparison process, if necessary, with other version
combinations

w \jersion Cvenien
| Cetzal || Compare |

i | Version CocumentVersion Type
iE Crange Cocument
2 Ackve Cocumert

62



pennsylvania

H
2 m'.
/ v
"‘ei‘ DEPARTMENT OF GENERAL SERVICES

pE——

Reviewing Documents s

 Change Documents shows the Old Value, New Value, Changed By,
Changed On, Changed At, and Version

* |t also breaks out the information by the tab or sub-tab the change is
located in, as shown in the example below:

Changs Documents

. z . - Seach
* Chasged Sinze v Crangad From/To Lxpaod Al Laflana Al Hate Quaey LT} Seitogs
Hoader/Reon Altnbute Oid Value Hew Value Chmngod By Changed On Chacged At Version
- Meadar

w Bazc Data
* Logzal System of Lopsbcs Backend QCECLNT110 WF-BATCH G30172013 132634
Do ument Obyect ID n Back-En 4300004540 WF-BATCH 030172013 13254

Documernt Object Typs in Sack- BUS2012 WF-BATCH 0310172013 13.2534 2

*  Awsilng Approwl Indicator. Ststus ls hactive X WF-BATCH 030122013 132506

« Ovdered Nowwy Added VIF-BATCH 03012013 132506

*  Change was Transattad Newly Added WWF-BATCH 030172013 1352

« |n Transfor 1o Exocution Symt indicator St... X WE.BATOH Q10172013 13:26 32
* fom Namber 1-U 10 CRC1I022206 Expwras J...

» Basc Daa

* FalowOn Obpct Bem in Back-£nd Systam 02001 WEBATOH Q10172013 132504
« Folow-On Decumen Object ID n Back-En 1 4300004840 WF-BATCH 0370172013 13254
« FolowOn Documem Otject Type in Back-... BUS2201 BUS2012 WF BATCH 030172013 13:25:4
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» Document attachments needing approval are located on the Notes and
Attachments tab

Display Purchase Order (Approval Mode)
[Approve |[ Regect || Save | | [ Print Preview | | [ Ciose || Retsted Links . | 0.
Purchase Onder Number 4300383008 (Change Verslon) Purchass Ordes Type Standard PO Satus Awaling Aporossl Document Date 09032013 Total Value (Gross) M0585.00 USD Smart Number
Suppliar GOODYEAR TIRE & RUBEER COMPAMNY INC
vendew | Header | Hems Motes and Attachments - § Aporol - Tracking
- lotes =]
a . |[ Ciea Filter Settings
As=igned To Category Teat Preven
em01~2460R 15 All Season Tires™  [tem Teat Ifost commonly wEed e sires and Bypes ane net priced 2.
om0 1" 24560R 15 AN Season Ties™ | Materizl PO Teot [Ralced Wyhibe Letbers
w AfEchments =]
& Afacrment || EdR Deseription | [ versioning . || Dedete |[ Create cuzmicaton Brome Fiber Seffings
As=igned To Category Description Flle Mame Version | Processor | Visibie intemalyonly | Checked Out | Type | Size(KB) | Chengedby | Chengedon
Eem01"4SE0R 15 ANl Season Tres™  Siancard Allachment  Sales gquote for Tire PO Sales quoke for The POudocx 1 o doc 33 POM4ESSD DSOS
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Detas | 4o2 sem, || Copy | [uzicese { Dewte | | Propose Sources of Suzol || Ads Condtan 4 ff Aemove Conotno . |
Lo Nussge Oeittes  RemType | famNussee  Procolt D Descroton Procuct Category. . Ouantty | Unt | Gross e | Curmangy  Par it Price | Option Type  Order Type Cosaten  Oplton Status | Detvery Date
Y 0 4
S 20,000 E4 23158 USD

Ugersl 1

- Ustecnl 2 22570R17 Radel Tres 251724400 0000 KA MU0 1 a0 sawasty 4

IJ.
1

« Each Line Item is associated with the procurement document

— Select the ITEM NUMBER or DETAILS button to review corresponding data
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* |tems tab - General Data screen displays the item details for review

Display Purchase Order (Approval Mode)
[Aeprove | Reect [ saie| | [Pt revien | | [Giose || mesten s | 7]

Purchass Order Numbser 4300383009 (Change Version) Purchass Order Type Stancand PO Status Awaling Aporoval Document Date  0S0E2013 Total value (Gross) D0S35.00 USD Smart Numdber
Supplisr  COODYEAR TIRE & RUBBER COMPAMNY INC

Owenfew | Heaoer Mems | Mobemand Atachments © Approdl ¢ Tracing

Detalls Tor Hem 1 24560R13 Al $sas0on Tes

Ganeral Data Prrices and Conciions Ancourt Azsigrment Mifies 20 Atachments Approzl Pravien Fatated Documents Extened PO Histony Payment
w Basic
Identimcation Currancy, Values and Pricing
e Mumber |1 Cusnily | Unit 100,000 |EA { 0] EA s equivaient b 9}
Ihem Type: | Material Erces Price | Per IEES | UsD 1| EA
£ o et vale I0SE500 | UsD
Degeriptior: [24560712 All Season Thes ek Price: 20555 | W=D
Product Calegony: [25172504 AUTOMOBILELIGHT TRU Tax Coce / Amount: | LA S2ies Tax, exempt am
R garvica and Delivery
4400008515 1 Shiow Conbract Delery Cate [ 81532013
Further Froperties Underdelvery\Overteler; Tolerance: 000 % 009 %
Supplier Product Mumber- Shorage Location
Status and Statistics
[Riezson Code- Them Deleted: | Mo
Cinseoul St
Cancelied
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Reviewing Documents

« |tems tab also contains a Notes and Attachments sub-tab which contains
text pertaining specifically to the item
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Display Purchase Order (Approval Mode)

[ Approwe || Reject |[ Save | | | Print Preview | | | Ciose || Fetabes Links . |

Purchasa Order Number 4300353009 (Change Version) Purchasa Order Type Standard Py
Supplier COCCYEAR TIRE & RUEBER COMPANY INC

(s

* |f more than one line item exists, move to the next line by selecting the
NEXT button
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Reviewing Documents

s

SRM Tabs: By Approver
Approver Data SRM tab
Agency Head Value, Supplier, Header tab — General Data sub-tab
Valid to/from dates
Statement of work Header tab — Notes and Attachments sub-tab
Legal Terms and Conditions Header tab — Notes and Attachments sub-tab

Attributes

Header tab — Questions sub-tab

Comptrollers

Account Assignment

ltem tab - Account Assignment sub-tab for each item

Value, Valid to/from dates

Header tab — General Data sub-tab

Plant

Header tab — General Data sub-tab
(listed as Location in SRM)

Attorney General

Terms and Conditions

Header tab — Notes and Attachments sub-tab

Attributes

Header tab — Questions sub-tab

Treasury

Value, Valid to/from dates

Header tab — General Data sub-tab
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SRM Tabs: Alphabetical Order

Data SRM tab

Account Assignments ltem tab - Account Assignment sub-tab for each item
Attributes Header tab — Questions sub-tab

Conditions ltems tab — Prices and Conditions sub-tab
Justification Header tab — Notes and Attachments sub-tab

Plant (listed as Location in SRM) Header tab — General Data sub-tab (listed as Location in SRM)
Purchasing Group Overview tab — General Header Data sub-tab
Statement of Work Header tab — Notes and Attachments sub-tab
Supplier Header tab — General Data sub-tab

Terms and Conditions Header tab — Notes and Attachments sub-tab

Valid to/from dates Header tab — General Data sub-tab

Value Header tab — General Data sub-tab
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Reviewing Documents

Viewing Approval Workflow
 The Approval tab is available to view approval workflow

Display Purchase Order

[ # Edit | | [ Print Preview | | | [ check |[ Close ][ Show my Tasks |[ Copy |[ Related Links 4 |

Purchase Order Number £300403587 Purchase Order Type DGS Created PO Status Awaiting Approval Document Date 03/04/2014 Total Value (Gross) 21,000.00 USD Smart Number
Supplier GALLSLLC

Overview © Header  Hems |  Motes and Attachments ~ Apprmral|’ Tracking

Current Status: | Active

Header Approval Note =
Current Process Step: | SRM Purchase Order Approval
Currently Processed By: |Corey Mccue,Debra Chernicoff,Joseph Mayanja;Rita Sha
Approval Process Data: Download as XML
Settings

Sequence Process Step Status Processor Received On | Processed On | Forwarded By

= 00 SRM Purchase Order Approval Open (Mo Decision Made) Corev Mccue:Debra Chernicoff:Joseph Mavanja:Rita Shaffer:Debra Hoffman:Jennifer)  03/04/2014 13:56:35

= 002 SRM Purchase Order Approval = Open (Mo Decision Made) | Charles Anderson;Pamela Cross: Andrew Clark:Erin Werano:Patrick Kerwin:Joshua Sor

- Select the hyperlinked names to view a list of approvers

7"
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z Approving and Rejecting Documents

After approving a document, SRM will workflow it to the next approval
level or to the final step. The final step is dependent on the type of
document:

« Solicitations: Upon final approval, it is automatically visible to
suppliers through the PA Supplier Portal

 Contracts: Upon final approval, Contracts must be sent to the
supplier

« POs: Upon final approval (if approval is required), the fully
executed PO is sent to the supplier
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Display Purchase Order

| 4 Edit | | [ Print Preview | | | [ check || close || Show my Tasks |[ Copy || Related Links

Purchase Order Number 4300385191 Purchase Order Type [MG5 Created PO Status Awaiting Approval Document Date 102172013 Total Value (Gross) 20,86%.00 USD
Overvieww | Header | HKems ©  Motes and Attachmentz ©  Approval " Tracking
Current Status: | Active Header Approval Note |19 21 2013 dhoffmai Add Comment
Current Process Step: | SRM Purchase Order Approval SRR qelr'.rery date and select the
correct GL for tires.
Currently Procezsed By: | Charles Anderson;Pamela Cross; Andrew Clark;Erin Vera { POO4S20119 10421/2013 14:10:00 EST )

Approval Process Data: Download as XML

-~ Header | ftem

Header Approval Status

Remove Approver
Sequence Process Step Status
= 0 SRM Purchase Order Approval Approved
= 002

SRM Purchase Order Approval  Open (Mo Decizion Made)

* When rejecting a document, be sure to first record the reason for the
rejection in the Header Approval Note field on the Approval tab
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Approving Solicitations 3

«  Access the Universal Worklist

»  Access the Solicitation needing approval by selecting the Description

Universal Worklist E

/ Tasks (67 /67) Alerts

Show: [New and In Progress Tasks (57 / 67) ~|[Select a Subview...  ~|[Al - % E
M | Subject Status Prigrity Sent Date = |E|
ZAWC-BA:15- Approve Contract no. 4400006477 S100000.00 Newr Medium Today
ZNB-BA15- Approve Purchase order no. 4300005173 311,000.00 New Medium Aug 2, 2013

|_| ZAWC-BA15- Approve Contract no. 4400006477 $100000.00
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Approving Solicitations

* The type of Solicitation is shown in the header

* View additional Partner details by selecting the DETAILS button

Approve RFx :

[ save |[ Print Preview |[ Close || Related Links 4 || Approve || Reject |

RFx Number 5100004531
Number of Suppliers 1

R‘Fxlnfcmlaﬁon” Bidders | fems

Smart Number Test Approval 8-26-13

Humber of liems 1 Version Number

Notes and Attachmenis |

Type Invitation For Bid Status Awaiting Approval Created On

Version Type Active Version

Conditions Approval [ Tracking

08/26/2013 14:58:30

External Version Number

Created By Cynthia Anderson

@]

Time Zone EST

RFx Parameters | Questions |

Notes and Attachments |

Conditions

Identification

Organization

Dates

Smart Number:

RFx Type:
Bid Description:

Publication Type:

Purchasing Organization:

Purchasing Group:

Start Date:
Submission Deadline: *

Opening Date:

Test Approval 8-26-13

Smart Number is External
Invitation For Bid

46518 Hard Hat

Public RFx

COPA Purchasing Organization

XC3 - OGS Cynthia K Anderson

08/2712013 15:00:00
08/28/2013 08:00:00
08/28/2013 09:00:00

= Requester

Event Parameters
Detailed Price Information:
Follow-On Document:

Bidder Can Change RFx Responses:

Price with Conditions

Purchase Order

Allow Multiple RFx Responses for Each Company: []

Scenario Award/Contract
Show Members
Number Name
337326 Cyvnthia Anderson

Phone Mumber

I:‘ = Goods Recipient
I:‘ = Responsible Employee
I:‘ = Ship-To Address

= Location

337326 Cynthia Anderson
300001 EXEC BRANCH
73 DGS T17-787-5996

O

Fitter Settings

pennsylvania
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* Access a list of changes made to the document by selecting the
Change Documents on the Tracking tab

’.

Charged By Cranged On

v MNeoder

1a%s2
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o All texts and attachments are located on the Notes and Attachments tab

— Doc Builder documents (Terms & Conditions) should be label as such in the
Attachments section

— Open the Terms & Conditions and review for completeness and accuracy

— Make sure the “Visible Internally Only” checkboxes are selected for the correct

RFx Number 5100084315 Smart Mamber Cndy_Test Spproval2 Type Sequest ForSmpesd Status Zwsdng Approvel Created On 061152012 1203100 Created By ¥s AsgelEstiemsn Time Zone EST Wember of Supplers 1 Mamber of ltems 2 Version Rumber
Version Type Ache Verson External Version Number
FXnfurreios Egders f=rs mdm‘&m«m‘ Condlons Aporoaal Tracng
v htzs i
" B3 = S=ings
ZssgredTo Caegory Ted Prevew
Docusest Header Teiderng t=¢ s speciicalive covers T renerd reqursTerE Tr e
¥ Adschmenis D
Lzo LrzovveT = Te =
AssgredTo Calzgary Descpion Fie Hars Vesan Processor Yisbe kfemally only Chedied Osd Tyse See (K5 Charged by Changzd on
Documest Hesder Staadwrs Afachnet Saes Ot for Tz Sules qavie or Tre P0.docx t v [ ] s k< aee w3
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+ Open the attachmentina |- = oo oo oo
new window by selecting | | | o :
the document description

« Review each attachment
thoroughly

IVER AYMENT |
LEUITEmON . [oB e DATE s
s
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Expand Al Collizpse ANl Flter Seftings Hice Cutine
Y | Lime Mumber | fem Type | Opiion Type | Product ID | Description Lot | Product Cateqory | Revishon Level | Cusnilty | Unlt | Currency | Delhvery Dabe | Tanget Value | Mobes | Altachments | Tolbal Value | Inbermal e Mumber
|_| . ﬂl:l Material 4618 Harnd Hat for Bid | 4s181Tn 1,000,000 EA UsD 1200000 I

* Select the LINE NUMBER or DETAIL button to review corresponding data
for each line item

* Select the Conditions tab to display any conditions for the line item
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Approving Solicitations

Appmlre RFx :
Save || Print Preview || Close || Related Links a4 || Approve || Heject ||

RFx Humber 6100004531 Smart Number Test Approval 8-25-13
Humber of Suppliers 1 Humber of tems 1 Version Hull

* After reviewing the necessary data, approve or reject the Solicitation
 To approve the Solicitation, select the APPROVE button

« Select the REJECT button if there are errors in the Solicitation
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«  Access the Universal Worklist

»  Access the Contract needing approval by selecting the Description

Universal Worklist Bl
Tesss (V/1) Alerts

SNOW. [New ant 1 Progress Tasks (171 v l{Selact a Subvew v !l - v ¥E

Priorty Status Sent Date
Megum New Mar 18,2013
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* The type of Contract is shown at the top of the screen
* View additional item details by selecting the DETAILS button

Approve Agency Contract 4400011838

[Agprowe | [Fject | | [Ciose | Rizeaze |[ Save | Check || Print Preview || Retsted Links 4 | 7]

Contract Number 4400011535 Smart Numiber Contract Type Agency Conbract Status Awaling Aporovel pp 117918 HERRE BROS INC Contract Owner 703358 Cynihis Anderson

Overview ~  Header | Mems | MNolesand Alachments | Condlions | Approval | Tiracking

General Header Data
Contract Numper- | 40001183 Contract Owner. 703358 Cinihia Anderson
T eE Tarqet Value) Curmency 50000000 [USD
SrrEt Numzer i Edemal Felease Value 001 usD
Contract Description: | HVAC Maintenance for Rane Vauls Basic Contract
Suppller: = [117919 HERRE BROS INC
Valld From | Tor * [0S004/2013 - [enamie
Purchzsing Organtzation: * | COPA Purchacing Organtzation
Furchasing @roupr * | DES Central Furchase Furchasing Grogp Show Members
- fieme [
EE:'. Exercize Opiion Cuplicahe =te'5e¢rg
% | Line Mumber | tem Category | tem Mumber | Procudt ID | Descripion Produd Category | Tanget Cusnity | Option Stahus | Unt | Target vaiee | Frice | Cumency | Price Per | Price Unit | Rieference ibem Mumber
1 Mol 1 1 YR HYAC Malntenance per SOW 003 ¥R 300000 500000 USD 1 0
2 ol 2 1 YR Emergency Response M-F Nim Hrs 000 ¥R 100000 1,000.00 | USD 1 0
i ol 3 1 YR Emergency Responce M-F OT Hrs 000 ¥R 110000 1.100.00 USD 1 0
4 ol f 1 YR Emergency Responce HolitayAeskents 000 ¥R 200000 200000 USD 1 0
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* If changes were made to the Standard Terms and Conditions, the Non
Standard Terms & Conditions checkbox should be marked

— |f the box is not checked, reject the Contract

Overview 'Ileacler" tems |  Motes and Attachments | Conditions ©  Approval | Tracking

Basic Data | Condtion | Hierarchy | Motes and Attachments | Cutput

W Basic
Identification Currency, Values and Pricing
Smart Mumber: Currency: * |USD
["] Smart Number is External Display Currency/ Exchange Rate Date: | 7| @
Contract Humber: |4400006193 Target Value: 50,000,000.00| USD
Contract Type: | SW Regular Contract Alert Release Value: ol %
Pz | Release Value: 155,033.28| USD

Reazon Code:
Service and Delivery
Organization

Under/ Overdelivery Tolerance: 0.00| % / 0.00| %
Purchasing Organization: * |COPA Purchasing Organization

Purchasing Group: * |XB1 - DGS Angela L Eghleman Show Members Status and Statistics
Created On: | 11/03/2011

Created By: |PO0O0S2292

Closeout Status: |None
Dates

Walid From / To: * | 11/03/2011 - 11022015
Contract Name:

Mon Standard Terms & Conditions: [ ] I

Alert Expiration: 0| Day(s) I
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* Access a list of changes made to the document by selecting the
Change Documents on the Tracking tab

Display SW MRAwd Hrchy Serv 4400005248
= 7 tee | o reck %) Agrew | Sema tu Prre ¥y 04_
0Otract Samber Smant humber ontract Type b Staus e Suppber 2 ontract Damne
Overve teve ey e Ce ;:a;!wfa;'
» vty 5]
Vaw Um0
Decument = - ~t a0 SAON Ayt e Lo
Cortry Coomr
v e E
Syatem Stavus
Created » Compite > L
W Virson Ovenven ]
L Sonoae |
© Locamersvens Crewtss On 5] o e
Acten Lot LARESON BTN CODL203 N2 Cris
W Crange Decummn 1=
Se . o
S Loty
aZ . " " - Veser
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o All texts and attachments are located on the Notes and Attachments
sub-tab

— Review all texts

— Review all attachments — select the link - attachments will open in a separate
window

General Data Conditions Account Assignment I Notes and Attachments | I Approval Preview Payment Release
W Notes
Fiter Se
Category Description
tem Text Reference Goodyear 2011 Federal Open Market & Net State ..
Internal Mote -Empty-
tem Bidder Remarks -Empty-
Material PO Text -Empty-
Shipping Instructions -Empty-
w Aftachments
[ Add Attachment || Edit Description || Versioning « |[ Delete | Fiter Set
Category Description File Hame Version | Processor | Visible Internally onty | Checked Out | Type | Size (KB) | Changed by | Change
Standard Attachment  Sales guote for Tire PO Sales quote for Tire PO.docx 1 m docx 33 POOOSEZ92  08/0542
Standard Attachment | Goodyear Federal Open Market and Net State Price Boek 2011 | Goodyear Federal Open Market and Net State Price Book 2011.xls | 1 O s 194 POODSE292 | 0B/0542
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* Review each attachment thoroughly

* |f the information in the attachment is incorrect, the document
should be rejected and reason noted in the Header Approval Note
on the Approval tab
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Approve Agency Contract 4400011838

[ Approee || Reject | | [ Ciose || Seczze |[ Save || Cheok || Print Preview || Retsted Links J | El
Contract Numiber 4400011535 Smart Numiber Contract Type  Agency Conbract Status Awaling Approvzl B 117918 HERFAE BROS INC Contract Ownes T35 Cynihls Anderson
Ovenew | Header Hems | MolesandAfiachments - Conalions ¢ Approal ¢ Tracding
w b =]
Il Select . || Exercize Option || Duplicate Fiter Setbings
R | Line Mumber | item Category | hem Mumber | Procuct ID | Deseription Product Cabeqory | Tanget uzntity | Option Status | Unit | TargetVale | Price | Cumrency | PricaPer | Price Unit | Refbrence item Number
i ozl i 1R HVAC Maintenance per S0W 0.000 TR 5,000.00 200000 USD 1 o]
z ozl F 1 YR Emengency Response l-F MNim Hirs 0.000 YR 1.000.00 1.000000 USD 1 4]
3 Mormel 3 1 YR Emengency Response M-F OT His 00X R 1.100.00 1,100000 | USD 1 a
4 Momal 4 1'YR Emengency Response HolldeyWeekends 0000 ¥R 200000 200000 USD 1 o

* Select the ITEM NUMBER or DETAIL button to review corresponding
data for each line item

* Select the Conditions tab to display the conditions for the line item
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Approving Contracts

DGS Approvers might need to approve Hierarchical Contracts. These
Contracts do not need approval at both the child and parent level -
they are approved at the parent level only.

 Changing a Child Contract associated with a multi-award
Hierarchical Contract triggers the approval workflow so that the
Parent Contract can be re-released

 Changing a Child Contract associated with a distributor/reseller
Hierarchical Contract does not trigger the approval workflow, the
Parent Contract is not re-released

All Hierarchical Contracts requiring Treasury approval must have the
Child Contract numbers recorded in the Header Approval Note field
on the Approval tab.
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Use case not known 4400006477

| Approve || Reject i| | Close || Release || Save || Check || Print Preview || Related Links a |

Contract Number 2400005477 Smart Humber Contract Type Agency Contract Status Awaiting Approval Supplier 100037 BF GOODRICH Contract Owner 2337344 Angela Eshleman

* After reviewing the necessary data, approve or reject the Contract
« To approve the Contract, select the APPROVE button
« Select the REJECT button if there are errors in the Contract
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Approving POs

«  Access Universal Worklist

&
il

pennsylvania

' DEPARTMENT OF GENERAL SERVICES

pE——

*  Access the PO needing approval by selecting the Description

>

Universal Worklist
. Tasks (41/41)

Alents

ShoW: |New and In Progress Tasks (41/41)

vj Select a Subview - Al -

. Aporgve Purchass ceger g 4300004938 $15 000 00

RS

- ADOrove Purchass order oo 4300004025 $15.000.00

- ADprove Purchase ocder no 4300004512 510001 00

19 A " " - Ao A
B ApDrove Purchass order ng &

hoze order 00 42000043

A

~4l 1N

17.$20.004.00

BT LN A )N

421531500000

YOO
SN XA

2

atus

1iifii

Medivm
Medium
Medium

Medium
Medium

Sent Date

Jun 12, 2013
Jun 11, 2013
Jun 10, 2013
Jun 10, 2013
Jun 10, 2013
Jun 10, 2013

e WOCOLS3I% S35 OD0 0O
Seger 00 4200004539 315 000 00
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Approving POs 3

« The PQO’s General Header Data information on the Overview tab is
displayed

Display Purchase Order (Approval Mode)

(2oevave | Reet § 30ve [ { Fven Prevwse J1 [ Cuve [ Awwins Lras o} 0.
Metthase Order Sarviber £3000061 07 Pervhase Order Type ligrdws PO AMatus &“nptng aoezoe Ooturmant Date 05202212 Totet Vkos (Groas) 10023 ™ Us8 Amant Mander Soppher ALK G LY TE 20 -
" Overmew regte ceew ER T RS TE e L Trascing
Sma lumoer | Lotel Pumnane Orsert PO34sd
» et
.......
Recoert * (31753
S
W S -
[¢ L=
T Loe e et MeTioe Mnloowe Mot Desdrgtes oo fategey  Cuatty ot GresaPrce Cemendy S | NetPron | CoteaThse  Ouder Tpe | Coandine  Optoe St Codwery Sale | ASIount ASagneent o ALCSW Aegrmert Musder
L S2UTIRNT Rasel Tres 2917340 L3 T Jarnuse t QN AL feqLoen Cent Conter TGN
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Total Valus (et} | 5SSO0 | USD
Total Tax 00 | UsD
Todal Value {Gross] | ISE00 | USD
+ Detalls Tor fem 1 24SK0R1S Al Season Ties [x]
Ganeral Data Frices 2nd Condlions Account Assigrment Motes and Alfachments Approv Preview Felsled Documents Extended PO History Fayment
wEsk 7]
kdentification ‘Cumrency, Values and Pricing
e Number [1 Cuzniiy ! Unit 100000] |EA { EA s equivalent to- 3
Hem Type: | Material Gross Prics | Per MEES| USD EA
. - ot el 20,585.00| USD
Desenption: 2450607 16 Al Season Thes Price: |
Product Categony. | 25172504 AUTOMOBILELIGHT TFRA Tax Coce/ Amcurnt | 1DAP S3lkes Ta, exerpt ) UED
Catalog: Sarvice and Delivery
4400008515 ‘Show Contract Deleny et G201
Further Fropertes Unengeieny Oventeiver Tolerance: 00 %! 0%
Suppiier Frocuct Number- Shorage Location:
status and statistics
Reason Cooe: Item Deleted (Mo
Ciozeout StEE |
Cancelier |

« Review all information on the ltem tab — General Data sub-tab to ensure
that it is correct

— The Approver cannot edit any data
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Valkany Start Date:
Valkaty End Cale:

« Review all information on the Header tab — General Data sub-tab to
ensure that it is correct

— Note: the Non Standard Terms & Conditions checkbox, MUST be checked if the
Terms and Conditions are NOT standard
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 View additional detalils by selecting the links

Ganeral Header Data
Sment Mumber: | 2517 Tires for Training
|| St Mumber ks Exemnal
Furchase Onder Mumber: | 4300553000
PO Mame: | X517 Thres for Training

Supplier * | 161302 SOO0YEAR TIRE & RUBBER COMPANY INC
Requester * |T03380 Cynihia Anderson
Reciplent * | 703339 Cynihia Anderson
Locationr [ 301375 OGS Bureau of Procurement
Ship-To Address: | 1 [E=c Erancs
Purchasing Orgenizationr * | COPA Purchasing Organizsion
Purchasing Groupr * | DGS Central Purchase Purchasing Group Show Members

Total Value (Mef) 2058500

98



pennsylvania

H
2 m'.
‘ "
"jai‘ DEPARTMENT OF GENERAL SERVICES

pE——

Approving POs

owenien | Header | memz - NosanoAmmchments - Approml - Tracking

Caneral Data  Nobes and Altschment  Cutput |

wExk 7]
Identification ‘Currency, Values and Pricing
STt NUTEET. | 2547 Tres for Training “Total Vialue (Met): 05N
|| Snveart Numiber b Exemal Tokal Value (Gross): 0535.00| UsD

|| Wew Serizl Part for Smar Number

Ta Ve 0] uso
Purcrase Croer Mumeer. 4300353008
Servics and Delivery
PO Name: * 2517 Ties for Training .
mmmplmm status ang statistics
Furchase Crder Type: | Stancand FO Cocument Cale: [09NG/013

B F Posting Date: * (091032013

FReason Coge: Fosting Period: * 003
Organitzstion Cancelledt | |
Purchasing Organizztion: | COPA Purchasing Organization Closeout Sizhes | None
Furchasing Grour | DES Central Purchase PUrchasing Group Show Members,
ailioy Start Date
ety End Cabec

* Continue reviewing each of the Header sub-tabs

— The Notes and Attachments sub-tab contains attachments
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|_ Heaner Teit
|: el Mote
|: Vencor Remesn;
|: Bong Informetion
[ |

Confidential Terme of Payment

1934481

Emcumbsance Infommation

[ A Aachment || Eo Cescrpmon || versioning . | Setete |[ Create Prome |

Categony CescTiption File Name Werskon Processar WIS Intemally ondy
[2] Tre tabte does mot contain any data

 All texts and attachments are located on the Notes and Attachments
sub-tab
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w Attachments
| Add Attachment || Edit Description || Versioning || Delete ||| Create Prote |
Aszsigned To Category Description File Name Verszion Processor Visible Internally only
|_| Document Header Standard Attachment Sales guete for Tire PO Sales guote for Tire PO docx 1

* Open the attachment in a new window by selecting the document
description

» Review each attachment thoroughly
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* If there were changes to the Standard Terms and Conditions, be certain
that the Non-Standard Terms & Conditions checkbox on the General
Data sub-tab is checked

— If the box is not checked, reject the PO

Ganeral Data Moles and Altachment Ot

- Bzl
Mdentimication
Smart NUMREr- 9247 Tires for Training

|| Szt MNumber ks Exdemal
|| Mew Serial Part for Smart MNumber

Purchase Oroer Mumber: | 4300553009
PO MName: * | Z517 Tires for Training
Comesponding Movation Purchase Onder

Purchase Order Type: | Stendar PO
Mon Standand Temrs & Conaons: ||

Feason Coder
Onganization
Purchasing Organization: | COPA Purchasing Organization
Purchasing Croup: | OGS Centrall Furchase Purchasing Group Show Members
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Oetarni Dt Prces an3 Condtors At Aragrmet Usies 3N] ARsC ety Asprtu Prevew I fAriyted Doduneets I Dxiesses PO watary Paymere

¥ Dacement Coannl -

Furcrase Cder Ressorae Y.

Trgeng et

Contempton-Save

¥, Goods Recect/ Contrmaten Of Berformasce & Servee Loaune
W Sumen =1
Goods Recogt / Confirmation of Performance of Servte Mreoue
Czatr=e2 a1ty 8000 Ea Preaces ¢y £s
Contrmed Vol 00 ©20 usod
tio Furmer Contrmmtien 801\ We Fomec nioce " e
- I e Setege
‘iare Cocumet leanter SaceL g Dicummnt unter ltatea Con v Cwrency
29TERIT Rasal Tees 14T Faten.on Documet Cregies Sa201) WY U0
Surstase Criw Tien 4200004137 Orswrns ¢80
Contrmecos 135000 &.003.75'US0
R 21343500 p
Tety 0

» The Related Documents tab provides a history of the PO’s activity
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* Display SRM Documents directly from the PO

—  Access by selecting the document number link

Oertrnt Dats Pezes 303 Conctors e T AUsies 3] ARsCh ety Asprtuw Presew Dxdenses PO watery Paymere
W Decement Comnl -
ase Coie” Resporae
o
4ormasce & Servee
v Sy i
Goods Recogt / Confirmation of Pecformance of Servce Yoo
C ! O (39
=) 80
rer Conle ) -
 natary =]
Abe Sraned © Satn
~e s o Sacetn . o " C -
4TER1T Rasal Tres e 0000413
o
2aC 291200000 12081 4
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:v'lnw

,-E.ﬂ

Voo ceteae o 0

t’ Lee Nurter

I 42 tem o}l Copy || “asie [ ©

woaCate |
- —

n.c ele

o — s

- ———— --_._.__.-,,--_.- —— e ———————————

N‘U"‘a || Semgve .""cfﬂa

- -oa-.-— . .‘-.‘~\~-"MA'-.—“ B e L o |

Delgted  2emTyDe | temNumter ProfuctD  Descrptes Prosect usep.q Quattty  Uat  Gross Prce
atera ! 20T R Teey 25172500 5000 £A 4278

I_'l.
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— Select the ITEM NUMBER or DETAIL button to review corresponding data for
each line item
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* Select the Account Assignment tab to view Cost Center and
General Ledger information

Geners Date Srces ana Conatars I Account Asssgnment I tistes a00 Afachmecty

ADpcoval Frévaw Rsielas Documents Exensed PO Matery Faymeot

c0Ss

Sans Data

Agssurt Assgement Category

Funs Conter

Furcioey' Ares

Cortrs

Ganeral Lacger Ascosnt

Dusens ires

Cost Distribation |7+ ce's e

Coat Cencer *

g Areg (CO

ALLIuMng Loe Nencer

Details for Bem 0001 : Cont Conter

[ao3 Lne J{ Cogy i Pasin ][ Cugicais || Gowse

Datrewten |

Peccestagn Acoount Asagnesnt Catepery ANNGN Nayoter

10000 Cmt:z 12210211
P Account Catecory .

Ascoust Asegnment Descroton Gesersl Ledger Actoum

Verce Maragemem 22100

Percentage * (3 Durchansy Funs
-

[ 01fce Supies
(3| Vetcie Uaragemest

(3| Purcasang Feng

(3! Facdy, Praperty 802 Co

0

Frer  Setrge
Sartes aroe
Offce Suzpies 5]

Genecal Lecger Dessripton
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| ﬁi Purtnase om.- {Approval node)

Purthase Order Marribar  £3000041007 Purchase Ovder Type Slassas 00 SUtue Aning Azosow Dtarnent Date C4002010 Tots Vidwe (Croas) 12020 7 Usd Srnart Shernber Suppiier JALN COLLSANE THE COmsaly Rt a e

Ganers hester s

........

Letaten | 300022

» After reviewing the necessary data, approve or reject the PO

 To approve the PO, select the APPROVE button
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Display Purchase Order (Approval Mode)

Approve Save | | | Print Preview | | | Close || Related Links 4 |

Purchase Order Number 4200004127 Purchase Order Type Standard PO

« Select the REJECT button if there are errors in the PO

108



Knowledge Checks



pennsylvania

H
2 m'.
‘ "
"jai‘ DEPARTMENT OF GENERAL SERVICES

Knowledge Check EY

1. Select the statement that best addresses the following:

When approving Solicitations, Contracts, and POs, it is necessary to view the
Notes and Attachments sub-tab.

a. This statement is false, the Notes and Attachments sub-tab is used to
communicate information between a document’s creator and his or her
manager.

b. This statement is false, the Notes and Attachments sub-tab is not used
during the approval process.

c. This statementis true, the Notes and Attachments sub-tab contains
documents that must be reviewed during the approval process.

d. This statement s true, although not always used during the approval
process, the Notes and Attachments sub-tab might contain important
contact information.
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2. Select the statement that best completes this sentence:
When rejecting a procurement document,

a. ltis strongly suggested that you document the reason for the rejection in
the Approval Note field on the Approval tab.

b. Itis strongly suggested that you send an email to the creator of the
document stating the reason for the rejection.

c. Because SRM automatically routes documents, it is not necessary to
document the reason a procurement document is rejected.
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3. Because SRM automatically records your reason for rejecting a procurement
document, you do not need to record the reason yourself.

d.

This statement is false — although SRM automatically records your
reason for rejecting the document, you need to email the reason to the
creator of the document.

This statement is false — SRM does not automatically record your
reason for rejecting the document. You need to record the reason in the
Approval Note field.

This statement is true.
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4. Because SRM automatically evaluates the data within the document,
selecting the CHECK button is the easiest and quickest way to approve a
document.

a. This statement is false — although SRM automatically evaluates all the
data in the document, all approvers must review the data.

b. This statement is false — although you can use the CHECK button to
ensure the accuracy of the data, you need to select the APPROVE
button to approve the document.

c. This statement is false — SRM does not automatically evaluate all the
data in the document. Selecting the CHECK button will not ensure the
accuracy of the data and you need to select the APPROVE button to
approve the document.

d. This statementis true.
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Select the link below to complete an
online survey.

https://www.surveymonkey.com/s/VBNNNKX
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https://www.surveymonkey.com/s/V8NNNKX
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You will receive credit for
completing this course
within 24 hours. Please
select the “Log Off” button
In the lower right corner to

close this course.
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