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Reviewing and Approving Procurement Documents

There are three types of documents that might need approval:

e Solicitations
e Contracts
e Purchase Orders (POs)

General Approval Guidelines:

1. Review the documents to ensure the items requested, and the final documents are in
line with procurement and legal policies
2. Review the documents to ensure that the request or final documents are appropriately
coded for budget and payment
a. POs created from Shopping Carts have account information;
b. Solicitations and Contracts do not have account information
3. Review the document to ensure that the appropriate award method was utilized
4. Approve or reject the document only after carefully reviewing it

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

1. Select the document needing approval
2. Review the document’s details to make sure they adhere to the guidelines
3. Approve or reject the document

Accessing the Universal Worklist:

1. Universal Worklist accessed from the Employee Self Service (ESS) Home Page, will
display all tasks (i.e.: leave, travel expense report, procurement document approvals)
o Only Human Resources and LSO processes should be handled from this tab
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2. Universal Worklist accessed from the SRM Home Page, will display only procurement
tasks (i.e.: Solicitations, Contracts, POs, Shopping Carts)

o This is where all procurement documents should be processed
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4. The General Header Data on the Overview tab is displayed when a PO is selected

Display Purchase Order (Approval Hode]
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5. The RFx Parameters on the RFx Information tab is displayed when the RFx document is

selected
Approve RFX :
| Save |[ Bt Peavinw || Ciona || Ratatns Lirics 4 |[ Appees |[ Raject | 0|
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6. The General Header Data on the Overview tab is displayed when a Contract is selected

Approve Agency Contract 4400011838
|Flm mlhnnlmlwlmmlum.l E
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7. The Tracking tab displays the Version Overview containing all versions (change versions)
of the document

8. Each version is associated with the procurement document

9. Select the ITEM NUMBER to review the corresponding document
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10. The COMPARE button displays all changes between two selected document versions
o Select the gray box of the two versions to compare by holding the Ctrl button on
your keyboard

w Version Ovenview

M | Version DocumentVersion Type
_ c1 Crarge Cocument
[ ]2 Actie Document

11. The Compare shows only the data that is different in both versions
o Any changes that exist are displayed under the headings “Header” and “Item”
12. Select the OUTPUT PREVIEW button for ease in viewing the differences in versions

Version Comparimen ml

Comparison Between Version 1 and Version 3
Expand Al Colapse A Settngs
Header - BemiAdirinte Wersion 1 Version 3
= Header
 Basic Doata
« Figcal Year oz a3
* (1] Te=t
= Basic Data
= Mumber confs 1] 1
= Cumnd, confirm 10,000 10,001 000
= Guesnd. erder confirm 01000 10,001 000
= Quand released cond 0.00 10,001 00
= Wl arber. condim 000 10,001 00
= Final eniry ]
»  Final inretice X
[cancal]
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13. A separate window opens to display the document in a PDF format
o Print the page(s) or view on-screen
o The differences in each version show in a side-by-side display

T Wensn IO empasnpnl | g - Adbabet Aol Pry
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| |
| | 06/1872013 10:48:31
| |
| |
Description: Local Purchase Orderi Pﬂﬂﬂ?ﬁ?ﬁ Local Purchase Orderi POO029729
| 06/17/20 0617120
Document numb-tr'.l 4300004855 | 4300004956
Date: | 081772013 | osrrzons
Version: I I
| |
| |
I |
Header data | |
Basic data
FiscalYear  l2013 bo12
Pariner I |
Documents
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Material lem l‘l]l I
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14. Repeat the comparison process, if necessary, with other version combinations
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15. Change Documents shows the Old Value, New Value, Changed By, Changed On,
Changed At, and Version

16. It also breaks out the information by the tab or sub-tab the change is located in, as
shown in the screenshot below
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17. Document attachments needing reviewed are located on the Notes and Attachments

tab
Display P Order (App I Mode)
| [2ezmow ] [rapect][Saw] | [rtprmaew | | [Cocee | Remeo o | @ |
Purchase Order Number 4300033008 (Crange Version) Purchase Order Type  Stncard PO Status. Awalting Approsal Dats [l ) 20.585.00 USD Smart Numbee
Suppler GOOONEAR TIRE & RUSCER COMPANY INC
== = R
EED e semns |
AstgreaTo | Caegory | Tempresen
Rem01"245 60715 AN Season Ties™ e Test commonty |
Emmsnmw igterel PO Test Rased Whie Lemens.

18. Each Line Item is associated with the procurement document
o Select the ITEM NUMBER or DETAILS button to review corresponding data

[ Py T o B ) ) | oy X CIE Cy) K || e
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= Vaeeal v 0 0008 000 USO ¢ 000




Rev. June 2014

19. Items tab — General Data screen displays the item details for review

status Awamng Aporoval DocumentDate 0RUB2013 Tols VU (Gross) 2055500 USD Smart Number

Purchisse Order Numose mmm PUPChEG Orger Typs  SENCaT PO

i, oo wicem | ecamiasgt | | . | | oo |
R
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20. Items tab also contains a Notes and Attachments sub-tab which contains text pertaining

specifically to the item
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21. If more than one line item exists, move to the next line by selecting the NEXT button

Display Purchase Order (Approval Mode)

{ Approve || Reject || Save |

[ Print Prestew | | [ Ciose || Resatea s . |

Purchass Order Number 43003383009 (Crange Version)

Juppiw GOOOYEAR TIRE & RUBEER COMPANY INC

Purchass Order Type Standang B

Owentew - Heacer - Hams

NOEE 3N0 ATSChMENtS Aporoval ™

(B

22. Some of the tabs that should be reviewed by different approvers are listed in the chart

below
Approver Data SRM tab
Agency Head Value, Supplier, Valid Header tab — General Data sub-tab

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

Item 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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Approving and Rejecting Documents:

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

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

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

e POs: Upon final approval (if approval is required), the fully executed PO is sent to the
supplier

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

Display Purchase Order
[# Eda] || [ Print Preview | | [%] | [Check |[ Close ][ Show my Tasks | Copy |[ Reisted Links »
Purchase Order Humber 4300385131 Purchase Order Type DGS Created PO Status Awating Approval Document Date 1072172013 Total Value (Gross) 20,889.00 USD
—
Overview | Headsr | Bams | Notes and Aftachments Approval | Tracking
Current Siafus: |Aciive Header Approval Note (40 21 2013 dhotfma Add Comment
Current Process Step: | SRM Purchase Order Apgroval Piease enter & debvery date and sslact the

cormect GL for tires
Currently Procassed By. | Chares Anderson Pamels Croas Andrew ClarkErn Viers i POOEZ20119 102172013 14:10:00 EST )

Approval Process Data: Download as XUL
Header = Eem

Header Approval Status

Sequence Process Step Siatus

T SRM Purchase Order Approval  Approved
= 002 SRAM Purchase Order Approval Open (No Decision Made)

Approving Solicitations:

1. Access the Universal Worklist
2. Access the Solicitation needing approval by selecting the description

"] zawc-BA:15- Approve Contract no. 4400006477 $100000.00

Universal Worklist E
Tasks (67 /67) '| Alerts

Show: :I‘Jew and In Progress Tasks (67 /67) - :Select a Subview... "::AII ': “V¥E
Subject Status Priority Sent Date ¥ |2
| ZAWC-BA1S- Approve Contract no. 4400006477 $100000.00 Hew Medium Today
£ZNB-BA15- Approve Purchase order no 4300005173 §11.000.00 Hew Medium Aug 2, 2013

10
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3. The type of Solicitation is shown in the header

Display RFx :

[ check || Print Preview || Close |[ Related Links

| Copy || Responses and Awards || Convert to Auction |

External Version Number 1

RFx Number £10002830% Smart Number DGS Pubs 5-28-14 I Type Invitation For Bid I Status Published

Created On 05282014 13.30:07

4. View additional Partner details by selecting the gray box next to the partner then

selecting the DETAILS button

RFX Information |’ Bidders © Hems | Notes and Attachmenis |  Condiions |

Approval | Tracking

RFx Parameters | Questions | Notes and Aftachments | Conditions

Identification
Smart Number: [pGs Pubs 5-28-14
["] Smart Number is External
RFx Type: | Invitation For Bid
Bid Description: |4217 Medical Supplies/Services
Publication Type: |Public RFx
Organization
Purchasing Organization: | COPA Purchasing Organization
Purchasing Group: | DGS Administration Purchasing Group
Dates
Start Date: |05/28/2014 15:00:00
Submission Deadline: * |05/28/2014 15:30:00

Opening Date: |05/28/2014 15:31:00

Change does NOT require approval: []

“w Pariners and Delivery Information

) Details | ~dd . [ Send E-Mail || Call || ¢
Function

= Reguester

= Goods Recipient

Responsiole Employes
Ship-To Address

Location

I

Show Members

Humber
792145
792145
792145
1
300438

Event Parameters

Detailed Price Information:

Price with Conditions.

Follow-0n Document: |Contract
Bidder Can Change RFx Responses:
Allow Muttiple RFx Respenses for Each Company: [ |
Scenario Award/Contract
]
Fiter Settings
Name Phone Number
Gina Lemmon
Gina Lemmon
Gina Lemmon
EXEC BRANCH T17-787-8887
DGS T17-787-5996

11
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5. Access a list of changes made to the document by selecting the Change Documents on
the Tracking tab

~ BasicData
Opening Date and Time o....
Time of Bid Submission D...

Time Stamp for Start Time._.

Wersion Number

w Aftachments
Newly Added Terms and ...
Newly Added Reviewers.._
Newly Added Response...
Business Document Serv...
Indicator Showing if Atta...
Indicator Showing if Atta...

- Partner

Newly Added / Bidder

Newly Added / Contact P._.

Newly Added / Bidder

Newly Added / Contact P._.
v Status

Held Indicator: Status Is |...
Awaiting Approval Newl.__

Complete Newly Added

Incomplete Indicator: Stat....

RFx Ready Newly Added
Published Newly Added

Awatting Aporoval Indica...

* Change Documents
(+) Changed Since :l () Changed From/To
Header/tem Attribute 0ld Value
~ Header

05/28/2014 04:00:00
00:00:00
05/28/2014 04:00:00
1

Document

New Value

05/28/2014 19:31:00
15:30:00
05/28/2014 19:00:00

Terms and Condttions
X
X

417970/ FIRE TECH EQU...
417972/ Cummiskey , Te.__
400123/ Tops Car Wash.._
40013%/ Thompsen , Ta...

X

Changed By

Gina Lemmon
Gina Lemmon
Gina Lemmon

Terri Heimbach

SRMRFC
SRMRFC
SRMRFC
Gina Lemmon
Gina Lemmon

Gina Lemmon

Terri Heimbach
Terri Heimbach
Terri Heimbach

Terri Heimbach

Gina Lemmon
Gina Lemmon
Gina Lemmon
Gina Lemmon
Gina Lemmon
Terri Heimbach

Terri Heimbach

Expand All

Changed On Changed At
05/28/2014 14:46:27
05/28/2014 14:46:27
05/28/2014 14:468:27
05/28/2014 15120
05/28/2014 14:35:26
05/28/2014

05/28/2014 14:35:26
05/28/2014 14:468:27
05/28/2014 14:46:27
05/28/2014 14:46:27
05/28/2014

05/28/2014

05/28/2014

05/28/2014

05/28/2014 14:468:27
05/28/2014 14:46:27
05/28/2014 14:46:27
05/28/2014 14:468:27
05/28/2014 14:46:27
05/28/2014 14:48:3%
05/28/2014 14:45:3%

Collapse All Hide Query

O

Fiter Settings

Version

(SR R ] PR3 R R R R (SR R ]

P3P PR R R R

6. All texts and attachments are located on the Notes and Attachments tab
o Doc Builder documents (Terms and Conditions) should be labeled as such in the
Attachments section
o Open the Terms and Conditions and review for completeness and accuracy
o Make sure the “Visible Internally Only” checkboxes are selected for the correct
documents

RFX Information | Bidders | fems IlulesamlAHm:hmenls|’ Conditions |*  Approval | Tracking

w Notes

Assigned To
| Document Header
D liem01"EMT ALS Medical Cases” Tendering text
| |HemizRescue Blankets”
D tem03"Emergency Stretcher”

Category

Tendering text

Tendering text
Tendering text

Assigned To

|| Document Header
|| Document Header
|| Document Header

Document Header

Category
Legal Document
Legal Document

Legal Document

Standard Attachment

Responses Report
Reviewers Check List

Bid Specs for Emergency Medical Supplies

Text Preview

Our ageney invites you to bid on this solictation for m...

Must include all items listed in the specifications.

Must meet all thermal requirements listed in specificati...

Must be 300 Ib weight bearing and meet all specification.

File Name:
Document
Responses Report

Reviewers Check List

Bid Specs for Emergency Wedical Supplies.docx

Wersion
1

1
1
1

Processor || Visible Internally only|

1= =0

Checked Out | Type
0 puf
(] htm
(] htm
O docx

Size (KB)
88
36
51
18

Changed by
SRMRFC
SRMRFC
SRMRFC
P00445880

&

Fiter Seftings

O

Fiter Settings.
Changed on
052802014
052802014
052802014
052802014

12
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7. Open the attachment in a new window by selecting the document description
o Review each attachment thoroughly

File Edit View Window Help ®

QAR ZeB 6 ‘ (%) I@IHBZ‘ () {-E,'l ‘ 7] = Tools Sign Comment
L] i
PART I - GENERAL INFORMATION
PART I- GENERAL INFORMATION
L1 IFB-001.1 Purpose (Oct 2006) IE|
I The Commonwealth of Pennsylvania (Commonwealth) is issuing this Invitation for Bids (IFB) to meet the needs of

GENERAL SERVICES to satisfy a need for Training Test Project.
L2 IFB-005.1 Type of Contract (Oct. 2006)

If the Issuing Office enters info a contract as a result of this IFB. it will be a Established Price Contract confract
containing the Contract Terms and Conditions as shown in Part V of this IFB.

L3 IFB-008.1C No Pre-bid Conference (Oct. 2006)

There will be no pre-bid conference for this [FB. If there are any questions. please forward them to the Issuing
Office prior to the bid opening date and fime.

8. Select the LINE NUMBER or DETAIL button to review corresponding data for each line
item
9. Select the Conditions tab to display any conditions for the line item

/ RFX Information r Bidders m MNotes and Attachments Conditions Approval r Tracking |

[ |
-I Add Line 4 || Add Subline 4 |[{7][L1][ cut |[ copy ][ Paste « ][ Delete |

T | Line Number | kemType | Option Type | ProductD | Description | Lot | Product Category | Revision Level
&l waterial EMTALS Medical Cases [ | 42171915

| - @& Material Rescue Blankets [] 42171701

| - @B material Emergency Stretcher 0 42171611

:I . ﬁlﬂ Material Emergency Hospital Sves | [] 85101501

13
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10. After reviewing the necessary data, approve or reject the Solicitation
o To approve the Solicitation, select the APPROVE button
o Select the REJECT button if there are errors in the Solicitation

Approve RFx :

| Save || Print Preview || Close || Related Links 4 -ll Approve || Reject |I

RFx Number 6100004531 Smart Number Test Approval 8-26-13
Number of Suppliers 1 Number of Items 1 Version Nur

Approving Contracts:

1. Access the Universal Worklist
2. Access the Contract needing approval by selecting the description

niversal Worklist
Tesks (1/1) | sens

new: [New ana in Progress Tasks (1/1 | [Sewct & Sutvew |l

Subject Prigriy Suatus Sent Date
1 Aperove Cortrct 1 44 @ Medum N Mar 19, 2013

3. The type of Contract is shown at the top of the screen

Display Agency Contract 4400013193
[ close |[ Show my Tasks || Release |[ 4 Edit |[ Copy |[ Check ][%][ Print Preview |[ Related Links 4 |

Contract Number 44000131533 Smart Humber DGS Training test bid 5-28-14 IContract Type Agency Contract I Status Awaiting Approval

4. View additional item details by selecting the DETAILS button

* ltems

| Details |I Select || Add ftem || Exercize Option || Copy || Paste || Duplicate | Delete

5y | Line Mumber | tem Category | tem Mumber | Product Il | Description Product Category
|_| 1 Mormal 1 EMT ALS Medical Cases <2 17151¢

|:| 2 MNormal 2 Rescue Blankets 4217170

|:| 3 Mormal 3 Emergency Stretcher 4217

|:| 4 Mormal 4 Emergency Hospital Sves | 2510150
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5. If changes were made to the Standard Terms and Conditions, the Non-Standard Terms

and Conditions checkbox should be marked
o If the box is not checked, reject the Contract

Mdentification Currency, Values and Pricing
Smanhumer | Cumency. * [USD |
[ Smart Numoer i External Displty Currencyd Exchange Rate Date: [ (9] )

Contract Humber 4400008153 | Target Value: 50,000,000.00| USD

Contract Typd: | SW Reguiss Contraet Zlert Release Valoe: | 0%
e D Reiease Vale: 165,033.28| USD
Reason Code:
Service and Delivery
b Underl Creerdelery Tolerance: 0.00] % / 0.00) %
Purchasing Organization: * [COPA Purchasing Organization ] S
Purchasing Group: * [3B1 - DGS Angela L Eshieman | Showe Mambary Status and Statistics
Created On: [110032011 |

Created By: |POOCSE292

Closeout Stabus: | Hone |

Wabd From /To: ® (11032011 | - 1m2201s |
: |l | ) Contract Name. |
Alert Expirstion: 8] Day(s) | tien Standacd Terms & Condsons: [ |

Dates

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

%

v
Document ‘Name ‘Document Number ‘Back-End Document Humber Status Date Value Currency
RFx DGS Training test bid 5-28-14 6100028307 Published 052812014 NIA NiA
RFx Response DGS Training test bid 5-28-14 8500073811 Accepted 05282014 0.00 USD
Central Contract DGS Training test bid 5-28-14 4400013193 Awatting Approval 05/29/2014 260,000.00 USD

System Status
Created > Complete > Document Completed 3 Awaiting Approval

i Created On Changed On Document Name:

| Version Documentiversion Type

|
H

- ) Changed FromTo Expand All Collapse All ide Query Fiter  Seftings

| 0w vae | New Value | chenged By

| Header/tem Atiribute

b _Header
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7. All texts and attachments are located on the Notes and Attachments sub-tab
o Review all text fields
o Review all attachments — select the link
i. Attachments will open in a separate window

Overview }/ Header }/ tems )/ MNotes and Attachments I/ Conditions: |/ Approval ’/ Tracking |

- Notes O]
Fitter Settings
| Assigned To Category Text Preview
|| Document Header Header Text Our agency invites you to bid on this soliciation for m.
| [temo1EmT ALS Medical Cases” pem Text Hust include al tems listed in the specifications.
| |temoz Rescue sianets® tem Text Must meet all thermal requirements listed in specificati
| |temozEmergency stretcher  pem Tet Hust be 300 o weight bearing and mest al specification
¥ Attachments ]
| Add Attachment || Edit Description || Versioning 4 ][ Delete | Fiter Seftings
| Assigned To | Categary | Description File Name | version | Processar | Visisle intemaly only | Checked Out | Type | Size (KB} | Changed by | Changed on
r Document Header L Terms and Conditions. Document 1 ] ] pdf 88 SRMRFC 050282014
|| Document Header  Legal Document Responses Report Responses Report 1 O ntm 36 SRMRFC 057282014
|| Document Header  Legal Document Reviewers Check List Reviewers Check List 1 O htm | 51 SRMRFC 057282014
Document Header  Standard Atachment  Bid Specs for Emergency Medical Supplies Bid Specs for Emergency Medical Supplies.docx 1 m] m] docx | 18 PO0446380 | 0512812014

8. Review each attachment thoroughly
o If the information in the attachments is incorrect, the document should be
rejected and the reason noted in the Header Approval Note on the Approval tab

7L Document(1].pdf - Adobe Reade
File Edit View Window Help *

‘ E = Tools Sign Comment

RZeBEXE|®®[3]/2|(
]

PART I - GENERAL INFORMATION
PART I - GENERAL INFORMATION
L1 IFB-001.1 Purpose (Oct 2006) I|

lom, |

The Commonwealth of Pennsylvania (Commeonwealth) is issuing this Invitation for Bids (IFB) to meet the needs of
GENEFAL SERVICES to satisfy a need for Training Test Project.

1.2 IFB-005.1 Type of Contract (Oct. 2006)

If the Issuing Office enters into a contract as a result of this IFB. it will be a Established Price Contract contract
containing the Contract Terms and Conditions as shown in Part V of this IFB.

L3 IFB-008.1C No Pre-bid Conference (Oct. 2006)

There will be no pre-bid conference for this [FB. If there are any questions. please forward them to the Issuing
Office prior to the bid opening date and time.
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9. Select the ITEM NUMBER or DETAIL button to review corresponding data for each line

item

10. Select the Conditions tab to display the conditions for the line item

Overview | Header * Items|’ Motes and Attachments ©  Conditions ©  Approval ©  Tracking

w ltems

Select

M5y | Ling Number

[ e | I R

tem Category | Option Type
Mormal
Mormal
Mormal

Mormal

tem Number

-

s LA P

(3!
[3!

Product I | Description Product Category
EMT ALS Medical Cases

Rezcue Blankets

Emergency Stretcher

Emergency Hospital Sves

Note: DGS Approvers may 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.

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

o 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.

11. After reviewing the necessary data, approve or reject the Contract
o To approve the Contract, select the APPROVE button
o Select the REJECT button if there are errors in the Contract

Use case not known 4400006477

Contract Number 4400008477

| save || check || Print Preview || Related Links «

Close

Contract Owner 137748 Angels Eshieman

Smart Number Contract Type Agency Contract Status Awaiding Approval Supplier 100037 BF G
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Approving POs:

1. Access the Universal Worklist
2. Access the PO needing approval by selecting the description

|__] 288415 Acorove Purchase order a0 4300004939 $15.000 00

Worklist T
Aerts
[New and In Progress Tasks (41/41) v |[Select a Subview v A - -1
Status | Pricety Sent Date v (&
New Medium  Jun 12,2013 M
New Medium  Jun 11,2013
New Medium  Jun 10,2013
= New Medium  Jun 10,2013
L1 A s -3 New Medium  Jun 10,2013
e New Medium  Jun 10,2013

3. The PO’s General Header Data information on the Overview tab is displayed

Display Purchase Order (Approval Hode)

[Sperewe [ Buwc | ten ]| [Eri Frvwen | | [Znee | Sewind Levn o] L*P))

Purihans Drder ot 4300004117 Porchade Order Type Saciat B2 Vishus &onbeg oo L5 ] MMM S e Bl Suphet JACK (UL TRE CORAANY B LTMSATE]

/_ Rease | Nova | Nates iod Llnceaes | Aswra | Treoey

[—| e

Bt vt | Lo Burnaen Oeper) Wlaad

7 St Nt Lt
Brthais Do teshet | 43000041 HY i
B
St = 100813 e L TS CORaN B 1T a0
B © N Sxmra acamne
Secpest * [FIFI3 Lata boden
e OCIE St
TepTa asen KN [© TS
Imaaeg Rl R R SpRnERES
Putnabrg G * DS CHTE PurThabng i s iemTay
T e Nt M

B ireimse Ceweg  ieeTppe  bemboster  Rpaea D Desorgnes g Campery | Commty ped Qe e Comwegy By bt rge  OpeeTrpe  Deper Trge | (eegtee  Cpioe Jites  Debeery D ADOpent Aegeees Tipe | ACOR Aaaagreen st
mll. Faew 1 Y e T IR0 o B e R LIS {8 BAGEIEND Lol D I
Totsl ke e | WATITS | 450
Toam Tau hod | uld
T Vaiow 10reanl | RCITE | B2
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4. Review all information on the Item tab — General Data sub-tab to ensure that it is
correct

o Approvers cannot edit any data

Towame iy | MsE® S0
Tots Fmx LL ]
Toln v (e | X0 uD
(=]

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

o If there were changes to the Standard Terms & Conditions, be certain that the
Non-Standard Terms & Conditions checkbox is checked
o If the box is not checked, reject the PO

—i Tl e vomrcanowen | wpeat | Tnam
b S

Eamiacy s sgineny
SRR | 3a57 T e Tramy TV () a0
'+ Sratrarew § Eava ot ko iGong). | X0 LSO
e S P St N - -
Furchame Croer Nomoer: [ (000000 |
PO Name: * 3857 Tirm o Traiing | “a'_.h:.. -
CorRRREng N P O ] ‘Shatas-and Sisboics
Purcrase Oroes e | Sancan 20 Commet O BRI
e
Pemmcn Coo: [ o P+ 3
eganirrton i
b Cosermms Neee
Vit St Do

gnct e Dot
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6. Continue to review the information in each of the Header sub-tabs
o The Notes and Attachments sub-tab contains the attachments

Identification Currency, Values and Pricing
Smart Number: | Cindy's PO for Class | Total Value (Net):
[7] Smart Number is External Total Value (Gross): uso
Purchase Order Number: Tax Value: uso

PO Name: |2517 Tires

Service and Delivery

Corresponding Novation Purchase Order: I:l Commitment Documents: Display
Purchase Order Type: |Standard PO Status and Statistics
Non Standard Terms & Conditions: [ Document Date:
FM Posting Date:
Organization 2lbziz
et . Posting Period:
Pur g Or [COPA Pur g Or | g
) - Cancelled: [ ]
Purchasing Group: |DGS Central Purchase Purchasing Group | Show Members
Coseout Status:
Validity Start Date:
Validity End Date:

vRme O
[ Details |[ Add 4 |[ Send E-Mail |[ call |[ Clear | Fiter Settings

Function Number Name Phone Number
= Reguester 703389 Cvnthia Anderson

= Vendor 161302 GOODYEAR TIRE & RUBBER COMPANY INC T17-TB3-7557
= Goods Recipient 703389 Cynthia Anderson

= Ship-To Address 1 EXEC BRANCH T17-T87-4718
= Location 301375 DGS Bureau of Procurement T17-787-2159

7. All text and attachments are located on the Notes and Attachments sub-tab

-

Internal Note Justification: Tires are needed to replenish OGS Garage...
Header Vendor's Remarks -Empty-
Bond Information -Empty-
Confidential Terms of Pavment -Empty-

Encumbrance Information “Empty- |E|
wamchmens d
| Add Attachment |[ Edit Description | Versioning « |[ Delete |[ create Profike | Filter Settings

Category Description File Name | Version | Processor | Visible Internally only | Checked Out | Type | Size (KB) | Changed by | Changed on

[]

20



Rev. June 2014

8. Open the attachment in a new window by selecting the document description
o Review each attachment thoroughly

QUOTE

Goodrear Tire  @omsany Shpan

Goodvear Tie DATE:JUNE 11, 2013
123 Test Ave, HEG FA 17110 DWoIE = 1230
TIT 234 1000 71T 234 1010 EXPIRATION DATE August 11, 2013

Tirez@pocdrear com

TCO Cyuthia Anderzon
Dept of General Services
335 Walnut 3t, &* F1. Fonmm Flace
Harrizburg, PA 17101
TIT-214-3445
Customer ID 9876

ZHIFFING ZHIFFING DELIVERY PAYMENT
ZALEZFERZON
0B METHOD TERME DATE TERMEZ DUE DATE
DGsE e
o L est 1T 13 ue on receipt
kn D EEZT FOED TITI13 D ip
Garags
QTY ITEM # DEZCRIFTION UNMIT FRICE DIZCOUNT LINE TOTAL
100 225/T3RIT Steel Belted Radial 24285 2425500

9. The Related Documents tab provides a history of the PO’s activity
o Display SRM Documents directly from the PO by selecting the document number

Secwnlein | Poeeed esbens -] | haerwve Fevew . [ toieoced P mwieny | Paymert
Burcnis Lene Beasitee & ey
&) Fhpry hebhcaion [ contrmatoeBoned Fiooe Vartcaon
4 Goats Beset | Ceatrmates o betiimasan 87 e e (m) Eoniated Baiec? bemeet
Cannds Bt | Eonhirmanon of Pestormurds of bervce i
Cartrred Guaity L ™ Fovced Suantty CE S
Eovorres vaum [T Foeemtvae 580 30
e Purpar Confrmanes O 08 Ei0e o P pcs Y00 0

Vipw: [ =101 Brares Toder

Ccemant e B Bacat g Dy ot S B Fesmy et
e TILTIRNT Rt Tres 1Tk P S TR ssoe2en Er
T 5000 0k
Burrnaes o IILTERIT Rasad Tows 00127 aasenea T St cscann Crom
Tew e
fastemanes EREE T Saaazin) TN
Lasiraes EREEEE T setasin TN
T S8 ea
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10. Select the ITEM NUMBER or DETAIL button to review corresponding data for each line
item

/ Overview r Header m Motes and Attachments r Approval r Tracking |

I Details IAdd ttem || Copy || Paste || Duplicate || Delete || Undelete | | | Propose Sources of Supply || Add Condition || Remove Con

T| LineNumber | Deleted | kemType | hemMNumber | ProductD | Description | Product Category |
| - Materal 1 P245/60R13 Radial Tires 25172504
BE = Material 2 P235/55R18 All Season Tres 25172504

11. Select the Account Assignment tab to view Account Assignment Category (i.e. Cost
Center, Grant Internal Order, etc.), Fund, and General Ledger information
o Select the DETAILS button to view the Account Assignment details

General Data ]/ Prices and Conditions Notes and Attachments. ]/ Approval Preview I/ Related Documents ]/ Extended PO History m |E|@
Eost Distribution |Percentage Loataic l 4dd Line Dupiicate | [ Spit Distribution |[ Change All kems | Fiter Seftings
| Number | Accounting Line Number ‘ Percentage | Account Assignment Category ‘ Assign Number ‘ Account Assignment Description | ‘General Ledger Account | ‘General Ledger Description | Business Area
ooo1 100.00 Cost Center ASTT140000 Strat Suprt &Aud Div 6380713 Tires & Tubes 15
Basic Data Fung. | 1007413700 DGS Procurement
Percenta
reeniage Budget Period
Account Category: |Cost Center ] P - = o
Cost Center: | 1577140000 Strat Suprt &Aud Div Unfunded Accounting Line: []
Fund Center: | 1577140000 DGS Procurement
Functional Area: | 1310 Facil, Prop & Comm Mgt
Controling Area: |COPA
General Ledger Account: 6380713 Tires & Tubes
Business Area

12. Select the PRINT PREVIEW button to display the PO document in a separate window

Display Purchase Order (Approval Mode)
| Approve || Reject || Save | ||| Print Preview | | | Close || Related Links 4 |

Purchase Order Number 4200004127 Purchase Order Type Standard PO
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13. Select the red “X” to close the window

™= Furchaseorded] Lpd - Adcia Acrobt Bro [F== . -]
Ma 48 Vs Docsmet Comewunin Fosm Toch Adarced Wiedos ialp Ll
] Connte = B Combing - ] Cotabeente = [ Sovwer + F Sgn = (3 Foremi [y hoitimntia + 7 Cormement +
P MY
Page 1ol 1
Purchase Crder Mo: 4300004951
SR LLEL] m‘n CW' "nt rnr I!M LLLELLL
Your SAP Vendor # 100015 Please Deliver To:
Executive Branch
| . Rm 508 Main Capital
Supplier Hame/Address:
KPMG COMSULTING LLC UPDT Harrisburg PA 11120 Us .
0 NORTH IRD STREET
HARRISBURG PA 17101 US
Please Bill To:
Commorreealth of Penngylvania - PO Invoice
PO Box 2180
Supplier Phens Number T17-213-6100 Harrisburg, Pennsylvania 17106
Supgliar Fax Number: TAT-2126101
Purchasing Agent
Purchase Order Description:
8600

Tt Purcharse Cider o corgpiried of  Tree abceeefelerencmd Sobc o B S Bad o Propoial and anrg deeur=ents STached o e Purchaie Cider
o e ite by s

Sl Franil (e ke suncalidy chemerty on PO anameey PO Busdey | rvescr Date Fresce Musdsst el breosor Goe Armessl Fashae 1o
comphy vl resaalt in the retunn of T volce. Aukdional optioral information such a% supplier name, address, remi &0 nformation and PO Line fem
wkoeTriation vl ImpITAVE: IPVOICE [SOCESSING

I Item MaterialiService Gty oM Delivery Net Price Price Total
Dese Date Linit
1 ELeaming System 1000 Higur aran3 Fia kL) 1 2699500

14. After reviewing the necessary data, approve or reject the PO
o To approve the PO select the APPROVE button
o Select the REJECT button if there are errors in the PO

Display Purchase Order (Approval Mode)

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

Purchase Order Number 4200004137 Purchase Order Type Standard PO
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