SWEIS

Supplier Relationship Management (SRM) 7.2

SRM Purchasing Display Role Navigation Guide

Purpose:

A new role, SRM Purchasing Display, has been created for users who are not Supplier
Relationship Management (SRM) “Buyers” to display SRM purchasing information (purchase
orders and related documents including attachments). This guide provides navigation steps in
SRM for users assigned the SRM Purchasing Display role.

1. Log onto SRM by selecting “SCEIS Logins” from the SCEIS website.
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2. From the SCEIS Logins page, select the “SRM State Employee Login” link.
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Supplier-Relationship Management (SRM)
? On November 25, 2013, SCEIS upgraded the SRM system from version 5.0 to version 7.2. Below are the new login links

for SRM 7.2. Please save the appropriate new link as a favorite.
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If you're having trouble logging into any portion of SCEIS, try these troubleshooting tips to get back in business. If you still have trouble
logging in, click here to submit a help request to the SCEIS Service Desk.
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3. The following SRM Portal Log On screen will appear. Enter your User ID and Password.
Then click the “Log On” button.

m South Carolina
Enterprise Information System

User * |

Passwaord =

SRM - Portal

_

Note: The folders displayed in SRM coincide with the roles the user has in SRM. In the
example below, the user has only the SRM Purchasing Display role and no other SRM role.
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. Purchasing
13 1 ”
4. Click the “Purchasing” folder.
ard ¥ History Favorites Personalize View Help
L |
Home Purchasing ME23N
Overview Reports Service Map
Purchasing > Overview > Work Overview
Work Overview
Mo entries found to display
Purchasing
Alerts " Taske | nNotincations |
Sourcing
e —— Show: [New and In Progress Tasks | [l -
Services 5| Subject Sent Date Due Date

Advanced Search

5. Click “Purchasing” from the blue detailed Navigation Pane on the left of the screen.

SAPZ Search Q- | Logoff
«Back Forward ) History Favories Personalize View Help Welcome: srutest10
Home Furchasing WEZ3N
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Purchasing > Overview > Purchasing Ful Screen || Options ¥
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Purcha: Active Queries

Sourcing Shopping Carts AN(0) Saved (0) Awsiing Approval (0) Public Templates (6) Recomended tems (0) POWL Refresh saved (0)

Purchase Orders Al(SS) Saved (0) Awating Approval (0} Relected (0] Ordersd (0) Confirmations pending (0)
Purchase Order Responses Al(0) Reiected by Supplier (0) Partialy Confirmed (0) Unconfimed Orders (0) Variance in Response (0) Confirmed by suppiier () Noted By Suppier (0)
Confirmations Al(D) Saved (0) Awailing Approval (0) Approved () Reiected (0) Deleted (0) Confirmations for Team Caris (0)
Document Output Last 7 Davs (0)

Invoice Processing

Create Documents ‘Shopping Carts - All
* Shopping Cart *»_Show Quick Criteria Maintenance
|| v meveven <)) o | osp on_ | eresn ¥ &
5y Shopping Cart Number Shopping Cart Name ftem Number Configurable tem Number ftem Name: Status Created On Quantity = Unit Net Value | Currency Total Net Value | Currency ftem Status

Confirmation
Invoice
Central Functions

* Notify Recipient

* Perform Sourcing

Last Refresh 11/07/2014 10:27:29 AM EST Reiresh
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6. Click “All” under “Purchase Orders” from the “Active Queries” options. The numerical
values in the parenthesis, All (55), shown in the example below, will be different for each
user and will change as the buyers process purchase orders. After “All” is selected under
“Purchase Orders,” notice how the screen will open to display search criteria fields and
purchase order links.

Next, enter the purchase order number in the “Number:” field or select one of the
search fields to enter criteria. Click the “Apply” button. In this example, 4600347377 was
entered.

Note: After a purchase order number has been entered for the first search, the system will
default to the previous purchase order that was displayed the next time of search.

E_'N',W Search Qv | Logorr
«Back Forward) History Favories Personalize View Help Welcome: srutest10
[ | C
Overview  Reports | Service Map
Purchasing » Overview > Purchasing Full Sersen | Options +
Work Overview
Purchasing Active Queries @
Sourcing Shopping Carts Al(0} Awstine Approvel (0) Public Templates (0} Recomended kems (0) POWL Refresh saved (0}
— Purchase Orders AI(SS) 5o A Aporovol (1) secled (1 Orcered (0) Con'imations pendina (0 )
Purchase Order Responses Al(D) Reiected by Suppier (0) Partialy Confrmed (0) Unconfrmed Orders (0} erisnce in Response (0) Confimed by suppiier (0) Noted By Suppler (0}
~ Services Confirmations 1 0) Awaitng Approval (0) Approved (0) Reiected (0) Deleted (0) Confirmations for Team Carts (0}
Document Output Lsst 7 Dsvs
Advanced Search
S Purchase Orders - All
pping Cart Template
Number: = T — &
I e —
P tempescrpron: [ ]
saws: [ ]
e L |
7 DR 2 Creation Date: To T &
o Purchasing Organization
Purchasing Group: < T &
Suppler.
Requesor
Preferred Suppier =
Goods Recipient
Product Category:
nciuding Product Category Hirarchy: (]
Product
Suppler P |
Account Assignment Category: [ ~]
AccountAssignmentVawe: [ ]
Deiivery Date: <> To m e
Company:
Contract Number:
Location. v
RequrementMumber. ||
Only with Change Version: a
smortmomeer [ ]
View: [[Standard View]  ~| | Create Fu eate | Display Ed | Purchase Orde lotify Reci | Refresh Exporta F &
| Purchase Order Number Purchase Order Name. Hem Number Fem Name Status Supplier Name Total Vaue | Cumency |~
|| sso0aerary Cascade Water 2000779395 Facitics 1 ALLENDALE CORRECTNAL INSTTUTION Ordered  CASCADE WATER SERVICES 2011400 USD
|| ss00aerarz Cascade Water 2000779398 Facittes 2 BROAD RIVER CORRECTIONAL INSTITUTION Ordersd  CASCADE WATER SERVICES 2011400 USD
— | e e 5 e e e co e B ol
— | e i 3 oS T T GETT TS mom
|| ss00sezszz Cascade Water 2000779398 Facitics 5 COASTAL PRE-RELEASE CENTER Ordered  CASCADE WATER SERVICES 2011400 USD
] ssoosazam TR D 5 e — N e T 1 L
— | — E ST TR e el
|| ssoosersrs Cascade Water 2000779355 Facitts s GOODIAN CORRECTIONAL NSTITUTION Ordered  CASCADE WATER SERVICES 2011400 USD
Cascade Water 2000779398 Facittes ) HEADQUARTERS ADMINSTRATION BLDG Ordersd  CASCADE WATER SERVICES 2011400 USD v

|| sso0zeram
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7. Todisplay the purchase order line item, click the blue hyperlink under the “Purchase Order
Number” column. In this example, “Item Number 1” of “Purchase Order Number
4600347377 was selected.

gy

View:\ Crete Puchse ey Creewi Refernce Cony | Dyl Do | Purcse e oiPreven | efesh Boot ¥ b

| Purchase Crde Number Purchse Order Name: Lembumber | femlame Stabs | SupplerName Told Vake | Cuency 2
ST Cageads Water 2000779896 Facities | ALLENDALE CORRECTHAL WETIUTION Ordered  CASCADE WATER SERVICES 011400 U
M Cagcads Water 2000779396 Facities z BROAD AVER CORRECTIONAL METTUTION Ordered ~ CASCADE WATER SERVICES 011400 U
ST Cascate Wiaer 2000779338 Faclfes } CANLLE GRFF GRANAN CORRECTONAL NET Orfered | CASCADE WATER SERVICES 11140 | 150
T Cageads Water 2000779896 Facities 4 CATAWEA PRE-RELEASE CENTER Ordered  CASCADE WATER SERVICES 011400 U
NI Cagcads Water 2000779396 Facities 3 COASTAL PRE-RELEASE CENTER Ordered ~ CASCADE WATER SERVICES 011400 U
&N Cageade Water 2000779856 Facities b EVANS CORRECTIONAL MSTTUTON Ordered | CASCADE WATER SERVICES PUNRLA )
ol ST Cascads Water 2000779396 Facifies 1 FACLITES HANAGEMENT DNVISON Ordered ~ CASCADE WATER SERVICES 01400 U0
s Cascads Wiaer 2000779398 Fackzs § GOODMAN CORRECTIONAL NSTTTON Orfersd | CASCADE WATER SERVICES 21400 | 150
ST Cageade Water 2000779856 Facities § HEADCUARTERS ACHINSTRATION BLDG Ordered | CASCADE WATER SERVICES PUNRLA )
T Cascads Water 2000779396 Facifies 1l KERSHANW CORRECTIONAL METTLTION Ordered ~ CASCADE WATER SERVICES 01400 U ¥

LasRefesh AR (534 PHEST Refsh |
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8. The purchase order will display with access to the “Overview,” “Header,” “ltems,” “Notes
and Attachments,” “Approval” and “Tracking” tabs. Each tab continues specific and different
data.

Display Purchase Order
n

Purchase Order Number 450047377 Purchase Order Type SCES Sandard 0 Safus Ordered  Document Date 07032004 Total Value (Gross) 204940005 SmartMumber  Supplier CASCADE WATER SERVICES

mewwr Header | fems [ Notesand Achments © Approval | Tracking

(General Header Data Nt o Sumaler | Coact £ 4400001468 Exies 3131)

Srmart Number: | Cascade Water 2000779388
gl R PR L
" mart Nurber s el
Contract Exended untl 12031/14 (Letier
Purchase Order Number: 4600347377 e

Supper. * TOO0H3TER) CASCADE WATER SERVICES

Requeser * 0087 Hs. TAHNELA GRAVES
Recpiert 20857 Hs. TAHNELA GRAVES
Locaton: | 3950 Departnentof Correclins

Ship-To Address:  mulipe muipe

Furchasig Organzatin: * | SCEIS Purchasing Organzaton
Purchasng Grouy: * 00 - Susen Netheron Show Hembers

TotaVal (et 20,1400 15D

w bem Ovenview ﬂ
-LL :ﬁi‘é Dupics ndekte \ A \ (e a5 Dt aterl \ Froces Fiter Sefings
T Linelumer | Defed | EemType | BemMumber | ProductD | Destrin Product Cateqory | Quantty | Unit | Cumency | Per | NetPrice  Onfion Type | Order Type | Condfion | Opton Stetus  Delvery Date | Account Assignment Type  Account Assignment Numogr &

vl el 1 ALLENDALE CORRECTHAL NSTTUTION g SOV U0 1 14m QB2014  Cost Center 4034113

vl ateral 2 HROAD AVER CORRECTICHAL NSTTUTION %6223 JHON V30 11 D204 CostCenter 4z

vl el 3 CANLLE GRIFFIN GRAHAN CORRECTIONAL IGT - 6223 JHON U [l QBO2014  Cost Center LIREAAH
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9. To display any “Accounting Document” and “Clearing Document”

numbers, from the

“Header” tab, click “Expended PO History.” The document details cannot be displayed.

Purchase Order Number 4600347377

Display Purchase Order

Related Links 4

Purchase Order Type SCEIS Standard PO

Overview Merl’ fems |* Notes and Attachmenis ' Approval [~ Tracking

Status Ordered Document Date 07/03/2014 Total Value (Gross) 20,114.00 USD

Smart Number

Supplier CASCADE WATER SERVICES

‘ GeneralData | Notes and Attachment | Ouiput | Budget | DocumentTotals | Extended PO History | Payment | Synopsis | User-Specified Status

~ PO Information
« Total Goods receipt

+ Total nvoice - gross

~ Total Goods receipt

Goods receipt

Goods receipt

= Total Invoice - gross

Invoice - gross
Invoice - gross
Invoice - gross
Invoice - gross
Invoice - gross

Invoice - gross

Send To Records Management

ltemiHeader > Description

ObjectD in Back-End | Document Date | Quantity

= Total Value in Purchase Order
~ ltem 1 | ALLENDALE CORRECTINAL INSTITUTI

5000770482

5701152284
5701152447

5701198752

084172014
09/0972014.

07/0172014
072014
07172014
080172014
0910172014
090172014

1
1

1

1
1
1

Base Unit | Walue in Fll area | Currency in FM area

MON
MON

MON
MON -
MON
MON
MON
MON -

Value

0.00
10767.75
20114.00

0.00
0.00
0.00
451.20
150.45
-150.45
150.40
150.40
150.40
-150.40

Currency | Accounting Document

uso
uso
usp

uso
uso
usp
usn
uso
uso
usp
uso
uso
uso

5701152284
5701152447
5701157624

701193168
5701198752

1100828089
1100828089

2405305566

1100842216

1100842016

Clearing Document

Invoice Reference

5701152284

5701193168

PartialResidual

Expand All Close All

Complete

0 0|0 0|0000oo0ooono

Other PO [~

0 0|00|0000oo0oogoono
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10. Details of line items can also be displayed. From the “Overview” tab of the selected
purchase order, highlight the “Line Number” for display and click the “Details” button.
Users will have access to purchase order information from various line item tabs, such as
“General Data,” “Prices and Conditions,” “Account Assignment,” “Notes and Attachments,”
and “Related Documents” as shown below. Accounting and Clearing Documents (as
described in step 9 above) related to each line item are also accessible from the “Extended
PO History” tab.

Note that, in this example, under the “ltems” then “General Data” tabs, a contract is

associated with this purchase order with details accessible to the user by clicking on the

“Show Contract” link.

Display Purchase Order
\ Related Links 4 f?]
Purchase Order Number 4600347377 Purchase Order Type SCEIS StandardPO  Status Ordered  DocumentDate 07032014  Toal Value (Gross) 20,11400USD  Smart Number Supplier CASCADE WATER SERVICES
Overview | Header  ftems r Notes and Attachments | Approval | Tracking
.
. A
[]Dets for tem 1 ALLENDALE CORRECTINAL NSTITUTION Ix]
General Data | Prices and Condtons. Account Assignment Notes and Attachments Approval Preview Related Documents Delivery Extended PO History User-Specified Status Subcontracting Payment
¥ Basic E
dentification Currency, Values and Pricing
fem Number: 1 Quantiy I Unit: 3)|MON | ( 0 MON is equivalent o 0)
temType: Materal Gross Price / Per 140.00] USD 1/ MON
Poduct D Net Val: 42000/ USD
Descroton: ALLENDALE CORRECTNAL NSTTUTON Het Prie: AL
Product Category, 03127 Cooling Tower Water Treatment Srm sl g i
(et Notto Exceed Price: [ ]
( 00 | Ston o ) R
ncremental Funding Active: ||
Complete em on Saving: Mo
Tax Code / Amourt, AP Tax Exempt 0.00 UsD
Further Proper
TS Service and Delivery
Supplier Product Number:
UpplrHodLcE e Defvery st BITELTA
Wanufacturer Part Number.
Tolerance Group:
External Manufacturer:
M acLee UnderdeiverylOverdelivery Tokerance: 0.00 %/ 000/ % [] Uriimted
Subeontractg: [ ] Storage Location: 1001 SCOC Admin
Accsptance at Orgin: ||
Status and Stafistics
temDeketed: No
Clseout Status: [ ]
Canceled: [
LockLing kem [
¥ Partner B
Fiter Seftings
Function Humber Neme:
+ Requester 20957 TAMNELA GRAVES
= Goods Recipient %57 TAHKELA GRAVES
» Ship-To Address 9
+ Location 9851 Department of Corrections W
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11. Contract information can also be viewed through the “ltems,” then “Related Documents”
tabs along with other historical documents such as shopping cart and purchase order

information.

Display Purchase Order

| [ct ort || Reiated Links 4
Purchase Order Number 4500347377  Purchase Order Type SCESStandardPO  Status Ordered  DocumentDate 07032014  Total Value (Gross) 2011400 USD  Smart Humber Supplier CASCADE WATER SERVICES
Overview | Header  items } Notes and Afiachments | Approval [ Tracking
- 10 Material 10 KERSHAW CORRECTIONAL INSTITUTION 96223 3 MoN usD 1 23000 08012014 Cost Center 040345412
Total Value (Het) | 20,114.00
Total Tax 0.00
Total Value (Gross) | 20,114.00
[»] Details for Item 1 ALLENDALE CORRECTINAL INSTITUTION [x]
General Data Prices and Conditions. Account Assignment Notes and Attachments. Approval Preview Related Documents Deivery Extended PO History User-Specified Status Subcontracting Payment
w Document Control 1
(m] Purcnase Order Response Invoice Expected
[m] ST IrEa [] confirmation-Based Invoice Verification
Goods Receipt / Confirmation of Performance of Service: O Evaluated Receipt Settement
v Siatistics. &
Goods Receipt | Confirmation of Performance of Service Invoice
Confirmed Quantity: o] mon Inviced Quantiy 0] won
Confirmed Value: 000 usD Invoiced Value: 0.00] USD
No Further Confirmation ' Ye8 (& No No Further lnvaice - Yes (/No
 History =]
View: | United States Dollar ~ Fiter Sefiings.
Document Name Document Number Back End Document Number Status. Date Quantty | Unt | Value currency [a]
Central Contract ALLENDALE CORRECTINAL NSTITUTION 440000146811 tem s Active 1142013 12 MON 1,680.00 USD
Total 12 MON 1,680.00 USD
Shopping Cart ALLENDALE CORRECTIAL NSTITUTION 2000778898/ Follow-on Document Created 0612012014 3 NON 420.00 USD
Total 3 NON 420.00 USD
Purchase Order ALLENDALE CORRECTHAL NSTITUTION 4B003473771 46003473771 Ordered 0710372014 3 MON 420.00 USD
Total 3 MON 420.00 USD
Confirmation 2014/500075364911 0811172014 1 HON 0.00 USD
Confirmation 2014/500077048211 0910972014 1 HON 0.00 USD
Total 2 HoN 0.00 USD
Invoice 2015/5701152284/1 07152014 1 HON 15045 USD = [

12. “Internal Note” and “Vendor Text” entered on the Header section of the document can be
viewed under the “Notes and Attachments” tab by clicking on the appropriate link. Any
attachments to the purchase order can be viewed by clicking on the link under the

“Description

" field.

Z7 hitps

sapsrmSa.sc.govlin/portal?NavigationTarget=navur

PreuNavTarg

= navurl%3,

Display Purchase Order

Purchase Order Humber 4600347377

Purchase Order Type SCEIS SiandardPO  Status Ordered

Document Date 07/0312014

Total Value (Gross) 20,114.00 USD.

Smart Number

Supplier CAS( ATER SERVICES

ptions

Overview © Header [ tems < Hotes and Attachments } Approval | Tracking
w Notes £
Add 4 || Clea Fikter Settings.
Assigned To Category Text Preview
Document Header Internal Note ®
Document Header Vendor Text Contract # 4400001458 ( Expires 9/13/14)Replaces PO% &.
Hem01"ALLENDALE CORRECTINAL INSTITUTION"  Internal Note Funds Block #2.533
w Attachments ]
Add Attachment ][ €t Description ][ versio Detete | Create Qu Fikter Settings.
Assigned To Category Description File Name Version | Processor | Visible nternally only Checked Out Type | Size(KB) | Changedby Changed on
#em01"ALLENDALE CORRECTNAL INSTITUTION" Standard Attachment Cascade Water 21-20 Cascade Water 21-20.pdf 1 | pdf 114 TAW41207 062312014

Other tabs are available for viewing. The tabs mentioned are known to be used most often.

Note: The purchase order cannot be edited, printed or print previewed from this SRM
Purchasing Display role.
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