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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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3. The following SRM Portal Log On screen will appear.  Enter your User ID and Password. 

Then click the “Log On” button. 

 

 

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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4. Click the “Purchasing” folder.      

 

 

5. Click “Purchasing” from the blue detailed Navigation Pane on the left of the screen.  
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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.  
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7. To display 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. 
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8. The purchase order will display with access to the “Overview,” “Header,” “Items,” “Notes 

and Attachments,” “Approval” and “Tracking” tabs.  Each tab continues specific and different 

data. 
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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. 
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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 “Items” 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.  
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11. Contract information can also be viewed through the “Items,” then “Related Documents” 

tabs along with other historical documents such as shopping cart and purchase order 

information.  

 

 

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. 

 

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.   

 
 


