SWEIS

How to Correct/Update the Tax Jurisdiction on a Purchase Order

Supplier Relationship Management (SRM) 7.2

1. Logonto SRM.

1|125-;:.'«"
Purchaging

2. Select the Purchasing folder at the top of the screen.

Waork Overview

Purchasing

3. Select Purchasing in the Navigation Pane

4. Under Active Queries, click the appropriate Query:

Active Queries

Shopping Carts Al (0} Saved (0} Awaiting Approval (0} Public Templates (0} Recomended tems (0} POWL Refresh saved (0}
Purchase Orders All(33) Saved (0} Awaiting Approval (0) Rejected (0) Ordered (0) Confirmations pending (0)
Purchase Order Responses Al (0} Rejected by Supplier (0} Partially Confirmed (0} Uncenfirmed Orders (0} Variance in Response (0) Confirmed by supplier (0% Noted By Supplier (0}
Confirmations Al (0} Saved (0} Awaiting Approval (0} Approved (0) Rejected (0} Deleted (0) Confirmations for Team Carts (0}
Document Qutput Last 7 Davs (0}

5. Enter your search criteria. In the example below, the Number was entered.
6. Click Apply.
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7. Inthe search results, click the link to the required Purchase Order. This will display the

Purchase Order.

8. Click the Edit button. This will allow you to change your Purchase Order.

9. Select the Header tab. Then scroll down to the Partner Section. Click in the Ship-To
Address line, Number column.

Change Purchase Order

[Order | Save ] | [Print Preview | | [ Check |[ Close ][ Export | Import |[ Cancel ][ Park | Related Links |

) Address ata has changed - Display Hep

Purchase Order Number 4500347011 (Change Version)

Overview Header (| ftems -

Notes and Attachments

Purchase Order Type Blanket PO

Approval [

Status InProcess  DocumentDate 07/022014  Total Value (Gross) 260622100 USD  Smart Number Supplier TAPFI

Tracking

General Data | Notes and Atiachment | Output | Budget | Decument Totals

Extended PO History | Payment | Synopsis | User-Specified Status ‘

v Basic
Identification
Smart Number. [DTQ Tapfin IT Contractors.
(] Smart Number is External
Purchase Order Number: 4600347011
Corresponding Novation Purchase Order.
Purchase Order Type: |Blanket PO

Reason Code:

Organization

Currency, Values and Pricing
Currency: * [USD

Total alue (Het): 2,567,867.00] USD

Total Value (Gross): 2,606,221.00| USD

Tax Value: 8354.00] USD

Service and Delivery
Commitment Documents: Dispisy.
Status and Statistics
Document Date: 0710272014

= Invoicing Party

Purchasing Organization: [SCEIS Purchasing Organization
i postng Date:
Purchasing Group: [B&CB - DS Show Members Posting Period: * [001
Start ot valesty: = [o70172012 3 Panied: [
Tt cancetes: []
Closeout Status: [Nane
Selective Release Status:
i
Send E-lia Fiter Settings.
Function Number Name Fhone Number
- Requester 40339 KIMBER CRAIG
- vendor 7000083532 TAPFN @70) 3732111
= Goods Recpient 40339 KIMBER CRAIG
[ Sh-To Address 54 RIS Root (803)737-0539
= Cocaton T003¢ DSIT Administration
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10. Click the search criteria & button to search for the Ship-Address with the Zip+4. To sort by
any of the following columns,

I| | Name of Org.

11. Click the required column and select Sort in Ascending Order or Sort in Descending Order:

s E——
| Display Purchase Order - SAP NetWeaver Portal - Windows Intemet Explorer

=7 hitps://sapsrmibm.sc.gov/irj/portal?h ionTarget=navurl%3A%2F%2Fe80908e34834f9703d362deIcffeBe7e&PrevNavTarget=navurl%3A%2F%2Fabl48ac0e92bc43dc93cld51dedf12f9&NavMode=3&CurrentWind owld=WIDx1422468958670

AllValues: Ship-To Address

Seftings _ Hide Search Criteria

Name 1/1ast name:
MName 2/First name:
oo

Postal Code:

Ciy:

District

Strest:

2L LD

Buiding Gode:
Fioor:
Room Number:
Country Key:
Regon: @[]
striet Number of Value List Entries To
‘Start Search || Reset |

Results List: 87 results found for Number.

TL O ET L

Name o70ra < [ cou.. | rosiic.. [ civ St Foussu. | B code | e | Revmi [[o8

SCES Root

292104012 Columbia.

broad ver R Sortn Ascendng Order |

‘South Caroina Law Enfore...

SGEIS Root

292104012 Columbia

Broad Aver Rg| Sortin Descendng Order |

‘South Caroina Law Enforc. .

SCEIS Root

292104012 Columbia

Broad River Rd 4430

B&CB - DSIT - Data Center

SCEIS Root

292104012 Columbia

Browning Rd 1628

B4CB - DS - Browning ...

SCEIS Root

29210-4012 Columbia

Broad River Rd 4430

BACH - Division of State IT

SCEIS Root

292104012 Columbia

Broad River Rd [

SCDC - Headquarters

SCEIS Root

292104012 Columbia

Broad River Rd 450

SCDC - Graham Correction. ..

SCEIS Root

282104012 Columbia

Broad River Rd 4450

SCDC - Graham Correction. ..

SCES Root

292104012 Columbia.

Broad River Rd 4460

SCDC - Broad River Corree.
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R ——
Iﬁ Display Purchase Order - SAP NetWeaver Portal - Windows Internet Explore
ZX¥ hitps://sapsrmibm.sc.gov/irj/port: ionTarget=navurl%3A%2F%2Fe8090: 03d362deIcffe8e 1%3A%2F%2Fab148ac0e92bc43dc93cld51dedf12f9&NavMode=3&CurrentWind owld=WIDx1422468958670 n

AllValues: Ship-To Address

Settings _Hide Search Criteria

Name 1/last name:

Name 2/First name:

=l[zszi04012 ]

AL RS L

Street:
Buiding Coce:
Foor
Room umber:
Country Key:
Regon: O[]
estrict Number of Value List Enres To

“Start Search

Results List: 87 results found for Number.

FTLL 0D

Name of Cr. = | Cou. | Postalc.. | ety Sirest | Foor | RoomM.. | cio | Address,
S0es oot 221002 orondRver R | sati Ascendig e | 300052
SCEIS Root 202104012 Broad River Rd | Sortin Descending Order | 305054
SCES Reot 202104012 Broad River R4 BACE-DST-Dala Center 354213
scess Root 202100012 Browning Rd s B&CB-DST - Brownng R... 354216
sceis Root 202100012 Broad Rver Ry 8408 Divsion of State T 261301
SCES Root 292106012 Broad River R 5CDC- Headauarlers w219
scess Root 202100012 Broad Aver Rd 'SCOC - Graham Correcton... 491049
sceis Root 202100012 Broad Rver Ry 'SCOC - Graham Correction... 491050

SGEIS Root 292104012 Broad River Rd SCDG - Broad River Correc... 491051

In this example, the search results did not return the required address for the B&CB (B&CB —
DTO Administration, 4400 Broad River Road, Columbia, SC 29210-4012):

All Values: Ship-To Address
Search Criteria Seftings.  Hide Search Criteria

searchtermt: O[]
searchterm2 O[]
Name trastoame: O[]
NameFstoame: O[]
w O[]
Postal Code: (282104012 |

LTSO8

Roomtumper: @[]
Countrykey: O[]
Regon: @[]

tesirict Number of Value List Entries To.

Results List: 87 results found for Number

RV A

Nare 07012 = [ cou.. | postic St = "
526 Root Us 262104012 Cambie Sroad River R0 SouthCarlng Lo Eniorc.

SCEIS Root us 282104012 Broad River Rd ‘South Carolina Law Enforc._. 308054
B T e Sroad River 3206 057 ots Corer 35373
SCEIS Root us 292104012 Browning Rd 'B&CB - DSIT - BrowningR... 354216
5o Root s mzoan Sroad River R 205 _Owsanorsiste T 351301
SCEIS Root us 292104012 Broad River Rd ‘SCOC - Headquarters 487219
sces oot s zzosonz Sroad River R0 560C - Graham Carecion 431043
Sces oot v aszon Sroad River R 500 - Granam Carecion. 41050

SCES Root Us 292104012 Broad River Ro. SCDC - Broad River Correc... 491051
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12. Put in a request to add the Deliver To address in SCEIS. You can email the request to the
SCEIS Help Desk at sceishelpdesk@sceis.sc.gov. The request will be processed and you
will be notified that it is complete. SCEIS Team Members will provide you with an address
number that can be used to sort through your search results. For this document, the
Address number is 142973.

13. Repeat Steps 1 - 9.

14. Select the required Ship-To Address. For this example, the address number is 142973.
Highlight the line with the required Ship-To Address detalils.

[orger |[Save ] | [Print Preview ] | [Cneck ][ Close ][ Export ] import ][ cance! ][ Park ]  Reiated Links 4

All Values: Ship-To Address

A\ Address dta has changed - Display Help

Search Criteria Setings  Hide Search Criteri A

o
Postal Cove: | [25210-4012_|
ay O]
Disrct, &
EE I —
Buiging Code: @[]
Corresponding Novation Purchase Order: | | P
Purchsse Orcer Tyoe: (881 poomumper: [ |
RessonCode: ||  Countykey O[]
Regon: ¢ [ |

Purchasing Organization: [SCE| [v] Resirict Number of Value List niries To
PurchasingOroup: (850

Start of validity: * Results List: 88 results found for Number

LR R S A R L

Organization

702 (06 | yamecrorg [ cou. [ Postaic. | Gar Housetu.. | Bukingtode|[Poor | Roomi.. [ o = [
SCEIS Root us 292104012 Columbia 4430
sces oot us 2e210.c012 Couriie 2
SCEIS Root us 29210-4012 Col ia 4430
sces Ront us 2e210.c012 Couriie <a =
[Add | SCEIS Root us 292104012 Columbia 4400
e Sces Roat Us e210.4012 Courtie r0%0 Aver R w2 swona i
sces Roat us mroon oo P sor2s0
sces Ront us 202104012 Courtie P ST

15. Click the Ok [2€] putton.
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16. Highlight the Ship-To Address line and click the Details button. The following screen will
display. Do Not Update the Address Information on this screen. If the Ship-To Address
needs to be updated, please submit the request to the SCEIS Help Desk at
sceishelpdesk@sceis.sc.qov. Please Do NOT Update the Ship-To Address in this
field!

Fioor / Room: |
[Broad River Road 4400
Postal Code / Cty: (262104012

R —
37—
Couty: [05_usa
Regon: [5C__[37] Soutn Caroina
rons urveemons Exension: (809 28T ][]
——— |
e

17. Click the Ok [2¢] putton.

18. Click Order button.
19. Click the Refresh [#! button until the PO is in an “Ordered” Status.

20. Click Print Preview.

*Additional Information: Any line item that has been completed will need to be addressed
separately. The system will not allow users to make changes to a line item that is
complete and any completed line item will not display on the Purchase Order Form.
Because of this, a multi-line item Purchase Order will display with multiple addresses
and Finance will need to process a journal entry to correct the line item(s) with incorrect
tax payments.

=

21. Click the ME23N folder ~ Me23
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22. Click Display Purchase Order button. The following screen will display:

lsap4 Search Qv | Legoff
4Back Forward) story Favertes Personaize View e Velcome: srutestio
— — r . — — — — — —
™ e = = I~ ™ ! s ! ! ™
Home: Shopping Cart Monitor - Current RFx and Auctions ME23N Replicate Contracts ME2N Strategic Purchasing Commitments & Funds Transfers Goods Receipt (MIGO) ZMM Buyer Purchasing
Purchase Order
PO veoon - Purchsse Order > Display Purchase Order FullSerzen | Options ~
Display Purchase Order
Blanket PO 4600347011 Created by KIMBER CRAIG 529
4 [Back ] [Exit | | [Bocument Overview On | [ 0ff ] [ Create | ][ Other | [Hold ] [ Check ] [ Delte PO at Header Level | [ Display Messages | »
slanket 7o < 4600347011 Vendor 7000083532 TAPF Docasie |o7/02/2010
Header
| Material Short Text. PO Quantity OUn |C Deliv. Date Net Price Curre... Per OPU Matl Group Pint Stor. Location  Ffl
1 Contracior - Denny Falaw 9898200 €A |D 10212014 100USD 1 A MANAGEMENT DTOAdmrsraion OTOAdmn (2]
T Contractor - Roy Bankston 29522, EA MANAGENENT DT Administraton  DTO Admin
T Contractor - Henry Jenkins. 21840000 o EA MANAGEMENT DTO Administration | DTO Admin =
"o
") Purch. Requisition
[ 11 I7 contractor - penny Faliaw  ¥| [a]¥] a
VeterisiData | Quanteiesnieigts Detvery Schecue | Delwery nt . purchase Orderistory | Texts
Basic List [0ther Documen
| B | D@
S..% WT MaterialDoc.. ftem|Posting Date = Quantity  Delvery cost quantty|OUn | = Amountin LCLcur B Qty in OPUD DelCostQty (OPUR) Or... B
Rl siowessis 112222018 se918 000 e s369.18 USD sae01s 0.00 EA
RE-L 5701276195 112032014 748718 0.00 EA 7,487.18 USD 748718 0.00 EA
RE-L 5701241689 1 10242014 6,852.67 0.00 EA 6,852.67 USD 6,852.67 0.00 EA
REL oI 110032018 s o00/ea 9.422.42 UsD 94z 0.00 EA
Rl sopusw 110012018 142768 000/ 1427684 usD 147764 0.00 EA
RE-L 5701197526 109102014 6,884.39 0.00 EA 6,884.39 USD 6,884.39. 0.00 EA
T - 94340 - stsaseus) - 9440 -
[ [
E P4 » | Ecloi0) | sAPVXAPECCD2
23. Enter your Purchase Order number and click the Other Document (Bther Bocumeni |y tton,
Search: Q- Log off
History Favorites Personalize View Help Welcome: srutest10

E = E 5 E 5 E E 5 :

Shopping Cart Monitor - Current RFx and Auctions MEZ3H Replicate Contracts MEZN Strategic Purchasing Commitments & Funds Transfers Goods Receipt (MIGO) ZMM Buyer Furchasing 2

Purchase Order
MEZ3N = Purchase Order > Display Purchase Order Full Screen || Options v

Display Purchase Order

Blanket PO 4600347011 Created by KIMBER CRAIG ]
[Menua ][ |4 System | | [Document Overview On | [ Document Overview OFf Display/Change | [ Other Purchase Order

T T T T e ST T

~
fem [C 11 17 contractor - penny Fallaw - [al>]
" Delivery Address Confirmations, Condition Control Retail 1]
Name SCEIS Root [ &
The State of South Carolina
House no street 4400 |[Broad River Road
District RICHLAND
Ciy/State/ZPP Code Columbia sc |zs210-4012 Address
Country us | Usa South Carolina Customer
Tax Jurisdictn 4107902300 Vendor
v
<[ >

» | ECioD) | saPvxAPECCDZ
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