July Update

THE SOUTH CAROLINA DEPARTMENT OF ADMINISTRATION Week of Ju/y 1, 2019
Subject: Instructions to Display Purchase Orders with a Status of Error in Process
and Saved

Audience: Supplier Relationship Management (SRM) Users

The SCEIS Materials Management Team has created the following Help Document to assist
users with displaying Purchase Orders (POs) that have a status of Error in Process or Saved.
This document should be used year-round to assist Procurement Directors and buyers with
managing POs in these statuses. This document becomes extremely useful during the year-end
process to identify POs with these two statuses. All POs must be in an ordered status for SRM
to replicate the PO to ECC (Enterprise Central Component). Once the PO is in an ordered
status, the agency can then make the determination to leave the PO in the current year and
take the necessary steps to properly prepare the PO to remain in the current year or to carry
forward the PO.

Instructions to Display Purchase Orders with a Status of Error in Process and Saved

Example 1

Step 1
From the SRM Purchasing folder, select Purchasing in the “Detailed Navigation Pane.”

Search Q-+ | Logoft
@) Hitory Favories Personalze View Help Welcome: Fred Pieper|
Shopping Cart Honitor Home: SRM Adminstraion  Employee SeffServices | | Purchasing | | Goods Recelt (MIG0)  RFxand Auctions. = Repicate Contracts = Suategic Purchasing  Commitments & Funds Transfers  ZMH Buyer
ervice Hap
Purchasing > Overview = Wark Overview Full Soreen || Options ~
10 entriss found o display
/mierts | Tosks Nofifications
S K]
| Subject Sent Date. = | DucDate = | Status =

Step 2
After you select Purchasing from the “Detailed Navigation Pane,” the screen will display the
Personal Object Worklist, (POWL). From the POWL’s Active Queries, select Purchase Orders,

— = — — — r s — — — — —
B T = E E L E 5 E 1,. 5
Home Shopping Cart Monitor SRM Administration Employee Self-Services Goods Receipt (MIGO) Purchasing RFx and Auctions Strategic Purchasing SC to Follow-on Docs ME23N ME2N

Overview  Reports | Senvice Map

Purchasing > Overview > Purchasing

Work Overview
Purchasing Active Queries
ety Shopping Carts All(1) Saved (0} Awaiting Approval (0) Public Templales (0} ltems (0) POWL Refresh saved (0)
Invoice Processing Purchase Orders| AN{1) Saved (0) Awaiing Approval (0) Rejected (0) Ordered (0) Confirmations pending (0)
o Purchase Order Responses Al (0) Reiected by Suppiier (0) Perfially Confirmed (0) Unconfirmed Orders (0) Variance in Response (0) Confimed by supplier (0) Noled By Suppler (0}
~ viees Confirmations Al (0) Saved (0) Awaiting Approval (0) Approved (0) Reiected (0) Deleted (0) C fons for Team Carts (0)
Advanced Search Document Output Last 7 Davs (0)
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Step 3

From the POWL, Active Queries’ Purchase Order - All, we will search for the following data:

1. Status: In this example, first we will search for “Transfer Failed.” This is also the drop-down
you would use to search for POs in the “Saved” status.

Purchase Orders - All
[ = Hide Quick Criteria Maintenance |
MNumbsr: -l l:l Ta |:| =
Purchase Order Name: | |
Item Drescription: | |
Status: | =
Timeframe: rderes ~
Creation Date: & Awaiting Approval Te |:|E| 4
Purchasing Organization: Release Rejected
Purchasing Group: & | Saved To [
Suppliar: Deleted
Owtstanding Confirmations
Requestor: Qutstanding Invoices
Prefersd Supplier: Transfer Failed
Goods Recipisnt: Confirmed by Supplier v

2. Creation Date: In this example, we will search for POs created from 07/01/2014 through
05/19/2015.

3. Purchasing Group: In this example, we will search for the SRM Purchasing Groups that
represent Health and Human Services.

With the above data elements in the search criteria the POWL'’s search criteria appears as:

Active Queries

Shopping Carts Al (0} Saved (07 Awaiting Approval (0} Public Templates (0} Recomended tems (0% POWL Refresh saved (0}
Purchase Orders All(4) Saved (0} Awaiting Approval (28} Rejected (7% Ordered (775} Confirmations pending (0}
Purchase Order Responses Al (0} Rejected by Supplier (0} Partially Confirmed (0} Unconfirmed Orders (0} Wariance in Response (0} Confirmed by supplier (0% MNoted By Supplier (0}
Confirmations Al (0} Saved (0} Awaiting Approval (0} Approved (0} Rejected (0} Deleted (00 Confirmations for Team Carts (0}
Document Qutput Last 7 Davs (0}

Purchase Orders - All

| ~ Hide Quick Criteria Mai nce |

Mumber: < |:| To I:l =

Purchase Order Name: | |

ltem Drescription: | |

[ “status:]  [Transfer Failed -]
Timeframe: :l
ICreatinn Date:l [ [o7/01/2014 To 2
Purchasing Organization:
IPurchasing Grnup:l [l To e
Supplier:
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Step 4

After you have the data you need for your agency and situation, and then select the “Apply”
button at the lower left corner of the screen.

Number: O[] [ ] w
Purchase Order Name: | |
tem Description: | |
| status: | [Transfer Failed -|
Timeframe: i
[ereation Date:| El (0710172012 To =
Purchasing Organization:
|Purchasing Group: | [ [o 50015746 To =
Supplier:
Requestor:
Preferred Supplier:
Goods Recipient:
Product Category: [ 7|
Including Product Category Higrarchy: O
ProductD: | ]
Supplier Product Number: | |
Account Assignment Category: I:l
Account Assignment Value: | |
Delivery Date: & To =
Company:
Contract Number:
Location:
Requirement Number: I:l
Only with Change Version: O
Smart Number: |

Note: The system may require a few minutes to retrieve the data, depending upon your search
criteria.
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In this example, the results retrieved 2 POs with Error in Process, 4600368791 and
4600362297.

Purchasg Orders - Al
= Hide Guick Criera Manienance Changs Query Dedes Hew Quere Perpsnalce

Huskar T &
Purchase Order Name
b D erpton
status | Transtee Fabed 2|
Teetrame -
Cresten Dm0 07012018 0 To [Gwams M I &
Purchaang Drgaraaton o
pecases oo BDs0ETE O To [Os0nsTe )|
Suopher
Oeguestor
Preferred Sugpher.
Goods Recipint
Prduct Category: o
Wickating Prsduct Category Hirarchy:
Braduct & =)
Suppler Product Humger,

)iy

Account Aasignment Categony. -
Arcount Assgrment Ve
Debvery Dute: O i T L< I
Company. [u]
Cosar gat Numar (=)
Locaton [a.
Requirement Husiser,

Oaiy with Change Werson

Lo e
[Appay | [Cinar ]
View: [Standend Vaw] - Bsfrest  Expont s v &
T Purchass Order Nember Purchane Order Hame e Nt e Nare Stat. Sppler Riame Total Vs | Currency
T T Tagn CO-10 S48 1 K010 Trer w Frecess AP 67500000 USD
& Taptin CO-10 S1a 2 K010 Ermer m Process TaPN ETS00000  USD
& Tamar for Busas Gray 08132014 1 S Cartrisge CBEEA Erree m Eracess MARASEDPRINT NC W00 VLD
‘ Temer for Runee Gray 08132014 2 o Croge U A Erree m Pracess MARAOEDPRINT NC 000 | USD
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Step 5

Now, in this example, we will select 4600368791 to display the PO. The system will indicate the
PO in Display mode. From Display Purchase Order, select the “Check” button to see the red
hard-stop message(s).

Display Purchase Order
ﬁ@ | | Print Preview | |

Purchase Order Humber

—
| check || close |[ Export |[ Delete || Related Links 4 |
Se—

Purchase Order Type Blanket PO Document Date 09/08/2014 Total Value (Gross) 675,000.00 USD

0\mnriew|’ Header © lfems ~ MNotes and Attachments -  Approval ©  Tracking

General Header Data Note to Supplier:
Smart Number: |Tapfin ICD-10 S/8/M14
["] Smart Number is External

Purchase Order Number: |46(365791 Internal Note: [SCEIS Ticket 826434 for non-valuated GR Fred
Supplier: * 7000083532 TAFFIN Pigper
Requester: * |16272 Mr. EDMOND BROWN lll
Recipient: | 16272 Mr. EDMOND BROWN lll
Location: | 10032 Department of Health & Human Services
Ship-To Address: |94 SCDHHS

Purchasing Organization: * |SCEIS Purchasing Organization

Purchasing Group: * |HHS - Procurement Director Show Members
Total Value (Net): 675,000.00| USD
Set Values
w ltem Overview
| Details || Add tem || Copy || Paste H Duplicate || Delete || Undelete | | | Propose Sources of Supply || Add Condition || Remove Condition || Exercis tion | | | Order as 2irsct|'atsr\al| |

5 | Line Number Deleted ltem Type ftem Number Product ID Description Product Category Quantity Unit | Currency Per | Net Price Option Type O
|_| = 1 Material 1 ICD-10 95800 14594550 EA  USD 1 1.00

l:‘ = 2 Material 2 ICD-10 95800 528,05450 EA  USD 1 1.00

In this example, the annual budget is exceeded. Please work with your Finance team members
and make the appropriate changes.

Display Purchase Order

# Edit | | [Print Preview | | | [check ][ Close |[ Export |[ Delete |[ Related Links 4 |

o Back-End Error:&nnual budget exceeded by 158,367.70 USD (FM PB Availability Control) for document tem 00002 |

& Cannot determine valid serial number - Dizplay Help
& Term of payment does not exist in target system

& tem(z} marked Mo Further Confirmation or Invoice

Purchase Order Number 45003528731 Purchase Order Type Blanket PO _ Document Date 08.09.2014 Total Value (Gross) &75,000.00 USD

Header | fems | Notes and Attachments ©  Approval ©  Tracking
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Example 2

Step 1
In this example, we will select 4600362297 to display the PO.

Purchasing > Overview > Purchasing Full Scri
Status:
Tmeframe: [ =]
Creation Date: Il [01.07.201% @ o =
Purchasing Organization:
purchasing Group: Dl [0 50015746 (7] To L4
Supplier

Requestor:
Preferred Supplier:
Goods Recipient:
Product Catsgory
Including Product Category Hierarchy: a

Product ID:

Supplier Product Numper:

[
[

Account Assignment Category: | =]
[

Account Assignment Value: ]
Defivery Date: < 4
Company:
Contract Number:
Location

Requirement Number.

Only with Change Version:

[
O
[

Smart Number:

‘ View: |[Standard View] -||

Refresh Exporta

71| Purchase Order Number Purchase Order Name ltem Numier ltem Name Status. Supplier Name Total Value | Currency

: 4600366791 Tapfin ICD-10 9/8/14 1 1CD-10 Error in Process TAPFIN 675,000.00  USD

| | 2600288791 Tapfin ICD-10 9/8M4 2 Ico-10 Errorin Process TAPFIN 675,000.00 USD
4600362297 Toner for Renee Gray 08132014 1 HP Cariridge CB438A Iml MANAGEDPRINT INC 480.00 USD
4600382297 Toner for Renee Gray 08132014 2 HP Cartridge MPS9494 Error in Process MANAGEDPRINT INC. 480.00 | USD




July Update

THE SOUTH CAROLINA DEPARTMENT OF ADMINISTRATION

J
SC E IS SC ENTER INF SYSTEM Week Of JUIy ’[, 2019

Step 2
The system will indicate the PO in Display mode. From Display Purchase Order, select the
“Check” button to see the red hard-stop message(s).

Display Purchase Order

# Edit | | [ Print Preview | | [%] ||[ check || Close |[ Export |[ Delete || Related Links 4 |

@ Address data has changed - Display Help

Purchase Order Number| 4500352287 Purchase Order Type SCEIS Standard PO Document Date 028/13/2014 Total Value (Gross) 51840 USD

Ouemewr Header - ems | Notes and Attachments  Approval | Tracking

General Header Data Mote to Supplier: | Please deliver to the attention of Renee Gray. The

Smart Number: | Toner for Renee Gray 0813201 EELIITE A0S $5 e F

["] Smart Number is External

Purch Crder Number: | 4600352287
urchase Urder Number. Internal Note: |For questions regarding this PO, please contact

Supplier: * | 7000064751 MANAGEDPRINT INC Veronica Richardson at (843) 381-8260.
Requester: * | 21834 Y OLANDA RICHARDSON
Recipient: | 21834 YOLANDA RICHARDSON
Location: | 10032 Department of Health & Human Services
Ship-To Address: |94 Dept Health & Human Services

Purchasing Organization: * |SCEIS Purchasing Organization
Purchasing Group: * |HHS - Leon Hines Show Members

Total Value (Net): 480.00 |USD

w liem Overview

| Details || Add tem || Copy || Paste || Duplicate || Delete | Undelete | | | Propose Sources of Supply || Add Condition || Remove Condition || Exercize Option | | | Order as 2irecl|'aleria|| | IE
T | Line Number Deleted tem Type ltemn Number Product ID Description Product Category Quuantity Unit | Currency Per | Met Price Option Type Or:
|_| 5 i Waterial 1 HP Cariridge CB436A 20772 600 EA  USD 1 50.00
I:‘ = 2 Material s HP Cartridge MP58484 20772 6.00 EA uso 1 30.00
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In this example, the error is generated with how the system calculates the sum of the amounts
in Account Assignment Details’ values. (See the screen shot below.)

Display Purchase Order

# Edit | | [ Print Preview | | | [check ][ Close |[ Export ][ Delete || Related Links «

@) Back-End Error:Purchase order still contains faulty tems

o Back-End Error:Sum of amounts 84 78 less than total amount 180.00

@ Cannet determine valid serial number - Display Help
& Line 1: Delivery date not possible; check your entry
/Wy Line 2: Delivery date not possible; check your entry

Purchase Order Number 4600362297 Purchase Order Type SCEIS Standard PO Document Date 0&8/13/2014 Total Value (Gross) 518.40 USD

Ouerview|’ Header | fltems | Motes and Attachments ©°  Approval | Tracking

General Header Data Mote to Supplier: |Please deliver to the attention of Renee Gray. The
Smart Number: | Toner for Renee Gray 0813201 e TS (RS SHEREL
[] Smart Number is External

Purchase Order Number: |4500362257
Internal Note: | For questions regarding this PO, please contact

Supplier: * | 7000064751 MANAGEDPRINT INC Veronica Richardson at (843) 381-8260.
Requester: * 21334 YOLANDA RICHARDSON
Recipient: |21834 YOLANDA RICHARDSON
Location: | 10032 Department of Health & Human Services
Ship-To Address: |94 Dept Health & Human Services

Purchasing Organization: * |SCEIS Purchasing Organization

Purchasing Group: * |HHS - Leon Hines Show Members
Total Value (Net): 480.00| USD
Default Settings: Set Values
w tem Overview
| Details || Add tem || Copy || Paste || Duplicate H Delete H Undelete | | | Propose Sources of Supply || A dition || Remoy || Exercise Option | | | Order as 2irecl|'alerial| | Pro
Ey Line Number Deleted ltem Type ftem Mumber Product ID Description Product Category Quantity Unit | Currency Per | MetPrice | Option Type Order|
= 1 Material 1 HP Cartridge CB4364 20772 6.00 EA  USD 1 50.00
= 2 I Material 2 HP Cartridge MP53454 20772 I 6.00 EA uso 1 30.00 |
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In this example, the Account Assignment Details’ values do not represent line numbers 1
through 4. (See the screen shot below.) The Account Assignment Details’ values line numbers
are 0001 and 0004. The numerical amount of 0001 plus 0004 is $84.78.

Step 3

The Account Assignment Details’ values line numbers need to be re-keyed as 0001, 0002, 0003
and then 0004 for the amounts that equal $180.00.

Purchase Order Number| 4600362257 | Purchase Order Type SCEIS Standard PO |S|a|||s Error in Prncm;sl DocumentDate 02132014  Total Value (Gross) 51840 USD  Smart Number Supplier MANAGEDPRINT INC
Overview | Header ' Items f Notes and Attachments | Approval [ Tracking

[ Detais ][ Add tem . ][ Copy [ Paste ][ Dupicate |[ Delete ][ Undelete | || [ Propose Sources of Supply ][ Add Condition . || Remove

e Condition . |[ Exercise Option | ||| Order as Direct Material | | [ Process Al tems |
W) Line Humber | Deleted | HemType | hemNumber | FroductiD | Description Product Category | Quantity |Uni | Currency | Per  NetPrice | OpfionType | OrderType | Condiion | Opfion Stalus | DeliveryDate | Account Assignment Type
e Vaterial 1 HP Carlridge CB436A 20772 600(EA USD 1 50.00 0911912014 Mutiple
1.2 Waterial 2 HP Carfridge MPS3484 20772 600EA  USD 1 20.00

08/19/2014 Muttiple

[4] ' Details for Item 2 HP Cartridge MP5349A

General Dats Prices and Condtions - Account Assignment Notes and Attachments Approval Preview Related Documents Deivery Extended FO History User-Specified Status. Subcontractng Pa
[ Detais ][ Add Line || Copy |[ Paste |[ Dupicate || Delete JMJN[ Spi Distrioution [ Change All kems |

Number | Accounting Line Number Valie | Account Assignment Category Assign Humber Account Assignment Description General Ledger Account General Ledger Description Business Area
[] ot 378 Cost Center J020E00004 Eiig & Enroll 4 5030060000 DATA PROCESS SUPP 020
[ onoe £1.00 Cost Center J020E00004 Elig & Enrol 4 5030060000 DATA FROCESS SUPP 020
[ | onoe 1422 Cost Center 102000004 Elig & Enroll ¢ 5030060000 DATA PROCESS SUPP 1020
|| oooe 1.00 Cost Center J020E00004 Elig & Enroll 4 5030060000 DATA FROCESS SUPP 020

—

In summary, after the PO is in Display mode, select the “Check” button to see the error
message(s).

Display Purchase Order

[ #Edit | | [Print Preview | | [\ [ check || Close |[ Export |[ Delete || Related Links 4 |

& Address data has changed - Display Help

Purchase Order Number 45003822537 Purchase Order Type SCEIS Standard PO Status Errorin Process Document Date 03132014

Ouerviewl’ Header | H{ems |  Motes and Attachments ©  Approval ©  Tracking

Each error message will need to be resolved until the PO is in an ordered status. Once the PO
is in an ordered status, the agency can then make the determination to leave the PO in the

current year. The agency will then need to take the necessary steps to properly prepare the PO
to remain in the current year or to carry forward the PO.
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If you have questions about using this functionality, please contact the SCEIS Help Desk at
(803) 896-0001 (select option 1 for SCEIS help) or use the email form available at
http://www.sceis.sc.gov/requests/.

Thank you,
The SCEIS Team
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