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Subject: Enhancement to Add the Invoicing Party on the Purchase Order
Audience: Supplier Relationship Management (SRM) and Enterprise Central
Component (ECC) Users

The SCEIS team is pleased to announce a new enhancement to the Invoicing Party function on
the SRM Purchase Order.

The Invoicing Party functionality now gives buyers the ability to select an invoicing party that is
partnered in the vendor master record or use the same FEIN number as the Supplier on the
face of the purchase order.

This enhancement should be used when a purchase order is created for a Supplier that has an
Invoice to Address that differs from the ordering address (ex. Information Technology
Temporary Staff Augmentation and cost per copy contracts).

When an agency’s accounts payable department uses the MIRO transaction in ECC, the
‘Invoicing Party’ selected in the SRM Purchase Order will appear as the payment address on
the MIRO screen.

The following pages provide instructions to assist users with this new functionality.

Note: This enhancement is NOT to be utilized for manufacturer and reseller contracts (ex.
Furniture Contract)
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Instructions to Add Invoicing Party to the SRM Purchase Order

SRM Portal Users (Buyer) Role

Example 1

In this example, a purchase order has been issued to Tapfin Process Solutions (state contract)
vendor number 7000122214 (Atlanta Address). The Invoicing Party is to vendor number

7000083532 (Chicago address).

Step 1

On the SRM Display Purchase Order screen, select the
Edit button and then select the Header tab to display
the default General Data sub-folder.

Step 2

Display Purchase Order
| [ Print Preview | | | [ check || Close |[ Export || Retated Links 4 |

Purchase Order Number _

Overview /Illea‘ler”' Hems

||Geneummn|\ Notes and Attachment | Output | Budget | Document ]

Purchase Order Type Blanket PO

Notes and Attachments =~ Apy

Under the Partner content area, located at the bottom of the screen, click the search help icon
. This will display the list of all valid Invoicing Party options partnered with the Supplier (the

vendor on the face of the Purchase Order) or the same
face of the purchase order.

FEIN number as the Suppliers on the

Change Purchase Order

| Order || Save | | [ Print Preview | | [ Check || Close || Export || mport || Related Links . |

Purchase order RFC-00485 QA testing with document number 4600693074 is correct

Purchaze Order Number [

Overview Ilem‘ler” Hems

Purchase Order Type Blanket PO

Notes and Attachments =~ Approval =~ Tracking

Statusg In Process Document Date 09/05/2019 Total Value

General Data | Motes and Attachment | Output | Budget | DocumentTotals — Extended PO History | Payment | Synopsis | User-Specified Status

w Basic

Identification

Purchase Order Number: [ N RN

Corresponding Novatien Purchase Order:

Purchase Order Type: Blanket PO
Reascn Code:

‘Organization

ing Organization: |SCEIS ing Organizati [a]]

Purchasing Group: _ Show Members
Start of validity: * [07/01/2018

w Partner
[ Detais || Add , |[ Send E-Mal || call || Clear |
Function Humber Hame
- Requester 13653 TRISHUN MILHOUSE
W = \endor 7000122214 TAPFIN PROCESS SO
W = Boods Recipient 13653 TRISHUN MiL HOUSE
] = 5hip-To Address 94 SCFIS Root
i = Location 46861 Depariment of Adminig
+ Invoicing Party | |
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Step 3
Click on the grey box to select the appropriate Invoicing Party and click the Ok button.

[Order ][ save | | || [chect ][ close |[ export |[ import |[ Related Links . |

[#) Purchase order RFC-00485 QA testing wit number is comrect
Purchase Order Number (Change Version) Type BlanketPO  Status InProcess. Total { ) 5400USD  Supplier TAPFIN PROCESS SOLUTIONS
Identification rency nd Pricing

{ AN Values: Invoicing Party

Purchase Order Number:
= 7y Results List: 9 results found for Number Personal Value List_ Seftings Show Search Criteria
Comesponding Novation Purchase Order: ||  NameofOrg .| Cou  Posaic. | Ciy Street Bukding Code | Floor | Roomi__ | cio BusinessP.. | Add
COMSYS NFORMATION TECHNOLOGY  US 77027 HOUSTON POST OAK PARKWAY 5. 7000116700 XXD...
Purchase Order Type: |Blanket PO -
COMSYS NFORMATION TECHNOLOGY  US 30339 ATLANTA INTERSTATE NORTH PAR. . 7000122313 XXD...
Reason Code: || COMS'S IT SERVICES INC US 28290  CHARLOTIE 7000146758 XXD...
_ COMSYS SERVICES LLC US 30339 ATLANTA INTERSTATE NORTH PK... 7000056560 XXD...
Organization |
— COMS'YS TECHHICAL SERVICES NG US 27612 RALEGH MARRIOTT R - STE 510 7000087080 XXD...
scElS o |—
— TAPFIN US 60673 CHICAGD NETWORI PL 7000083532 XXD...
Purchasing Group: |Department of Adminia TAPFIN us 28260 CHARLOTTE 7000180764 XKD
TAPFIN PROCESS SOLUTIONS US  28290-5406 CHARLOTTE 7000110876 XXD...
Start of valdiy: * [07/01/2019 —
TAPFIN PROCESS SOLUTIONS US  TT027  HOUSTON POST OAK PARKWAY 5. 7000116702 XXD...
To:* —

Step 4
Select the Check button at the
top of the Purchase Order Change Purchase Order

screen. A message with a green | [Orser][Save] | [PintPreview | | ['check | Close || Export [import | Related Links . ]
check mark containing the )

“ . @ purchase orce: [ o<t
message “Purchase order...is
correct” should appear when the
Purchase Order contains no errors.

Step 5
Select the Order button.

Change Purchase Order

|| Order || Save | | | Print Preview | | | Check || Close || Export || Import || Related Links . |
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Step 6

The status of the purchase order is Ordered. You may have to select Refresh to get an Ordered
status.

Display Purchase Order
[ # Edit | | [ Print Preview | | Check || Close || Export || Related Links . |

Purchaze Order Number _ Purchase Order Type Blanket PO Statuz Ordered Docume

Overview” Header | Hems =~  Motes and Aftachments =~  Approval =  Tracking

Note: To verify if a line item needs a goods receipt, go to the line item, select the Related
Documents tab and check the Document Control to see what is required.

Goods Receipt / Confirmation of Performance of Service |

w Document Control
O Purchase Order Response I Invoice Expected I
[l Shipping Mofification [ confirmation-Based Invoice Verification

O

Evaluated Receipt Settlement

ECC Users (Finance Team) Role

Step 1

Check the Purchase Order in ECC within transaction code ME23N to ensure that the account

assignment information is correct. Additionally, verify if a goods receipt is necessary in order to
process the payment.

Step 2

Under Transaction code MIRO input the necessary fields (purchase order, invoice date,

reference number, invoice amount, etc.). Note that the information from the purchase order has
populated as the payee.

Enter Incoming Invoice: Company Code SC01
Show PO structure

Show worklist |ﬁ‘ Hold lﬁSimulate | @ Messages Help

Transaction

=

Basic Data

1 Invoice [

@O0 Balance 1.00 |USD

Payment k Details h Tax } Contacts h Note

- Pront Terms NT30 22 Days s
Days 3

CashDiscnt usp

Wendor 7000083532

TAPFIN
29810 NETWORK PL

CHICAGO IL 60673

BaselineDt
Due on

Days net

Fixed (770) 373-2111 (803) 667-3507
i

Pmt Method
Inv.ref.
Part. bank

Pmnt Meth.Sup. Pmnt Block Free for payme.. 8l

[ o1

House bank /

PO Reference L G/L Account
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Step 3
Once complete, click Simulate to check for errors and post the document. The CG’s office will
then be able to make a payment to the payee Vendor selected.

& y @ ee@ D00 Ot BE e m

Enter Incoming Inveice: Company Code $C01

Show PO structure  Show worklist | !EH Hold IE Simulate I @ Messages Help




