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LESSON 3: PURCHASING
DOCUMENTS AND THE
PROCUREMENT PROCESSES




Lesson 3 Learning Objectives SWEIS
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@ Upon completion of this lesson, you should be
able to:

— Generate a list of open purchase orders (POs).

— Close purchase orders and corresponding requisitions (if
applicable) in the current fiscal year.

— Understand the importance of completing all goods
receipts by June 30" and invoice receipts by July 16™.

— Create Shopping Carts for FY11
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Key Transactions SEIS
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@ ME2N - List Display by Purchase Order Number
@ ME22N — Change Purchase Order

"2

@ BW — Open Encumbrance Report
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Purchasing at Year-end SWEIS

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

@ Near the end of the year, funding bedins to tighten,
especially using encumbrances.

@ It is important to manage your purchase orders (PO’s) to
free up budget necessary to complete payments.

@ Because purchase orders encumber budget, it is important
to delete or reduce those documents which will not be paid
In the current year, so you will have sufficient budget and
cash in State funds.

95 55



Purchasing at Year-end, cont. SGEIS
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@ A list of open Purchase Orders can be useful in identifying

— PO'’s that are no longer appropriate or necessary, and
— PO’s that may need to be reduced in quantity or price.

@ Use transaction code ME2N for a list of POs.

@ Review these lists reqularly during the months of June and
July to aid in releasing budget for spending at year-end.

@ Use transaction code ME22N to delete PQO’s and also “final
invoice” Blanket Purchase Orders.
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ME2N — Open Purchase Orders SWEIS

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

@ You can also use transaction code ME2N to view a variant
report with open purchase orders; this report will pick all
line items where “still to be delivered gty” or “still to be
invoiced qty” is not equal to 0.

@ ME2N does not show any Purchase Order that has the
Final Invoice selected or delivery completed indicator set.
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ME2N

with Variant

SWEIS

South Carolina Enterprise Information System
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Program Edit Goto

Systern Help

g

IN0Cee CHE Dn0D I 0

Q@@""_

Purchasing Documents per Document Number

l@AEIAP:VariantDirectory of Program RMOBENOO

Furchasya document

I = T (=Y,

Wariant catalog for program RMOGERNOD

Purchasin\organization

Wariant narme |Sh0rt description |

[ ] [ ] E
] o E
Scope ofLig\ BEST APS_SEARCH Search by old APS number
Selection Par&neters o —| = KIMBER Kimber's Contracts
DocumentTypA —| w :I 3 MO STATEVWIDE MMO Statewide Contra.cts
Purchasing Grou\ —| @ :I ? COPEM_PC_1 Cpen PO wio final Inv0.|ce ALY
QOPERM_FO_2 Open PO wio final Delivery ALY
falant _—l 0 _—l — COPEM_PO_RPT PO wio Final Inw or Del items
tem Category \ | || || ||STATETERM  Contracts with ZMMO ZITh
Account Assignment Ogtegory to || ||ZBILL_CONT | Contract Search for Doc type
o

Delivery Date

Validity Key Date \

Range of Coverage to \

Wendaor

Supplying Plant

Material

Material Group

Cocurment Date
Intern. Aricle Mo, (EANIUPC)
Wendor's Material Mumber

endor Subrange

Pramatian

Season

Season Year
Short Text

|

»Click here to see the variant directory.
=Click OPEN_PO_RPT.
=Execute the report.

Yendor Mame

I [ MEZN | SCEISECPAPZ | INS |

|Z ]
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MEZ2N with Variant cont.

SWEIS

South Carolina Enterprise Information System

=
List Edit Goto Views Environment Settings Systern Help
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Purchasing Documents by Document Number

=] (<5} o e | ] T

[roreeven |3

ItemlType |POH|D0[:. Date |Vend0rfsupplying plant IShort Text IAl QuantitleUnl Met price| To be del.| To be del. | To be inv.| To be inv.|= Mumber!

Purchasing Document 4600001249

106ZSTD [ |07/07/2008 7000083062 DELL COMPUTER CORP Latitude D630 Laptop Computer A 1 |Al 1,795.06
Purchagj

10 Z5T 07232008 7000025381 WO BLACKSTONE & COINC Alr Canditioning Evaparator Coil K 1 |EA 3,897.00
Purchasing Dbgument 4600001519

10 ZSTD [1 /3002008 7000002388 ACADEMIC SUPERSTORE Software & License K 1 |EA 580.00
Purchasing DocumeN 4600001520

10| ZBLT [lf O7/30/N0% 7000064728 BETTE HOLZBERG Psychological Consultation Services |K 1 Al 5,000.00
Purchasing Document 460! 1539

10| ZSTD [If |07/31/2008 0115207 CRAWDADDYS CUSTOMS & CAR CARE Truck Repair K 1 |Al 511.64
Purchasing Document 46000015

10|ZBLT [I§ |O7/31/2008 7O000ZWJ1 THE KEY SHOP ING ey Service K 1 Al 2,500.00
Purchasing Document 4600001552

10| ZBLT [If |07/31/2008 7000092793 &G Utilities (Electricity) K 1 |AJ125,000.00

Purchasing Document 4600001553

10 ZBLT []5 07i31/2008 7000092793 SCE&
Purchasing Document 4600001555

wz Is oo msesead DOuble click the Line Item to “drill into”

Purchasing Document 4600001557
10[ZBLT [ |07/31/2008 7000106657 AIRGA h P h O d

Purchasing Document 4600001559 t e u rC ase r er
10[ZBLT [Jy |07/31/2008 7000025471 MODE

Purchasing Document 4600001564
10 ZBLT [lf 07/31/2008 7000022735 KEROK CORPORATION Cost Per Copy Contract K 1 |AJ 0 12,000.00
Purchasing Document 4600001567

10|ZBLT [If |07/31/2008 7000111744 MOTOROLA PALMETTO 800 Police Radio Access/Senice K 1 |AU 350.00
Purchasing Document 4600001570

10 ZBLT [lfy 08/04/2008 7000051528 BRYANS RESTAURANT SERVIGE ING Sernice Calls for Cafeteria Equipment | K 1 AU 2,500.00
Purchasing Document 4600001581

10 |ZBLT [/ | 08/05/2008 | 7000023853 ALLTEL COMMUNICATIONS PRODUCTS INC - |Mabile Phone Service K 1 |AU 4,000.00
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MEZ2N with Variant cont.

SWEIS

South Carolina Enterprise Information System

=

Furchase Order Edit Goto  Environment  System Help

HiE Qe CHE Hhlos DR @B

EHE:Z!,

e
Blanket PO 460000199

e I Y,

|Back 3

jied by Charles Abbott

Personal Setting

| Document Overview On || Document Owerview Ofr| I @| Hold | ] | 'ﬂ Cancel | Print Preview: || Messages |.

.I Quantitiesiveights Invoice 1 Account Assignment g

| EE = EE EE ER R I ER

aterial Data ¢, Conditions

EIRER

i Delivery Schedule i Delivery i

iy |[ZBLT Blanket FO Ti/4600001887| vendor |7000085009 SHEFFPARDS GLAS .| Doc date  [18/15/2008
| Header
SRS it Ja [ [material [Shart Test [FO Quantity [0 Jcloeliv. Date [Met Price [cur. JPer — Jo.. Iuatl Group  [PInt [Stor. Location |00
10 K Glass Repair 1AL D1O/A5/2008 2,000 00Ush 1 AL Window Gla Wil Lou Gray Oppo Wil Lou Gray O
[=]
[l
0T |
& BEL 00 0 EeTE 6
|E|Item [1110] Glass Repair g [«]~]

Texts . Delivery.. ||||IE|

Purchase Order History Detall

5.. |mvT[material Do..| item|Paosting Date|= Quantity] Delivery cost quantit our= Amountin Lo|Leur [z @tyin OPUn|  DelCostaty (oPUn)|oOr...[=
RE-L 5700002240 1 01/06/2008 1 0 AU 258.73 |USD 1 0 AU
RE-L 5700001806 1 12152008 1 0 [AU 172.06 |USD 1 0 AU
RE-L 5700001514 1 11/25/2008 1 0 AU 172.06 |USD 1 0 AU
RE-L 5700001210 1 11/0B/2008 1 0 [AuU 240,57 [USD 1 0 AU
RE-L 5700001035 1 10/21/2008 1 0 AU 189.92 |USD 1 0 AU
Tr.Ev. Invoice receipt - L AU = 1,043.34 USD =« 5 AU =

K10

b | me2sn BE| sceisEcpar2 [iNs | |
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@ You will be able to see if a PO Is completed by
comparing two fields:

— Still to be delivered

— Still to be Invoiced
@ Zero in both field means it has been completed.

@ Zero in “Still to be Delivered” means it has been
received and there are no items to be delivered.

@ Zero in “Still to be Invoiced” means all items have
been invoiced.



Closing Open POs SCEIS

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

@ Once you have reviewed your listings of open POs, you
may find items that need to be deleted for various reasons:

— PO that will not be delivered or needs to be cancelled
— PO that has items that cannot be delivered
— PO that has items that need to be reduced
@ Remember, POs encumber budget. Itis important to have

only those POs open that should be open at this point to
free up budget for payments.

@ Do not close an open PO that has a goods receipt. An
Invoice should be pending, which will require the PO.
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Select Final Invoice SWEIS

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

@ If you have already received or invoiced a
Purchase Order but there is still encumbered
funds you can release the funds by selecting “Final
Invoice.”

@ Use transaction ME22N to select “Final Invoice”
and close a PO.
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Closing a PO - ME22N

Purchase Order Edit Soto  Environment Systerm  Help

|& | O E @@ SHE o s AR @

@ =] Blanket PO 4600000583 Created by Linda Campbell

| Docurnent Overview On || Document Overview Off | I @ll Hold | I |'ﬂ' Cancel | Frint Preview” Messages | Fersonal Setting

I |ZEILT Blanket PO E||4BEIEIEIEIEISBS “endor |?DDDDS3898 HEROX CORFORAT I Doc. date 2008/04415

Deliverwinvaice VI Conditions i Texts i Address i Communication i Partners i Additional Data i Qrg. Data

SWEIS

South Carolina Enterprise Information System

kil SAP 4

Active Ordered 1 AU 3,934.00 UsSD
03 sent Delivered g A&l o068 UsD
% Mot Delivered Siill to deliv. a AU Q.00 usD
= Fully Invoiced Invoiced 1 AU 351.70  UsD
Down pavmts 0.08 JsD

[Els_lim s 1 Jwaterial [Short Tesxt [Fo Quantity |o.. [c|oeliv. Date [ret Price [curr. [Per Jo.. [matl Group  [Pint

This is a Blanket Order that has one invoice. There
are

remaining encumbered funds that need to be

Carmmission

released.

[ u ) —1 1

i Delivery ... ||| Em

Material Data i GQuantitiesfrweights i Delivery Schedule i Delivery i Invaoice i Conditions i Account Assignment g Texts
IFE k= 50 8 AR =) ) [ B A
5. |mT [material Da_.| tem|Posting Date|= quantity] Delivery cost quantity] ounf= amaountin Le[Leor [= P atvin oPun]  Delcostaty coFumfor_ =
RE-L S105600687 1 2002004725 1 o Al 251.70 UsSD 1 o Al
Tr./Bv. Invoice receipt - 1 AU = 351.70 USD 1 fa10)

To see the Purchase Order History select the “Purchase
Order

| History” tab.

10) | sceisecgapl | NS |




Closing a PO - ME22N cont.

SWEIS

South Carolina Enterprise Information System

Purchase Order Edit Goto Emyronment System Help

W S
< T aH Qe LN oD e |
[@ =] Blanket PO 4600000583 Created by Linda Campbell

ZBLT Blanket PO =) 4600000583 Vendor 7000053898 XEROX CORPORAT_| Doc. date 2008/04/15
|

B Actve Ordered 1 AU 3.,934.80 USD

8 sem Delvered 8 AU 8.88 USD

s Not Delivered Sl to deliv, e Ay 9.88 USD

& Fully invoiced Invoiced 1 AU 351.7¢ usD
Down paymits 8.88 uUsSD

Sem Jal | [snon Tex Jro cu Jo_[cloewv Date [riet Price Jcur_JPer  Jo_ [mas Group [Pim Jstor. Loc
10 K Blanket Encumberance 1TAU D 2008/047/15 3.934 eousD 1

A Copy Machi _ Arts Commission  Arts Commm

“Invoice” tab, then select the “Final Invoice” check box.

usp

e
To release any remaining funds you need to select the ‘

L[ Eca (1) @10) B3] sceisecgapt NS | - [ 7
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osing a PO - ME22N cont.

SWEIS

South Carolina Enterprise Information System

=
Purchase Order  Edit Goto  Emgironment System  Help

SADE

@ & HesserongRus A0S FHEI@E

7] Blanket PO 460 " " a Campbell

Material
Docurment Overview On || Docur  higterial Stocks |\ﬂ Cancel

| & Personal Setting

@& PrthrewewH Messages \

Mo ability
ZEILTEHanketPO &) 45 vend 298 EROX CORPORAT.| Dor.date  |2888/04/15
endor
| AOSRERAGTE T 10, c1350n
[ Active It (e 1 AU 3,024.00 USD
O sent G ATENERmI 0 AU .00 USD
& Mot Delivered EiE0 LI B AU 8.0 USD
= Fully Invoiced Contract 1 AU 351.70 USD
REQ/Guotation B.BE USD
PBurchase Requisition
\
SlEs Ditn a1 [Material @ Info Record ity N\ |0 [c|Delv Date [Nt Frica curr_ [Per o [Mati Group  [Pint Stor. Location |6
10 K AG Commitment Documents \WAU D 2008/04/15 3,934.00U5D |1 Al (Copy Machi.. Arts Commission  Arts Cormmm
\ UsD
usp
==

To verify all funds have been release
select environment>AC commitment Documents

usD
usp
usp
usD
usD
usD
usp

1] D] s B (K1) =5

KD
D ﬁﬁ ‘ Default Yalues | ‘ Addl Planning |
|E| Itern |1 [10] Blanket Encumberance E|| EE‘

KD

[ Ir. Receipt Invoicing Plan Tax Code

Final Invoice

Jurisd. Code 4107382300

[l GR-Bed IV

L[ Eca ¢y 1) B[ seeisecqapt [ NS |

Iz
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osing a PO - ME22N, cont.

SWEIS

South Carolina Enterprise Information System

=4
Purchase Order  Edit Goto  Environment Systern  Help

Ew

@ 00 naBPicae CHRER ODLODIER @B

Blanket PO 4600000583 Created by Linda Campbell

‘ Document Gversiew On H Dacument Overview Off ‘ I @

‘ﬂ Cancel ‘l@ Print Preview H Messages | @ Personal Setting

[ List of Documents in Accounting /] \7000053895 KEROX CORPORAT \ Dac. date 2008/04715
Documents in Accounting
Doc. Mumnb.. | Object type text Ld 1 AU 3,934 00 USD
4600000 unds Management doc o AU 0.00 UsD
4600000588 C: iiments | a au 0.00 USD
| 1A 351 .70 UsD
| 0.08 UsD
FO Quantity O__|C|Deliv. Date  |Met Price curr . |Per 0. |Matl Group  |PInt Stor. Location
Separate || Original document e 1AL D 2088/04/15 3,934.00U80 1 AU Copy Machi_ Arts Commission  Arts Commm
1T T NG e
L] | ‘ TED

Double Click on Funds Management Doc

usp

usp

usp

usD

usD

usD

usD

UsD

UsD

usp

[0]

[0

@ ‘ Default Values || Addl Planning |

\1 [10] Blanket Encumberance E\ EIE‘

ny. Receipt Invoicing Plan Tax Code
Final Invaice Jurisd. Code 4107902300

[ GR-Bsd ¥

b Eca oy 1o B sceisecqapt [ Mg |

L7
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Closing a PO - ME22N cont.

SWEIS

South Carolina Enterprise Information System

=g =)
List Edit Goto Views Seftings Systern  Help

@~ dH e@e SHR 900D IR @0

Document Journal

e &]=][¥ (2] [ 2[5 )0 | ]| ] e |

Document Journal

FM Area sco
Year Commitment tem 2008
Commitment tem

Funds Center

Fund

Layout

User EGTRUBE
Date/Time 2008/06/05 08:12:29

ReDocMo ‘I‘ Item|VT |Va|wpetem Iﬁmmpe M !Mps%ga py’mmﬂg% lﬁmt Itern Funds Center |Fund GIL Account |Funded Program |Fi Doc Nn|
.

4600000583 10 81 Purchase Or $40020000 |HAT0AOODTE 10010000 | S040020000 0100000000 000
a1 0zoo 10 2008/04125 351.70- 5040020000 |H910A00012 10010000 5040020000/0100.000000.000
a1 0100 10 2008/04114 3,934.00 5040020000 |HI10A0001Z 10010000 | S040020000|0100.000000.000

You can see by this screen that all funds have
been released from this Purchase Order.

Note: Since we are completing this PO through the
invoice and not deleting it, the funds are not returned to
the PR; therefore, you do not have to delete the PR
using this method.

b Ece i B sceisec yap | NS |

Lz
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Open Encumbrance Report S®EIS

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

@ The Business Warehouse Open Encumbrance
Report shows ALL open Encumbrances including:
— Open Purchase Orders
— Open Requisitions
— Parked FI documents
— Funds Block is being added

*Business Warehouse (BW) training is posted on the
SCEIS Website in uPeform.
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Completing Goods Receipts s
and Invoices SWEIS

@

Besides freeing up budget for unnecessary POs, it is
Important to post all goods receipts and invoices prior to
year-end.

Goods receipts posting allow invoices to be paid. If
goods receipts are not posted, payments cannot be
processed.

Invoices for goods and services received by June 30
should be paid in the current year, otherwise, new year
funds will be used for prior year expenditures and prior
year funds will lapse which may cause budget shortfall in
the new year.
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Creating Shopping Carts for FY 11
) =P SGEIS

South Carolina Enterprise Inform:

@ End users can begin creating shopping carts NOW for

FY 11.

@ If Account Assignment is known, Shopping Carts can
be created and placed on hold for future release by

checking “Future Fiscal Year Shoppin

Step 3 Complete and Order

Mame of Shopping Cart

Motes for Approval

Approval Preview

[order| | Hold | [ check|

To make it eazier to find the shopping cart later, enter a name for the shopping :

In the approval preview, you can =es who iz rezponzible for approval =hopping cart. ol
i [Fr10 office Suppli

Future Fizcal Year Shopping Ca [+

| Budgst

Cart”
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Lesson 3 Summary SGEIS

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

@ You should now be able to:
— Generate a list of open purchase orders (POs).
— Close purchase orders in the current fiscal year.

— Understand the importance of completing all goods
receipts by June 30" and invoice receipts by July 16™.

— Create Shopping Carts for FY 11.
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