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Supplier Relationship Management (SRM) 7.2

Delete a Purchase Order at the Header with an Asset Shell

Business Process Procedure

Purpose: Use this procedure to delete a purchase order (PO) that meets strict and specific
Header and Line Item criteria. The user must conduct thorough research of the PO in SRM. The
PO cannot contain any “Back-End Document Number” in SRM. “Back-End Document Number”
in SRM would be “Confirmation(s)” (Goods Receipt(s)), Invoice Receipt(s)....

This research can be done by reviewing the “Tracking” tab, Details for Item and “Related
Documents” tab of the Purchase Order. The following PO has two “Confirmations” (Goods
Receipts) documents. This PO would not be a good candidate for this business process
because all of the “Back-End Document Number(s)” would have to be reversed in order to
delete this PO at the Header.
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The following PO would be a good candidate for this process because it does not contain any
“Back-End Document Number” such as Confirmation(s) (Goods Receipt(s)), Invoice Receipt(s)
in SRM.
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Trigger: This procedure is to be used only when a Buyer has a PO that does not have any
Back-End Document Numbers in SRM such as “Confirmations” (Goods Receipts), or Invoice
Receipt(s). Reasons for deletion may be, but not limited to, the following:

e The wrong Transaction Type was selected when the PO was originally created

e The wrong vendor was selected when the PO was originally created

e The requestor no longer needs the material/service
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Process Considerations:

Depending on PO specific criteria, the “Delete” button may be found in “Display Purchase
Order” or “Change Purchase Order (Edit).”

When a POs Line Item(s) is deleted at the Header Level or at the Line Iltem Level, the PO’s
associated Shopping Cart will return to Perform Sourcing. Capture the Shopping Cart number
prior to deleting a PO at the Header.

Prior to deleting a PO, research to determine if this PO was created using an Asset Shell will
need to be completed. If an Asset Shell was used to create a PO the Asset Shell will need to be
removed prior to deleting the PO. For this example an Asset Shell will need to be removed prior
to deleting at PO at the Header.

Have a substitute account assignment (Cost Center, Fund Center, Functional Area, Fund, GL
Account/Commitment Item) available to replace the Asset Shell. You can use the cost center
information associated with the Asset Shell or any valid cost center.
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Steps to Delete a Purchase Order at the Header

1. Display the required Purchase Order, then click the “Edit” button at the top of the screen.
Then click the “Details” button.

Example 1
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2. Click the “Account Assignment” tab. Then highlight the Account Assignment line and click
the “Delete” button to remove the “Account Assignment Category” of “Asset” and asset
shell number in the “Assign Number” field.
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Example 2A indicates that the “Account Assignment Category” of “Asset” and the asset
shell number in the “ Assign Number” field have been removed.
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3. Click “Add Line” button and enter your account assignment information without the Asset
Shell as shown in Example 3. The Account Assignment Category will change to Cost
Center. At this point you can enter the cost center information associated with the Asset
Shell without actually using the Asset Shell itself. You will not be able to use the General
Ledger Account that was associated with your Asset Shell. You will need to use the search
criteria button to populate the General Ledger Account that is associated with the

) Display Purchase Order - SAP NetiWeaver Fortal - Windimws Internet Exploser
|=,v R LML SE oW E Al g atOn T Brget= mevur T A I F RO ot e T BB T T e B0 T e 2 AP re i | arget mpvu R IA R YIFE Jari4 30 X eb o0t ] Meite Stim o e S umess &
Change Purchase Order "
Dier [ Save | | [Prik Poeview | | [[Eheck || Cioke | Exzor || bmpert | Carcel || Park || Roisied Liks « ]
Purchase Ornder Mumbar S600TTI08T (Change Varsiss]  Purchase Order Type SCHS Staedwd B0 Stafss bbrotess  Docament Dele 08700014 Total Value (Groas) 184400 150 Smart Number Suppliar. {0 SUSL Y FACLITES WARTENANG
Ouarew | Hosder | Wema | Woles and AMachmests | Agprval | Treckng
(v ham Sy O
T B e T—— e— T [ Fier S
T Liné Nembar Deieted | Bem Type | GemlusBer | Product @ Descrgtion Prodect Calegory | Custtly | Unll | Cumency Per | NetPrice  Opion Type | Ocder Tyge | Coadten  Upten Slatul | Devery Dile | Accoudt Assgnment Tyse | ACiourt ASSQNMent uster
st Vet 1 Hestess, Eeciic Punedor Wl Typei o 03153 tea s T 520001 Coat Cester
0
Total Vaun ety | 120000 | USD
Todsd Tax 14400 uso
Totsl Value (Gross) 15400 uso
Ganeral Cuta Pricas and Cosdess o nsk | vetes and Altachmerts. Mgl e Fates Doty ¥ Paymatt
Gaabibon Ficeisge ][ Ou | Aaa Loa] oo Pt ] sl e | [ Gk i | G A | i st
Number | Accounting Line Mamba Parcenage | 2 Atcount Descrptien |m ~
10808 Caont Cacker - ENTER 0
Gararal Ledgar Accownt
FEOBADEOOS 5820032000

Revised June 2, 2015 6




Examp

le 3A

(&) Display Purchase Oré = et E»
7 hittps/ sapumaas se.gov Wy poralTNangation T srget= muvurliEA SIF R

shows f

Purchase Oeder Bumber 48003513587 (Change Version) Pusrchase Order Type  SCES Standans PG

4500313047 in comect

Statws s Process

oaa) 104400 5D Senart lumber Supplior I SUPRLY EACLITES MANTENANCE

| o | (e | hnc [ o e e v P it o} ol

Tarlal Vakue {Hed)
Teaw Tax
Total Value [Gross)

| v wommcnes | Appootteos | AesscOourers | Dewey |

fon [Percentege

= s ] Soaiow J[ Copy T Puste ] Euptcans | S i)

Revised June 2, 2015




4. Click the “Check” button. If not hard stop errors, click “Order” button. The status will
change to Awaiting Approval. Click the Refresh icon until your document is in “Ordered”
status.
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5. Click the “Delete” button at the top of the screen as shown below. Do not place the PO in
“Edit” (Change Purchase Order) as the Delete button will not be displayed for selection.
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6. As shown in Example 6, the screen will display a pop-up message asking, “Delete the
purchase order?” Click the “Yes” button.

Example 6
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7. The screen the then display a pop-up message indicating that the purchase order was
deleted as shown in Example 7. Click the “Close” button.

Example 7
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8. Refresh the PO. The status will show “Deleted” as indicated in Example 8. Notice the
Status of the PO equals “Deleted.” With this procedure the line items do not receive a red X
in the “ Deleted” column of the “Item Overview.”
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Note: The entire PO will be deleted and the shopping cart associated with the PO will return to
Perform Sourcing in order to be resourced or rejected.

e The wrong Transaction Type was selected - Resourced

e The wrong vendor was selected - Resourced

e The requestor no longer needs the item - Reject

To verify that the Shopping Cart is available for sourcing:

Go to the “Purchasing” folder.

Click “Purchasing” in the Navigation Pane.

Click “Perform Sourcing” under “Central Function.”

Enter the shopping cart number in the “Number of Requisition” field.

Click the “Search” button. The shopping cart number will display in the “Requisition/ltem
Number” column of the search results.

arwdE
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To verify in ECC that the purchase order was deleted and the funds unencumbered,

follow the steps below:

1. Click the “ME23N" Folder.

=

ME23N

2. Click the “Other Purchase Order” button.

| Other Purchase Order |

3. Inthe “PO” text box, enter the PO Number.

(= Select Document
PO |

4. Press “Enter” on your keyboard. The Header Status will show 0.00 for all items.
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£ Not Yet Sent Delivered g FT 0.08 USD
B Not Delivered Still to deliv. B FT 0.08 USD
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Down paymis 0.08 USD
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Deliverylinvoice | Conditions | Texts | Address | Communication  Parners  Additional Data  Org.Data PP Payment Processing
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Down paymts 0.00 USD
HE Jm [ | [materal Short Text |Po Quantity [o.. [ Ipeliv. Date [t Price lcurr... [Per 0. Mati Group  [Pint Stor. Location [Bat
E%1 K Heaters, Electric (Panel or 1EA |DB5/20/2014 1,800 68/USD 1 EA Heat Electric Budget & Control Bt =l
L | |

Note: The user will need to have the FM Display role in order to verify that the funds have been
unencumbered using the following process.

1. Click the “Menu” | button, and from the drop-down list select “Environment.”

2. Then select “AC Commitment Documents.”
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Funds Management doc

3. Double-click on Object Text Type “Funds Management.”

4. The FM Document Journal will display. The funds for each line should show $0.00.

| bocument Journal
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Document Journal
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Year Commitment ltem 2014
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Funds Center
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Layout /FM PUR REQ
User AMY55848
Date/Time 05/20/2014 10:21:43
altype text f\/T \FM pstgd.  |RefDocNo \‘\t LAmwne hmounttyne =Pymt Bdgt |‘V \GiLAccount Funds Cen... [Func. Area |[Fund Grant Funds center name lf‘ item n. Nendur CostCtr  |Pmit D
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Purchase Orders |51 05/20/2014 4800333087 0150 Change 1,944.00- 5030010000 FO30JB0040 FO30_JBOO 30670000 NOT RELEVANTOGS-FM Horticulture OFFICE SUPPLIES 7000090122
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Purchase Orders |51 05/20/2014 4600333087 0650 Reassignment Receiver 1,944.00 5030010000 FO30JB0040 FO30_JB0O |30670000 NOT RELEVANTOGS-FM Horticulture OFFICE SUPPLIES 7000090122
1 " 0.00
0.00 2014
= 0.00

You have successfully deleted a purchase order and verified that the funds have been
unencumbered.

Example of PO that Cannot be Deleted at the Header

The following PO has two “Back-End Document Number(s)” or “Confirmations” (Goods
Receipts) documents and cannot be deleted at the Header. To delete this PO, the two
Confirmations (Goods Receipts) would have to be reversed.
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