Weekly Update
May 27, 2015

Subject: How 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.

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

Example 1

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

Shopping Cart Monitor Home SRM Administration Employee Self-Services Purchasing Goods Receipt (MIGO) RFx and Auctions ME23N Replicate Contracts ME2N
Overview Reports Service Map
Purchasing > Overview > Purchasing
Wiork Overview

Purchasing Active Queries

Sourcing Shopping Carts  All(0) Saved (0) Awating Approval (0) Public Templates (0} Rec ttems {0} POWVL Refresh saved (0}

Purchase Orders ) Saved (0) Awaiting Approval (28) Reiected (7) Ordered (775} Cenfirmations pending (0}
Purchase Order Ri 41l (0) Rejected by Supplier (0) Partially Confirmed (0} Unconfirmed Orders (0 Mariance in Response (0) Confirmed by supplier (0} Noted By Supplier (0)

- Services Confirmations Al (0) Saved (0) Awaiting Approval (0} Approved (0} Rejected (0} Deleted (0} Confirmations for Team Carts (0}

Invoice Processing

Document Qutput Last 7 Davs (0)
Advanced Search

Create Documents Shopping Carts - All

Step 3

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

1. Status: Inthis 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 |

Number: B[] o[ 1 ®

Purchass Order Mamse: | |

Item Drescription: | |

Status: | [+

Timeframs:
Ordered

Creation Date: Ta |:|EI =

Awaiting Approval

>

Purchasing Organization: Release Rejected
Purchasing Group: & | Saved To o
Suppliar: Deleted
Owtstanding Confirmations
tor:
Requestor Qutstanding Invoices
Prefersd Supplier: Transfer Failed “
Goods Recipient: Confirmed by Supplier

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

Active Queries

Shopping Carts All (0} Saved (00 Awaiting Approval (0} Public Templates (07 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} Noted By Supplier (0}
Confirmations Al (0} Saved (0} Awaiting Approval (0} Approved (0} Rejected (0} Deleted (00 Confirmations for Team Carts (0}
Document Qutput Last7 Davs (0}

Purchase Orders - All

| ~ Hide Quick Criteria Mai nce |

Mumber: |:| To I:l ®

Purchase Order Name: | |

ltem Drescription: | |

Iml [Transfer Failed ~|
Timeframe: :l
ICreatinn Date:l [ [o7/01/2014 To [05M972015 =
Purchasing Organization: 3
IPurchasing Gruup:l [ [0 50015746 To =
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: > I:l To I:l =

Purchase Order Name:

tem Description:

| status:| [Transfer Failed -]
Timeframe: [ -
Ereatinn Date:l [l To o
Purchasing Organization:
[Furchasing Group:] [ To 2
Supplier:

Requestor:
Preferred Supplier:
Goods Recipient:

Product Category: |

Including Product Category Hierarchy:

Product ID: ]

Supplier Product Number:

Account Assignment Category:

Account Assignment Value:

&

_DH ___D_
!!!! !!!!

[ ® =

Delivery Date:
Company:
Contract Number:
Location:

Requirement Number:
Only with Change Version:

Smart Number:

Apply | Clear

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.

Crange Quary Defed Naw Qe ERZGnminy

Wustgr: O T &
Purchase Ordes Hame
e Deacripton
| stots Transter Faiad -]

Tessrae -

| Croscon core. B8 7012015 T bz 0 | &
Pucrasing Orgarastes [a ]

Puctaseg croup [0 0 5001574 o ] 16 [OS00170 ||

Suopler

Bacmator

Preferred Suppher

Gasds Recpns

Product Category: [n ]

Incisting Product Calegory Hisrarchy:
Produst © [m]
Suzpher Produc Humter
AEsml Assgnnen Cagery
Acoant Assigameant Ve
Dabesry Dwte L] T |« S
Company. [u]
Contract Huster 2
Locaton: [u]
Fequrement liumear
sy with Change Varmas
St o
Lispprly || Conar |
| Vaw [[Suncwevew] = . Rafresh Expoc v &
0| Purchass nder Nember | Parcrane Graer viame [ B N st Svppie lame Total Vaon | Currency
L= Tigtin 015 Be81e -1 [T m Frecess | TAPYH ETS0000 | UED
Tagtn 014 Sivte Ko.18 Ermer i Bracess Tarn 6500008 w0
Tonar for Bwewe Gray 08132014

HE Carvoioe DBEA Errer i Process MARAGEDPRINT N 000 USD
S Caruge URLseRs Ervee m Pracess MARAGECPRINT NC 000 LSO

oo -

Tomer for Beane Gray 08132014
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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

—
Edit Print Preyi £ Check || Ch Export || Delet: Related Links

4 Edit || Tin rewew|||| eck || Ciose |[ Export |[ Delete || Rela inks |

Purchase Order NumberM 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

w ltem Owverview

| Details || Add tem || Copy || Paste || Duplicate || Delete || Undelete | | | Propose Sources of Supply || Add Condition || Remove Condition || Exercise Option | | | Order as 2i|'ec,l|'ale|'\a|| |
5 | Line Number Deleted ltem Type ftem Number Product ID Description Product Category Quantity Unit | Currency Per | Net Price Option Type O
] -2 Material 1 IcD-10 25800 14604550 EA  USD 1 1.00
l:‘ = 2 Material s ICD-10 S5800 528,054.50 EA uso 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:Annual budget exceeded by 158,3587.70 USD (FM PB Availability Control) for document item 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 Status Errorin Process 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 —
Status:  [Transfer Failed -
Tretome [ ]
Creaton Date: [l [01.07.2014 1o [fa052015 o

Purchasing Organization
Purchasing Group: To =
Supplier:

Requestor:

Preferred Supplir.

Goods Recipient

Product Category:

Incluging Product Category Hierarchy:

Product ID:

Supplier Product Number.

Aceount Category:
Account Assignment Value: ]
Delivery Date: Lo
Company:

Contract Number:
Location:

Requirement Number:

Only with Change Version

Smart Number:

‘ View: |[Standard View] | Refresh Exports

& Purchase Order Number Purchase Order Name ttem Number tiem Name Status. Supplier Name Total Value = Currency

| | 80038871 Tapfin ICD-10 97314 1 1CD-10 Error in Process TAPFIN 675,000.00  USD

|| <oo0se871 Tapfin ICD-10 8/B/14. 2 1CD-10 Error in Process TAPFIN 675,000.00  USD
4600362297 Toner for Renee Gray 08132014 1 HP Cartridge CB436A Error in Process MANAGEDPRINT INC. 480.00  USD
4600362287 Toner for Renee Gray 08132014 2 HP Cartridge MPS9494 MANAGEDPRINT INC 480.00 USD
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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 || ciose |[ Export |[ Delete |[ Related Links «

/M, Address data has changed - Display Help

Purchase Order Type SCEIS Standard PO

Purchase Order Hu rnber-

Overview |’ Header © Htems - Motes and Attachments

Approval

Tracking

Document Date 08/13/2014 Total Value (Gross) 518.40 USD

General Header Data
Smart Number: | Toner for Renee Gray 0813201

["] Smart Number is External

Purchase Order Number: | 45003862257

Supplier: * | 7000064751 MANAGEDPRINT INC

Requester: * |21834 X OLANDA RICHARDSON

Recipient: | 21834 Y OLANDA 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

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

telephone number is (843) 381-8260, ext. 164.

Internal Note: |For questions regarding this PO, please contact

Veronica Richardson at (843) 381-8260.

Total Value (Net): 480.00| |(USD
w ltem Overview
[ Detais || Add tem . |[ Copy ][ Paste || Duplicate |[ Delete | Undelete | | [ Propose Sources of Supply || Add Condition 4 || Remove Condition . || Exercise Option | || [ Order as Direct Material | || [ Prd
5 | Line Number Deleted ltem Type ftem Number Product ID Description Product Category Quantity Unit | Currency | Per | NetPrice Option Type Oy
|_| = 1 Material 1 HP Cartridge CB438A 20772 6.00 EA uso 1 50.00
I:‘ = 2 Material 2 HP Cartridge MP53494 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 4 |

o Back-End Error:Purchase order still contains faulty tems

(@) Back-End Error:Sum of amounts 84.78 less than total amount 180.00

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

Purchase Order Humber 4800352297 Purchase Order Type SCEIS Standard PO

Document Date 08/13/2014 Total Value (Gross) 518.40 USD

Purchasing Organization: * |SCEIS Purchasing Organization

* |HHS - Leon Hines

Purchasing Group: Show Members

Overview |’ Header © Htems | Motes and Attachments ©  Approval | Tracking
General Header Data Mote to Supplier: |Please deliver to the attention of Renee Gray. The
Smart Mumber: |Toner for Rense Gray 0813201 telephone number is (843) 381-8260, ext. 164.
["] Smart Number is External
Purcherse sty Numiber 8 (HE000E229/) Internal Note: |For questions regarding this PO, please contact
Supplier: * | 7000064751 MANAGEDPRINT INC “feronica Richardson at (843) 381-8260.

Requester: * |21834 YOLANDA RICHARDSON
Recipient. |21834 Y OLANDA RICHARDSON
Location: | 10032 Department of Health & Human Services

Ship-To Address: |94 Dept Health & Human Services

Total Value (Net): 480.00| USD
Default Sett Set Values
w ltem Overview
[ Detais |[ Add tem . ][ Copy ][ Paste |[ Duplicate || Delete ][ Undelete | || [ Propose Sources of Supply ][ Add Condition 4 ][ Remove Condition 4 || Exercise Option | | [ Order as Direct Material | | [ Pro
5y Line Number Deleted ltem Type: ttem Mumber Product ID Description Product Category Quantity Unit | Currency Per | MetPrice | Option Type Order
= 1 Material 1 HP Cartridge CB4384 20772 6.00 EA usD 1 50.00
- 2 I Material 2 HP Cartridge MPS89434 20772 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] 4600362297 |  Purchase Order Type SCEIS Standard PO | Status Error in Pmcassl DocumentDate 08/122014  Total Value (Gross) $18.40USD  Smart Number Supplier MANAGEDPRINT INC
Overview | Header ' Items }' Notes and Attachments | Approval | Tracking
Add kem Paste |[ Duplicate ][ Delete |[ Undelete | | [ Propose Sources of Supply ][ Add Conditien || Remove Condition ion | || [ Order as Direct Material | || [ Process All kems
7| Line Number | Deleted | RemType | kemNumber | Productld | Description Product Category | Quantty | Unt | Currency | Per | NetPrice | OptionType | OrderType | Condition | Option Status | DeliveryDate | Account Assignment Type|
-1 waterial 1 HP Cartridge CB436A 20772 600EA USD 1 50.00 08182014 Mutiple
-z Material 2 HP Cartridge MPSS48A 20772 6O0EA  USD 1 30.00 os/1siz014 Mutiple
4
[4] + Details for Item 2 HP Cartridge MP5349A
General Data Prices and Condtions ' Account Assignment | Notes and Attachments Approval Preview Related Documents Defivery Extended PO History User-Specified Status Subcontracting P
Order as Direct Wateria
Add Line | Copy |{ Paste |{ Dupicate || Delete n || Change All kems
Accounting Line Number Value | Account Assignment Category Assign Humber Account Assignment Description General Ledger Account General Ledger Description Business Area
378 Cost Center J020E00004 Eiig & Enroll 4 5030060000 DATA PROCESS SUPP 1020
£1.00 Cost Center J020E00004 Elig & Enroll 4 5030060000 DATA PROCESS SUPP 1020
14.22 Cost Center J020E00004 Elig & Enrol 4 5030060000 DATA PROCESS SUPP 1020
£1.00 Cost Center 1020E00004 Elig & Enrol 4 5030060000 DATA PROCESS SUPP 1020

In summary, after the PO is in Display mode, select the “Check”

message(s).

button to see the error

Display Purchase Order

[ #Edit| | [Print Preview | | |1 [ check || ciose |[ Export || Delete || Related Links 4

& Address data has changed - Display Help

Purchase Order Number 4500362297

Purchase Order Type SCEIS Standard PO

Ouerviewl‘ Header | Hems | MNotes and Aftachments -  Approval  Tracking

Status Errorin Process Document Date 08/13/2014

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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