South Carolina Enterprise Information System

SRM 7.2 Purchasing Process

Exercise 3

Create a Blanket Purchase Order
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Exercise 3: Create a ZBLT Blanket PO

1. Log into SRM,

2. Click Purchasing folder across the top of the screen.

3. Click Purchasing in the blue menu bar on the left-hand side.

4. Scroll to the bottom of the blue menu bar, click Perform Sourcing.

5. Use drop-down menu of the delivery date range field to select In 90 Days
(Delivery Date Range is the suggested method to locate a broader range of
Shopping Carts/Requisitions).

6. Click yellow Search button to display approved Shopping
Carts/Requisitions/Item numbers.

7. Highlight the line of the Requisition you want to source by clicking the grey
box parallel to the Requisition/Item Number.

8. Click Next.
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Assign Sources of Supply: Step 1 (Select Requisition)
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I* AN 2 3 4 . -
Select Requisition Assign Sowces of Supply (Mo tems) Review Drafts (No fems) Summary Screen (No Documents)
......... Lh s it
Requester [m) External Requirement
Purchasing Organization ] Account Assignment Category. -
Purchasing Group [w] Account Assignment Number (m)
Prionty - Intended for Grouping: ||
Dedivery Date Range: | In 90 Days ‘ - Include Locked Bems.
Detvery Date. 06272075 ey rrwirewron 05
[Searh]
[ Select Al | Expand pse P Hige finate Oul All Calegones = | | [ Refect tems.
4 Requisition / iem Mumber | Description Calegory | Priority | Quantity | Unit = Requestar Dedvery Date | Supplier Number  Supplier Name: Contract | Info Record | Ma)
= 20004874612 CONTROLLER TRAFFIC 2070L MASTER 55088 10 EA RFCUSER 08302013 7000026819 WALKE OTHERS INC
= 20004874651 Interpreter Senices (Foreign Language, 06146 1200 HR  AMYLEWIS 08272013 TO00000458
* 200048746711 Interpreter Services (Foreign Language. S6146 1200 HR AMYLEWIS OBR272013 7000000458
= 20004374681 Interpreter Senices (Foreign Language. 26146 1200 HR AMYLEWIS 082772013 7000000458
» 200048748901 Interpreter Sennces (Foresgn Language, 96146 1200 HR AMYLEWIS 08272013 7000000458
= 20004874700 Interpreter Senvices (Foreign Language: G146 1200 HR AMYLEWIS O0R2772013 TOOOO00458 ¥
= 20004874711 Interprater Senices (Foreign Language, 96146 1200 HR AMYLEWIS 08272013 TO00000458 RBGB TERPWORKS
* 20004874721 Interpreter Services (Foreign Language. 96146 1200 HR  AMYLEWIS OBR272013 7000000458 BGH TERPWORKS
= 20004874731 Interprater Senices (Foreign Language, 5146 1200 HR AMYLEWIS 08272013 TOOO000458 RGB TERPWORKS
200048747411 Iterpreter Senaces (Foregn Language, 96146 1200 HR | AMYLEWIS 08272013 7000000458 RGH TERPWORKS -
4 »
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9. Click Create Draft. Using the drop-down, select Purchase Order (this
automatically takes you to step 3).
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Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))

{4 Prevous || Nen ] | [ Save || Cose | 0.
- 1 e AL L -
Selec! Requisition Assign Sources of Supply | 1 tems) Review Drafls (Mo Bams) Sumemnary Screen (No Documents)

[ Select Al | Expand Al || Collapse A1 | Change || Refiesh | | [ Propose Sources of Supply 4 || Create Drafi + | | | Replace hem with Catalog tem || Uredo Replacement | | [ Remove | | | Assign to My Purchasing Group |

it9| Requisition / tem Number | Document Name  Docurnent Nurmber | Draft Type | em Numb Rex miber | Configurabie Bem Number | Desciption Varianl = Calegory DERBI]‘IIII‘
20004674591 Cotac Interpreter Senvices (Foreign Language, Interpretar: Foreign
Purchase Order |

Auction

10. In Draft Name field, change the name to PO Exercise 3. In the Transaction
Type field, use the drop down menu to select ZBLT Blanket PO. Click
Process Selected Drafts. NOTE: Once the Transaction Type has been
selected it cannot be changed. If the PO type needs to be changed after
creation, the PO must be deleted and a new PO issued.
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Assign of ly: Step 3 (Review Drafts ( 1 Items))
|4 Previous | Next b | | Process Al Diafts || Close | Process Selected Drafls || Edit Selecled Crafts 0.
I+ 1 2 3 4 -
Select Requsiion Assign Sources of Supply (No lems) Review Drafts [ 1 ltems] Summary Screen (No Documents)
Review and adust the drats and process a Hide Cuick Help
w Created Drafts E
| Change Sekecled Drafl To s || Remove Satlings
¥y Drah Hame Draft Type Supplier Number Supper Teansachon Type
HOW TO CREATE A BLANKET PO Purchase Order TO00000458 RGB TERPWORKS 5
HB ' Da Nt Use-Standard
ZAUC  Auction PO
ZBEM . Blarket Emesgency
ZBEX  Blarket Exemption
ZBLT . Blanket PO
ZBPO | Blanket Agreement PO
||| Detas of T ZBSS  Blavke i Source
- ZCAP ' Capital 5 PO
| Remowe | Expared A | Codapse A | ZCMS - Case Management PO
L =] i C Descriphon Cabegory | Cuantity | Unil | Suppher Number | Suppler Rame | Info Record | F ZEMR - Emergency PO -
™7 = 00048748711 Iterpreder Sendces (Foregn Langiage, 96146 1200 W 12500 12500 UsSD
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11. You will receive red hard stop error to remind you to change your quantity and
price for all Blanket POs. Click the hyperlink to open the PO in a new window.
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& Wips) N T 443ab 278 e 0%0accl | TH30bAcAExec - Windows Intemet Explarer e e
Summary Screen: Step 4 (Summary Screen 1 Documents)
|8 Previous || new b | Reﬂem_Jl Close | 'EE
s For Blanket Agreement PO enter total value of kne item in PO QUANTITY =
@ ana 1 inNET PRICE fied
& Defvery date not possible; check your entry
Purchase order 4600217198 HOW TO CREATE A BLANKET PO has been created -
I+ 1 2 3 4 -
Sedect Requisition Assign Sources of Supply (No Rems) Review Drafts (No lems) Summary Screen 1 Documents
Created Objects
Setings
_%_j Document Numbes Dacument Type Descriphion Status. Supplier Humber Supplier Name Total Valse | Currency
| 450 t Purchase Order HOW TO CREATE A BLANKET PO Saved TOO0OD045E RGB TERPWORKS 1500000 USD
4 hip g LEE D c2&Prey - Windows Intemnet Explorer
Display Purchase Order: 4600217199
# Edit | | | Pont Preview | | [%] | [ Gheck || Glose |[ Copy || Export || Delete || Related Links | 94
Number 4600217199 Smart Number HOW TO CREATE A BLANKET AGREEMENT PO Type Blanket Agreement PO Status Saved Created On 08282013

Total Value (Gross) 1620000 USD

Supplier RGE TERPWORKS

Purchasing Organzabon: *  SCEIS Purchasing Organization

Purchasing Group: *  Comptroller General Office:
Total Value (Met): 15.000.00 USD
Set Values
w hem Overview
| Details | A [ Cooy |

Show Members

" Overview | Header | fems | Notesand Attachments | Approval | Tracking
General Header Data Note 10 Suppber. =
Smart Nurmber. |HOW TO GREATE A BLANKE
| Sman Number is External
Purchase Order Number. | 4800217199 Intemal Nete:

Supplier * | 7000000458 REGE TERPWORKS

Requester: * 30348 Ms. AMY LEWIS
Recipient. 30348 Ms. AMY LEWIS

Locaton 33853 SC First Steps
Ship-To Address: |94 SCEIS Root
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13. Click Items tab, select the line item to update, and click Details.

[ Detaits || Add Hem 4 || Copy || Paste || Dupicate || Detete || Undes:

Ty Line Number

-1

Matedal 1

Dedeted  bem Type | Bem Number | Product D | Description
Interpreter Senices (Foreign Language, 96146

| | Propose Sources of Supply !{ Add Condition « | Remove Condition 4 || L

1200 HR

Product Category | Quantity | Unit = Currency  Per | NetPrice  Option Type
usp 1

12500

14. Scroll down to update the Quantity/Unit field and the Gross Price/Per field.
The Quantity/Unit field equals the total dollar value of the PO. The Gross
Price/Per field is $1.00. If the total value of the Purchase Order includes tax
change the Tax Code/Amount from AP Sales Tax to Tax Exempt.

? - e oaa7 e G e
=1
Edit Purchase Order: 4600217199
Read Only || Order || Save | | [ Frnt Prevew | | [ Check [ Close || Export || impont || Park || Delete || Related Links 4 | 04
Number 4800217199 Smart Number HOW TO CREATE A BLANKET AGREEMENT PO Type Blanket Agreement PO Status  Saved Created On  08/28/2013
Total Value (Gross) 16,200.00 USD Suppller RGE TERPWORKS
Overiew | Header '71&?.‘;] Notes and Altachmenis Approval Tracking
¥ llem Overvien =

Order Type  Condi

Prev - Windows Internet Explorer

e
Edit Purchase Order: 4600217199
| Read Onty || Order || Save | | | Print Preview | | | Cheek || Close || Export || Import || Park || Detete || Relaed Links 4 | 0.
Number 4600217199 Smart Number HOW TO CREATE A BLANKET AGREEMENT PO Type Blanket Agreement PO Status Saved Created On (OB2872013
Total Value (Groas) 16200 00 USD Supplisr RCB TERPWORKS
Oversew | Header | "Mems | MNolesandAltachments | Approwal | Trackmg
tem Number: 1 Quantity [ Unit: R AL ) O HR*
Rem Type:  Material Gross Price ] Per: 100 UsSD 1| HR
Description. Inerpreler Senaces {(Foreign Language et Vale: 15,000.00) LD
r—=r : 12500 UsD
Product Category: | 96146 | interpreter: Foreign Language Hearing Impaired elc ek Price: -
4 0.00
Catakig Guaranteed Purch. Value:
Contract | Hem [m 50 Not to Exceed Price: ||
_ - Mot Separately Priced: | |
Comgiete lem on Saving: Mo =
Incremertal Funding Active: | |
Further Properties Tax Code/ Amount. |TATP Sakes Tax -
Manufacturer Part Number:
Service and Delivery
EO L I SR Delvery Date: 06212013 [
Subcontractng | | Tolkerance Group. [
UnderdeliveryiOverdelivery Tolerance: 000] 8%/ 000|% [ ] Unimited
Detail | Slorage Location |,
Acceplance at Ongin: ||
Status and Statistics
Bem Deleled. No -
4 *
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15. Click on Header tab, enter today’s date in the Start of validity field and one
year from today’s date in the To field.

73b847

c2&Prey - Windows Internet Explorer

Edit Purchase Order: 4600217199
[ Read Ony || Order || Save | | | Print Preview | | | Check || Close || Expont | impon || Park || Delete || Related Links .« |

Number 4600217199 Smart Number HOW TO CREATE A BLANKET AGREEMENT PO
Total Value (Gross) 16,200.00 USD Suppller RGEH TERPWORKS

Overvew ‘W} fems | Trackng

Notes and Attachments | Approval
| GeneralData  NolesandAiachmeni  Oulpd  Budoel  Document Tolals  Extended PO History

Type Blanket Agreement PO

Status Saved

Payment  User-Specified Status

Created On 08/28/2013

Purchasing Orgamzabion: _SGLIS Purchasing Orgardzation [

Purchasing Group, | Complrolier General Oce 9] Shiow Members

Paosting Period: * 002
Start of validity * 08262013 [
T Parked
To. * | 082772015 [
E Cancefled. ||
Closeout Status: | None
Selechve Releagse Slatlus.
s | 1 Fiter Setings
Funchion Murmiber Name Phene Number
= Requester 30348 AMY LEWIS
* Vendor TO0000045E RGB TERFWORKS (B03) 837-8157
= Sendce Agent

»  Goods Recipient 30348 AMY LEWIS
«  Ship-To Address a4 SCEIS Root (803) 734-5011
= Location 13853 S0 First Sleps

Dacument Diate:

FM Pasting Date: *

OAPA2013 -

08282013 [

16. After all updates are complete, click Order. Click Refresh to change your
Status from Awaiting Approval to Ordered.

Edit Purchase Order: 4600217199

[ Read Ony || Order | Save | | [ Prnt Preview | | [ Check [ Clase || Export | impod |[ Park || Delete || Related Links 4 |

@ Purchase order HOW TO CREATE A BLANKET AGREEMENT PO with document number 4600217199 1s comed

Number 4E00217199 Smart Number HOW TO CREATE A BLANKET AGREEMENT PO

Type Bkt Agroement PO
Total Value (Gross) 1620000 USD  Supplier RGE TERPWORKS

overiew - “Fiasder'|  tems Notes and Aftachments: Approval Tracking
General Data  Notes and Attachmnent  Outpef Budget | Document Totaks mmm

Status  Saved

Paymen User-Speciied Stahes

Created On 0BRE2013

SIAM Of VABOITY, - [Wvaevau i 1)

Fiber Semsngs

Parked
To * [ 06272015 ) =
Canceled
Closeou Stats:  None
Selecive Release Statis
Funchion b Nz Phone Number
*  Requester 30348 AMY LEWES
- Vendor TOO0000458 BB TERFPWORICS {B03) B3T-8157
= Semice Agent
« Goods Reapient 30348
= Ship.To Address o4 {BO3) 7345011
* Locahon 33853
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17. Click Close to close the Purchase Order window.

@ hp SCGOY i e 730847 c2&Prey - Windows Intemnet Explorer

Display Purchase Order: 4600217199
# Edi | | | PrntPreview | | [%] | [ Check | Glose || Copy || Compiete || Export || Delete || Related Links « | 94

Number 4600217199 Smart Number HOW TO CREATE A BLANKET AGREEMENT PO Type Blanket Agreement PO Status Ordered Created On 08282013
Total Value (Gross) 16,200 00 USD Supplier ROE TERPWORKS

“Overview | Header | flems | Nolesand Aachments | Approval | Tracking

General Header Data Note to Suppiler
Smart Number. | HOW TO CREATE A BLANKE

| Sman Number is External

Puschase Order Number 4600217199

Intermal Note:
Supplier * 7000000458 RGB TERPWORKS
Requester: * 30348 Ms. AMY LEWIS
Recipient. 30348 Ms AMY LEWIS
Location * 33853 SC Fisst Slegrs
Ship-To Address: |94 SCEIS Root
Purchasing Organzabon: *  SCEIS Purchasing Organization
Purchasing Group: *  Comptroller General Office: Show Members
Total Value (Met): 15.000.00 USD
Set Values
W hem Ovenaew
[ Detaib | Ak e Copy ] 117 Orcor s Direct Mt [ ~

18. Click Close to close the Sourcing window.

w ; e v on Tl -rar TR LT B2acH JaE 2 A e Da0eeet 1 ToBn s ines - Wirdows Biemet Liorer ==
Summary Screen: Step 4 ( ¥ Screen 1
4 Puomes | ey ||| Rt | Gioss |
DD For Dokt Acreemect PO enter otal vabie of ine term i P GLANTITY =
) o+ in HET PRCE faid
£y Deivery date ot prssible; chack your entry -
" 1 2 £l 4 -y
Eeled Reguston Assgn Sowrces of Supply [No Bems| .
Created Otjects
somng
Ty Docwnert Murber Lracument Typa Lestnpoon IR BUpEICT Mo gt kama Total Vame | Canency
[ apotives PucseOrer  HOW TO CREATE A BLANKET AGREEMENT PO Saved  TO0O0O4EE P TERPWORKS 1500000 USD
| T—

Blanket PO Created:
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