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Welcome and Introductions ScEIS

Welcome to SCEIS Purchasing Process PR215

D

Introductions

D

Sign-in sheet

D

Restrooms

D

Breaks

D

Parking Lot

D

Complete course evaluation at end of class



Classroom Logistics SWEIS

@ Classroom etiquette
— Cell phones off/silence

— No side conversations
@ Feel free to ask questions

@ No emall or internet usage during class
except at breaks



Course Agenda SWEIS

@ Lesson 1: Navigation in Supplier Relationship
Management (SRM) 7.2

@ Lesson 2: Transaction Types and Document
Numbers in SRM

@ Lesson 3: Redistribute Workload

@ Lesson 4: Create a Standard Purchase Order
(PO)



Course Agenda

Bath Cavgieg Erspnes indcemnbon Gyetom

@ Lesson 5: Create a Blanket Purchase

Agreement and Blan
@ Lesson 6: Create a

@ Lesson 7: Additions

ket PO

-ramework Purchase Order

to a Purchase Order

@ Lesson 8: Edit a Purchase Order



Course Agenda SWEIS

@ Lesson 9: Manage No Further Confirmations and
No Further Invoice

@ Lesson 10: Print a Purchase Order

@ Lesson 11 : Create a Standard Purchase Order
with Retention at the Header and/or Line ltem

@ Lesson 12: Create an Inventory Purchase Order



Course Learning Objectives SWEIS

@ Upon completion of this course, you should be
able to:

— Navigate in SRM 7.2 and understand key terms and
concepts

— Understand the SCEIS SRM 7.2 purchasing process
— Create various PO Transaction Types

— Redistribute Workload

— Make additions to and edit a PO



Course Learning Objectives cont.  SWEIS

@ Upon completion of this course, you should be
able to:

— Printa PO
— Understand Extended PO History
— Create a PO with “Retention”

— Understand the Inventory PO Replenishment Process



SWEIS

South Carolina Enterprise Information System
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Lesson 1 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Understand the procurement process in SCEIS SRM
— Define SRM 7.2 PO Key Terms and Concepts

— Log onto SRM using the portal

— Navigate in SRM using the portal

— Define the commonly used tool bar buttons

— Change the “Settings” in step 1
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Procurement Process in SCEIS

SRM 7.2 SWEIS

Create Approve Create

Shopping Cart Shopping Cart Purchase Create C%oods }

Receipt
(SRM) (SRM) Order (PO) Follow (ECC)
(SRM) o Create

Solicitat
CHEEEOR Contract or

Process
(SRM) PO (SRM)
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SRM Key Terms and Concepts SWEIS

Supplier Relationship An SAP module that facilitates the full cycle of

Management (SRM)

Portal

Perform Sourcing

Personalized Object
Work List (POWL)

Active Queries

procurement processes within agencies, and
between agencies and suppliers.

Web-based interface by which users access
Supplier Relationship Management (SRM) 7.2.

Transactional process to select and source
requests to purchase.

A new feature in SRM 7.2, the POWL serves as
home base for SRM users. It contains Active
Queries, Quick Criteria Maintenance and document
history allowing users to view detailed information
about a Shopping Cart at a glance and “check
status” of a Shopping Cart.

A predefined list of procurement documents
accessible to the user.

12



SRM Key Terms and Concepts SWEIS

Quick Criteria
Maintenance

Match Code

Transaction Type

RFx

A method to filter your inbox and task lists in SRM
7.2.

An icon that launches a search for valid values for a
particular field.

Dropdown of PO types which control the number
ranges and lists the State’s Document Types for
selection.

A general term for the type of solicitation document
a buyer sends out to a bidder (Invitation for Bid,
RFP, etc.).
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Log-on SWEIS

Bath Cavgieg Erspnes indcemnbon Gyetom

1. Go to SCEIS.SC.GOV from your browser.
2. Click on “SCEIS Logins” button.
3. Click on the “Supplier-Relationship Management” link.

S n : kna W | Sica ttap

=

Homes SCEIS Halp Moetings Contact Us News & Updates FAQs Links SCEIS Logins

e s SC0EIS Loges

About SCETS SCEIS Logins

Agency Support Teams

"A™ Agencies Cutover =

HR/ Payroll
SCEIS Treasury Projects MySCEmployee
Training |MySCEmployee Tools - Link)
Finance Quick Referance Suioe: Changing Your Passward with ldentity Managament (ldM) - 457k POF)
HR & Payroll [Compirolier Genedals Ofce Payrall Schedule - Cliek Shis link for datails abaul how your MySCEmployee
Matarials Management access may be affected. |
Reporting
Imaging Citrix
Technical
(Cuick Reference Guide: SCEIS Production System Login - 466kb PDF)
MySCEmployee

| Supplier-Belatlonship Management (SRM) |

B 2z C B [Quick Reference Guide SRM Produsction System Login - 170kb PDF)

BE Dasdpnt o Contret Bowd If you're having troubbs kogging into any portion of SCEIS, try these troublashooting tips to get back in businass. I you still have
trouble logging in, click here to submit a help request fo the SCEIS Sarvice Desk

| InsPECTOR GENERAL'S 14




Log-on SWEIS

4. Enter your User ID.
5. Enter your Password.
6. Click “Log On” button.
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SRM Portal — Static Area SWEIS

@ The portal offers a single point of entry. Buyers will
have access to procurement processes through the
SRM portal, based on their security roles.

chasing - SAP MNetWeawver Portal

=

Goods Receipt (MIGO)

=

ZKM Buyer

Strategic Purchasing Employee Self-Services Application Monitor

Static Area: Afixed area in the
browser which always stays the same
e While other parts of the window are

Purchase Orders Al {168} Saved (0) Awaiting &

Purchase Order Responses Al -’C: Rejected by Supplier (0} Prcr..t Ih,rt:. f free to ScrO” Or OtherWISe Change upplier (0} Noted By Sup

Confirmations Al (0} Sawved (0} Awvaiting Approval (0% Approved (0% Rejected (07 Deleted (0% Confirmations for Team Carts (0}
Document Qutput Last 7 Dawvs (0}

Shopping Carts

Shopping Carts - All

— Two main areas in the Portal: dynamic and static.
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SRM Portal — Static Area

@ The distinct static areas are:

1. Masthead
2. Top Level

Navigation (Folders)

History Favorites Perzonalize View Help

= = = = =

Home RFx and Auctions Strategic Purchasing Employee Self-Services ZMM Buyer Goods Receipt (MIGO)

Overview Reports Service Map

Purchasing > Owverview > Purchasing

3. Second Level Navigation

Active Queries

Shopping Carts Al (0} Zaved (0} Awaiting Approval (0} Public Templates (0} Recomended ftems (0} POWL Refresh =3

Purchase Orders Al (15} Saved (0) Awaiting Approval (0} Rejected (0} Ordered (0} Confirmations pending (0

Purchase Order Responses Al (0} Rejected by Supplier (0} Partially Confirmed (0} Unconfirmed Orders (0} Variance in Response ()

Confirmations Al (0} Saved (0} Awaiting Approval (0} Approved (0} Bejected (0} Deleted (0} Ceonfirmations for Tear

Document Cutput Last 7 Davs (0)
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SRM Portal — Dynamic Area

SWES

4 Back Forward k

Reports

Vilork Overview
Purchasing
Sourcing

Invoice Processing
+ Services

Advanced Search
Create Documents
* Shopping Cart
* Shopping Cart Template
Purchase Order
Confirmation

Invoice

Central Functions
* Motify Recipient

* Perform Sourcing

History Fawvorites Personalize View Help

™ =

Home RF= and Auctions

= = 5 5 5 [

Strategic Purchasing Employee Self-Services ZWMKM Buyer Goods Receipt (MIGO) Application Monitor Purchasing

Purchasing = Owerview = Purchasing

Active Queries

Shopping Carts All(0} Saved (0} Awaiting Approval (0% Public Templates (0% Becomended ftems (0} POWL Refresh saved (0}
Purchase Orders Al (18} Saved (0} Awaiting Approval (0} Rejected (0y Ordered (0} Confirmations pending (0%
Purchase Order Responses Al (0} Rejected by Supplier (0} Partially Confirmed (03 Uncoenfirmed Orders (0} Variance in Response (0} Confir
Confirmations Al (0} Saved (0} Awaiting Approval (00 Approved (0} Rejected (0} Deleted (0) Confirmations for Team Carts (0

Document Qutput Last 7 Davs (0}

Shopping Carts - All

| * Show Quick Criteria Maintenance |

View:|[5tandard View] Delete |

'|| Create Shopping Cart Copy | Display Edit

5 | Shopping Cart Number Shopping Cart Mame tem Mumber Configurable tem NMumber

The dynamic area, or content area, typically
contains user controls, such as dropdown lists and
links, which retrieve data related to the content
displayed in the content area. Each time you
choose an action, the data currently displayed in the

portal content area change accordingly.
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SRM Portal — Dynamic Area SWEIS

& POWL contains Active Queries (1), a predefined list of

user’s documents, and Quick Criteria Maintenance (2), R = o
a methOd to f||ter your |nbOX and taSkS ceipt (MIGO) Application Monitor Purchasing
Purchasing = Owerview = Purchasing
Work Overview
Purchasing Active Queries
Sourcing Shopping Carts Al(0) Saved (0} Awaiting Approval (0} Public Templates (07 Recomended kems (07 POWL Refresh saved (0}

Purchase Orders Al (18} Sawved (0) Awaiting Approval (0% Bejected (0} Ordered (0% Confirmations pending (0%

Invoice Processin
= Purchase Order Responses Al (0} Rejected by Supplier (0} Parially Confirmed (0} Unconfirmed Orders (0} Variance in Response (07 Confirm

-  Services Confirmations Al (0} Saved (0} Awaiting Approval (0} Approved (0} Rejected (0} Deleted (07 Confirmations for Team Carts (0}

Document OQutput Last 7 Davs (0}

Advanced Search
Create Documents Shopping Carts - All
* Shopping Cart [» sShow Quick Criteria Maintenance |

Sh ing Cart Template =
=nopping L-art Tempiate View: [[Standard View] "|| Create Shopping Cart Copy | Display Edit Delete | Order Create Confirmation Print Preview | Re

* Purchase Order

5y | Shopping Cart Humber Shopping Cart Mame: ltem Number Configurable tem Number tterm Mame: Stal

* Confirmation

" invoice Detailed Navigation Pane populates with available
Central Functions transactional process based on the user’s Top Level and
ety ResEn Second Level Navigation selections as well as their

assigned security role.

* Perform Sourcing
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SRM Portal — Dynamic Area

SEEIS

Bath Cavgieg Erspnes indcemnbon Gyetom

Use the small arrow symbols to expand and collapse navigation details

as needed.

=

Home
Owverview
Expand
Navigation
Window

ward b History Favorites

Purchasing > Owerview > Work Ow

|7
HF= and Auctions

Reports Service Map

Expand
Navigation
Folder

—
1

Work Overview
Purchasing

Sourcing

Invoice Processing

F Services

Work Overview
Purchaszing

Sourcing

Collapse

Navigation
Window

Collapse
Navigation
Folder

Work Overview
Purchasing
Sourcing

Invoice Processing
* Services
Advanced Search

Create Documents
Create Documd

Shopping Car?

Shopping Cart Template
Purchase Order
Confirmation

Invoice

Central Functions

* Motify Recipient
20
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PO Navigation SWEIS

@ After logging into SRM, folders will appear at
the top of the screen.

@ The number and name of the folders you see
will depend on the security roles you have
been assigned by your agency.

@ The transactions that appear on the navigation
pane will correspond to the folder.

@ To create Purchase Orders, the Buyer will use
the “Purchasing” folder.

21



PO - Folder and Transaction

Navigation

SEEIS

Bath Cavgieg Erspnes indcemnbon Gyetom

cAD 4
4 Back Forward »

Overview

Reports

Work Overview
Purchasing
Sourcing

Invoice Processing
w  Services
Advanced Search
Create Documents

* Shopping Cart

-

Shopping Cart Template

-

Purchase Order
Confirmation
Inviol

Central Functions
* Mntifw Reriniznt

* Perform Sourcing

= =

Home RFx and Auctions

History Favorites Personalize View Help

5

Strategic Purchaszing

Purchasing = Overview = Purchasing

Active Queries

Shopping Carts All(2) Saved (5) Awaiting Approval (11) Public Templates (0} Recomended ftems (0} POWL Refresh saved (0}
Purchase Orders All(12) Saved (3} Awaiting Approval (0} Rejected (0) Ordered (0} Confirmations pending (0}

Employee Self-Services

= =

ZMM Buyer

& =

Goods Receipt (MIGO)

Purchasing

Application Monitor Replicate Contracts

Purchase Order Responses Al (0) Rejected by Supplier (0} Partially Confirmed (0} Unconfirmed Orders (0% Variance in Response (0} Confirmed by supplier (0% Moted H
Confirmations Al (0) Saved (0} Awaiting Approval (01 Approved (0) Rejected (0) Deleted (07 Confirmations for Team Carts (0}

Document OQutput Laszt 7 Dave (0}

Shopping Carts - All

| ~ Hide Quick Criteria Maintenance |

Shopping Cart Mumber:
Shopping Cart Names:
ltem Description:
Timeframe:

Creation Date:

Status:

Rale:

PO Number:

Preduct Category:

Awaiting Approval (0) belonging to type Confirmation ]

Y —

[ ] ®

[ -

& 197]

I I - g

I =]
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Navigation in SRM PO

SWEEIS

ith Ca -0 Errmpnes indcemniio
Header Area
Edit Purchase Order: 4600217346
| Order || Save | | | Print Preview | | | Check || Close || Export || Import || Cancel || Park || Related Links 4 |
Tool Bar
Humber 4500217345 (Change VYersion) Smart Number Local Purchase Orderl HEN325159 089/1.2/201 Type SCEIS Standard PO
Overview |’ Header Motes and Attachments Approval Tracking Tab Strlp Area

General Header Data

Smart Number:

Purchase Order Number:
Supplier: *

Reguester: *

Recipient: *

Location:

Ship-To Address:

Purchasing Organization: *

Purchasing Group: *

Total Value (Met):

Default Settings:

w lem Ovendew

Mote to Supplier:
Local Purchase Order1 HEN32!

["] Smart Mumber is External

4500217348 Internal Note:

7000191425 AUTOFZOMNE

[24049 (7] Ms. SHERRY BRANHAM

[24049 (7] Ms. SHERRY BRANHAM

[z957 (7] 5C Dpt of Health & Environmental Control

(24 [J] SCEIS Root

|SCEIS Purchasing Organization |

[DHEC - EQC Administration (7| Show Members

20,000.00| |USD
Set Walues

Details || A ;o Overvien LP2ste || Duplicate || Delete || Undelste | | | Propose Sources of Supply |[ Add Condition . || Remove Conditio

Line Number

=
mi

Deleted

tem Type tterm Mumber Product IDv Description Product Category

05551

Quantity Unit

Material 1 testing screen =settings 1 EA

Content Area
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Commonly Used Buttons in SRM ScE

Bath Cavgieg Erspnes indcemnbon Gyetom

Assign Sources of Supply: Step 1 (Select Requisition)

|1 Previous || Mext r| | | C-ll:hs-&l

[ 4 Previous || Next #] | | Close |

Assign Sources of Supply: Step 2 (Assign Sources of Supply (No Items))
=

Assign Sources of Supply: Step 3 (Review Drafts (No Items))

[ 4 Previous || Mext » | |N| Process Al Drafiz || Close || Process Selected Drafts || Edit Selected Drafts

Assign Sources of Supply: Step 4 (Summary Screen (No Documents))

|1l Previous || hext r| || Close

24



Commonly Used Buttons in SRM SWEIS

There are buttons located in the Tool Bar Area for each of the 4 steps
to create a Purchase Order. Each step will have it's set of buttons.

Assign Sources of Supply: Step 2 (Assign Sources of Supply (No Items))

revious || Mext P| | | Save || ClDS-El

* Previous: Commonly used to navigate back to the screen just before
the current one (not available in all steps).
* Next: Use this button to navigate to the next screen.

« Save: Click the “Save” button to save the document before completion.

« Close: Always use this button to close a screen after data entry.
Important Note: If you do not see the word “Close,” then use the red X to
close a PO screen in SRM 7.2. Otherwise, do not use the red X to close
a PO screen in SRM 7.2.
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Commonly Used Buttons in SRM SWEIS

Edit Purchase Order: 4600217346

Order || Save | Print Preview | Check || Close || Export || Import || Cancel || Park || Related Links

Number 4500217345 (Change Version) Smart Humber Local Purchase Order! HEN32515 0881 2201

Order: Use this button to advance when the PO is complete and ready
to send to the vendor.

Print Preview: Click this button to view the PO as it will appear when
printed out.

Check: Click here to refresh the screen and check for errors.

Export: Clicking this button allows you to export data into an Excel
output of PO lines and modify data or add any additional lines.

Import: Use this button to upload data in an Excel file and import it into
a PO.

Cancel: This button cancels line item(s) in a PO and sets the PO to
deleted.

Park: Use this option to save incomplete documents.

Related Links: This button opens a dropdown menu for “Document
Builder”, allowing users to add Terms and Conditions to a PO.
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Commonly Used Buttons in SRM  SWEIS

Display Purchase Order: 4600216849

| | 4 Edit | | | Print Preview | | | | check || Close || Copy || Complete || Export || Related Links 4

Humber 4500215345 Smart Humber [T01.2C DHEC Type SCEIS Standard PO Statu=s Ordered

« Edit: Click the “Edit” button to modify a PO.

* Refresh Icon (|z11): Click this graphical button to refresh a PO and
view the most up-to-date details.

« Complete: Use the “Complete” button when no further changes will
be allowed to the document.
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Changing the “Settings” in SRM
Step 1

Bavth Carging Erstpnsns ifcrmpbion Syatem

This demonstration is provided to assist you in changing the
standard SCEIS “Settings” when executing “Assign Sources of
Supply: Step 17 (Select Requisition), if you desire. This step is
optional.

The folder path for this step is: Purchasing — Purchasing —

Perform Sourcing.

Assign Sources of Supply: Steg I [ Select Regoisition )
-

" il | oy DS TR LG Mleiay SR AR

' -4
| PRSP T e TEEP T M —
aea JiEreTmm M e T PN T AT T
Lo el o
s ] e o Eapartnn
i = S—.
SroguT =T
e B
s Crpanzaran AmrETe— ey
) 1Rz - d i i
Froseg e ne g
hhhhhhh e aam Lin Ferem
ey Lans
L
- T
P i
ST B R S S S wa oy P ey | L e T g S WG e i e R ST TR AL I LT
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Changing the “Settings” in SRM
Step 1 SWEIS

Bath Cavgieg Ermspnes indcenniion: Syetem

« Edit/change any of the Default Search Values you desire.

* Ensure you click the “Start Search Upon Opening Application”

* Click “Apply”, then close Step 1. When you get back in Step 1 the revised Default
Search Values WI|| be actlvated

| Digline defmult search values, wou cah ako define vakies wheh Ssarch stars uDon opening e soresn
Start Screen Settings
B )Mo Preselection
| ) Own Purchasing Groun

§ |+ Star Search Upon Opemng Appkcstion

1 Fasmbar of Recgustion | Ml of Requisiticn
' Itern Diescnpiion. | Frodct Categony:
Product | ] Suppliar;

Requesiar | ¥ Estemal Reauirement

FPurchasing Grgarzaten | | Account Asmignmart Categeny:
Purthasng Greap, | B Accourt Ass gniment Vakie!
Fronty: | - | Inksnaed tor Grouping: [

Distlvery Dtte Rarige [In 000y = Irehsse Lockad ltems: [

DelveryDate 0 To | [ =
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Changing the “Settings” in SRM
Step 1

Bath Cavgieg Erspnes indcemnbon Gyetom

« To make changes to the Area Content section of the screen, scroll to
the right to click “Settings.” You may want to delete these blank
columns. Follow the detailed instructions in the Quick Reference
Card (QRC) “Edit the Dynamic Section/Area Content Settings in
Assign Sources of Supply”, located at Blackboard, Classes,
Additional Resources and/or SCEIS uPerform Website.

T e vt Phlwalt eyt = et W BAR TIPS I AT m A T 220 | w100 T T il Dbl e Fot - ‘I nchrans Iilitnnert Eapoinien e ==
ASSigR SOUTES oF Sy St § {Selcr Qepiisibion |
e & | Ewiea ] [+
-
LT Teere— g Snsms w Ramd, | By e T L Berrmmy Bunar fin N ey
- e
P Dawge
e S p ey
e b g——— ay
D] B i
e e
v L
o
b [ 1 Tammgrran = | Emea e
[ e o T e e P edr b mdlbd ki mdkbd e LLEEED 179 Bl VAP NS B e T P LU LD AL S e R R R TR S R PR ] L= -
shomsd Sgzz  SI080 1Pl LR PREPRLAL BRI NG ATy BIaPLES 905 R ADANTASE  SSRANN]LS:
— 1 G MW TR iy Sessiis 1t e i SN USRI
WTEDE i BTN BTN e ELB A :
ern 1=
e 2
TR »
1nza
are
aaaaaa
i)
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Changing the “Settings™ in SRM
Step 1 SWEIS

« After you make the modifications to your Area Content

Settings (the lower right Settings) then your screen will look
like this. The blank columns are removed and the “External
Item Number” column |s VISIb|e without scrolling to the rlght

: - Window Intermet Explorss B

"hlﬁrl.-

Aseign Yourcas of Suppiy: Stop 1 (Select Requisition )

et B | | Siemm |

L7

Falyd Rennindien A S of By | e P Draby (M e

Cimgmwi Bpy s

;;;;;;
iok Bpeoem  Msramanms Pur e | Mmoo | Drmeu e Heris - Logecsi Dmen | Bupcoriecsny [l by Sty +
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Lesson 1 Summary SWEIS

@ You should now be able to:
— Describe the procurement process in SCEIS.

— Define SRM key terms and concepts.

— Log onto SRM using the portal.

— Navigate in SRM using the portal.

— Define the commonly used tool bar buttons.

— Change the “Settings” in SRM step 1.
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Lesson 1 Knowledge Check SWEIS

@ All procurement processes can be accessed through SRM.
(True or False)

@ The SRM Portal requires one central point of entry.
(True or False)

@ “Close” is a commonly used button for the Tool Bar Area of
SRM. (True or False)

@ A user’'s document history is available through the
Personalized Object Work List. (True or False)

@ In Step 1, you can change the “Settings” Default Search
Values to make your Work List default to a predefined
setting? (True/False)
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Lesson 2 Learning Objectives SWEIS

@ Upon completion of this lesson, you should
understand:

— Transaction Types in SRM.

— The importance of selecting the correct Transaction
Type.
— Document Numbers in SRM.
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Transaction Types SWEIS

@ Transaction Types in SRM are defined in the
“Policy for Use of Purchasing/Payment
Document Types,” referred to as “Document
Types.”

@ Once a Transaction Type is selected and the
PO number is assigned in SRM, the
Transaction Type cannot be changed.

— The corrective action would be to delete the PO and
start a new.

36



Transaction Types SWEIS

@ Transaction Types are a useful tool to capture
purchasing activity for quarterly reports.
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Document Numbers SWEIS

@ All document numbers are ten digits long. The first

two numerals in each document number indicate
the Document Type:

— Shopping Cart numbers begin with the numerals 20.
= Example: 2000202610

— Standard PO Doc Types begin with 46.
= Example: 4600029962

— Framework, Inventory and Conversion PO Doc Types
begin with 45.
= Example: 4500014822

— Dept. of Vocational Rehabilitation Client Management

System PO Doc Types begin with
= Example: 4300107079 38



Lesson 2 Summary SWEIS

@ You should now be able to:
— Understand Transaction Types in SRM.

— Understand the importance of selecting the correct
Transaction Type.

— Use Transaction Types for quarterly reporting.
— Recognize PO Document Numbers.
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Lesson 2 Knowledge Check SWEIS

@ A standard PO created in SRM begins with 46.
(True or False)

@ Once a Transaction Type is selected and the PO
number is assigned in SRM, the Transaction Type
cannot be changed. (True/False)
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Workload Redistribution

SWE

Berith

Caving Erostpriss indormnbon Byetem

« To redistribute a Shopping Cart, the buyer will use the
“Strategic Purchasing” folder.

= |

Home RFx an

Overview Reports

Work Overview
Strategic Sourcing
Contract Management
Business Partner

Workload Redistribution

Strategic Sourcing

Contract Management

Workload Redistribution

4 Back Forward ¢ History Favorites Personalize View

Help
d Auctions Goods Receipt (MIGOD}
Service Map Reports Service Map

SRM Application

=

SEM Administration

Strategic Purchasing = Owerview = Workload Redistribution

= =

Application Menitor Purchasing

Strategic Purchasing

|

Search for Documents
Document Types

Requirements: [

Status:

Purchasing Organization:
Purchasging Group:
Document Number:

Delivery Date / Validity
Pericd / Submission Deadling:

All

SCEIS Te

1A
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uPerform Information — Redistribute
Workload SWEIS

uPerform Business Process Procedures
(BPPs) related to this function are
available at
http://lwww.sceis.sc.gov/page.aspx?id=272

SRM SPUR Redistribute Workload

/

Notice the “S” in the uPerforms naming convention
because this process is initiated in Strategic Purchasing
versus Purchasing.
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Lesson 3 Summary SWEIS

@ You should now be able to:
— Redistribute a Shopping Cart
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Lesson 3 Knowledge Check SWEIS

@ The first time your use Strategic Purchasing,
Workload Redistribution, you will need to select
the SCEIS Purchasing Organization in the

Purchasing Organization drop down menu.
(True or False)
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Lesson 4 Learning Objectives SWEIS

@ Upon completion of this Lesson, you should be
able to:

— Understand the 4 Steps to create a PO.

— Find a "Requisition” in SRM’s Perform Sourcing.
— Navigate through SRM to create a Standard PO.
— Understand where to find Extended PO History.
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Lesson 4 Learning Objectives cont. SWEIS

@ Upon completion of this Lesson, you should be
able to:

— Understand the tax process.

— Understand that SCEIS encumbers funds upon creation
of a PO.

— Understand the IMPORTANCE of the Status of a
Purchase Order.
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Steps to Create a PO in

SRM

Bavth Carging Erstpnsns ifcrmpbion Syatem

Select Requisition
Assign Source of Supply
Review Drafts

Summary Screen

B~ wnN =

Assign Sources of Supply: Step 1 (Select Requisition)

|1 Previous || Mext Ir| | |C.I|15.e|

3

4 g

I+ 1 2
Select Requisition Assign Sources of Supphy (No kems)

Review Drafts (No kems)

Summary Screen (No Documents )
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Perform Sourcing to Create a
Standard PO

Bath Cavgieg Erspnes indcemnbon Gyetom

uPerform Business Process Procedures
(BPPs) related to this function are available at

SRM PUR Create Standard Purchase Order

Exercise 1: Create a Standard Purchase Order

50


http://www.sceis.sc.gov/page.aspx?id=272
http://www.sceis.sc.gov/page.aspx?id=272

Verifying Encumbrance via Extended
PO History SWEIS

In SRM 7.2, the PO Encumbrance can be found in the Header’s
“Extended PO History” tab, in the “Value™ column.

Display Purchase Order: 4600216645

| Print Previes Check || Ciose | Copy | Expodt | Sysiem information | Creaie Nemory Snapshol | Relsted Links «

Number 4500216045 {Change Version) Smart Number RILVTHUK 07022013 0000 Type SCHS Siandand PO
Suppber CONTRENTAL TIRE NOHTH AUFRECA

Ovenicw Header B FHofes and Afechments Approwal Trackmg

Status Deieied Created On 0752013 Total Valoe {Gross) 1306573 USD

Geremilals NoesandAtachmeni  Oufpd  Dudgel  DocameniTobs  Extended POHistory Pames liser Spesied Shis

Send To Records Managemend |

Hemtesder > Descrpiion
w PO information

Obiecf) nBackEnd | DocumeniDas  Quanily Basclnd Vamem Pl aes CumencynPMass  Vale Cumenty Accouming Document  Cieaning Document

+ Tota Vaue n Purchass Oegier
= tem 1 i Police Pursuit Tine
~ Total Value in Purchase Order 1 EA
= Vaue n Purchase Order 2500016645 | DOOO? 1 EA

1306573  USD

1306573 USD
1353 USD
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Understand the Tax Value in a

Purchase Order

rompnes hrbormnton: Syster

The Tax Value can be found in the Header, then General Data.

| it/ eapsrmstin s gov/ ThavigationTarget -navarl % 3A% 275 2F Dfalefoc TI684 77 3ee5S FAND e30cc2&Prey - Windows Intermet Explaret

Display Purchase Order: 4600216645
| Print Preview | | | Creck | Close | Copy || Expon | System informaton || Creade Memony Snapsnot | Reiated Links . |

Number 4600216645 (Change Version) Smart Mumber MMUTHUE 07052073 0000 Type SCEIS Standard PO Status Deselen
Supplier COMTIMENTAL TIRE MOOTH AMERSCA

VL.

Theruiew Header tame Hiohes and Aftac s Apprwa Tracking

Smart Number | i THUN G7/05r013 00,00
Smart Mumber is External
Purchase Order Number 4600216645
Correspanding Nowation Purchass Order

Purchase Crder Type  SCERS Standand PO

Reason Code

Organization

Created On 07052010 Total Value (Gross) 306572

Currency, Values and Pricing

CUrrency
Total Value (el

Total Value [Eross)

Tax Value

Service and Delivery
Commmitiment Do umenks

Status and Statistics

Document Date

usnD
12.087.00 . |5
13.065.73 U
DET 83 LS
Display
QT 052013
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Understand the Tax Value can

SWEEIS

[} (] [}
be Edited in the ltems Detall e
K MJWEUMNWTM-WFHMMMMI%:W- mumhm-nﬂ!mm = Tl E
1] -
|Cﬁ¢npl Purchase Order
| Read Only ; Cocer || Save | M Primt Previow | | | Check C-beu.- Expon Iinpull Canced I Park Il Delete |I Rtatad Links & | Q‘ |
Purchass Order Number 2600285402 (Chanoe Version) Purchass Order Typs SCEIS Standand PO Btatus Saved Diocument Date 10401/ 2013 Total Value (Gross) 140 40 LISD
Smart Mumber Supplier B0 TLEEWORISS
ChaEraow Haracher thl | Hofes and ARachmonis HAppaoeeal Tmcking
Frocuc 10 . Het Ve 13900 Uso =
Descnpton Tha:ns and Traction Bels, Tire Met Price 120 CHF . LISES
Product Cagegory: | 05515 7| Chains and Traction Beks Tire Climpurisal Porh sk 0.00
Catakog Nl b Exceed Price
Coniract / Harm fm JEL] Mot Segaratedy Friced
Incremenial Funding Acinm
Further Propsmiss I Tax Gode | Ao ||1 AP Sakes Tax - 1040 USD
Huppker Product Numibes I:F."«.'F" Tﬂu Em&ﬂ'ﬂ
Service and Delivery 1 AP Sales Tax
N Delivery Date: | 114 Bel Assessment Lise Tas fam Deta =
External Maniaciunes Tokaramos Groug. 09
Uincdardabveerg'Cvardobeery Tokorance: 00H1 | ag | 000 % Linhirmitmd

Subconiracting

Storage Locaton: | 0001 5t Bd Tec&lo Ed

Arceptance at Crigin

Reason Code

Status and Statistics

N Deslaies | Mo
Chosemi Staius

Cancefed: |
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Lesson 4 Knowledge Check SWEIS

@ A valid Purchase Order will have a Status of
Ordered. (True or False)

@ Once a Transaction Type is selected and the PO
number is assigned in SRM, the Transaction Type
cannot be changed. (True/False)

@ Your Personalized Object Work List today can be
found in Perform Sourcing in SRM 7.27
(True/False)

@ If the Shopping Cart was created with the tax
calculated, but if tax is not appropriate you can edit
the Tax Code/Amount? (True/False)
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Lesson 4 Summary SWEIS

@ You should now be able to:
— Define the 4 steps to create a PO.

— Find a "Requisition” in SRM.
— Navigate through SRM to create a Standard PO.
— Understand where to find Extended PO History.

— Understand that SCEIS encumbers funds upon creation
of a PO.

— Understand how taxes are added in the Shopping Cart
and potentially changed in the PO.
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SWEIS

South Carolina Enterprise Information System

LESSON 5: CREATE A BLANKET
AGREEMENT AND A BLANKET
PURCHASE ORDER

sTATE INFORMATION
(ECHMNOLOGY
SUBUDNGET AND CONTROL BOWRD



Lesson 5 Learning Objectives SWEIS

@ Upon completion of this Lesson, you should be
able to:

— Apply the 4 steps to create a PO (Lesson 4).

— Find a "Requisition” that has been approved and

submitted to your Work List (Lesson 4) in SRM’s Perform
Sourcing.

— Understand the difference between a Blanket Agreement
and a Blanket PO.

— Create a Blanket Agreement with the appropriate
clauses.

— Create a Blanket PO with the appropriate clauses.



Lesson 5 Learning Objectives cont. SWEIS

@ Upon completion of this Lesson, you should be
able to:

— Apply steps discussed in Lesson 4 on how to:
= Understand where to find Extended PO History.

= Understand that SCEIS encumbers funds upon creation of a PO.
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Blanket Agreement and Blanket PO S@EIS

@ A Blanket Agreement should be used in
accordance with Regulation 19-445.2100 of
the SC Consolidated Procurement Code and

Policy for Use of Purchasing/Payment
Document Types.

@ A Blanket PO should be used in accordance

with the Policy for Use of Purchasing/Payment
Document Types.

@ A Goods Recelipt transaction (MIGO) is
optional on Blanket POs.
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Perform Sourcing to Create a
X SGEIS

Blanket Agreement

uPerform Business Process Procedures
(BPPs) related to this function are available at
http://www.sceis.sc.qov/page.aspx?id=272.

SRM PUR Create a Blanket Agreement

Exercise 2: Create a Blanket Agreement

When in Doc Builder, the answer to the Dialog questions are
“Yes,” “Yes” to create the “BLANKET PURCHASE AGREEMENT”

clauses.
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Perform Sourcing to Create a
Blanket PO ScEIS

uPerform Business Process Procedures (BPPs)
related to this function are available at
http://www.sceis.sc.qov/page.aspx?id=272.

SRM PUR Create a Blanket Purchase Order

Exercise 3: Create a Blanket Purchase Order

When in Doc Builder, the answer to the Dialog questions are “Yes,”
“No” to create the “STANDARD PURCHSAE ORDER?” clauses.
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Lesson 5 Knowledge Check SWEIS

@ Blanket PO Agreements should be used in accordance
with Regulation 19-445.2100 of the SC Consolidated
Procurement Code and Policy for Use of
Purchasing/Payment Document Types? (True/False)

@ Blanket POs should be used in accordance with the
Policy for Use of Purchasing/Payment Document
Types? (True/False)

@ Goods Receipt transactions (MIGO) are optional on
Blanket POs? (True/False)
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Lesson 5 Summary SWEIS

@ You should be able to:

— Understand the difference between a Blanket Agreement
and a Blanket PO.

— Create a Blanket Agreement with the appropriate
clauses.

— Create a Blanket PO with the appropriate clauses.
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SWEIS

South Carolina Enterprise Information System

LESSON 6: CREATE A
FRAMEWORK PURCHASE ORDER
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(ECHMNOLOGY
SUBUDNGET AND CONTROL BOWRD



Lesson 6 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Understand what makes a Framework PO different from
Standard POs, Blanket POs, and Inventory POs.

— Create a Framework PO.
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Framework PO SWEIS

@ A Framework PO:

— Process begins with the Buyer creating a Shopping

Cart and then creating a Framework PO.
= Purchasing —Purchasing —Create Documents —Shopping Cart

— Does not go through the normal Shopping Cart
approval and workflow process.

— Requires a Product Category (5 digit — NIGP code),
value limit, a required date, and a supplier number.

— Does not require a Goods Receipt.

— Does not require Account Assignment until time of
payment (entered by Accounts Payable).
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Create a Framework PO SWEIS

uPerform Business Process Procedures
(BPPs) related to this function are available
at http://www.sceis.sc.gov/page.aspx?id=272.

SRM PUR Create a Framework Purchase Order

67



Lesson 6 Knowledge Check SWEIS

@ Framework POs are created from a Limit
Shopping Cart? (True/False)

@ Goods Receipt transactions (MIGO) are optional
on Framework POs? (True/False)
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Lesson 6 Summary SWEIS

@ You should now understand:
— The requirements of a Framework PO.
— How to Create a Framework PO.
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SWEIS
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LESSON 7: ADDITIONS TO A
PURCHASE ORDER
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Lesson 7 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Understand the following additions to a PO.

= Add Small Purchase Order Terms and Conditions from
Document Builder

Add Vendor Text: Header and Line Item

Add Internal Note: Header and Line Item

Add an Attachment(s)

Add Conditions
« Freight
« Trade-in
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Additions to a PO SWEIS

uPerform Business Process Procedures (BPPs)
related to this function are available at
http://www.sceis.sc.qgov/page.aspx?id=272.

SRM PUR Add Small Purchase Order Terms and Conditions
SRM PUR Add Vendor Text — Line Item

SRM PUR Add Vendor Text — Header

SRM PUR Add Internal Note — Line ltem

SRM PUR Add Internal Note — Header

SRM PUR Add Attachments

SRM PUR Add Conditions — Freight & Trade-In
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Lesson 7 Summary SWEIS

@ You should now be able to add the following
elements to a PO:

— Small Purchase Order Terms and Conditions from
Document Builder

— Vendor Text: Header and Line ltem
— Internal Note: Header and Line ltem
— Attachments

— Conditions
= Freight
= Trade-in
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Lesson 7 Knowledge Check SWEIS

@ The file name of an Attachment can be no greater
than 30 characters? (True/False)

@ After adding Conditions to a PO you must SAVE
the document, then click EDIT, and then ORDER
the document? (True/False)
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SWEIS

South Carolina Enterprise Information System

LESSON 8: EDIT A PURCHASE
ORDER
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Lesson 8 Learning Objectives SWEIS

@ Upon completion of this lesson, you should
understand how to edit the following fields in a PO:

— Account Assignment.

— Add a Contract Number.

— Add an Asset.

— Add Split Fund Asset.

— Change NIGP Code.

— Change Vendor Prior to Order.

— Delete a PO: Overview and/or Line Iltem.
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Edit a Purchase Order SWEIS

uPerform Business Process Procedures (BPPs)
related to this function are available at
http://www.sceis.sc.gov/page.aspx?id=272.

SRM PUR Edit Account Assignment

SRM PUR Add Contract Number

SRM PUR Add Asset

SRM PUR Add Split Fund Asset

SRM PUR Change NIGP Code

SRM PUR Change Supplier Prior to Order
SRM PUR Delete a PO: Overview and Line ltem

7



Lesson 8 Summary SWEIS

@ You should now be able to edit a PO with the
following:

— Account Assignment.

— Add a Contract Number.

— Add an Asset.

— Add Split Fund Asset.

— Change NIGP Code Prior to Order.
— Change a Vendor Prior to Order.

— Delete a PO: Overview and/or Line ltem.
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SWEIS

South Carolina Enterprise Information System

LESSON 9: MANAGE NO FURTHER
CONFIRMATION & NO FURTHER
INVOICE
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Lesson 9 Learning Objectives SWEIS

SCEIS is validating the No Further
Confirmation, No Further Invoice process.

Documentation to follow.
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No Further Confirmation &

Bath Cavgieg Erspnes indcemnbon Gyetom

No Further Invoice

uPerform Business Process Procedures
(BPPs) related to this function are available at
http://www.sceis.sc.gov/page.aspx?id=272.

SRM PUR Manage No Further Confirmation & No Further
Invoice in a Line Iltem
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SWEIS

South Carolina Enterprise Information System

LESSON 10: PRINT A PURCHASE
ORDER
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Lesson 10 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Generate a Print Preview of the PO to ensure all of the
data Is correct.

—  Print the PO.
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Print a PO S@EB

uPerform Business Process Procedures (BPPs)
related to this function are available at
http://www.sceis.sc.gov/page.aspx?id=272.

SRM PUR Print Purchase Order
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Lesson 10 Summary SWEIS

@ You should now be able to:

— Generate a Print Preview of the PO to ensure all of the
data is correct.

— Print the PO.
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SWEIS

South Carolina Enterprise Information System

LESSON 11: CREATE A STANDARD
PURCHASE ORDER WITH
RETENTION

sTATE INFORMATION
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Lesson 11 Learning Obijectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Understand and Create Retention at the Header Level.

— Understand and Create Retention at the Item Level.
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Demo SGEIS

uPerform Business Process Procedures
(BPPs) related to this function are available at
http://lwww.sceis.sc.gov/page.aspx?id=272.

SRM PUR Create Purchase Order with Retention —
Header Level

SRM PUR Create Purchase Order with Retention — Item
Level
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Lesson 11 Summary SWEIS

@ You should now be able to:

— Create a PO with Retention at the Header level.
— Create a PO with Retention at the Item level.
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Lesson 12 Learning Objectives SWEIS

@ Upon completion of this lesson, you should
understand:

— The process flow of a request to replenish inventory.

— How to display PO tracking.
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Replenishment of Inventory —
Process Flow

Bath Cavgieg Erspnes indcemnbon Gyetom

@ No change to the Inventory Staff

— The Material Requirements Planning Controller
(MRP Controller) will initiate the Purchase
Requisition (PR) and the system converts the PR
into a Shopping Cart.

@ Procurement Receives Shopping Cart

— Once a Shopping Cart is in SRM you will follow the
process to Find/Display a Shopping Cart and Create
a Purchase Order. The Transaction Type will still be
Inventory PO, ZINV.
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PO Tracking SWEIS

In the Tracking tab, you can see that the “Back-End Document Number”
column reflects the Purchase Requisition number created in ECC
(10021806), which is then converted into a Shopping Cart Number,
2000487461.

hetpal Feaprmate o Qo Thbagatonfaget - ¥ 3 2 Fres - Windows inteeet Explorer ezl

Display Purchase Order: 4500031366
# Ean || [ ProeFrewes || 7] | Check | Glose || Copy | Compiete || Expont | Reaia i » 0.

[ m_a-.ﬁj__ __I.E-_ﬁy.pr_u Tasting PH %0 10 PO for 5 Encumoweanda Trp® Inweriany PO Sratus Croaren Created On  OEETI013 Total Value [Gross] 35 54918 USD
Supplier WALKET BOOTHERS INC

lvesies Hedider Terma Hicsless, e Al Fume s Ao Tracking

— : -

Wiew Liniled States Dol File Saiti
Do et L ] R LET P T Bani-Erad [aeume Pl STahs Dam RETE Currerey

EalierTill Fevp) remerd AFC_USER 2Ta003 2450 GO AT PO RO B e [z e {fr-nik] S2.830 80 S0

Purnass ¢ T Theti Tasting PO for 10 PO T 5 Ene unberant 8 ASOOHY T 368 s e Do BRET0E 12 05 20 LD

SO RSt 20T AL CRRAT ¥5 548 18 USh

Byntem Fatus

Creaieg > Comgiets > irsEE ComgRpten > Crosred

e =
Detai | Compase

I verpon Docpnenyverion Tvpe Liggteg On Lngnged Qe Dociment Name
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Lesson 12 Summary SWEIS

@ You should now understand:
— The process flow of a request to replenish inventory

— How to display PO tracking
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Course Summary SWEIS

@ You should now be able to:

— Navigate in Supplier Relationship Management (SRM)
7.2.

— Understand Transaction Types and Document Numbers
in SRM.

— Redistribute Workload.
— Create a Standard Purchase Order (PO).

— Create a Blanket Purchase Agreements and Blanket PO.
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Course Summary cont. S@EIS

@ You should now be able to:
— Create a Framework PO.
— Perform Additions to PO.
— Edita PO.
—  Printa PO.
— Understand Extended PO History.

— Create a Standard PO with Retention at the Header and
ltem level.
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Course Knowledge Check

Bath Cavgieg Erspnes indcemnbon Gyetom

@ Complete the following statement:

— Additional Text can be added to the Purchase

Order?

a. At the ltem level

b. At the Header level
c. Both (a) and (b)
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Course Knowledge Check cont. SWEIS

@ How do you determine whether a Goods
Receipt transaction has occurred against a
Purchase Order?

a. Email your agency’s finance department with
return receipt requested and wait for a response.

b. Call the end user and ask them if they have the
packing list.

c. Look under the Tracking tab on the Purchase
Order.
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Course Knowledge Check cont. SWEIS

@ Complete the following statement:
— For vehicle purchases, tax needs to be set up as?
a. A separate line item on the PO for $300.00

b. Indicate the item as taxable by selecting Tax
Code/Amount “I1 — A/P Sales Tax” under “ltems”
and “General Data” tabs.
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Course Knowledge Check cont. SWEIS

@ Where are freight charges added to the
Purchase Order?

a. Under the “Ship To Address/Performance
Location” tab in SRM.

b. As a “Condition” in the Purchase Order
“Prices and Conditions” tab.
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Course Knowledge Check cont. SWEIS

@ Complete the following statement:

— Itis a good idea to process the Open Encumbrance
Report monthly because:

a. This will give you an idea of POs that may need to be expedited,
deleted, or marked “No Further Confirmation” and “No Further
Invoice.”

b. You may have Goods Receipts that have not been invoiced
causing late payments to the vendors.

c. You can see the POs that need your attention regarding
coordination with the ultimate user, the Supplier and PO Process
Management (For example: processing Good Receipts, No
Further Confirmations, No Further Invoicing or deleting).

d. All of the above.
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Any Questions? SWEIS
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Next Steps SWEIS

@ Additional Support and Reference Materials

— You can access additional support and print step-by-step
procedures on the SCEIS uPerform website.

Go to the SCEIS website to view uPerform Business
Process Procedures (BPPs) related to this course:
http://www.sceis.sc.qgov/page.aspx?id=272.
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Evaluation S@EB

Please complete the online course
evaluation in Blackboard.

Your input will help to shape future
enhancements to the
SCEIS End User Training Program

Go to the SCEIS website http://www.sceis.sc.gov
click on Training and then click Blackboard
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