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SRM 7.2 Purchasing Process

SWEIS

South Carolina Enterprise Information System

Exercise 1: Create a Standard PO

Log into SRM.

Click Purchasing folder across the top of the screen.

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

Scroll to the bottom of the blue menu bar, click Perform Sour cing.

Use drop-down menu of the Delivery Date Range field to select In 90 days
(Using the Delivery Date Range is the suggested method to locate a broader

range of Shopping Carts/Requisitions).

Click yellow Sear ch button to display approved Shopping

Carts/Requisitions/Item Numbers.

Highlight the line of the Requisition you want to source by clicking the grey

box parallel to the Requisition/Item Number.
Click Next.

@ hupsy/

1%3A%2F%2F82ac443ab! 17b9c0b3c&Exec - Windows Internet Explorer

[E=R =

Assign Sources of Supply: Step 1 (Select Requisition)

5 Requisition / ltem Number | Description

is | Next p] | [Close |

» 1 2

3 4

Select Requisition Assign Sources of Supply (No ltems) Revi

Ciouuen | o

Requester: \7Ij|

Purchasing Organization: \7@|
Purchasing Group: \7@|
Priority: \77‘4

Delivery Date Range: |In 90 Days
Search for Requisitions
T

iew Drafts (No ftems) Summary Screen (No Documents)

Cnnniy

or
External Requirement ‘:‘

Account Assignment Category: :\

Account Assignment Number: ‘j\

Intended for Grouping: |_|

Include Locked ltems: [ ]

Deiivery Date: |08/27/2013
Select Al || Expand || Collapse | | | Hide Subordinate Outiines [[All Categories

~| | [ Rejectitems

= 2000487461/2
= 2000487466/1

CONTROLLER TRAFFIC,2070L MASTER = 55088

Interpreter Services (Foreign Language, 96146
= 20004874671 Interpreter Services (Foreign Language, 96146
= 2000487468/1 Interpreter Services (Foreign Language, 96146

= 2000487469/1
= 200048747011

Interpreter Services (Foreign Language, 96146

Interpreter Services (Foreign Language, 96146

= 20004874714 Interpreter Services (Foreign Language, 96146
|« 2000487472/1 Interpreter Services (Foreign Language, 96146
il - 2000487473/1 Interpreter Services (Foreign Language, 96146
1 = 200048747411 Interpreter Services (Foreign Language, 96146

Category | Priority | Quantity = Unit | Requester

10 EA RFCUSER | 08/30/2013 7000026819 WALKER BROTHERS INC
1200 HR | AMYLEWIS 08/27/2013 7000000458 RGB TERPWORKS
1200 HR | AMYLEWIS = 08/27/2013 7000000458 RGB TERPWORKS
1200 HR | AMYLEWIS 08/27/2013 7000000458 RGB TERPWORKS
1200 HR AMYLEWIS 08/27/2013 7000000458 RGB TERPWORKS
1200 HR  AMYLEWIS 08/27/2013 7000000458 RGB TERPWORKS
1200 HR | AMYLEWIS = 08/27/2013 7000000458 RGB TERPWORKS
1200 HR | AMYLEWIS 08/27/2013 7000000458 RGB TERPWORKS
1200 HR | AMY LEWIS 08/27/2013 7000000458 RGB TERPWORKS
1200 HR | AMYLEWIS 08/27/2013 7000000458 RGB TERPWORKS

Delivery Date | Supplier Number | Supplier Name

opions~ | |l

0]

Contract | Info Record | Ma
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SRM 7.2 Purchasing Process South Carolina Enterprise Information System
9. Click Create Draft. Using the drop-down, select Purchase Order (this
automatically takes you to step 3).
& https:// sc i T. 1963A%2F%2F82ac443ab2281 ebe090accf17b9c0bIc&Exec - Windows Internet Explorer =R
Options + II
Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))
[« Previous |[Next b ] | [ Save || Close | ©-
T3 1 2 3 [
Select Requisition Assign Sources of Supply ( 1 ltems) Review Drafts (No tems) Summary Screen (No Documents)
e
Select All || Expand All || Callapse All || Change |[ Refresh | | | Propose Sources of Supply 4 || Create Draft « ‘ | [ Replace ltem with Catalog ltem 4 || Undo Replacement | | | Remove | | | Assign to My Purchasing Group |
T Redquisition / tem Number | Document Name = Document Number | Draft Type | tem Numbi R7¥ mber | Configurable ltem Number | Description Variant | Category Descriptil
= 2000487469/1 Contract Interpreter Services (Foreign Language, Interpreter: Foreign

Purchase Order
Auction

10. In Draft Name field, change the name to PO Exercise 1. Inthe
Transaction Type field, use the drop down menu to select ZSTD SCEIS
Standard PO. Click Process Selected Drafts. NOTE: Oncethe
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.

@ nttpsy/ gov/7Navi . Ir1%3A%2F%2F82ac443ab2281ebe090accr17b9c0bIc Exec - Windows Intemet Explorer =R

Opfions » I

Assign Sources of Supply: Step 3 (Review Drafts ( 1 Items))

[« Previous || Next # || [ Process All Drafts || Close || Process Selected Drafts || Edit Selected Drafts | o4
I» 1 2 3 4 -
Select Requisition Assign Sources of Supply (No ltems) Review Drafts ( 1 ltems) Summary Screen (No Documents)
w Created Drafts E]
| Change Selected Draft To || Remove Settings
'fy Draft Name Draft Type Supplier Number Supplier Transaction Type
Local Purchase Order1 AMY55848 08/27/201 Purchase Order 7000000458 RGB TERPWORKS | v

-

ZEXP : Exemption PO

ZFEM : Framework Emergency
ZFEX : Framework Exemption
ZFO : Framework Order

ZFOA : Framework Agreements
ZFSS : Framework SoleSource
ZINV : Inventory PO

Details of Selected Drafts Local Purchase Order1 AMY55848 08/27/201 ZOPE : Operating Lease PO
ZRET : Return PO

ZSO0L : Sole Source PO

5] Requisition/ tem Number = Configurable item Number | Description Category | Quantity = Unit | Supplier Number | Supplier Name | Info Record | Net zSTD : SCEIS Standard PO v

« 20004874691 Interpreter Senvices (Foreign Language, 96146 1200 HR 12500 12500 USD

| Remove || Expand All || Collapse All |
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11. You have just created a Standard PO. The PO number will appear at the top
of the screen. Click Refresh to update your Status to Or der ed.

@ httpsy/ sc. igationT: 1963A%2F%2F82ac4432b2281ebe090acef17b9c0bOc&Exec - Windows Internet Explorer [E=EEEE ]

Options » “

Summary Screen: Step 4 (Summary Screen 1 Documents)

| | [Refresh ][ Close |

[4 Previous |

[Zl Purchase order 4600217191- HOW TO CREATE/EDIT A STANDARD PO has been created

I» 1 2 3 ) ']

Select Requisition Assign Sources of Supply (No tems}) Review Drafts (No ftems) Summary Screen 1 Documents

Created Objects

Settings
5 Document Number Document Type Description Status Supplier Number Supplier Name: Total Value = Currency
4600217191 Purchase Order HOW TO CREATE/EDIT A STANDARD PO Awaiting Approval 7000000458 RGB TERPWORKS 15,000.00 USD
State Standard PO Created:
.
@ ntpsy/ sc.go i T. 1963A%2F%2F82ac443ab 2281 ebe090acc17b9c0bIcExec - Windows Internet Explorer =R

Options = II

Summary Screen: Step 4 (Summary Screen 1 Documents)

¢ » || [Refresn |[ Ciose |

@ Purchase order 4600217191- HOW TO CREATE/EDIT A STANDARD PO has been created

\ 4 Previous

T3 1 = 3 4. 00 4

Select Requisition Assign Sources of Supply (No ltems) Review Dratfts (No ltems) Summary Screen 1 Documents

Created Objects
Settings

5 Document Number Document Type: Description Status Supplier Number Supplier Name Total Value = Currency
4600217191 Purchase Order HOW TO CREATE/EDIT A STANDARD PO Awaiting Approval 7000000458 RGB TERPWORKS 15,000.00 USD
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