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

1. Log on toSRM.
2. Click Purchasing folder across the top of the screen.
3. Click Purchasing in the blue menu bar in the left-hand side.

4. Scroll to the bottom on the blue menu bar (Navaatane), clickPerform
Sour cing.

5. Use the drop-down menu of the Delivery Date Rargld fo selectn 90 Days
(Delivery Date Range is the suggested method ttéoa 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 twusce by clicking the grey
box parallel to the Requisition/Item Number.

8. Click Next.

@ httpsy gov/?Navit T. 1%3A%2F%2F82ac443ab2281 -CF1759c0b9c&Exec - Windows Internet Explorer [E=E 0

Opions +

Assign Sources of Supply: Step 1 (Select Requisition) -
24

I» 1 2 3 L. —
Select Requisition Assign Sources of Supply (No ltems) Review Drafts (No ltems) Summary Screen (No Documents)
Search for requirements that you want to source. Then select these requirements in the search results list and choose "Next". Hide Quick Help
reyuester [ (W) ALl eI o
Purchasing Orgarnization: | (9| Account Assignment Category: | =|
PurchasingGrowp: [ (3] AccountAssignmentNumber: [ ]
Priority: \'7VE Intended for Grouping: [ |
Delivery Date Range: [In90Days — ~| Include Locked ltems: [
Delivery Date: (082772013 @ To: [112672013 [y
| Select Al || Expand |[ Coliapse | | [ Hide Subordinate Outines || All Categories ~ || [Reiectitems
T Requisition  flem Number | Description Category | Priority | Quantity | Unit | Requester Delivery Date | Supplier Number | Supplier Nanm Con
= 20004862111 Headlights, Accessories and Parts (Inclu 05537 1 EA  MICHELE JOHNSON 10/01/2013 7000191425 “AUTOZONE t—'
[ - 2000486353/1 Police Pursuit Tire 86330 1| EA MICHELE JOHNSON  10/01/2013 7000140142 CONTINENTAL TIRE NORTH AMERICA = 440¢
= 200048640372 SHOE ALL STAR,HI,.CANVAS 9 WHITE 80005 12 PAA RFCUSER 08/31/2013
- 200048640373 SHOE,ALL STAR,HI,CANVAS 9.5 WHITE 80005 36 PAA RFCUSER 08/31/2013
| - 200048640374 SHOE ALL STAR HI,.CANVAS 10,WHITE 80005 36 PAA RFCUSER 08/31/2013
|- 2000486403/5 SHOE ALL STAR.HIL,CANVAS 8 5 WHITE 80005 12 PAA RFCUSER 08/31/2013
= 2000486403/6 SHOE,ALL STAR,HI,CANVAS 9 WHITE 80005 12 PAA RFCUSER 08/31/2013
|- 2000486403/7 SHOE ALL STAR,HI.CANVAS 9 5 WHITE 80005 36 PAA RFCUSER 08/31/2013
| - 200048640378 SHOE,ALL STAR,HI,CANVAS 10 WHITE 80005 36 PAA RFCUSER 08/31/2013
[ - 2000486403/9 SHOE ALL STAR HI,CANVAS 10.5 WHITE 80005 36 PAA RFCUSER 08/31/2013 =
4 »
— e : === = =
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9. Click Create Draft. Using the drop-down, seleetir chase Order (this
automatically takes you to Step 3).

@ hitps// scac igationT: 1%3A%2F%2F82ac443ab 2281 ebe090acci17b3c0bc&Exec - Windows Intemet Explorer B

opiors~ | I

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))

[« Previous | Next »] | [Save || Close | 9
I» 1 2 3 4 -
Select Requisition Assign Sources of Supply ( 1 ltems) Review Drafts (No ltems) Summary Screen (No Documents)
Search for and add sources of supply, either based on proposal, already available suppliers, or from extemnal registers. Hide Quick Help
a
Select All || Expand All || Collapse Al |[ Change |[ Refresh | | [ Propose Sources of Supply 4 |[ Create Draft « | | | Replace fiem with Catalog ltem 4 || Unda Replacement | | | Remove | | [ Assign to My Purchasing Group |
T Reduisition / lem Number | Document Name | Document Number | Draft Type | tem Numb  RFX mber | Configurable ltem Number | Description Variant | Category Descriptil
» 20004874671 Contract Interpreter Services (Foreign Language, Interpreter: Foreign
Purchase Order
Auction

10. InDraft Name field, change the name to PR215 PO Exercise then
Transaction Type field, use the drop-down menu to selBtiBT Blanket
PO. Click Process Selected Drafts. NOTE: Once the Transaction Type has
been selected and ordered it cannot be changéek RO Transaction Type
needs to be changed after creation, the PO muwdlbted and a new PO
created.

Exercise 3 Page 3 of 15 09/22/2014



SRM 7.2 PR215 Purchasing Process

SEEIS

South Carolina Enterprise Information System

- Windows Interet Explorer

=R

Assign Sources of Supply: Step 3 (Review Drafts ( 1 Items))
[« Previous |[ Next »] | [Process All Drafts || Close || Process Selected Drafts || Edit Selected Drafts |

w—11 2 3

Select Requisition Assign Sources of Supply (No ftems)

Review and adjust the drafts you created and process a draftimmediately.

w Created Drafts
Change Selected Draft To 4
7| Draft Name Draft Type
" | HOW TO CREATE A BLANKET PO Purchase Order

' Details of Selected Drafts Local Purchase Order1 AMY556848 08/28/201

Remove || Expand All|[ Collapse All
| Requisition  Item Number | Configurable ltem Number | Description
- 2000487467 /1

| S—
e e T

Review Drafts ( 1 tems)

Supplier Number
7000000458

Interpreter Services (Foreign Language, 96146

a4

Summary Screen (No Documents)

Supplier

RGB TERPWORKS

Category | Quantity | Unit | Supplier Number | Suppiier Name
1200 HR

Options v I

Hide Quick Help

Settings

Transaction Type

NB : Do Not Use-Standard
ZAUC : Auction PO
ZBEM - Blanket Emergency
ZBEX - Blanket Exemption
ZBLT : Blanket PO
ZBPO : Blanket Agreement PO
7BSS - Blanket Sole Source
ZCAP: Capital Lease PO
ZCMS : Case Management PO
Info Record | 1 ZEMR : Emergency PO

125.00 12500 USD

9

O

11.You will receive two red hard stop errors to remymal to change your quantity
and price for all Blanket POs. Click the hyperliokopen the PO in a new

window.

@ coov/NavigationT

123A%2F%2F8; 281ebe090accr17!

Exec - Windows Internet Explorer

==

Summary Screen: Step 4 (Summary Screen 1 Documents)

[« Previous | Next » | | [ Refresh [ Close |

0 For Blanket Agreement PO enter total value of line item in PO QUANTITY
0 and 1in NET PRICE field
& Delivery date not possible; check your entry

@ Purchase order 4600217198- HOW TO CREATE A BLANKET PO has been created

»— 1 2 3

Select Requisition Assign Sources of Supply (No ltems)

Created Objects

T Document Number Document Type

Purchase Order

Description
HOW TO CREATE A BLANKET PO

4600217198

Review Drafts (No ltems)

4

Summary Screen 1 Documents

Status
Saved

Supplier Number
7000000458

-
-1

Supplier Name
RGB TERPWORKS

Total Value
15,00000 USD

Options w Il

Settings

Currency
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12. Click Edit.

T r1%3A%2F%2F0f

| 773ee5478ff07e90cc2&Prev - Windows Internet Explorer

\EI—

Display Purchase Order: 4600217198

‘ [ZEdit] | [Print Preview |

| [ Check |[ Close |[ Copy || Export || Delete |[ Related Links |

N Lago0217108

Overview Header ; Items

Smart Number HOW TO CREATE A BLANKET PO
Supplier RGB TERPWORKS

Type Blanket PO

Notes and Attachments ¢

Approval Tracking

Status Saved

Options »

|

Created On 08/28/2013 Total Value (Gross) 16,200.00 USD

General Header Data

Smart Number.

Purchase Order Number:
Supplier: *

Requester: *

Recipient:

Location:

Ship-To Address:
Purchasing Organization: =

Purchasing Group: *

Total Value (Net)

HOW TO CREATE A BLANKE
|| Smart Number is External
4600217198
7000000458
130348
30348
33853
94
SCEIS Purchasing Organization
Comptroller General Office

15,000.00 USD

Set Values

[ Paste Il

Note to Supplier:

Internal Note:
RGB TERPWORKS

Ms. AMY LEWIS
Ms_AMY LEWIS
SC First Steps

SCEIS Root

Show Members

Details |l_Add tiem

I[Copy Il

Paste

Duplicate [ Delete I

Undelete |'|-] Pronose Sources of Supplv Il Add Condition

Il Remo:

[

ﬂmm,\zr Il Exercise Ootion I'IE] Order as Direct Mate

FIEl Pracess :WU I
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13. Click Items tab, select the line item to update, and dhekails.

@ nttps:// T ri%3A%2F%2F0fatef6c73b84773ee5478f07e90cc2&Prev - Windows Internet Explorer =
Options +
Edit Purchase Order: 4600217198
[ Read Only || Order || Save | | [ Print Preview | | [ Check |[ Close || Export || Import || Park || Delete |[ Related Links 4

Number 4600217198 Smart Number HOW TO CREATE A BLANKET PO Type Blanket PO Status Saved Created On 08/28/2013 Total Value (Gross) 16,200.00 USD
Supplier RGB TERPWORKS
Overview Header Items 1[ Notes and Aftachments Approval ~  Tracking

W ltem Overview

| Details || Add tem 4 || Copy |[ Paste || Duplicate || Delete || Ur
T Line Number

| | [ Propose Sources of Supply || Add Condition « || Remove Condition || Exeicise
Product ID | Descripfion Product Category = Quantity = Unit
| = 1 Material 1 Interpreter Senvices (Foreign Language, 96146

Option
Deleted | ltem Type | ftem Number

| |
Net Price = Option Type
125.00

][] P

Currency | Per | Order Type | Condi|

1200 HR  USD 1

Exercise 3

Page 6 of 15 09/22/2014



SRM 7.2 PR215 Purchasing Process

SWEIS

South Carolina Enterprise Information System

14. Scroll down to update tH@uantity/Unit field and theGross Price/Per field.
The Quantity/Unit field equalsthe total dollar value of the PO. The Gross
Price/Per field is $1.00. If the total value of fherchase Order includes tax
change th@ ax Code/Amount from AP Sales Tax to Tax Exempt.

[ Read Only |[ Order |[ Save | | [ Print Preview | | | Check || Close || Export || import || Park || Delete || Related Links 4

Number 4600217198 Smart Number HOW TO CREATE A BLANKET PO Type Blanket PO Status Saved

Supplier RGB TERPWORKS

Created On 08/28/2013

@ nttps:// ? iE ri%3A%2F %2F0fafef6c73084773ee5478ff07e90cc2&Prev - Windows Internet Explorer | =0 EEn X
Options »
Edit Purchase Order: 4600217198
(27

Total Value (Gross) 16,200.00 USD

Complete ltem on Saving: |[NO  «|

Further Properties
Manufacturer Part Number

External Manufacturer

Subcontracting

Incremental Funding Active:

Overview Header Items Notes and Attachments «~  Approval ©  Tracking
- =
General Data | Prices and Conditions Account Assignment Notes and Attachments Approval Preview Related Documents Delivery Extended PO History
“w Basic
Identification Currency, Values and Pricing
ftem Number 1 Quantty Unit. | 15000.00[[HR /([ O[mR
tem Type: | Material Gross Price / Per: | 1.00] usD | 1 HR
Description: |Interpreter Senvices (Fareign Language, | Net Value: 15,000.00| UsD
— - . et Price: 12500 USD
Product Category: ‘95146 @1 Interpreter: Foreign Language Hearing Impaired etc =
Guaranteed Purch. Value: 0.00
Catalog
Eontact) e [0 Not to Exceed Price: [_]
Not Separately Priced: [ |
O

Tax Code / Amount: ||A/P Sales Tax

Service and Delivery

Delivery Date: 1_0_8-.72_7561_3 @‘

(=]

Tolerance Group:
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15. Click theHeader tab, enter today’s date in tBeart of Validity field and one
year from today’s date in theo field (normally Blanket POs are created for
each fiscal year). ClicBave, remember in order to access Document Builder

the PO must be in &aved Status.

@ nttps:// ? iE ri%3A%2F %2F0fafef6c73084773ee5478ff07e90cc2&Prev - Windows Internet Explorer | = e X
Options »
Edit Purchase Order: 4600217198
[ Read Only |[ Order |[ Save | | [ Print Preview | | | Check || Close || Export || import || Park || Delete || Related Links 4 ]
Number 4600217198 Smart Number HOW TO CREATE A BLANKET PO Type Blanket PO Status Saved Created On 08/28/2013 Total Value (Gross) 16,200.00 USD
Supplier RGB TERPWORKS
Overview Header -r ltems -  Notes and Attachments Approval Tracking
General Data Notes and Attachment Output Budget Document Totals Extended PO History Payment User-Specified Status
LONITIIent UOCUMmens.  Uispiay =
Organization Status and Statistics
Purchasing Organization. |SCEIS Purchasing Organization [a]] Document Date: |08/28/2013
Purchasing Group: |Comptroller General Office 9| Show Members FM Posting Date: = [58727872753:@
P — Posting Period: * 002
Start of validity: = [08/28/2013 [
: Parked: [ ]
To: * | 08/27/2014 [
Cancelled: | |
Closeout Status: | None
Selective Release Status:
Il || Clear Filter Settings
Function Number Name Phone Number
| = Requester 30348 AMY LEWIS
|+ Vendor 7000000458 RGB TERPWORKS (803) 837-8157
= Senvice Agent
= Goods Recipient 30348 AMY LEWIS
v
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16. Click Related Links from the drop-down menu seldabcument Builder.

& nttpsy// gov/? T ri%3A%2F%2F0fafef6c73b84773ee5478ff07e90cc28&Prev - Windows Internet Explorer ‘ - B x|
Options «
Display Purchase Order: 4600217198
[ #Edit | | [ Print Preview | | | [ Check || Show my Tasks |[ Close || Copy || Export || Delete |[ Related Links 4 |
| Approve Supplier List
& Release Document Builder document beio_re releasing procurement document Create Supplier 1=
[#) PO HOW TO CREATE A BLANKET PO with document number 4600217198 has been ordered Matenal Eurchase History [+
Document Builder .
Number 4600217198 Smart Number HOW TO CREATE A BLANKET PO Type Blanket PO Status Awaiting Approval Created On 08/28/2013 Total Value (Gross) 16,200.00
usb Supplier RGB TERPWORKS
QOverview Header } Items Notes and Attachments Approval Tracking
General Data Notes and Attachment Output Budget Document Totals Extended PO History Payment User-Specified Status
COMITIUTEN UOCUTENS.  UISpiay =
Organization Status and Statistics
Purchasing Organization: |SCEIS Purchasing Organization Document Date: |08/28/2013
Purchasing Group: | Complroller General Office Show Members FM Posting Date: | 08/28/2013
Posting Period: 002 -
Start of validity: 08/28/2013 :
Parked: [ |
To: | 082772014
Cancelled: [ |
Closeout Status: |Mone
Selective Release Status:
[ Add . | il || Call | Filter Settings
Function Number Name Phone Number
| | = Requester 30348 AMY LEWIS '
@ https:// sC.gov/?h Target=navurl%3A%2F %2F58fed71db8ea7d728d11cd4e361292168&Prev - Windows Internet Explorer =]
Options v
Document Data. 1 User Workspace

Document Builder

Edit

Copy  Save se Cancel Refresh L

Header Data [ Dialog Document Summary Preview Aftachments

General Data

Document Number: |000000000011717
Version No.: 00001
Content Modifier:
Name: * [AMY55848 08/28/2013 16:35:11
Template:
Document Selection: * POBP
Confidential: [ |
Style: * |PO_STYLE
Overlay: ‘

Document Date: * [08/28/2013 [

m

Regulation Sets
Text Update Level

First Release February 2006

Memao
| State Provisions & Clauses

Document Versions

New Version

Creation Date
08/28/2013

Internal Version Created by

AMY55848

Administrative Data

Content

Creation Time
16:35:11

SCGOoV
Created by: AMY55848
External Document 4600217198
Status:  Held

Note External Change

X
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18.Click Dialog tab, answel es andNo to the questionsy es to the first question
will produce Standard Purchase Order claugesto the second question will
produce Blanket Agreement Purchase Order Clausesaiswer to question
one is alway¥'es.

Document Data User Workspace

Document Builder

Save Save as User Template Release Cancel Refresh

Header Data Dialog Document Summary Preview Attachments

Groups Purchase Orders

Previous MNext Finish with Defaufts Add a standard page of boilerplate contract clauses to the PO?. E

Document Daf roups IE
~ g Document Dyta Does this Purchase Order establish a Blanket Purchase?:
= o Purchase Onjers

19.After you answekthe questions for the appropifatasaction Type’s Purchase
Order, then, selettext within the Dialog box.
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20.Then ClickRelease
Ao v

Document Builder

Cdit Copy Save Save as User Template Release Cancel Refresh Log Off

Groups Purchase Orders

Previous MNext Finish with Defauls | Aqq a standard page of boilerplate contract clauses to the PO7: [ves | [1]

Document Data Groups 4
~  Document Data Does this Purchase Order establish a Blanket Purchase?:

21.Click L og Off.

| v

Document Builder

Edit Copy Save Save as User Template Release Cancel Refresh LogOff

eioes (00| ity || ot

Groups Purchase Orders

Previous  Next Finishwith Defaulis | agq 3 standard page of boilerplate contract clauses to the PO?: [Yes | [i]

Document Data Groups [
= o Document Data Does this Purchase Order establish a Blanket Purchase?: [No |

22.Click Yes.

Document Builder

Are you sure you want to log off?
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23. Click theRefresh icon to get the latest version of the PO. Theuduent you
just created will be located Motes and Attachmentstab under the
Description of DocB: Document”. You can click theDocB: Document link
to display the document.

Display Purchase Order

\ \ Print Preview \ N | Check H Chse H Copy H Biport H Systeminformatiin H Create emory Snapshot ” Relted Unks;|

Purchase Order Number 4600267335 Purchase Order Type Blanksi PO

Status Saved  Document Date 10302013

Overview | Header | hems /l/‘lfutesaimdﬁtﬁnhmtz-} Aoproval | Tracking

Total Value (Gross) 20000 U0 Smart Humber

=
=]

¥ Hotes

Assined To Category

i

Filer. Sefings

Tent Preview
fnérm'mm Radal Tre" Vendar Texd Callprior o defvery
¥ Afachnents ﬂ
/ Fiter Sefings
Assipned To | Category Descripton Fie Name Version | Processor Visile itemaly only | Chected Out Tipe | Sze(kB)  Changedly Changed on
Dot st Legal Document Bikinn Schedile Biding Schedue | L] [] o FPEPER 302013
| ot e LegalDocument Doch Responses Reor Doz Responses Repor 1 0 0 % FPEPER 10302013
| Dot et Legal Document Doch Reviewers Check Lt Doch Reviewers Check Lt 1 B [ o2 FPEPER 302013
i Document Header Legal Document Do Docunent Doch Document | 0 0 w1 FPEFER {30213
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24. Remember the PO is in a “Saved” status so remetolstick the “Edit”

button.

[ sysemitmalon | et Redeilits

Document eader

LegalDocument

f
DocB Responses Regort Dock Responses Report 0 I FRERR 10302013
TocunenHeader LeglDocument Doch eviers Check Lt Dok RevenersCheck st 0 o2 PR s
Docnenteder levunen DocBloaunet Do ovamet 0 w0 R oy
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25. Then clickOrder, because you want the PO to end up iQader ed status.
The system will indicate the Status is “Awaitinggkpval”, but just click the
Refresh icon.

sipedTo

b

: f 0

Dottty et s Du e et i 0
| -

| i
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26. After you click theRefresh icon, the system will display the PO is in an
Ordered status, then clicklose.

AN

AN

e (41| e | O Con | Come | Syemtn | el ey Sl | Rl s
N\

N
Purchase Order Number U0267S82  Purchase OrderType Gl Staus Ordeed  DocumentDate 10BZITY  TotalVaug (Gross) 250000US0  Smarthumber — Supplr CONTHENTAL TRE ACATH AUERCA

\Adcl Aachmet H £t strpin H Versonn H [ekte H (ret Qolfcaion Pmme\
siped To Calgry Desuoln Fiane Vet Pocessr Vil lmaly Ceded0t  Tie | S()
Domenteny gloomet B by ! [ i o
Doumerfeatr — LepaCoomt Cocsponses Regot Doc Resonses oot 1 i [ im ¥
Domerfeatr— LepiDoomt Do Cec it DocEReves Cheeh Lt 1 i [ m 2

Blanket PO Created:
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