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SEEIS

South Carolina Enterprise Information System

SRM 7.2 Purchasing Process

Exercise 2: Create a ZBPO Blanket Agreement 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.

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
(Using the 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/ltem Number.#
#

8. Click Next.

Lo la sl

a ceationT. % 0%0: Exec - Windows Internet Explorer
Assign Sources of Supply: Step 1 (Select Requisition)
| Hext L‘ Close
I* 1 2 3 4 <
Select Requisition Assign Sources of Supply (Mo Hems) Revipw Drafts (Mo tems) Summary Screen (Mo Documents)
......... = et —
Requesier [m} Exernal Requirement.
Purchasing Organization [m) Account Assignment Category: -
Purchasing Group: ] Account Assignment Number
Priciity. - Intended for Grouping.
Delivery Date Range: |In 90 Days Include Locked Bems:
Search for Requisitions
Delivery Date. 08272013
Search
[ Selectan ]| Expand e rdinate Out All Calegories « | || [ Reject tems |
T Requisition / kem Number | Description Category | Priority = Quantity Unit Requester Delvery Date | Supplier Number | Supplier Name
= 200048746172 CONTROLLER, TRAFFIC 207T0L MASTER 55088 10 EA RFCUSER 083072013 TO00026819 WALKER BROTHERS ING
= 20004874661 Interpreter Senices (Foreign Language, 96146 1200 HR AMYLEWIS 0872772013 TOO0000458 RGB TERPWORKS
« 200048746711 klerpreter Services (Foregn Language, 96146 1200 HR  AMYLEWIS OB27/2013 7000000458 1GE TERPWORKS
= 20004874681 Interpreter Services (Foreign Language, 96146 1200 HR AMYLEWIS 082772013 TOOO000458 RGE TERPWORKS
= 20004874551 Interpreter Services (Foreian Language, 96146 1200 HR AMYLEWIS 08272013 7000000458 RGE TERPWORKS
= 2000487471 Interpreter Senices (Foregn Language, 25146 1200 HR AMYLEWIS 082772013 T000000458 RGB TERPWORKS
s 20004874710 Interpreter Senvices (Foreign Language, 96146 1200 HR AMYLEWIS 06272013 7000000458 RGB TERPWORKS
= 200048747201 Interpreter Senaces (Foreign Language, 96146 1200 HR  AMYLEWIS 082772013 FOO0000458 RGB TERPWORKS
= 200043747301 Interpreter Senvices (Foreign Language, 96146 1200 HR AMYLEWIS 082772013 TOO0000458 RGB TERPWORKS
= 200048747401 Interpreter Sennces (Foregn Language, 86146 1200 HR  AMYLEWIS 082772013 TO00000458 1GE TERPWORKS
1
—_

Contract | Info Record | Ma
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#

9. Click Create Draft. Using the drop-down, select Purchase Order (this
automatically takes you to step 3).

P T 90acc1 70000

- Wincows Internet Explarer

SR

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))
1 Prewous MNext E Save Close

» 1 2 3

4 -
Select Requisition Assign Sources of Supply [ 1 Items) Review Drafts (No ftems)

Summary Screen (No Documents)

| Select All | Expand All || Collapse All | Change [ Refresh | | | Propese Sources of Supply 4 || Create Draft 4 | | | Replace ftem with Catalog ftem 4 || Undo Replacement | | [ Remove | | [ Assign to My

Purchasing Group |

T Requisition/ fem Mumber | Document Hame | ocument Number | Draft Type | Hem Numby

g e e S
10. In Draft Name field, change the name to PR215 PO Exercise 2. In the
Transaction Type field, use the drop down menu to select ZBPO Blanket
Agreement PO. Click Process Selected Drafts. NOTE: Once the
Transaction Type has been selected and ordered it cannot be changed. If the
PO Transaction Type needs to be changed after creation, the PO must be
deleted and a new PO created.
E] -~ Windowrs Intemet Explorer e s [

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

ii Previous || Mest L Process Al Diafls || Close || Process Selected Dyafls || Edi Selecied Drafts

9.
[ 1 2 3 4 -
Sedect Requisition Assign Sources of Supply (No Rems) Review Drafts { 1 Rems) Summary Screen (No Documents)
Review and adpust the drafs you created and process a diafl immedately. Hide Quick Hedp
w Crealed Drafts ]
| Change Selected Dialt To 4 || Remove | Settings
%y Draht Name Dvaft Type Suppher Number Supplier Transaction Type
HOW TO CREATE A BLANKET AGREEMENT PO Purchase Order TO00000458 RGB TERPWORKS |

NB : Do Not Use-Standard
ZAUG - Auction PO
ZBEM : Blanket Emergency
ZBEX : Blanket Exemplion
ZBLT : Blanket PO
ZBPO - Blanket Agreement PO
" Details of L Ordert ZBSS - Blarket Sole Source
ZCAP - Capatal Lease PO
ZCMS © Case Management PO
Category | Cuanty Urit | Supplier Number | Supplier Name | Info Record | Net F ZEMR - Emergency PO
Interpoeter Senaces (Foreign Language, 96148 1200 HR 12500 12500 USD

Remove || Expand All | Collapse AL

L2) Bem Number G Number | Dy
= 200048746871

e |

Exercise 2 Page 3 of 9

Version 4.0



SRM 7.2 Purchasing Process

SEEIS

South Carolina Enterprise Information System

11. You will receive two 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.

@ o T, 2781ebe090acc!] Exec - Windows Internet Explorer = o 5]
ons - Il
Summary Screen: Step 4 (Summary Screen 1 Documents)
[4 Previous | Nea » | | [ Behesh || Close 0.
9 For Blanket Agreement PO enter total value of Bne item in PO QUANTITY |
D and 1in NET PRICE field
B, Detvery date not possibie; check your entry
[# Purchase order 4600217199 HOW TO CREATE A BLANKET AGREEMENT PO has been created -
I 1 2 3 4 =l
Sedect Requisition Assign Sources of Supply (No ltems) Review Drafts (No ftems) Summary Screen 1 Documents
Created Objects
Seltings
f| Document Number Document Type Description Status | Supplier Number Suppler Name Total Vake | Currency
[ 021 Purchase Order HOW TO CREATE A BLANKET AGREEMENT PO Saved TO00000458 RGB TERPWORKS 15,000.00 USD
P « %2 7308477 3ee54T8H107e00cc28 Prev - Windows ntemet Explorer oo
—
Options +
Display Purchase Order: 4600217199
47 Edit | | [ Print Preview | | [#%] | [ Check || Close || Copy || Export || Delete || Related Links 4 94
Number 4800217199 Smart Number HOW T CREATE A BLANKET AGREEMENT PO Type Blarket Agreement PO Status Saved Created On 08/28/2013
Total Value (Gross) 16,200.00 USD Supplier RGB TERPWORKS
Overview | Header ;| Mems .  MNotes and Attachments -~ Approval ©  Tracking
General Header Data Mote to Supplier. =
Smart Number. HOW TO CREATE A BLANKE
["] smart Number is Extemal
s 4600217199
Purchase Order Number. |46 intesmal Mot
Supplier. * 7000000458 RGB TERPWORKS
Requester = | 30348 Ms_AMY LEWIS
Recipient | 30348 Ms AMY LEWIS
Location: | 33853 SC First Steps
Ship-To Address: |94 SCEIS Roat
Purchasing C = [SCEISF C
Purchasing Group: * | Complrolier General Office Show Members
Total Value (Net) 15,000.00 UsD
Set Values
w ltiem Oveniew
Detaiks Il A tem . [ Coov 1| Pasic D TR
14 b
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#

13. Click Items tab, select the line item to update, and click Details.
#

“ s

%2F0fafef6c73084TT 305 28&Prev - Windows Intemnet Explorer

Edit Purchase Order: 4600217199

Read Only || Order || Save Print Preview | | | Check || Close || Expont || Import || Park || Delete || Redated Links « |

Number 4600217199 Smart Number HOW TO CREATE A BLANKET AGREEMENT FO

Type Blanket Agreement PO Status Saved Created On 08/28/2013
Total Value (Gross) 16,200.00 USD Supplier RGB TERFWORKS
Overdew © Heades ema - MNotesand Atachments  Approval © Tracking
w ltiem Ovendew

| Details || Add kem . || Gopy || Paste || Dupicate || Delete | Ur | [ Propose Sources of Supply || Add Condition « || Remowe Condition || Exercise Option | | | Ord: Material | |
Ty Line Number Dedeled  em Type | Rem Number | Product ID | Descnplion

= 1 Matenial 1 Interpreter Senices (Foreign Language, 96146 1200 HR  USD 1 125.00

ft

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 tax has been included in the total dollar value of the

PO change your Tax Code/Amount from AP Sales Tax to Tax Exempt.#
#

Producl Category | Quanbly | Unit | Currency  Peer | Nel Pnce  Oplion Type | Order Type | Condi
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2RPree - Windows Intemet Explores

Edit Purchase Order: 4600217199

| Read Only || Order || Save | | | Print Preview | | | Check || Close || Expon || Import || Park | Delete || Related Links « |

Number 4600217159 Smart Number HOW TO CREATE A BLANKET AGREEMENT PO Type Blanket Agreement PO Status Saved Created On DB/2E2013

Total Value (Gross) 16,200.00 USD Supplier RCE TERPWORKS

Overview | Header m MNoies and Attachments | Approval | Tracking

Merm Numbser,

ltem Type: | Material
Descripion: Iterpreter Senices (Foreign Language,
Product Category: 96146 [P Interpreter: Foreign Language Heanng Impaired elc
Catalog:
Contract / lem. 3|0
Complete ltem on Saving No «
Further Properties
Manufacturer Parl Number

Extermal Mamufacturer.

Subcontracting: [

Quantity/Unit 1500000] [HR (9]¢ 0/HR =
Gross Price | Per | 100| usp | 1| HR
Het Vilse: 15,000.00| USD
Met Price: 12500 usD
Guaranteed Purch. Value: 0.00
Mot to Exceed Price: | |
Mot Separately Priced: [
Incremental Funding Active: || =
Tax Code | Amount. |11 AP Sales Tax -
Service and Dellvery

Delivery Date: (08272013 [

Tolerance Group: |79

UnderdeliveryOnverdalivery Tolarance.

[1tem Detail | Storage Location:
Acceptance at Crigine [

Status and Statistics
Item Deleted: [No

0.00 %/ [

-

00| % [] Uniimited
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15.4lick on Header tab, enter today’s date in the Start of validity field and one
year from today’s date in the To field (normally Blanket POs are created for
each fiscal year).
#

] s i %2 7308477 3ee 4 TR0 Te0cc28Prey - Windows Intemet Explorer =R

Edit Purchase Order: 4600217199

| Read Onty || Ordes || Save | | | Print Preview | | [ Check || Close || Export || Impon || Park || Delete || Related Links « 2|
Number 4600217199  SmartNumber HOWTO CREATE ABLANKETAGREEMENTPO  Type BlanketAgreementPO  Status Saved  Created On 087282013
Total Value (Gross) 1620000 USD  Supplier RGE [ERPWORKS

Overview Hudurl tems | Notes and Atachments Approval | Tracking
éemnlnlh mmm Oml Budget mfmb EﬂenueuPDHim Payment  User-Specified Status

Purchasing Organization: | SCEIS Purchasing Organization [m) Document Date: | 0BZAES =

Purchasing Group: | Comptrolier General Office 3| Show Members FM Posting Date: * [08262013 [

Posting Penod: = 002
Start of vahcty. * | 0B2B2013 m

Parked [ ]
Tor * [ 08272015 [

Canceled: [ ]

Closeout States: | None

Selective Release Status:
w Partner
1l Ak end E-Ma Fiter Sefings
Function Numibas MName Phone Number
* Requester 30348 AMY LEWIS
* Vendor TO00000458 TERPWOR {803) 8378157
« Senice Agent
= Goods Recipient 30348 AMY LEWIS
= Ship-To Address 94 SCEIS Roo (803) 734-5011
= Location 33853 SC First Sleps

H H H HF H H HF HFHH HFH H H HF HE
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16. After all updates are complete, select Order, then Click Refresh. Status
changes from Awaiting Appraoval to Ordered.
#

o Windows Intermet Expiarer [ i
—_—
EdkMMAﬂnn”
| Read Orly | Order || Save | | | Print Prewew | | | Cheek | Close | Export | impon || Pask || Delete | Rolated Links + Q)

Lz Purchase onder HOW TO CREATE A BLANKET AGREEMENT PO with document number 4800217199 is comect

Number 4800217199 Smart Number HOW TO CREATE A BLANKET PO Type Blank
Total Value (Gross) 16,200 00 USDH Supplier FGH TERPWORKS

Zil i_;i.i.i..i.. omisl] Mllhisesiivitennnrsst Wbl MiEeimmiad
Oupdl  Budget  DocumeniTolals  Extended PO Mstory  Paymert  User-Specied Stals.

Agn PO Status  Saved Created On 08282013

S Of ROy, - |USorad i g = =
To + [ 68212015 It e
Canceied
Closeout Status. | Nane
Selectve Release Stahs
w Pasiner -
T 1 E-b Fiter Scttings
Funcson Humbser Prone Number
*  Requester 30348
- Vendor TOO0000458 (803} BIT-B157
= Sensce Agent
«  Goods Recipient 30048 ANY LEWES
*  Ship.To Address. 94 (B03) 7345011
* Locabon 33853 -
17.Click Close to close the Purchase Order window.
a s H2FOH 73b84773ee5475H07e90cc28Prev - Windows Intemet Explorer
Display Purchase Order: 4600217199
# Edn | || Print Preview | | [5,] | [ Check || Glose ][ Copy || Complete || Expon || Deiete || Related Links « | 94

Number 4600217199 Smart Number HOW TO CREATE A BLANKET AGREEMENT PO Type Blanket Agreement PO Status Ordered Created On 082872013
Total Value (Gross) 16,200 00 LSO Supplier RGB TERPWORKS

ml Header © fMems .  MNotes and Attachments - Approval ©  Tracking

General Header Data Hote to Supplier. =
Smart Number. HOW TO CREATE A BLANKE
[") Smart Number is Extemnal
Purchase Order Number. 4600217199

Intemal Note:
Supplier. = | 7000000458 RGE TERPWORKS
Requester * 30348 Ms_ AMY LEWIS
Recipient: 30348 M= AMY | EWIS
Location; * 33853 SC First Steps
Ship-To Address: 94 SCEIS Root
Purchasing O tion. = SCEIS F C
Purchasing Group: *  Complroler General Office Show Members
Total Value (Mety 15,000.00 UsD
Set Values
w ltiem Oveniew
| Details | [ Coo || Paste N Duokcate I O bt

ft
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18. Click Close to close the Sourcing window.
#

- J - Windaws Internet Explarer

Summary Screen: Step 4 (Summary Screen 1 Documents)
|4 Previous | nest p | | | Refiesh || Close

1D For Blanket Agreement B0 entor total vakie of kn fem in PO QUANTITY
D and 1 in NET FRICE fickd
I\ Delivery date nat possible; check your entry

Blanket Purchase Agreement PO Created:

L 2 1 z 3 4 -
Select Requisition Assign Sources of Supply (No tems) Review Drafts (M Screen i
Created Objects
fFy Document Number Document Type Description Status Suppier Number
4600217199 Purchase Order HOW TO CREATE A BLANKET AGREEMENT PO Saved 7000000458

Seftings

Supplier Name Total Vale ~ Curency
RGE TERPWORKS 1500000 USD
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