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Create a Blanket Purchase Order
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SRM 7.2 PR215 Purchasing Process South Carolina Enterprise Information System

Exercise 3: Create a ZLBT Blanket PO

1. Log onto SRM.
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 (Navigation Pane), click Perform
Sourcing.

5. Use the 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.

a ~Windows Intemet Explorer = e ]

e I

Assign Sources of Supply: Step 1 (Select Requisition)
4 Next b ] | [Close | Q-]

I 1 2 3 4 -1
Select Requisition Assign Sources of Supply (No tems) Review Drafts (No ltems) Summary Screen (No Documents)
Search for requirements thal you wan to source. Then select these requirements in the search resulls list and choose “Mext™. Hide Quick Help
e Lr AL PR =
Purchasing Organization (m] Account Assignment Calegory -
Purchasing Group: (=] Account Assignment Number
Priority - Intended for Grouping
Dekvery Date Range: |In 90 Days - Include Locked Hems:
Delivery Date Q82772013 [ To 11262013 [
| Search |
| Setect All || Expand || Collapse | | [ Hide Subordinate Outhnes | ANl Categories = | | [Refect tems |
¥ Requisition | fem Number | Description Category = Priority  Quantity | Unit | Requester Delivery Date  Supplier Humber | Suppher Narnp_l B Conl
= 20004862111 Headlights, Accessones and Pars (inch 05537 1 EA  MICHELE JOHNSON 10/01/2013 7000191425 “AUTOZONE —
= 2000486353/1 Police Pursuit Tire: 86330 1 EA MICHELE JOHNSON  10/01/2013 7000140142 CONTINENTAL TIRE NORTH AMERICA 4404
K SHOE ALL STAR HI,CANVAS 9 WHITE 20005 12 PAA RFCUSER oasI2m3
= 20004864033 SHOE ALL STAR HI,CANVAS 9.5 WHITE 80005 36 PAA  RFCUSER 08312013
= 20004864034 SHOE ALL STARHI,CANVAS, 10, WHITE 80005 36 PAA RFCUSER 082172012
= 20004864035 SHOEALL STARHILCANVASBSWHITE 80005 12 PAA  RFCUSER 083172013
= 2000 SHOE ALL STAR HI,CANVAS 9 WHITE 80005 12 PAA RFCUSER 083172013
2000 K SHOE ALL STAR HILCANVAS 9.5 WHITE 20005 36 PAA RFCUSER oasI2m3
= 20004864038 SHOE ALL STAR HI,CANVAS, 10 WHITE 80005 36 PAA  RFCUSER 08312013
= 20004864030 SHOE ALL STAR HLCANVAS 10.5WHITE = 80005 36 PAA RFCUSER 082172012 =
“ »
e — - - — — e
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9. Click Create Draft. Using the drop-down, select Purchase Order (this
automatically takes you to Step 3).
o 090acel] - Winchows Internet Explorer o e
e
Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))
18 Prevous | Ve ] | [Save | Cose | (77

(Y 1 2 3 4

ol

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

Search Tor and add sources of supply, either based on proposal, already available supplers, or from exiemal registens.

| Select Al | Expand Al || Gollapse Al | Ghange || Refresh | |

| Eropase Souces of Supply 4 || Creale Dralt « [f]

Hide Quick Help

e

iy Requisiion/ tem Number | Document Name | Document Number | Dvaft Type | fiem Numiby RF
= Z0004BT467T] Confract
Purchase Order
Auction

mber | Configurable iem Number | Description
Interpreter Services (Foreign Language,

10. In Draft Name field, change the name to PR215 PO Exercise 3. In the
Transaction Type field, use the drop-down menu to select ZLBT Blanket
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.

_Replace ftem with Catalog Hem || Undo Replacement | | | Remove | | | Assign to My Purchasing Group |
Vanant Category Descriptil
Interpreter: Foreign
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South Carclina Enterprise Information System

" Windewy Intemet Explarer T
Assign Se of Supply: Step 3 (R Drafts ( 1 Items))
{4 Previous [ Hea p] | | Process Al Drafts || Ciose | Process Selecied Dralls || Edt Sekicled Diafts 0.
I+ 1 2 3 4 -4
Seleqt Requsiton Assign Sources of Supply (No Nems) Review Drafts { 1/tems) Summary Screen (No Documents)
Rieveew and adpst the drafts you created and process a drafl mmediasely Hute Chack Holp
| Change Selected Drafl To 4 || Remowe Sefings
%y Drafl Hame Draft Type: Suppler Number Suppler Trarsachon Type
I HOW TO CREATE A BLANKET PO RGB TERPWORKS: -
NB - Do Not Use-Standard
ZAUC - Auction PO
ZBEM  Blarket Emergoncy
ZBEX - Blarket Ensmption
ZBLT - Blarket PO
| 2BPO - Blarket Agreement PO
oo | ZBSS : Blanket Solo Sowce
e —— —— ZCAP Capital Lease PO
| Reenove | Expand All | Colapsa Al | ZCMS - Case Management PO |°
3] Number  Description Calegory | Quarkity  Unt | Supplier Number | Suppher Name | Info Recoed |} ZEMR - Emergency PO -
[T« 200088748711 Irteipreter Sendces (Foreign Lanpasge, 96148 1200 HR 125,00 12500 USD
L —
i T T T T ==

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

window.

= Windows Internet Explorer

Summary Screen: Step 4 (Summary Screen 1 Documents)
|4 Prevous | Next || | Refiesh || Close

D For Blanket Agreement PO enter total value of ine item in PO QUANTITY

D and 1 in NET PRICE fisld

& Delvery date nol possible; check your entry

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

I+ 1 2 ¢ 4 -4
Selec! Requisition Assign Sources of Supply (No ltems) Review Drafts (Mo lems) Summary Screen 1 Documents
Created Objects
Document Type Description Status. Supplier Number
Purchase Order HOW TO CREATE A BLANKET PO Saved 000000458

B =
Oplions Il
©-
-
Settings
Supplier Name Tofal Valie  Cumency
RGB TERPWORKS 15,00000 USD
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12. Click Edit.

e —
Oplions »
Display Purchase Order: 4600217198 —
[#ZEdt] | [PrntPrewew | | [] | [ Check || Ciose || Copy || Expont || Dekete || Related Links 4 04

Nurouer 4600217198 Smart Number HOWTOCREATE ABLANKETPO  Type BlnkelPO Status Smwed  CreatedOn 082672013  Total Value (Gross) 16,200.00 USD
Supplier RGH TERPWORKS

,"m Header r ttems. [ Notes and Attachments '[ Approval '[ Tracking |
General Header Data Note to Supplier.
Smart Numbes. | HOW TO CREATE A BLANKE

[»]

["] Smart Number is External
Purchase Order Number, | 4600217196

Inlemal Note:
Supplier = | 7000000458 RGB TERPWORKS
Requester * | 30348 Ms AMY LEWIS
Recipient | 30348 Ms AMY LEWIS
Location: | 33853 SC First Steps
Ship-To Address: |94 SCEIS Root )
Purchasing Organization: * | SCEIS Purchasing Organization
Purchasing Group: * | Compirolier General Office Show Members
Total Value (Net): 15,000.00 USD
e U5 St Values

| ileiE | aaasiem . [ Coox K Paste ¥ Dusicate I Delete ¥ Undelete BN Provose Sources of Sucaly | Aad Goodinon. |l Remove '.:c.-.mu:mr Il Exercise Ootion FIET Order as Direct Material BIE |'rnrp<=.,-Tll
4 L]

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

K 5¢ 73b847 c2&Prey - Windows Internet Explorer
Edit Purchase Order: 4600217198
[ Read Onty || Order || Save | | [ Print Preview | | [ Check || Close || Export |[ Import |[ Park || Delete | Related Links « | -]
Number 4800217198 Smart Number HOW TO CREATE A BLANKET PO Type Blanket PO Status Saved Created On 08282013 Total Value (Gross) 16,200.00 USD
Supplier RGB TERPWORKS
Ovendew ©  Header .llml t Notes and Attachments «  Approval | Tracking
W Rem Overview :
| Detaits || Add llem 4 || Copy || Paste || Dupicate || Detete | Undeicie | | | Propose Sources of Supply || Add Condition « || Remove Condition 4 | Exercise Option | | ter as Direct Matenal || Process Al itg
%y LineNumber | Deleted ltem Type | tem Number | Product D | Description Product Category  Quanity | Unst | Currency | Per | NetPrice | Opbion Type | Order Type | Conds
=1 Material 1 Interpreter Senvices (Foreign Language, 96146 1200 HR  USD 1 12500
-
4 |»]
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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 %2 7308477 3ee5478f107e80cc2&Prev - Windows Intemet Explorer = | o
o
plions v
Edit Purchase Order: 4600217198
| Read Only || Order || Save | | | Print Preview | | | Check || Close || Export || Impont || Park || Delete | Related Links 4 &I
Number 4600217128 Smart Number HOW TO CREATE A BLANKET PO Type Blanket PO Status Saved Created On (B/28/2013 Total Value (Gross) 1620000 USD
Supplier RGH [ERPWORKS
Overview Header Items | Notes and Attachments Approval Tracking
General Data | Prices and Conditions Account Assignment Notes and Attachments Approval Preview Related Documents Delvery Extended PO History
“w Basic
Identification Currency, Values and Pricing
Rem Number, 1 Quantity / Unit 15000.00| |HR = ]f} O] HR
em Type:  Material Gross Price | Per: 1.00| usD 1 HR
3 =
Description: | Interpreler Sennces (Foresgn Language, Net Vake: 15,000.00 usD
T foa 12500 USD
Product Category. | 96146 [P Interpreter. Foresgn Language Hearing Impaired etc Net Price
. . Guaranteed Purch. Vakee 0.00
Catalog:
Contract ! tem: fw I Not to Exceed Price: |
) Mot Separately Priced: |
Complete kem on Saving: (Ne  « pamiey
Incremental Funding Active: |
Further Properties Tax Code | Amount. |1AP Sales Tax -
Manufacturer Part Number:
Service and Delivery
Extemal Manufacturer: Delivery Date; [082772013 [
Subcontracting Tolerance Grovp: |IJ -
1 1 »
. o
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15. Click the 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). Click Save, remember in order to access Document Builder
the PO must be in a Saved Status.

%2 7308477 3ee 4 TR0 Te0cc28Prey - Windows Intemet Explorer = ]
o
NS *
Edit Purchase Order: 4600217198
| Read Onty || Ordes || Save | | | Print Preview | | [ Check || Close || Export || Impon || Park || Delete || Related Links « 2|
Number 4500217198 Smart Number HOW TO CREATE A BLANKET PO Type Blanket PO Status Saved Created On 0E/28/2013 Total Value (Gross) 16,200.00 USD
Supplier RGEH TERPWORKS
Ovenrew Header © ftems |  Notes and Attachments

Approval | Tracking
li;enaralnlh mumm Oml Budget Doumﬁfmb EﬁenueuPDHim Payment

User-Specified Status
AATHTNUTISTIL LOCUTTIRNLS, LA Speey =
Organization Status and Statistics
Purchasing Organization: | SCEIS Purchasing Organization [m) Document Date: | 0RZAZ013
Purchasing Group: | Compiralier General Ofice L) Show Members FM Posting Date; * 08282013 ([
Posting Period: = 002
Start of valickty: * (0812822013 [
Parked. | |
Tor | 08272014 [
Canceled: [ ]
Closeout Status. | None
Selective Release Status:
w Partner |3
Fiter Sefings
Funciion Humber Name Phone Number
= Requester 30348 AMY LEWIS
* Vendor

TO00000458 BGEB TERPWORKS {803) 8378157
»  Senvice Agent

=  Goods Recipient

AMY LEWIS

30348
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16. Click Related Links from the drop-down menu select Document Builder.

“ htps:/

%2 730847 <2 Prey - Windows Interet Explorer oo ]
—
Options +
Display Purchase Order: 4600217198
[ # Edit | | [ Print Preview | | [4] | [ Check || Show my Tasks || Close | Copy || Export || Delete || Related Links « | 94

Approve Suppher List

& Release Document Bullder document before releasing procurement document
@ FOHOW TO CREATE A BLANKET PO with document number 4600217198 has been ordered

Create Supplier
Material Purchase History
Document Builder

Number 4600217198

Smart Number HOW TO CREATE A BLANKET PO

usD

Supplier RGEH TERPWORKS

Type Blanket PO Status Awaiting Approval

Created On D8/28/2013

Total Value (Gross) 16,200 00

Overview - ert ems | Motes and Atachments | Approval | Tracking
GeneralData | Nolesand Altachment  Oulpul | Budgel | DocumentTolals | Extended PO History | Payment | User.Specified Status

TN LOULITIRINS, LISy =
Organization Status and Statistics ||
Purchasing Organization:  SCEIS Purchasing Organization Documnent Date: |0B28/2013
Purchasing Group: | Comptroller General Office £ [} 75 FM Posting Date. |0B/2672013
Posting Period: | 002 =
Start of vabdity, 087282013
Parked
To: | OB/2T/2014
Cancelied: [
Closeout Status: | Nane
Selective Release Stalus:
» Pariner
1 Call || C Filter Settings
Function Number Name Phone Number
* Requesier 30348 AMY LEWIS B
a E %2F58fed71db8eaTd728d 1 1cd4e361292168Prey - Windows Intemet Explorer o |l e
|
Options =
Data Lser &
Document Builder
Save Cancel Refresh
Header Data _| Dialog Document Summary Presiew Aftachments
General Data Administrative Data
Document Number: | 00000000001 1717 Content: | SCGOV
Version No.: | (0001 Created by: | AMY55848
Content Modifier External Document: | 4600217196
Mame, * | AMYS5848 08282013 163511 Slatus, Held
Template:
Document Selection. * POBP
Conhdential ||
sStyle: = |PO_STYLE
Overlay. [m)
Document Date; * |082872013 Is|
Regulation Sets
Text Update Level Memo
State Provisions & Clauses First Release February 2006
Document Versions
New Version
Internal Version Created by Creation Date Creation Time Note Extemnal Change
1 AMY55848 OB282013 16:35:11 x
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18.Click Dialog tab, answer Yes and No to the questions. Yes to the first question
will produce Standard Purchase Order clauses. Yes to the second question will
produce Blanket Agreement Purchase Order Clauses. The answer to question
one is always Yes.

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 answer the questions for the appropriate Transaction Type’s Purchase
Order, then, select Next within the Dialog box.
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20.Then Click Release
e

Document Builder

Edit Copy Save Save as User Template Release Cancel Refresh Log OFf

Groups Purchase Orders
Previous Next Finish with Defaulls | 444 a standard page of boilerplate contract clauses to the PO7: [ves | [i]
~ 4 Document Data Does this Purchase Order establish a Blanket Purchase?.

21.Click Log Off.

| v

Document Builder

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

om0 vereisirsy || oo

Groups Purchase Orders

Previous Next Finish with D=faufis | agq 3 standard page of boilerplate contract clauses to the POZ: [Yes | [3]

+ 4 Document Data Does this Purchase Order establish a Blankst Purchase?: [No |

22. Click Yes.

Bulidar

Exercise 3 Page 11 of 15 Version 5.0



SWEIS

SRM 7.2 PR215 Purchasing Process South Carolina Enterprise Informatian System

23. Click the Refresh icon to get the latest version of the PO. The documents you
just created will be located in Notes and Attachments tab under the
Description of “DocB: Document”.

7 ] e e ©

Purchase Order Number 460267335 Purchase Order Type Biniet 0 Safus Swved  Document Date 10802013 TotalValue Gross) 20000USD  Smart umber

15
!
=
f
&
§

LelDoonet DocAResounes et 0 _ _
Tomentesdr leploamert DuchReiewesCheck s B R heck L 1 i i PO 0B
Domethade  lloont Duoone g Dot 1 0 0 R J0B03
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South Caroling Enterprise Information System

24. Remember the PO is in a “Saved” status so remember to click the “Edit”
button.

7B | | PrtPreview | | %) | | Check | Close | Copy. Informaton | Create Related Links 4

et . I (] ] i
pilloure ' 0 0 : HER
| Dot LdDemt Do Ukl DucRiuers CeckLi 1 0 0 o2 HER foatats
| Docenteadr lageDovunent Do Dot ook Documet 1 0 0 Wi 1 PEFER oozt
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25. Then click Order, because you want the PO to end up in an Ordered status.
The system will indicate the Status is “Awaiting Approval”, but just click the
Refresh icon.

20 e e [y e e
/
IiPDPR215EXCERCISESBLAWwihd0manbeMB1}D2H7332Msbeenurdeled‘ /

v

Pk e G ke O S Mg Dl LY Tl ) 20D St Sl (O AT AR

ot s Ve e ot e o | | | - |
LegaDocument B Schedz  Eiddng Schedu 1 i |0 0 L [f
lehomet Do ot Dt (. 0 i wos
et Do ek  Docevevers Creck - 0 0 i 2 f
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26. After you click the Refresh icon, the system will display the PO is in an
Ordered status, then click Close.

==

Blanket PO Created:
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