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Agenda 

Review of Session 2 Knowledge Check
C t Sh i C tCreate a Shopping Cart
Shopping Cart Workflow Approval
C t P h O dCreate a Purchase Order
Receive Goods
C t Bid S li it tiCreate a Bid Solicitation
Receive Bids
Demonstration of Walk up Request for InventoryDemonstration of Walk-up Request for Inventory
Next Steps
Appendix SCEIS uPerform
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Appendix – SCEIS uPerform



SRM Logon
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SRM Logon

Log into SRM
U SRM th h SCEIS b– User can access SRM through SCEIS webpage 
http://www.sceis.sc.gov/ and selecting SCEIS SRM

4



SRM Logon (cont.)

Logon to SRM 
Thi b d “F it ”– This can be saved as a “Favorite” 
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Create Shopping Cart

The SC Enterprise Information System is a project of the SC Budget and Control Board, Division of State Information Technology. 

© State of South Carolina



Create a Shopping Cart -
Demonstration Onlyy

SRM Shopping Cart (Create a shopping 
cart)
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Creating a Shopping Cart – uPerform 
DocumentsDocuments

Different shopping cart scenarios are located in the 
uPerform “Shopping Cart” sub-area of “Procurement”pp g
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Creating a Shopping Cart – uPerform 
(cont.)( )

Title uPerform Location Purpose/Trigger

SRM Shopping Cart Materials 
You are the shopping cart user and 
would like to use the "Punch-Out" pp g

(Catalog Shopping) Management>Procurement>Shopping Cart catalog of a state term contract 
provider.

SRM Shopping Cart 
(Copy an Old Materials 

You would like to find a Shopping 
Cart that was previously created to ( py

Shopping Cart from 
Template)

Management>Procurement>Shopping Cart 
p y

copy for a new requirement.

SRM Shopping Cart Materials 
You have created a shopping cart 
and would like to split the cost 

(Cost Center Split) Management>Procurement>Shopping Cart 
p

assignment by different funds

SRM Shopping Cart 
(Create A Shopping 

Materials 
Management>Procurement>Shopping Cart

You have a need for a good or 
service. You will create a shopping 
cart to begin the procurement

Cart)
Management>Procurement>Shopping Cart cart to begin the procurement 

process.

SRM Shopping Cart 
(Procuring Asset in

Materials 

You have created a shopping cart. 
The item being procured will need 
to be identified as an asset This
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(Procuring Asset in 
SRM)

Management>Procurement>Shopping Cart to be identified as an asset. This 
can be done in the shopping cart.



Shopping Cart Workflow Approval

The SC Enterprise Information System is a project of the SC Budget and Control Board, Division of State Information Technology. 
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Shopping Cart Workflow Approval –
Demonstration Onlyy

SRM Shopping Cart (Approval)
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Shopping Cart Workflow Approval -
uPerform Documents

Different Approval scenarios are located in the uPerform 
“Shopping Cart” sub-area of “Procurement”Shopping Cart  sub area of Procurement
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Shopping Cart Workflow Approval –
uPerform Documents (cont.)( )

Title uPerform Location Purpose/Trigger

You are the manager of the shopping cart

SRM Shopping 
Cart (Approval)

Materials 
Management>Procurement>
Shopping Cart 

You are the manager of the shopping cart 
creator. A completed shopping cart has 
been routed to you for approval. You have 
determined that this shopping cart is valid 
and are going to approve it.

SRM Shopping Materials
You are the manager of the shopping cart 
creator A completed shopping cart hasSRM Shopping 

Cart (Approve 
Change)

Materials 
Management>Procurement>
Shopping Cart 

creator. A completed shopping cart has 
been routed to you for approval. You have 
determined that this shopping cart is valid 
and are going to approve it.
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Create a Purchase Order

The SC Enterprise Information System is a project of the SC Budget and Control Board, Division of State Information Technology. 

© State of South Carolina



Create a Purchase Order -
Demonstration Onlyy

SRM Sourcing (Carry Out Sourcing)

ME22N Change Purchase OrderME22N Change Purchase Order
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Create a Purchase Order –
uPerform Documents

Purchase Order scenarios are located in the uPerform 
“Shopping Cart” & “Purchase Order” sub-areas
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Create a Purchase Order –
uPerform Documents (cont.)( )

Title uPerform Location Purpose/Trigger
ME22N (How to Materials 
Delete a Purchase 
Order)

Management>Procurement
>Purchase Order 

You need to delete a purchase order.

ME22N (Add Freight
Materials You have created a purchase order and 

ME22N (Add Freight 
to Purchase Order)

Management>Procurement
>Purchase Order 

need to add freight (shipping costs) to 
the Purchase Order.

You are establishing a Blanket Purchase
ME22N (Blanket 
Purchase 
Agreement)

Materials 
Management>Procurement
>Purchase Order 

You are establishing a Blanket Purchase 
Agreement with a local vendor to allow 
authorized individuals from your agency 
to place calls against it.p g

ME22N (Blanket 
Purchase Order)

Materials 
Management>Procurement

P h O d

You have created a purchase order for a 
repetitive service and would like to 
ensure that multiple invoices can be 
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)
>Purchase Order 

p
placed against it.



Create a Purchase Order –
uPerform Documents (cont.)( )

Title uPerform Location Purpose/Trigger
You have a Purchase Order (PO) that you no longer 

ME22N (Final 
Invoice)

Materials 
Management>Procurement>
Purchase Order 

wish to encumber funds on, but you may receive 
additional invoices against. Instead of deleting the 
PO, you can check "Final Invoice" under the 
"Invoice" tab of the PO.

ME22N Change 
Purchase Order

Materials 
Management>Procurement>
Purchase Order

A Purchase Order (PO) has been created in SRM. 
You are the buyer and would like to add taxes and 
ensure a goods receipt is required on the PO. You 
would also like to see a print preview of what this PO 

Purchase Order 
will look like before it is sent to the Source of Supply 
(vendor).

ME22N Change 
Purchase Order 

Materials 
Management>Procurement>

You have created a Purchase Order and would like 
(Add Terms and 
Conditions)

Management>Procurement>
Purchase Order 

to add Standard Purchase Order Clause Set.

ME22N Change 
Purchase Order 

Materials 
Management>Procurement>

You have completed a Purchase Order and would 
like to print it or you have made a change to a
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(Print Purchase 
Order)

Management>Procurement>
Purchase Order 

like to print it or you have made a change to a 
Purchase Order and need to reprint.



Receive Goods
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Receive Goods - Demonstration Only

SRM Shopping Cart (Confirm Goods)
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Receive Goods

Receive Goods scenarios are located in the uPerform 
“Shopping Cart” and “Purchase Order” sub-area of 
“Procurement”
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Receive Goods –
uPerform Documents (cont.)( )

Title uPerform Location Purpose/Trigger
You have received a delivery for an item

SRM Shopping Cart 
(Confirm Goods)

Materials 
Management>Procurement
> Shopping Cart

You have received a delivery for an item 
ordered with a Shopping Cart. A 
Confirmation of Goods (goods receipt) 
must be done before payment can be 
made.

SRM Shopping Cart 
Materials 
Management>Procurement

A confirmation of goods has been 
completed. The user realizes that the 

(Return Delivery)
Management>Procurement
> Shopping Cart

item(s) were not delivered and wishes to 
delete the goods confirmation.

A delivery has been received for
MIGO_GR Goods 
Movement

Materials 
Management>Procurement
>Purchase Order 

A delivery has been received for 
Purchase Order #4600001073. A goods 
receipt must be done before payment 
can be made.
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Create Bid Solicitation

The SC Enterprise Information System is a project of the SC Budget and Control Board, Division of State Information Technology. 

© State of South Carolina



Create a Bid Solicitation -
Demonstration OnlyDemonstration Only

SRM Carry Out Sourcing (Bidding)

SRM Process Bid Invitation (Bidding)SRM Process Bid Invitation (Bidding) 
Creating and Publishing a Bid Invitation

24



Create a Bid Solicitation

The two step scenario for Create Bid Solicitation is located 
in the uPerform “Bidding” sub-area of “Procurement”in the uPerform Bidding  sub area of Procurement
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Create a Bid Solicitation –
uPerform Documents (cont.)( )

Title uPerform Location Purpose/Trigger

SRM Carry Out 
Sourcing (Bidding)

Materials 
Management>Bidding>Help 
Content

This procedure is used when it is 
determined by the buyer that a bid 
invitation should be created.

SRM Process Bid 
Invitation (Bidding) 
Creating and

Materials 
Management>Bidding>Help 

Perform this procedure when the buyer 
has created a bid invitation number in 
Carry Out Sourcing and must finishCreating and 

Publishing a Bid 
Invitation

Content Carry Out Sourcing and must finish 
creating the bid invitation in order to 
publish.
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Receive Bids

The SC Enterprise Information System is a project of the SC Budget and Control Board, Division of State Information Technology. 
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Receive Bids - Demonstration Only

SRM Process Bid Invitation (Evaluate 
and Award Bids)

28



Receive Bids

Receiving Bids scenario is located in the uPerform “Bidding” sub-area of 
“Procurement”
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Receive Bids –
uPerform Documents (cont.)( )

Title uPerform Location Purpose/Trigger

Perform this procedure when aSRM Process Bid 
Invitation (Evaluate 
and Award Bids)

Materials 
Management>Bidding>Help Content

Perform this procedure when a 
bid invitation has closed and 
you are ready to evaluate the 
bids and make the award.
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Inventory Management

The SC Enterprise Information System is a project of the SC Budget and Control Board, Division of State Information Technology. 
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Goods Issue Process
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Walk Up Request Form
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Demonstration Only

Goods Issue for Walk Up Request

34



Goods Issue Transaction

E t M t i l N bEnter Material Number
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Goods Issue Transaction (cont.)

Short Text Populates
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Goods Issue Transaction (cont.)

Enter Quantity
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Goods Issue Transaction (cont.)

Plant Information and 
Goods Recipient if 

Required
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Goods Issue Transaction (cont.)

Enter ApplicableEnter Applicable 
Accounting Information
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Goods Issue Transaction (cont.)

Check Entries
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Goods Issue Transaction (cont.)

Post Entries
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Verify Goods Issue

Transaction 
MB51

Search By 
Material 
Number
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Verify Goods Issue (cont.)
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Any Questions?
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Self-Study – Materials Management

Post-work for General Session 3  
– Review General Session 3 content
– Conduct Survey Monkey Knowledge Check for 

General Session 3General Session 3
– Review Frequently Asked Questions (FAQs) 
– Review uPerform documents related to Shopping Cartpp g

Refer to www.sceis.sc.gov. Click on Knowledge Transfer Program, then  
Materials Management Knowledge Transfer
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Next Steps

MM Knowledge Transfer Breakout Session
(Listings show one course with multiple sessions)(Listings show one course with multiple sessions)
At DSS Training Center, Midlands Shopping Center, unless 

otherwise noted.
SRM Shopping Cart
– June 3, 2009 at 9:00 a.m. – 12:00 p.m.
– June 3, 2009 at 1:30 p.m. – 4:30 p.m.

Managing and Submitting Bids, Small Purchases
June 10 2009 at 9:00 a m 11:30 a m– June 10, 2009 at 9:00 a.m. – 11:30 a.m.

– June 10, 2009 at 2:00 p.m. – 4:30 p.m.

Managing and Submitting Bids, Complex Purchases
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Managing and Submitting Bids, Complex Purchases
– June 17 2009 at 9:00 a.m. – 4:30 p.m.
– June 18, 2009 at 9:00 a.m. – 4:30 p.m.



Next Steps (cont.)

Purchasing (one class with multiple sessions)
J 24 2009 t 9 00 3 00– June 24 2009 at 9:00 a.m. – 3:00 p.m.

– June 25, 2009 at 9:00 a.m. – 3:00 p.m.

Inventory Management – Material PlannerInventory Management Material Planner
– June 10, 2009 at 9:00 a.m. – 11:00 a.m., SCEIS office, Room 201

Inventory Management – Goods Receiver/Issuery g
– June 17, 2009 at 9:00 a.m. – 11:00 a.m., SCEIS office, Room 201

Inventory Management – Physical Inventory
– June 24, 2009 at 9:00 a.m. – 11:00 a.m., SCEIS office, Room 201
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Next Steps (cont.)

Invitation-only
– Based on Subject Matter Expert list from AST Leads
– Computer station for each participant

R i t ti i i d t l d t k ti i ti– Registration is required to plan and track participation
– Only registered individuals will be allowed to attend

Complete and return today’s evaluation
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Contact us

SCEIS Project:SCEIS Project:
SCEIS-AST@sceis.sc.gov
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Appendix: SCEIS uPerform
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SCEIS uPerform

SCEIS uPerforms are found on the SCEIS webpage 
http://www sceis sc gov/ under the “Training” sectionhttp://www.sceis.sc.gov/ under the Training  section.
uPerforms are divided into functional areas and then 

sub-areas.
– Materials Management (MM)

• Inventory Management (IM) – Under construction
• Sales and Distribution (SD) Under construction• Sales and Distribution (SD) – Under construction
• Procurement

– Bidding
– Contracts
– Purchase Order
– Shopping Cart
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pp g
• Vendor Information



SCEIS uPerform (cont.)

ScenarioAfter selecting a 
sub-area, select a ,
process scenario. 

S b ASub-Area
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SCEIS uPerform (cont.)

The process scenario will open to an area that will give 
you the business process description This descriptionyou the business process description. This description 
will help you decide if you are in the correct scenario.
To follow a step-by-step procedure click the drop down p y p p p
and select “Simulation (Flash)”
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SCEIS uPerform (cont.)

Select “Standard Tutorial” for stepping through the 
processprocess
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SCEIS uPerform (cont.)

Read the balloons and follow directions in the step
Th t i d b b l d f b tt i i bThe step window box can be closed for better viewing by 
clicking the “X” at the upper right corner
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