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Ground Rules

Important Ground Rules
Sign the attendance sheet– Sign the attendance sheet

– Turn off your cell phones and pagers

– No email or internet usage during session
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Agenda

Creating a Purchase Order
Change/Modify a POChange/Modify a PO
Creating Different PO Types
Displa P rchase Order HistorDisplay Purchase Order History
Deletion of POs and Encumbrances
R tiReporting 
Review and Summary
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Learning Objectives

Upon completion, you should be able to:
– List benefits of purchasing goods and services in SAPList benefits of purchasing goods and services in SAP
– Explain the purchasing process
– Distinguish purchasing in SAP ECC vs. SRM
– Understand the various types of purchase orders
– Check status and history of purchase orders
– Create various PO types
– Create a Goods Receipt

Execute standard reports in ECC– Execute standard reports in ECC
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Benefits of Purchasing Goods And 
Services in SAP

Integrated system
R l ti i d tReal-time queries and reports
Support access to information in real-time mode
Real-time retrieval and display of images
Single, integrated environment for information 

tmanagement 
Better reporting and delivery capabilities
Greater production efficiency
Ability to support centralized and decentralized 

t
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Key Terms and Concepts

Purchase Order (PO)
Material Group
Vendor
Transaction Code 
EncumbrancesEncumbrances
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Procurement Process in SCEIS

Create a 
Shopping 

Cart
Workflow / 
Approval

Create 
Purchase Goods 

Confirmation InvoiceCart 
(Requisition)

Approval Order Confirmation
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C t P h O dCreate a Purchase Order



Learning Objectives

Upon completion, you should be able to:
– Find a shopping cart in SRM that has been approved– Find a shopping cart in SRM that has been approved 

and added to your work list.

– Create a purchase order from an approved shoppingCreate a purchase order from an approved shopping 
cart.

– Understand that the buyer’s work doesn’t end with theUnderstand that the buyer s work doesn t end with the 
creation of the purchase order.
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Shopping Cart and Purchase Orders

A shopping cart user in your organization has 
created a shopping cartcreated a shopping cart.
The shopping cart has gone through workflow for 
approval.approval.
As the buyer, you will log into SRM, find the 
shopping cart, review, make any necessary pp g , , y y
changes, and create a purchase order
Note: More than one shopping cart can be pp g
combined into a single PO, provided the source of 
supply is the same.
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Demonstration and Exercise

uPerform: SRM Sourcing (Carry Out Sourcing)

NOTE: uPerform simulations can be found on the 
SCEIS website: www.sceis.sc.gov
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Summary

You should now be able to:
– Find a shopping cart that has been approved and add to 

your work list.
– Create a purchase order from an approved shopping– Create a purchase order from an approved shopping 

cart.
– Understand that the buyer’s work doesn’t end with the 

creation of the purchase order.
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Change/Modify a PurchaseChange/Modify a Purchase 
Order in ECC



Learning Objectives

Upon completion, you should be able to:
– Open a purchase order in ECC
– Add taxes, freight and additional text to a purchase 

orderorder
– Print a purchase order
– Add Standard Purchase Order Clause Set (NOV 2007) ( )

to a purchase order
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Demonstration and Exercise

uPerform BPPs:

ME22N Change Purchase Orderg

ME22N Print Purchase Order

ME22N Change Purchase Order (Add g (
T&Cs)

ME22N Add Freight to Purchase Order
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Summary

You should be able to:
– Open a purchase order in ECC
– Add taxes, freight, and additional text to a purchase 

orderorder
– Print a purchase order
– Add Standard Purchase Order Clause Set (NOV 2007) ( )

to a purchase order
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Creating Different PO TypesCreating Different PO Types



Learning Objectives

Upon completion, you should be able to:
U d t d th i t f l if i PO– Understand the importance of classifying POs 
correctly
Create various Purchase Order types:– Create various Purchase Order types:
• State Standard Purchase Order
• Blanket Purchase Order• Blanket Purchase Order
• Blanket Purchase Agreement
• Sole Source, Emergency, Exempt, g y, p
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Demonstration and Exercise

uPerform BPPs:

ME22N Blanket Purchase Order

ME22N Blanket Purchase Agreement
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Summary

You should now be able to:
– Understand the importance of classifying POs 

correctly
– Create various Purchase Order types:

• State Standard Purchase Order
• Blanket Purchase Order
• Blanket Purchase Agreement

S l S E E t• Sole Source, Emergency, Exempt
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Di l P h O d Hi tDisplay Purchase Order History



Learning Objectives

Upon completion, you should be able to:

– Check status of purchase order (Determine whether a 
goods receipt has been posted or an invoice has been 
paid)p )
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Demonstration and Exercise

uPerform BPPs:

ME23N Display Purchase Order
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Summary

You should now be able to:
– Check status of purchase order (Determine whether a 

goods receipt has been posted or an invoice has been 
paid)paid)
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Deletion of Purchase Orders andDeletion of Purchase Orders and 
Encumbrances



Learning Objectives

Upon completion, you should be able to:
– Delete a purchase order in ECC– Delete a purchase order in ECC

– Determine when a buyer should release encumbrances 
on a purchase order by checking “Final Invoice”o a pu c ase o de by c ec g a o ce
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Demonstration and Exercise

uPerform BPPs:

ME22N Delete PO

ME22N Final Invoice
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Summary

You should now be able to:
– Create a Goods Receipt against an existing purchase 

order
– Check status of purchase order (Determine whether a– Check status of purchase order (Determine whether a 

goods receipt has been posted or an invoice has been 
paid)
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R iReporting



Learning Objectives

Upon completion, you should be able to:
• Have a high level understanding of reporting in SAP• Have a high level understanding of reporting in SAP

• Know the difference between Business Warehouse 
reporting and Standard SAP reportsepo g a d S a da d S epo s

• Generate a list of open purchase orders (POs)
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Key Transactions 

ME2N – List Display by Purchase Order NumberME2N List Display by Purchase Order Number

BW – Open Encumbrance ReportBW Open Encumbrance Report
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Using Reports to Manage 
Procurement

Near the end of the year, funding begins to tighten, 
especially using encumbrances.p y g

It is important to manage your purchase orders (POs) to 
free up budget necessary to complete payments.

Because purchase orders encumber budget it is importantBecause purchase orders encumber budget, it is important 
to delete or reduce those documents which will not be paid 
in the current year, so you will have sufficient budget and 
cash in State funds.
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Using Reports to Manage Procurement 
cont.

A list of open Purchase Orders can be useful in identifying
– POs that are no longer appropriate or necessary, and
– POs that may need to be reduced in quantity or price.

Use transaction code ME2N for a list of POs.

Review these lists regularly during the months of June and 
July to aid in releasing budget for spending at year-end.y g g p g y

Use transaction code ME22N to delete POs and also 
“final invoice” Blanket Purchase Orders.final invoice  Blanket Purchase Orders.
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ME2N – Open Purchase Orders

You can also use transaction code ME2N to view a variant 
report with open purchase orders; however, this report 
does not show blanket POs that have dollar amounts 
but no items to be received.

– Because blanket POs are often set up with a “1” in the number of 
items field, once the first item has been received, this report will not 
recognize the PO as outstanding, as it has no more items to be 
received; therefore, a different report must be used to identify ALL 
open POs.

ME2N does not show any Purchase Order that has the 
Final Invoice selected or has been deleted.
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ME2N with Variant

Click here to see the variant directory.
Click OPEN_PO_RPT.
Execute the report.
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ME2N with Variant cont.

Double click the Line Item to 
“drill into” the Purchase Order
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ME2N with Variant cont.

Purchase Order History Detail
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ME2N – Open Purchase Orders 
cont.

You will be able to see if a PO is completed by 
comparing two fields:comparing two fields:
– Still to be delivered
– Still to be Invoiced. 

Zero in both field means it has been completed. 
Zero in “Still to be Delivered”  means it has been 
received and there are no items to be delivered. 
Zero in “Still to be Invoiced”  means all items have 
been invoiced.
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Closing Open POs

Once you have reviewed your listings of open POs, 
you may find items that need to be deleted foryou may find items that need to be deleted for 
various reasons:
– PO that will not be delivered or needs to be cancelled
– PO that has items that cannot be delivered
– PO that has items that need to be reduced

Remember, POs encumber budget.  It is important 
to have only those POs open that should be open 

t thi i t t f b d t f tat this point to free up budget for payments.
Do not close an open PO that has a goods receipt.  
A i i h ld b di hi h ill iAn invoice should be pending, which will require 
the PO. 39



Select Final Invoice

If you have already received or invoiced a 
P h O d b t th till b dPurchase Order but there are still encumbered 
funds you can release the funds by selecting “Final 
Invoice ”Invoice.

Use transaction ME22N to select “Final Invoice”Use transaction ME22N to select Final Invoice  
and close a PO.
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Closing a PO - ME22N

This is a Blanket Order that has one invoice. There are
remaining encumbered funds that need to be released. 

To see the Purchase Order History select the “Purchase Order
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History” tab. 



Closing a PO - ME22N cont.

To release any remaining funds you need to select theTo release any remaining funds you need to select the 
“Invoice” tab, then select the “Final Invoice” check box.
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Closing a PO - ME22N cont.

To verify all funds have been release
select environment>AC commitment Documents
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Closing a PO - ME22N cont.

Double Click on Funds Management Doc
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Closing a PO - ME22N cont.

Y b thi th t ll f d hYou can see by this screen that all funds have
been released from this Purchase Order. 

Note: Since we are completing this PO through theNote: Since we are completing this PO through the 
invoice and not deleting it, the funds are not 
returned to the PR; therefore, you do not have to 
delete the PR using this method
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delete the PR using this method.



Open Encumbrance Report

The Business Warehouse Open Encumbrance 
R t h ALL b i l diReport shows ALL open encumbrances including:
– Open Purchase Orders

Open Requisitions– Open Requisitions
– Parked FI documents

*Business Warehouse (BW) will post training on the SCEIS 
website under GeoLearning.
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Open Encumbrance Report

To run the Business 
Warehouse Open 
Encumbrance
Report click on BEXReport, click on BEX 
Analyzer after logging 
into Citrix
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Open Encumbrance Report

Open “Queries”Open Queries
within report 
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Open Encumbrance Report

Select “PROD – BW
Production System”Production System
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Open Encumbrance Report

Make sure Client isMake sure Client is
“10” and type in your 
User name
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User name



Open Encumbrance Report
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Open Encumbrance Report

Period/Fiscal Year Entry, Click here to y,
Enter first Period.
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Open Encumbrance Report

Double Click Period 00
as First Period
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Open Encumbrance Report

Period/Fiscal Year Entry, Click here to y,
Enter “To” Period
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Open Encumbrance Report

Double Click most recent
period to select

55



Open Encumbrance Report

Enter Agency Plant in Business Area
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Open Encumbrance Report

Click “Execute” to run report
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Open Encumbrance Report
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Summary

You should now be able to:
Li t b fit f h i d d i i SAP– List benefits of purchasing goods and services in SAP

– Explain the purchasing process
– Distinguish purchasing in SAP ECC vs SRMDistinguish purchasing in SAP ECC vs. SRM
– Understand the various types of purchase orders
– Check status and history of purchase ordersy p
– Create various PO types
– Create a Goods Receipt
– Execute standard reports in ECC
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Any Questions?
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