Create SRM Stand-Alone Purchase Order

Select SRM Agency Purchaser, Purchase Orders, Process Purchase Orders in the Detailed Navigation section of the Commonwealth Workplace.
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Select the appropriate PO transaction type and select the CREATE button.

[image: image1]
[image: image2]
In the example above, we selected the ZNB Standard PO type.

For Sole Source POs created by agencies designated “Independent”, use transaction types ZSBI and ZSDI.

For all other Sole Source POs created by agencies, use transaction types ZSSB and ZSSD.

Once you select the CREATE button, you will default to the Header Data, Basic Data tab.

On the Header Data tab, Basic Data sub-tab, complete the applicable fields (Purchasing Organization and Purchasing Group), taking special note to check the “Non Standard Terms & Conditions” checkbox when Non Standard Terms & Conditions are used.  If using Standard Terms & Conditions, you will not check the box.
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Scroll to the bottom of the page to the Partner Overview section.  Here you will enter your vendor number (or select binoculars to search), requester number (or select binoculars to search for you, as you are the requester), Goods Recipient, Ship-To Address, and the Location.

Select the DISPLAY icon to view the Partner’s details. 
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To find additional Vendor Ordering Addresses, select the Vendor details icon.  Select the Further Addresses Button to search for additional addresses for that vendor.

[image: image35.png]& ] mySAP.com Workplace - Microsoft Internet Explorer =8| x|
File Edt Viow Favoitos Toos Holp [

Q- © - [ B D] Dseweh Yoo @] 2 1% B - &L

ks [E] o www myworklace state pa s 444/ scips/wgate/ sapwp/1 - lert =110l
Coogle[G~ [0} @ B8 ~ | 1% Bookmaksr [ 3blosked | % Check +  Auolik + | AulFil (@ Serdlow O satinge~

5o [ie >

Order Date of Document.

Fiscal Year

®
3
IE | posting Perioa
(2]
1| | Doc. Dete Budgetary Lediger

Reason Cade.

Bistersl

Close-Out Status

« C1-10Fom13 ) »

Function Numeer Neme Action

Vendor [FME " # SCHAEDLER YESCO DISTRELTION G Q@@
Service Agert | —— =T
Reaestr [reets " # angashenan Q@@
Goods Reclpiert [ ==
Ship-To Address @ 2T @
Locaton* Fors | # Dos Bureasof roouemert QAa®
Oncring ctress [ —— - ®

‘Add Further Rawsta Function [Ordering Address =]

*Rectirect Entry

Eooe T [ R oot
Asta| & » ] Inbos - Mictoof Dutok | £ PO Cause | [E13 Mictossh FowerPain -| [T mySAP com Werkp.. 8] 2£UP_ContiactOneDol..| [« B9 58 8354





[image: image5]
The vendor number will automatically default into the search field.  Remove the Maximum Number of hits and select the “Start” icon.
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A list will display showing all available ordering addresses for that vendor.
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Select the Documents sub-tab and enter applicable text in the fields within the Text Overview Area. 

· Scroll forward for additional Text Type options, such as Shipping Instructions.
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Attach necessary documents to the Purchase Order in the Attachments area, located below the Texts area. 

NOTE:  Do not use a “wildcard” (%, *, etc) character in the title of your attachment.  Also, be careful that your file name is not too long (40 character limit).

Select the Browse button next to the “Path” as shown below.
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This will open a dialog box to locate your file.  Once you have located your file, select it, then select the Open button.
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This will insert your file path into the space next to the Browse button.  You can change the Description of your file if so desired in the Description space above the Path field.  Select the Add button.  
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Your document will be added to the purchase order as shown below.  To attach additional documents, follow the procedures for all documents.
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OUTPUT sub-tab
Purchase orders are not output automatically.  Purchasers must manually trigger the output of the document.

Use the OUTPUT sub-tab to print.  Select the SEARCH icon to search for the printer, or enter the printer “short name” (i.e. OA70) if known.
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Enter your agency’s two-character code in CAPS, along with an * (asterisk) to generate a list of your agency’s network printers.  Select the START button.


[image: image15]
In the results list, select the desired printer by selecting the name.  The printer name will populate into the Printer field.  

Note:  If approvals are needed, the document cannot be output until all approvals are complete.

Upon final approval, access the “Change Purchase Order”, go to the Output sub-tab, and select the LOG button.


In the search results of Document Outputs, select the OUTPUT icon to print the fully executed document.  NOTE:  The status is “Not processed”
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The document has printed and the Status has changed to “Successfully processed”.
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Select the Item Data tab.  
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This will take you to the Item Overview screen.  You should enter all your applicable line item information into the fields.  Enter all your line items on this screen before completing the information in the Item Details section.
Item Cat.:   This is the Item Category.  Do not change the Item Category from Material, even if you are doing a service.
Description:  Enter the item description.  (40 character limit)
Product:  Enter the Product Number (if applicable)
Product Category:  Enter the relevant Product Category (UNSPSC code).  You may search for the UNSPSC code by selecting the binoculars.
Quantity:  In the first box under Quantity, enter the quantity that is being ordered.
UOM:  In the second box under Quantity, select a unit of measure (“UOM”) from the drop down menu.
Gross Price:  In the first box under Gross Price, enter the unit price.
Per:  In the second box under Gross Price, enter the price per.  (example: 1000)
Required On:  Enter the required delivery date.
Assigned To:  Enter the Account Assignment type and corresponding number.  (i.e. Cost Center (first box), 1555101000 (second box)

Access line item details by selecting the Item Number or by selecting the Details icon.  
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Once you have selected the Item Number or Details icon, you will default to the Item Data, Basic Data sub-tab.  On the Basic Data sub-tab, you will complete the applicable information for the line item.
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Select the Prices sub-tab.  Line item prices for Purchase Orders created from “scratch” will be “Manual”.  Enter the Amount, Per, and Unit.  If you entered this information on the Item Overview, it will already exist on the prices tab.
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Select the Documents sub-tab.  Enter applicable text in the fields within the Text Overview area.

Attach necessary documents to the Purchase Order in the Attachments area.

Note:  Do not use a “wildcard” character in the title of your attachment.  Also, be careful that your file name is not too long (40 character limit).
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Select the Account Assignment subordinate tab.
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You will notice that your Cost Center, Grant Internal Order, etc. from the Item Overview page has pulled into the Account Assignment subordinate tab.  If necessary, select the method of Cost distribution per line item (Do not use “by Value”).  Enter the G/L and select the Details (magnifying glass) icon.
[image: image25.png]Create Purchase Order Help

Records Wenagemer] (et Dsc.nert e | (o] o] [Chesk] [ (6| [ee | [Gomte] Refresh] sckto s Sereen

Cutput Preview.
Purchase Order Name [15 Fumiure, 140 Foor Cor R cabnet | Number 4300001561

Basic Eolow-on Purchase Order | Shioping Schecle
DaSC | partne | prices | Documents | Staus folowon | statisios | PALCHESE Shomind | SSME | revious Net»  Backto tem Overview

o 1: [SC236-41

Yol can see who bears the costs and, if necessary, you can distribute the costs to several cost certers.

Cost Distrioution [Percertage »]

Lie  Percentage. assined o Descripion 1L Accourt Descripion Business Ares  Action

1 [roogo " [Cost certer ~] fieestonsr a4 RENOVATIONS Jparan00 # Furniture & Fidures fis %7@

[CostDistdion] [Coy o Cipboaral [ =t v Cipoe [ Dot Cipnor |

Please enter Fund

Purchase order fem 00001 <l cortans fauly accaunt assignments
Valus BLANK £ SPACE s vl for aceaurt assignment elemert *funct”

o approval workfow faund. Infarm system admiistrator

No defaut values from vendor master





Enter the Fund, and Internal Order number (if applicable).
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Select the Check button to validate information.
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If you receive error messages, you must correct the errors.  Once you do this, select the Check button again.  If all errors have been resolved, you will get a dialog box telling you that the order is correct.  Select the Ok button.
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Then select the order button to finish processing your purchase order.
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This will bring up a dialog box that says the PO was ordered and is awaiting approval.  You will get this message even if there is no approval needed.  Select OK.  
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If no approval is necessary, you will need to enter the PO number on the Process Purchase Order screen and select Start.  You will then see the PO was ordered.  Select the Details icon to enter the purchase order in change mode so you can print it.
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