Title: Approve Purchase Order

Integrated
Enterprise Process : Procurement
RS B Sub_Process : Purchase Ordering
End User Procedure (EUP)
Approve Purchase Order ZME28
Purpose
Use this procedure to approve a list of purchase orders that are ready for further procurement
processing.
Trigger

Perform this procedure when there is a purchase order that is subject to a release procedure
(approval procedure) needs to be released (approved) by the required releasing authority.

Prerequisites
Before beginning this task, obtain the following information:

e Approver’s release code

Transaction Code
ZME28

Helpful Hints
Review the following:

e Only areleased (approved) PO can be sent to the vendor
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Title: Approve Purchase Order
Enterprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Procedure

1. Start the transaction using the above transaction code.

Release (Approve) Purchasing Documents

gl uiB e@e@ RHE LD R @
Release (Approve) Purchasing Documents

- -

@ R/O/C/D indicates a field is required, optional, conditional (dependent upon another
selection) or the information defaults (based on previously entered information or
system configuration)
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering

2. As required, complete/review the following fields:
Field Name R/O/C/D/ Description
Release code R A code representing the level of authorization required.

@ Select the MATCHCODE icon for possible
entries.

Example: 05

Set release D Indicates that the system is to suggest for processing
purposes all purchasing documents that can be released
(approved) using the specified release code.

Example: Select
Release prerequisite D Indicates that the system determines whether purchase
fulfilled requisitions or purchasing documents must fulfill the
release prerequisite for the specified release code.
Example: Select
Scope of list D Parameter that determines how the list is edited.
Example: BEST
Purchasing document D Code that differentiates purchasing document types.
category Example: F
Plant R The agency organization unit number.
Example: 1500
3. Select the EXECUTE icon.
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 05

List Edit

Ei Goto  Enviranment

290 e CHE Do BRE @

Release Purchasing Documentis with Release Code 05

ﬂ‘ Release | Cancel release Release strat. | Release + save d:j Print preview:

-
PO Type Yendaor Name PGp Order date ¥
Release strategy Release indicator Release option
4500000076 CPAZ 100085 Don's Mowing Service 508 04/11/2002
Z1/16 ABCY MWG COMST O CPA PO Not Released Release possible
4500000235 CPAZ 100020 Dow Incdustrial Eguipment 508 04/25/2002
Z1/16 AMGECY MNG CONST 0 CPA PO Not Released Release possihle
4600000242 NE 180175 LANCASTER OFFICE 279 02/25/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000244 NE 180175 LANCASTER OFFICE 279 05/09/2003
21704 SUPP & BRY =10K N Not Released Release possible
4500000245 WE 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
Z1/84 SUPP & SRV  =10K N Not Released Release possible
4500000246 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000247 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003 u
Z1/04 SUPP & SRY =10K N Mot Released Release possihle
4600000248 NB 180177 RELIRBLE OFFICE PRODUCTS 279 0&/09/20083
21104 SUPP & SRY =10K N Mot Released Release possihle
4500000249 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21704 SUPP & BRY =10K N Not Released Release possible
4500000250 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
21784 SUPP & SRV =10K N Not Released Release possible
4500000251 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4500000252 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000253 NE 180175 LANCASTER OFFICE 279 05/09/20083
21104 SUPP & SRV =10K N Not Released Release possible
4500000254 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21104 SUPP & SRV =10K N Mot Released Release possible
4500000255 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000256 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4600000257 NB 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083
Z1/04 SUPP & SRV =10K N Mot Released Release possihle

]
I | zmE28 P2l tetdealu | OVR 2

The system displays the purchase orders that met the criteria and are available for
review and approval.

4, Select to highlight the purchase order number to view.

5. Select the PRINT PREVIEW @2 Print preview | o
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering

Print Preview for YPCC Page 00001 of 00001

BlaH I @@ EHE anLn BE @
Print Preview for YPCC Page 00001 of 00001

[«][»]

ORIGINAL Fage 1 / 1
Purchase Order Ho.4500000248
Purchase Order Date: 05/09/2003

Please Deliver To:

DGS

1400 Spring Garden Street
Philadelphia PA 19130-4088

four wendor number with us: 100177

Vendor Name/shddress:
RELIABELE OFFICE PRODUCTS
9% H0UTH MIDDLETON AVENUE
HUMMELSTOWN P& 17034

Please Bill To:

DES

1400 Spring Garden Street
Fhiladelphia PA 19130-4088

Purchaser:

Name: Kiwm Ruhl

Phone: 717-705-5204

Fax: 717-783-6241
E-mail: kruhlf@state.pa.us

Payment Terms: NET 30

This Purchase Order constitutes the Contractor's authority to deliver the ltem(s) in accordance with: 1) with respect to the RFQ, if any, related to this Purchase
Order. the RFQ including the documents attached to the RFQ orincorporated by reference in the RFQ: 2) with respect to the Contract, if any, related to this
Purchase Order, the Contract, Including the documents attached to the Contract or incorporated by reference in the Contract: 3) the documents attached to this
Purchase Order or incorporated by referance, it any; and 4)the contract tems and conditions stored on the website address at www siate pa g for this type of
Furchase Order, as of the date of this Purchase Order. RFQ, asused herein, means Request for Quotation, Request for Proposal or Inwitation for Bids.

Item MaterialfService Oty UOM Delivery Price Per TOTAL
Description Date Unit

]
I | zmE28 P2l tetdealu | OVR 2

6. Select the SCROLL ™ icon to view additional information on the PO.
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Title: Approve Purchase Order
Integrated
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Print Preview for YPCC Page 00001 of 00001

Bld B @@aa DHE Dhon BRI @D
Print Preview for YPCC Page 00001 of 00001

Furchase Order or incorperated by reference, if any; and 4)the contract terms and conditions sterad on the websits address =t wuw figte pays for this type of
Furchase Order, as of the date of this Purchase Order. RFQ, 35 used hersin, means Request for Ouotation, Requast for Fropozal or Invitation for Bids.

Item MaterialfService Oty UOM Delivery Price Per TOTAL
Description Date Unit
oool0 100174 1t Ea DESIVSLO02 d.010.00 E& HE.lE0.00

PALPER,SHREDDER, 3TRAIGHT-CUT

#%#% N0 FURTHER INFORMATION FOR THIS PO #%%

Quotation #: Currency: USD
Quotation Date:

f.120.00
F**TOTAL NET WALUE ##*%

I [> | ZME28 Pl to1dealy | OVR
=

7. Select the BACK ﬂ icon.
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 05

List Edit

Ei Goto  Enviranment

20 B eae CHE Dhon BE @
Release Purchasing Documentis with Release Code 05

ﬂ‘ Release | Cancel release Release strat. | Release + save d:j Print preview:

-
PO Type Yendaor Name PGp Order date ¥
Release strategy Release indicator Release option
4500000076 CPAZ 100085 Don's Mowing Service 508 04/11/2002
Z1/16 ABCY MWG COMST O CPA PO Not Released Release possible
4500000235 CPAZ 100020 Dow Incdustrial Eguipment 508 04/25/2002
Z1/16 AMGECY MNG CONST 0 CPA PO Not Released Release possihle
4600000242 NE 180175 LANCASTER OFFICE 279 02/25/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000244 NE 180175 LANCASTER OFFICE 279 05/09/2003
21704 SUPP & BRY =10K N Not Released Release possible
4500000245 WE 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
Z1/84 SUPP & SRV  =10K N Not Released Release possible
4500000246 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000247 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003 u
Z1/04 SUPP & SRY =10K N Mot Released Release possihle
4508@80248 WE 180177 RELIRBLE OFFICE PRODUCTS 279 0&/09/20083
21104 SUPP & SRY =10K N Mot Released Release possihle
4500000249 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21704 SUPP & BRY =10K N Not Released Release possible
4500000250 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
21784 SUPP & SRV =10K N Not Released Release possible
4500000251 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4500000252 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000253 NE 180175 LANCASTER OFFICE 279 05/09/20083
21104 SUPP & SRV =10K N Not Released Release possible
4500000254 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21104 SUPP & SRV =10K N Mot Released Release possible
4500000255 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000256 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4600000257 NB 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083
Z1/04 SUPP & SRV =10K N Mot Released Release possihle

]
I | zmE28 P2l tetdealu | OVR 2

8.  Select the RELEASE STRAT, (Bl Release strat. | o
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Title: Approve Purchase Order
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Integrated

Release Strategy Purchase ord 4500000248

Release codes

. . ]

.EI4
Releasscode 85
| Release codes

Felease prerequisite

Feleases to date
Final release 05 02 06

IE| Simulate release ||E’

@ The system displays the release strategy. Depending on the purchasing group, the
material group, the value of the requisition, or another prescribed procedure, the
purchase order will proceed through a prescribed release procedure that will ensure
that a proper level of authority will approve the purchase order before it will be
released to the vendor. Workflow will direct the appropriate purchase orders to the
relevant approver in the appropriate order.

9. Select the CONTINUE ! icon.
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 05

List Edit

Ei Goto  Enviranment

290 e CHE Do BRE @

Release Purchasing Documentis with Release Code 05

ﬂ‘ Release | Cancel release Release strat. | Release + save d:j Print preview:

-
PO Type Yendaor Name PGp Order date ¥
Release strategy Release indicator Release option
4500000076 CPAZ 100085 Don's Mowing Service 508 04/11/2002
Z1/16 ABCY MWG COMST O CPA PO Not Released Release possible
4500000235 CPAZ 100020 Dow Incdustrial Eguipment 508 04/25/2002
Z1/16 AMGECY MNG CONST 0 CPA PO Not Released Release possihle
4600000242 NE 180175 LANCASTER OFFICE 279 02/25/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000244 NE 180175 LANCASTER OFFICE 279 05/09/2003
21704 SUPP & BRY =10K N Not Released Release possible
4500000245 WE 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
Z1/84 SUPP & SRV  =10K N Not Released Release possible
4500000246 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000247 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003 u
Z1/04 SUPP & SRY =10K N Mot Released Release possihle
4600000248 NB 180177 RELIRBLE OFFICE PRODUCTS 279 0&/09/20083
21104 SUPP & SRY =10K N Mot Released Release possihle
4500000249 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21704 SUPP & BRY =10K N Not Released Release possible
4500000250 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
21784 SUPP & SRV =10K N Not Released Release possible
4500000251 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4500000252 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000253 NE 180175 LANCASTER OFFICE 279 05/09/20083
21104 SUPP & SRV =10K N Not Released Release possible
4500000254 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21104 SUPP & SRV =10K N Mot Released Release possible
4500000255 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000256 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4600000257 NB 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083
Z1/04 SUPP & SRV =10K N Mot Released Release possihle

]
I | zmE28 P2l tetdealu | OVR 2

10. Select by double-clicking the appropriate purchase order number.
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Title: Approve Purchase Order
Integrated
Enterpr:Ee Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

G| 00 8dH eee CHE ODLL PR QB
Standard PO 4500000248 Created by Kim Rubi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents

Standard PO e} 100177 RELIABLE OFFICE PRODUC . O5/B0/2003

5 S./ltem A || |Material Short text PO guantity 0.. |CDeliv. date  |MNet price Curt... |Per 0. |Matl

10 K 100174 FAFER SHREDDER,ST.. 12E8 |DBE/ 3072003 3, 01e.e0Us 1 EX [OFFI
[+]
-

<[ ][ e [« ][]

B il = &
L [1071100174 , PAPER SHREDDER, STRAIGHT-.. & -

Material data r Guantitieshveights r Delivery schedule r Delivery Invoice Conditions Account assignment 4 'S

.II |||El| AccAssCat Costcenter & Distribution Single account assignm.. @ CoCode COMMORNW.. &

Unloading point Recipient

GiL account no. G361180

Business area 15

COares COP&

GCostcenter 1622550000

Commitment itern 6361100

Funds center 1522550000 Fund 1011802008
Earmarked funds o Functional area 1210

> | ME23M P&l et dealu | OVR
—

@ The purchase order selected is displayed. Selecting the EXPAND/COLLAPSE

HEADER icon will expand or collapse section details. The screen is divided into
three sections as follows:

Section Description

Header This section contains information applicable to all
line items contained on the purchase order.

Item overview This section contains information on the goods or
services to be delivered or rendered.

Item details This section contains information that will be
applicable to a particular line item in the purchase
order.
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Title: Approve Purchase Order
Ente_rprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

11. Selectthe EXPAND HEADER icon.

Standard PO 4500000248 Created by Kim Ruhl

gl 0B e@@ CHE DO FEIQE
[z Standard PO 4500000248 Created by Kim Ruhi
| IE‘ | @ Printpreview” Messages ||ﬂ Help | Personal setting || Accounting Documents |

Org.data ||
Purchasing org - Commaonmwealth of PA

Furch. groug 279 DGS Central
Company Code  COPA  GOMMOMWEALTH OF PA

= Eﬂmmpmmmﬁ.ﬁmmmm&.mg

I
I
I
I
]|
I
I
I
||
I
I
I
1|

s K|

=

12. Select the LIST I'£ icon.
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Title: Approve Purchase Order
Enterprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000248 Created by Kim Ruhl
e CHE Ono0 BE @
[Rz] Standard PO 4500000248 Created by Kim Ruhi
| @. @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |

Deliveryinvoice
Furchasing org. Cammonwealth of PA Conditions
Purch. group DGS Central Tests

Campany Code COMMOMNMEALTH OF PA PelES
Communications data
Partners
Additional data

v Org.data

Status

Custamer data

g
oom——— O

@ A list of the available Header tabs is displayed.

13. Select Release strategy from the list displayed on the screen.
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Title: Approve Purchase Order
Integrated
Enterpr:Ee Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

G| 00 8dH eee CHE ODLL PR QB
Standard PO 4500000248 Created by Kim Rubi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents

Standard PO e} 100177 RELIABLE OFFICE PRODUC . O5/B0/2003
[ Communications data Parners Additional data r Org.data r Status r Customer data Release strategy 4=
Release group Z1 PROC RELEASE Code |Description Release options
Release strateqy 04 SUPP &SRY =10K 05 AGEMCY HEAD 0
02 COMPTROLLER
Release indicatar N NotReleased 08 AGEMCY LEGAL
B 5. |ltem |A |l |Material Short text F O guantity 8] Celiv. date  |MNet price Curr... |Per Q. |hlatl
18 K 16806174 FAPER SHREDDER,ET.. 12[ER |DBE/30/ 2003 3,610 0050 {1 EXL IOFFI

£ [E ] = |

> | ME23M P&l et dealu | OVR
—

13.1 Review the different levels of approval necessary to release the PO for further
procurement action.

If Then
Release option is & Pending release with approver
Release option is v Approver released/approved

14. Select the Status ' tab.
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Title: Approve Purchase Order
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Integrated

Standard PO 4500000248 Created by Kim Ruhl

gl 0 0B e@Q@ICHE OOLHL FERIQE
[Rz] Standard PO 4500000248 Created by Kim Ruhi
| @. @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |

[
El = p 4 J Stalus

& Not Released Ordered 12 EA 36,120,600
0 nmotyet sent Delivered o EA a.6a
B Mat deliverad Still to deliv. 12 EA 36,120, 60
2 Notinvoiced Invoiced o EA 0.08

Down payrnts 0.08

oom——— O

@ The Status tab shows the status of the following: Release, PO mailed, items
delivered, and invoice receipt.

C vetereor data |
15. Select the Customer data _ tab.
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Title: Approve Purchase Order

Integrated
Enterprﬁe Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

Vi |< HICaQ CEHE D0L80 FAE @

Standard PO 4500000248 Created by Kim Rubi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents

Standard PO g 100177 RELIABLE OFFICE PRODUC . O5/B0/2003
= Communications data Parners Additional data | Ompdata | Status  Customer data Release strategy 4=

[] Mon Std Terms & Cand

B 5. |ltem |A |l |Material Short text F O guantity 8] Celiv. date  |MNet price Curr... |Per Q. |hlatl
18 K 16806174 FAPER SHREDDER,ET.. 12[EA |D|BE/ 3672003 3,610 0050 {1 EA IOFFI

> | ME23M P&l et dealu | OVR
—

16. Asrequired, review the following information:

Field Name R/O/C/D/ Description
Non Std Terms & C Indicates that there are changes to the Commonwealth's
Cond standard terms and conditions. Automatically adds
Attorney General and Office of General Counsel to release
strategy.

@ If the indicator is selected, there are other
documents/attachments to the PO. These
documents will provide details of the non-standard
terms and conditions. Look for and review the
supporting documents/attachments.

17. Select the Partners ' tab.
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Title: Approve Purchase Order
Integrated
Enterpnse Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

G| 00 8dH eee CHE ODLL PR QB
Standard PO 4500000248 Created by Kim Rubi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents

Standard PO e} 100177 RELIABLE OFFICE PRODUC . O5/B0/2003
Partners A 0E
F.. |[Mame Mumber ame [n]}
— —
04 |Ordering address 180177 RELIABLE OFFICE PRODUCTS =] E‘
W endor 186177 RELIABLE OFFICE PRODUCTS (]
FL [nvoice presented by 180177 RELIABLE OFFICE PRODUCTS ] i
[+]
-]
BE onlalk (Eln
S [ltem |A || |Material Shorﬂaﬁ FQ guantiy 0. |CDeliv. date NetErice Curr.. F’e_r Q.. |Matl
10 K 100174 PAPER SHREDDER,ST.. 12E8 |DBE/ 3072003 3, 01e.eoUust 1 Ef OFFIH
[«]
[+]
<[] L]
[ | ME23N P2l to1dealu | OVR
18. Select the COLLAPSE HEADER ™!l icon.
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Ttoprated Title: Approve Purchase Order
Enié‘_rpris'e Process : Procurement
A bt Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

gl 0 0B e@Q@ICHE OOLHL FERIQE

[Rz] Standard PO 4500000248 Created by Kim Ruhi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |
F

B

|

1 e o oy o
ERERRRRRRRRRRRRRRRRD]

[0 ] )
=

19. Select SCROLL |E|| icon.
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Integreted Title: Approve Purchase Order
Ent:!'_l'pri_-':e Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

gl 0 0B e@Q@ICHE OOLHL FERIQE
[Rz] Standard PO 4500000248 Created by Kim Ruhi
| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |

F

T

@ This area shows if the request is associated with a purchase requisition, outline
agreement or if a request for quote (RFQ) was issued. To display a document select
by double-clicking on the document number.

|

oy o
LR RRERRERRRERRRERRRRER]
00000 0|0|0|0|0|0|0|0|0|0|0|0|0| 8
[} 5 5| 5 5 ) 5 = T ) | T

=

20. Select the EXPAND ITEM DETAILS icon.
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Integreted Title: Approve Purchase Order
Ent;ﬁ'pris:e Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

G| 00 8dH eee CHE ODLL PR QB
Standard PO 4500000248 Created by Kim Rubi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents

Standard PO e} 100177 RELIABLE OFFICE PRODUC . O5/B0/2003
8. [ltem |IM material Info rec.  |R.. |Fr..|T. F’urch.reg. Reg.. Outling agr...AJ.re.. RFGl Itern  |Purchasin... |ltem  |High..
10 100174 = 10008354 |10 Gooneaai3so L] D
m)i{m| [4]
[ ] [~]

L ] e [

[10]100174 , PAPER SHREDDER, STRAIGHT- . & -

Account assignment 4=

’ih ilEII AccAssCat Costcenter & Distribution Single account assignm..E  CoCode COMBMORW.. &

Unloading point Recipient

GiL account no. G361180

Business area 15

COares COP&

GCostcenter 1622550000

Commitment itern 6361100

Funds center 1522550000 Fund 1011802008
Earmarked funds o Functional area 1210

> | ME23M P&l et dealu | OVR
—

21. Select the LIST 'S icon.
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Title: Approve Purchase Order
Enterpnse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000248 Created by Kim Ruhl

G| 00 8dH eee CHE ODLL PR QB
Standard PO 4500000248 Created by Kim Rubi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents

Standard PO e} 100177 RELIABLE OFFICE PRODUC . O5/B0/2003
8. [ltem |IM material Info rec.  |R.. |Fr..|T. F’urch.reg. Reg.. Outling agr...AJ.re.. RFGl Itern  |Purchasin... |ltem  |High..
o 100174 = 10008354 |10 Gooneaai3so L] D
m)i{m| [4]
[ ] [~]

L ] e [

[1071100174 , PAPER SHREDDER, STRAIGHT-.. & -
Account assignment i E
Material data

’ill ilal AccAssCat Costcenter & Distribution Single account assignm.. & CoCode COMMORMW. & Quantitiesfweights

Unloading point Recipient Delivery schedule
GiL account no. G361180 Delivery
Business area 15

Invoice
COares COP&

Conditions
GCostcenter 1622550000

v Account assignment

Commitment itern 6361100 e
Funds center 1522550060 Fund 1011002800 exs

Delivery address
Earmarked funds o Functional area 1210 i

Confirmations
Condition control
Feetail

> | ME23M P&l et dealu | OVR
—

@ A list of the available Item detail tabs is displayed.

22. Select the Delivery schedule tab.
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Title: Approve Purchase Order
Ente_rprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000248 Created by Kim Ruhl

gl 0 0B e@Q@ICHE OOLHL FERIQE

Standard PO 4500000248 Created hy Kim Ruhi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |
=

N 1 o

LRERRERRRERRED]
O0|0O0|0|0|0|0|0|=
(] o ] o [ ]

(]
(m

s |

= [10]100174, PAPER SHREDDER,STRAIGHT-.. 1 | | a|w

1 Delivary scheduls

@ Displays delivery information related to the specific line item.

23. Select the LIST IS icon.
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Title: Approve Purchase Order
Ente_rprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000248 Created by Kim Ruhl

gl 0 0B e@Q@ICHE OOLHL FERIQE
[Rz] Standard PO 4500000248 Created by Kim Ruhi
| @. @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |

Material data

Guantitieshveights
v Delivery schedule
Delivery

Invoice

() o oo}
(] o ) o} oo}

Conditions

Account assignment

Confirmations

= [10]100174, PAPER SHREDDER,STRAIGHT-.. 1 | | a|w Gondition cantrol

i Delivery schedule | y Retail

24. Select the Texts tab.
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Title: Approve Purchase Order
Integrated
Enterprﬁe Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

@ Bl B I@@aa BHE D000 EE @D

Standard PO 4500000248 Created by Kim Rubi
| @ | @ Printpreview” Messages || Help | Fersonal setling || Accounting Documents

Standard PO e} 100177 RELIABLE OFFICE PRODUC . 05/09/2003
5 5. /ltem |IM material Info rec. |R..|Fr.|T.|Purch.req. |Req..|Outline agr... Agre... RFGQ Itern |Furchasin... |term  (High..
10 100174 = 10008354 |10 Gooneaai3so L] [«]
()| []
()|
()i
() m|
)i
()|
()|
()i
()i [+]
()i []
[ ] [ ] [« ]
HIEN TS & |
b= [107100174 , PAPER SHREDDER, STRAIGHT-.. & -
. Quantitieshwaights r Delivery schedule r Delivery r Invoice Conditions Account assignment  Texts Del.. |, [* s
ltermn Texts Any...
ltern text

Material PO text
Shipping Instructio

|:|E|E| E“I‘ Continuous-tex.. &

> | ME23M P&l et dealu | OVR
—

25. Asrequired, review the following information:

Item Texts Value

Item text Used to store any special instructions and
conditions to the buyer. This text will be printed
in the purchase order that will be sent to the
vendor.

Material PO text Used to supply additional descriptive information
for the material. This text will copy from the
material master record and will print in the
purchase order that will be sent to the vendor.

Shipping instructions Used to enter any specific shipping instructions
that apply to the individual line item on the order.
This text will be print in the purchase order that
will be sent to the vendor.

File name: APPROVE PURCHASE Version: Rev 0 End User Procedure (EUP)
ORDER.DOC Last Modified: 1/2/2008 9:47 PM Page 23/ 36
Reference Number: BVO348



Title: Approve Purchase Order
Integrated
Enterpnse Process : Procurement
S Sub_Process : Purchase Ordering

i
26. Select the Conditions _ tab.

Standard PO 4500000248 Created by Kim Ruhl

itonment

Vi |< HICaQ CEHE D0L80 FAE @

Standard PO 4500000248 Created by Kim Rubi

| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents

Standard PO e} 100177 RELIABLE OFFICE PRODUC . O5/B0/2003
8. [ltem |IM material Info rec. Fr..|T. F’urch.reg. Reg.. Outling agr...AJ.re.. RFGl Itern  |Purchasin... |ltem  |High..
10 100174 10008354 |10 Gooneaai3so L]

DI ]

(][] (]

R..
0
0
]

L ] e [

[10]100174 , PAPER SHREDDER, STRAIGHT- . & -

Conditions 4=
Qty 12 E& Met 36,120,600 USD

CnT Nﬁ Rﬁ Curr. [Er ... |Condition value Curr. |Mum... |[OUn |CCon...|Un Cu_‘
FEOE|Gross Price 3,010,080 USD 1EA 36,1268, 00 |USD 1ES 1ES

Metvalue incl. disc 3,810.00 USD 1[EL 3612808 USD 1[E& 1[EA
MEWS Mon-Deductible Tax @.80 |USD 0.08 |UsSD ] 0

Metvalue incl. tax 3,610.00 USD 1L 36,1208.08 S T1EL 1[EA
SKTO0|Cash Discount B.BEE % oo [Ush o ]

o gl price 3,010,680 USDH 1E& 36,1268, 00 |USD TES 1ES |Z|

[
I |
Condﬂon rec. | Li Analysis | i p

> | ME23M P&l et dealu | OVR
—

@ The system displays pricing conditions specific to the line item.

27. Select the SELECTION BOX U to the left of the desired line item.

28. Select Environment=»RFQ/quotation from menu.
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Integrated

Standard PO 4500000248 Created by Kim Ruhl

Header changes

fterm change

Standard PO 45(
Dusumentovsniswon | 03§ waterat stocs

Availability
LE OFFICE PRODUC . _5!99.’2883

vendor

Wendar evaluation line agr../Agre.[RFG  [tern |Purchasin... e |High../3

Info record

Guota arrangement

Source list

Contract
REQguotation
Furchase requisition

G-info record

Accounting Documents Cirl+F 2 Conditions

12 E& Met 36,120.08 USD

Mame Rate . ... |Condition value ’ .. [OUn [GCaon...|Un
— — =L
Gross Price 3,010,680 EA 36,120 (1) 1ES 1ES
Metvalue incl. disc 3,018 60 EL 36,128 LSD 1[E& 1[EA
Mon-Deductible Tax 0.00 o.o08 (Ush 0} [0}
Metvalue incl. tax 3,010,008 EL 36,1208.08 S T1EL 1[EA
o ]
1 1

Cash Discount B BEE o.o8 |Ush
Aetual price 3,010,680 1E& 36,1268, 00 |USD

I .y

Condﬂonrec. | Li Analysis |

E& EA

> | ME23M PE | te1dealu | OVR
=
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Title: Approve Purchase Order
Enterprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Display Quotation : ltem 00010

Zl 0 0B cee CHBE ODOLHD FEIQE
Dispiay Quotation : ifem 00010

EAADADE13E ||
108174 074000 |

PAPER SHREDDER,STRAIGHT-CUT

Gty and date
RFQ guantity 12
Delivery date [ B6/30/2003

05/89/2003

EL

GQuot.dead.

Deadline manitaring

Rerminder 1 ] TrackingMo
Reminder 2 0 Wend. mat.
Reminder 3 o

]

Ma. reminders

Quotation data

Met arder price 3.010.00 usp 41
Gty conversion 1 EL <-=1 ER

Quat, comrment OKC Aweard - Low Bid Taxcode
[ Rejection ind.

Infallpdate

[> | ME48 [El teidealu | OVR 2
|

@ The system displays the quotation information for the line item selected.

29. Asrequired, review the following fields:

Field Value

Quot. comment Code that indicates the award or rejection of the
vendor’s quote.

@ Selecting the MATCHCODE @ icon will
display the list of Award/Reject Codes.

Rejection ind. Selection indicates that the vendor's quote has
been rejected.

30. Select the BACK 0 icon.
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Title: Approve Purchase Order

Integrated
Enterpr:se Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000248 Created by Kim Ruhl

g 000 200 €@ CHE fonn N QF

Standard PO 4500000248 Created by Kim Ruhl

| IE‘ | @ Print preview || Messages ||ﬂ Help | Personal setting || Accounting Documents

Standard PO El 100177 RELIABLE OFFICE PRODUIC.. 05/09/20083
EI S |ltern |A |l |Material Short text PO guantity 0. |C[Deliv. date  |Met price Cutr... |Per Q.. |Matl
10 K 100174 FAPER,SHREDDER,ST.. 128 |DBG/30/2003 3.010.00U50 1 E4 OFFI
[+]
[~]
L |
B2 ] 7= &
b= [1071100174 , PAPER,SHREDDER, STRAIGHT-.. & F
Material data r Gluantitiesiweights r Delivery schedule r Delivery Invoice Conditions Account assignment QB
Qty 12 EA MNet 36,120.00  USD
. =Tl
CnTy|Name Rate Curr. |per U |Condition value Curr. (MWum... |OUn |(CCon..|Un |Co
FEED (Gross Price 3,810.08 |USD 1E2 36,120 068 USD 1[EA 1[EL
Metvalue incl. disc 3,610,008 |USD 1L 36,120,008 [USD 1[EA 1[EL
MAYS Non-Deductible Tax o.o0 UsD o.eg (Usp Lt} o
Metvalue incl. tax 3,0108.88 |USD = 3612000 (USD TEA TIER
SKTO|Cash Discount 0,008 % 0.00 [Ush ] ]
ofual price 3,010,688 |USD 1EA 36,120.00 (USD 1ES 1ER |E|
[
L0] LBl
E@E‘ Gy Condition rec. | l: Analysis | ﬁ Lpdate

[ | ME23M 5] te1dealu | OVR
-

31. Select the SERVICE FOR OBJECT icon.

Purchase Order 4500000248

@ If the ATTACHMENT icon is bolded some or all of the attachments have been
forwarded electronically.

32. Select the ATTACHMENT icon.

File name: APPROVE PURCHASE Version: Rev 0 End User Procedure (EUP)
ORDER.DOC Last Modified: 1/2/2008 9:47 PM Page 27/ 36
Reference Number: BVO348



Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering

Service: Attachment list

Senice: Attachment list
1 B A ENEY AN = =R E R
AttachmntList4500000248
Type |Description |Auth|:|r
PITTSEHREDDERS Kirm Ruhl
anj Ll

32.1 To review attachment select by double-clicking on appropriate document.

32.2 The attachment will open using the program noted by the file extension. (Word,
Excel, etc.)

32.3 After reviewing the document, close the associated software application.
32.4 The Attachment List screen appears.

32.5 Review all attachments.

33. Select the CLOSE icon.
Purchase Order 4500000248

DE|m|2 | Ta|o | 3| | 6

34. Select the CLOSE [Eicon.

File name: APPROVE PURCHASE Version: Rev 0 End User Procedure (EUP)
ORDER.DOC Last Modified: 1/2/2008 9:47 PM Page 28/ 36
Reference Number: BVO348



Title: Approve Purchase Order
Enterpnse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

35. Select the BACK n icon.
Standard PO 4500000248 Created by Kim Ruhl

g 2000 09D 00e CHB 5L [E @

Standard PO 4500000248 Created by Kim Ruhi

| @ | @ Printpreview” Messages ||ﬂ Help | FPersonal setting || Accounting Documents

Standard PO ] 100177 RELIABLE OFFICE PRODUC.. 05/09/20803
S./ltem |IM material Info rec.  |R... |Fr..T. PUI’Ch.I’Eg. Reg. . |Qutline agr...AJ.re. . RFQ Itern  |Purchasin... (tem  (High..

10 180174 [1|[]| [reeeezss |10 £000808135/18 0 0

(][] [+]

[ ]

L ] |

[10]100174 , PAPER SHREDDER, STRAIGHT-. & | | &

Conditions 4|2
Qty 12 E& Met 36,128,680 USD
CnT: Nﬁ Rﬁ Curr. [Er ... |Condition value Curr. |Mum... [OUn |CCon...|Un Cuﬁ
PBO0|Gross Price 3,610,080 USD 1EA 36,1268, 00 |USD 1ES 1ES
Metvalue incl. disc 3,010,680 USDH 1E& 36,1268, 00 |USD TES 1ES
NAYS [Nan-Deductible Tax B.e0 (Ush o.o8 (Ush o o
Metvalue incl. tax 3,610.00 USD 1L 36,1208.08 S T1EL 1[EA
SKTO0|Cash Discount B.BEE % oo [Ush o ]
gl price 3,810,688 USDH TE& 36,1268, 00 |USD TIES 1ES |Z|
[
bl
Condﬂon rec. | Li Analysis | i p
[ | ME23N P2l to1dealu | OVR
36. Select the BACK n icon.
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 05

List Edit

Ei Goto  Enviranment

20 B eae CHE Dhon BE @
Release Purchasing Documentis with Release Code 05

ﬂ‘ Release | Cancel release Release strat. | Release + save d:j Print preview:

-
PO Type Yendaor Name PGp Order date ¥
Release strategy Release indicator Release option
4500000076 CPAZ 100085 Don's Mowing Service 508 04/11/2002
Z1/16 ABCY MWG COMST O CPA PO Not Released Release possible
4500000235 CPAZ 100020 Dow Incdustrial Eguipment 508 04/25/2002
Z1/16 AMGECY MNG CONST 0 CPA PO Not Released Release possihle
4600000242 NE 180175 LANCASTER OFFICE 279 02/25/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000244 NE 180175 LANCASTER OFFICE 279 05/09/2003
21704 SUPP & BRY =10K N Not Released Release possible
4500000245 WE 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
Z1/84 SUPP & SRV  =10K N Not Released Release possible
4500000246 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000247 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003 u
Z1/04 SUPP & SRY =10K N Mot Released Release possihle
4508@80248 WE 180177 RELIRBLE OFFICE PRODUCTS 279 0&/09/20083
21104 SUPP & SRY =10K N Mot Released Release possihle
4500000249 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21704 SUPP & BRY =10K N Not Released Release possible
4500000250 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
21784 SUPP & SRV =10K N Not Released Release possible
4500000251 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4500000252 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000253 NE 180175 LANCASTER OFFICE 279 05/09/20083
21104 SUPP & SRV =10K N Not Released Release possible
4500000254 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21104 SUPP & SRV =10K N Mot Released Release possible
4500000255 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000256 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4600000257 NB 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083
Z1/04 SUPP & SRV =10K N Mot Released Release possihle

]
I | zmE28 P2l tetdealu | OVR 2

37. Select the number of the purchase order reviewed and ready for approval

38. Select the RELEASE button.

Releasze + save

Do not select the RELEASE + SAVE button.
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 05

List Edit Goto

Enviranrment

Release Purchasing Documents with Release Code 05

ﬂ‘ Release | Cancel release Release strat. | Release + save d:j Print preview:

-

PO Type Yendaor Name PGp Order date ¥

Release strategy Release indicator Release option

4500000076 CPAZ 100085 Don's Mowing Service 508 04/11/2002

Z1/16 ABCY MWG COMST O CPA PO Not Released Release possible

4500000227 NBE 100051 PENNSYLWANI& PAPER, INC. 279 04/18/2002

Z21/84 SUPP & SRYW =18K R Released Release already effected

4600000235 CPAZ 100020 Dow Industrial Equipment 5028 0472572002

Z1/16 BECY MNG CONST 0 CPA& PO Not Released Release possihle

4500000242 NE 180175 LANCASTER OFFICE 279 02/25/2003

21704 SUPP & BRY =10K N Not Released Release possible

4500000243 WE 100173 KNOCK-OUT PEST COWTROL 279 03/12/2003

Z1/84 SUPP & SRV  =10K R Released Release already effected

4500000244 NB 100175 LANCASTER OFFICE 279 05/09/2003

Z1/04 SUPP & SRV =10K I Mot Released Release possible —

450000245 NE 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003

Z1/04 SUPP & SRY =10K N Not Released Release set

4600000246 NE 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083

21104 SUPP & SRY =10K N Mot Released Release possihle

4500000247 NB 180176 PHILLIPS OFFICE PRODUCTS 279 05/09/20083

21704 SUPP & BRY =10K N Not Released Release possible

4500000248 ME 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003

21784 SUPP & SRV =10K N Not Released Release already effected

4500000249 NB 100177 RELIABLE OFFICE PRODUCTS 79 05/09/2003

Z21/84 SUPP & SRYW =18K N Mot Released Release possihle

4500000250 B 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003

Z1/04 SUPP & SRV =10K N Mot Released Release possihle

4500000251 NE 180176 PHILLIPS OFFICE PRODUCTS 279 05/09/20083

21104 SUPP & SRV =10K N Not Released Release possible

4500000252 NB 180175 LANCASTER OFFICE 279 05/09/20083

21104 SUPP & SRV =10K N Mot Released Release possible

4500000253 ME 100175 LANCASTER OFFICE 279 05/09/2003

Z1/04 SUPP & SRV =10K I Mot Released Release possible

4500000254 MB 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003

Z21/84 SUPP & SRYW =18K N Mot Released Release possihle

4600000255 NB 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083

Z1/04 SUPP & SRV =10K N Mot Released Release possihle | |
=]

@ Release effected with release code 05 I | zmE28 P2l tetdealu | OVR 2

@ The system displays the message “Release effected with release code XX". The
purchase order line item is marked “Release set”. All purchase orders being
processed are currently marked for release/approval only. The actual release/approval
has not happened, yet.

39. Perform one of the following:

If Go To

Reviewing another purchase order for release Step 4

All purchase orders requiring release/approval have been reviewed Step 47

and release set

A purchase order was marked for release/approval by mistake or Step 40

needs additional research
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Process : Procurement
Sub_Process : Purchase Ordering

Integrated
Ent:nrprisa

System

If Go To

Approver wants to view changes to a purchase order Step 43

40. Select the purchase order number marked for release.

Release Purchasing Documents with Release Code 05

List Edit Goto  Environment

Bl | o LHRE Dhon BE @
Release Purchasing Documents with Release Code 05

& Releaze  Cancelreleaze Release strat | Releasze + save | (G Print praview

FO Type Mendor Name FGp Order date L¥
Release strategy Release indicator Release option

4500000876 CPAZ 100005 Don's Mowing Service 508 0471172082
216 AGCY MNG CONST 0 GPA PO Not Released Release possible

4500000227 NB 100051 FEMNSYLWANTA PAPER, INMC. 279 D4/18/2002
21784 SUPP & SRV =10K R Released Release already effected
4500000235 CPAZ 100020 Dow Industrial Equipment 508 04/25/2002
Z1/16 AMGECY MNG CONST 0 CPA PO Not Released Release possihle

4500000842 NE 100175 LAMCASTER OFFICE 279 B2/25/2003
Z1104 SUPP & SRY =10K N Not Released Release set

4500000243 NE 186179 KNOCK-0UT PEST COWTROL 279 03/12/20083
21104 SUPP & SRV =10K R Released Release already effected
4500000244 NB 180175 LANCASTER OFFICE 279 05/09/20083
Z1/84 SUPP & SRV  =10K N Not Released Release possible —
4500000245 NB 100177 RELIABLE OFFICE PRODUCTS 279 B5/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release set

4500000246 NB 100176 PHILLIFS OFFICE PRODUCTS 279 Bh/09/2003
Z1/04 SUPP & SRY =10K N Mot Released Release possihle

4600000247 NE 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083
21/04 SUPP & SRV =10K N Mot Released Release possihle

4500000248 NE 186177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
21704 SUPP & BRY =10K N Not Released Release already effected
4500000249 NB 100177 RELIABLE OFFICE PRODUCTS 279 B5/09/2003
Z1/84 SUPP & SRV  =10K N Mot Released Release possible

4500000258 NB 100176 PHILLIPS OFFICE PRODUCTS 279 B5/09/2003
Z1/04 SUPP & SRV =18K I Not Released Release possible

4500000251 NB 100176 PHILLIFS OFFICE PRODUCTS 279 Bh/09/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle

4500000252 NB 180175 LANCASTER OFFICE 279 05/09/20083
21104 SUPP & SRY =10K N Mot Released Release possihle

4500000253 NB 180175 LANCASTER OFFICE 279 05/09/20083
21104 SUPP & BRY =10K N Not Released Release possible

4500000254 NB 100177 RELIABLE OFFICE PRODUCTS 279 B5/09/2003
21784 SUPP & SRV =10K N Not Released Release possible

4500000255 NB 100176 PHILLIPS OFFICE PRODUCTS 279 B5/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle

@ Release effected with release code 05

I | zmE2E

teidealu  OVR o

41. Select the CANCEL RELEASE | “ancel release |, o,
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 05

Edit Goto

Enviranrment

BB e ECHR ODLD EE @0

ﬂ‘ Release | Cancel release

Release strat. = Release + save

8| Release Purchasing Documentis with Release Code 05

(ﬂﬁ Print preview:

-
PO Type Yendaor Name PGp Order date ¥
Release strategy Release indicator Release option
4500000076 CPAZ 100085 Don's Mowing Service 508 04/11/2002
Z1/16 ABCY MWG COMST O CPA PO Not Released Release possible
4500000227 NBE 100051 PENNSYLWANI& PAPER, INC. 279 04/18/2002
Z21/84 SUPP & SRYW =18K R Released Release already effected
4600000235 CPAZ 100020 Dow Industrial Equipment 5028 0472572002
Z1/16 BECY MNG CONST 0 CPA& PO Not Released Release possihle
4509800@42 WE 180175 LANCASTER OFFICE 279 02/25/2003
21104 SUPP & GRY =10K N Mot Released Release cancelled
4500000243 WE 100173 KNOCK-OUT PEST COWTROL 279 03/12/2003
Z1/84 SUPP & SRV  =10K R Released Release already effected
4500000244 NB 100175 LANCASTER OFFICE 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible —
4500000245 ME 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRY =10K N Not Released Release set
4600000246 NE 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083
21104 SUPP & SRY =10K N Mot Released Release possihle
4500000247 NB 180176 PHILLIPS OFFICE PRODUCTS 279 05/09/20083
21704 SUPP & BRY =10K N Not Released Release possible
4500000248 ME 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
21784 SUPP & SRV =10K N Not Released Release already effected
4500000249 NB 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4500000250 B 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000251 NE 180176 PHILLIPS OFFICE PRODUCTS 279 05/09/20083
21104 SUPP & SRV =10K N Not Released Release possible
4500000252 NB 180175 LANCASTER OFFICE 279 05/09/20083
21104 SUPP & SRV =10K N Mot Released Release possible
4500000253 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000254 MB 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4600000255 NB 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083
Z1/04 SUPP & SRV =10K N Mot Released Release possihle

[+]
@ Release cancelled for release code 05 [> |ZME28 teldealu  OVR o

The system displays the message “Release cancelled for release code XX". The
purchase order line item is marked “Release cancelled”.

42. Perform one of the following:

If Go To
Reviewing another purchase order for release Step 4
All purchase orders requiring release/approval have been reviewed Step 47
and release set
A purchase order was marked for release/approval by mistake or Step 40
needs additional research
Approver want to view changes to a purchase order Step 43
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Title: Approve Purchase Order
Integrated
Enterprise Process : Procurement

Syshesn Sub_Process : Purchase Ordering

43. Select the purchase order number.

44. Select Goto=»Changes Shift+F6.from the menu.

Changes Purchase ord 4500000248 00000

List Edit Goto Environment
BdH e CHR ODL0 FAE @0
Changes Purchase ord 4500000248 00000

1«1

Person resp. Date Time Transaction Change docunent

Doc. header
Mo changes found

[ | zwE28 bEl teideanu | OVR o

@ A history of changes is recorded by the system so that a user can see who changed
the purchase order and when the changes were made. For each changed field the old
value and new value will be recorded, with the exception of header and item texts.
The time and user ID are also recorded by the system.

45, Select the BACK e icon.
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Ttagrated Title: Approve Purchase Order
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 05

List Edit

Ei Goto  Enviranment

BB e CHR ODLD EE @6

Release Purchasing Documents with Release Code 05

ﬂ‘ Release | Cancel release Release strat. | Release + save d:j Print preview:

-
PO Type Yendaor Name PGp Order date ¥
Release strategy Release indicator Release option
4500000076 CPAZ 100085 Don's Mowing Service 508 04/11/2002
Z1/16 ABCY MWG COMST O CPA PO Not Released Release possible
4500000235 CPAZ 100020 Dow Incdustrial Eguipment 508 04/25/2002
Z1/16 AMGECY MNG CONST 0 CPA PO Not Released Release possihle
4600000242 NE 180175 LANCASTER OFFICE 279 02/25/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000244 NE 180175 LANCASTER OFFICE 279 05/09/2003
21704 SUPP & BRY =10K N Not Released Release possible
4500000245 WE 100177 RELIABLE OFFICE PRODUCTS 279 05/09/2003
Z1/84 SUPP & SRV  =10K N Not Released Release possible
4500000246 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000247 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003 u
Z1/04 SUPP & SRY =10K N Mot Released Release possihle
4500000248 NE 180177 RELIRBLE OFFICE PRODUCTS 279 0&/09/20083
21104 SUPP & GRY =10K N Mot Released Release set
4500000249 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21704 SUPP & BRY =10K N Not Released Release possible
4500000250 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
21784 SUPP & SRV =10K N Not Released Release possible
4500000251 MB 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4500000252 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z1/04 SUPP & SRV =10K N Mot Released Release possihle
4500000253 NE 180175 LANCASTER OFFICE 279 05/09/2003
21104 SUPP & GRY =10K N Mot Released Release cancelled
4500000254 NB 180177 RELIABLE OFFICE PRODUCTS 279 05/09/20083
21104 SUPP & SRV =10K N Mot Released Release possible
4500000255 ME 100176 PHILLIPS OFFICE PRODUCTS 279 05/09/2003
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4500000256 ME 100175 LANCASTER OFFICE 279 05/09/2003
Z21/84 SUPP & SRYW =18K N Mot Released Release possihle
4600000257 NB 180176 PHILLIPS OFFICE PRODUCTS 279 0&/09/20083
Z1/04 SUPP & SRV =10K N Mot Released Release possihle

]
I | zmE28 P2l tetdealu | OVR 2

46. Perform one of the following:

If Go To

Reviewing another purchase order for release Step 4

All purchase orders requiring release/approval have been reviewed Step 47

and release set

A purchase order was marked for release/approval by mistake or Step 40

needs additional research

Approver want to view changes to a purchase order Step 43

]

47. Select the SAVE icon.
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Integreted Title: Approve Purchase Order
Enté‘rpris’e Process : Procurement
S Sub_Process : Purchase Ordering

Release (Approve) Purchasing Documents

gl 0 3B e@e@ RHB L0 BRI QE
Release (Approve) Purchasing Documents

-

@ The system displays the message, "Releases saved."

48. Select the EXIT @ icon until the SAP Easy Access screen appears.

49. You have completed this transaction.

Result
You have successfully completed the transaction Approve Purchase Order (ZME49).

Comments

Congratulations!
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