Ttagrated Title: Display Purchase Order
Enterprise Process : Procurement

Syshesn Sub_Process : Purchase Ordering
End User Procedure (EUP)
Display Purchase Order ME23N
Purpose

Use this procedure to display a purchase order and review the information.

Trigger

Perform this procedure when there is a requirement for information and the status of a
purchase order.

Prerequisites
Before beginning this task, obtain the following information:

e Purchase order number

Menu Path
Use the following menu path(s) to begin this transaction:

e Select Logistics =» Material Management = Purchasing = Purchase Order = Display
to go to the Standard PO 45XXXXXXXX Created by YYYYY screen

Transaction Code
ME23N

Helpful Hints
Review the following:

e Tabs are available in both the header and item detail and can be used to access specific
information

e Selecting the EXPAND/COLLAPSE HEADERS icon will expand or collapse section

details
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Title: Display Purchase Order

Inte ted

E‘:;t:%;i;e Process : Procurement

S Sub_Process : Purchase Ordering
Procedure
1. Start the transaction using the above menu path or transaction code.

Standard PO 4500000245 Created by Kim Ruhl

gl 0B e@@ CHE DO FEIQE
Standard PO 4500000245 Created by Kim Rubi

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

Standard PO & 100177 RELIABLE OFFICE PRODUC 05/09/2003
S [ltem A || |Material Shomgd FO guantiy 0. |CDeliv. date Netgrice Curr.. F'e_r Q.. |Matl
10 k 166174 PAPER SHREDDER,ST 12E8 |DBG/30/2003 3.010.80Usp EA OFFID
[+]
[~]
L |

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

Account assignment dRE
,iME ArcAssCat  Costcoenter Z Distribution Sinole account assionm .. B CoCode COMMOMY .. E)
Unloading paint Recipient
Gil account no. G361180
Business area 15
COarea COPA
Costcenter 1522550080
Commitment itern 6361180
Funds center 1522650000 Fund 1811002800
Earmarked funds ] Functional area 1310

1130 PEl | te1dealu | OVR
—

@ The system automatically displays the last purchase order (PO) accessed.

2. Select the OTHER PURCHASE ORDER icon.
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Title: Display Purchase Order
Integrated
Enterprlse Process : Procurement
S Sub_Process : Purchase Ordering

Select Document

4500000245 ()

@]
@

| Cther document HE\

@ 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)

3. As required, complete/review the following fields:

Field Name R/O/C/D/ Description
Pur. order R Document used to purchase materials and services from
vendors.
Example: 4500000263

4.  Select the OTHER DOCUMENT | Other dacument |y o,
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Title: Display Purchase Order
Integrated
Enterprﬁe Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

G| 00 8dH eee CHE ODLL PR QB
Standard PO 4500000263 Created by Kim Rubi

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

Standard PO g 100191 RUTLEDGE SERYICES O5/12/2003
5 S./ltem A || |Material Short text PO guantity 0.. |CDeliv. date  |MNet price Curt... |Per 0. |Matl
10 K Recycling senvices 52K DE70e1 /2003 440 00USD 1 WK Recy
20 K Recycling semnices 52K DET01 /2004 450 . 80/Usp 1 WE Recy ZI
30 K Recycling semnices 52K D ET /012005 7a0.80Usp WE Recy|~
<[ ][ e [« ][]
B il = &
L [10] Recycling services ] -
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 1011002008
Earmarked funds o Functional area 1210

> 1130 PE | te1dealu | OVR
=

@ The purchase order requested 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.

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

Item overview

Iltem details This section contains information that will be
applicable to a particular line item in the order.

5. Select the EXPAND HEADER icon.
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Title: Display Purchase Order
Ente_rprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000263 Created by Kim Ruhl

S €@ @ O E G AR EE @
[Rz] Standard PO 4500000263 Created by Kim Ruhi
| @. @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |

Org.data ||
Purchasing org. Commonwealth of PA

Purch. group DGS Central
Campany Code COMMOMNMEALTH OF PA

oom——— O

6. Select the LIST ['E icon.
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Integrated
Enterprise
System

Title: Display Purchase Order
Process : Procurement
Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

Vi |< HICaQ CEHE D0L80 FAE @

Standard PO 4500000263 Created by Kim Rubi

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

Etandard PO g 100191 RUTLEDGE SERYICES O5/12/2003
[ ~ Dalivaryinvaice Conditions Texts Address r Cormmunications data r Partners Additional data  Oro.data O E
Deliveryinvoice
Purchasing org. COPA  Commonwealth of PA Conditions
Purch. group 279 DGS Central T
Company Code COPE  COMMOMWEALTH OF PA Address
Communications data
Partners
Additional data
S|Es [tem [a |1 [Material Short text PO quantity 8] Deliv. date  |MNet price ¥ Org data
10 K Recycling semnvices 520K |DBF/01 {2003
0 K Recyeling senices 5200k |DlB7 /01 /2004 St
3 K Recycling senvices 520K [bB7 /0172005 Customer data
Release strategy

Bl

> 1130 PE | te1dealu | OVR
=

@ A list of the available Header tabs is displayed.

Tab Description

Delivery/Invoice Review the delivery and invoice information.

Conditions Review the pricing conditions for the purchase
order.

Texts Review any text relating to the purchase order.

Address Review the vendor address

Review the details of the sales person
responsible for any queries.

Communication data

Partners Review the partner details and function.

End User Procedure (EUP)
Page 6/ 26

Version: Rev 0
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Integrated
Enterprise
System

Title: Display Purchase Order

Process : Procurement
Sub_Process : Purchase Ordering

Tab

Description

Additional data

Review additional data associated with the
purchase order.

Org. data

Review the organizational data (i.e., purchasing
organization, purchasing group, company code).

Status

Review the progress or status of the purchase
order.

Customer data

If the “Non Std Terms & Cond” indicator is
selected, there are other documents/attachments
to the purchase order. These documents will
provide details of the non-standard terms and
conditions. Look for and review the supporting
documents/attachments.

Release strategy

Review the different levels of approval necessary
to release the purchase order for further
procurement processing.

7. Select the Customer data tab.
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Title: Display Purchase Order

Integrated
Enterprﬁe Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

Vi |< HICaQ CEHE D0L80 FAE @

Standard PO 4500000263 Created by Kim Rubi

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

Standard PO ] 100121 RUTLEDGE SERYICES 05/12/2003
[ Address | Communicationsdata | Parners | Additional data | Orgdata | Status ~ Customercata | Relsas..| [«[r]=

[] Mon Std Terms & Cand

B 5. |ltem |A |l |Material Short text F O guantity 8] Celiv. date  |MNet price Curr... |Per Q. |hlatl
10 K Recycling senices 520K D B7 /012003 440 @ajuso |1 WK Recyl[]
20 K Recycling senices 52K |DBY/01/2004 450.00USD 1 WK Recyﬂ
30 K Recycling sewices B2WK DO7/01/2085 7E0.00UsSD 1 WK Hecyi
][] ] ]
El il =] |

> 1130 PE | te1dealu | OVR
=

8. As required, review the following field:

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.

9. Select the LIST [’ icon.
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Ttoprated Title: Display Purchase Order
Enté‘_rpris'e Process : Procurement
Syt Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

gl 0 alaBIe@e CHE N0 PR @
[Rz] Standard PO 4500000263 Created by Kim Ruhi
| @. @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |
T

F: e . p 4 r 1 Customer data

Deliveryinvoice
Conditions
[] Mon Std Terms & Cond Address
Communications data
Partners
Additional data
Org.data

Status

v Customer data
Release strategy

oom——— O

10. Select the Texts tab.
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Title: Display Purchase Order
Integrated
Enterprlse Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

& Bl B I@@aa BHE D000 EE @D S—

Standard PO 4500000263 Created by Kim Rubi
| @ | @ Printpreview” Messages || Help | Fersonal setling || Accounting Documents

Standard PO g 100191 RUTLEDGE SERYICES O5/M12/2003
[ . Conditions — Texts Address Communications data r Partners rAddltlonaldata Org.data Status HOE
Header Texis A..| Frovide recycling services at warious Philadelphia District Offices per
Y Header text attached specifications and locations. Terms and Conditions available
saneris 'i on the DGS website under "Forms".
Encumbrance Infan
Shipping instructio [2]
2 Tarmes of navment ] -
O continuoustec @
B 5. |ltem |A |l |Material Short text F O guantity 8] Celiv. date  |MNet price Curr... |Per Q. |hlatl
10 K Recycling senices 520K D B7 /012003 440 @ajuso |1 WK Recyl[]
20 K Recycling sarvices 520K DET/01/2004 450.80USD |1 WK Recyﬂ
30 K Recycling senvices B2WK D7 /0172005 FEO.BAUSD 1 WE Hecyi
L |

> 1130 PE | te1dealu | OVR
=

11. Asrequired, review the following fields:

Header Texts Description

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

Encumbrance information Used to store information for Comptroller’'s Office.
This text will NOT print in the purchase order that
will be sent to the vendor.

Shipping instructions Used to enter any specific shipping instructions to
vendor that relate to all items on the purchase
order. This text will copy from the RFQ or
contract and will be printed in the purchase order
that will be sent to the vendor.
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Ttagrated Title: Display Purchase Order
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering

Header Texts Description

Terms of payment Used to enter any type of special payments that
need to be communicated to vendor. This text
will always copy from the RFQ or contract and be
printed in the purchase order that will be sent to
the vendor.

Q This text is not used to establish the
standard payment period for an invoice.

Insurance information Used to input any insurance information related to
the purchase order. This text will be printed in
the purchase order that will be sent to the vendor.

Bond information Used to input any bond information related to the
purchase order. This text will be printed in the
purchase order that will be sent to the vendor.

Vendor memo general Information copies from vendor master record.
This text will be printed in the purchase order that
will be sent to the vendor.

Vendor memo purchasing org Information copies from vendor master record.
This text will be printed in the purchase order that
will be sent to the vendor.

Confidential terms of payment Used for communication with the invoice
processor. This text will copy from the RFQ or
contract and will NOT be printed in the purchase
order that will be sent to the vendor. This
information will appear in a message when the
Invoice processor enters the invoice.

12. Select the SERVICE FOR OBJECT icon.

Purchase Order 4500000263
Purih

D@ th]ip|Ta | B |\

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

13. Select the ATTACHMENT icon.
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Ttagrated Title: Display Purchase Order
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering

Service: Attachment list

Semvice: Attachment list
1 AP ENE G B EE = =R [ G
AttachmntList4500000263
Type |Description |Auth|:|r
@ ~RecyclingSCOPE_2003050911432.. Kim Ruhl
@ ~RecyclingLocation_2003050911433... Kim Ruhl

LD I[[]

13.1 To review an attachment, select by double-clicking on the appropriate document.

13.2 SAP will automatically launch the associated software application for the document
and display the contents of the document.

13.3 After reviewing the document, close the associated software application and return to
SAP.

14. Select the CLOSE [Elicon.
Purchase Order 4500000263

RIEE AR I A [ E

15. Select the CLOSE H icon.
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Title: Display Purchase Order
Ente_l'prlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000263 Created by Kim Ruhl

gl 0 0B e@Q@ICHE OOLHL FERIQE
[@a] Standard PO 4500000263 Created by Kim Ruhl

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

Header Texts A

Encurmbrance Infon
Shipping instructio

[2]
2 Tarmes of navment [~]
(K3

Continuous-tex.. &1

||

I
I
I
||
I
I
I
I
||
i
||
| 1.

oom——— O

16. Select the Conditions ﬁ tab.
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Title: Display Purchase Order
Enterpnse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000263 Created by Kim Ruhl

Vi |< HICaQ CEHE D0L80 FAE @

Standard PO 4500000263 Created by Kim Rubi

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

Standard PO g 100181 RUTLEDGE SERYICES 05/12/2003

Conditions s

et 85,280 00 USD

STy Marne Rate Curr. [Er U... |Condition value Curr. |Condition value CdC...
PBOD|Gross Price 440.00 |USD /WK 22,880.00 |USD 0.0o
PEOO|Gross Price 450.00 |USD 1/WK 23,400 00 |UsDh 0.0
PBEO0|Gross Price THE_BE |USD 1K 39,006 . 06 |USD o.06
Metvalue incl. disc 85,280 00 USD o.on
MAYS Mon-Deductible Tax 8.08 UsD 0.00
Metvalue incl. tax 85, 28008 USD 0.00
SKT0|Cash Discount o.oo0 |5 0.00 |UsSh o.on

o? al price 85,2808 08 (USD o.06 Iz‘

=

L o] L [ <1 [+]

|1 sctivate |#%  Update

S./ltem A || |Material Shorﬂaﬁ PO guantiy 0. |CDeliv. date NetErice Curr.. F’e_r Q... |Matl
10 K Recycling senices 52K (07 /012003 440.00(USD {1 WK [Recy
F Recycling senices 52wk [pa7 /012004 450.00(UsD {1 WK [Recy
30 K Recycling senices S2WK D701 {2085 FEE.BAUSD 1 WK Recy [«
< o [ [« ][+
> 1130 PE | te1dealu | OVR
=
16.1 Review the pricing conditions for the purchase order.

17. Select the LIST I'E icon.
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Title: Display Purchase Order
Enterpnse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000263 Created by Kim Ruhl
N S AT - Y ]

G| 00 8dH eee CHE ODLL PR QB
Standard PO 4500000263 Created by Kim Rubi

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

Standard PO g 100191 RUTLEDGE SERVICES 85/12/2003
Caonditions 4 r|'s
Deliveryinvoice
et 85,280.00 USD v Conditions
Teuts
CnT: Nﬁ Rﬁ Curr. [Er ... |Condition value Curr. |CGone Addrass ﬁl
PBO0|Gross Price 440.00 |UsD 1|k 22,800.00 |USD -
Communications data
PEEA|Gross Price 450.08 |USD 1|k 23,400 .00 |USD
PEAN|Gross Price 750,00 |USD 1k 39,000 08 [USD PEELR
Metvalue incl. disc 85,280.00 |USD addilopaluatd
NAYS Mon-Deductile Tax 006 USD Org.data
Metwalue incl. tax 85,280 00 |USD Status
SKTO|Cash Discount 0,008 % 0.08 |UsDh Customer data
= ual price 85,2808 08 (USD Release strategy I
1 id
L o ] [« ][]

|1 sctivate |#%  Update

S [ltem |A || |Material Shorﬂaﬁ FQ guantiy 0. |CDeliv. date NetErice Curr.. F’e_r Q.. |Matl

10 K Recycling services B2WK D7 /0172003 440 00Usp 1 WE Recy

20 K Recycling serices S2WK D7 /012004 450 . 00/Us0 1 WK Recy
30 K Recycling senices S2WK D701 {2085 FEE.BAUSD 1 WK Recy [«

L ————————n |

> 1130 PE | te1dealu | OVR
=

18. Select Release strategy from the list displayed.

File name: DISPLAY PURCHASE Version: Rev 0 End User Procedure (EUP)
ORDER .DOC Last Modified: 1/2/2008 9:42 PM Page 15/26
Reference Number: BVO300



Title: Display Purchase Order

Integrated
Enterprﬁe Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

Vi |< HICaQ CEHE D0L80 FAE @

Standard PO 4500000263 Created by Kim Rubi

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

Standard PO e} 100191 RUTLEDGE SERYICES O5/12/2003

[ Communications data Partners Additional data r Org.data r Status r Customerdata ~ Release strategy Q0B
Release group Z1 PROC RELEASE Code |Description Release options
Release strateqy 04 SUPP &SRY =10K 05 AGEMCY HEAD 0

02 COMPTROLLER
i3} AGEMCY LEGAL

Release indicatar N NotReleased
B 5. |ltem |A |l |Material Short text F O guantity 8] Celiv. date  |MNet price Curr... |Per Q. |hlatl
10 K Recycling senices 520K D B7 /012003 440 @ajuso |1 WK Recyl[]
20 K Recycling senices 520K D7 /012004 456 . BAUSD |1 WK Recyﬂ
30 K Recycling senices B2|WK D7 /0172005 7B0.00UsD A WK Hecyi
L |
B il = &

> 1130 PE | te1dealu | OVR
=

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

If Then

Release indicator is “Y” All approvals have been received and
document has been released

Release indicator is “N” Review approvals necessary to release

Release option is & Pending release with approver

Release option is ¥ Approver released/approved

19. Select the LIST S icon or appropriate tab to review additional information.

20. Select the COLLASPE HEADER icon.
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Ttoprated Title: Display Purchase Order
Ent:!'_l'pri_-':e Process : Procurement
Syt Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by KRUHL

S €@ @ O E G AR EE @
[Rz] Standard PO 4500000263 Created by Kim Ruhi
| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |
100151 RUTLEDGE SERVICES | Dot date | 05/12/2003

B

@ This section contains information on the goods or services to be delivered or rendered.
This purchase order is for a service. The Material field is blank; the Short text field
gives a brief description of the service requested.

B

] e o o o o 7
IEE R EEEEEEEEEEEEEE N

oom-— ...
=

21. Select the SCROLL [* icon to view additional information.
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Ttoprated Title: Display Purchase Order
Ent:!'_l'pri_-':e Process : Procurement
Syt Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

gl 0 0B e@Q@ICHE OOLHL FERIQE

[Rz] Standard PO 4500000263 Created by Kim Ruhi

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

(|

B

@ 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 document select by
double-clicking on the document number.

|

oy o
LR R R RERRRRRRRRERRRREE
(o oo o) o o o o o o ]
0|0|0|0|0|0|0|0|0|0|0|0|0|0| 80|80 0| 5

=

22. Select the COLLASPE ITEM OVERVIEW icon.
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Title: Display Purchase Order
Enterprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Standard PO 4500000263 Created by Kim Ruhl

gl 0 0B e@Q@ICHE OOLHL FERIQE
[Rz] Standard PO 4500000263 Created by Kim Ruhi
| @ | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |

23. Select the EXPAND ITEM DETAILS icon.
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Integreted Title: Display Purchase Order
Enté‘rpris’e Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

G| 00 8dH eee CHE ODLL PR QB
Standard PO 4500000263 Created by Kim Rubi

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

]| Standard PO ] 100181 RUTLEDGE SERVICES 85/12/2003
i

=
fitem (0] Resysiing serices B |||

] Recycling services g

Account assignment

’iME AcchAssCat Costcenter & Distribution Single account assignm.. B CoCode COMMOMNY.. &
Unloading point Recipient

GiL accaunt no. 6361100

Business area 15

COares COP&

Costcenter 1622550000

Commitmentitern 6361100

Funds center 1522550000 Fund 1811803800

Earmarked funds Functional area 1210

> 1130 PE | te1dealu | OVR
=

@ The item details are displayed for line item [10] of the PO.

24. Select the LIST S icon.
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Title: Display Purchase Order
Integrated
Enterpr:Ee Process : Procurement
S Sub_Process : Purchase Ordering

Standard PO 4500000263 Created by Kim Ruhl

Vi |< HICaQ CEHE D0L80 FAE @
Standard PO 4500000263 Created by Kim Ruhi
| @. | @ Printpreview” Messages ||ﬂ Help | Fersonal setling || Accounting Documents |

| Etandard PO ] 100181 RUTLEDGE SERVICES 85/12/2003
i

[10] Recycling services

Account assignment

Material data
’ill’m AccAssCat Costcenter & Distribution Single account assignm.. B CoCode COMMOMNY.. & Quantitiesiweights
Unloading point Recipient

GiL accaunt no. 6361100

Business area 15

COares COP&

Costcenter 1622550000

Commitmentitern 6361100

Funds center 15225500008 Fund 1011063000
Earmarked funds Functional area 1210

Delivery schedule
Delivery
Invoice
Conditions

v Account assignment
Texts
Delivery address

Confirmations
Condition cantrol
FReetail

> 1130 PE | te1dealu | OVR
=

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

Tab Description
Material data Review information regarding the item ordered.
Quantities/weights Review the order quantity, order price and weight

of the item ordered.

Delivery schedule Review the date the item is to be delivered or the
service performed.

Delivery Review the checked indicators and information
regarding delivery tolerances.

Invoice Review invoice information.
File name: DISPLAY PURCHASE Version: Rev 0 End User Procedure (EUP)
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Enterprise Process : Procurement
RS B Sub_Process : Purchase Ordering

Tab Description

Conditions Review the pricing conditions such as discounts,
surcharges, freight costs, and sales taxes
associated with the specific line item.

Account assignment Review information such as the G/L account
number, cost center and fund center associated
with the specific line item. If PO is created with
reference to a contract type ENCL or ENCW
account assignment will always copy from the
contract.

Purchase order history Review the goods receipt and invoice receipt
documents created with reference to the
purchase order. This tab becomes available
when good receipts and invoices are posted
against the document.

Texts Review special text related to the specific line
item.
Delivery address Review the address to where the specific line

item is to be delivered.

Confirmations Review the confirmations expected for the
purchase order item such as order
acknowledgement and shipping notification.

Condition control Review the price determination and date.

Retalil Review the promotion available for the item on
the purchase order.

Texts

25. Select the Texts & | tab.
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26. Asrequired, review the following fields:

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.
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26.1 Select the SCROLL E icon to view the next line item.

26.2 Select the LIST ['E icon to view information related to each line item.

27, Select the PRINT PREVIEW (€2 Printpreview | o

Print Preview for YPCC Page 00001 of 00001

Help

200 @A CHB DDoAD BE @6

ORIGINAL Page 1 / 1
Purchase Order Ho.4500000263
Purchase Order Date: 05/12/2003

Please Deliver To:

DG3E

515 North 0ffice Building
Harrisburg P& 171Z5

Your wendor number with us: 100191

Vendor Name/Address:

RUTLEDGE SERVICES ]
Please Bill To:
FD Bowxw 42
DGS

WEWTOWN SQULRE PAL 19073 . o
515 North 0ffice Building

Harrisburg PA 17125

Purchaser:

Name: Kim Ruhl

Phone: 717-705-9254

Fax: 717-763-6241
E-wmail: kruhlfstate.pa.us

Payment Terms: NET 30

This Purchase Order constitutes the Contractor's authority to deliverthe Itemis) in accordance with: 1) with respect to the RFQ,if any, related to this Purchase
Order, the RFQincluding the documents attached to the RFQ orincorporated by reference in the RFQ; 23 with respect to the Contract, if any, related to this
Furchase Order, the Contract, Including the documents attached to the Contract or incorporated by reference in the Contract; 2) the documents attached to this
Furchase Order or incorporated by reference, it any; and 4)the contract tems and conditions stored on the website address at www state pa s for this type of
Purchase 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 oM Delivery Price Per TOTRAL
Description Date Unit

I«][»]

0 [130 b tc1deaou [ovR 7

:" Print preview allows viewing how the Purchase Order will be released upon final

approvals.

28. Select the SCROLL E icon to view additional information.
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Text Edit Goto

B H e CHE DL BR @@
Print Preview for YPCC Page 00001 of 00001

[a]
Item MaterialfService Oty UOM Delivery Price Par TOTAL :f
Degcription Date Unit —
aoolo S8 Weeks 07F017200% 44000 Weeks EE GED.00
Recycling services
Deliv. date Day 07/01/2003
nooozo 58 Week:s 0770175004 45000 enles . 400 00
Recycling services
Deliv. date Day 07/01/2004
aoosan SE Weeks 0770171005 TEEL 00 Weeks 300000

Recycling services
Deliv. date Day 07/01/2005

Header text

Provide recycling services at wvarious Philadelphia Disctrict Offices per atrtached

specifications and locations. Terms and Conditions available on the DG3 website under
"Forms".

Header text

Quotation #:
Quotation Date:

Currency: USD

85 A0.00
***TOTAL NET VALUE#*¥

=
=]
[ {130 P2l totdealu | OVR 7

@ Header text information copied into Purchase Order. This information relates to all
items in the Purchase Order.

29. Select the BACK & icon.
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30. Select the EXIT @ icon until the SAP Easy Access screen appears.

31. You have completed this transaction.

Result
You have satisfactorily completed the transaction Display Purchase Order (ME23N).

Comments
Congratulations!
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