Title: Release (Approve) Purchasing Documents

Integrated
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering
End User Procedure (EUP)
Release (Approve) Purchasing Documents Y_DC1 320007
22
Purpose

Use this procedure to view a listing of purchasing documents that are pending release.

Trigger

Perform this procedure when attempting to view a list of purchasing documents pending
release.

Prerequisites
Before beginning this task, obtain the following information:

e Release code

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

e Select Information Systems =% COPA =% COPA Procurement =% Purchase Orders =
Reports =» Y _DC1 32000722 Release (Approve) Purchasing Documents to go to the
Release (Approve) Purchasing Documents screen
Transaction Code

Y_DC1_32000722

Helpful Hints

None
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Integreted Title: Release (Approve) Purchasing Documents
Enté‘rpris’e Process : Procurement
S Sub_Process : Purchase Ordering

Procedure

1. Start the transaction using the menu path or transaction code.

Release (Approve) Purchasing Documents

gl 1B ee@ RHE DO R QE
Release (Approve) Purchasing Documents

-

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

Release code R A code representing the level of authorization required.

@ Use the MULTIPLE SELECTION icon for possible

entries.
Example: 02
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Title: Release (Approve) Purchasing Documents

Integrated
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering
Field Name R/O/C/D Description
Release group D Release Approval Group used for approval paths in workflow.
Q The default value for this field is blank. Do not
populate this field.
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.
@ This field is automatically selected by the system. No
action is required.
Cancel release C Indicates that the system is to suggest for processing all
purchasing documents that have already been released
(approved), and whose release can be cancelled (i.e. the
approval revoked) with the specified release code.
@ This field is used to cancel released purchasing
documents. It should not be used in this transaction.
Release Prerequisite D Determines whether or not the suggested purchase requisition
fulfilled items or purchasing documents must fulfill the release
prerequisite for the specified release code.
@ This field is automatically selected by the system. No
action is required.
List with items C If this indicator is set, the item data is included in the list. If
you do not set the indicator, you see only the header data.
Scope of list C Parameter that determines how the list is edited.
@ Use the MULTIPLE SELECTION icon for possible
entries.
Example: BEST
Puchasing document D Denotes the purchasing organization.
category
Use the MULTIPLE SELECTION icon for possible
entries.
Example: F
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Integrated
Enterprise
System

Title: Release (Approve) Purchasing Documents
Process : Procurement
Sub_Process : Purchase Ordering

Field Name

R/O/C/D

Description

Purchasing
organization

o

An organizational unit that procures materials and services,
negotiates conditions of purchase with vendors, and bears
responsibility for such transactions.

: Use the MULTIPLE SELECTION icon for possible
entries.

Document number

The unique identification value assigned to a business event
as it is processed in SAP. The system automatically creates
and assigns document numbers as each document is posted.

& If searching for a contract, the scope of list should be
RAHM and the document category should be K.

Document type

Key that identifies which group of documents this document
will be assigned. Documents of the same type contain
common information which is relevant to posting and update
of the value fields in the data base.

@ Use the MULTIPLE SELECTION icon for possible
entries.

Purchasing group

A buyer or group of buyers who are responsible for certain
purchasing activities. Internally responsible for procuring a
material or a class of materials.

@ Use the MULTIPLE SELECTION icon for possible
entries.

Vendor

Business partner that provides materials or services each
having a unique identification value assigned as it is
processed in SAP. The system automatically assigns a
numbers.

: Use the MULTIPLE SELECTION icon for possible
entries.
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Title: Release (Approve) Purchasing Documents

Integrated
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering
Field Name R/O/C/D Description
Supplying plant (0] Describes the plant from which the ordered material is
supplied.
& This field can be used only when searching for a
Stock Transport Order.
Document date 0] Date which appears in the document header and can be used
for any defined purpose.
Plant 0] The agency organization unit number.
: Use the MULTIPLE SELECTION icon for possible
entries.
Material Group 0 Code identifying an allocated group of materials with the same
features.
@ Use the MULTIPLE SELECTION icon for possible
entries.
3. Select the EXECUTE icon.
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Ttagrated Title: Release (Approve) Purchasing Documents
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 02

List

Goto  Erwironment

290 ea@ CHE Do BRE @

Release Purchasing Documentis with Release Code 02

(ﬂj Frint preview

-
PO Type Yendaor Name PGp Order date L¥l
Release strategy Release indicator Release option |
4500002341 CPAT 151245 WEBER HMURPHY FOX INC GO0 B3/07/2002
Z1/14 DES MNG CONST O CPA PO Not Released Release possible
4500002908 CPA1 145347 EYANS STRICKLAMD BEST INC GO0 08/09/2002
Z1/14 DG5S MWG CONST 0 CPA PO Not Released Release possihle
4600003043 CPA4 1231156 GANFLEC ARCHITECTS & ENGINEERS IWC GO B8/11/2002
Z1/17 CPA WORK ORDER 0 CPA PO Not Released Release possihle
4500003072 CPA4 174565 USA MRCHITECTS PLANMERS & INTERIOR GOE 0871172002
Z1M17 CPA WORK ORDER O GPA PO Not Released Release possible
4500003441 CPA4 137727 CICADA ARCHITECTURE PLANNING INC GO0 B5/13/2002
Z1/17 CPA WORK ORDER O CPA PO Not Released Release possible
45000077681 NB 105089 EDWARD P UCCI BM3 09/18/2002
Z1/83 SUPP & SERY 3 - 18K N Mot Released Release possible
4500013424 CPA4 119675 PEMNOMI ASSOCIATES INC GO0 1170472002
Z1/17 CPA WORK ORDER 0 CPA PO Not Released Release possihle
4600015097 CPA4 144856 GWIN DOBSOMN & FOREMAM INC 6OE 1171472002
Z1/17 CPA WORK ORDER 0 CPA PO Not Released Release possible
4500028770 CPA4 145738 ELWOOD TOWER CORP GOB B2/07/2003
Z1M17 CPA WORK ORDER O GPA PO Not Released Release possible
4500037344 NB 102545 SHARFP ELECTROWICS CORPORATION 492 B3/19/2003
21185 SUPP & SERY = 3K N Mot Released Release possible
4500044747 NB 172181 HEWLETT PACKARD COMPANY BHE 04/22/2003
217085 SUPP & SERYW = 3K N Mot Released Release possihle
450007723 CPA4 145347 EVANS STRICKLAMD BEST INC GO0 B9/16/2003
Z1/17 CPA WORK ORDER 0 CPA PO Not Released Release possihle
4500107875 CPAT 190460 TASSO KATSELAS ASSOCIATES INC GO 01/28/2004
21114 DES MNG CONST 0 GPA PO Not Released Release possible
4500113315 CPA4 124213 ANG ASSOCIATES ING GOB 02/20/2004
Z1M17 CPA WORK ORDER 0 CPA PO Not Released Release possible
4500114385 NB 118289 FEMNSYLWANIA IMDUSTRIES FOR THE GGG B2/25/2004
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4508117726 NB 155478 HOBILE XR&Y IMAGIMG INC 520 B3/09/2004
21784 SUPP & SRYW =10K N Mot Released Release possihle
4600120549 CPAT 117143 HZLZ ARCHITECTS PLAMMERS GOE 03/21/2004
Z1/14 DGES MMG CONST 0 CPA PO Not Released Release possihle | |
=]
4.4
4, Select the appropriate line item for which you want to view a print preview.
Example: 4500002341
5. Select the PRINT PREVIEW (€3 Printpreview| p o
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Ttagrated Title: Release (Approve) Purchasing Documents
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering

Print Preview for YPCC Page 00001 of 00003

[a]
-
CHANGE Fage 1 / &l
Purchase Order No.4500002341
Purchase Order Date: 0&/07/f2002
Project &Zite:
Consruction 0f & Research iand Developnen
THE PENNSYLVANIA STATE UNIVERS
ERIE
ERIE COUNTY
Your wendor number with us: 151245 .
West Region
Vendor Name/shddress:
WEEER MURFHY FOX INC ©
Professional:
FE230 W LAKE ERD
ERIE P4 16505-3657
State of Incorporation: —
Vendor Fax Number: S14-836-5757
Surety Co:
Bond No: CH Firm
Contact Information:
Name: DBS Design NumUber of Calendar Davs:
Phone: 717-787-7856
Fax: T17-772-33094 Liquidated Damages Per Day:
o.00
This Purchase Order constitutes the contractor's authorization to carry out the Project idertified in the Purchase Orderin accordance with 1)the RFQ for the
Project as supplemented by Addenda and Bulletins, if any; Z)the Special Conditions and other documents attached to this Purchase Order orincarporated b
reference into the RFQ for the Project, if any; and 3) as of the date of the RFQ or other solicitation for this Purchase Order, the contract terms and conditions for
this type of Purchase Order prowided on the Commonwealth's website, www state pa ue and listed in the RFQ or other solicitation, all of which are incorporated
by reference. As uzed in this Purchaze Order, the term "RF 0" means the Request for Quotations, Invitation for Bids, Inwitation to Qualify, or Requast for f
Proposals used to solicit the Purchase Order for this Project. The contractor agrees, upen the Department's acceptance of the contractor's submission, to be =
legally bound by the terms and cenditions of this Purchase Order, and the Department's approval of this Purchase Ordershall constitute a complete and legally |
di

The system displays a print preview of “YPCC Page 00001 of 00003".

6. Select the BACK & icon.
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Ttagrated Title: Release (Approve) Purchasing Documents
Enterprise Process : Procurement
Sub_Process : Purchase Ordering

System

Release Purchasing Documents with Release Code 02

List

Goto  Erwironment

290 ea@ CHE Do BRE @

Release Purchasing Documentis with Release Code 02

(ﬂj Frint preview

-
PO Type Yendaor Name PGp Order date L¥l
Release strategy Release indicator Release option |
4g00002341 CPA1 151245 WEBER HMURPHY FOX INC GO0 B3/07/2002
Z1/14 DES MNG CONST O CPA PO Not Released Release possible
4500002908 CPA1 145347 EYANS STRICKLAMD BEST INC GO0 08/09/2002
Z1/14 DG5S MWG CONST 0 CPA PO Not Released Release possihle
4600003043 CPA4 1231156 GANFLEC ARCHITECTS & ENGINEERS IWC GO B8/11/2002
Z1/17 CPA WORK ORDER 0 CPA PO Not Released Release possihle
4500003072 CPA4 174565 USA MRCHITECTS PLANMERS & INTERIOR GOE 0871172002
Z1M17 CPA WORK ORDER O GPA PO Not Released Release possible
4500003441 CPA4 137727 CICADA ARCHITECTURE PLANNING INC GO0 B5/13/2002
Z1/17 CPA WORK ORDER O CPA PO Not Released Release possible
45000077681 NB 105089 EDWARD P UCCI BM3 09/18/2002
Z1/83 SUPP & SERY 3 - 18K N Mot Released Release possible
4500013424 CPA4 119675 PEMNOMI ASSOCIATES INC GO0 1170472002
Z1/17 CPA WORK ORDER 0 CPA PO Not Released Release possihle
4600015097 CPA4 144856 GWIN DOBSOMN & FOREMAM INC 6OE 1171472002
Z1/17 CPA WORK ORDER 0 CPA PO Not Released Release possible
4500028770 CPA4 145738 ELWOOD TOWER CORP GOB B2/07/2003
Z1M17 CPA WORK ORDER O GPA PO Not Released Release possible
4500037344 NB 102545 SHARFP ELECTROWICS CORPORATION 492 B3/19/2003
21185 SUPP & SERY = 3K N Mot Released Release possible
4500044747 NB 172181 HEWLETT PACKARD COMPANY BHE 04/22/2003
217085 SUPP & SERYW = 3K N Mot Released Release possihle
450007723 CPA4 145347 EVANS STRICKLAMD BEST INC GO0 B9/16/2003
Z1/17 CPA WORK ORDER 0 CPA PO Not Released Release possihle
4500107875 CPAT 190460 TASSO KATSELAS ASSOCIATES INC GO 01/28/2004
21114 DES MNG CONST 0 GPA PO Not Released Release possible
4500113315 CPA4 124213 ANG ASSOCIATES ING GOB 02/20/2004
Z1M17 CPA WORK ORDER 0 CPA PO Not Released Release possible
4500114385 NB 118289 FEMNSYLWANIA IMDUSTRIES FOR THE GGG B2/25/2004
Z1/04 SUPP & SRV =10K I Mot Released Release possible
4508117726 NB 155478 HOBILE XR&Y IMAGIMG INC 520 B3/09/2004
21784 SUPP & SRYW =10K N Mot Released Release possihle
4600120549 CPAT 117143 HZLZ ARCHITECTS PLAMMERS GOE 03/21/2004
Z1/14 DGES MMG CONST 0 CPA PO Not Released Release possihle | |
=]
4.4
7. Double click on the appropriate line item for which you want to display.
Example: 4500002341
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Ttagrated Title: Release (Approve) Purchasing Documents
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering

 Edit Goto  Enwiro
aldH  @ae DHE DD an IRRI@m
DGS-Mngd Dsgn/Cnstn 4500002341 Created by Beverly Mauro

Ciocument overview on | D “’ﬂ ﬁ”| (ﬁ Print preview = Messages Help FPersonal setling = Accounting Documents

[lwr] DGS-Mngd DsgniCns.. B Vendar 151245 WEBER MURPHY FOX INC | Doc.date  B8/07/2002
| Delveryinvoice | Condiions | Teds | Address | Communicaionsdata | Patners | Addionaldata | Orgdata = Staws | Customerda..|, [ [5]

ﬁ CPAPOD Mot Released Crdered 1,060, 246.20 UsSD
Q Mot yet sent Delivered 1,838 874 64 USD
5 Partially dalivered Still to deliv. 21,371.56 UsSD
& Partially invoiced Invoiced 1,038 874 64 wULSD
Down payrnts 0.08 UsSD
lterm overview
\tem [10] C-0800-0268-000-000-D-0 fed}
Services | Limits | Materialdata | GQuantiiestweights | Deliveryschedule | Delivery | Inwoice | Conditions | Accountassignment | Pur.|| [«[» ]2l
Line D |Semice numb...|Shor text Guantity L. | Gross price Curr. |Cverfulf. t
iz} (] C-0800-0266-000-000-D-0 Sub #a} |1 EA 132,040 .63 USD 9.8 [«]
20 [ C-0800-0268-000-000-D-0 Sub#9 |1 EL 106,484 .37 USD [@.0 IZ‘
30 [ C-0800-02658-000-000-0-0 Sub 10 |1 EL 106,484.38 USD (0.0
40 (] 0. ooo o.og Ush 9.0
11 (] ezl o.og Ush 9.0
Gl = Leczle] o.og Ush 9.0
i = Leczle] o.og Ush 9.0
a0 (] LIpeole] o.o8 Ush [@.0
a8 (] 0. ooo o.og Ush 9.0 IZ‘
_m (] 0. ooo o.og Ush 9.0 |E|
1D |[«1[*]
gl E Line 10

@ The system displays more detailed information.

8. Select the BACK & icon until the SAP Easy Access screen appears.

9. You have completed this transaction.

Result

You have successfully completed the transaction Release (Approve) Purchasing Documents
(Y_DC1_32000722).

Comments

Congratulations!
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