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Unit 1: Overview
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What is SRM?

Supplier Relationship Management (SRM) is SAP’s e-procurement interface
and serves as the formal University’s procurement system. It is web-based and
integrates with SAP functionality, e.g., invoicing, accounting, reporting, etc.

SRM enables departments to procure goods and services using a “Shopping
Cart” environment within myUK. It generates savings and streamlines
procurement for the University through use of electronic catalogs and related
processes.

Contractual components of the system (e.g., e-catalogs) are managed by the

Purchasing Division while the Enterprise Applications — Materials Management
(EA-MM) Team manages the functional and systems aspects.
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What is SRM Goods Confirmation?

SRM Goods Confirmation shows physical receipt of goods or services within a
department or unit. Creation of the Goods Confirmation affirms that ordered
items and quantities are correct, in good condition, and in accordance with
requirements of the purchase order.
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Training Request Form Requirement

A Training Plan Request Form must be completed and approved to receive the
Goods Confirmer role.

A How-To Guide to Establish Departmental Purchasing Roles can be found on
the Purchasing website at: http://www.uky.edu/Purchasing/. The guide includes

an overview of departmental roles, information on Role Combinations, and Steps
to Request and Receive Training.

In addition to taking and passing this web-based course, the approved Training
Plan Request Form must be provided to Enterprise Applications Training to
receive the Goods Confirmation role. If you are taking this course without having
completed the Training Plan Request Form, please be sure to complete this to
receive the Confirmations role and myUK tab. The tab usually appears within 24
to 48 hours after completing both requirements.
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Who Should Receive Goods
Confirmation Training?

Any persons authorized to perform confirmation/receiving tasks for their
department or area are required to complete Goods Confirmation training.

.
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g Corresponding
Level SRM Role et sl SRM document
type
Responsible for creating a
"Shopping Cart” to purchase .
D rt t Sh Sh Cart
HEEE EREEE goods and/or services from a ERElE S
particular supplier
Department / Approves Shopping Carts for their
College / Unit Lt department or area
Purchasing Buyer Responyble i unIVE‘rSIW-W.IdE Purchase Order
contracting processes for various
commodities
e Goods
P Confirmer & o ¥ Confirmation
condition
Accounts Posts invoices against purchase : s
- Invoice Receipt
Payable orders
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Role Combinations

In order to maintain checks and balances there is a limit on the number and structure of

roles any one person may hold. The following matrix shows all permissible combinations
for various procurement roles within myUK.

SIMILAR ROLES
SAP (R3/MM) REQUISITIONER| _ APPROVER RECEIVER
SRM SHOPPER APPROVER GDODS CONFIRMER
PRD CREATOR APPROVER
& & & &S & & &
q-é\ 4‘\0 q"*qq & ‘5"@ c:°° 93‘&
¢ N o & &
S & EX
& ﬁﬁs @Q-O' (.,st‘ ‘,ts v.q L}S & &
OPTION 1 \/ ./ / X ‘/ /
OPTION 2 X b'e X v e i
OPTION 3 X / / \/ X NE

The same person is hot required to hold all roles within any one option. The

combinations reflect the maximum roles within each option any one person may hold.
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Training Requirements - SRM
Departmental Roles

“ Training Requirements

Shopper Shoppers are required to take and pass a four-module SRM
Shoppers course via myUK Learning.

Approver Approvers are required to take and pass the MM_APP_300
Combined Approvers course via myUK Learning.

Goods Confirmer Goods Confirmers are required to take and pass the
SRM_CON_300 SRM Goods Confirmations course via myUK
Learning.
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Goods Confirmation Overview

Creation of the Goods Confirmation performs the following:

» Confirms ownership of goods/services by the University

* Converts the encumbrance against the PO line item to an expense against
the cost object

* Releases payment to the supplier

Failure to create a Goods Confirmation after items are delivered will result in a
payment block. The supplier cannot receive payment until the Goods
Confirmation is completed.

Goods Confirming should not be completed if items are damaged, incorrect, or
non-satisfactory in any way.

If partial quantities of goods or services are received over time, partial Goods
Confirmations can be completed to allow multiple payments.

If needed, contact the Category Specialist in Purchasing responsible for the
purchase order for questions or guidance.
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SRM General Process Flow
(5 Steps)

.\.
\\
Ny
s
\.
\\
3. Invoice
1. Create 2. Appraval e Posting /
i i Order Sent to
Shopping Cart (Dept / Unit / 2 Payment
i Supplier : _
{Dept) College) (Bl Rasng] (Accounts
S Payable )
- &
F
g

The department creates Shopping Carts for goods and services, with
approval(s) to follow.

Purchasing processes and places the purchase order with the supplier.
Along with the purchase order, Goods Confirmations and invoice postings
complete a 3-way match and payment releases.

Encumbrances occur along the way and are expensed at the creation of the
Goods Confirmation.

Next

Page 12 of 72



Adobe Captivate Thursday, November 19, 2020

Slide 13 - Slide 13

How to Identify PO Number

The purchase order number must be known prior to creating the Goods
Confirmation. It can be found from any of the following sources:

» Packing list accompanying the goods / services
* Conduct search against the Shopping Cart number

* Many Goods Confirmers also hold the SRM Shopper role and thereby can
identify the PO number from their
Shopping Cart / Related Documents
tab. In addition, Approvers commonly
have access to purchase order
records from within their Inbox.
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Unit 2: Personal Settings, POWL,
and Goods Confirmation Layout
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Personal Settings Overview

Personal Settings relate to the user’'s employee data and are established via
Site Navigation.

Default information populates into the Confirmer’s settings based on data from
the Human Resources organizational structure.

Personal Settings must be confirmed and setup for a role during the first visit to
SRM to ensure correct functioning and successful Goods Confirming.

o \/\‘ /\\‘_.
PRANS LN

\
.
& ’7 _,n_m}-«(\

J\J" "’"f._r\f‘g’
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Accessing the Personal Settings

1. Click on the myUK logo on the UK Home Page (www.uky.edu/UKHome)

’T_-‘F University of
< Kentucky.

2. Click on the Log-In button

%Q
Sign inn wilh your Tnkblae scecount

2 Login jdoczaz 6

||||||||

% Um\rersn:yof
Kentucky.

3. Enter your linkblue account and password

4. Click on the Sign in button
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Accessing the Personal Settings

(Continued)

I TK

] Site Navigation

rn— T 5. Select the
et 6 Click Settings . Confirmations tab

= Confirmation;

2 I'bw Purchase Orders Confirmali pending (Refreshis
i - Confirmations All (47840) Saved (0) Deleled (D)
onieas I Purchase Orders - Confirnations pending
Adyanced Search

Create Documents

Central Functions Purchase Order Number  Purchase Order Name lem Number Rem Name
+ Moty Fecios

Related Links =

+ Shopping Cart Reporl
+ Business Anaylsis Report
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# Edit 1

Employes 10 22864

w Parscnal Dala

Form of Address | ML

FirstMame: | Cf aig

8| sam

Personal Settings: Position Tab

pisplay Document: /. Click Edit to begin changes

Mame M. CraigLocks

Edit Document:
Reaconly | | | Check

Employes 1D 22564 Name Mr Craip Locks

Acadamic Tibe:

®rorm ofaddress: ML -

*FistHame:  Cran *Lastmame:  Lotke

Position User Accaount
Orpanizational Assignment

L oL FET) 21002477, Mk Buner-025 Craig Locke

Fositon: | aqq4ghE £1016365; Shrategic Saurcing Specialist
Hunctonal Assignment
Department Head OF | 3pgs7 i Al

Purchasing Group:

PasT 31003477 ; Mu-Buyer-D25 Craig Lacke
Depariment Address

Streat! Housa NUMBET: | 359 Pl

Postal Codal City. | 4nes | Lesnglen
Counky: | VS

Attribeites For Position Stratiegic Sourcing Specialist

Altribate: ol

8. Form of Address
is required

9. Phone, Fax, and
E-Mail address are
the only data on the
wemmne POSItiON tab to be
| edited

Floon Room |

Inhause Mal

Lommunicaion Tpe
Phone Number EMEnsIon: la6q 67 2064

Fax Humber | Edension 3eg 2e7-1081

= _Mal clocke@emall uky.edu
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Personal Settings: Position Tab cories

Edit Document: Organizational and Functional
saw || [Resaonm ] [ [« Assignments populate
automatically and relate to the

employee’s position.

Employee 1D 22864

W Personal Dala

e i | Ll = Department Address on the
Hsihane: |70 *  Position tab is organizational
Posiion_| ISacll data only and will always be the
Organizational Assianment 322 Peterson Building address.
peemert s oz |t does not require editing.
Posifion:  py44sms 51019365, Sraeme sour T

Functional Assignment

ey EL Note: None of these items are
bt s ae etk Bl edited within Personal Settings. If
any of your Organizational or

Department Address
Streetl House NUMDET 327 Peterson Se

Postal Gote/ OV: 20506 Lesngion Functional Assignment data
appears to be incorrect or you
have changed departments,
please notify SRMHelp@uky.edu.

Country; US

Attributes for Position Strategic Sourcing Specialist

Adribute. o
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Personal Settings: User Account Tab

Edit Document:

Saw Read Only Check

10 Cﬁck User elD 32364 MName M. Craig Locka
Account tab onal Data

JfAddress: | M.~ Academic Tithe:
“Firgl Name, | Cralg *|asIName, | Locks
Position z 3
11. Verify editable
stangard Seitigs settings are correct
*ser ID: | CLOCKE
* E-pail: | Clocke@emall uky.edu
Time Zone: | EST [1'| Eastem Time (New York)
Language: |Engiish @
Date Format | o oonyyy o
Decimal Notation: | 4 234 85780  «
My Procurement Substitutes for Team Purchasing
Add Line || Remove Sefings
Name of Substitute StartSubsEtution On End Substituton On
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Personal Settings: Save & Exit

12. Click Save when all
settings are completed

Edit Docu

—_—
Save Read Only Check
Employee ID 22864 Name Mr. Craig Locke

w Personal Data

*Form of Address: | M.~ Academic Title ¥
*FirstName: | Craig *LastName: | Lotke
Position User Account
Organizational Assignment Department Address Details

EERTEE | (S 31003477; MN+-Buyer-025 Craig Locke

Building

Position: ' p1a4ams 51019365; Strategic Sourcing Specialist Hoorf Room Number:

Functional Assignment hotso Mai
DepartmentHead Of.  3pps7 T

View All

e
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Page 21 of 72



Adobe Captivate Thursday, November 19, 2020

Slide 22 - Slide 22

Introduction to the POWL

SRM roles are tab-based with the Personalized Object Work List driving

the user’s work tasks.

Personalized Object Work List
« ak.a., the POWL or “dashboard”
« Serves as home base for each user

» Contains Active Queries of purchase documents, Quick Criteria Maintenance
searches, and document history with active links.

Next
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Navigating to the POWL

Still on the Confirmations tab, click on the Confirmations link (1) in the Detailed
Navigation section to activate the POWL.

| Enlerprise Services

| MyUK | myRepons  SLOMVARISWS | FECUR SSWvices | FOME | PeyMentRequest | Stategic Procursment

O] i

Detailed Navigation ]| active Queries
L 0 Purchase Orders Corfrmatans pening (ReTesh I running)
Confrmations All(47840) Sawd (215) Dalaled (D)
; i | 1
+ Dispiksy Purchiase Order S
Confirmations - All
Services =
Show Quick Critana Maintanance
Advancod Saareh
Create Documents Mew: | [Standardiew]  w (Zreate Confirmadon JEE Edit FiEam Oelive; Deletsizancel | Evaluate ity Reciplent
= Confinmetin -
T Cenfirmation Number  lem Mumber  “ndor Slalus elerence Documenl  Product D
Central Functions
= Doty Recpient 5600010133 1 HenrySche  Posted in e Sackend SONVNASOL
5500016775 1 Offic efMes: Posted in the Backand Heany-cuty magnets/S0pk.
Helated Links ||
- 5 Car 5800020028 1 Hila Suge Pogted in the Backand PFhilogophySupersonrgimbas ament
- Buansss &neykis Fispart 5800027285 1 Mydraleen  Posted in e Dackand MAINTENANCE & REPAIR TO BULKHEAD
S6000207TE0 1 Thomson Ra  Posted In tha Backand  31A35684 Mutual Funn Orenership pg
5600011582 1 Mchael Fr Posted In tha Sackand Gamsday announcemants
5800005254 1 OCLC Inc Posted in the Backand 020077200 ILL 4 Calaloging Charges
5600031427 1 HAR Agrl P Posted In the Sackend Cane H 600 Silage Blowar
4600012089 1 anitn #r Posted in the Backend  22013-INV#1020 Iraming & Supportof CoFs
5600010804 1 Guralp Sy Posted in the Sackand STRONG MOTION ACCELOROMTORS
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POWL Overview

MActive Queries

The POWL is driven by pre-configured
queries that display Goods Confirmations

and other documents relating to your role(s).

Purchase Orders Conlrmalions pendng (Refresh i runming)
Confirmations All (47840) Saved (215) Daleted (0)

Confirmations - All

Show Quick Criteria Maintenance

View: * [Standard View]

T Confitmation Number

5600013775
5600020028
5500027205

5600020720

~ Creats Conl

lem Nue*

Clicking any query at the top will display the

relevant documents in the bottom section. =
Clicking the Confirmation Number will display .~

e the confirmation in new window or tab. e
Offic e viax Posted in the Backend Heav-tuly magnels30pk 3 | PAC
Anita Supa Posted in the Backand PhilogophySuparsonralmbursamant 1| LOT
Hydrotech Postad in the Backend MANTENAMCE & REFAIR TC BULKHEAD 350 LOT

Thomson Re  Posted inthe Backend 91635694 Mutual Fu~d Ownership pkg 1 EA

the Backend Gameday: “ants 1 EA

000077809

Note: Goods Confirmations [
are identified as 10-digit [
numbers prefixed with 56.

the Backend

T wowen e Backend

2R2013-INV#1020

POWL also shows line item
contents of each confirmation,
date created, status, etc.

Next
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Goods Confirmation Layout

Commonly used
-Gl LTS SRM assigned Purchase Order Number

Confirmation Number ~ against which Goods
Confirmation was created

welivery || System Information | Create Man,vey o

Display Co. irmation
Close || Cancel Ir‘

Purchase Order Number: 7500038801 i Status Posted in the Backend

Print Preview (4]

Confirmed Value

Confirmation Number 5600031947

Overview  Header  fem  Notes & Attachment  Approval  Tracking |

Received per Dr. Kilgore Reference Document: | MACBOOKAIR/KILC

~RRme TIP: Purchase Orders are
identified as 10-digit

Confirmation Name:
* Delivery Date:

w [lem Oveniew

numbers prefixed with 75.

Details .|| Copy

1 Line Number Descriptior Outstanding Quanlity Ci - e
. 1 Macbao’ 125 GB 0 848 LOT 1.00 1 08312014
Component tabs contain

extended information if
needed for review

Next
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Goods Confirmation Layout cones

Overview information shows
confirmation Delivery Date. Unique
Confirmation Name and packing slip
number can be added (optional).

Display Confirmation

Print Freview () Close  Cancel || Return Delivery  System Infc
Confirmation Number 5600031847 Purchase Order Number: 7500036801 .-osted in the Backend Confirmed Value
Overview Headar Item MNotes & Attachment pproval Tracking
Confirmation Name: = Received per Dr. Kilgore Reference Document = MACBOOKAIR/KILC
* Delivery Date: | 08/198/2014
w [tem Overdew
Details em (| Copy
T Line Number Description Quistanding Quantity Confirm Quantity Unit  Price Fer Delivery Date
. 1 Macbook Alr 13.3 inch: 128 GB (1] 948 LOT 1.00 1 08312014

Item Overview shows line items
received within the confirmation

Next
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Unit 3: Set Requestor Number
Within Queries

Next
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1. Click the
Confirmations
All query

2. Open Quick
Criteria Maintenance

Set Requestor Number in Queries

Each Goods Confirmer user is assigned a unique “Requestor” number. In

order for your queries to reflect the correct documents, the Requestor number
must be set within Quick Criteria Maintenance.

| Lo gons penaing (Remesh is unning)
Confirmations All {47840} J5aved (213) Delelad (0)

Confirmations - All

!! Hide Quick Criferia Maintenance | I

Number: %
Confirmalion Name:

Purchase Order Number:

Stanes: ot

Timeframe: Las120 Days v
Creafion Date: < ol
lem Descrip
Supplier Product Number:
Suppiter !
| Reauesor | [E
Goods Recipiant @
Cocument Date: < il

Apply | | Clear

7| &

3. Click the
Possible Entries
icon for Requestor

To ik

Next
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Set Requestor Number in Queries

(Continued)

4. Enter your first and
last names with

Search: Requestor asterisks (*) around O x
both terms
Search Criteria Per s List : iteia & @
Further Search Helps: | Parners, General W
Mame 11ast name w is W I Laah*Micholas® b(‘j,
Name 2/Firstname v s v [+]=]
Search term 1 v s v (‘) C";
5. Click Search L v || c2zmans Doe
/| Maximum Number of Results: 500
| @I ClearEntries | Resetto Default

Next
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Set Requestor Number in Queries

(Continued)
Search: Requestor 0 X
Search Criteria Parsonal Value List Hide Search Criteria 4~ @
Further Saarch Halps: | Parners, General v
Name Wlastname v||is w | TLEAH*NICHOLAS® 28
Mama Z/First namea v || is - O-O
Search term 1 v is v (&)=
valid On v |is v | 0212712015 Mee

6. Click the correct
selection from the
search results

of Results: 500

Search || CleareEntries | Resetlo Derault

Results List: 3 results found for Requ

MName 1dast nm a  Mame2ffirstnme search term 1 Search term 2 Partner c..  Vendor
LEAH NICHOLAS LEAH 2 128279
LEAH NICHOLAS MICHOLAS 2 140342
LEAH NICHOLAS IRIS FROJECT NICHOLAS 2 141522 I

Next

Page 30 of 72



Adobe Captivate

Thursday, November 19, 2020

Slide 31 - Slide 31

TIP: It is a good idea to
record your unique

Requestor
number for future
reference.

Set Requestor Number in Queries

(Continued)

7.Click Apply =

| Apply ICIeal

Confirmations Al (47840} Saved (215) Delefed (0)

Confirmations - All

Hige Quick Criteria Maintenance

Mumber. & To
Confirmation Name
Furchase Order Number
Requestor number
" populates into field 7 #

Stalus

Timeframe
Creation Date: &

tem Descripticn:

Supplier Preduct Number:

i I

Goods Hecipient:

T &

=1 Ch
5

Document Dae: &

Next
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Unit 4: Create Goods Confirmation
s

1.. ' A
s

Next
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Begin Create Goods Confirmation

1. Click the

Confirmation link ffiecssucent | Sremsosevee | mik = Facuty Seviees | Home

. ' under Create
e Documents
e

= Dspiay Furcnaze Orser

«gers Confimiations pending (38202)
arirmations Al (3557} Sawed (215) Deleted (0)

Services Confirmations - All

Show Quick Crilaria Maintenance

Migw * [Standand View] ~ Create Confirmation Display || Edit Retum Delivery || DeleteéCanced || i Nalify Recipient || Frint Frev
Ccl:m_al F’::‘:ﬁ_om T confirnation Mumber  lam Numbsar  Vendor Produc! Dascriplion Quanlily Confitmad | Unil  Crealad by
. £E00034014 i Richmond C  Storage charges 75 EA  Elizabetn vice
Related Links i 5500034015 1 Commerzial  Commercial Refgeration Inv04908432.12 438120 LOT  Me. Linda Penninglon
A 5200034052 1 Dell Marke  Lattude E6540 (15487 Lathude £5540; 2 BA bk Darh Poymer
5200034059 1 Dl Marks Latiude 14 7002 Series # Preconigured 1 EA Mr Darin Poynier
5300034080 1 Dell Marke  OpiiPlex 3020 Mini Tower # Suild Your O 1 EA  I&EHagan

Next
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Search for PO Number

Search Purchase Order

2. Enter the
« Continue Purchase Order
Number
To create a confirmation, you must selecta purchase wr LN,

Search for the required purchase order, then sele~* . .in the search results below.

Purchase Order Number: | 7500042820 I ltem Description:

Timeframe: il Product ID

Lh

Shopping Cart Number:

search '} 3. Click Search

Shopping Cart Name

TIP: If the Purchase Order Number is unknown, you can determine it by

performing searches on other criteria (e.g., Shopping Cart Number, etc.).

Next
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Search for PO Number coines

Search Purchase Order
+ Continue ¢ 9. Click Continue

4. Highlight the Purchase
Order Number under

wing resulls, selectthe required purchase order as a reference and then creale the confirmatio
Search Results

To create a confirmation, you must selecia purchase order as a reference.
Search for the required purchase order, then select it from the search results below.
Purchase Order Number: | 7500042320 tem Description:

Timeframe: ¥ Product ID:

Shopping Cart Number: Shopping Cart Name:

Search Results: Purchase Orders

“ b TS00042820 Local Purchase Orderl CLOCKE 02/272015

Purchase Order / ltem Number | Document Name !/ liem Name

Ordered Quantity Ordered Value

Next
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Create Confirmation

The Goods Confirmation screen will open in a new window or tab showing all
line items and quantities from the purchase order. If previous confirmations have

been created for partial items or quantities, only remaining items will be shown.

CalE Carre 6. If desired, enter a unique
Confirm Print Preview Check Close Sawve Conﬁrmatlon Name (ma_kes
confirmations more recognizable

Confirmation Number 5600036850 Purchase Order With in you r POWL d iSplay) 0.00 UsD
Overview Header Item Notes & Attachr - Tracking
Confirmation Name: | Furniture for 3rd floor Reforence Document: | XDP-8T4
*Dalivery Date; | 03022015 7]
To confirm: Update the ™" v Quantity” field or select the "Last Delivery” checkbox and choose "Confirm”.
wr Ham Cuereoar
Confirmation DEHVBI'y Duplicate || Delete | | Copy Al Ouistanding Quantites 7. Enter packing list
Date populates Outstanding Quantity Confirm Cuanfity Uniit number (0pt|0na|)
automatically Sarawer o 0 B\ avw 1 vsusan
2 Bookcases. beige, 36" 5 0 EA 100.00 1 03042015
3 Chairs, Gesture, gray fabric 20 0 EA 20000 1 030442015

Next

Page 36 of 72



Adobe Captivate

Thursday, November 19, 2020

Slide 37 - Slide 37

Create Confirmation connes

Create Confirmation

Confirm Print Preview Check | Close

Confirmation Number 5800038850

Overview Heade
Confirmation Name:

¥ Delivery Date; | 030212
To confirm: Uipdate the "Confirm Quantity field or selact ha "Last De

w ltem Cvendew

Sawe || System Information

Purchase Order Number: 7500042820

The Outstanding
=mne Quantity populates from
the purchase order.

Create Memory Snapshot || Related Links

Confirmed Value 0.00 UsD

The Confirm Quantity
automatically
populates at 0.

Status In Process

Tracking

Document. | XDF

box and chocse "Confirm®.

Details Copy Dalete C Al Culstanding Cuantbes
{7 Line Number Description Ouistanding Quantity | Confirm Quantity Unit Price Fer Delivery Date
. 1 Filing cabinets, & drawer 10 of EA 200.00 1 D3/0472015
2 Bookcaseas, beige, 36" 5 0 EA 100.00 1 03042015
3 Chairs, Gesture, gray fabric 20 0y EA 200.00 1 0370472013

Next
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Create Confirmation connes

Create Confirmation

Confirm Print Preview Check Close Sawe Syslem Information Create Memory Snapshot Related Links ,
Confirmation Number 5600036350 Purchase Order Number: 7500042820 Status In Process Confirmed Value 0.00 UsSD
i i = n i -
Overview You can also create “partial” " 8 The Confirmer must

Goods Confirmations. Simply enter the quantity

contmatentene: - enter the reduced quantity that ™ *  peing received
SHstaDi- is being confirmed.
To confirm: Update the "Ce e B o -- 3"Conflrm".
w [lem Cvenview
Delails Copy Celele Copy Au " Quantities
1 Line Number Description Quistanding Quantity = Quantity Unit Price Per Delivery Date
. 1 Filing cabinets, 5 drawer 10 10 f EA 200.00 1 03042015
2 Bookcases, beige, 36" 5 5 EA 100.00 1 03/0472015
3 Chairs, Gesture, gray fabric 20 12 |EA 200.00 1 03/0472015
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Goods Confirmation from POWL

Create Confirmation 9. Click Check to check for errors
Confirm Print Preview | Check i Close || Sawe
Confirmation Number 5800036850 Purchase Orde Create Confirmation

Confirm Print Preview Check

O Confirmafion has no emors I

Confirmation Number 5600036850

10. Click Confirm to finish

reate Confirmation
Print Preview Check | Close || Save

@ confirmation has no errors 11. Click Close to exit

Confirmation Number 5600036850 Purchase Orde

Display Confirmation

Showmy Tasks || ¢ Edit Print Preview (3] | Close IS

% Confirmation 5600036650 posted I

Confirmation Number 5600036850 Purchase Order Number:

Next

Page 39 of 72



Adobe Captivate Thursday, November 19, 2020

Slide 40 - Slide 40

Display Goods Confirmation from
POWL

Goods Confirmations are
listed within the
Confirmations All query.

Active Uueries Click Refresh tO see

' Confirmations Al (3580} ‘;'Ia\e{:r_d'-.‘n} Del I-.-: |atESt Status

Confirmations - All

Show Quick Critana Maintenance

Mew, *[StandardView] ~ Creats Confirmalion + v I I Refash | Exp

5] Confrmation Number = Hem Number \endor Product Descripiion Cuankity Confirmed  Unit | Created by Posting Dale  Rafemence Docun|
5600036550 1 Offce Res  Filing cabinsts, 5 drawer i0 EA Idr. Cralg Locke  D3022015 KOP-ET4
SE00036550 2 OfficeRes  Bookcases, Deige. 36° 5 EA I Craw Locke  D3M242015 FOP-G741
56000236850 3 Offce Res  Chairs, Gesture, gray fabric 12 BA MrCraig Locke 03022015  XDP-E74I
SEO0033853 Al Iz Qly & - ipad & Applecan's 1892 LOT  Dan O'Brien 1012014
5600033053 L UIME 2 nan eainl mpalesaRes e mardnl 1693000 LOT Dan CrBrien 10012014

Contents of Goods Confirmation
can be displayed any time by
clicking the Confirmation Number
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Create Partial Goods Confirmation

If needed, Goods Confirmers can perform partial receiving against a purchase

order. A Confirmation can be created against specific lines only or less than full

quantities ordered within a line.

Overview Header em Mates & Attac hment Approval Tracking
Confirmation Name: | Fumiture for 3rd floor Reference Document: | XDP- example,’ Only 1 2 Of the
*DelieryDate: | 03022015 [7] 20 chairs ordered were
To cenfirm: Update the “Cenfirm Cuantty” feld or select the "Last Delivery” checkboxand choose "Confirm™. conflrmed .
w llem Chardew
Delails «|| Copy Delete Copy Al Quistanding Quaniities
T Line Mumber Description Qutstanding Quantity Confirm Quantity un 2 Per | Delivery Date
. 1 Filing cabinets, 5 drawer 10 10 F 20000 1 03042015
2 Bookcases, beige, 367 5 5 A 100.00 1 030472015
3 Chairs, Gesture, gray fabric ﬁl EA 20000 1 0042015

From the previoué

Copy
Description

Chairs, Gesture, gray fabric

Delete

Copy All Qutstanding Quantities

Outstanding Cuantity | Confim Quantity

Unit P

] SI_

When the second Confirmation
is created for the remaining
items, only the quantity yet to
be confirmed populates.
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Partial Goods Confirmations Within

POWL

After refreshing the POWL,

both Confirmati

Confirmations - All
Show Guick Crileria Mainienance

View: = [Standard View] b Create Confirmation

5] Confimation Number  ftem Mumber Vandor Product Dascripfion Cruantity Confirm {4 | Posfing Date
5600036850 1 Gffice Res  Filing cabinels, 5 drawer 03/02/2015
5600036250 2 Office Res = Bookcases, beige, 36" EA 03022015
5600036850 3 Gfice Res  Chalrs, Gasture, gray fabric 12 EA | 050272015
5600036860 1 Office Res | Chairs, Gesture, gray fabric B EA 03/032015

5600033653

Appla Inc Qty: 4 - ipad & Applecara’s

1862 LOT 100172014

respective quantities show in __
the POWL.

ons for their

Refresh
Confimation Nama
Furniture for 3rd fioor
Fumniture for 3rd fcor

Furniture for 3rd fioor

Note each transaction has
a separate Confirmation
Number since they are
different documents.
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Cancel Goods Confirmation:
Overview

Occasionally it may be necessary to Cancel/Delete a Goods Confirmation.
Reasons for cancellation could be:

* Incorrect quantity was entered or confirmed against incorrect PO number
* General error of any type made in the confirmation process

Goods Confirmers may cancel:

» All items on a Goods Confirmation
* Only specific lines on a Goods Confirmation

The guantity confirmed for a given line item
cannot be altered. If a specific quantity is

incorrect, the entire line must be canceled. V

Canceled line items return to the purchase order.

Note: If items are to be returned to the supplier, use the Return Delivery process
which follows this section.
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Cancel Goods Confirmation

2. Click Delete/Cancel

Confirmations - All

Show Quick Criteria Maintenance

View *[Standard View] w Create Confirmation Display Return Delivery iDeIétea‘Can:e! | = || Mofify Recipient

T Confimation Number = Item Number Vendor Product Description Quantily Confirmed | Unit  Posting Date
" 5600033856 1 4imprint| Key Light w/ Bottle Opener 500 EA 10/012014
5600033956 2 dimprint | Set Up Charge 1 EA 101012014
600033857 1 Anna Krist KVEC 500 LOT 100172014
. 2 S 7 Thom Coffe  KVEC 1,000 LOT 10/012014
1 3 nghhght any hne Of the David Hoff David Hoft: Gypsy Moth Detection Suney 2310 LOT 10012014

Goods Confirmation to be
canceled from your POWL

Really deleteicancel selected
confirmation?

3. Click Yes

Yes || Mo || Cancel
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Cancel Goods Confirmation conines

The document is entitled
“Cancellation” with unique
document number.

TIP: Multiple line items
can be canceled by
holding the CTRL button

[Create Cancellation] and selecting items.
Confrm FrintFredew | Che Jlose || Save || System Information || Create Memory Snapshot || Relatec
ICanceIIution Mumber SBIZIIZI[IJGBGI‘I Purchase Order Number: 7300039011 Status In Process Confi 1,050.00 USD
Overview Header ftem Notes & Attac hment Appronal Tracking
Name of Cancellation; Reference Document

*Canceledon: | 03022015 [7]

I Select tha line it=m that you want to cancel and click Tonfm’. You can also select multiple line items by halding CTRL Key and salecting the line i(fams thal you want ta cancel I

¥ llem Cverview

Salactal Datalls n .l | Copy 3 DOelate
7 Lina Mumber Diescripfion Confimmad Quantily Unit Prica Fer Delivery Date Last Delivary
. 1 Hey Light w! Battl2 Opener 500 EA 1.99 1 09222014
; 2 SelUp Charge 1 EA §5.00 1 0B2ari14
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Cancel Goods Confirmation conines

4. After highlighting items to be
- canceled, click Check for errors.
Create Cancellation

Con‘rml Print Preview | Chetk iCIose Sawe | Systam information | Creats Memory Snapshot | Related Links

Cancellatio. SRO003ESET Purchase Order Number: 7500035011 Status In Process Contirmed Value 1.050.00 USD
5. Click Confirm to finish.  fwoel  Teckio
Nama of Cancellafion: Referanca Dotument:

*Gancelad an: | 03032015 7]
Selectthe line item that you want o cancel and click ‘Sonfirm”. You can also select muftiple line il2ms by holding STRL key and aelecting the line fems thatyow want fo cancel
W HEm Oveniew

SelectAl Details Copy " Delate
iy Line Number Descriplion Confirmed Quankty Unit Frice Per Delivery Dale Last Delivery
1 Ky Lightw, Botthe Openar 500 EA 188 1 0B/222014
2 SelUp Charge 1 EA 5500 1 0012322014

. e Display Cancellati
Cancellation resides in your sinld e

POWL with other documents. ikl o) Baldl

1 3% Cancellation 5600036861 posted |
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Return Delivery: Overview

Occasionally it may be necessary to physically return items to the supplier.
Reasons for Return Delivery could be:

» Damaged goods or incorrect item discovered after Confirmation created
* Department determined item was not needed

Goods Confirmers may perform Return Delivery for:
» All items on a Goods Confirmation
» Specific lines on a Goods Confirmation
» Partial quantity within a line item

Lines for return items return to the purchase
order.
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Return Delivery

1. Highlight any line of the
Goods Confirmation from your
POWL to be returned

Confirmatio*

— 2. Click Return Delivery —
Show Gu aMaintenance
Mew, .ndard View] ~ Creata Confirmation Display I Retum Delivery I DeletelCancel Motify Recipient || Print Preview
T3 _onfirmation Number  Item Number \Vendor I Pl:-ductDe_scnm;on .................. Quantily Confirmed  Unit = Created by
5600025925 1 Apple Inc MacBook& Applecare & Adapter 2725 LOT Elizabeth Hill I
5600026063 1 Thermo Fis  DRIVE UNIT 1 EA Mz Louvanna Dunn
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Page 48 of 72




Adobe Captivate Thursday, November 19, 2020

Slide 49 - Slide 49

Return Delivery cones

The document is entitled as a
Return Delivery with a unique
document number.

Dispu rocess Return Delivery L
Confirm Retu Print Prevew Check | Close || Sawe || System Information || Create Memary Sn If you are re':urnlng ltem and

not expecting a replacement,
click Last Delivery to close
Qverview Header Tem Notes & Attachment Approval Tracking Iine item and encumbrance_

INBILI"I'IBWITIDBI’ SE00000431 I Furchase Order Number: 7500028888 Status In Process

Name of Return Reference Documeant

*Retumed on | 03202015 [T]

w flem Ovendew

Datais .|| Copy Delets
'_D Line Mumber Descriptan Cutstanding Quantty Confimed Quantity Rewm Cuantiy Uit Price Per Deirvery Date 15t Delvery
1 MacBook& Applacara & Adapter o 2728 2735 LOT 100 1 D3H7RD14 i

If needed, the Return Quantity
can be decreased facilitating a
“partial quantity return”.
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Return Delivery cones

ANACERL IR (eI S TUNIIVEIE | Display and Process Return Delivery
mUSt be SeleCtEd under the Confirm Retumn Print Preview Check || Close | Saw | Syslem Information | Create Memory Snf

Notes and Attachment’s tab.

Returns Number 5900000431 Purchase Order Number: T500025589 Status In Process

Owndew  Header  ltem INotes&A_ttachmentI Approval  Tracking

Select Add — Reason for
Return Delivery ¥ Notes

Add || Clear
Supplier Texd Catzgory Text Preview

Supplier Text I
I Supplier Text Proposal 21012117504

To purchase new comp

Add Reason for Return Delivery [ X

Select reason from the Fixed
Note drop-down, add Item Fixed Note | Goods Damaged v
Number, and then click Save. e |1 &

Gloss
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Return Delivery cones

After review, click Check
for errors, and then click

Confirm Return to finish.
Display and Process Return Del.....

Confirm Retum Frint Freview | Check iCk:se Sawe || System Information || Create Memory Snapshot || Related Links

Retwns Number 5900000431 Purchase Order Number: 7500020939

Status In Process Confirmed Value 2,725.00 USD

Overview Header em Notes & Allachment Approval Tracking

Name of Reum: Reference Document:

®Retned on: | 03202015 [T

* liem Onvervew

Details tem || Copy Delete

||'D Lire Number Descrption Quistanding Guanily  Confirmed Quantity Reum Guantity Unit

1 MacBonks Applacare & Adapler i)

Frce | Fer Delrery Dalke Las| Oelivery

2725 2725 LOT 1.00 1 03172014 Bl

The Return Delivery document resides in the POWL with other documents. If a

replacement item is received, create a new Goods Confirmation as normal.
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Create Goods Confirmation Against
“Reverse” POs

Some types of purchase orders are in “reverse” format. Reverse orders are
setup as one line item with a lump sum dollar amount for the entire order,
regardless whether the quote has multiple lines.

Reverse format is usually used for
complex orders such as furniture,
computing items, printing, Personal
Service Contracts, etc.

Reverse orders are also utilized to save data entry time for Shoppers and others
in the purchasing process.

When Goods Confirmations are created against reverse purchase orders, the

confirmed quantity must be for the dollar amount of the order, not the physical
quantity of items.
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Example POs Using Reverse
Format

Larger complex orders with

. . S Conditior Remove Condit
multiple lines of :
COI’T‘IDOFIE‘ﬁtS or EXtEI‘IdEd Description Product Category | Quantity  Unil  Gross Price
dESC ri ptl ons Kl Outdoor furniture per quote 56000000 1632420 LOT 1.00
Personal Service or other N
lump sum contracts with - e —
partial Confirmations over a Description Product Category] Quantity Unit  Gross Price
period of time Web Sernvices 31112103 4275 LOT 1.00
Employee reimbursements :
compIEtEd In Iump sum Description Producl Category | Quanlity Unil Gross Price
amou nts Employee reimbursement, heatre supplies 30221007 61460 LOT 1.00
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Create Goods Confirmation Against
“Reverse” POS connes

Create Confirmation

Confirm Print Preview Check @ Close @ Saw  System Information Create Memory Snapshot || Related Links

Confirmation Number 5600036562 Purchase Order Mumber: 7500042821

Status InProcess Confirmed Value
overvii Purchase order datais in = appoal  _7evie-
reverse format with To confirm full amount,
conimation]  nuUMber of dollars as reeen €Nter the matching
+enen quantity and Unit = LOT. number of dollars.

To confirm: Updaw o v wuanuy noww < oy Chadkbox and choose ™

w ltem Overvew

Details ler Copy as ] Dei Copy A1 Qutstanding Quantiies
7 Line Number Description Quistanding Quantity | Confirm Quanlity Unit  Price Per
. 1 Furniture for 1st floor lobby 4560 4560] LOT 1.00 1

Note: Partial Confirmations can be created against reverse purchase orders.

Simply enter the reduced number of dollars into the Confirm Quantity box.
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Unit 5: Supplementary Tasks
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POWL:

Quick Criteria Maintenance

Click/highlight the query

Active Queries

Quick Criteria Maintenance archives documents you create. When open it

displays additional criteria allowing the Goods Confirmer to perform customized
document searches. It can be hidden when not in use.

you would like to search
for documents

Confirmations - All

Show Cuick Criteria Maintenance:

After the query loads, click

on Show Quick Criteria

Mew: " [Standard View] v Create Confi )
5] Confirmafion Number  Item Number  Ven M alntenance -
5600026850 1 Office Res  Filing cabinets, & drawer
5600036850 2 Ofce Res  Bookcazes, beige, 26
3 Ofice Res  Chairs, Gesture, gray fabric
1 Office Res  Chairs, Gesiure, gray fabric
1 4imprint  KeyLight w/ Botle Opener
2 dimprint | Set Up Charge

Linit

EA

EA

b

Posting Date
03/02/2015
03M2/2015
030272015
030372018

03/03/2015

030372018
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POWL:

Quick Criteria Maintenance

(Continued)

Active Queries

Confirmations Al (3554)

Purchase Orders Confirmations pending (Refresh is running)
Saved (215) Deleted (D)

Confirmations - All

Hide Quick Cntena Maintenance |

Mumber, <
Confirmation Name:
Purchase Order Number:
Status
Timeframe:

Creation Dale. Bl

) seripfion:
Click App‘y after Number:
entering search s

criteria e

[

[

To

TO

Good Confirmers can
enter one or more criteria
to search for specific

document(s)

&

soods Hecipient
Document Date; <
Apply | Clear

Next
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Examples

Quick Criteria Maintenance: Search

Confirmations - All

Hioe QUICK CEna Maimenance

Mumber 6| 5600035508

Confirmation Name:
Purchase Order Number
Stalus

Timekams

Creation Date: <

It Descriplion
Supplier Praduct Number
Supplier

Requestor

Goods Recipient

LIDELTHEN (3

o

Maw: * [Standard View]

@

Arn

3

i

1

o i

Search Example 1 —
Enter specific Confirmation
by Number and click Apply.
Document displays in lower
section. Click Confirmation
Number to display contents.

T1 | =onfirmasion Number

“andor

Frogres:

Progras

liem Number

a1y 1

siv

Frograssiv

Progressiv
Progres

Progres:

4

siv

Siv ]

Product Degeription

Faper Mas Sport Wiite wiLime
Highigntars

Set-up

PIAS Walch + Set-up

Papes Mats Sporl Whils - Taurquoise

PHIS htalch + Setup

Quantity Confirmed
2,500

2]

1

1

2,500

1

i

EA

EA

EA

EA

=]

EA

Fasting Date
1200472014
120452014
12042014
120472014
120472014

12042014
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Quick Criteria Maintenance: Search
Examples (Continued)

Confirmations - All

Cenfirmakion Name
Purchase Order Number

Status

Hide Quick Critea Maienance |

Murnber. @

Itarn Deseriplior
Supplier Produst Number
Supplier
Requestor
Goods Reciplent
Document Date

Clear
Mgy * [Standard View]

¥ |Confimation Number

&

b Criale Confirmation

vendar

Office Res.
(Office Res.
Office Res
Office Res

dimprint |

| Timeframe Last7 Days

Crealion Dals. <

]

Itam Number

1

2
3
1
1

%

To

Search Example 2 — Enter a

specific Timeframe for

documents and click Apply.
Only related documents will

display in lower section.

T [l = \

roduct Descrption Quantty Confirmed
Filing cabinets, § drawer 10
Sookcases, beige, 367 5
(Chairs, Gasturs, gray fabric 12
Chairs, Gasturs, gray fabric g
¥ey Lighlw! Botile Cpener 500

unit  Festing Date

EA

PR ER

030272015
03022015
03022015
03032015
03032015

Status.

Approved
Approved
Approved
Approved
Approvad

TIP: If a query returns
erroneous results, open
Quick Criteria

Maintenance and confirm
whether incorrect criteria
may be entered.
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Using Tabs Instead of Open
Windows

SRM tasks open in new browser windows by default. If desired, you can

configure your browser to open new tabs within a single browser window.

Internet Gptions =B

Tabled Browsing Settings

— — e

Generd sauity | Arvacy | Corkent | Connecsons | Pragrams | Advarce|

Home: Doz [¥]Enab e Tabber Browmsing (requires rescarting Interret Explorer)
,? To craal 3
i crzabe hame pags kabs, trpe each address on ks ownline, ] warm e when dosha muktik babs
btz dvowenubiredufburchasing] -

| Wwanys swibch bo news k=bs when they are crested

- ] 5vom prewews foe individual tabs n the baskbar®
1. From your ]

. 3 T | Enaible Quick Tabs (Db iy
- leauaend 56 ool 8oy ¥|Enatle Tab Groups*
Internet Options, AN
Select Tabs - bt sessian Tl ezpan oaly the first home pags when Tieesmer Fxplorar starts
- ‘when 3 new tab is coened, opsan
=, [\ st by -
Charge bow mebpages are displayed in tels, Tats e s =
‘When 3 pop-un s ancoonkerad:

) Let Irkernet Exolorer decide how pop-ups should open
Deleta temageary fles, history, cockizs, saved passiords, andweb ) i i
Delin lenporery ) Wways open pop-ups in & rev wirdow

ey o 8oy g popsigapniliah 2. Check boxes

Eowsinohstony

Cp=n | ris from ather prograins in:

! A nev vandow aS ind icatEd

@ Anew tabin ths corent windos

-y and click OK
Note: Your browser menu may aclebemalies SR pne e,

offer different options. o) [l 'H
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Obtaining Copy of Goods
Confirmation

1. Highlight Confirmation 2. Click Print

* [Standard View] v Create Confrmation Display : PI'EVIEW :: Print Preview I Refrg

Confirmation Number _Vendor lem Number _Froduct Descrphon wrual il wonmines wiieFosting Date  Status
e
5600036850 Office Res 1 Filing cabinets, 5 drawer i0 EA 03/022015 Approved
5600036850 CMce Has 2 Beckeases, baige, 36" & EA Q3022016 Approvad
5600036850 Cffice Res 3 Chairs, Sesture, gray fabric
wean
5600036360 OMmce Res 1 Chalrs, Gesture, gray fabric (S ot

Save or print .pdf &
copy as desired

If needed for records or auditing, a e =
.pdf copy of the Goods Confirmation e =
can be obtained via the Print Preview Bz e

button within the POWL.
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Attachments can be added to the Goods Confirmation if desired.

Add Attachments (Optional)

[ ] 2. Click Browse

Create Confirmation

Canfirm Print Preview Check || Close | Sawe || Syslem Infermation || Creats Memory Snapshol

Confirmation Number S600036570 Purchase Order Number: 7500042830 Status In Process

Oheniaw Header Item i Notes & Attachment Approval Tiacking

* Notes

— 1. Click Add Attachment
fesignedTo  Catel from within the NOteS &
[ | Attachment tab

Add Aftachment 0 " 1 Add Attachment
.
b

Assigned To | Category  Descnption | File Name Here yau can upload an aHacamert Yau have fo aszign f1o eiher the document o L daa orta an dem
[i] The table does not contain any data Fra: |l Browese

Descrption:
#pssign To: | General Data  ~

Vigible Internally orte | Keap this atiachment internal

Cancel
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Add Attachments (Optional) comes

i Chioese File to Uplaad i)
@—\ o[ e T Hold Falder » New faléer G = [y [ Sech e fakler 120 A
Organze v Hew falder = O 8
Harre Diate wo Fed Tyae
Librarizs
o | Facking slip for Eppendarf 15 1045 AH Adabe Aerobat O
Tt )
o Music
I/ Pictures
2 3. Locate fil d
18 Computer | k O
& Local Disk 09 ClIC pen
% Furchasingd (51
8 CLOCKE (WTreas
File neme: Packiag < tor sapendor - [iEs gy -
oen || [ cancer
Add Attachment

Here you can upload an attachmant. ¥ou have ic assig

IJ‘Escnmlun. Fachng Slip| xEI

4. Add file Description

Fle - Temp Hol  cooce |

Wisible Intemzlly onky

*asclgnTo: GeneralDats

9. Click OK
@Cmcal

+f Keepihis attachmen infenal

Next
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Naming Convention for Attachments

When creating attachments, refrain from inserting special characters, such as @,
# 5, %\, + etc. into the filename.

Filenames should also not include spaces between words nor underscores. Files
should be named with a purely alphanumeric format.

Examples of suitable filenames:

* Medtechquote1001.pdf
* Furniturelayout.doc

Examples of unsuitable filenames:

» API Printing Quote.pdf (filename includes spaces)
« Fisher+incubator $1000.doc (flename includes special characters)

Only the following file formats are acceptable as attachments:

* PDF, XLS, XLSX, DOC, DOCX, TXT, TIF, BMP, GIF, HTML
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Tracking Tab & Related Documents

The Tracking tab shows
other documents that are
part of the purchase
transaction, some with -
Create Confirmation drill-down functionality (PO,
Confirm Print Preview Check | Cloge || Sawe | Syslem Information Create Mamory Snapsh Goods (3()[’]'ﬁn’natlon1I etC_)

Confirmation Number 5600036870 Purchase Order Number: 7500042830 Status In Process L 4 U U S0
Overdew Header ltem Moies & Attachment Approal | Tracking i
w Hislory
Miew: Uniled Slates Dollar w
Document Mame Document Number Status Date
Shopping Carl CLOCKE 03/03/2015 10:47 9000089391 Aoproved 0310372015
Purchase Crder Local Purchase Order1 CLOCKE 03/03/2015 7500042820 Ordered 034032015

Shows related documents including
PO number. Drill into the number to
display the documents.
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15l

needed, the

Set Last Delivery Indicator

If completing a partial Confirmation and the remaining quantity is no longer

Last Delivery Indicator can be set to release the remaining

encumbrance and close the line item.

Confim

Confemation Number

QOverview

¥ lem Owverden

Details

= Line Number

I

Create Confirmation

Print Praviaw

Confirmalion Name
#Dpdivery Date: | 03032015

To confirm: Update the “Confirm Cuanbty” neid or select he Last Uelivery «

‘heess “Lonfirm”.
e || Copy Delete Copy Al Ous1anG. iilies
Deacription Cutstanding Quantity | Confirm Guan. Unit Price Delivery Date Last Halivery
Imprinted T-3hins 25 20Q EA 1200 03082015 i

Check || Close || Save System Information || Creale Memory Snapshol | | Relaled Links |

SGO003GET 1 Purchase Order Number; 7500042831 Status In Process Confirmad Valse 240,00 USD

— 1. Enter the partial

2. Check Last Delivery
amounts to confirm ™

to close line(s)

full quantity and do not plan to confirm the remaining quantity.

Note: If confirming on the full quantity of a line item, SRM automatically sets the
Last Delivery Indicator. It is only set manually if you are confirming less than a
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Changes to PO Quantities

Occasionally changes may need made to a purchase order quantity.

* Example: A department orders 1000 imprinted ink pens; the supplier ships
and invoices 1025 pens as result of the manufacturing process.

To facilitate the over-run, the purchase order must be increased to the new
quantity before the Goods Confirmation is completed. If the Goods Confirmation
is not created for the correct amount, the 3-way match will not complete and
payment will not process.

Contact the responsible Purchasing buyer for any orders which may include
over-runs or need the quantity adjusted for other reasons.
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Inbox Overview

All SRM users have Inboxes. Document-related messages and other
communications move throughout Workflow to users’ Inboxes.

Messages can be

Access your Inbox : :
managed using various

through Site Navigation

falors  Facuy Ssnicas  Hhme  PaymetRequest  Sirategis d|3p|ay menus
A1 E
Detail  _avigation im Tasks [414) | Alerts Matfications. SARffic Mals | Tracking
Inbox
Cant Show : [hew and in Progress Toska (4 74) || [Sekectn Subvew ... | =] |41 = (K

- Seftinge
+ Displsy Zeehass Order E. Subyect ! From Sent Date Frigrity = 4

Aceapt Dezision [ Adjust Shapsng Cart Numbar S00DDREIEE Locke, CraigE  Today WMediam

Approve Shooong Gart SUDUSTHEES with Vakse 5,750 00 USD Locke, Crag E Today Medmm

Apprave Shaooing Cart SDDD0RIIGT w ith WValus 4 560 00 LSD Locke, Crain £ Today Medium

Process Leeve Reguest by Enplovee Locke, Crag £ Aug 22, 2014 Medmum &

Various types of
communications can be
found among the tabs
Next
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Close Open Windows or Tabs

Users should always click the Close button to exit an open window or tab.

Display Cancellation

Print Preview (o) Close ||| System Information | Create Memory Snapshot

Cancellation Number 5600036861 =a Order Number: 7500038011

... Remember: Click Close
button to exit an open
window or tab

Status Approved Confirmed Value

Overview Tracking

Name of Cancellation: :nce Document:
* Canceled on: | 03032015

Selecithe line ilem that you wanl to cancel and click ‘Confirm”. You ¢an also select multiple line items by holding CTRL key and selecling the ling
w [lem Ovendew

Select All Delails

Copy
|'|l‘:| Line Number Description Unit Price Delivery Date Last Delivery
. 1 Kay Light w/ Batile Cpaner EA 199 002212014
2 Set Up Charge EA 5500 092272014
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Log Off

Important: Be sure to click the “Log Off” link when exiting SRM to close all
applications.

‘; e e Click Log Off to end i
myUK session

Purchase Orders Comarmatons pending (Refresh IS running)
Confirmations Ml [42Z) Saved (215) Deletnd (0)

—  Confirmations - All

Show Quick Criteria Maintenance

Mew: [Standard View] b Creale Confimalon pla Edit | | [ Retum Detivery || CeleteCancel || Evaluaw || » Recipient L Prenae Relesh || Exp
T ce Number Name  llem Mumber Vendor Status Referente Dacument  FrodustiD | Product Description
5600036250 Furniture for 2rd floor 1 Cffice Res Aoproved FDF-E74 Filing cabinels, 5 drawer
L £600036250 Furniture for 3rd floor 2 Cffice Res Aoproved JDF-aT4l Bookeasas. belge, 367
S600036250 Furniture far 3rd doar E} Ofice Res  Approved XDF-274l Chairs, Geeture, nray f=hric
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SRM Help Websites

MM/Purchasing myHelp website: http://myHelp.uky.edu/rwd/HTML/MM.html

» Contains Quick Reference Cards (QRCs) and printable course manuals

Purchasing website: https://purchasing.uky.edu

« After logging in, contains links on How to Buy, AP Quick Reference Guide,
etc.

SRM Assistance Email: SRMHelp@uky.edu
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Congratulations, you have successfully completed this training coursel

You may now close this course window and return to your myUK Learning
Home page. The course should be listed in your “Learning History” tile, which
contains all successfully completed courses.
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