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IRI
What is SRM? }% 2

Supplier Relationship Management (SRM) is an SAP e-procurement

product that uses a web-based platform. It is the University’s formal
procurement system.

*Enables end users to procure goods and services via a “Shopping Cart”
environment.

*Generates savings for the University through use of electronic catalogs.
eIntegrates with SAP functionality and processes.

e Functional responsibility for SRM is held with the Materials
Management (MM) team within the Enterprise Applications Group.

K UNIVERSITY OF KENTUCKY]

SRM Goods Confirmations — Revised Spring 2013

SRM_CON_300 - LSO V3



5/30/2013

RIS
What is SRM Goods Confirmation? ===
SRM Goods Confirmation shows physical receipt of goods or services
within a department or unit. The person conducting Goods Confirming
affirms that ordered items are correct, in good condition, and in accordance
with requirements of the purchase order.
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RIRI
Who Should Receive SRM Goods Confirmation Training? }fés

Any persons authorized to confirm receipt of goods and services on behalf of
their department or unit.

Note: SRM is a phased implementation. It is currently utilized by all departments
and areas within the academic campus sector. Phase Il of implementation is
forthcoming and will include the following areas:

*UK HealthCare
¢College of Medicine
eFacilities areas using Plant Maintenance (PM)

The above areas continue to use SAP for procurement activities. Any person(s)
within the above areas should take course MM_REC_320 (SAP Goods Receiving)
rather than the SRM Goods Confirmations course.
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SRM Roles

Level

Department
Department /
College / Unit

Purchasing

Department

Accounts
Payable

SRM Role

Shopper

Approver

Buyer

Goods
Confirmer

Role Description

Responsible for creating a
“Shopping Cart” to purchase
goods and/or services from a

particular supplier

Approves Shopping Carts for their
department or area

Responsible for university-wide
contracting processes for various
commodities

Confirms physical receipt of
goods/services in satisfactory
condition

Posts invoices against purchase
orders

Corresponding
SRM document

type

Shopping Cart

Purchase Order

Goods
Confirmation

Invoice Receipt

SRM Goods Confirmations — Revised Spring 2013

Role Combinations

RIS

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

SAP (R3/nMM)
SRM
PRD

OPTION 1
OPTION 2

OPTION 3

for various procurement roles within myUK.

SIMILAR ROLES

REQUISITIONER

APPROVER RECEIVER

SHOPPER

APPROVER GOODS CONFIRMER

CREATOR

APPROVER

Q = 5 &

« &) & & ©° &

& & & \g,@:_o*& & ‘&ac’i{‘&‘}
& S & & & S § &
v v v x v v
x x x v v v
x v v v x X

The same person is not required to hold all roles within any one option. The

combinations reflect the maximum roles within each option any one person may hold.

SRM Goods Confirmations — Revised Spring 2013

SRM_CON_300 - LSO V3

5/30/2013



5/30/2013

IRI
Training Requirements for SRM Departmental RoIeé"ér-'-f:-‘:;S

“ Training Requirements

Shopper Shoppers are required to take and pass the SRM_SHO_300
SRM Shoppers course via the myUK Training module.

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

Goods Confirmer  Goods Confirmers are required to take and pass the
SRM_CON_300 Goods Confirmations course via the myUK
Training module.
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RIRIS
===

Goods Confirmation Overview
Creation of the goods confirmation:

«Confirms ownership of goods/services by the University.
eExpenses purchase of the items against the appropriate cost object.
*Releases check payment to the vendor.

Failure to create a goods confirmation after items are delivered will result in a
payment block. The vendor cannot receive a check payment until the goods
confirmation is completed.

Goods confirming should not be completed if items are damaged or incorrect in
any way.

If partial quantities of goods or services are received over time, partial goods
confirmations can be completed to allow payments to the vendor.

Contact the Contracting Officer in Purchasing responsible for the purchase order
for questions or guidance.
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SRM General Process Flow (5 Steps)

5. Invoice
Posting / Check
Payment

3. Purchase
Order Sent to
Supplier
(Purchasing)

1. Create 2. Approval
Shopping Cart (Dept / Unit /

(Dept) College) (Accounts

Payable )

e 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 the
3-way match and payment releases.

e Encumbrances occur along the way and are expensed at the creation of the goods
confirmation.
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How to Identify PO Number %‘

The purchase order number must be known prior to creating the goods
confirmation. It can be found from 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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BIRIS
===

Personal Settings, POWL, and
Goods Confirmation Layout

K vniversiTy OF KENTUCKY] SRM Goods Confirmations — Revised Spring 2013 11

. : IRIS
Personal Settings Overview ===
Personal Settings relate to the user’s employee data and are established via
Site Navigation.

e Default information populates into this area based on data from
Human Resources org structure.

*Personal Settings must be confirmed and setup for all roles during
the first visit to SRM to ensure a successful confirmation
experience.
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Login to myUK
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Confirmations Tab and Site Navigation RI>
4. Select the
TIP: User can expand . .
: Confirmations tab
or collapse Site
Navigation by clicking
on the triangle
—
Site Navigation '
Confirmatiens
410
Detailed Havigation
- Active Queries
Purchase Orders Confirmations pending (3
Confirmations All(38) Saved (0) Deleted (0
Confirmations - All
S~—=<lgw Quick Criteria Maintenance |
Advanced Search
AT Vi iew] ~] || Create Confirmation | Dispiay | Edit [{}| Return Delivery | Delete/Cancel | Evaluate | Natify Reci
+ Confirmation & Confirmati Confirmation Nams Item Number Product Description
T | ,
et | ::ggglgzi yrsement 1 go\Ialz);raotur.;lraveg;zp;naiRE\mbL
Motify Recipient 5600010212 g q omputers Ity ptiPlex esktop
ﬂ‘ 5600009902 5. Click Settings aculty Party 1 | Valet Senvice on 12/08/12
oA | 5500011331 hch Payment 1 720-UV-HC (Kitchen, 214 POT)
= o J 550_0011331 February 2013 Quench Payment 2 ..TQO—UV:H.C (Kitchen, 308 POT)
= Business Anayisis Report | 5600010117 Bryant's for faculy holiday party ;| Invoice 326082
J 5600009388 A&S Recruiting Tablecloth 1 A&S Recruiting Tablecloth
SRM Goods Confirmations — Revised Spring 2013 14
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Personal Settings — Position Tab

MIRIS

6. Click Edit to
begin changes

V4
Employee ID 22864 Name Mr. Craig

||| User Account

7. Form of
\ | address is
= i required
Form of Address: * Academic Title: I~
First Name: * Craig ] Last Name: *  [Locke |

8. Email address is the
only data on the Position
tab to be edited

/[

Organizational Assignment
Department 3P025
Position- PO105H5
Functional Assignment
Department Head Of
Purchasing Group:

Department Address

3P025

31002227; MM-Buyer-025 Craig Locke
50121217; Contracting Officer |

31002227 : MM-Buyer-025 Craig Locke]

Building:

Floor/ Room Number:
Inhouse Mail-
Communication Type:
Phone Number/ Extension

Department Address Details

859-257 ]

5/30/2013

Street/ House Number:
Postal Code/ City-

322 Peterson Sery
40506 | [Lexington

Fax Mumber / Extension:
E-Mail: *

859-257-

clocke@email ukyedu

Country: us

Attributes for Position Contracting Officer |

Attribute: J=

SRM Goods Confirmations — Revised Spring 2013
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Personal Settings — Position Tab
Employee ID 22864 Name Mr.
| " Organizational and Functional
__ d Onl q
— Assignments populate

e automatically and relate to
Form of Addrass: = [iir_|=]| the employee’s position. |
First Name: * Craig | |
[ oo

Z Department Address within the
Organizational Assignment ang q . .
o R ey Position tab is organizational
Position: PU0SS 50121217; contra] - data only and will always be the
bunctional fesignment 322 Peterson Building address.
Department Head Of:
Purchasing Group: 3P025 31002227 ;: MM-Buyer| Phone Number/ Extension: |859-257-2984
Department Address Fax Number / Extension:  |855-257-1951
Street/ House Number. 322 Peterson Sery
Pastal Code City 40505 [Lexingion Note: None of the above items are edited
Caripiry L within Personal Settings. If any of your
Ritribites for Postion Contracting OMcer 1 organizational or functional assignments
e data appears to be incorrect, or you have

changed departments, please notify
srmhelp@uky.edu.
SRM Goods Confirmations — Revised Spring 2013 16
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Personal Settings — User Account Tab

HIRIS
===

UK universiry oF kenTucky]

w Persona

First Name: *

Paosition

5| 9. Click User puiy] | [Check]
Account Tab

Form of Address:

Academic Title:
Last Mame: *  |Locke

User ID: =
E-Mail-

Time Zone:

Standard Settings

10. Edit date

CLOCKE format if desired

clocke@email uky.sdu

EST Eastel (New York)
Engish

Lanquage:
|Date Format:

y /|
MDD Y YY i |

Decimal Notation: | 1,234 567 89

My Procurement Substitutes

Add Line | Remove Settings
g

SRM Goods Confirmations — Revised Spring 2013
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Save and Exit Personal Settings

HIRIS

Edit Doq

11. Click Save when all

settings are completed

\

= Personal Data

Form of Address:

First Name: =

Academic Title:

Craig Last Name: * [Locke

P User Account |

Standard Settings

UserID: *
E-Mail:

Time Zone:
Language:
Date Format:

CLOCKE
clocke@email.uky.edu

EST Eastern Time (New York)
English
WMDY YY =

Decimal Notation: |[1,234,567.88

K UNIVERSITY OF KENTUCKY]
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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

ea.k.a. the POWL or “dashboard”.

*Serves as home base for each SRM user.

¢ Contains Active Queries, Quick Criteria Maintenance, and document
history with active links.

RSITY OF KENTUCKY]

SRM Goods Confirmations — Revised Spring 2013 19

Navigating to Personalized Object Work List ==

Click Confirmations
within Site Navigation
to activate the POWL

Note: You are still on
the Confirmations Tab.

| Back Forward

= Active Queries PowL

Purchase Orders Confirmations pending (3
Confirmations All(38) Saved (0) Deleted (0

Ci i -All
Services =
[» Show Quick Criteria Maintenance |
Advanced Search
Cronto Dumrents View|[Standard View] ~] [ Create Confirmation | Dispiay | Edit [{}| Return Delivery | Delete/Cancel | Evaluate | Natify Rec
o Comanimation & Con o T, e e Tt
e 3 55000103577 | Collaborator Reimbursement 1 Collaborator Travel Expense Reimb
+ Moify Recipient 5600010212 A&S Replacement Comptters 1 Qty- 20 OptiPlex 3010 Desktop
5600009902 | Valet parking A&S Faculty Party 1 Valet Senvice on 12/08/12
PR = 5600011331 | February 2013 Quench Payment 1 | 720-UV-HC (Kitchen, 214 POT)
= o 5?00011331 | Febmary 201.3 Quen.c}'! Payn?em 2 “TZOTUV:H"(? .(K!l:han 308 PQT)
= Business Anayisis Report 5600010117 | Bryant's for faculy holiday party ;| | Invoice 326082
5600009388 A&S Recruiting Tablecloth 1 A&S Recruiting Tablecloth

K UNIVERSITY OF KENT
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Personalized Object Work List Overview %‘ RIS

U AL TR 9 Note: Goods Confirmations are

di colnfléurej qcuer;.es tha,'t identified as 10-digit numbers
isplay Goods Confirmations B it 58]

and other documents that
relate to your role(s).

—\ ‘

Active Queries

Purchase Orders  Confirmations pending (3)
onfirmations All (38) Saved (0) Deleted (0)

Confirmations - All

[» Show Quick Criteria Maintenance |

pient | Print Presie

View|[standard View] |=| [ Create Confirmation| | D

B Confirmation Number Confirmation Name Vendor
5600010367 Collaborator Reimbursement 1 Collaborator Travel Expense Reimbursemen | 324182
5600010212 A&S Replacement Computers 1 Qty: 20 OptiPlex 3010 Desktop 128613
5600009902 Valet parking A&S Faculty Party K Valet Senvice 313224
5600011331 2013 Quench Payment 1 T20-UV-HC 177117
5600011331 T20-UV-HC
5600010117 Clicking any query at the top will I -

(= AL sl QL Lol ™2 1 POWL also shows line item
ssononsanl  display the relevant documents in |
; . contents of each
the bottom section. Clicking the R .
I confirmation, date
number will display the Goods
. L . created, status, etc.
Confirmation in new window or tab.
SRM Goods Confirmations — Revised Spring 2013
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Rl
Goods Confirmation Layout %‘ S

SRM assigned Purchase Order number ; Not.e.: Purchase .O.rders are
Confirmation number against which Goods identified as 10—d.|g|t numbers
—\ Confirmation was created prefixed with 75.
Display Confirm\}tion \

ICnnﬁrmatinn Number: 5600011330 Purchase Order Number: 7500013963 I Status: Posted in the Backend Confirmed Value:

1
I Close ‘ [ Print Preview | ‘ [Refresh]| | [Cancel \IRetum Delivery || System Information || Create Memory Snapshot
L

//' OvenriewﬂHeader © ltem Notes & Attachment | Approval i Tracking
.

Cunﬁrmay

Commonly used
Action Buttons :
TITE T Description Outstanding Quantity

e: [Tiffany Barnes Poly Sci MacBookPro Reference Document:

02/07/2013
Component tabs

contained extended
information if needed

ut

1 i Per Delivery Date
) MacBook Pro 13-inch 0 : 1| 013112013
- 2 Apple Care Plan 0 1|EA 183.00 1 | owB12013

SRM Goods Confirmations — Revised Spring 2013
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Goods Confirmation Layout RIS

Overview information shows

confirmation delivery date. Unique
Display Confirmation

number can be added (optional).
Confirmation Number: 5600011330 Purchase Order Number: T

‘ [Print Preview | ‘ [Refresh | | [ Cancel | [ Retum Delivery |[ Syste

7 Overview } Header i/ Item " Notes & Attachment i/

confirmation name and packing slip

jmed Value:

i/ Tracking ‘

| Details || Add ttem . [ Copy | Paste | Duplicate | Delete [I}{ Copy All Outstanding Quantities |
r g MacBook Pro 13-inch o 1,399 | LOT 1.00 1 0113112013
_[ -2 Apple Care Plan 0 1|EA 183.00 1| 013112013

Confirmation Name: |Tiffany Barnes Poly Sci MacBookPro Ve

Reference Document: |
Delivery Date: * |02/07/2013

Item Overview

shows line items
received within the
confirmation.

SRM Goods Confirmations — Revised Spring 2013 23

Set Requestor Number
Within Queries

SRM Goods Confirmations — Revised Spring 2013 24
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Set Requestor Number in Queries e

Each SRM 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.

1. Click the
Confirmations
(All) query

Active Queries

Purchase Orders _Confirmations pending {40
Confirmations All (1285) | Saved (0) Deleted (0

Confirmations - All

Iv Hide Quick Criteria Maintenance I

Number: ol ]

3. Click the
Possible Entries

2. Open Quick
Criteria
Maintenance

el icon for
Requestor

Confirmation Name:

Purchase Order Mumber: o ]
Timeframe: [Last30Days 7]

Item Description:

Product Category:

Supplier:
IResueslur:
Goods Recipient:

Account Assignment Value: < 1

Document Date: < To &
[Apei]
SRM Goods Confirmations — Revised Spring 2013 25
. . RIS
Set Requestor Number in Queries ==
P
and First name Hide Filter Criteria Personal Walue List  Settings...
with (*) on each
) ciy: S E—
end of both terms Pastal Code: o[ ] 5
Street: ol ] =
House MNumber ol ] =
}Uumr Key: =
Marme 1/last name: & [MeCroskys | B
Mame 2/First name: & >
Search term 1 <& =
. Search tem 2 ) =
5. Click Start Vendor o ] o
Search Walid On
Restrict Mumber of Yalue List Entries To
More Search Helps: [Partners by address =]
Y OF KENTUCKY]| SRM Goods Confirmations — Revised Spring 2013 26
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Set Requestor Number in Queries

Vendor: General Value List

[~ Hide Filter Critaria

City o | =
Postal Code: O =
Streat: o[ ] =
House Mumber, L L
Country Key: LY
Mama 1Aast name: [l [wccroser &
Mame 2/First name: Bl[wEGaw | =
Search term 1 & =
Search term 2 S| 6. nghllght your
Wendor @[] selection from the
Walid On

search results

Restrict Mumber of Value L

Start Search -
Add to Persanal Yalue List

7. Click OK

Mame 1/last nm “endar

E. Name2fiirst nme
MEGAN MCCROSKY 5651

Search term
MCCROSKY

1 | House hu

4

Personal Yalue Lj

‘

D

SRM Goods Confirmations — Revised Spring 2013 27
Set Requestor Number in Queries ==
Active Queries
Purchase Orders Confirmations pending (40}
Confirmations All (1285) Saved (0} Deleted (0)
Lonfi ions - All
REqueStor E: Quick Criteria Maintenance
number
) er o] L N
EfEUlEEE 1D L —
field . E—
Timeframe: [Last30Days  |+|
item Description” e ]
Product Category: L I = |
Supplier: & ]
8. Click IRequestnr: < 5691
— )
Appl Goods Recipient:
PPl Account Assignment Value: (o] |:|
ent Date: @ To 4
TIP: It is a good idea to record your unique Requestor
number for future use.
SRM Goods Confirmations — Revised Spring 2013 28
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Set Requestor Number — Confirmations Pending

RIS

P
g Sy

It is common for confirmers to also hold the SRM Shopper role for their
department. If you hold both roles, you should also set your Requestor number in

the Purchase Order — Confirmations Pending query. This will make all open

purchase orders relating to your Shopping Carts easily available for confirming.

1. Click the Purchase
Orders -
Confirmations
Pending query

2. Open Quick
Criteria
Maintenance

3. Enter or search
for your unique
Requestor number

4. Click Apply ||:

Active Queries

. I Purchase Orders  Confirmations pending (d-[])l

Confi i All(0) Saved(0) Deleted (0)

Purchase Orders - Confirmations pending

= [~ Hide Quick Criteria Maintenance |

Number: L

Purchase Order Name: < I:l

ltem Description: o

Status:

Creation Date: <@

Supplier: <
nIRequestur: <& [5681

Goods Recipient: <

Product Category: <

Assignment Value: @[]

Tl He

] esiy
bLE; OF KENTUCKY] SRM Goods Confirmations — Revised Spring 2013 29
Create Goods Confirmation
I uiveErsiTY oF KENTUCKY] SRM Goods Confirmations — Revised Spring 2013 30
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Begin Create Goods Confirmation

Confirmatiens
[4]]
I Detailed Havigation

+ Seftings
- Display Purchase Order

Central Functions
Motify Recipient

Related Links

1. Click the
Confirmation link
under Create

Documents lons pending (3)

Saved (0) Deleted (0)

dffirmations - All

= [» Show Quick Criteria Maintenance |

View{[Standard View] +] [ Create Confirmation ||| Dispiay | Edit ||| Retumn O

uate | Natify

B Confirmation Number

+ Shopping Cart Report
- Business Anaylsis Report

Confirmation Name Item Mumber

f 5600010367 Collaborator Reimbursement 1

| 5600010212 A&S Replacement Comptters 1

|| 5500009902 Valet parking A&S Faculty Party 1

= __! 5600011331 February 2013 Quench Payment 1
| 5600011331 February 2013 Quench Payment 2

| gs00010117 Brryant's for faculy holiday party 1

|| ss00009388 A&S Recruiting Tableclath 1

| Valet Senice on 12/08/12

| Invoice 326082

Product Description
Collaborator Travel Expense Reimbu|
Qty- 20 OptiPlex 3010 Desktop

720-UV-HC (Kitchen, 214 POT)
720-UV-HC (Kitchen, 308 POT)

A&S Recruiting Tablecloth

SRM Goods Confirmations — Revised Spring 2013

31
Confirmation Process — Search for PO Number Ef :
2. Enter the
Purchase Order
number
Search Purchase Order—] /~—
To create a confirmation, you need to self /a purchase order as a reference
Proceed as follows: search for the requiggl purchase order, then select it from the search results below
Purchase Order Number: I Itemn Description: |
Timeframe: L |+ ProductiD: L @
Shopping Cart Number. ] Shopping CartName: [ ]
3. Click Search
TIP: If the purchase order number is unknown, you can
determine it by performing searches on other criteria
(e.g., Shopping Cart number, etc.).
SRM Goods Confirmations — Revised Spring 2013 32
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RIS
Confirmation Process — Search for PO Number T

Search Purchase Order

~—

4. Highlight the To create a confirmation, your
purchase order Proceed as follows: search for the requir
number under Search |Purchase Order Number:  [7s00014310

Results Timeframe: [ [~ ProductiD: [
Shopping Cart Number [ | Shopping Carthiame: [ ]

ference
5. Click Start  [et it from the search results below

Your search returned the following results; select the required purchase order as a reference and then create the

b 7500014310

| | ! |
|

SRM Goods Confirmations — Revised Spring 2013
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RIS
Confirmation Process — Create Confirmation ;%Iﬁ“—»“w"—“

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.

Create Confirmation

6. If desired, enter a unique
Confirmation Number: 5600011366  Pul Confirmation Name (Makes confirmations

more recognizable within your POWL display.)
| Print Preview | Check | | Confi

R — /
{f‘m/ Headerr Item |/ Notesy t Approval r Tracking ‘

ned Value: 0.00 USD

Confirmation Name: |[Chairs for front lobby arsa Refe
Delivery Date: * 02/08/2013

Is | Add ltem . [ 97 [Paste | Duplicate | Delete | |[ Copy All Outstandigs”
= — e 7

Confirmation date e
populates
automatically

pree. | 7. Enter packing list
|| number (optional) |

J |

SRM Goods Confirmations — Revised Spring 2013
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Confirmation Process — Create Confirmation

Create Confirmation

Confirmation Number: 5600011366

Purchase Order Number: 7500014310

| Print Previe

__.//; Overview i Heg

Confirmation Name:
Delivery Date: =

The outstanding quantity
populates from the
purchase order.

Chairs for front lobby area

Ciad ol

tem Information

dilal

8. The Confirm quantity

automatically populates at 0.
Approval | 1| The Confirmer must enter

the quantity being received.
Reference

0.00 USD

(027082013 [T
¥ Item Overview
| Details | em . [ Copy | Paste | Duplicate | Delete | All Qutstanding Quantitie:
Line Number Description Outstanding Quantity Confirm Quantity | Unit Price  Per Delivery Date
[BfE H2111 Guest chair 1 1 fea 21244 1 | 02/08/2013
SRM Goods Confirmations — Revised Spring 2013 35
. .
Goods Confirmation from POWL
Create Confirmation 9. Click to check for
errors
Confirmation Number: 5600011366 Purcha,
| Print Preview | Check || Confirm Revert
Create Confirmation
-~ Overview Header | ltem | Notes & Attachmen
Confirmation Number: 5600011366
Confirmation Name: [Chairs for front lobby area |
10. Click Confirm to
Create Confirmation finish
-1
Confirmation NHumber: 5600011366 Purchase ur
Display Confirmation
‘ [ Print Preview| | [ Check] | Confirm || Hold | [ Revert
Confirmation Number: 5600011366 Purchase
- Overview Header = ltem | Notes & Attachment
|!Ynur confirmation 5600011366 has been Posted
Confirmation Name: [Chairs for front lobby area |

11. Click Close to
exit

‘ Print

SRM Goods Confirmations — Revised Spring 2013
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Display Goods Confirmation from POWL rg»rl“s

Goods Confirmations you
create are listed within the
Confirmations (All) query.

\ / Click Refresh to see
Active Queries latest status

Purchase Orders \Confirmations pending (3
Confirmations All{1 Saved (0} Deleted (0

Confirmations - All

¥ Show Quick Criteria Maintenance

View!(Standard view] || |[ Create Confirmation |/ || Display | Edit | |{ Retum Delivery | Delete/Cancel | Evaluate | Motify Recipient | Print Preview |
B Confirmati _Confirmation Nam tem Mumber i 1 Status i 1

_\ 5600011366 hairs for front labby area | 1

H2111 Guest chair Posted in the Backend = XKP-3846

AN

Contents of Goods Confirmation
can be displayed any time by
clicking the 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.

Create Confirmai

Confirm quantities automatically populate
at 0. For less than full quantities, enter

| [l only the amount received. The difference nory Snapshat]

will remain on the purchase order for

&£ Overview | Headst future confirming.

Confirmation Name: eI

For any full lines not received,
leave confirm quantity at 0. The
line will remain open on the

Confirmation Number: 5600 Process Confirmed Valy

Copy All Outstanding Quani

purchase order for future T - sofea  Em s
confirming. 4 Jea 2000 1
ofes oz 1

Check for errors and
Confirm to finish

¥ OF KENTUCKY]
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)
Cancel Goods Confirmation — Overview %IRIS

Occasionally it may be necessary to cancel a goods confirmation. Reasons for
cancellation could be:

*Damaged goods discovered after confirmation created.
eIncorrect quantity was entered.
*Goods confirmed against incorrect PO number.

Goods confirmers may cancel:

*All items on a goods confirmation.
*Only specific lines on a goods confirmation.

The quantity confirmed for a given line item cannot be altered. If a specific
guantity is incorrect, the entire line must be canceled.

Canceled line items return to the purchase order record.

K vniversiTy OF KENTUCKY] SRM Goods Confirmations — Revised Spring 2013 39
\
. MIRIS
Cancel Goods Confirmation ===
1. Highlight the Goods Note: Return
Confirmation to be Delivery button
canceled from your | should not be used 2. Click
POWL nations pending] £ cancellations. .
Saved (0) Delete/Cancel
q irmations - All
i Fhow Quick Criteria Maintenance |
- ——
iew[Standars View] | =| [ Create Confirmation | | Display | Edit | |[ Return Delivery | Delete/Cancel [|Evaluate | Notify Reci
Confirmation Number Confirmation Name Item Number Product Description Status
I 5600011366 Chairs for front lobby area 1 H2111 Guest chair IPnsted in the Backend
!
H Really delste/cancel
3. Click Yes selected Confirmation?
Yes
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Cancel Goods Confirmation

Create Cancellation

Number of Cancel: 5600011368 Purchase Order Number: 7500014310 Status: In Process Conl

[r—
| Print Preview ‘ Canfirm

Id | [ System Information || Create Memary Snapshot |

4. Highlight line(s) |der | hem | Notes & Attachm? 5. Click Confirm to

to be canceled rs for front labby area | comple’Fe 1
cancellation

Cancellation completed

[Gelect All| | [Details | Add tem . [ Copy | Paste [ Duplicate [ Delete ] successfully and is
ine Nix Description e, ity Unit Price assigned unique
|l H2111 Guest chair 1 EA 212.44 number.

— —

Display Cancella til

/

TIP: Multiple line items can be
canceled by holding the CTRL + SHIFT Mumber of Cancel: 56000113

Purchase Order Number|

keys and selecting items.

IYour cancellation 5600011368 has been Posted I

6. Click Close to
finish

Print Preview| | [Refresh] | [System Information

SRM Goods Confirmations — Revised Spring 2013
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Minimum Browser Requirements

RS

*Firefox >= 2.0

*Microsoft Internet Explorer = 5.5 thru 8

*Opera>=7.0
eSafari >=3.0

Since SRM operates within SAP, the follow specific browser versions are
required to ensure proper operation:

WK UnivERsITY OF KENTUCKY]

For more information or if you have problems that may relate to browser
requirements visit: http://www.uky.edu/ukit/eag/desktop-information.

For additional assistance contact Enterprise Applications Group (EAG) email:
irismain@email.uky.edu.

SRM Goods Confirmations — Revised Spring 2013 43
. ) RIS
Using Tabs Instead of Open Windows ~ Tr==
SRM tasks open in new browser windows by default. If desired, you can configure
your browser to instead open new tabs within a single browser window.
Toals | Help
History. Chrl4+Shift4+Del
InPrivate Bri
Ri Last B [ ———————————————————————
e Select Tools from zn
InPrivate Filtering your browser
m& menu and choose [ Enable Tabhed Browsing (requires restarting Internet Explarer)
Phaid i, Internet Opti ons [V Warn me when clasing mulkiple kabs
ianage Add-ons IV always sen hen th
ym———— ¥ Enable Quick Tabs {re Check boxes as
Compatiblty Visw Settings I~ pen only the first home page wher indicated and
S R B ™ Enable Tab Groups (requires restart |
Fesd Discavery ) When a new tah is opened, open: click OK
Windows Update ’7 o first home page =T |
Developer Tooks f= [~When a pop-up is encountered:
Windows Messenger " Let Inkernet Explorer decide how pop-ups should open
Diagnose Cornection Problems... N
Spybot - Search Destroy Configuration . L =T U 1 O e
e i % flways open pop-ups in a new tab
2nd.to Onetiote, [~ Open links from other programs in:
& new window
& & new tab in the current window
" The current tab or window
Note: Graphics shown are from IE 8.0
— Your browser menu may offer Restore defaults | Ok I Canecel
different options.
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POWL — Quick Criteria Maintenance ==

Quick Criteria Maintenance is an extension of the highlighted query in the upper

section of the POWL. Opening it will display additional search criteria allowing the

confirmer to perform

customized document searches. It can be hidden
when not in use.

Confirmations - All

r Show Quick Criteria Maintenance

2. Confirmer can enter one

Jdard View]

|=| || Create Confirmation |

or more criteria to search

Number Ci ion Name

for specific document(s)

1. Click within
POWL to expand
Quick Criteria
Maintenance

3. Click Apply to
execute searches

Confirmations - All

[+ Hide Quick Criteria Maintenance:

Number: <> T[] =
Confirmation Name: <

Purchase Order Number: <

Timeframe-

em Description:
Product Category:
Supplier:
Requestor:

Goods Recipient:

Account Assignment Value:

C) N

S —

Document Date:

SRM Goods Confirmations — Revised Spring 2013
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Quick Criteria Maintenance — Search Examples ==

/ Enter specific confirmation

Search Example 1 —

To number and click Apply.

Confirmation will display in
lower portion of POWL.

Confirmations - All
[~ Hide Quick Crlena Mamtenance.
I Mumber. B [ssccenizse | I
Confirrnation Narme @
Purchase Order Mumber: @ |
Tumestrarme [astoDays  [7]
Item Description: @
Preduct Categary: @
Supglier L I = |
Reguestor CIES [=]]
Goods Recipient: @ ['n] = Al
Accaunt Assig Value
Documant Date: o I | = Hide Qusck Ctena Mantenance

Search Example 2 —

e (stanaars vew) [=) || Create Confirmation | || O
B Confirmation Number Confirmation Name
J SE00011250 Mustrations for ESS and Je

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

Maintenance and
confirm whether
invalid criteria may be
entered.

e o o Enter specific Supplier
Purchase Order Number: number and click Apply.
Timasams: [Lost 30 0ay =] : : :
i o Only confirmations against
Exaduc Catsoo _': o PO’s from that supplier will
F— 1a65E [a] - g .

— — — display in lower section.
Goods Rucipient of =]
Account Assignment Vale: < [

. s} To m &
[ BT

1 MacBook Air 11.inch 126652
Apple Care Protection Plan 126652
IPads wii-16 GB 126652
AppleCare for iPads 126652
Machlini 2 5 GH 126652

SE00010510 Weldenmichael MacBook
EE00010510 Waeldenmichae MacBook
SEO00TIIG HIVE repiscemant stock
SEOD011218 HIVE replacement stock

Iern Humber Product
1
2
1
2
EE00011218 HIVE replacemant stock 3
4

SEO0DTIIE HIVE repiacemant stock AgpleCare for Machinig 126652
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Manage and Maximize POWL e

Confirmers can personalize how their POWL handles and displays documents for

improved visual feel and navigation.

Active Queries
Purchase Orders Confirmations pending (4.

Confirmations ~ All(13) Saved (0) Delsted (0) customized for specific
B ’ : document searches.
nfirmations - All

~ Hide Quick Criteria Maintenance

Queries can be

Number: L Tl | =

Confirmation Name: e

Purchase Order Number &[] Search terms within

Timeframe: [Lest300ays [~] Quick Criteria

Item Description- o] Maint b

Froducs Catsgony . aintenance can be

Supplier =i | added or removed. Number of columns
Requestar Sl @l s

ot Rt o and visible rows can
Account Assi Valuer @[] be configured for
Document Date: < s To i better workspace
[Apply |

layout.

Return Delivery | Delgi

Edit

S

. 5600010510 126652 Posted in the Backend
| | 5600010510 | Weldenmichael MacBook |2 | 126652 | Posted in the Backend |

V‘zn( [Standard View] - Create Confirmation Display
|

A Quick Reference Card for Managing and Maximizing the POWL is available from the
Purchasing SRM website at: http://www.uky.edu/Purchasing/srmquickrefcards.htm.

SRM Goods Confirmations — Revised Spring 2013

. . . RIS
Create Confirmation with Reference from POWL s

TIP: The Purchase Orders - Confirmations Pending query shows purchase orders
yet to be confirmed by a department. For any orders within the POWL, the
confirmer may use the “Create Confirmation with Reference” feature. The

confirmation is automatically created for the full quantity with no entry into the
confirmation screen itself.

2. Click Create
1. Highlight the Confirmation With
line item ies Reference

Orders| Confirmations pending (4)

mations Al (13) Saved (0) Deleted (0

53

Orders - Confirmations pending

ow Quick Criteria Maintenance

[Standard View] |=| || Creats Confirmation With Reference || [ Display | | Motify Recipient | Print Preview | | Refrash |

7500014418 Local PO1 WLHOLL2 02/08/2013 13.24 1 Mr. Coffee 12-cup Coffee Maker
V| 7500014199 Local PO1 CLOCKE 02/04/2013 0934 1 Wabsits lllustrations
7500014167 Local PO1 PJSTEW?2 02/01/2013 1205 1 RE15 Chassis
To000T2 160 Tocal POT RIS WV 202073 1152 1 Fowervadt Mose00 |
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. . . RIS
Create Goods Confirmation against “Reverse” PO’s 1r=—==

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 or computers. When confirmations are created against reverse purchase
orders, the confirmed quantity must be for the dollar amount of the order.

Purchase order is in To confirm full amount,
reverse format with enter the matching number
number of dollars as of dollars.
quantity and Unit = LOT. B\ |
Confirmation Name: | N
Delivery Date: *

Note: Partial confirmations can be created
against reverse purchase orders. Simply enter
the reduced number of dollars into the Confirm
Quantity box.

K vniversiTy OF KENTUCKY] SRM Goods Confirmations — Revised Spring 2013 49
. . . RIS
Obtain Hard Copy of Goods Confirmation T
If needed for records or auditing, a hard copy of the confirmation can be obtained
via the Print Preview button within the POWL.
Highlight
Confirmations - All confirmation and
[» Show Quick Criteria Mai ] click Print Preview
5600011381 | BIO-DIESEL
Save or print .pdf : ==
hard copy as - e s S
desired e
SRM Goods Confirmations — Revised Spring 2013 50
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Using Advanced Search

RS

Confirmers can also use the Advanced Search feature to locate

documents if needed.

1. Click Advanced

L Conlirmations
Search from within S— -
Site Navigation e — = Active Queries
ite Naviga - Contimations
Purchass Orders G
Cenfirmations Al

Purchase Orders - Con
= Hide Quick Criteria My

Humnber:
Purchase Order Narme

lem Description:

3. Enter the
Confirmation number.
Click Search to display
the document in new

 Hotify Reciient Status:
2. Select tab or window.
Confirmation from —\
dropdown menu
d d Search
Clo®
Search For: [Contrmaton  [%] Number

SRM Goods Confirmations — Revised Spring 2013 51
Add Attachments Eﬁm
Attachments can be added to the confirmation if desired.
Create Confirmation
Confirmation Number: 5600011412 Purchase Order Number: 7500014320 Status: In Process c
‘ [ Print Preview | | | Conﬁrm|\ System Information | [ Create Memory Snapshat |
© Oveniew ‘f/ Header r " tem Approval f Tracking |
[ Add 4 Clear | 1. Click Add Attachment
d from within Notes & . -
Attachment tab : Chelsea Hansing 859.257-5623... 2. Click Browse
[i The table does not contain an| Here you can upload an attachment. You have to assign it to eitherhe déCurment general data or to an itel
File: [ |l Browse |
Description:
Assign To: * [GeneraiDate [~
Wisible Internally only: Keep this attachment internal
SRM Goods Confirmations — Revised Spring 2013 52
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Add Attachments %IRIS

Choose File to Upload 2lx
Lockir: [ I Mew Folder H o2 = E

e I Szl Twe

T Packing List Attachrent.pdf 26 KB Adobe Acrobat Dogu.
[TIPackig Tt for Trr e, docx croson Ce vear .

E4]5hopping Cart Attachment. docx 11 KB Microsoft Office Wor..

B]quote for centrifuge.docy 11 KB Microsoft Office Wor..

3. Locate file and click
Open
« .
' ! 4. Add file

Fil name [Packing List Atachment pdi | description and
Files of type: [ & Files =1 =] click OK

Add Attachment.
Here you can upload an attachment. You have to assign it to either the document g data or to an item
File: |u:\My Documents\i-Templ[ Browse... |
| Description: [Packing i Recors ||
Agsign To: * Genersl Data |+
Wisible Internally only: Keep this attachment intermal
Cancel
K vniversiTy OF KENTUCKY] SRM Goods Confirmations — Revised Spring 2013 53

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:

*Medtechquotel1001.pdf
e Furniturelayout.doc

Examples of unsuitable filenames:

*API Printing Quote.pdf (filename includes spaces)
*Fisher+incubator $1000.doc (filename 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

The Tracking tab shows other
documents that are part of the
purchase transaction, some with
drill-down functionality (PO,
Goods Confirmation, etc.).

Display Confirmation

Confirmation Number: 5600011353 Purchase Order Number: 7500013942 Stalls:

| [Print Preview| | [Refresh| | [Cancel|[ Return Delivery | [ System Information |

* Oveniew " Headar;’ ftsem © Notes & Attachment =~ Appvmml : Tracking I

View:|United States Dollar oA

Document Name Document Number Backend Dacument Number
Purchase Order Local PO1 WLHOLL2 01/28/2013 11:27 7500013342 7500013342

Confirmation 5600011353 2013/5500577818

Invoice | \ 2013/5106314577

Shows related documents

including PO number. Drill

into the number to display
the documents.

SRM Goods Confirmations — Revised Spring 2013
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How to Determine Assigned Purchasing Buyer ==
A Purchasing Buyer is automatically assigned to every purchase order.
Display Purchase Order:7500013942
Purchase Order Number 7500013942 Purchase Order Type Standard PO SRM Status Orderg
Supplier Promotional Products Plus LLC
Show My Tasks | Print Preview | | | Refresh | ‘ Check | [ Export | [ System Information
I/ Qverview Header ’/ ltems ’/ Motes and Attachments ’/ Approval |/ Tracking |
General Header Data Mote to Su
Local POT WLHOLLZ 01/28/20¢ Quote 413
The assigned buyer [] Smart Number is External
can be found on the |nber: 7500013822
Overview tab on the 182086 Promotional Products Plus LLC Internal Mo
purchase order. 7245 Shana Hall
TR 7245 Shana Hall
Location: 3 University of Kentucky
Ship-To Addre 1 UK
Purch. Organizatiok: *  |Office Of The President
I Purchasing Group: * MM-Buyer-037 Wendy Holland Brown thw Members
Total Value (Net): 885.00| |USD
SRM Goods Confirmations — Revised Spring 2013 56
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Set Last Delivery Indicator éj-é

If completing a partial confirmation and the remaining line item quantity is no longer

needed, the Last Delivery Indicator can be set to release the remaining encumbrance
and close the line item.

Ceonfirmation Number: 5600011416 Purchase Order Number: 7500014320 Status: In Process Confirmed Value: 3,120.00 USD

| [Print Preview] | [Check [ Confirm | Create Memory Snapshot
i 2. Check Last
1. Enter the partial K
Header © hem |~ Mote: ; king Delivery to close
amounts to confirm Iine(s)
Confirmation Name: [ | poument: [ ]

Delivery Date: * 02/08/2013

Details | Add lter . | Copy | Paste | Duplicate | Delete | | [ Copy All Outstanding Mantities

o il Sport Grey Short Sleeve T-Shirts 675 s00 | EA 6.00 1 021152013
-2 ‘Set-up Fee normal spot color 5 I EA 20.00 1 02M52013
-3 Extra charge for size XXL 35 30| EA 2.00 1| 02/062013

Note: If confirming on the full quantity of a line item, the system automatically sets

the Last Delivery Indicator. It is only set manually if you are confirming less than a full
quantity and do not plan to confirm the remaining quantity.

ERSITY OF KENTUCKY]
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Changes to PO Quantities &lé

Occasionally changes may need made to a purchase order quantity.

Example: A department orders 1000 imprinted ink pens; the vendor
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 check 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.

TY OF KENTUCKY]
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Diagnose Process Problems

RIS

3. Purchase
Order Sent to
Supplier
(Purchasing)

1. Create
Shopping Cart
(Dept)

2. Approval (Dept

/ Unit / College)

As an SRM order evolves through the process, the POWL will reflect the status in which

it resides (e.g., Approved, in Purchaser’s worklist, etc.).

Problems can be frequently diagnosed based on the order status in the process.

Example: With the purchase order being in place, the Goods Confirmation and the
Invoice Posting complete a “3-way match” allowing check payment to release.
Common problems relate to one or more of these tasks not being completed.

UK univesiry oF KexTucky]

4. Goods
Confirmation
(Dept)

5. Invoice Posting
/ Check Payment
(Accounts
Payable)

SRM Goods Confirmations — Revised Spring 2013
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Diagnose Process Problems e
= ‘ 1. To check whether Goods
Detailed Navigation [l . X )
oo Confirmations and Invoices are
+ Shopping Cart posted, click Display Purchase Order
I&W_IAF_I from within Site Navigation.
« Display Purchase Order
2. The SAP Display Purchase e Bl oo Enbon
Order screen will appear. Otber Puachisn Ordor StilaFs
Click on Purchase Order /
Other Purchase Order to
enter the PO number. 4. Goods confirmations and
invoice postings are posted
- E”‘“ S— 9"‘"; + and match, allowing check
3. After PO displays, EE—— payment. If either is missing,
select Purchase Order or there is a mismatch, the
History tab \A{Ithln Details check will not process.
section. N
5. MWT Matord Do, uu;mmgm;: Cuantity O T gty in OPUn £ Amount inLC Or... £ Amount Roferencs
o 301 SE0040TI00 1 ooy19/2m2 107 1 12.04 07 1204
Tr./ Ev. Goods recept . 102 1. 1204 D2 1204
L S0eIEITEY 1 O31Ra2 108 1 1204 OF 1204
Tr./Fy. Irvaken rceipl . 107 1. 1204 D2 1204
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Inbox Overview %‘ R‘l“w"—“s

s

All SRM users have Inboxes. Document-related messages and other communications

move throughout Workflow to users’ Inboxes.

Different types of
communications can be
found among various tabs

Messages can be
managed using various
display menus Hory's

[Ereate Tam] snawe sy

Seat precty v 4 ous

Access your Inbox
through Site Navigation

CET- T fotil =151

Accopt Ducision | Adjust Shopping Cart Number 8000003494
Sent: Tosay by Sreetman, Reagen
Normad

Statuw: Mew
Pronty.

Your $hooging car RSTHEZ 11152011 15:22 wid chanped

SRM Goods Confirmations — Revised Spring 2013
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Inbox — Filter Settings Er-“»“w"—“
Filters can be used to better manage messages or find
specific documents within the Inbox.
Select from various search Can also search Link shows or
criteria to locate or manage messages based on hides Filters as
specific messages specific text desired
1 /. /
Tasks (1/1) I Alerts [ Motifications |I % I /
V.
Show: [New and In Progress Tasks (1/1) || [Select a Subview... [+ (a1 - I/ EPrE
[]High Priority  Due Date: [Select One... || Sent Date: |Select One... [+ ] Text: [ 7
Subject I From Sent prioty = {0 Due Status
r Accept Decision / Adjust Shopping Cart Number 8000003494 ] Streetman, Reagan Today Hormal New
SRM Goods Confirmations — Revised Spring 2013 62
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Close Open Windows or Tabs

Always click Close button to
exit an open window or tab

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

/ /
| Disp_l/ /Airma tion

| History, Back Forvggfl I=,

/

Confi on Number: 5600011025

Purchase Order Number:

| Print Preview ‘ Refresh | Cancel || Return Delivery

Note: Don’t click X to exit
an open window or tab

/m’ Header fﬁ[f Notes & Attachment t Approval r Tracking |

Delivery Date: =

Confirmation Mame: | ]

[01130:2013

Reference Document: |

e

Details |

SRM Goods Confirmations — Revised Spring 2013 63
Fix Query Lock ==
If a window or tab is closed using the X in the upper right hand corner rather than
clicking the Close button, it is possible to be locked out of the system.
Active Queries
Purchase Orders Confirmations pending (40
Confirmations All (1285) Saved (0] Deleted (0
Confirmations - All
[ Show Quick Criteria Maintenance |
1. |f you receive a rd View] - Create Confirmation Display | Edit Return Deliv
ion Number C ion Name Number ‘endor q A
“Query Locked” o - yenaor | 2. click any Active Query
message, scroll to 5 1 148905 from the top of your
bottom of screen and |2z 1 303706 POWL to continue
click Fix Query Lock.  pst 1 123843 working.
I 0 Bewley office items 1 126260
‘00011080 Bewley office items 2 126260 Posted i
00011080 Bewley office items 3 126260 Posted i

F[][]UHCIEU Bewley office items 4 126260 Posted i

,E[][]UHCIBU Bewley office items 5 126260 Posted i

600010929 1 128135 Posted i

R 5/2013 16:42:12 ESTRefresh =,
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Sign Off

Hi Reagan

Click Sign Off to

Shopping Cart end myUK
= session
Detailed Navigation E‘
Active Queries
= Inbox
= Shopping Cart Shopping Carts Al (6) Saved (2) Awaiting Approval (0) Team Carts (0)
i SE o Purchase Orders Al (33) Saved (11) Awaiting Approval (0) Rejected (0) Ordered (0) Cor pendin
Services & Confirmations All (52) Saved (0) Deleted (0
Advanced Search Shopping Carts - All
Creste Documents = =
= Shopping Cart * Show Quick Criteria Maintenance
View! [Standard View] ~| || Create Shopping Cart | Copy ||| Display | Edit | Delete | || G || Create Confirmation|
Related Links = BL Shopping Cart Number Shopping Cart Name Item Number Configurable tem Number Item
= Shopping Cart Report 7‘ 9000003494 | RSTRE2 11/15/2011 10:22 | 1 | ooo1 | Furnif
= Business Anaylsis Report | 9000002983 RSTRE2 11/07/2011 16:00 | 1 ooo1 Mayl

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

UK universiry oF kenTucky]
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IR]
SRM Help Web Sites }%S

¢ SRM Resource Page on Purchasing web site:

http://www.uky.edu/Purchasing/srm.htm - Site includes this PowerPoint file
available for reference

¢ myHelp — MM & Purchasing Help web site:

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

Both sites contain Quick Reference Cards, updated and printable course
manuals, Reference Manual, etc.

¢ SRM Assistance Email: SRMHelp@uky.edu
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IRI
Printing Course Manual (Optional) %S

If desired, a printable (Adobe PDF) version of this course manual is available for
your convenience.

To access and print the manual:
1. Click on the printer (the manual will open in a separate browser window)
Print the course manual

Close the separate browser window
Return to this course window

vk W

Click on the green Continue button below

To proceed without printing, click on the green Continue button below.

UK universiry oF kenTucky]
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Check for Understanding

In order to receive full credit for the SRM Goods Confirmations course, you
must now successfully complete the Check for Understanding — a quiz covering
the main concepts presented in this course.

A
O

K UNIVERSITY OF KENTUCKY]
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LIRIS
Course Completion ﬁé

To complete this WBT, click on the yellow Log off button in the lower corner of
this window.

Note: This window will close, and you should be returned to the main,
myTraining page for this WBT. The main page will refresh (usually within 30
seconds, depending on network traffic), and you should receive a green,
system message confirming your participation.

Your participation in this course has been completed.

You may then safely navigate away from the main page.

UK ovivessiny o KeNTUCKY]
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