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Authority

It shall be the responsibility, of the Department of General Services
(DGS), of the Commonwealth of Pennsylvania, through the Bureau of
Supplies & Surplus Operations to establish and maintain the
procedures for the disbursement of all materials located within BSSO,

Warehouse and Distribution Division.
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Definitions and Symbols used in this Manual

As used in this handbook, the following definitions and words shall have the meanings provided in
this chapter unless other wise noted.

Plant Number: Assigned number, which identifies each Department, utilizing the SAP System.

Customer Number: Assigned number, which identifies each Customer utilizing the STD 174
Supplies & Encumbrance Form.

Material Number: Assigned, six Digit Number, which identifies each specific item available for
purchase at the Distribution Center.

Purchase Order (PO): The created document to a vendor stating the specific information of
supplies needed to replenish the stock in the Distribution Center

Stock Transport Order (STO): The created document placed by a plant requesting specific
supplies from the Distribution Center.

Goods Issue Slip: This is the document stating a specific STO has been pulled off the system and
will be sent to the warehouse to be picked/packed/shipped.

Material Document Number: This is the systems assigned number, usually starting with “49”,
which names the Goods Issue Slip.

EB Pro System: On-line Website.

R3 Core System: Actual SAP Software

BOL: Bill of Lading
MRB: Material Review Boards
MRP: Material Requirements Planning

LTL: Less Than Transfer Load

TL: Transfer Load
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Infroduction

The Department of General Services recognizes its responsibility as a provider of quality services.
To this end, we have voluntarily developed and documented ISO 9000- based control system. This
manual provides comprehensive evidence to all customers, suppliers and employees of what
specific controls are implemented to ensure service quality.

Our Commitment to Service

The Warehouse and Distribution Division accepts responsibility for complete satisfaction of its
customers. We exercise this responsibility through the adequate training of our employees,
adherence to policy and procedures, the use of quantifiable metrics and total commitment to
meeting and exceeding customer expectations. We will also maintain an organizational culture that
is unyielding in respect for our employees and safety, embraces diversity and fosters continuous
improvement.

Mission Statement

Our Mission is to anticipate our customer’s needs and exceed their expectations with regard to
prompt delivery of goods, courteous service, and diligence in inventory management. The
Warehouse and distribution Division accepts full responsibility for our customer’s total satisfaction.

Our Goals

Quality Management System: Ensuring that all resources are needed to achieve the objectives are
identified and planned.

Standard Operating Procedures: DGS has established and maintains documented policies and
procedures to ensure the sequence of processes is conducted in a controlled manner.

Concern Resolution Process: This process applies suitable methodologies for measurements and
monitoring of customer requirements and standard industry metrics. These metrics are
accomplished using Six Sigma doctrine.

Management Commitment: We recognize the importance of making substantial contributions to
the success and growth of the organization. We will continue our success with sound
fundamentals; supporting employees in all their endeavors and ensuring our customer service and
customer relationships remain strong.
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Warehouse Contacts & Facilities

Business Locations:
The DGS Warehouse and Distribution Division operates from the following locations:

DGS2 — Excess Property / Customer Service / Facilities Management Storeroom
2221 Forster St.
Harrisburg, PA 17125
Fax: 717-787-0934
Manager: 717-525-5809
Excess Warehouse: 717-525-5812
Customer Service Reps can be reached at the following numbers:
717-525-5812 or 717-585-5810

DGS1 — Forms and Publications
905 Elmerton Ave
Harrisburg, PA 17110
Fax: 717-214-7050
Manager: 717-214-7054 Superintendent: 717-214-7055
Storekeeper: 717-214-7053 Warehouse: 717-214-7058

DGS5 - Bulk / Secured Storage
1549 Bobali Drive
Harrisburg, PA 17104
Fax: 717-346-7130
Manager: 717-346-7136 Superintendent: 717-346-7135
Storekeeper: 717-346-7134 Warehouse: 717-346-7131

Customer Service Hours:

The DGS Warehouse and Distribution Division will be staffed during the hours 7:00 AM to 4:30 PM
— Monday through Friday — Except State Holidays.

Warehouse Hours of Operation:

The DGS Warehouse and Distribution Division’ Centers will be operational during the hours 7:00
AM to 4:00 PM — Monday through Friday — Except State Holidays.

Access to DGS Distribution Center Other than Normal Business Hours:

Agencies may contact 717-230-0265 to coordinate access to the DGS Distribution Center other
than normal business hours. Please Note: This is a pager telephone number. Please follow the
prompts.

DGS Warehouse Security:

All agency representatives visiting any of the DGS Distribution sites must:

Make an appointment with the appropriate warehouse Manager before the visitation
Provide positive Commonwealth Identification.

Sign-In upon entering and exiting

Be escorted at all times while visiting the DGS Distribution Center

sON =
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Material Replenishment

Material Replenishment General:

Each agency will be responsible for managing their inventory. At minimum, this
includes a weekly review/assessment of inventory.

All agency’s managing their inventory in a computer data base will be required to review, update
and maintain the stock replenishment data. Reviewing and updating should be performed on a
frequent basis in order to ensure best business practices for inventory management.

Agency’s who are manually managing their inventory will be required to review their inventory to
ensure best business practices for their inventory management. One method of reviewing your
inventory is to use the Material Replenishment Planning (MRP) in the SAP system. MRP will
identify your inventory replenishment needs based on your minimum/maximum re-order quantities
and the consumption of each inventory item.

Material Replenishment Planner (SAP):

In MRP, when you are setting up your Material Master for each of your inventory items, you can
define your minimum and maximum reorder levels as well as you can choose whether you want the
system to create a Planned Order or a Purchase Requisition.

A Planned Order is a “suggestion” that it is time to reorder. You have the ability to:
1. Convert the Planned Order “as is” to a Purchase Requisition for processing
2. Modify the Planned Order before converting to a Purchase Requisition
3. Delete the Planned Order in its entirety

A Purchase Requisition will go to directly to the Purchase Group for processing.

For SAP procedures detailing the MRP run, please follow the link below:
Material Replenishment Planning ( Mrp Run) — Section 16
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Re-Order Criteria — including Minimum and Maximum Re-order Levels
Transaction MMO01 — MRP 1 defines the pertinent information, which applies to your inventory
replenishment.
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Total Inventory Overview Report:

Another method to review your inventory is the Total Inventory Overview Report available in SAP.

Transaction: Y_DC1_32000466

Fiomi .
Storaps Locrion

Mt Amup

NFF Cantrolisr

L]

B Losstion
i an Hand
Qpan Fis &

Page 11



L e AT EGRRIS B S008I E B R

Todal merndory Owandes: Report

e & T LAY WIEY

L 1in of megﬂlﬁl
S irla Henegse

Toiml Omeamiary Overedsy Semri

i —E—

R e

P2 P¥-107T YALCAAT FOELTION AQ a3 PRL 206 A1-H3-822
P ] P¥-1718,%15F PURLHAGLMG CRAR [HDER Wmr PM: | 18 206 B1-P-80
Fa b ] P¥-HER, FETLE CERT UMOER 267K ,2 316M B PG 18 26 A1-E3-802
FU-SHIEE, FETCR CERT UMGER 257k, G10W L -H-
A P¥-SHEL, FETLE CERT OVEFE SAYAE, 3 GLEA 11 PM 18 26 A1-F-871
FU-HIGE, FTRAT [ERT VER J5YRd-JELGW [ Lsar|F | 161 B
o ca R P¥-T7 RYIRT WIRE ORDER HB PG ] oHB | A1-9-224
FU-IF, TATCAAE EAC ERFLRTIATTERARCE [T EfFE | 98 [ ¢ 6| A7-E-
P e 2] 00 W7 I6E B PMC 41,0 , ma
FI-=T T CAHD [ kR 1T 13-
] P¥-FTA PRICIFERENT BID LRBEL 31 PM 18 26 A1-E-318
B [ AT FiE_| i -~
o o P¥-Z3d, FADP TEAMSFER FELTNFD = FIC 18 26 A1-E-am
P58, A TARAAD TRARERTTTAL [ 1P ] TIE || ; B B
o eE4 PW-3T1, FEFRIMMEL DATA SLAAARY 23 P 2] 1658  21-9-8.3
faa o e P¥-11B 15HIIRE B'E CATALLED OOC LDG =6 PG 27 B | A1-p-29
o 7 PH-E23 GTRRDARD BI10 TRELLATION AE  FMC 18 26 B1-E-880
fufac ] On W7 LGE A6 | PAC Elc] BE  A1-14-818
PU-SHE, OFFICE RERD 1 E_,_W SiEE
b E] PI M2, FMA. AFPLL/EYIETINE CERT'CIMFL B | 31-9-a82
m‘#:nrmmnrmm—| ?:r ] @ 1F B
et P¥-T4, BITH. FIAETRICTION BHEET 0e PN 14,88 4B, MR [ 81-13-80
1]

ol et || 5 Coberx - Bl | 1% B4 Logm ... | B Cyrenting Lost..| 5 Torad Duvenr % Imeginn P A -.. |

Material Replenishment (Non-SAP):

A 220 3 28

|{Etl AEZE zmPm

Each agency will be responsible for managing their inventory. At minimum, this includes a weekly
review/assessment of your inventory. Agencies not using SAP to manage their inventory will
review whatever re-order criteria is available to them to assess what stock needs to be replenished.
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Material Replenishment Purchase Orders

General Information:

Each agency is required to prepare documentation to replenish their inventory. This includes:

1. Preparing Purchase Orders to private vendors in accordance with Act 57 of 1998 — The
Procurement Code. Purchase order to include:

~Poo0TD

—xT T

Purchase Order Number

Vendor's Name

DGS Distribution Center delivery address

Material Number(s) of Inventory ltem(s)

Nomenclature(s) of Inventory ltem(s)

Notation to print vendor indicating each carton received must be properly marked with
appropriate purchase order number, material number, nomenclature, packaging and
appropriate print number

DGS Distribution Center Pallet Specifications

DGS Distribution Center Delivery Hours

Quantities and Unit of Measure of item(s)

Fund, Cost Center and G/L Code

If applicable, special delivery instructions

Contact Person and telephone number

2. Promptly providing an approved copy of the Purchase Order to the DGS Distribution Center
for inventory receipt
3. Fiscally managing the purchase order until all funds have been expended

For SAP procedures detailing the MRP/Purchase Orders, please follow the link below:
Create A Purchase Order — Section 16

Material Replenishment Purchase Order - Damaged Items:

It is the responsibility of the DGS Distribution Center to inspect all stock replenishment orders being
received for damages.

Prior to the receipt of the shipment, if the item(s) appear to be damaged, the receiving clerk will
immediately contact the designated person from that agency for instructions. Notations to be made
on the packing slip regarding the damage, date/time, person contacted and any instructions.

If damages are discovered after the receipt of an item(s), DGS Distribution staff person will contact
the designated person from that agency for instructions. The agency is asked to provide a prompt
verbal response and confirm in writing to the DGS Distribution staff person.
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Material Replenishment Purchase Order — Discrepancies:

DGS Warehouse and Distribution Division staff person will contact the designated person from that
agency for instructions. The agency is asked to provide a prompt verbal response and confirm in
writing to the DGS Warehouse and Distribution Division person.

In certain circumstances, overages or shortages are allowable industry practices. If this is the

condition with a particular item number, indicate the allowed percentage in the material master
record. This will avoid delay in receipt.

Material Replenishment Purchase Order - Receipts:

DGS Warehouse and Distribution Division will be responsible for inspecting deliveries and
comparing them to the Stock Replenishment Order for reviewing for accuracy and quality. DGS
Warehouse and Distribution Division will promptly process all Goods Receipts/Receiving Reports to
confirm all partial and final goods receipts. A copy of the Bill of Lading/Packing Slip will be retained
at the DGS Distribution Center. The original Bill of Lading/Packing Slip will be forwarded to
agency’s designated contact person.

For SAP Processes Related To Receiving, Select a link below:
Receiving Commodities — Section 16

Material Replenishment Print Requests

Print Requests — DGS or Agency Print Shop:

Based on inventory stock replenishment needs, agencies are required to process the required
documentation for printed material from either the DGS or Agency Print Shop. The agency is
required to forward a copy of the Print Request to the DGS Distribution Center for record of receipt.

The Print Request must contain the following information:

Form using sequential print request numbers

Identification of appropriate Print Shop (DGS or Agency)

Material Number(s) of item(s) being requested

Nomenclature(s) of item(s) being requested

Notation to print shop that each carton received must be properly marked with
appropriate purchase order number, material number, nomenclature, packaging
and appropriate print number

Quantity(s) of item(s) being requested

Unit of Measure(s) of item(s) being requested which corresponds to the Inventory
Unit of Measure

8. Fund, Cost Center and G/L Code

9. Agency Contact Person and Phone Number

abroonN=

No

A notation on the order regarding DGS or Agency Print Shops, for EACH Print Request
delivery, will be required to provide an itemized TOTAL COST for each shipment.
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Print Request - Damaged Items:

It is the responsibility of the DGS Distribution Center to inspect all Print Requests being received
for damages.

Prior to the receipt of the shipment, if the item(s) appear to be damaged, the receiving clerk will
immediately contact the designated person from that agency for instructions. Notations to be made
on the packing slip regarding the damage, date/time, person contacted and any instructions.

If damages are discovered after the receipt of an item(s), DGS Distribution staff person will contact

the designated person from that agency for instructions. The agency is asked to provide a prompt
verbal response and confirm in writing to the DGS Distribution staff person.

Print Request - Discrepancies:

DGS Distribution staff person will contact the designated person from that agency for instructions.
The agency is asked to provide a prompt verbal response and confirm in writing to the DGS
Distribution staff person.

Print Request — Receipts:

DGS Distribution Center will promptly process partial and final goods receipts from DGS or Agency
Print Shops. Delivery will be inspected and reviewed to verify it corresponds with Print Request.

DGS or Agency Print Shops, for EACH Print Request delivery, will be required to provide an
itemized TOTAL COST for each shipment.

DGS Distribution Center will maintain a copy of corresponding paperwork with the records.
Original paperwork will be forwarded to appropriate person as identified by each agency.

For SAP Processes Related To Receiving, Select a link below:
Receiving STD Forms from a print shop — Section 16
Receiving Health forms from a print shop — Section 16

Print Request - Requests For Samples

Any agency requesting samples of printed forms must use the: Printing Sample Inspection Report.
Agencies requesting samples must attach a copy of the Purchase Order to the print request and
send to the appropriate warehouse.

Upon completion of form, DGS Distribution Center will maintain these forms at a central location at
the DGS Distribution Center.

Click here to access a printable copy of this form:
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Printing Sample Inspection Report

Name Fax Number
Material No. Agency Name
Form No. and Description
P.O. No. Dated Quantity Requested
DGS Job No. Dated Requested Delivery Date

A. REQUEST FOR SAMPLES - BY ADMINISTRATIVE DIVISION
TO: Warehouse/Storeroom

[] DGS 1 []DGs5 m

Upon receipt of this item, withdraw samples at random from packages as follows:
Not less than - |:| 5 |:| 10 |:| 15 |:| 25 |:| 50 samples from total number of boxes received

Attach samples to this form and forward to the Administrative Division for examination and approval or disapproval.

DATE ADMINISTRATIVE DIVISION

B. REPORT OF SAMPLE WITHDRAWAL - BY WAREHOUSE/STOREROOM |:| GOODS RECEIPT CONFIRMED
TO: Administrative Division
|:| INVENTORY ADJUSTED

The attached samples of this item were withdrawn at random from packages received from:

Quantity Received (skids, cartons, boxes and/or each):

Remarks (Comments on type of packaging, general condition of shipment, etc.):

DATE WAREHOUSE/STOREROOM

C. INSPECTION REPORT — BY ADMINISTRATIVE DIVISION

D The samples have been examined and are satisfactory

L] The samples are NOT satisfactory

Remarks:

DATE ADMINISTRATIVE DIVISION
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pennsylvania

DEPARTMENT OF GENERAL SERVICES

Supplier Shipping and Receiving Guidelines

05/20/2005

Dear Supplier,

In the following pages, you will find the standard packaging and receiving instructions for shipping your
products to The Commonwealth of PA, Department of General Services.

We encourage you to share this information by distributing it internally throughout your organization. By
using these instructions, you will ensure that you are receiving the most efficient processing of your
products and invoices, as well as intact delivery to our internal customers. It is the pathway for improved
service — providing information that can help improve your throughput velocity and reduce overall supply
chain costs.

These guidelines are effective immediately and are an integral part of our supplier agreement. Any
previous instructions, written or oral, are superseded by this document.

Thank you for your cooperation in helping us to maximize our efficiencies and for your continued support
to The Commonwealth of PA, Department of General Services. Should you have any questions or
concerns about any part of this document, please feel free to contact us at 717-783-6471

Sincerely,

Department of General Services
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Warehouse Location and Appointment Information

The Commonwealth of PA Warehouse Locations

DGS2 — Excess Property / Customer Service / Facilities Management Storeroom

DGS

DGS

2221 Forster St.

Harrisburg, PA 17125

Fax: 717-787-0934

Manager: 717-525-5809

Excess Warehouse: 717-525-5812

Customer Service Reps can be reached at the following numbers:
717-525-5812 or 717-585-5810

1 — Forms and Publications

905 Elmerton Ave

Harrisburg, PA 17110

Fax: 717-214-7050

Manager: 717-214-7054 Superintendent: 717-214-7055
Storekeeper: 717-214-7053 Warehouse: 717-214-7058

5 — Bulk / Secured Storage

1549 Bobali Drive

Harrisburg, PA 17104

Fax: 717-346-7130

Manager: 717-346-7136 Superintendent: 717-346-7135
Storekeeper: 717-346-7134 Warehouse: 717-346-7131

Warehouse Hours of Operation:

SHIPPING AND RECEIVING at the warehouse is scheduled between 8:00 AM and 3:00 PM -
Monday through Friday Except State Holidays

The DGS Warehouse and Distribution Division” Centers will be operational during the hours 7:00
AM to 4:00 PM — Monday through Friday — Except State Holidays.

* All Times Are Local

Delivery Appointment Information

The Commonwealth of PA requires the following information via fax or telephone call to schedule a
receiving appointment:

[ ]
* Del
*If al

Carrier's Name
Pallet Count and Piece Count
The Commonwealth of PA Purchase Order Number
Person's name and telephone number who is requesting appt.
Shipper's Name
Trailer Number, Tracking Number and/or Pro Number
ivery Appointments are required for ALL LTL and Truckload shipments
| of the required information is not provided a delivery appointment will not be made.
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Receiving Policy

ATTENTION: IMPORTANT

The following section defines the conforming and non-conforming product classification. Please
review these guidelines for examples of product that The Commonwealth of PA considers “unfit” for
receipt.

Specific to your Agreement, The Commonwealth of PA reserves the right to refuse any non-
conforming product.

The Commonwealth of PA designated carriers are required to:
o Refuse any non-conforming product or pallets at the Vendor’s facility specific to your
Vendor Agreement
e Sign for Piece Counts — No Shipper Load and Counts are allowed without prior
authorization from The Commonwealth of PA, Warehouse & Distribution Division for
suppliers who prepay freight.

The Commonwealth of PA strongly encourages the use of our designated carrier base. We have
established receiving procedures that will greatly improve the timeliness and quality of our product.

If you choose to utilize a carrier outside of this Guide, we retain the right to refuse partial shipments
of non-conforming product.

For detailed SAP procedures related to receiving select a link below:
Receiveing Std Forms From Print Shop — Section 16
Receiving Health Forms From Print Shop — Section 16
Receiving Commodities — Section 16

For other Agency-specific receiving guidelines select a link below:
Receiving In Morris — Section 14
Receiving In Topics for BMV — Section 15
Receiving PLCB Gift Cards — Section 13
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Non-Compliance Charges

MIS-ROUTED — OR USE OF NON The Commonwealth of PA CARRIER
Full amount of Freight Invoice plus $100.00 Administrative Fee

USE OF NON-AUTHORIZED AIRFREIGHT
Full amount of Freight Invoice plus $100.00 Administrative Fee

SMALL PARCEL UTILITIZATION VERSUS LTL
$25.00 per carton over 9 carton limit plus $100.00 Administrative Fee

MISCONFIGURED PALLETS

A. Incorrect Standard Pallet - $175.00 per pallet plus $100.00 Administrative Fee
B. Height over maximum 60”- $175.00 per pallet plus $100.00 Administrative Fee
C. Overhang - $175.00 per pallet plus $100.00 Administrative Fee

D. Improper Wrapping or Banding - $175.00 plus $100.00 Administrative Fee

E. Inferior/Damaged Pallets - $175.00 per pallet plus $100.00 Administrative Fee

DAMAGED CARTONS

A. $75.00 per carton charge for damaged product. If the Carrier is a The Commonwealth of PA
PREFERRED carrier, and the freight is COLLECT, a claim will be filed against our CARRIER.

B. If the carrier is a The Commonwealth of PA PREFERRED carrier, and the freight is pre-paid, a
charge back will be filed against the VENDOR.

C. In example A and B, if The Commonwealth of PA is allowed to refuse non-conforming freight at
the point of receipt due to the terms and conditions with the vendor, then a damage charge back
will NOT be assessed.

D. If the freight is COLLECT or PREPAID and the carrier is NOT a Commonwealth of PA approved
carrier, a charge back for carton damage will be filed against the VENDOR.

FAILURE TO CONSOLIDATE POs
Full amount of freight charges plus $100.00 Administrative Fee

FAILURE TO PROVIDE CORRECT P.O. NUMBER
$1.00 per box plus $100.00 Administrative Fee

MISSING LABELS
$1.00 per box plus $100.00 Administrative Fee

NON-COMPLIANCE WITH BILL OF LADING INSTRUCTIONS
$100.00 per non-compliance plus $100.00 - Administrative Fee

FAILURE TO PROVIDE PACKING SLIP
$100.00 Administrative Fee

*NON-COMPLIANCE CHARGES ARE CUMULATIVE
**MULTIPLE CHARGES PER SHIPMENT MAY OCCUR.
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Shipment Preparation

Inbound Shipment Documentation Requirements

The following two items are required to accompany each shipment:

e Packing Slip Info. — If shipment has multiple Purchase Orders and/or multiple Packing Slips
please include a consolidated master Packing Slip.
e Bill of Lading (see sample)

Packing Slip Requirements

A separate packing slip is required for each purchase order.

If the shipment requires more than one trailer (e.g. multiple trailers, one PO), a separate
packing slip outlining the particulars of each trailer is mandatory
Required information for each packing slip:

Purchase order number

FOB Information

Trailer number (if known)

Packing slip/shipper reference number

Backorder status

Carrier name

Pieces and weight

Nooabkowd =~

Required Information for Each Line Item:

Product description

Commonwealth material number (Supplier Part Number is Not Mandatory)
Number of units/eaches

Number of cartons

Backorder status

If any of this information is not provided, payment will be delayed as will the receiving
process.

Bill of Lading (BOL) Requirements

All Commonwealth of PA PO’s in the format, xxxxxxxx, must be referenced on the BOL.
BOL must be filled out to show the actual carton/piece count first, the number of pallets
second, total shipment weight third. Drivers must have the ability to verify the carton/piece
count at time of loading and sign for carton/piece count (Shipper Load and Count is not allowed
without prior consent of the Commonwealth Warehouse Manager

Subject to the vendor agreement, the terms of the individual purchase order, if the
Commonwealth of PA is responsible for freight charges, mark freight charges as “FREIGHT
COLLECT".

Note “DO NOT BREAK DOWN OR TOP LOAD” on pallets or BOL

Drivers must Date, Sign and Print their name legibly on the BOL.

All full truckloads must be SEALED with SEAL NUMBER noted in general comments area.
All PO’s shipped in one day to one Commonwealth of PA Warehouse location MUST be
consolidated onto one BOL/one carrier PRO.
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e All vendors using 3rd Party Logistics to distribute their product must ensure that the Vendors
name appears in the shipper info, NOT just the name of the company physically tendering the
freight to the carrier. Vendor name must be listed first, followed by that of the 3PL company.

o If the Commonwealth of PA is responsible for the freight charges, please ensure the following
bill to address is referenced on BOL:

ABCD Corporation

123 Any Ave, Yuma AZ

65009
Carrier: XYZ Service Requested: Charges To: Bill to: 123456
Transportation, Inc
Air Surface [Shipper
Priority Track |Consignee Date: 02-16-01
Standard Ground |Third Party
Shipper: ABCD Corporation Consignee: Commonwealth of Pennsylvania
Street: 962 Blossom Ave. Street: 2221 Forster Street
City/State Yuma, AZ 12345 City/State: Harrisburg, PA 17105
Bill To: Commonwealth Of Pennsylvania Trailer Seal Number:
Attn: Transportation
2221 Forster Street
Harrisburg, PA 17105
Pieces Pallets Description RSF WPO Weight
72 9 SAP Forms 40-01234 1700
109 5 Rock Salt 40-58789 2600
181 14 4300
Shippers Signature: Date: Time:
Print Name: Received By:
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Palletizing, Packaging & Labeling Guidelines

Pallet Design & Specifications

2-Way Entry 4-Way Entry

2800H New Pallet Specifications

This pallet is rated for a load carrying capacity of 2800Ibs across a 44" free span. It is a 48"x40", notched stringer,
4-way entry for fork tines and 2-way entry for pallet jacks; flush non-reversible, multiple-use pallet

Medium-density and better hardwoods, moisture content less than
All Board Material 25%

QTY Size
Top Deck boards 2 5 1/2"(w) x 3/4"(h) x 40"(l)
5 3 1/2"(w) x 3/4"(h) x 40"(l)
Boards evenly spaced, maximum spacing between duckboards is
31/4"

Bottom Boards 2 51/2"(w) x 3/4"(h) x 40"(l)
3 31/2"(w)x 3/4"(h) x 40"(l)

Stringers 3 1 3/4"(w) x 3 3/4"(h) x 48" (1)
Notch 9" long, 6" from end with 1 1/4" maximum depth
Nails Per Junction 5 1/2" boards need 3 nails per junction
3 1/2" boards need 2 nails per junction
Nail Length and Diameter 2 1/4", 0.112 stiff stock helical

No shiners on exterior of pallet
Nail heads to be flush or countersunk

Accuracy of overall pallet length and width: +/- 1/4"

All pallets must conform to the National Wooden Pallet and Container Association's "Uniform Standard For Wood
Pallets”, this includes "Approved Standard for Repair of Wood Pallets”
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Proper Pallet Loading Pattern
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In the first diagram the cartons are safe from damage. The cartons are protected in transit by the pallet.

LI IJ Z LI_I_I_I_I A
e s M,
CORRECT -n...-....., INCORRECT [ Se—

In the second diagram below the cartons would be damaged due to overhang. We would be required to
rearrange the cartons onto separate pallets to eliminate the overhang. Pallet must be 40” x 48” with fork
access on 40” face or on both.

Total pallet height must not exceed 60”. Total pallet weight must not exceed 2800 Ibs.

Banding and Stretch Strapping Specifications

Seal all boxes with polypropylene packing tape. Flaps may be spot glued.

Banding four (4) straps, steel or nylon bands, and two (2) in each direction tightly securing the load.
Corner edge posts are required the complete height of the corner, so the cartons will not be cut by the
bands and the center layer will not move or shift.

If using stretch wrap, wrap the entire skid load so the center layers will not move or shift and the load on

the skid is stabilized. We suggest using 3 wraps on the bottom of the skid and 4 wraps on the top of the
skid. Ensure stretch wrap tension is adequately adjusted to stabilize load, but not damage cartons.
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Carton Guidelines and Product Protection

The physical appearance and structural integrity of the shippable carton is as important to our customer’s
as the commodity itself. Product will be refused and disposition costs will escalate if product is not
sufficiently packaged for transit.

The Commonwealth of PA maintains that proper packaging is required to protect product as it moves
through the supply-chain. Individual cartons can weigh no more than 50Ibs each. Cartons must be
constructed and packed so they will not collapse when two pallets of similar materials are stacked on top
of the pallet.

The vendor is responsible to ensure product packaging meets industry standards as outlined by the
International Safe Transit Association (ISTA). If The Commonwealth of PA experiences a high rate of
damage with your product(s), we reserve the right to have your packaging tested by industry-recognized
professionals. The supplier may bear responsibility for any expense involved.

Two organizations focused on proper packaging are the ISTA www.ista.org and ASTM International
(Formerly known as American Society for Testing and Materials) www.ASTM.org Proper packaging
specifications for your products can be found on these organizations web sites.

Taking a leadership position, The Commonwealth of PA has established guidelines for conforming and

non-conforming product as it relates to damage in transit. This standard can be found in the “Receiving
Policy” section of this standard.
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Labeling Guidelines and Shipping Label Placement

LOOSE BOXES (COURIER SHIPMENTS)
— T

Shipping Labels should be located on top of the box, away from any packing tape. A packing slip
must accompany any shipment. Each carton must be individually labeled. Labels must include the
following information: Material Number (From PO), Material Description (from PO), U/M, Quantity
in Carton, PO Number, and serial number information, if applicable, must be easily located. . All
labels will be visible on the perimeter of the carton.

CARTONS ON PALLETS

Each carton must be individually labeled. Labels must include the following information: Material
Number (From PO), Material Description (from PO), U/M, Quantity in Carton, PO Number, and
serial number information, if applicable, must be easily located. . All labels will be visible on the
perimeter of the pallet, per example above.

Shipping labels should be located on top of the pallet, away from any packing tape. A packing slip
must accompany any shipment.

PAPER ROLLS (Wrapping Instructions)

Wrap 2 individual rolls together and place a maximum of four (4) rolls per pallet. Rolls of paper are
to lay flat on the pallet. If paper rolls are not in compliance with this instruction, The
Commonwealth of PA reserves the right to refuse or reject the order.

SERIAL NUMBERING

Documents requiring serial numbers shall be shrink wrapped in quantities of 50 or 100 unless
otherwise specified in the purchase order. Each inner shrink-wrap bundle shall be arranged in
serial number sequence with low serial numbers on top and high serial numbers on bottom. The
labeling of each carton shall include the serial numbers contained therein, along with the standard
label requirements as specified in this manual.

BAR CODE SPECIFICATION

These specifications will be provided at a later date.
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Inbound Review Process

Inbound Review Process General:

The Material Review Process ensures that non-conforming material is reviewed on a timely basis
and properly dispositioned.

It shall be the responsibility of the Warehouse Superintendent and the agency representatives to
review non-conforming material.

During normal order processing, defective product may be discovered that does not meet customer
specifications. This product will be marked with a hold tag as non-conforming material and placed
in the MRB area. Agency personnel will be notified immediately.

For non-conforming material: a hold tag will be completed and affixed to the part. The part will be
placed in a non-conforming material area, if space permits. Disposition of the material will be made
by purchasing agency personnel. The person making the disposition will initial the tag. The tag will
stay affixed to the product until it is scrapped or returned to the vendor after which the warehouse
personnel will file it.

For scrapped material: the warehouse will adjust the information in SAP to reflect removal of the
defective material as scrap.

Receiving Inspection

It will be the responsibility of receiving personnel to perform receiving inspection and forward the
results of this inspection to the proper personnel for verification of conformance to requirements.

All drivers with incoming material must report to the receiving/shipping office. Upon receipt of the
vendor bill of lading, the driver will be given instruction as to where to unload. The material will be
visually inspected prior to off loading.

The driver reports to the proper location and forwards all paperwork to receiving. Receiving will
verify that the material documented on the bill of lading matches the COPA purchase order.

Receiving performs the receiving inspection, signs the packing slip and attaches it to the bill of
lading.

If all areas meet the material specifications the received product is entered into the computer
database as transient inventory. The carrier is given his copy of the delivery receipt, which
indicates receiver’s name and any discrepancies in the receipt of material.

If material does not conform to specified requirements, it may be rejected back to the vendor. If the
material has to be unloaded, the non-conforming material will be placed into the non-conforming
material area and a claim will be entered with the vendor. Once the disposition on the material
has been made, arrangements will be made to either scrap or return the material.

Supplier on-site verification is currently not necessary at COPA warehouses due to supplier
capabilities.
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Receiving Inspection Reporting

This instruction ensures that the Division of Warehouse and Distribution implements a formal
process for inspection of all incoming material. Verification of conformance to specified
requirements will be required.

It is the responsibility of receiving personnel, supervisors, and shipping warehouse personnel to
perform the required inspections.

Paperwork received from the driver must be checked for consistency by the receiving department
by comparing it to the original order prior to unloading. Paperwork should contain a Bill of Lading
and Packing Slip.

Material conforming to specified requirements will be received in and the information will be
entered into the computer database. The material will then be tagged for proper identification.

Should material be entirely or partially rejected, the purchasing agency and the supplier will be
notified. The warehouse superintendent should be notified to re-inspect the material and confirm
disposition. All material will be dispositioned to the designated MRB area pending outcome from
agency personnel.

For documentation purposes, the BOL must be marked accordingly to all discrepancies and a copy
provided to the agency.

For SAP procedures related to refusals and credits, please follow the link below:
CREDITS/STOCK DENIALS/RETURNS — Section 16
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Damages To Cartons

Conforming Material

Torn Handle

The carton is not damaged other than a torn carrying handle. This damage was a result of improper
lifting. The internal contents are intact and unaffected.

Punctured Corner

\ b T

'I:he carton has a small puncture in the lower left front corner. The carton has no other damage and the
internal contents are intact and unaffected.
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Cosmetic Imperfections

The carton has a slight dent in the corner. There are other minor cosmetic imperfections. The internal
contents are intact and unaffected.

Creased & Scraped Panel

- l""_—l--'.-‘- . .
The carton has a minor crease and slight scrape on the front panel. The internal contents are intact and
unaffected.
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Dented Corner

The carton has a dented corner. The internal contents are intact and unaffected.

Creased Panel

l Optiquest Q53

The carton has a crease at the bottom of the front panel. This can be caused by poor palletization. The
internal contents are intact and unaffected.
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Non-Conforming Material

Compressed Panels

This carton has been compressed. The resulting damage may have comprised the internal contents.

Compressed Carton

This carton has been compressed. The resulting damage may have comprised the internal contents.
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Punctured Corner

Veris

The carton has been punctured and torn open exposing the internal contents. The internal contents are
assumed to be damaged.

Torn Carton

The carton has been ripped open, exposing the internal contents. The internal contents are assumed to
be damaged.
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Punctured Carton

The carton has a puncture on a side panel. Thelinternal contents are presumed to be adversely affected
by this damage.

Scraped, Punctured & Dented Panels

=

The carton has an abrasion and has been punctured exposing the internal contents.
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Crushed Carton

The carton has been crushed on the top panel. The internal contents are presumed to be adversely
affected by this damage.

Creased & Ripped Carton

The carton has been torn and creased. The internal contents are presumed to be adversely affected by
this damage.
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Inferior Quality Pallet

-

This pallet is made from balsa r similar weak material. The bottom deck boards have broken away from
the stringers making the pallet unsafe.

Wrong Size Pallets

This Supplier has shipped product on pallets that are the wrong dimension, making it impossible to
store without re-stacking on correct COPA Pallets.
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Inventory Management / Physical Inventory

Inventory — General:

All inventory items under the responsibility of the DGS Distribution Center will be counted a
minimum of one (1) time per year.

The inventory will be counted using the ABC methodology for inventory classification. This can be
found in General Plant Data/Storage 1 tab, CC Phys Inv. Ind (Cycle-Count Physical Inventory
Indicator). The code is generated by material number strictly from an inventory movement history
standpoint. There will be 4 codes associated with this indicator: A = top 56% of inventory
movement, B = next 28% of inventory movement, C = 14% of inventory movement and D = last 2%
of inventory movement. This breakdown is automatically calculated in SAP and we transferred the
results. We will compare usage rates every 6 months to ensure we have the correct cycle counting
code in place.

Based on the new CC codes, we will cycle count in the following manner:
A ltems = monthly, B ltems = Every 2 months, C ltems = quarterly and D ltems = yearly.

Metrics will be compiled monthly to report results by agency and warehouse. A formal cycle-
counting program will be established and inventory accuracy will be counted as a “hit” if count and
location is accurate.

Inventory accuracy for all distribution centers will have a goal of 98%+, by warehouse. If this goal
is maintained for 2 consecutive quarters, no annual physical inventory will be accomplished.

Inventory — Spot Counts — DGS Distribution Center:

DGS Distribution Center will perform inventory spot counts as required to maintain accurate
inventory. These counts will be in addition to the formal cycle-counting program.

Inventory — Spot Counts — Agency:

Agencies may visit any designated DGS Distribution Center to perform material inventory as
desired/required. It is required that agency contact person schedule appointment with the
appropriate warehouse.

Inventory — Posting:

Agencies will coordinate with the DGS Distribution Center the “posting” of inventory in a timely
manner.
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Inventory — Discrepancies/Errors:

DGS Distribution Center will work with appropriate agency to resolve any discrepancies and/or
errors. The DGS Distribution Center will not make any inventory adjustments without consent from
the affected agency. This consent may include, but is not limited to:

Telephone contact

Written notification of discrepancy/error

Re-counting of items by DGS Distribution Center

Counting of items by Agency Personnel

Written statement of occurrence signed by appropriate DGS Distribution Center and
Agency staff person

o=

Inventory Adjustments

Agency is responsible for determining any actions regarding their inventory. This includes, but is
not limited to, all additions, deletions and changes.

Agency is responsible to notify DGS Distribution Center of all inventory additions, deletions and
changes. This notification must occur in a timely manner to allow DGS Distribution Center
adequate time to manage agency’s inventory.

Agency must use the Inventory Communication Form regarding all notifications. A signed copy of
this form must be promptly provided to DGS Distribution Center. The agency can e-mail this form
or fax this form to the appropriate warehouse. Upon completion of form, DGS Distribution Center
will maintain these forms at a central location at the DGS Distribution Center.

For additional details regarding Inventory count processes, please follow a link below:
SAP Inventory Transactions — Section 16
Morris Physical Inventory — Section 14
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INVENTORY COMMUNICATION FORM

Name: FAX #
Agency Phone #
Action Date Action Requested

(note symbol legend)

N — New ltem

D — Destroy stock on hand immediately
D1 — Destroy stock when new edition received
OD - Obsolete and destroy stock

SYMBOL LEGEND

R — Restriction as noted

M — Miscellaneous as noted

C1 — Change unit of issue

OHC - Request for on-hand count

S — Send samples to Forms MGT

CHARGE DESTROYED
STOCK TO PROGRAM

OFFICE:

COST CTR FUND GENERAL LEDGER

FORM DETAILS

SAP
Number

Form
Number

NOUN
NAME

UNIT
COST

SOURCE
CODE

UNIT OF ISSUE Value of destroyed stock

REVIEW
CODE/mont
h

PARTS ON HAND

NO. OF FORMS
PER UNIT

FORM SPECIFICATION

SIZE

HOW PRINTED |

PROGRAM OFFICE

FOR OBSOLETE FORMS ONLY

REPLACING FORM NO.

| | DATE OBSOLETED |

REASON
ORDER INFORMATION
P.O. ANTICIPATED DELIVERY
NUMBER
NEW PART # QTY ORDERED EXPECTED # OF PALLETS
INFO
PROCESSED AT MS [] DATE
PROCESSED AT O DATE
WHSE
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Goods Issues/Picking and Packing

Goods Issues/Pick Slips — General:

The DGS Distribution Center will process all Goods Issues and Pick Slips on a daily basis. Unless
otherwise noted or there is an emergency need, agency requisitioners will be required to process
their requisitions to the DGS Distribution Center.

Goods Issues/Pick Slips will be delivered within two (2) business days from the date of order.
Agency’s will be required to notify their requisitioners of backorder, deleted and/or modified.

Detailed Information on Pik/Pack and Gl Procedures by selecting a link below:
SAP View And Print Orders — Section 16
SAP Hardcopies - Section 16
SAP Print Goods Issue For Hardcopy - Section 16
SAP Invoicing For Hardcopies - Section 16
SAP Invoice Printing - Section 16
Warehouse General Picking/Packing Procedures - Section 16

PLCB - Pick Cards — Section 13
MORRIS - Order Filling — Section 14
TOPICS - Pick and Pack Procedures — Section 15

Non-Controlled, Non-Restricted Items (SAP):

If an agency’s inventory for non-controlled, non-restricted items is managed in SAP:
Requisitioners will be required to use EB Pro Requisitioners in MyWorkPlace — THIS INCLUDES
EMERGENCY REQUESTS

A Goods Issue will be processed

Unless there are unusual quantities ordered, requisitions would not be reviewed for items and/or
quantities ordered.

Backorders will accumulate until there is stock replenishment of the material or the item is deleted
as an inventory item. Backordered items will be the responsibility of the agency to ensure these
orders are satisfied by new purchase orders or expedited delivery dates.

Controlled, Restricted and Secured Items (SAP):

If an agency’s inventory for controlled and/or restricted items is managed in SAP:

Requisitions will be processed in a method that is within the guidelines of the agency. SAP will be
the controlling system for ordering restricted items. It will be the Agency’s responsibility to
establish guidelines for ordering within the Agency.

A Goods Issue will be processed

Backorders will accumulate based on guidelines of the agency

The new material group 099999 for restricted inventory materials is in production.  This will
identify inventory materials with restrictions on ‘who’ can obtain from inventory plants: forms,
formula, dog tags... Material group 099999 will be used throughout all plants in SAP. When these
materials are created in SAP, the material master MUST have material group 099999 identified
with those materials.
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EBPro will have an approval process to capture material group 099999 and forward those orders to
an approver(s) within the plant. Once the order is approved, it forwards to the inventory plant for
processing and shipment.

Agencies must contact IES to establish materials for restricted ordering and access.
All Non-SAP Inventory:

If an agency’s inventory is NOT managed in SAP, for non-controlled, non-secure, controlled and/or
secure requisitioners will be required to use whatever method is currently in place to request items
from your inventory.

Requisitioner - Goods Issues/Pick Slips

Agencies will designate a liaison person who will act as central point of contact for their
requisitioners.

Questions:

Agency requisitioners will be directed to contact the DGS Distribution Center — Customer Service
Unit regarding any questions or concerns. DGS Distribution Center — Customer Service Unit
business hours are 7:00 AM to 4:30 PM

Phone: (717) 787-6159 Ext. 3234 or 787-6159 Ext. 3244; Fax: (717) 787-0934

DGS Distribution Center will provide a Customer Service Website located on the Department of
General Services website: www.dgs.state.pa.us/surp_prop/site/default.asp.

Goods Issue - Discrepancies:

Discrepancies will be managed on a case-by-case basis. This may require DGS Distribution
Center to:

Work with Requisitioner to resolve discrepancy

Work with agency liaison to resolve discrepancy

Require written statement from requisitioner, agency or supplier.

Require electronic and/or faxed information from Requisitioner, agency or supplier.
Contact shipping company and/or shipping tracer regarding proof of delivery

o=

Goods Issue - Returns:

Returns will be managed on a case-by-case basis. This may require DGS Distribution Center to:
Work with Requisitioner to coordinate return

Work with agency liaison to coordinate return

Require written statement from either Requisitioner and/or agency

Require electronic and/or faxed information from Requisitioner and/or agency

Goods Issue - Credits:

Credits will be managed on a case-by-case basis. This may require DGS Distribution Center to:
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Work with Requisitioner regarding credit

Work with agency liaison regarding credit

Require written statement from either Requisitioner and/or agency

Require electronic and/or faxed information from Requisitioner and/or agency

NOTE: Due to fiscal or data base restrictions, DGS Distribution Center may be limited to how
credits are processed.

Goods Issue - Quality Assurance Check

The DGS Distribution Center is responsible for providing a quality assurance check for Goods

Issues and Picking Slips. DGS Distribution Center initial and date the inspected Goods
Issues/Picking Slips.

Controlled Documents and Secure Inventory:

Controlled Documents and Secure inventory items will be managed as indicated by the appropriate
agency. DGS Distribution Center will provide a quality assurance check to ensure shipments and
any required written documentation is properly maintained.

Inventory Management:

DGS Distribution Center will provide quality assurance to ensure inventory is properly rotated in
accordance with agency and/or manufacturer’s requirements — such as: expiration dates, lot
numbers, serial number control, etc.
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Picking/Packing/Shipping Materials

1. Picking Materials

a. Equipment Operator pulls each material listed on Goods Issue Slip
1. Locations and Quantity of each material is listed on Goods
Issue Slip

2. Materials are placed in Packing Area

a. Materials are grouped on skids

b. Equipment Operator signs/dates Goods Issue Slip

c. Goods Issue Slip is placed with materials in visual, secure

location.
b. Storekeeper double checks materials have been pulled accurately

1. Incorrectly pulled items:

a. ltems are returned to accurate warehouse location.

b. Equipment Operator is informed of his mistake.

c. Correct Items are pulled and re-checked by Storekeeper
2. Correctly pulled items:

a. Storekeeper signs/dates Goods Issue Slip

b. Materials placed in packing area

2. Packing Materials

a. Stock Clerk locates packing box (es)
1. Ensure box (es) is adequate for amount of materials.
b. Items are strategically placed in box (es) for best fit.
C. Stuffing material is placed in all empty spaces.
d. Ensure all materials are packed securely
1. Box (es) should be shaken without hearing any items shifting.
e. STO Number is listed on box (es)
f. Stock Clerk completes proper information on Goods Issue Slip

1. Name and Date
2. Carton Count
g. Items are ready for shipment

3. Shipping Materials

a. Local Shipments:
1. Envelope prepared with proper information:
a. Write Information on Envelope
1. STO Number
2. Address
b. Insert 2" Copy of Goods Issue Slip
1. This is the Customers Packing Slip
2. Envelope is taped on box in a visible location
3. 1% Copy of Goods Issue Slip is folded and placed under the
envelope
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a. This copy is to be signed/dated by requesting agency,
upon delivery, for delivery verification, and returned to
warehouse.

4. STO Number is placed on all boxes, unless shrink-wrapped
5. Box (es) are placed in Local Shipment Location

b. UPS Shipments:
1. Place Box on UPS Scale for weight
2. Address: Enter Delivery Address
3. Reference: Enter STO Number
a. For multi-box shipments:
1. Click on ‘Use on all Packages’
2. Click Back (to address screen)
3. Place carton on scale and select ‘ADD’
4. Change carton on scale and select ‘ADD’
a. Repeat process until all cartons have been
weighed
4. Select ‘Process Shipment’
a. Labels and End of Day Reports:
1. Click on Computer Icon

2. Select ‘Yes’
a. Generates label for UPS Driver and Report for
Billing

3. Reprint Report for file:
a. Click on ‘Log Book’
b. Click on Pick up Date
c. Gointo Activities
d. Select “Reprint Reports’
e. Click on ‘Detail Report’

5. STO Number is placed on all boxes, unless shrink-wrapped
6. Box (es) are placed in UPS Shipment Location

c. Common Carrier Shipments:
1. All boxes are stacked on pallet
a. Ensure boxes aren’t hanging over pallet
2. Order prepared for typing of Bill of Lading
a. Information written on Goods Issue Slip
1. Non-Hazmat Materials:
a. Number of Pallets (Number of Cartons) FAK
Weight
Example: 1 pallet (40 crtns) FAK 2040
2. Hazmat Materials:
a. Number of Pallets (Number of Cartons) FAK
Weight
Specific Hazmat Information
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Example: 1 pallet (40 bags) FAK 2000
Corrosive, Sodium Hydroxide, Solid, 8, UN1823,
Il

b. Hazmat Information Sheet is to be attached

3. Bill of Lading, Packing Slip and Shipping Address taped on
carton, in a visible location

4. Pallet is shrink wrapped and weighed (weight entered as shown
above)

5. Paperwork is given to Storekeeper to collect quotes for the most
economical trucking company

6. Goods Issue Slip is given to Clerk Typist to type Bill of Lading

a. Typed Bill of Lading is returned to Storekeeper
7. Pallets are placed in Common Carrier Location

d. PennDot (Pony) Shipments:
1. Envelope prepared with proper information:
a. Write Information on Envelope
1. STO Number
2. District Number
b. Insert 2" Copy of Goods Issue Slip

1. This is the Customers Packing Slip

2. Envelope is taped on box in a visible location
3. 1% Copy of Goods Issue Slip is folded and placed under the
envelope
a. This copy is to be signed/dated by Pony Driver, upon pick-
up, for pick-up verification, and returned to warehouse.

4. STO Number is placed on all boxes, unless shrink-wrapped
5. Box(es) are placed in Pony Location
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Shipping

General:

Unless otherwise noted by agency’s service requirements, DGS Distribution Center will determine
the most cost efficient method of shipment.

United Parcel Service (UPS):

Agencies are required to process all administrative and fiscal documentation required to maintain
an active United Parcel Service (UPS) Shipping Account. DGS Distribution Center uses the UPS
Ground as their primary method for out of town shipments.

Agencies have the ability to review their UPS account through their Agency’s UPS Liaison. Agency
will have the ability to back charge to the appropriate Fund and Cost Centers.

DGS Distribution Center will monitor all shipments via UPS and will establish reporting and delivery
exception procedures as described in www.ups.com.

Local Deliveries:

DGS Distribution Center will deliver to all agencies facilities in the Harrisburg Area on a daily basis.
Note: All DGS Distribution Center staff will be required to wear correct Commonwealth Employee
Picture Identification.

Agency Mailroom:

If it is determined by the DGS Distribution Center, the most cost effective method is to mail
shipments the DGS Distribution Center will drop off items to be mailed to respective agency
mailrooms for processing.

Less Than Truckload or Truckload Shipments

If “Less Than Truckload” (LTL) or truckload shipments are required for shipment to a customer
outside the Harrisburg area, DGS Distribution Center, DGS will obtain 3 quotes from outside
carriers. This procedure will be accomplished using Attachment 3.
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UPS Procedures
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Tracking Packages
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Shipping Packages

o

Fill in appropriate fields \

Enter 5STO#

WAYS BE

THE PRO

NAME ARE IN THESE FIELDS
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Single Package Shipment: After all required fields are filled, place
package on scale and hit *Process Shipment” Place address label on
package and the small second label place on the STO

& 8 ] m e

Shin T | S From | Distabution |

Cuntisnes - I Upcaie Addiacs fiock
| I Finsidertial Ackiess
Compary 8 e .

| &l
|

Comee

e P
l_w? Shaln P .
| |
LIPS Aocourt Murber T 1D Number
ik Priskie:
]m =] |Emay =]
Fon Hal, prii Sl 4 F1

M5tent | [@UPS Onbine® WoddS._. 7] Document - WinPad |

Multiple Package Shipment: Afier all required fields are filled place the
first package on scale and hit “Add.” Place label on the package to be
shipped. Continue this for all packages until you come to the last package.
The last package of the shipment hit “Process Shipment” Place the small
label on 8TO
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Enter the STO # in the “Reference Number 1™ and click “Use on all
packages” the STO # will appear on all shipping labels
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End Of Day Reports

Click on computer it will then ask,
“Dxt you want to start End of DayT
Click “YES"
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When the
A fabel will be printed set aside for UPS driver repor is
A report will then print. finished
printing
click on the
book
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TO REPEAT REPORT
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1. Click on
“*Activities"

Took UFSWebdocess UPS Online Connect Window  Help

Pas o = 7 )

¥
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The reports will reprint. You will have one report for your reference files
and the second for the Comptroller/payment.
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Which Common Carrier to Use
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Use for shipments under 10,000 pounds

“§ A. Duie Pyle Companies - Microsoft Internet Explorer

_P.- oilrackin

L

Show Tool Tips [l

Click hers for
Customer Options
then click “Logon”

Hotlinelools)

Investments in the
Right Equipment

At A. Duie Pyle we pride
ourselves in making
investments in the right
equipment. You have our
“Seal of Commitment!”
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AD G5 COMMODITY WAREHOUSE HARRISBURG, PA - Microsoft Internet Explorer

IPio Trackin '.‘.-ft_e Sedarch
—
Show Tool Tips [l
Click on
[ MyiByle! i “Rate
Quotes”
Logoff -
My BOL Wizard /
My Claims Welcome to My Pyle, a private
My luvoices and secure
My Payabies section of our website that A.
My Pickup R Duie Pyle, Inc.
My Profile has designed exclusively for our
My Rate Quot customers.
My Reports
My Spot Quote My Pyle offers many online tools, easily customized to help you handle
_ Shipment Tracking your business more efficiently, using such features as:
Onlineilools =] A BOE T w cewecd - (Croate nrint and case afficial A . hill |
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ALTL-D G 5 COMMODITY WAREHOUSE HARRISBURG, PA - Microsoft Internet Explorer

o @ hittp: /A pyleco.comdt pPyle/default asp

Pro Tracking Site vea |
Show Tool Tips [l 80th Anniversary of A. Duie Pyle
ey A. Duie Pyle Kate Quote
Enter Zip
LTL-D G S COMMODITY WAREHOUSE HARRISBURG, PA Code
My BOL Wizard /|
thy Cleies c Inbound Collect & Outbound Prepaid
Class of
Material Origin Destination
[17701
My Bt Qlntes Class Weight L— || Weight of
My Reports Material
M Spr une B E_1 acquired from
Shipment Tracking ] STO

Scroll down to complete Quote information
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Click on PRISON or HAZARDOUS if one of the two boxes come into play. Information can be found on

the STO.

ALTL-D G 5 COMMODITY WAREHOUSE HARRISBURG,_ PA - Microsoft Internet Explorer

Rroilrac

Show Tool Tips [l

Logoff

My BOL Wizard
My Claims

My luvoices

My Payables
My Pickup Request
My Profile

My Rate Quotes
My Reports

My Spot Quote
Shipment Tracking

Click GO

Appointment / Call Blind / COD

Before Hidden Amount

Construction Site Government I“SI.d ¢ .
Delivery

lnside Deltyery O1 Liftgate Nuclear

Ground

Sort & Seg. Pieces | O | Residential [ | Prison

D) 4

Single Shipment

PGS,

Freezable

S En

Page 61

O | Hazardous




My BOL Wizard
My Claims

My Invoices

My Payables

My Pickup Request

My Profile

My Rate Quotes

My Reports
My Spot Quote
Shipmeni Tracking

Wotiineloos)

A. Duie Pyle Receifves 'Guest for Qualipy’

Transit Days:

1

Class Weight

Rate

Outhound Prepaid Freight Charge

Fuel Surcharge (7.50%)

Total Freight Charges
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| R+L Carriers - Microsoft Internet Explorer

ple. Pride in Our Pe

rmance.

Toll Free: 800.543.5589

L Home l Services l

Coverage l Jobs l Employees l

News l History ll-fe!p l Contact

)

R+L Web Tools
\' W Use the drop down

1 J menu or links below:
1o navigate The R+L
Wieb Toals.

[ |-
Click and Ship

Rate Quote

Bill of Lading

Pickup Reguest

More Eway Tools

Transit Times

-

E3 News and Press Releases

MYRLC Login
Username:

— -
Cop Npws
R+L Carriers Opens Hew Terminal in
Chattanooga, TH
lick here to viess full listing

Paszword;

10M11/2004

Chattanoodgs Terminal Opens Today

R+L Carriers is proud to announce the grand opening of t's
Chsttanooga, TH Service Center. The terminal is located at 912 VWiest
33rd Street, Chattano... Shipment Tracin

Mew User Signup
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| R+L Carriers - Microsoft Internet Explorer

Toll Free: 800.543.5589

e in Our People. Pride in Our Performance.

rt— R i Click on
( Home | Services | coverage | Jobs | Empioyees | mews | History | Hep | comm@@ ) “‘Rate

Quotes’

i

SearchforJobs | Online Resume

y -

MYRLC Tools B Your Custom MYRLC Too
MY RELC iz your

1 private and secure = .
; o Rate Guot: Cpen Invoices
- =ection. @ Welcome

) Bill of Lading % Invoice Tracing DEPARTMENT OF GENERAL
SERWICES

Click and Ship
Fate Cucte

Bill of Lading £ B2 Tools & Daily Manifest
Pickup Request

B More Eway Tools
Transit Times

Shipmert Tracing

Pickup Reguest S auto Login
L RLRed 4 You are logged on.

- Document Retrieval 1 Browwser App.

Q}) Activity Hiztory Bl Shipping Labels
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| R+L Carriers - Microsoft Internet Explorer

zection.

MYRLC Tools
MYRLC iz your
private and secure

B Click and Ship
Rate Gucte

Bill of Lading

Pickup Reguest

Transit Times
Shipmert Tracing
Credit Application
Dengzity Calculatar
Rules Tarift
Special Charss

Service Poirts
Claims Status

Document Retrieval
B2B Tools

Activity History
Open Invoices

More Eway Tools

MYRLC Features

E) Rate Quote

Review Previous Quotes |

## = Required Field (Mote: £t least one set of clazs and weight values are required)

General Information

Ofigin Zl}a-’(faﬂe:* 3

Class

W H

Weightilbs.}

Destination Zip Code:s

’(

Accessorial Charges

Inside Deliveny:

% |

-

-

=)
i
]

Residential Delivery: /

-

cop amount:$ [/

.

Enter
required
fields
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R+L Carriers - Microsoft Internet Explorer

Rate Guots

Bill of Lading
Pickup Renuest Quote #: 5031189 Service Days: 1
More Eway Tools

Rate Quote

Customer Code: 7177876147

Transit Times: :
Credi Application o . . _ S i = el
TR Terminal: LEBANGCHN, PA (LEB) |Terminal: | SCRAMTON, PA (SCR)
Rules Taritt ip: 17105 Zip: 17701

special Charges
Service Points.
Claims Status
MYRLC Features
Document Retrieval
B2B Taols C 925 $265.01
Ativity Histary
Open Invoices
Invoice Tracing Gross Charge §286.50
At Logon = T
BoNasr Boh. Discount _ ] §194.82
Draily hianifest
Shipring Lakels

1-888-714-1231 Phone: 1-800-654-6927

Charge

Deficit Weight 7 §21.49

Fuel Surcharge §10.82

Met Charges

Wireless Tracing .
Wireless shipment Fake 50 APPLIES TO CLASS 50 TO.925

This is the
Quote for
this
Shipment
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PAX

17105 50
17701

0

Enter all
required
fields and
Hit ENTER
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Zf Document3 - Microsoft Word

PJAX, Inc. - Effective: June 7, 2004

pAX

7105 |
o
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File Retention

Non-Secure/Non-Controlled Goods Issues/Picking Slips:

Completed Non-Secure/Non-Controlled Goods Issues/Picking Slips will be maintained on file for
twelve (12) months from date of issue at the DGS Distribution Center.

Secure/Controlled Goods Issue/Picking Slips including any extra
documentation:

Completed Secure/Controlled Goods Issue/Picking Slips, which includes any logs or special
documentation, will be maintained at the DGS Distribution Center on a retention schedule identified
in the Agency’s Service Requirements.

United Parcel Service (UPS) Shipping Reports:

United Parcel Service (UPS) daily shipping reports will be retained for a twelve (12) month period
from issue date at the DGS Distribution Center.

Daily Local Shipping Logq:

The Daily Local Shipping Log will be retained for a twelve (12) month period from date of log at the
DGS Distribution Center.
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Excess Retrieval and Disposition Instructions

Submitting Material For Storage

Instructions For Excess Identification Tag
Enter appropriate information onto the tag.

Plant
Dept.
Description
Date

Attach it to the excess property. Ensure method of attachment does not damage the property.

Instructions for Completing Excess Packing Slip
Complete the following information

—_

Date

From:

Plant #:

Page  of

Enter appropriate information from the tag onto the packing slip.
Complete all required fields on the packing slip:
Tag number
Bureau
ltem Number (note: Select from “Standard Item Descriptions” tab)
Item Description (note: Automatically populates based on Item Number)
Item description 2
Color (if applicable)
g. Quantity
After the packing slip is complete, print out 2 copies and bring with material to Excess
warehouse.
Call Robin Hetrick, Excess warehouse and schedule delivery appointment. 787-6159, ext.
3234
Electronically send the packing slip using Microsoft Excel to, Robin Hetrick, Excess
warehouse.
After material is delivered, shipper and receiver will sign and date delivery for validation of
contents and proof of delivery.
Shipper will receive one signed copy of packing slip for records.
Excess warehouse will add contents of packing slip to master inventory (from electronic
packing slip) and will file hardcopy Packing Slip.

~PooTD

State Surplus Property

Follow 551 Disposition Report System
Note: Please call 787-6159, ext 3234 to schedule delivery appointment

Retrieval of Items from the Excess Warehouse

Page 70



Review of Property

If you need to review or look at the items stored for your bureau, please contact the warehouse
manager to establish an appointment. Hours of operation are 7:00am-4:00pm. An appointment is
necessary to ensure personnel are available to escort you through the warehouse. The escort is
necessary to ensure the security of everyone’s property.

To retrieve an item(s) from the Excess Warehouse

E-mail the warehouse manager with the tag number and the description.

Make arrangements for pick-up/delivery.

Upon receipt of the item, the receiver will sign for the item using the “Retrieval from Excess

Packing Slip”.

4. Receiver will provide signed packing to the property control officer, as verification of receipt and a
deletion transaction from the Bureau’s inventory.

5. Excess warehouse will transact the deletion from the master inventory.

W=

E3626

PFLANT DEPT _

MESCRIFTION

DATE.

EXCESS PROPERTY IDENTIFICATION TAG

Page 71



Excess Packing Slip

Date: Ship To:

Excess Warehouse
From: 2221 Forester Street
Plant # Harrisburg, PA 17105

Note: Please call 787-6159, ext 3234 to schedule delivery appointment
Ensure all items are secured to pallets and properly protected

Page of
Tag Number  Bureau Item Description Item Description 2 Color Qty
Total Pallets:
Shipper (Print): Received (Print):
Signature: Signature:
Date: Date:
Instructions:

1 Bring two (2) hardcopies of this packing slip with delivery

2 Electronically send this packing slip to Robin Hetrick.

3 Turn in signed packing slip to data entry to addition of master inventory

4 Receiver: Note, provide this signed packing slip to your inventory control officer
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Excess Packing Slip

Date: 9/2/2004 Ship To:

Excess Warehouse
From: Any Agency, Anything Bureau 2221 Forester Street
Plant # #1234567 Harrisburg, PA 17105

Note: Please call 787-6159, ext 3234 to schedule delivery appointment
Ensure all items are secured to pallets and properly protected

Page 1 of 1

Tag Number  Program Item Description Item Description 2 Color Qty
E987456 LRNG Recycle Cans 6 ea, plastic, for consumer, 1 skid Black 6
E236579 HTRE Shed Plastic, 8x14 Red 2
E98075 NHTU Partitions 3x6, 3 ea, 4x6, 2 ea, 1 skid Gray 6
E25874 LMHE Chairs 5 ea office, 1ea exeuc Green 6

Total Pallets:
Shipper (Print): Received (Print):
Signature: Signature:
Date: Date:
Instructions:

1 Bring two (2) hardcopies of this packing slip with delivery

2 Electronically send this packing slip to Robin Hetrick.

3 Turn in signed packing slip to data entry to addition of master inventory

4 Receiver: Note, provide this signed packing slip to your inventory control officer
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Retrieval From Excess Packing Slip
Date: Pick-up/Ship To:
From: Excess Warehouse

2221 Forester Street
Harrisburg, PA 17105

Plant #:

Notice to Receiver: Provide this signed packing slip to your inventory control officer
Page of

Tag Number Bureau Item Description Item Description 2 Color Qty
Total Pallets:
Shipper (Print): Received (Print):
Signature: Signature:
Date: Date:
Instructions:

1 Print two (2) hardcopies of this packing slip for signatures

2 Ensure all items are secured to pallets and properly protected

3 Turn in signed packing slip to data entry for removal from master inventory
4 Receiver: Note, provide this signed packing slip to your inventory control
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officer

Retrieval From Excess Packing Slip

Date: 9/4/2004 Pick-up/Ship To:
From: Excess Warehouse Department of Education
2221 Forester Street Correctional Education

Harrisburg, PA 17105
Plant #:

Notice to Receiver: Provide this signed packing slip to your inventory control officer
Page of

Tag Number Bureau Item Description Item Description 2 Color Qty
E987456 LRNG Recycle Cans 4ea, plastic, for consumer, 1 skid Black 4
E236579 HTRE Shed Plastic, 8x14 Red 1
E98075 NHTU Partitions 3x6, 3 ea, Gray 3
E25874 LMHE Chairs 1ea exeuc Green 1

Total Pallets:
Shipper (Print): Received (Print):
Signature: Signature:
Date: Date:
Instructions:

1 Print two (2) hardcopies of this packing slip for signatures
2 Ensure all items are secured to pallets and properly protected
3 Turn in signed packing slip to data entry for removal from master inventory
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4 Receiver: Note, provide this signed packing slip to your inventory control officer
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Metrics & Reports

Metrics will be maintained by each distribution center and reported on monthly to DGS
Management.

e Inventory Turns: 12/year by agency
Inventory Accuracy: 98%+
Inventory Location Accuracy: 98%+
OTP Supplier Inbound: 95%
Shipment Accuracy: 99%+
Picking Accuracy, 1st pick: 98%
Picking Accuracy, Check: 100%
OTP Shipments: 99%

OTP Delivery: 99%

Inventory Loss by Center: >3%
Carrier Loss by Center: >1%
Concealed Damage by Center: >1%

The following reports will be maintained on a monthly or as needed basis:
e STO Report

STO Values

Inventory Issue Reports

Percent of Inventory Issued

Previous Months Receipts/Issues

Inventory Issues Analysis

Issues from Inventory

Issues from Storage Location

Average Inventory Turn Over

Percent of Inventory Usage

Current Inventory Reports
Current Inventory with Turnover
Total Quantity and Value of Inventory
Inventory On-Hand Report
Storage Location, Inv. On-Hand Qty
Inventory Analysis
Material usage ABC Analysis (12 Months)
12 Month On-Hand Material ABC Analysis

Inventory Issue Reports
Percent of Inventory Issued
Previous Months Receipts/Issues
Inventory Issues Analysis
Issues from Inventory
Average Inventory Turnover (months to turn)
Percent inventory Usage (Consumption)

Receiving Reports
% Of Received Qty
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Material Analysis
Material Status Report
Zero Usage with Value
Zero Usage by Storage Location
Total Qty and Value of Material On Hand
Total Qty and Value of Material Consumed
Monthly Usage Report
Monthly Sales Report.
Monthly Issues Report
Min/Max Qty and Reorder Report

Purchase Order Reports
PO Qty. Analysis
Open PO Report
Value Open PO Report
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Warehouse Inventory Procedure for PLCB Gift Cards

Basic Card Information

There are four (4) cards; SAP material numbers 284624, 284625, 284626, and 284627. The PLCB
Catalog Numbers are 37400, 37401, 37402, and 37403.

e A unique number identifies each card.
e There are 100 gift cards in a pack.

e Each pack will be shrink-wrapped and will be labeled with the first card number in that
bundle and the PLCB Catalog Number.

e Stores will order by the pack.

Receive Cards

1. Insure the correct quantity has been received.
2. Insure the cards are wrapped according to the Purchase Order.
3. Prepare SAP Goods Receipt. (MIGO)

Store Cards

Cards shall be stored to insure labels are readable so lowest number pack will ship before
highest number pack.

Pick Cards

Stores will order cards by PLCB Catalog Number.

Process Goods Issue in SAP. (ZME2W)

Picker will pick required number of packs of cards in sequential order.

Picker will record the card numbers picked and the store number on the Gift Card
Picking/Shipment Log (PLCB-2275).

A copy of the Gift Card Picking/Shipment Log (PLCB-2275) shall be faxed to PLCB Store

Operations on a weekly basis (Friday): Attn: Gail Chiavetta: Facsimile Number: 705-
6746.

Inventory Record

The inventory of cards will be maintained under the appropriate SAP material number on the
SAP system.
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TYPE OF CARD:

[ 1 Single Grapevine [ 1 Hanging Grapevine [] Single Champagne Bottle L]
Hanging Champagne Bottle

PLCB Cat. # 37400 PLCB Cat. # 37401 PLCB Cat. # 37402
PLCB Cat. # 37403

SAP # 284624 SAP # 284625 SAP # 284626
SAP # 284627

PACKS PICKED
STORE # CARD # (100 PER PACK)
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Pendot Order Processing For Morris

THIS SECTION IS NO LONGER ACTIVE

Effective 1 July 2007, all PENNDOT materials previously maintained in MORRIS were moved to
SAP. Current procedures for material and inventory management follow existing SAP guidelines
as outlined in this manual
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PENDOT Order Processing For BMV

NOTE: As of 7/1/2008, All reference to TOPICS in this section are outdated. PENDOT is in
the process of converting all TOPICS inventory to .Centric. Future Updates will contain
supporting documentation for the inventory management system.

Emergency Response Plan

This guidance is intended as a reference and to aid sound judgment and common sense. All
media inquiries should be referred to the Community Relations Coordinator.

Fire Emergencies

In the event of an obvious fire and/or smoke hazard or gas odor:

The person identifying the threat will pull the fire alarm located next to the exit door in the UPS

area. Evacuate the premises immediately according to the designated evacuation plan.

The Supervisor or designee on site, Fred Bender, should immediately call the local law

enforcement agency or emergency number (9-911) to inform them of the emergency.

The person who reported the fire should also arrange to meet with the fire department upon arrival

to inform them of the location of fire and any other pertinent information.

Employees, visitors, drivers, etc. should evacuate to the designated safe assembly area located at:
The front right corner of the building.

Supervisor or if not available, the designee should account for employees and guests after being

evacuated. An attendance sheet will be used to assist in accounting for the employees and guest.

It is necessary to call-out loudly and clearly “here” when your name is called.

In the event of a reported fire, smoke, or a gas odor:

Supervisor should send one member of the evacuation team and at least one other individual to
investigate further.

Should the threat be determined to be manageable, the fire team and any other appropriate
personnel utilizing readily available resources should immediately address it

If the threat is unmanageable, follow the instructions previously given.

Follow-up procedures after an emergency evacuation has occurred:

Contact local utility companies that may have been affected by the emergency to determine if utility
services should be shut off for reasons of safety.

No one may reenter facility until the local police or fire authorities have determined that it is safe for
re-entry.

For further information, please refer to guidelines covered under the Emergency Response Plan in
PPIM # Z-01-026. (See Appendix F)

Emergency Phone #'s of Police and Utilities, Etc.:

Emergency Number 911

Non —Emergency Number 558-6900
Management Notification:

Barry Williams (BOS) 787-9209
Dennis Balbac (BMV) 783-6474
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BMV Contact Information

License Plates, Renewal Registration Stickers, Weight Class Decals, and Rear Window Permits.
Contact person: Dee Krehling

Output Control Staff Office

Riverfront Office Center

1101 S Front Street — 1% Floor

Harrisburg PA 17133

(717) 787-2680

Handicap Placards.

Contact person:; Dawn Barwell
Customer Service Division Unit
Research and Support
Riverfront Office Center
1101 S Front Street — 3" Floor
Harrisburg PA 17133
(717) 787-9720

Safety Inspection Inserts/Emissions Inspection Inserts
Contact person: Chadd Weikert
Inspection Sticker Processing Unit
Riverfront Office Center
1101 S Front Street — 3" Floor
Harrisburg PA 17133
(717) 705-2411

Organ Donor Brochure
Contact person: Bill Neal
Department of Health
7th & Forster Street,
Health & Welfare Bldg, Room 1000
Harrisburg PA 17120
(717) 787 5900

TAP Flyers.

Contact person: Kathleen Mcgrath
Treasury Department
218 Finance Bldg
Harrisburg PA 17120
(717) 772 5000

Page 83



Title Certificates and Salvage Certificates.

Contact person: Penni Bernard Angel Martin
Customer Service Division Customer Service Division
Research and Support Unit Research and Support Unit
Riverfront Office Center Riverfront Office Center
1101 S Front Street-3" Floor 1101 S Front Street-3" Floor
Harrisburg PA 17133 Harrisburg PA 17133
(717)772-3337 (717) 787-9720

Transporters.

Contact person: Paula Stubbs, BMV
Receiving & Depositing Unit
Riverfront Office Center
1101 S Front Street-2" Floor
Harrisburg PA 17133
(717) 787-7852

DL800CN’s (Address Change cards for Drivers License)

Contact person: Barry Williams
Materials & Services Mgmt Division
Keystone Building
400 North Street
Harrisburg PA 17105-3451
(717) 787-9209
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Receiving

Receiving Products Housed in the BMV Warehouse

The procedure for receiving shipments, excluding title shipments, is done the same way for all of
the products housed in the warehouse.

The warehouse employees are notified two days in advance of the delivery by the supervisor of
Miscellaneous Processing. Once the shipment has arrived at the warehouse, a BMV employee will
unload the shipment from the back of the truck and then verify what was delivered accordingly to
the packing list and Bill of Lading.

Once it is established that everything was received, the employee will sign for the shipment. Copies
are made of the Bill of Lading and Packing Slips and filed in the warehouse. The originals are hand
carried to the Supervisor of the Miscellaneous Processing Unit located in Output Control. The
supervisor will distribute the original paper work to the proper contact person that ordered the
shipment.

Attached are several examples of some of the shipments that are received in the BMV warehouse.

Example A: Packing Slip for a shipment of Emergency License Plates
Example A1:  Bill of Laden for a shipment of Emergency License Plates
Example B: Packing Slip for a shipment of “NO PERMIT” Renewal Stickers.
Example B1:  Bill of Laden for a shipment of “NO PERMIT” Renewal Stickers.

Example C: Packing Slip for a shipment of Safety Emissions Inspection Inserts.
Example C1:  Bill of Laden for a shipment of Safety Emissions Inspection Inserts.
Example D: Invoice for a shipment of Organ Donor Brochures and TAP Flyers.
Example E: Packing Slip for a shipment of Transporters.

Example E1:  Bill of Laden for a shipment of Transporters.

Receiving Titles and Salvage Certificates Housed in the BMV Warehouse

Titles and Salvage Certificates Shipments

The staff in the warehouse will be notified by the supervisor of Miscellaneous Processing a week
in advance of a title and salvage certificate shipment. Titles and salvage certificates are shipped
from the vendor (Moores) in a sealed truck.

Only employees of the BMV warehouse are permitted to cut the seal once the truck has arrived at
the warehouse.

The shipment is verified and placed inside the cage area.
Two photocopies are made of the Seal, Packing Slip and Bill of Laden.

Attached are examples of shipments that are received in the BMV warehouse.

Example F: Packing Slip for a Title shipment

Example F1:  Bill of Laden for a Title Shipment.

Example G: Packing Slip for a Salvage Certificate shipment.

Example G1:  Bill of Lading for a Salvage Certificate shipment.

Example H: A copy of the Seal that is cut from the back of the truck upon receipt of
shipment.
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One copy is kept in the warehouse for inventory purposes. The other copy goes to the Supervisor
of the Miscellaneous Processing Unit also for title inventory purposes. The original invoice and seal
are hand carried by a BMV driver to the Administrative Assistant in the Output Control Staff office.

The Titles and Salvage Certificates come on skids already shrink - wrapped and banded together.

There can be anywhere from 40 to 80 cartons on a skid. Each carton is number 1 thru 1000, listing
the beginning and ending serial numbers of the titles or salvage certificated in each box.

Label sheets are made by the BMV warehouse employees and placed on each skid by the order the
come in. (See example of Label sheet). This type of label is made for each skid of titles and salvage
certificates that were received in for that delivery.

For security purposes, the titles are kept in the cage area at all times. The skids remain sealed in the
shrink - wrap and banded.

Example of Label Sheet for Title and Salvage Certificate Skids

PALLET # 1
CARTON #1 to CARTON# 80

Beginning Serial #
23500001
Ending Serial #
23660000

Date 3/30/04

Example of Label for Title and Salvage Certificate Skids

PALLET # 2
CARTON #81 to CARTON # 160

Beginning Serial #
23660001
Ending Serial #
23820000

Date 3/30/04
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Pick and Pack Procedures

Logging onto “TOPICS”

On your desk top there should be an icon for the PENNDOT Mainframe...click on it.
Making sure you are on Session A, enter IMS in the field provided and then Enter. (see screen
below)

PENNSYLVANIA DEPARTMENT OF TRANSPORTATION
BUREAU OF INFORMATION SYSTEMS

WARNING: PENNDOT COMPUTER SYSTEMS SHALL BE USED
FORDEPARTMENT AUTHORIZED PURPOSES ONLY.
PERSONAL OR UNAUTHORIZED USE MAY SUBJECT

USER TO DISCIPLINARY ACTION.

IMS

PENNDOT HELPDESK: (717) 783-8330
KEY PA1 TO RETURN TO TELNET CONTROL

In the next screen, type in your User-d and Password and press enter.

Pennsylvania Department of Transportation
Information Management System

Please Sign-on To PAIMS
Dynamic Node PDT05805

Enter User-ID->
Enter Password-->

Enter New Password-->

SIGNON: Please enter your USERID and PASSWORD

Press Enter.

The next screen will display the following message. Type in the word “topics”, space twice and
press enter.

topics sp sp

Press Enter.
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The next screen will display the “TOPICS” MAIN MENU.

There are two types of Pick and Pack orders. One is an Assignment Order (AO) and the other is a
Request Order (RO). These orders are printed from two different printers because the order sheets
are different. AO orders print out on an MV-931 and RO orders print out on an MV930. (See
example of Blank Order Sheets)

Assignment Orders (Internal and External)

Assignment orders (AO) are placed by our Online Messenger and internal BMV locations
throughout PENNDOT.

Several locations are set up on what is called Auto-Replenish. As a location’s inventory is used, it
reaches a low inventory quantity, auto-replenish activates and produces an order.

License plates are the main product that is auto-replenished. An “Auto Replenish Product
Summary Report” will print off the laser printed and produce AO orders that will automatically print
on the AO printer. (See example of report)

These orders are separated into internal and external groups. Internal assignment orders received
prior to 9:00 AM will be processed (picked and packed), and delivered to the ROC building by
10:00 am daily. External assignment orders received up to one hour prior to scheduled UPS pickup
time will be processed (picked and packed) and shipped daily.

Any assignment order placed on TOPICS by a customer requesting stickers, placards, weight class
decals, or any product that is not auto-replenished will appear on the “Assignment Order Pending
Distribution” screen on the TOPICS system.

Precede with the following instructions to Pick and Pack Assignment Orders.

On the MAIN MENU screen, type IN (Internal Menu) in the Code field.
*kkkk TOPICS *kkkk
Main Menu

Code Functions
RC Receiving Menu
RT Retail Menu
IN Internal Menu
SM System Maintenance Menu
QR Inquiry Menu
AC Accounting Menu
SC Security Menu
CV Conversion
? Help
Terminate

Code: IN

Press Enter.
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The INTERNAL MENU screen will display.

Type AP (Assignment Order Pending Distribution) in the Code Field.
*kkkk TOPICS *kkkk
- Internal Menu

Code Functions
AL Browse Assignment Orders by Location

AU Browse Assignment Orders by User-id

AR Browse Assignment Orders awaiting Product
AO Assignment Order Maintenance

AP  Pending Distribution Assignment Order

RP Return Process

? Help
Terminate
Code: AP

Press Enter.

The next step will be to print the orders that appear on this screen. This is done by typing a P in the
space provided under the Act (Action) column shown below. Once the P has been typed in, press
Enter two times and an order sheet (MV-931) will print. (See example of order sheet).

This step is repeated for each order line shown on this screen.

The ASSIGNMENT ORDER PENDING DISTRIBUTION screen will display.

*kkkk TOPIC *kkkk
- Assignment Order Pending Distribution -

Order Order Order Ragst Rgst Shipping
Act St Date Id Locld LocTyp Cmnts Comments
P ORD 041013 0000059040 340 20 N
_ ORD 041013 0000059041 244 20 N MAIL DIRECT
_ ORD 041013 0000059042 094 20 N
_ ORD 041013 0000059043 226 20 N
_ ORD 041013 0000059044 367 20 N
_ ORD 041013 0000059045 600 10 N
_ ORD 041013 0000059046 397 20 N PLEASE MAIL

Begin to pull products from the warehouse inventory to complete each order, initialing all orders
that are completed in full.

All orders to be delivered to the ROC are placed on a skid.

All orders to be shipped UPS are placed on the UPS processing table.
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Request Orders

Request Orders are processed on the TOPICS system by the Temp Tag Mail Unit, located at the
ROC. These orders are for dealers that receive plates to be issued to the public. This location is
known on TOPICS as location 072.

Precede with the following instructions to Pick and Pack Request Orders.
On the Main Menu screen, type RT (Retail Menu) in the Code Field.

*kkkk TOPICS *kkkk
- Main Menu -

Code Functions
RC Receiving Menu
RT Retail Menu
IN Internal Menu
SM System Maintenance Menu
QR Inquiry Menu
AC Accounting Menu
SC Security Menu
CV Conversion
? Help
Terminate

Code: RT

Press Enter.
The Retail Menu screen will display.

The next step will be to print the orders that appear on this screen. This is done by typing a P in the
space provided under the Act (Action) column shown above. Once the P has been typed in, press
Enter two times and an order sheet (MV-930) will print. (See example of order sheet). This step is
repeated for each order line shown on this screen.

Type RP (Pending Distribution Request Order) in the Code Field.

*kkkk TOPIC *hkkkk
- Request Order Pending Distribution -

Order Order Order Rgst Rgst Shipping
Act St Date Id Loc Id Loc Typ Cmnts Comments
P ORD 041009 0000372037 831300 83 N
_ ORD 041009 0000372038 8612580 86 N
_ ORD 041009 0000372039 859131 85 N
_ ORD 041009 0000372040 834677 83 N

Make a copy of the first page of each order. This copy is used later on for the UPS tracking label.

Count each order and write down the amount on the daily production sheet to be logged into the
Pick and Pack Production report at the end of the day. ( See example of sheet)

Keeping track of Daily Orders Processed
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First thing in the morning, the orders that are print off on the overnight batch are counted and
separated into two types of orders AO Mail Orders and AO ROC Orders. The count is written down
on a Daily Warehouse Production Log in the appropriated column. Any orders that are printed
throughout the day are also counted and written on this log.

All RO orders are also counted and written down on the log. At the end of the day totals are
calculated and inputted on the Pick and Pack Report located on the P drive.

Daily Warehouse Production Log

Carry Over from previous day Oldest Date
AO Mail Orders AO ROC Orders RO Orders
Total Total Total

To find the Pick and Pack Report

Go to your desk top and click onto “My Computer”.

Click on the “P” drive.

Click on the “PENNDOT Shared” folder.

Click on the “Output Control Miscellaneous Processing” folder.

Click on the “Pick and Pack Report” for the appropriated month/year.
Type in the requested information and dates.
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Procedures for Ordering Product for the Temp Tag Unit (Mail) Location 072

Within the warehouse is a mini warehouse that request orders products are pulled from. This mini
warehouse is called the Temp Tag Unit (Mail) location 072. To replenish location 072 with
products, an assignment order is done and products are moved to this location. Begin to pull
products from location 072’s (TEMP TAG UNIT-MAIL) inventory to complete each order, initialing
each order that is completed in full and process thru the UPS system for shipping.

Location 072 receives its inventory from location 001’s inventory. This inventory is monitored daily
due to large volume of orders that are processed. As request orders are processed on the TOPICS
system, it pulls and reserves products from the inventory, decreasing the inventory of products
available. Follow the procedures listed to move inventory into location 072.

On the Main Menu of the TOPICS system, type SM (System Maintenance Menu) in the Code Field.

*kkkk TOPICS *kkkk
Main Menu
Code Functions
RC Receiving Menu
RT Retail Menu
IN Internal Menu
SM System Maintenance Menu
QR Inquiry Menu
AC Accounting Menu
SC Security Menu
CV Conversion

? Help
Terminate
Code: SM

Press Enter.
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The System Maintenance Menu screen will display.
Type PL (Browse Product/Location by Location) in the Code Field.

*kkkk TOPICS *kkkk
-- System Maintenance Menu —

Code Functions
BP Browse Products by Product Class
BR Browse Product Valid Product Ranges
LN Browse Location file by Name
LZ Browse Location file by Zipcode
LA Browse Location file by Address
LM Location Maintenance
PP Browse Product/Location by Product
PL Browse Product/Location by Location
TM Table Maintenance

?  Help
Terminate
Code: PL

Press Enter.

The Browse Product/Location by Location screen will display.
At the bottom of the page type in 072 for the Loc ID, 10 for the Loc Type.

*kkkk TOPICS *kkkk
- Browse Product/Location file by Location

Loc Loc Prd Prd Prd ltem
Act Locld Typ Name Cls Typ Issue Cnt Description

*Loc ID 072 Loc Typ 10 Prd CIls__ Prd Typ__ Prd Issue

Press Enter.
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The Browse Product/Location by Location screen will display the inventory available for location
072.

*kkkk TOPICS *kkkk
- Browse Product/Location file by Location -
Loc Loc Prd Prd Prd Item
ActLocld Typ Name Cls Typ Issue Cnt Description
_ 072 10 TEMP TAG UNIT (01 K8 222 PERMANENT TRAILER
D072 10 TEMP TAG UNIT (01 01 26169 PASSENGERS
_ 072 10 TEMP TAG UNIT (01 02 4046 TRUCK PLATE
_ 072 10 TEMP TAG UNIT (01 03 5361 TRAILERS
_ 072 10 TEMP TAG UNIT (01 04 1868 MOTORCYCLES
_ 072 10 TEMP TAG UNIT (01 05 701 MOTOR HOME
_ 072 10 TEMP TAG UNIT (01 06 371 SCHOOL BUS
_ 072 10 TEMP TAG UNIT (01 07 37 MOPED
_ 072 10 TEMP TAG UNIT (01 09 134 BUS
_ 072 10 TEMP TAG UNIT (01 19 78 IMPLEMENT OF HUSBAND
_ 072 10 TEMP TAG UNIT (01 20 1125 IN TRANSIT
_ 072 10 TEMP TAG UNIT (01 21 183 MUNICIPAL GOVT.
_ 072 10 TEMP TAG UNIT (01 22 MUNICIPAL MOTORCYCLE
_ 072 10 TEMP TAG UNIT (01 23 500 COMMONWEALTHCOMMERC
_ 072 10 TEMP TAG UNIT (01 26 122 SPECIAL MOBILE EQUIP
_ 072 10 TEMP TAG UNIT (01 33 200 COMMONWEALTH PASSENG
_ 072 10 TEMP TAG UNIT (01 35 82 OMNIBUS
_ 072 10 TEMP TAG UNIT (08 01 24850 REAR WINDOW PERMITS

*** End of Data ***
The screen will show an ITEM COUNT for each product, however, due to the large volume of
orders that are processed; this is not the exact item count. Each time an order is processed,
TOPICS reserves that amount from the inventory count.
To determine if product should be ordered for this location, follow the next step shown.

Type a D in the Action Field next to the product in question.

Press Enter.
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The Product Location Maintenance screen will display.

*kkkk TOPICS *kkkk
- Product Location Maintenance -
*Action (A,D,M,P,C)

*Loc.............. 072
*Loc Type........: 10
*Prod Cls........: 01 Item Inven Cnt..: 26169
*Prod Type.......: 01
Prod Issue......: Order In........
Auto Replen.....: N Order Out.......: 5790
Reorder Lvl.....:
Max Inven Qty...: 100000__ Explode Range(Y/N): N
Low Order Qty...: Mass Add(Y/N)...... N

The “Order Out” is the reserved amount for the orders that have been processed. Subtract the
Order Out amount from the Item Inventory Count and this is the exact inventory for location 072 for
that product.

26169 Item Inventory Count
-5790 Order Out Count
20,379 Total Inventory in Location 072 for this product.

This step should be done approximately twice a week for each product available for this location. If

the Temp Tag Unit processes orders and the actual inventory can not be seen, the unit will not be
able to process orders. They will receive an error message of “NO TAGS AVAILABLE”.

Page 95



Procedures to follow when “TOPICS FAILS”

Log on to TOPICS.

Type “IN” press enter.

Type “AP” press enter.

Print off orders in sequence up to the bad order.

Purge bad order.

Re-Add order (change quality amount to equal total that customer wanted, 1 line to 2 lines of
product for the range in question).

Print the replaced order next.

Then go back and continue to print orders in sequence.

Details of Procedure

If yesterday’s orders can still be viewed on the AP screen, an order failed.

Look at the orders that did print. (Next order is the bad order number).

Type a “D” in the action field (on the bad order number).

Print screen displaying the order including all pages (PF-8 scroll forward)

Press PF-12 to return to the main menu in TOPICS.

Type “QR” and press enter, type “IL” press enter, or use direct command “QR IL press

enter.

Do an inquiry into location 001 (Warehouse) and enter the product class and type for

the bad product that failed from above assignment order.

8. NOTE: Usually fails because of an order of 100, 200, 300 etc. (note double 00) for a
range of products ordered over a range of four 0000’s. Example number 1: 4000
passenger plates DXA8800-DXB2799 (over plate DXB0000).Example number 2: 100
truck plates YAC9995-YAD0094 (OVER PLATE YADO0O0QO).

9. You will need to determine what range of products caused the bad order.

10. Press PF-12.

11. In the command line type “IN AO” and press enter.

12. Type “D” (display) in the action field and bad order number and press enter.

13. Type a “P” (purge) in the action field, press enter TWICE, and don’t clear the screen.

14. Type an “A” (add) in the action field, change the quality of *100 to *25, press

15. PF-5 (select products screen), press PF-8 (scroll) until you see that product you are
reordering. Put quality *75 on the qty line, press enter, PF2 to return to the place an
order, and press enter to get a new order number.

16. NOTE where you see the asterisk (*) above you are changing the qualities of the
customers order where one line item had a quality of double 00’s to two line items not
ending in double 00’s. (100 now has changed to 25 and 75). You will need to know
what the new order number is to print that order in the proper sequence to insure that
the products listed on the blue packing slip match the products listed on the TOPICS
order sheet.

17. Press PF-2 to return to the main menu. In the direct command line type in “IN AP” and

press enter. Print off all orders up until where the bad order number was. (Do this by

placing a “P” on the screen and pressing enter, remember to wait for the packing slip to
print off on the printer before placing the next “P” on the screen for all additional orders,
or this will cause the print to not line up on the packing slip and within the packing label
correctly). Then print the order that you just placed to replace the bad order. Continue
to print all orders in sequence number order after the bad order number.

ook wn =

~

Note: It is a very important step to print all of the orders in correct sequence. Also note that they are
not always on the screen in sequence number order. If you don’t do the correct order, the packing
slip and the product range will not be the same as on the screen, where they (the customer) will be
marking them received, this would cause MAJOR problems with license plates when the let the
system assign these plates and the inventory in not the correct plate numbers.

Saturdays orders will not automatically print until Monday night, you can just pick (print) these
manually.
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UPS Proceedures

UPS End of the Day Summary Report

At the end of each day a UPS Summary Report is printed. A copy of this report along with a pink
card is sent in to the Supervisor of the Mail Room in Output Control.

Warehouse Warehouse
Date / / Date / /
Pieces Dee
Total Pieces Pieces

DV

Total Pieces

Procedure to Issue a UPS Return Package Service (Call Tag)

When a package is shipped in error or needs to be returned to the warehouse a request for Return
Package Service (Call Tag) is issued. The request is sent to UPS with the shipment date the next
time an End of the Day report is completed.

Once UPS receives the request, the service center serving that area will be alerted to pick up the
package and return it to the warehouse.
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To Request a RETURN PACKAGE SERVICE: (Call Tag)

Using the UPS Computer System click on the ship form tag, type the name and address of the
person or company from who UPS should pick up package.

On the Service Tab, click on the UPS service box and select Ground.

On the Service Tab, type the weight of the package in the Package Weight box.

On the Options tab, select the Return Service box and select the appropriate return service, type in
a description of the package (ex. 10 license plates) in the Merchandise Description of Package
box.

Repeat steps 2 thru 4 if there is more than one package being recalled.

Click on the Process Shipment box. The return service information will be included with the other
package information to be transmitted to UPS during the next End of the Day processing.

Note: When displaying the return services shipment in the Pickup Log, each shipment is marked
with a 0S icon to identify it and the option is detailed under Options.

Remember: The End of the Day process must be completed before the UPS driver arrives for the daily
pickup.

Quality Check Procedure on License Plates and Registration Stickers

Quality checks are done on products that are being picked and packed to complete orders on a
daily basis. However, there are two days a month that a random check is completed and the errors
found are used to complete a Quality Check report. (See copy of report)

The supervisor will complete a worksheet that will assign two days a month that a count will be
taken on all license plates and stickers that are pulled that day to complete orders.

The count and all discrepancies found are recorded on this report, showing the percentage rate of
a quality check. This report is completed and handed in to the Output Control manager.

All discrepancies are reported to the Administrative Assistant in Output Control at the time
discrepancy is detected.

Dee Krehling

Output Control Staff Office
Riverfront Office Center
1101 S Front Street
Harrisburg PA 17133
(717) 787-2680
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Monthly Quality Check on License Plates

Number of Tags

Number of Errors

Month Checked Found Type of Error Quality Rate
January 21, 2004 21,000 0 N/A 100.00%
January 28, 2004 16,000 0 N/A 100.00%
February 11, 2004 4,300 0 N/A 100.00%
February 25, 2004 40,000 0 N/A 100.00%

March 10, 2004 21,000 0 N/A 100.00%
March 24, 2004 28,000 0 N/A 100.00%
April 14, 2004 14,000 0 N/A 100.00%
April 28, 2004 3,500 0 N/A 100.00%
May 12, 2004 5,500 0 N/A 100.00%
May 26, 2004 15,000 0 N/A 100.00%
June 09, 2004 12,500 0 N/A 100.00%
June 23, 2004 17,000 0 N/A 100.00%
July 14, 2004 13,500 0 N/A 100.00%
July 28, 2004 16,500 0 N/A 100.00%
August 11, 2004 6,300 0 N/A 100.00%
August 25, 2004 9,500 0 N/A 100.00%
September 08, 2004 9,400 0 N/A 100.00%
September 22, 2004 7,200 0 N/A 100.00%
October 06, 2004 2,100 0 N/A 100.00%
October 20, 2004 1,200 0 N/A 100.00%

November 03, 2004

November 17, 2004

December 08, 2004

December 22, 2004
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Monthly Quality Check on Stickers
Number of Stickers Number of Errors
Month Checked Found Type of Error Quality Rate
January 21, 2004 35,000 0 N/A 100.00%
January 28, 2004 48,000 0 N/A 100.00%
February 11, 2004 5,000 0 N/A 100.00%
February 25, 2004 40,000 0 N/A 100.00%
March 10, 2004 25,000 0 N/A 100.00%
March 24, 2004 10,000 0 N/A 100.00%
April 14, 2004 26,000 0 N/A 100.00%
April 28, 2004 27,000 0 N/A 100.00%
May 12, 2004 8,000 0 N/A 100.00%
May 26, 2004 40,000 0 N/A 100.00%
June 09, 2004 47,00 0 N/A 100.00%
June 23, 2004 73,375 0 N/A 100.00%
July 14, 2004 37,000 0 N/A 100.00%
July 28, 2004 39,000 0 N/A 100.00%
August 11, 2004 6 0 N/A 100.00%
August 25, 2004 35,000 0 N/A 100.00%
September 08, 2004 10,000 0 N/A 100.00%
September 22, 2004 27,000 0 N/A 100.00%
October 06, 2004 26,000 0 N/A 100.00%
October 20, 2004 60,000 0 N/A 100.00%
November 03, 2004
November 17, 2004
December 08, 2004
December 22, 2004
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Title Inventory Report

The title inventory report is due the first business day of each month for the previous month.

The report indicates the Beginning Inventory for each month. The amount supplied to Output
Control and the amount received from the vendor and any that may be returned to the warehouse
for whatever the case may be. A report is done for each type of title kept in the warehouse
inventory.

1. Titles 2000 to a box 2.Title 1000 to a box, and 3.Salvage Certificated 2000 to a box.
4. A partial skid of American Bank Note titles are report as well. This skid will be reported and kept
in the warehouse until given the word to destroy or release.

This report is completed and sent to:

BMV Business Manager
River Front Office Center
1101 South Front St.

4™ Floor

Harrisburg PA 17033

See the example of one of the four types of title inventories reported for the BMV Warehouse each
month.
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TYPE 1

Location: BMV WAREHOUSE
Vendor: MOORE TITLE 2,000 TO A BOX

Perpetual, Daily, Actual Count of Titles (o.c. & warehouse)

Shipped Ending
Received to Inventory
Beginning From Output Returned to at

Octoer 04 Inventory  Supplier Control Warehouse Warehouse Initial
Friday 1 400,000 160,000 240,000 AKR
Saturday 2 | 240,000 240,000 AKR
Sunday 3| 240,000 240,000 AKR
Monday 4 | 240,000 240,000 AKR
Tuesday 5| 240,000 240,000 AKR
Wednesday 6 | 240,000 240,000 AKR
Thursday 7 | 240,000 240,000 AKR
Friday 8 | 240,000 240,000 AKR
Saturday 9| 240,000 240,000 AKR
Sunday 10 | 240,000 240,000 AKR
Monday 11 240,000 240,000 AKR
Tuesday 12 | 240,000 240,000 AKR
Wednesday 13 240,000 240,000 AKR
Thursday 14 | 240,000 240,000 AKR
Friday 15 | 240,000 240,000 AKR
Saturday 16 | 240,000 240,000 AKR
Sunday 17 | 240,000 240,000 AKR
Monday 18 | 240,000 240,000 AKR
Tuesday 19 | 240,000 160,000 80,000 AKR
Wednesday 20 80,000 80,000 AKR
Thursday 21 80,000 80,000 AKR
Friday 22 80,000 80,000 AKR
Saturday 23 80,000 80,000 AKR
Sunday 24 80,000 80,000 AKR
Monday 25 80,000 80,000 AKR
Tuesday 26 80,000 80,000 AKR
Wednesday 27 80,000 80,000 AKR
Thursday 28 80,000 80,000 AKR
Friday 29 80,000 80,000 AKR

Title Inventory will be completed on October 30, 2004 c.o.b. Please send this form to

Susan Aldrete on the 4th floor of the ROC, or via fax @ (717) 705-2400 by Monday
November 1, 2004.  Thank you.
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Chopped Plates Procedure

Two empty Gaylord boxes (Very large boxes) are placed in the Mailing Process Unit of Output
Control. These boxes are filled with license plates that have been chopped for scrap material.
When these boxes become full, the BMV warehouse truck driver is notified and he/she will bring
two more empty boxes to the Mailing Unit and picked up the full boxes and take them to the
warehouse for storing until the boxes can be placed inside the secured trailer used to dispose of
the destroyed license plates located at the rear of the warehouse. The supervisor of the warehouse
contacts Commercial Alloys, Brian Silver, once the trailer becomes full and is ready for pickup.

At that time arrangements are made between Commercial Alloys and the supervisor for a drop off
of an empty trailer and the pickup of the full one.

When the empty trailer arrives, one of the BMV warehouse employees will go along with the truck
driver to Pennsy Supply to verify the weight of the full trailer that is being removed.

The completed paper work is hand carried to the supervisor over the warehouse and then
forwarded to DGS, Bonnie O’Leary.

Note: Commercial Alloys replenishes the empty Gaylord boxes that are used for the chopped
plates.
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SAP PROCEEDURE DETAILS

CREATING AN ORDER IN SRIM ...ttt ettt e ettt e e e e ettt e e e e e e e eeeeataareeeeeeeeesnnreaeaeeenn 105
MATERIAL REPLENISHMENT PLANNING ( IMRP RUN)....uiiiiiiiiiicieciieicee ettt ae e nneens 119
CREATE A PURCHASE ORDER .......ccoetiiutttttteeeeeiiiteeeeeeeeeeettaeeeeeeeeeettaseeseeeeeesiasssseseeeeesisrsseeeseessasssseeeseesaasssseeeeeeenn 125
RECEIVING STD FORMS FROM PRINT SHOP.......coitiiviiieiiiiiiieeeeeeeeeeeiieeeeeeeeeeetaaeeeeeeeeesaaaeeeseessenassseessessenssanneeseeesnn 147
RECEIVING COMMODITIES .....uuuttiviieeieeiitieeteeeeeeesttereeeeeesiestaeseeeseessasasssesssesssssssseeeesssomssssesseesssmsisssesssessomsrnsseseeesn 151
RECEIVING HEALTH FORMS FROM PRINT SHOP......ccoiiiiiiiiiiiiiieeeeeeeiieeeee e eeettaee e e e e eeenaaaveeeeeeeesnaaareeeseseeeaanneeseeeean 156
CREATE A STOCK TRANSPORT ORDER (STO) ...uveeeviiiiieeiieeieeeieesieesseesseeesseesseessseessseesssesssseesssessssessssessssesssses 161
VIEW AND PRINT ORDERS .....uuuutitiiieiieiitieeteeeeeeeiitteeeeeeeeeiestaeeeeeseesassaassesssessassassseessssesssssssssesssnsissresesessomsrnseeseeesn 169
PRINT ORDERS USING IMBOO ........ooiiiiiiiiiiiiee ettt e e ettt e e e e e e enaaae e e e e e e e eenaaaeeeeeessenaaareeeeeeean 173
PRINT ORDERS USING ZMMPPS ... 179
HARDCOPIES .....coiiiiiiiieeeeeeeeeeeeee e 185
PRINT GOODS ISSUE IN ZMMPPS FOR HARDCOPIES ......cooiiiiiiiiiiiieeeeeeeeeeeeee 190
INVOICING FOR HARDCOPIES......iiiiieeeeeeeeeeeeeeeeeeeeeee et eeee e e e e e e e e e e e e e e e e e e e e e e s s s ssssnssnsnsssssnnnssnssssnsnnnnnns 192
J DAY () 200 0 18 1 (€ 2N 197
CREDITS/STOCK DENIALS/RETURNS.....uvttiiitiiiiitieeeeeeeeeiiiieeeeeeeeseesaaseeeeeseeesiassesseesseesisrssseesssssssssresesessomsrsseeseeesn 199
INVENTORY TRANSACTIONS ...ovveiiieiieittteeeeeeeeeittueeeeeeeeeeeaaareeeeeesensssaseeseeseeesiassesseesseessaasereseesenassasreeesessensanseeeeeesn 212
CHANGE OR DELETE ORDER AMOUNT ....ciiiiiiiiiiieeieeeeeeieiiteeeeeeeeeesaaeeeeseeseesiassesssesseesissesssesssssssssssessssssomsissessseesn 237
(013 12701 [ (0101 TP 241
CHECK STOCK AND LOCATION ......ceitiuttttiieeeeeiiteeeeeeeeeeeitaeeeeeeeeeesaareeeeeeeeesiaareseeesseessarereeeseeessasereeesesssnsaareeseeesn 243
TRACK BY MATERIAL NUMBER........ccoouttttiitiiiiiiieeeeeeeeeieiieeeeeeeeseesaaseeeeesseesissesseesseessaresseeeesasstsereeesessonsanreeseeesn 245
REPRINT AN ORDER.......ccoiiiiiiiiiiieeeeeeeeeeeeeeee e 247
To ENTER ANOTHER SCREEN FROM THE ONE YOU ARE IN ....uuiiiiiieeeeeeeeeeeeeeeeee e 249
VIEW DESCRIPTION/UNIT OF MEASURE .....coeitiiiittiiteeeeeeieeeeeeeeeeeeseeaeeteeseessssssssteessssssssasssessessssssssseessssessrssseeesess 250

Page 104



Creating An Order In SRM

First go to www.myworkplace.state.pa.us

looking for.

SRM Requisitioner and then Shop.
Next click on the Catalog you are using (COPA Internal Catalog), depending on what you are

2} mySAP_com Workplace - Microsoft Internet Explorer

File Edit “iew Favorites  Tools  Help ?}l
@ Back - \_)I iﬂ |§I r':j /F‘J Search ‘g\? Favarites @ £ .-'-f:v k.;__ - J
Address !@ hittps: e waorkplace. skate. pa.us: 444 /scripbsfwgatefsapwp/ 1 ?oclient=110&rlanguage=en V| Go Links #*
GDDSIE i.!é:v -.Y G0 4 @ ﬁ - ﬁ:i‘ Bookmarksw g] 26 blacked "g’ Check » % 4 @ Settingsw
R P Lo o Help #
— MyCom SRM
8| Woritmece Requisitioner 2 3 —
[] InUse / & Shop Shopping Cart (Emgty) Complete and Order
2 Start Page/ |
‘B@ 5 w | Inthis step, you can search for goodsizervices and add them to your shopping cart. In step 2, you can display your
Shop : : ;
e S — shopping cart and check it. In step 3, you can order your shopping cart. L.
= Workpldce Favorites 2 | This is the COPA
] Roles —— Co‘rglqg for DGS
[> SRM/My Settings i again it
E gR :Aél;:;i\;:rur[:haser \;ou CT_aTd;e_;nS tloct:te lsho.pplng cart using the following methods: depends on
7 SRM: Requisitioner SRIELEDEEE e e what plant or
gl;;ips # Old Purchasze Orders and Templates e InternskGoodsrServices SerVice YOU are
E Chetk Status e I WWEBSITE - WIEWY ORLY e COPS IMNTERRAL ECATALCG DES Ordering from as

[» EMPLOYEE SELF SERVICE

i | |

www.myworkplace.state.pa.us

e Copiers - madgistics
e T Hardware - Purchaze
s PIEH Products & Services

s software incl MicroSoft Select

s [T Hardhweare - Lease

s MATERIALEERVICE CONTRACT CATALOG

aw Peripheralz & Metworking Gesr

e otaples - nagistics

Mot found what you wwere looking for? Use the following ordet form:

to which one
you need to
use.

@ Doarie

2 Mi

r4 Start

'-‘_E. Document4...

‘:"g Local inkramet

i

APco..,
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4) This is the screen you should get.

5) If you know the product # (Material #) that you are looking for, type that number into the search
box and then click on GO (as in the example; Storage Carton/Record Center Box).

e I
A mySAP.com Workplace - Microsoft Internet Explorer [._HE [X|
File  Edit Wiew Favorites Tools  Help %’
@ Back - I\) @ @ :’h ')t) Search =in'\'g"Faw:-ril:IE:s @ @v .:;? - |_J
Address @ https: f fe rvacrkplace, skate,pa.us: 444 scriptsfwgate fsapwp) | ?~client=1 1 0&~language=en V| Go Links
GDE:S[E” i viai g B v oY Bookmarksy Ehzeblocked P check v 4 Aol v () Settingsv

ol

Type in product
number or description
you are looking for.

Ta search for & praduict, selest = catalog view or enter a searchterm

| Select [categories Herarchicaly [~ |t [131454

COP& INTERMAL ECATALOG

If wou wish to display the subcategories of 5 category, click the category in guestion. You can brovwse through the subcstegories until you
find the product you are looking for.

MAL o3y
IHTERHAL (53}

If you are unsure of what you are
looking for click on the catalog and
open up the entire catalog and
manually search for that item.

@ Dane .a Local inkranet

'd stant @ 2 Microso... v | T= SAPEasy ... 3l PLEASENO.., | 3l Documentd...
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NOTE: If you use the catalog option, it will bring up the catalog by pages for you to search manually for
those items.

2 mySAP.com Workplace - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help

@Back i \J,,I @ @ i’h '/"__.\‘Search *Favorites {f} Er;-:' .H; - i_r.J

Address @ https: f fe rvacrkplace, skate,pa.us: 444 scriptsfwgate fsapwp) | ?~client=1 1 0&~language=en V| Go Links
Google ELIG_iv j viai g B v % Bookmarksy Bhzeblocked P check v Al () Settingsv
Select =] [Fnd | 1501 Advanced Search satch in Resutts A

COPS INTERMAL ECATALOG - IMTERMAL - Hem overview: for "IMTERMAL"

Eows_Per=Eag€ 0]~
T e 7 e T ﬁ: T
SCREW DRYWYALL 1 104 BO00CTH GRABR 368 | 1.03UsD
CAP END A2 WINYL 1 0FT RICE 1079 USD 131085

131097 Plant1500
131098 DGS Plart1 500

131094 | Des Plart1 500

RICE DURAZAMN 1/2 ¥ 4
RICE DURASAM 172+ 4
BASEBLK 10L 324CT

Use this fo page
through the catalog.

CLIP BASE P4'C 1 131093 DS | Plantt 500
. FLUSH RAIL CORM CAP ALUM 10 FT LONG 3277 UsD 131092 | Diss . Plant1:500
|| POSTER Pa ST EMPLOYEEFAMLY CAREACCT | 988USD | 131081 | DGS | Piant1so
| LLOYD HATHSON SERIES REGEN DESIGH l 5459 LISD . 131076 I DS l Plant1:500 .
| I | . STRIKE PLATE ALUM AS4 STO LIP 4-7/5 . 1.45UzD . 131077 DS . Plant1:500
| Add to Shopping Cart | [ Compare | bl
@ ‘:ﬂ Local inkranet

‘9 Start @ zm f ; f Logon Pad
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6) You will need to highlight the line or lines that you want to order.
7) Enter the quantity of the item or items that you are ordering.
8) Click on Add to Shopping Cart.

Highlight the lines you
are ordering and enter
the quantity and click

on Add to Shopping
2 mySAP.com Workplace - Microsoft lnternct Explorer Cart

File  Edit Wiew Favorites Tools  Hglp

(@) S i < [T -
! search 5 Favorites @ E’—'—"‘J =Y |_r.J
Address I@ htkps: f e, mvwor%ce 5/te pa.usidddjscriptsiwgatefsapwp) | 7~ client=110&~language=en V| Go Links

Google | IGv f é Gaoo5) By O B?(kmarkSv Ehegblocked 9P Check v % A v » () Settingsv
=1 FFEined 1 / 0T Advanced Search searchin Resulfs B
Resuns_nf stafictard e_arc_h far searchterm “131454"

l 250 | CARTOMRCRD OPF Wi ECT S2/2004 1551210 .50 LSD 131454 DGS Plart 500

[ Add to Shophing Cart | [ Compare |

@ ‘ﬂ Local inkranet

&

‘4 start @ 2 Microso.., & S4P East ., i3fj PLEASE MO, ol Documeritd. . & 0 [{o 111aam

Page 108



9) This is the screen you get. Do not be too alarmed about the error messages at the top, as you
input information they will go away as long as the information you input is correct.

10) Now click on the Details button.

-2 mySAP.com Workplace - Microsoft Internet Explorer

File  Edit Miew Faworites Tools  Help

@Back - |(_;J @ @ :_’;j “';:.]Search }J:'\'{‘Favorites @ @v % x |_J

Address I@ hittps: e waorkplace. skate. pa.us: 444 /scripbsfwgatefsapwp/ 1 ?oclient=110&rlanguage=en V| Go Links #*
Gmg[c “G'v w i GO 4F .@ ﬁ - i:? Bookmarks+ 5] 28 blocked "5’ Check'w % Autolink » 2> @ Settings
pping cart in step 1 or arder the shopping cart in step 3. |
= g Mo GL account was entered. Enter 5 GiL accourt (tem CARTOM RCRD OPFWLDECT 272008 15x12:10
B2 Error in account assignment for tem 1 (tem CARTON RCRD OPF WWLDECT 3262004 15x12x10 )
: Details
2: Shopping Cart
:p pping Ca Button
change item detalls (azsets and cost assignment), select the link below or select Q |
Good [ Seryice Deactiption Categor'_f Reguired on Guartity Price  Limit Actic |
3454 CARTON RCRD OPF WWLDECT 32/200# 15:12x10 OME PIECE DIE CUT SH |05m2r20w | |25 | Ea 150 UsDpPerdEn @ [ -
Total Value (Het) : 37.50 USD
Tax Amount : | 0.00 USD
Total Value (Gross) @ 37.50 USD
Total Value {Gross)
o] |
v
- W i 2|

) start @ 2 M
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11) This is the screen you get.
12) Here make sure you select the drop down on Purchasing Group and pick the one you need.

2 mySAP.com Workplace - Microsoft Internet Explorer

File Edit Wiew Favorites

@Back - s |ﬂ i@ f_;\' /.)Search gh-‘ Favorites {f} E::' u_,_,_; > ._.J

Tools  Help

Address @ https: f fe rvacrkplace, skate,pa.us: 444 scriptsfwgate fsapwp) | ?~client=1 1 0&~language=en V| Go Links
qu:gle L!('_;:v v G050 B v vy Bockmarksw Eizablacked U check » oy Aol v 3 () Settingsv
@ * Basic Data ~
[> Wou can change basic data. Changes are acoepted automatically.,
= Description CA_RTON,RCRD,OPF,WLDECT,SQJ‘?_DD# 15x12x10
6] Pracict ID 131454
o Praduct Category OME PIECE DIE CUT SH
Company Code | COMMOMMNEALTH OF PA W |
Logation [Dos v
Storage Location |—V| .
Purchasing
Punchasing Group | DGE Central Purchase Purchasing G(oup GrOUp
Order Q_uar?t'rty !_2_5—| Each =
Price 1.50 United States Dollar Per 1 Each -
Required on |WDT|
Tax | AP Sales Tax, exempt % |
= Tfax Aot 0.00 United States Dollar

wendar Product Mumber - Plant1 500

‘ﬂ Local inkranet
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13) Next you need to click on the Cost Assignment area.

2 mySAP.com Workplace - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help

@Back i \J,,I @ @ :_h /"__.\‘Search ‘in'\?Favorites @ Er:-::' “*:;F - |_r.J

Address @ https: f fe rvacrkplace, skate,pa.us: 444 scriptsfwgate fsapwp) | ?~client=1 1 0&~language=en V| Go Links
GDEnge:|Giv viai g B v % Bookmarksy Ehzeblocked P check v o Al » () Settingsv
e R, |:

Goods Recipient Cheryl Reckner » i
Procesd Using P-CaRD? [

Delivery Priority ch
Subcantracting Click on
Cost
Assignment

Status Profile User Status Date

* Cost Assignment

¥ Documents and Attachments

¢ Ship- ion:
- Ship-To Address/Performance Location e Rmaniear Attachments|

* Sources of Supply | Service Agents

¢ Auailability.
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14) Here you enter your Cost Center & GL Account information. You then click on the Details button.

A mySAP.com Workplace - Microsoft Internet Explorer [;||E|rg|
File  Edit Wiew Favorites Tools  Help %’
@ Back - .\) @ @ :_’h '/'t) Search ‘in'\? Favorites @ E:_,B - .:\? - |_J
Address @ https: f fe rvacrkplace, skate,pa.us: 444 scriptsfwgate fsapwp) | ?~client=1 1 0&~language=en V| Go Links
GDL':gIE.’”ij v @o 050 B~ oy Bookmarksw Bhzablocked B check w w Autclinh v P () Settingsv

¥ Cost Assignment a|

“Wou can see wha bears the costs and, if necessary, you can distribute the costs to several cost centers.

- Cost Distribution | Percentage vl

Line = Percertage Assigned t_o Descrigtion G Account Description  Business Ares  Action
1 [1oom0 | [costcenter | [15228802sg | i [ &,
| Cost Distribution | | Copy to Clipbosrd | | Insert from Cipbixg || Delste Clinbosrd
¥ Documents and Attachments /
Input your Cost Center & GL
¢ Ship-To Address/Performance Location Account number and then
» Sources of Supply | Service Agents click on the Details button

¥ Auailability

|

@ ‘i Local inkranet
™7 .
' 0 f B : i
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15) This is the next screen.
16) Here you will enter the Fund number.

e = [P |
A mySAP.com Workplace - Microsoft Internet Explorer E||E|g|
File  Edit Wiew Favorites Tools  Help ?,'"
\ _- " oy ) iy . Bl — I
@ Back - L= |ﬂ @ f_h 7 ) search ‘\L\{ Favoribes @ E':-:'-" =] * |_.J
Address @ https: f fe rvacrkplace, skate,pa.us: 444 scriptsfwgate fsapwp) | ?~client=1 1 0&~language=en V| Go Links
= & L ; » 3
th:glt’ L|.(-_;-v viGowgd B v 9 Bookmarksw Bhegblocked P Check v o Autolin v () Settingsv
Percertage Azzigned to Description L Account Dezcrigtion Buzinezs Arga Ll
100.00 Cost Center 1522860280 E5351 100 i Office Supplies 15
C_US{ Center 1522660260 | i 22nd & Forster
Furs |;uauaaauaqﬁ\
Furids Center 1522660000 i Enfer FUﬂd
Comitment tem £361100 ) Number and
_ _ : use Scroll to
e e Area For Inpuk Figlds move down
ICorrtroIIing Ares |E)P_A_|
Proceed Using P-CARD? [[]
Delivery Priarity | s Scroll down — E
Subcontracting
Status Profile User Status Date
- |

@l ‘ﬂ Local inkranet

@ 2 Mi
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17) Next Scroll down to the Continue button and click on that.

A mySAP.com Workplace - Microsoft Internet Explorer [._ =3
File  Edit Wiew Favorites Tools  Help f,"
- - (] [ @ O B - o BT N
Qui- © [ @G P doroens @ 305 B -
Address @https:,l',l'www.mvworkplace.state.pa.us:444,|'scri|:uts,|'wgatejsapwp,l'!?~client=110&~Ianguage=en V| Go Links
[1=1 1 Ll f » i
Google l|£_;_v____rd Goo gD B v 9 Bookmarksw Bhzgblocked P Check v w0 i () Settingsv
2 =
|
Delivery Priority | #
‘Subcontracting

Status Profile User Status Dste

Make sure you click on
Ship to Address to verify
the address is correct.

Status Profile User Status Date

' Documents and Attachments
¥ Ship-To Address/Performance Location
» Sources of Supply / Service Agents

» Auailability

|

@ ‘:ﬂ Local inkranet
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NOTE: Always check your Ship To Address to make sure you have the correct one. If the address is
NOT correct use the binoculars to search.

2 mySAP.com Workplace - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help a','-
Back = | [ [2 @ O b " F T = . [ ]
@ > |ﬂ @ | Search ?;{ Favorites {-j} [ = ._.J
Address @ https: f fe rvacrkplace, skate,pa.us: 444 scriptsfwgate fsapwp) | ?~client=1 1 0&~language=en V| Go Links
qu:gle L!('_;:v v Go 4 52 B+ o7 Bookmarks» Bhzsblocked 2 check » o Al () Settingsv
® Mame [ExEC BRANCH \ a
[ Cther Name Executive Branch
= clo Bureau of Audits ]
o Telephone Number — 717-767-6499 Use the binoculars to
= = o search for your correct
E-Mail Address address.
Building 1802
Floot | Room
StrestHouse Mumber  4th and Vyalnut Streets 10th FI Strawberry So.
Postal Code I City 17128 Harrishurg
e
Postal Coda /P.O. Box
Courtry LEa,
Region Perinsylvania
L] -
< ; E
@ Dane ‘ﬂ Local inkranet

——— - —
' 4 start & 2 Microsaft Out,., £ ~ | W SAP Logon Pad 640
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mySAP.com Workplace - Microsoft Internet Explorer.

File  Edit Miew Faworites Tools  Help alr

n w T » ( il . N = T
Ou- O BB G P Frrowm @ R % B -
Address I@ hittps: e waorkplace. skate. pa.us: 444 /scripbsfwgatefsapwp/ 1 ?oclient=110&rlanguage=en V| Go Links #*
= T an 7 T
GDDSIE :l_C_'____ = rJ G0 4 .@ ﬁ - ﬁ:? Eookmarksw g] 26 blacked J’ Check » ¢ @ Settings

= =
-~
Dielivery Prinfity: i

Subcantracting

Status Profile User Status Date

Stetus Profile User Status Now yOu can continue.

'+ Documents and Attachments
F Ship-To Address/Performance Location
¥ Sources of Supply / Service Agents

» Availability

@ ‘ﬂ Local inkranet
74 stant &0 -
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18) This is your next screen
19) Here you can input any notes to your approver.
20) Next click on Check and as long as there no error messages you can now Order.

A mySAP.com Workplace - Microsoft Internet Explorer E||E|E|
File  Edit Wiew Favorites Tools  Help ‘a"
\ » e M ’ = S — I
@ Back * () |ﬂ @ :_h P ) Search . Favarites @ L_:' =1 5 |_.J
Address @ https: f fe rvacrkplace, skate,pa.us: 444 scriptsfwgate fsapwp) | ?~client=1 1 0&~language=en V| Go Links
Google ;|Giv wland & B+ 9 bookmarksv Bhestiocked P check v oy vl v P () Settingsv

n this step, you can order your shopping cart, or you can hold it and order it st a later date. You can add futher tems to your shopping cart in step 1, or
izplay and check your shopping cart in step 2.

Notes to Approver and then click on
Check and if there are no error
messages click on Order.

Step 3: Complete and Order

To make it easier to find the shopping cArt later, enter & name for the s
In the approval previesy, you can seg/who iz responsible for approval

Mame of Shopping Cart [PDO535567 04872007 11:36 | [1iame of Area Step 3: Complete and Order|

Motes for Approyval /

Approval Preview | Budget

|
@l Dane ‘ﬂ Local inkranet
f,:" Start @ 2 Microsoft Out,.,  ~ | [f= SAP Easy Access,., 71 2 Microsoft ‘Word = a TSP, Com War ... f(.o Eﬂ:-" 11:59 AM
\
Check and
Order
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21) This is the next screen you will get.
22) Here you can print off your shopping cart, check status or create a new shopping cart.

NOTE: You should always print off your shopping cart to have your cart number for future reference if
you need to inquire or track it down.

2 mySAP.com Workplace - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help

@Back - s |ﬂ i@ f_;\' /.)Search gh-‘ Favorites {f} E::' u_,_,_; > ._.J

Address !@ hittps: ] v rywiorkplace, state.pa.us: 444/ scriptsiwgate sapwp] 1 ?~client=110&~language=en

v| Go | Links **

Il | ” i AlEalint » i
th:glt’ G~ v a0 gD B v vy Bockmarksw Eizablacked S check w4 Al v () Settingsv
B A
Shopping
b ‘Shopping Cart Created with NametMumber: POD535887 044182007 11:36 £ 10150478 Cart
B Number
E ﬂ 1 tem in Shopping Cart
GoodsiServices Description Guantity Category Feguired on Yallie
131454 CARTON RCRD OPF WLDECT 32/200# 15x12x10 25 Each ONEPIECE DIE CUT EH 050252007 3750 USD
S0

Print out your Shopping Cart for reference in =
case you have to call customer service or the |[so
warehouse to check on your order. All your
_ | information will be on that including your
YL CAn nowY rirt the shopping cart or display & Shopping CQ”’ nUmber.

Create nev Shopping Cart

il

‘ﬂ Local inkranet

@ Dore
& 0 [ 1ikoam

' 4 start & 2 Microsoft Out, .. s - L2 by
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Material Replenishment Planning ( Mrp Run)

1) Type in transaction MDO1

= N I N - N N e P N7 N

MRF control parameters

Processing key et change for total hotizon

Create purchase req. 2 Purchase requisitions in apening period
Schedule lines 1 Mo schedule lines

Create MRP list 1 MRP list

Planning made 1 Adapt planning data (hormal made)
Scheduling 1 Basic dates will he determined for plann
Planning date 10/04/2004

Frocess control parameters

[]Parallel processing
Display material list

User exit: select materials for planning

L1 i+ 1

U [woo1 B petapoiu
| Inbox—Mic...l &d SAF Logon | Documentl...”s‘“MRP Run |<ﬂ§ﬁ‘b°u‘d b4 931 AM

Rstart| |14 & B [

Page 119



2) Enter plant number: 1500.
3) Make sure Create Purchase Reg is a 1, if not than change to a one.

2] 200 1 dBieee cn® anon B @n

Enter
Plant
Number

MRFP contral parameters

Frocessing key Met change for total harizon

Create purchase reg. 1|@ Perehasatequisitions in apening period

Schedule lines 1 MNa schedule lines Make sure

Create MRP list 1 MRF list that you

Flanning mode 1 Adapt planning data fnormal maode) Change thIS
toa1

Scheduling 1 Basic dates will he determined far plann

Flanning date 18/04 72004

Process control parameters

[ Parallel processing
Display material list

User exit select materials for planning

L1 i1

[> | D01 kel petapplu | OWR

J Inbox—Mic...l .j SAP Lagon I Documentl...”‘-“'MRP Run (ﬂ%ﬁgt{)ﬁ@‘d [ - Thc < -1 )

Hseot] | & > [T

You will get a message to check Input perimeters than hit execute
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4) Click on the check mark in the blue box to continue

0 @@ 2 HB OO0 BEE @

MRFP contral parameters

Frocessing key Met change for total harizon
Create purchase req. 1 Purchase reguisitions
Schedule lines 1 Mo schedule lines

Create MRP list 1 MRP list

Flanning mode 1 Adapt planning data fnormal maode)
Scheduling 1 Basic dates will be determined far plann

Flanning date 187042004

Click on
this

Useresit s ¢ (&

D01 P2 potapptu _
J Inbox—Mic...l .7 SAP Logon I Documentl...lEMRP Run (ﬂ%ﬁ'bau‘d B 2:37 8M

Hseot] | & > [T
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5) This is the screen you will get. Then you will back out of this screen to continue on the
next step.

List Edit Goto Environment

pediece ol DRLD EE @®
LR Use this to
MRF list Cur list Exceptarp back out
[+]
Flanned materials E‘
D1sp1a‘ Time ‘ Lew | Pint Material Selection aroup
Statistics
Materials planned
Materials with new exceptions
Materials with terminated MRP 1ist
Farameters ¢ 1508/ MWETCH 1 1111 / 1@/04/2004
Database statistics
Run-time statistics
Start af planning run 093754
End of planning run 09.37:54
[+]
[
| [ [mD0o1 P2 pelappiu | OWR 2

iﬂStart”J m a8 P J Inbox—Mic...l a SAP Logon...l Documentl...“‘_'MRP Run (ﬂ%ﬁgt{)&@ﬁd B azaam
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6) Type in transaction ME57. When you get this screen click the execute with the clock in
it.

N R s N e N R N

@ &H E

o olo|B| o]

A

E
E
B
=
E
E
B
=
E

iaStart”J ﬁ g E “ oy Inbox—Mic...l .7 SAP Logon I Documentl...”@nssign an... (ﬂgﬁ'bau‘d BA  @:41 AM
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7) This is the screen you get. You then select the print icon at top, on the next screen
click on continue and print your copy of the materials that need to be ordered.

List Edit Goto Environment em Help

dH e SERE DO EE &

Assign and Process Purchase Requisitions

Assign automatically Assignments 3 Assignment | Without vendar || Assign manually

[+]
Haterial Short text PGp Mat. op. E‘
Requisn. Item Requested gty. Un Deliw. date Requester Flnt SLoc
SCRAOTy. I A Ordered oty. Un Release date Trackg.no. 5P1. MC
{12070 FORM,STD-504 ,DEFT CORR ENYW, 12X16,5@80/CAR 278 O7GOE
10053702 QOo1E GO CAR D 11/@1/2004 DG5S Warehous 1500
NEBE HNE 09/23/2004 278
(1121316 CUP, PAPER,50Z FLAT BOT,1Q@0/FAC,25 PK/CTN 278 [73020
10054634 QOO10 2,050 PAC D 11/01/2004 DGS Warehous 1500
NEBE HNE [9/23/2004 278
1120072 FORM,STD-509, CALL HEMORANDUM, 10PDPKG 278 [l atolch
10055968  QOO10 G657 PAC D 11/12/2004 DGS Warehous 1580 [
NEBE HNE 10/04 /2004 278
1120085 FORM,STD-552, SURPLUS ST PROFERTY ID TaG 278 arsoar
10055970 Qo010 100 PAC D 11/01/2004 DGS Warehous 1580
NEBE HNE [9/23/2004 278
1121066 TELEFHONE DIRECTORY, COMMONWEALTH 278 [Zatclels]
10055971 poa1e 930 EA D 11/12/2004 DGS Warehous 1500
NEBE HNE 10/04 /2004 278
[+]
[
| D | MEST bl pelappiu OVR 2

iﬂStart”J m a P J L) Inbox: - Mic...l a SAP Logon I Documentl...“‘_'.nssign an... (ﬂ%ﬁgt{)& @ ﬁd B 243 AM
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Create A Purchase Order

1) Type in transaction ME52n to change purchase req. This is the screen you will get

“ Change Purch. requls:tlon 10054634

Documnent overdiew on || [ r_f‘&] 5% 43 | [H Help | & Persanal seffing | Accounting Docurnents

(4]
[+]
g : : : i
p! _| a8 3| &3] E .|_. |G E |l a| =] _|_' B || e5FlDefault values |
st.| femla |1 |material  [shortten Quantity| Unit) G| Delivery date |Mati group | Plant Stor. 1§
o T 131318 |CUP PAPERSOZFLATE.. | 2,010 |PAC|D 11/01/2004 |TABLEWARE DGS _
:E
E

[«

T [ <[]

[10]131316  CUP PAPER S0OZFLAT BOT100IFE

E R

— Srr—— o - -
T 5 # 4 ’

tactperson ~ Texts | Delieryaddr,. |, (0

i

Item Texts A
& ltem note
Delivery text

21 haterial BN eyt

IR

| Continuous-tex.. &

[+]
[~]
(4]l

Mstart||| (] @ B D ?|| BIin...| ler | Bp. [[@che. mpsh | B |

|<E] @Qﬁe}@@ﬂ BF G54 aM
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2) Select purchase req at top and choose other requestion.

al=
o i Other
DisplaWChange F7 Hf_t'on_10056613 ReqUeStiOn
Save crieg  |@8 | [ Help (& P ents
Check [=]
2 Select to get =
- = drop down - : . :
wemd [T ] R Blca|EEa| == | B & || e¥lD efault values
St | tem|a T [Material Shortiexd Quantity|Unit| G| Delivery date [Mat graup  |Plant Star_ I
i o 131272 CHEMICAL SODA ASH S... 63 |BAG|D|11M12/2004 mé&{:,ﬁg OGS
1=
o ] [=
[ER|I3] s | EW 3|
[10]1312?2,CHEMICAL SODAASH SODIUIM CE - |
N I sigr ~ Source o e

ot 7 Teuts

ot A
E Itern ndte i
Celivery text
T ial Pt =L
SR 1 Continuous-tex.. &
[=]
S
| e R
L U [MESZN b2 petappt
r*Sl:‘art]H @ g » G) ”“ E:Inbox..-.. I "j,Createl @POT “gchang_ transa

| [C2OESOUT osem
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3) This is the screen you will get. In the Select Document box you will enter the Purchase
Requistion Number.

“ Change Purch. requisition 10056613 Enter req
' Document overviewon | | () %7 & 4B | [l Help & Personal setting | AccountiegDotuments | number

Futchass requistion B 10056613 here. g
fianseE1a e o B @r@Eo|sEn| @ R 2] 3] | Eoetaut vaes | ’7
Quantity|Unit| G| Delivary date ) |Plant stor. Iy
ODAAZH .. B8 |BAG|D|11/12/2004 . |DGS !
E
]
=
| Contactperson © Teds | | raddr. f, P
A Next select
: i other doc.
@ Item note =
I Delivery text
elivary te - =
LIilE

hstart|| | ] @ B O 7| Blinbox..| @lcreate..| Blp.0. T...|[g5ichang... Blransa..| |-
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4) This is the screen you get. When document comes up you can change or delete.
5) Then you select save.

[+]
[=]
VE|| & S | & aER | || 2] 84 | Default valuss ’7
St Shorttexd Quantity| Unit| G Delivery date |Matl group | Plant Stor. 1
[CHEMICAL S0DAASH 5., 712 |BAG|D|1112/2004 |MEDIC DE... DGE
E
(D s | EN| X
[10]1131272 , CHEMICAL S0DA ASH SODIUM C & -l
Material data | G esidates | Valuation | Accountassignment | Jf ko T g
Material 131272 Short text CHEMICAL S0DA ASH SODIUM CARBONATE 50
Bateh Réwmn level
Material aroup BE5000  MEDIC,DENTALVET

“endor mat. no.

] ﬁ E |I O Inbas - M{LI b Type inhr... |:@tramsacti&..l .'? SAP Logp..“f Change... |(ﬂ Wy ﬁ& @ QJ B42 MM

Hstart|
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6) Type in transactionME21n for OFF CONTRACT POQO’s. This is the screen that you will
get.
7) Click Document Overview on

. Document

Create Purchase Ory Overview

 Document overviewon | [ @& Printpreview | Messages | [l Help | & Personal setting |

Standard PO E | I 10/05/2004
S..|Item --uM,aie.sial Short text 27 tity 0. | ClDeliv. date  |MNet price ACurr. |Per
ki 0 [«]
K D =]
K i}
K (i}
K i}
K (i}
K i}
K (i}
K i}
K| D
K b
] ] ] o]
BN E i } I Defaultvalues
Mewy item ] A
i D [ME21N P2 priappiu | OVR o

e _!.' P AM

Page 129



8) Click on the Balloons

Create Purchase Order
Document overviewor | | |3 & | Save without check | g8/ | ¢ Printpreview | Messages | [ Help

KStandard PO ]

Petsonal seffing |

Brm (A uga}.ewal ot test FO guantity 0 | ClDeliv. date M
K [}
. K b
K [}
. K b
K [}
. K b
Balloons m b
. K b
K [}
. K b
K i}

(][ e

~ Defaultyalues

o Mew iterm Bl al
M D]

sare| |4 @ >0 7
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9) Select Purchase Req.

Create Purchase Order
Docurnent overvew off | () & | Savewithout check g8/ | @31 Printpreview | Messages [l Help | & Personal sefting.

PO guantity. Net i

Remaove J

Select
Purchase
Req.

A
K
K
Change J K
K
K
K

Purchase arders

Reguests for guotations

Contracts

Scheduling agreements

General purchasing documgats

HEE I = = = = = =

Purchase requisition

My purchase orders 4[»]

Purchase orders on hold - :
_— Exipl LI =4 E : ]| Defaultvalues
My purchase requisitions = -

My purchase orders T ITRE ) alw

2]
(~1[][¥]

Inbox - Microsoft, .. ; @Dﬂc&rﬂentlhm i

Hstan| | @ B O 7|

gtreatE.Panha.':-..
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10) This is the screen you get. Here you will enter Purchasing Group and Plant.
11) Then click on Execute.

T e@a@ B0 D000 BE @

Execute

Furchase reguisition number ta

Reguirement tracking number to

Itern numkber to

Document type jul

Furchasing group 278 1] Purchasing
Furchasing organization o Group
MF M material to

Mame of processor jul

Fixed vendar ta

Account assignment categary to

Qutline agreement numkber to

Outline agreement item jul

Desired vendor ta

haterial group to

Material to

ltern category jul

Supplying plant ta

Flant 1500 ta
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This is the next screen.

Create Purchase Order

&b/ | @ Printpreview | Messages | [ Help

Standard PO |

Document sveniewoft | [} @ Save without check

Personal setting

S.ltern (A |l |Material Shorttext O guantity 0. |CDeliv. date

2 10056613
2) 10056612
[2) 10056611
=) 10055972
2 10055971

[+]
[x]
=) 10055970
(=) 10055988 j
(=) 100559568 . )
2 10054635
2) 10054634
=) 10054633 _ S [ : WVl || Defaultvalues
[+]
[x]

xxx?:x?:xxxxxllf

HiIEEEEE = = == = =

|

=) 10054632
2 10053706
=) 10053705
[£) 10053704

MNew itern )

NP P S R VYT RV ST F VTR

s | @ B O 7|
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12) Drop down little box and select save layout.

Create Purchase Order

Docurnent overvew off | () & | Savewithout check g8/ | @31 Printpreview | Messages [l Help | & Personal sefting.

Furch /
I £ 10056614
b (2 10056613
B [2) 10086612
I () 100568611
I & 10055972
b (2 10055971
B [F) 10085970
> () 10055968
2 £ 10055968
b (B 10054638
B [2) 10054634
l () 10054633
I £ 10054632
b (2 10053706
B 2 10053705
() 10053704

Select layout...
Change layout...
Save layoui

Manage layout..

Mewy itern

18 [l |material [Shorttext PO quantity. |clDeliv. date

K , D
m Click on .
the box. b
D
| D
T | [
g = Click on E
- Save Layout :
K D
o D

JH[ e

 Defaultvalues

_.:ﬁij'r:a:t-]

FeT -3 Tokl
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13) Click on Save on the top box, Then on Click on Green check on bottom box. The
Layout save will reopen, close out by clicking on the X
This will save your purchase req. screen if you are doing more than one purchase
order.

Create Purchase Order

' Dacument averview off | | I:D]@| Save without check | g8 | 3 Printpreview | Messages [l Help | & Personal setting

= Standard PO &

1DEFRULT B Next PO guantity Q... |CDeliv. date

i Diefault \ [E’
£ N b
| v TEe T Save AN X to close out R
10056613 lz‘ _ | . this box aﬁer -
10056612 save. -
10056611
10055972
10055971
10055970
10055968
100553562,
1005
1005
1005 [ |  Defaultvalues
1005

1005 I B

1005

1005 v @ [«

. b [mE2IN P petapptu | OVR
st | (@ > O 7| CEOESOU T o

7

PTYNYYSYYTSS YW
(DI (I [0 [0 ) 0 3 3 () () ) [ [ (i)

: '5.@i3m&m.entiﬁ-ﬁc. =

Inbox - Microsoft. ..

E-Ereate.Purcha.‘:-..
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14) Find Purchase req that you need and drag and drop into the shopping cart and then you
can turn the Document overview off.

Turn
off
after
you

dr ag eck @| | F@'-:F‘.Hm preview | | ‘Messages ||ﬂ HeIp'l | Pe.rs'un'gl_"seﬁmg"|

Create Pn

' Docurent overview off |

andard FO |

S.(ltem (A || |MaiET |Short text PO guantity Q. | Deliv. date

| [ Inl

Drag and Drop
into Shopping Cart

Purch reqReg

A |
K
K
10056614 [=] "
] K
K
K
K
K
K
K

1005661

10056612

Pick out your
Pur. Req.

10056611 E—

10055972

10055971
10055970

e
P E
e
P E
e
P E
e
I ) 10055969
e
P E
e
P E
e
P E
e
P E

EiE R

10055968 x )
10054634

10054633 ! S TR = 3 | ~ Defaultvalues

10054632

1_0_053TDE k Mew iterm g

10053705
10053704

o] | 1€ 2 0 7|
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15) Enter Vendor Number, Price, Currency and Per Pack Quantity.

Create Purchase Order Vendor
Document averviewon || [ E | Save without check | |J | @{'@':Pﬂm.pfewiew“ Messages |]E Help | ¢§J Perstnal setting Number
Standard PO z| [ 117211 BOYER PRINTING & BINDIN... 10/085/ 2004 E
S.tern 0. T Deliv. date |~ o PeE (O | p  |Pint Storloc Batch Track
Price cn_u.m-.f-ee&at— I PAC: = [pos E
D E
D Usb ~ [=
[«][>] ]
B Defaultvalugs Currency
[10]130885, FORM,5TD-552,5URPLUS STP.. @ | & w
 Material i o : ~ Deliveryschedule | - | lnvoice | | Accou l e
T — o 2t Euschyen,. Jieqs, o Joeenguanity JITI
[o11/81/2004 11/01/2004 10055970 [ Tﬁ%i

" ) Can dalivery date be met? (Realistc daiver date: 11/0412008)
i3 )

fi!lel “wero |
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16) Under Delivery Tab, Enter 10%

Create Purchase Order

Document overviewon || |[) & | Savewihoutcheck | g8 | (&8 ¢ Printpreview | Messages | [l Heln | & Personal sefing |

|Net price

&.go6

Ciantitie L Delivery

overdeliv. tal. 10 % [ Unlirited Remindar 1 ¥ Goods receipt
Underdel. t'ﬁ'].:E m% Remiﬁﬁérﬁ_é [ &R hon-valuated
Shipping instr. & Reminder3 [ Delv. comy
Stock type Unrestricted use =] o, reminders o

Plnd delytime 30
Rerm. shelflife b GR proc.time 1 Latest GR date.
-‘f'.'):ﬁ‘ﬂnnim-l'..'kw = [:nﬁﬂ:mrmw ]

[l

distart |

il

[]
r
Enter 10%
a¥
intitiesfweights AEIIVER SCRE | Acount pee |
[+]
[~]

Inhax - Micrasoft. .

@m0 >

| ®BocumentL - Mic..,

&_@Ereatt.Purﬁha;:;.
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17) Under text enter Delivery Instructions.

|Bateh

Delivery
Instructions

Itern Texts ... [ PLEASE MARK ALL CARTONS WITH MATERIAL # AND PO#.
Herr 16t PO# MUST BE ON BILL OF LADING, FAILURE TO MARK THE GARTONS WILL RESULT
Bl Mator IN REFUSAL OF SHIPMENT.
IR G PR =e ) PLEASE CONTAGT BILL BEATTIE OR ROBIN HETRICK 717-787-6147 ¥ 3235 OR =]
—— T T R O O POy =]
[ I[«][»][4][»] Continuous-tex.. &
L]l —_.EE

Fe] 36 20

Page 139



18) Enter the correct Delivery Address.

117211 BOYER PRINTING & BINDIM..

Qelw date. )

Batch

11¢01/2004

:Qr.r_ Maﬁ aroup F‘lm

. [pos

Enter

Delivery adidress

Delivery
Address

Correct —
Delivery Commuodity Dist. Center

AddreSS nurmber 2221 Forster St Brigos St Dock

Postal codelCity 17125 Harrishurg

& address details

Resetaddress

Address 219057

‘Repeat address on
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19) Do a print preview and make sure all your information is correct.
20) Hit the go back arrow and then click on save.

Edit

& =] d/@]le@|gtﬁjtﬁléﬁ@ﬁﬁl[@|@

Goto

Print Preview for YPCC Page 00001 }fmﬂaj\
Go
back =]
ORIGINAL Page 1 / 1
Purchase Order Ho.
Purchase Order Date: 1070572004
Please Deliver To:
i DS |
Click
Commodity Dist. Center
on 2221 Forster S%t- EBriggs %t. Dock
save Harrisburg PA 17125
. Fwithus: 117211
n
next Address:
NG & BINDING CO
scree Please Bill To:
n Commonwealth of Pennsylwvania
1704z-0509
(When DGA 27525
yOU C3 Comptroller Office
PO Box 2769
back . .
Harrisburg, Pennsylwania 17105-2769
VEN4QoL Fax Number: Y17-272-9698 E‘
Purchaser: _ _ . E

KD — [ (0]

| [ | ME21N PEl | pefappiu  OVR 2

;mgtart”J o & » @ || Blinbox-mi.. ”‘-'Print Pre.. B@]Document... | @1p.0. TEXT .. | G BNE vVl satam

Page 141



21) Your Purchase order number is on the bottom of your screen.
22) You will then open up a new session and go to MEOSf

Create Purchase Order

| ufaft.i-fl]"' Save with

Creates a
new session

Purchase
Order
Number
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Execute

23) All information should already be here. Next click on Execute with the clock.

| 0 2liBIeee DHE H0La0 PR Q@B
Message Output

Purch. doc. data ! —Printpre\riew (Shift+F &)

Document number
Yendar

Furchasing arganization
Furchasing group
Document type
Document date

Purchase
Order
Number

Message data
Anplication
Message type ta @
Transmission time-spat

Processing status o
Creation date

0o:oe: e

Time created

S o = S TS 1

iﬁstartl“ Ewrn > J [ bz | ‘rll::reate...l Docum...l ®1r.0. T...“s'“Messa... |<ﬂéﬂbﬁ035ﬂ T &4 AM
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24) This is your next screen. Check the box and the click on Output message.
25) The PO will print out if it is under $3000.00, If it is over it will go to the comptrollers
office for approval.

Settings  Systemn  Help

T 0l eee DHE DDA BE @

List

Edit

Goto

Message Ouiput
4 4 p M &EF ST OutpL{tmessage Display message | Message detail | Trial printout

\ |Print preview (shifi+F 8] [+]
Doc. date PGr Mame 1 Yendor Furch.doc. E‘
M=g. Lng Partner Role Created on Time Time N User name Output device WName Fa
10/05/2004 278 BOYER PRINTING & BINDING CO 117211 4500169839
fart WEW EN 117211 BA 10/05/2004 08:39:27 3 FOB4EG6296 YPCC - Default Windows Printer
. Then select
Check this
output
message
[+]
(]
K| [ I[«][+]

| D | MESF bl pelappiu  OVR 2

iﬂStart”J m E ) @ ke J (L) Inbox I ‘_ICreate...I Docum...l P.O. T"'II‘-IMESS"-" |<ﬂ§g‘{)ﬁ&@@d @ Fidd AM
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26) If your PO is over $3000.00, go to ME23n and take a screen shot of this for in the file
until it comes back from comptrollers office approved.

Create Purchase Order

 Dacument averview on | | @H@  Bave without check | |@ | |2 Print preview | Messages [l Help ] Personal seting | Drop
down and
Standard PO B 143136 EXPORT FUEL COMPARY [MC 18/05/2004
- ; [ select
S.|ltern |IM material Info rec. |R..|Fr.|T.|Purch.reg.  |Reg. {Outline %MEGJRE@ Itern |Purchasin.. (Itern |Hi Hardcopy
10 {31277 (1|1 [Ei1ecsse14 {0 |4600005752/10 L to print
.;S. g; . E screen
L “ | shot
[«][¥] [«[»]
BRI P Default values
[1071131277 , ANT-FREEZE RADIATOR MITRA.. & AR
Delivery | Inva e ions | . it ; nment | Texts | ddress | Confirmations b, LD P
Overdeliv. tol. 18 % [ Unlimited Reminder 1 %] Goods receipt
Underdel. tal. 2o Reminder 2 Ol &R hon-valuated
Shipging instr. T Reminder3 [ Deliv compl
Stock type Unrestricted use b} Ko, reminders a
Find delytime 30
Rem. shelflife D GRproc.fime 1 LafestGRdate =
QA tarttnl ke 4} Inentarms [=]
L«][e]l ][]

b [ MEZ1M P2l priapptu

ﬂﬁfzaﬂ:]“ @ gﬂ @ j"“ EI@DX'WPO.I_?S#PE.I@&&M, | [Q{fg

@@ @l SIPH 06 AN
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27) You will have to check periodically to see if they are approved. Go to ME22n and pull
up the PO in question. Open up the top header and select Release Strategy. If there is
a yellow triangle it is still not approved. When you get a green check mark it is
approved and you will be able to print it off by going into MESf.

Release
strategy
tab

Peggonal settings  (Ctrl+F1) E‘

Standard PO 3 | 45@31&?? ; RI §
. Partners | Adc ata | Orgdata | Status | Customerdata R.e_l%ase strategy - 'ﬂ
Release oroup Z1 PROC RELEASE Code |Description Release options | Released
Releade strategy 05 SUPP & SERV = 3K 02 |COMPTROLLER W
Relpase indit TOp leased
Header og
S jtern A& || Material Short text PO guantity 0. ClDeliv date  |Met price Curr |Per
10 131270 |CALCIUM CHLORIDE,50. 10, 752BAGID[11/01 /2004 7.238D | L
K .L!Bﬁ E
K [~
1 ILI_—EHI]

El B | o i L, Default values

[10]131270, CALCIUM CHLORIDE 50 LB BAG B -

Slalli|| 18 &3 > “ (o) Inbox - -T,l,s\pern ! @l[ansac ﬂ S4P Lo, ”;’Stand |@£%\}§E&d 12:10 P
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Receiving Std Forms From Print Shop

1) Get the Work Order from purchasing agent.

2) Call Greg Juris at 787-8884 for price of quantity actually ordered
3) Type in transaction MIGO click on Enter.

4) General Tab — enter the Work Order number

5) Material Tab — enter the Material number

Document dats A7 12080 aterial ofip 217357

Posting date

0 [¥] Collective § Work
Order

Number
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6) Quantity Tab — enter the amount actually received not ordered. Enter the number not
the unit of issue.
7) Enter the dollar amount.

Documentdate  18/07/2804  Waterial slip 217357
Posting date 10/07/2004  Doc header text
8 Caollective Slip 4}

Amount
Received

Ext arnount LG 569, 'BEII'
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8) Where Tab - enter the Plant and Location
9) Hit Green check or enter. You will now have a new tab.

showoverview | 3 | Hotd || Check | Post

Where

lLine_|Sta..Material descr K |atyin UnE- .. [Storloe E
L [B16E : Su Al
{l

v

Acct. Ass.
Tab

Movement type Receiptfor Work Ord 961 nrestricted use @

Plant DGS
Storage location Sup&SurFaorster #ift—Storaneb] Enter Plant
Goods recipient and

Unloading goint Location
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10) Acct. Ass. Tab — Here you will put your Funds Center, Cost Center and Fund.

11) Make sure the ltem OK box is checked.

12) Click on Check. In the lower left corner of your screen you will get a message of
Document OK. If there are any red stops you must correct these before completing.

13) Click on Save. Your Material Document number will be on the lower left of your screen.

In red write the Material Document number, sign and date the Work order and return to
Purchasing Agent.

Save

W|E| Goods receipt Others - Wiiiain Beattie
 Showovendew | (1| Hold | chEck  Post| | [ Help

Line |material descr. 0K |atyin UnE E... |Storloc Costcenter [Bateh
1 [FORMSTD-500,CALL MEMORANDLUM,10PDIPKG | [v] 516080 — i j
Funds Center :
[l Cost Center (]
Delete |1y _efntents: Fund
© Material | Oty | Where ' Acct ass.
Funds center 1522640000
Fund EO00504001 __
Cost center 1522640000 '
Check Item
Ok
1 []

ﬂSf:art”J @g _E = SF\PJ_GJ”EEoods 'Inbox;-...l-.@i})ocm,..l |_.Jﬁ.ddress |Qj5£§%\}®$@ﬂ,& 2E1PM

Material
Number will
be here
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Receiving Commodities

1) Type in transaction MIGO and click enter.
2) Type in PO Number and click on enter.

Enter

Goods receipt Purchase order - Williain Beattie
| (3| [Hota | cneck | ot || (B el

Goods receipt @l Purchaseorder @ 4500167718 [a) (Y [
I g

Show overview.

i | Typein PO

sanenl number

Documentdate  10/07/2004  Delivery hote
Posting date 10/07/2804  Bill of lading
0 W Individual Slip ]
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This is the screen that you will get.
3) On the Qty. tab, enter the amount that was actually received.

Genetral

Documentdate  10/07/2004  Delivery note. “endor
Posting date 10/87/2084  Bill of lading e
0 W Individual Slip ]

Enter the
amount
received

Q@tyin unit of entry
Oty in SKL
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4) Click on the Where tab, here you check to see the if the storage location is correct.
If not, change to correct plant.
5) Click Item OK, then click on Check.

L 3 ) [ |58
2| Goods receipt Purchase order 4500167719 - William Beattie
| Q|| Hotd || check  Post || [ Help |

Movement type GR goods receipt 181 + Stocktype Unrestricted use @

Plant bos : __
Storage location Sup&SurForster 8801 Storage bin BB2BE4
Goods recipient \
Unloading point ftoratge

Item OK ocation
Text

gsm]ﬂ He » |J @l 5AP Logon P... Iﬁfﬁduﬂs rece... @bacutnaamentt .l',iDF_t g
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This is the screen that you will get.
6) You can just X out of this. You will get green or yellow light. If you get red stop you

will receive message at the lower left hand corner telling you what needs to be
corrected.

JH I e EHE D000 EE @
Goods receipt Purchase order 4500167719 - William Beattie

| Shavy overview | | \E\ | | Hold || Check || FPost || | Help |

Line |Material descr. Ok |Gty in UnE E... |Storloc Batch Valuatiunt...
1 |CALCIUM CHLORIDE, S0 LB BAG []|886 BAG |[Sup&SurForster |]
[
T N N N
DL ellow Stop e [« ][+
E X out
| regesae tet  ia
a/ 1(Deficit of PU Ordered guantity 9 856 BAG @ 131270 1608 QOA1 “:?p
El

YR&MA PN FEFHEOHNB@o @001 00 @ %

Starage locatian Sup&SurFarster HOET  Storage kbin BEZEE4

Goods recipient
Unloading point

Text

== =

“ .i SAP Lagan F‘...”‘_Il_':oods rece... @Documentl | |J Address |<ﬂ§g§tﬂ) i @ ‘)d 1:04 P
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7) Click on Save. A Goods Receipt will appear on the lower left toolbar.

8) You will write the Goods Receipt number on the PO, along with the amount received
and the pallet count in red ink. You also need to sign and date the document.
Return the PO to Purchasing Agent.

General

Documentdale  10/07/2004  Delivery note.
Paosting date 10/87/2004  Bill of lading
0 & Individual Slip ]
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Receiving Health Forms From Print Shop

1) Call Greg Juris at 787-8884 for price of quantity actually ordered.
2) Type in transaction MIGO and click on enter

3) Make sure drop down boxes are Goods Receipt and Others.

4) Receipt for work order should be a 901.

5) Material Tab — enter the material number you are receiving.

CAD 4

Goods =3 a Make sure

receipt & this a 901
Others 8

Goods receipt g | Others g
k=

Documentdate  10/07/2084  Material slip 236099 __—| Putwork
Pasting date 10/07/2004 Daocheadertest  |236098 order

O [ Collective Slip ] number
here

Material
Matstial | Gty | Where number

Material

(arey [
- DimcolE
ﬂsmﬁ:;]”@g > |Jﬁ§nPJ. Ilglﬁondi:.' Eﬁ:ox:-;..l_: |Docu..
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6) Quantity Tab — enter the quantity that you actually received.
7) Ext. amount LC — enter the dollar amount, which you get from Greg.

WE| Goods receipt Others - Williain Beattie

showoveniew | /| Hot || check | Post || [ Help |

Documentdate  10/87/2004  Material slip 236098
‘Posting date 10/07/2004 Docheaderted
B Collective Slip bt}

-~ |Material descr. ] in Unl" : Costcenter |Batch
' Enter

Quantity &

Gty in unit of entry

Ext. amount LC 46822

46822
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8) Where Tab — enter the plant number and the storage location.
9) Click on enter.

0 [ Collective Slip ]

Line |waterial descr.

Movement type .- Ebcei;it-fﬁrWurkbrd- Plant and

Storage

Flant 6700 .
2 Location

Storage lacation doh]|
Gaads recipient

Text
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10) Click on enter. You will get one new tab.

11) Acct. Ass. Tab — You will enter your cost center and your fund and make sure your
Item ok box is checked.

12) Then click on Check.

13) If there are no errors you will get a document OK message at the bottom left of your
screen.

14) If you get any error messages you must correct these before you can continue.

| o HE DD
| Goods receipt Others - Williamm Beattie
et | [ belp.

| Show overview | | |—Q_| | | Hold ||'6h_9|:1< [|

Star.log. Costcenter |Batch [
EAf FREEFORMS  |5748101008)

Cost
Center
Acct ass. and Fund

Funds center
Fund: 1049704000

‘Cost center 67491010680

Iltem Ok

Document
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15) Click on Save.

16) Your Material Document number will be on the lower left corner of your screen.
17) In red, write your Goods Receipt Number on the work order, sign and date.

18) When the Goods Receipt prints off (901), It is then filed in the shipping office.

_ 3 2

W|E| Goods receipt Others - Williain Beattie

 showovendew | (1| Hold | Check | Fost| | [ Help |

Documentdate  18/87/2004  material slip
‘Posting date 10/07/2004  Docheadertext
| Collective Slip b}

ine |Matetial descr. ] Costcenter |Batch

Material Vatorial
ateria
Document

Number
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Create A Stock Transport Order (Sto)

1) Type in transaction ME21N.
2) Open the top header and put in Purchasing group and Supplying plant.

Stock transport ord. & | | E?DD| =) 18/04/2004
A = K Address | Communications ds 1 Idata  Orgdata rls
Purchasing org.  COPA Commanwealth of P&
Purch. group 293 Purchase
QpmpanyCode  COPA COMMONWEALTH OF PA Group &
Plant No.
Close
when : . _ :
r ) text PO quantity |0... c|peliv. date |curr._[wati group |Pint
lesiEhiniticy
done with ' ; HLTH i
group & . |HLTH
JHLTH
plant |HLTH %
[«][+]
IS ER B Rl | ; Default values
Mew item ] -y

> | MEZ1H PEl| peiapplu | OVR o

@Slﬂlti“ @ ﬁ > H g -éﬁ#-L‘Dgon Pa.. |E]hbox .--.MI::CFDSU:.Z”,ﬂ? Create Purc...

BY0ocumentt -M..| GEAD BWal 1231PM
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3) Close the top header and begin to put the material numbers and quantity amount for

order.
Close this
E header
= : ' AR | when all
Create Purchase Order material
Documentoverdewon | [ |8 Savewithoutcheck 5@ Printpreview | Messages | [ Help | & Personal setting and .
quantity
Stocktransportord. & [ G700 HLTH 10/84/2004 are input
5 T A HMaiesial Short text PO guantity 0. |CiDeliv. date  |Curr... \Matl group E.-.Ir.m
K | lzegasa | 25 USD. ~ HLTH [«]
k | 78950 i 25 usb JHLTH =]
¥ | |zecnza 25 liso. HLTH
B K | l2o60ag i 75 [&ﬁﬁ: | HLTH
K | [28B101 > o5 S0 i
Input . : e T
. , k | |z85470 25 usb- HLTH
Material #'s K | zasooo 25 usD. |HLTH
and quantity RN\ 226364 i o UsD e
K | Ro604s 25 liso. JHLTH
k|| i usb s
K[ | Usn HLTH
] o ] L [ 0]
ENE i - 5 Default values
e itern ] ]

BDocumentt -M..| FEAD BWal 1235PM

msmtnj @ a‘ > H ._i."_?'-éml.j.-'l:ngon F}a'-.;-lEihbox:-.fﬁfcmsc&.z”f Create Purc...
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4) Close Item Overview, put GL Acct, Cost Center, and Fund numbers in for each line
item. Then click on check.

Help

300 ©Qe DHE DDA B @B

Create Purchase Order

Burchase order

Docurnent overview on | |—7 5'71’ Save without-ch J’—ﬁ%—|—£§ Print previews | Messages .Help FPersonal setting

Check .
ur] Stocktransportord. & Supplying plant 6700 HLTH Doc.date 10/04) Use this to
T3 Header : : go from
T/ ltem overdew: one line to
b= ftam [90] 286045, DHIBUILDING FAMILY RELATIO . & | the next
Material data | Quartitiesfweights | Delivery schedule | Delivery | Invaice h Canditiohs " Account assig... “l i
|||ﬁ| AccAssCat Costcoenter E Distribution Single account assignm .. & CoCode COMMOMNW . E
Unloading paint Recipient
GIL account no. G361300
iness area
GL — Cost  |ae~
and Fund =t center
mmitment iterm
ds center Fund Th49704000 [)
Eatmatked funds Functional area Ll
[«]
[~]
L«][e]l B[]

| D [mE21N P2l pelapplu OVR

i Start :ﬁ F- ) d S&P Logon Pa.. | ji) Inbox - Microso...| ‘_l[:reale Purc._. @Documenﬂ M C&ji%t’\) | [\a a 12:37 PM
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5) Putin the correct ship to address, use the tabs to select delivery address, (or the
drop down), select check

Create Purchase Order

Dotument overviewon | () & savey

[10] 286349 , DHISELF ESTEEM INFORMATIO... El

~ Lewisburg Careerlink
1610 Industrial Blvd.

RS

|J @ ﬁ _' H‘“ éﬁﬁm:pgongml EIH&DKHICW’”&H Create Purc... %10
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6) The next screen will put the address on each line item so you do not have to type
each line separate.

ﬁ
Click on
thic

Sistrict
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7) The next screen will tell you if you are missing any GL or acct numbers. Just click
on the green check

e T T W T L |

|[«][»]

Typ|Hessage text LTxt

Mo message generated for output of purchasing document @ [r—
Item 1@
Supplying and receiving plants identical (Please check) @
Item 18 Sched.line 1

Can delivery date he met?
Item 20

Supplying and receiving plants identical (Please check) @
Item 28 Sched.line 1

Can delivery date he met?
Item 30

Supplying and receiving plants identical (Please check) @
Item 38 Sched.line 1

Can delivery date he met?
Item 40

Supplying and receiving plants identical (Please check) @
Item 48 Sched.line 1
Can delivery date he met? ]
Item 50
Supplying and receiving plants identical (Please check) @
Item 58 Sched.line 1

Can delivery date be met?

Item 60 . —
Supplying a Click on ntical (Flease check) @

Item B8 Sched.] ThlS

B

T
[ER |3 ]

T

[id]

EEEEEEEEREEEREEEE

[«

ML/ T« ]+
| vk @ AP HNTAYE OB BHNBGo w0 b0 0 H |/

i Start :ﬁ F- ) d S&P Logon P.. | K& Inbox - Micros. . | ‘_l[:leate Pur__. Documenﬂ s (ﬂfﬁi} i @ d E. 1:04 Phd
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8) Click on Save and then on the blue pop up box click on save again.

Then click on
this save

streetHouse number
District
 “0stal codefCity.

| |J @ ﬁ Hc“ géﬁdﬁ_‘ogon['ilg [nbo:{mk‘iimﬂsH ﬁﬂ[ﬁleate Pur._.
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9) Here is where you get your STO number. The STO is complete.

G| iHe@e REHE D000 IR @

Create Purchase Order

| Document ovendew an | | @| Save without check | | |éﬂ Print preview || Messages ||ﬂ Help || Fersanal Seﬂingl

E=)
[=)

N | P

This is
your STO
number

iaﬁlalll“ ﬂ S E |J .7 S&P Logan P... I o Inbox-Micros...II"'l[:leate Pur.. ®Documentd - .. | (ﬂ%ﬁbaud B4 1:07 PM
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View And Print Orders

1) Type in transaction ZME2W and execute.

2) This is the screen that you will get.

3) Type in Plant number and Storage Location ( which is at the very bottom, you will
have to scroll down a little ). You may have a second plant number show up; take
that out.

4) Click on Execute with the clock.

Purchasing Documents per Supplying Plant

O JE( E chosse.

If you have a plant
number here take it
out.

Plant and
Storage
Location

fiosoes 2004 ()

il
E
=
E
=
E
E

E
L ] =

- DfzvEsw bl potapetu]
iaStart”J Eron> J (] Inbox - Mi... ”""Purchasin... & SAP Easy .. | & Tvpe in tra...I |(ﬂéhﬁ'aﬂud 55 11:01 AM
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This is the screen that you get.
5) Here you will click on Select All and then Automatic Goods Issue.

List Edit Goto Enwironment em Help

300 e DHE ©Dhoa0 BERE @
FPurchasing Documents per Supplying Plant

=] EL\@ Print preview PO history Changes Delivery schedule |Automatic Gnod\slssue| Manual Goods Issue | 6

\ 2]
PO Ty\  Suppl.plnt Name Created by PGp Order date El
Item MateriX Short text Mat. group i
D14 PInt 5L ty.  Un Met Price Curr. per Un Automatic
Select All Goods
4200243959 ECPO P Stacey Loan-Kent 380 07/27/2004
{0081 130962 FORM STO-320, TRANSMITTAL OF REVENUE,108 O76A45 Issue
U K 2000 15 PAC
Sti11 to be delivered 13 PAC 0.08 USD  BB.G7 &
Sti11 to be invoiced B PAC .08 USD 0.00 %
Total goods issues 2 PAC 13.23 %
4200252619 ECPO Plant 1588 DBS Stacey Laoman-Kent 380 03242004
[+]oaaal 130962 FORM,STD-420, TRENSMITTAL OF REVENUE,108 076845
U K 2000 8 PAC
§ti11 to be delivered 8 PAC 0.08 USD  180.00 %
§ti11 to be invoiced 8 PAC .08 USD 0.00 %
4200250254 ECPO Plant 1580 DBS Sherriel Marie Lewis BBO 09/20/2004
[+ oaaal 130962 FORM,STD-420, TRANSMITTAL OF REVENUE,108 076@45
U K 3802 1 PAC
§ti11 to be delivered 1 PAC 9.08 USD  180.00 %
Sti11 to be invoiced B PAC .08 USD 0.00 %
4200250654 ECPO Plant 1580 DGS #1fonzo Rakinson 348 09/21/2004
[l oaaat 131316 CUP,PAPER,50Z,FLAT BOT,188/PAC,25 PK/CTN 0730828
U K 1501 25 PAC
Sti11 to be delivered 95 PAC 0.08 USD  180.00 % | |
[+]

| [ | ZmE2we PEl petapplu INS 2

iastart”J W& » o > J [ bz - wi.. ”E‘Purchasin... & SAP Easy .., | ] Tvpe in tra...l |<ﬂ§f{j§ﬂ.$.[\ad B 11:04 AM
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This is the screen that you get.
6) Here you will get a report that will tell you how many lines posted and how many
went into failure
7) Then select the Print Icon.

Help

HAHeCn QHE D0 HE @B
Purchasing Documents per Supplying Plan

S Refresh .
Print B
Frogram. ZLRMEGEWEO Commormres oo ennsy 1 vania E‘
User . POB4RES96 Inwentaory Management
Variant: HELENS ORDERS Afuto Goods Issue against STO
Summary Report
No. of Tine items selected 4
No. of 1ine items successfully posted : 4 -
No. of 1ine items that went into failure : o
g
L]l [ |[[v]
|@ haterial document 4900361592 posted [» IZMEQW polappiu | INS /7;

Hstart| | 11 E B D)

J (L) Inbox - Mi... ”‘_IPurchasin... ﬁ-ISP-F‘EaSV... | Typeintra...l |<E§E)§$l$ﬂ@d55“ 11:15 AM
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This is the screen you get.

8) Here you will click on Continue and your report will print out.

| 0 2aBIeee SHE B0s0 BHE @

Print Screen List

Continue

e

G5-22ND RMG47_HPLJ4050 e

Mumber of pages
@ Printall
() Printfrom page

| Continue PECE phint parameters |

Spoal request

ZLRMBGEWOPRO

Marne
Title
Authorization

Spool optiohs Cover sheets

Print immediately SAP cover page

[ Delete after output QperSys cover page
MNew spool request [] Selection cover page
Print priarity 5 Mediurn Recipient

Spoal retention per. 8 Day(s) Cepartment

Archiving mode Frint only =]

D | ZME2W b2l | petapptu :
| Blnbes - mi... ||.';T'Print Sere.. qpsAPEasy .. | MTypeinta.| [ ER0R v W gl B 11119 am

start| | 1A & B D 7
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Print Orders Using MB90

9) Type in transaction MB90 and execute.

10) This is the screen that you get.

11) Type in your Output Type (wa03) and take out the Material Document number and
click on Execute with the clock in it.

| 0 2liBIeee DHE H0La0 PR Q@B
Output from goods movements

Output type wal3 [
Transmission medium to
Sort order o1

Processing mode

Goods movements
Mat. document year 2004
Material document 4900361592

Take this
out

| [ mbox - mi... ”""Dutput fr.. @ SAPEasy .. | ] Tvpe in tra...l |@5§ﬁﬂ055ﬂ B 11:204M

start| | 1A & B D 7
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This is the screen that you will get. This shows all orders for all supplying plants.
12) You will have to right click on the word Plant.

List

Edit Goto Seftings em Help

3O H I @@ BHE DL BAE @
Outiput from goods movements
DEREEBRES T O

__—"| Rightclick

Mat. doc. |Item|Out.|Hed|HMaterial [Material description Pint |5LET|
f_—;49992?9982 1WA 115873 TOILET PAPER ROLL, 1008 SHEET TYPE 1 (963 (1159|0801

(149002710049 1WA 115891 PAPER TOWEL,C FLD,GR & CLS 1 EXCPT TOTAL)1153(60E1 [
[ ] 4900302432 1|WAD3|1 |115891 |PAPER TOWEL,C FLD,GR A CLS 1 EXCPT TOTAL[1155|o@ci
[ 14900305595 1WA 207800 SOAP TOILET MWOW-FLOATIMNG BARS,Z2 0Z 1155 (6AE1
[] 4900319156 1WA 1416949 CUPS FOAM PLASTIC,8 02 1160 (BAE1
[ ] 4900319158 1WA 2381 WEGETABLE, SPIMACH, CH 1166 (BAE1
[ ] 4900322604 1(WAD3| 1 |131436 |BAG, TRASH,LIGHT,7-1@GAL, 15X9%23 500/CTH 1155 (0@
[ 14900322605 1WA 131453 BAG, TRASH, HERVY 40-45G6AL,23"17"X46" 160 | 1155 (6061
[] 4900322606 1WA 115891 PAPER TOWEL C FLD,GR & CLS 1 EXCPT TOTAL)1155(60QE1
[ ] 4900345328 1WA 217457 BASE,DRY , CHERRY DRIMK MIX 1144 (BAE1
(] 4900345704 1(WAD3|1 | 241920 |EROOM,WHISK STRAW TYPE 1144 | 0@
[ 149003458233 1WA 243530 SYRUP , CHERRY COKE FOUMTAINM 2.5 GAL 1144 (BRE1
[] 49003458242 1WA 1416949 CUPS FOAM PLASTIC,8 02 1144 (001
[ ] 4900351564 1WA 119207 TAPE, MAGIC MENWDING, TYPE,3/4" X 1296 TEO0 (BT
[ ] 4900351608 1(WAD3|1 | 106193 |DISK,3.5" FORMATTED IBM, DYAN,1@/BX+ 7EOE | 0aa]
[ 14900351609 1WA 131420 POCKET FILE, LEGAL,STY3 50/EO0X 7500 (BAE1
[] 4900351611 1WA 119170 FASTEMERS , ACCO 2" CAP,2 3/4" CNTR,508/BO0X) 7500 (0061
[ ] 4900352501 1WA 119246 COVERS, 8-1/2" X 11" REPORT COYER,CLEAR | 7500 (601
[ ] 4900352824 1({WAD3|1  |119289 |TAPE,BOX SEALING, 2"XG0YD,SCOTCH CLEAR 7EOE | 0aa]
[ 14900352836 1WA 11968149 PRPER, BOND CAMARY, 8-1/2" X 11 HPG103341) 7500 (6061
[] 4900352837 1WA 130336 PAPER, BOND GR,8 1/2X11, 20# 7500 (BaE1

[] 4900352838 TI1WAD3] 119045 LETTERHEAD , DEP SECRETARY ,BEDE,8 1/2 ¥ 11| 7500 (0061 | |

[+]

[

|2 212 output selected D | mBG0 PEl | petappiu | INS 7

;mgtart”J ME o >

J (L) Inbox - Mi... ”‘_ll:lutpul: fr... ‘-lSAP Easy ... | Type in tra...I |<ﬂ§{{)§g&ﬂ@d BE 1121 AM
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You will get a drop down.
13) Select Set Filter

List

Edit

Goto

Outiput from goods movements
DEREEBES2F 4D

Mat. doc. [Item|Out.|Hed|HMaterial Mz
[]4900361236 1(WAD3| 1 2T2BE3 (W
[ 14900361237 1(waD3|1 13277 | Ah
[ ] 4900361238 1({WaD3| 131277 Ak
[ 14900361239 1(WaB3|1 131421 Wh
[] 4900361240 1(WAD3| 1 130954 |FC
[ ] 4900361241 1(waD3|1 138972 |FC
[ 14900361242 1({WaD3| 131268 (D]
[ 14900361243 1(WaB3|1 130964 [FC
[] 4900361244 1(WAD3| 1 131454 |BL
[ ] 4900361245 1(waD3|1 130911 Eh
[ 14900361 246 1({WaD3| 131454 |BC
[ ]4900361247 1(WaB3|1 207800 (50
[] 4900361248 1(WAD3| 1 ?EE414  [NE
[ ] 4900361244 1(waD3|1 207800 |50
[ ] 4900361260 1({WaD3| 288708 (NI
[ 14906361251 1(WaB3|1 2EE403  [NE
[] 4900361252 1(WAD3| 1 208701 Pf
[ ] 4900361253 1(waD3|1 264699 (Ph
[ ] 4900361264 1({WaD3| 255083 |Pb
[ 14900361255 1(WaB3|1 PERO83 Pl
[] 4900361 256 1(WAD3| 1 ?E5083  (Ph
[ ] 4900361257 TIwaD3| 264703 [Ph

;mgtart”J & B @ 2| Bine... ”a

re

Possible entries F4 | (&)

Selectall F&

Deselect all F&

Cancel F12

Print ShifteF1 | O

Fracess shit+F2  [pma| suee [+

Exit Shift+F 3 ]
. . , Plant|mn2

Print preview Shift+F4 Emalonat

Printer default Shift+Fs  pod) oaod

Log Shift+F & 333 ggg: |

First page Shift+F9 §BD [a]e]eh}

Previous page Shift+Crl ;gg 3331

Mext page Shift+F11  poQ oo

Last page shiteF1z oo I000

Caolumn left Ctrl+F 2 630001

Column right ChivF3 1513 3331

Last colurmn Ctr+F4  fog|onaz Select Set

First column Cl+F5 153 ggm Filter

Current display vatiant Ct+F2 1| gaf1

Choose display variant... Ctrl+F4 g eiich]

List status... Cri+F11 91 SES] L

Save display variant Ctrly{ a1]oo01

Setfilter Ctrl+SHift+F 2 E

Choose detail Ctrl+EShift+F 3 [ IMEIQD pelapplu | INS 7

Sortin descending order Ctrl+Shift+F 4

-
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This is the screen you get.
14) Here you will highlight the Plant and Storage Location
15) Click on the arrow to move them to the other column.
16) Then click on the Green Copy Check.

JHIC@@ BHRER DDO0 FHE @

Outiput from goods movements

PARBBAEF M

[+]
[-]
ajeieh} U
Filter criteria Field list :gm
Column content Col. content (] Plant & Storage
Plant [+] aterial docurment B location on this side-
Storage location =] |itern ¥ g Highlight them
Cutput type e}
Transmission medium alelen]
- ajeieh}
’ Materfal - // 2001
Material description / / Iae1
] . i 3AA1
Click on this arrow 4 / ot
to move them to « B0
the other side e
ajeieh}
E‘ El afe]oy}
[~] =]l oot
ajeieh}
Then 9001 =
click =1 &
v Ciy % % on this. U [ mBs0 b petappiu | INS

J Inbox—Mi... I;ll:lutputfr... ‘-lSAPEasy... | Typeintra...l |<ﬂ§t{)§g$ﬂ@d5ﬁ" 11:23 AM

iffjstart | | |

18>0
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17) This is next. Here you will input your Plant and Storage Location.
18) Next click on the Green Check.

Output from goods movements

PARBEEF P

Enter Plant
Flant and Storage
Storage location Location

Click on
Check

Y e E TR

L] ] [41[]

7
| Bmbox - wi... |[qgoutput fr.. @g'sapeasy .. | Eivpeinwa..| [0 F0R 8 el 6F 1125 am

start| | 1A & B D 7
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This is the screen you get.
19) Here you will click on the Print Icon — this will print out a report of the orders you are
posting.
20) Next you will click on Select All and then execute. This will print your orders out of
the system.

List Edit Goto Settings istem Help

@ 200G QHR DDO0 AR @@
Output from goods movements Print
RAWEBL A F I D
N\ [«]
Hat. \doc. | Item|Out.|Hed Mq@m description Flnt|SLac E‘
{?_‘;4999351&\2 1|wan3|1 | 131268 DISI{,WMB, FORMATTED, 18/8% [1500| 0001
Select All
Execute
A
[-]

| D [ B30 bE | petappiu | NS 2

iﬂStartl J m E ) @ ke J (L) Inbox: - Mi... ”‘_ll:lutpul: fr... ‘-lSAP Easy ... | Type in tra...I |<ﬂ§{{)§g&ﬂ@d B 11:26 AM
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Print Orders Using ZMMPPS

Change Collective Box

You will only need to use this if you are going to use ZMMPPS to
print orders.

1) You will need to go to MIGO.

oo, 9]0 B SHE

dccess - Usermenu for Cheryl Reckner

MEZ3M A\Display Purchase Order
MBS1 - hNerial Doc. List

(] MB03 - DisNay Material Docurnent

[ MI03 - DisplaXPhysical Inventory Docu
MIDE - Display Nwentory Count
[ Do - Display NockiRequirements &
[#] MmOz - Display MaXerial &

[l MMBE - Stock Cvervigw
MIOZ - Change PhysicN\ oventory Do
MI04 - Enter Inventary Count with Docu
[ WI05 - Change Inventory Count

[ MI03 - Enter Inventary Countwio Docur
Mi11 - Recount Physical Inventory Docl|
MI21 - Print physical inventory docurme)
(] M1z - Physical inverntory List
[l MMBQD - Materials List
¥_DC1_32000553 - Tables -= Display[+] |

[dle]l_____ [ ][+ [

SSION_MANAGER ] pcfampiu OVR

&3] Er| s &miEs. 1Er| 2P RE@EOLaaTe 2 2a7 e

;-IaSlaltI |

BUe@e >
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2) First Box should be Goods Issue, 2nd Box should be Others or Purchase orders.
3) Go to System, User Profile, Own Data.
4) Click on Own Data.

Create session
End session

Goods issue ————

1] @ | |_|'£ Servces
Utilities
List
Senices for ohject
Dhject histary

Documentdate  05/C Own spool requests

Posting date LT
Bl Collective Slip | Shomessage
Status...

Log off

Cnn johs

Hold data
Setdata
Delete data

Qwn data

Expand favatites

System, User Profile,
then click on Own
Data.

hsan| D@ @

B &-|=r| s | émliEe. BEr| o
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5) This is the screen that you will get. Here you will click on the Parameters tab.

6) Scroll down till you find NDR.

7) Under Parameter value, Delete the X.

8) Once you delete the X, Make sure that you Save.

9) You will need to complete this screen if you are going to printin ZMMPPS. This Movement
will keep your STO’s from showing up in MB9O.

Maintain User Profile Save Previous page (Page up)

s
1o
o

54P_DRQO04
I

535887

L[]

AN

NDR and X. You need to delete
the X.

5U3 PE polappiu OVR

e o sem

HAstat| B @ & >
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10) Once you save, Go back into MIGO and you will see that your Collective Slip box is no
longer checked

|smwwen=rew| |0 D | [ Hola || check || Post || [ Help |

k= General

Documentdate  B5/08/2085 Material slip
Pasting date 05/@9/2006  Docheaderted
O[] Collective Slip T

O oty in UnE
Collective Slip Box

no longer
1 checked

R ST e

dhsa] [0 @ &

Page 182



Print Orders Using ZMMPPS

1) You will need to go to ZMMPPS

Type in

MEZ3M - Didglay Purchase Order
i IMMPPS

MBS1 - haterid
(] mMB03 - Display Material Docurnent

[#] MI03 - Display Physical Inventory Doca
MIDE - Display Inventory Count

MD04 - Display StockiRequirements S
[#] MmOz - Display Material &

[ MMBE - Stock Cverview

MIDZ - Change Fhysical Inventory Docy
MI04 - Enter Inventary Count with Docu
[ WI05 - Change Inventory Count

[ MI03 - Enter Inventary Countwio Docur
M1 - Recaount Physical Inwvertary Docy
MI21 - Print physical inventory dacume)
[ mi24 - Prysical Invertary List
[l MMBQD - Materials List

Click on
Execute

Y_DC1_32000553 - Tables - >D|sp|av|z| ;

O8] B . e T s Bo] 4G HO L@ STHD o

dsat] D@ e ”
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2) This is the screen you will get.

3) The Goods Issue Date will be there( the current date )

4) Type in Supplying Plant and Storage Location

5) Type in Goods Issue Numbers ( From and To )

6) Example: 4500325698 to 4500325705

7) Click Execute

8) You will get a message at bottom that says “Printing will begin”

Goy _BE.-’DB."EDBE
Supphing Plant 1508, Current date should be
SlmEpeleeen already there. Type in
Supplying Plant, Storage
L location and Goods
0 Issue Numbers that you

are going fo print.

Hsan| |0 @ @ » | @] €)= P 5| e Be.[Be- 20 I @OLa P Erd e
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Hardcopies

1) Type in transaction MIGO.

This is the screen you get.
2) Make sure that it is a goods issue, others and Gl is 251.
3) Also open up the Head data and make sure collective slip box is checked.

Goods issue Ot
w ovendew (19 | Hold |
=l ceneral

Documentdate 1070542004
FPosting date 10/05/2004
0 [ Cyllective Slip ]

Top
Header

Line |Material dkst| 0K [Qty in UnE E.. |Storlos
Make sure — [

Il this box is ' ' k|
[a][v][] checked

(=] Material

wetetl
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4) Close top header and begin to put in information
a. Material tab: Enter material number
b. Quantity tab: Enter quantity requested
c. Where tab: enter plant ( 1500 )
storage location ( 001 )
goods rec: ( your name)
text: old SE number (from STD 174 )

showovendew | 0| Hou | creck  Post|| [N Help |

a

Material 130845 (=

[+
- Use these i i ] D |‘
7] tabs
= wateril _
[+]
]

MIGO P2l | petapplu  OVR.
GEO BYal st
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5) Hit enter and two new tabs appear
d. Partner tab: enter customer number ( you get this from list)
e. Account tab: GL — 5104000
Cost Center — 1522640266
Fund: 5000904001( the 4 changes with the current year )

Maovementtype Gliorsales. 251 - Stocktype Unrestricted use &
Plart DGS 1508 |2

Storage location SupBSurForster a1 Storage hin 209

Goods recipient creckner

Unloading paint

keg28574

;@;Eommﬁnﬁ - M| Document? - Microsaft Word| g.ng ap

@Shlt”] i ﬁ _E H |ﬂEDH.-: Mi{c:mso.__lﬁ;’.‘é‘xﬁ' Logm.'l;:!a,.;>llf Goods issue. i
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6) If there are more than one material:
Hit second box on the bottom tool bar, this will change to the next number. And
repeat steps starting at Step 2 with Material tab.
7) When you have completed putting all information in for each line then you move on to
the next step/

Cost center |C

GfLaccount 5104000
Fund snn0504a00| ()

1522640265 '
Use this to
go to next
line item

Caosteenter

@Slﬂlt” I ] a _E | ] Inbax - Mic:oso...lﬁf‘SAF' Logm'F.'é..:;”f Goods issue._. E f{} .& @ d 9124M

@Bommnﬂ B &
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8) Click on the Check Icon ( any errors will appear, if there are errors, they must be
corrected before saving)

9) Click on save (orange disk )

10) Goods Issue Number is given on bottom toolbar

11) Write Goods Issue Number on STD-174

showovendew ||| Hold | Check—Fm=T ] N Help |

a

Material
Goods Issue No.
IiE Ceite]
Hsat| 1 @ © > @ ) v | GEO UL s2m
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Print goods Issue in ZMMPPS For Hardcopies

1) You will need to go to ZMMPPS

Type in

MEZ3M - Didglay Purchase Order
i ZMMPPS

MBS1 - haterid
(] mMB03 - Display Material Docurnent

[#] MI03 - Display Physical Inventory Docu
MIDE - Display Inventory Count

MD04 - Display StockiRequirements S
[#] MmOz - Display Material &

[ MMBE - Stock Cverview

MIDZ - Change Fhysical Inventory Docy
MI04 - Enter Inventary Count with Docu
[ WI05 - Change Inventory Count

[ MI03 - Enter Inventary Countwio Docur
Mi11 - Recount Physical Inventory Docl|
MI21 - Print physical inventory dacume)
[ mi24 - Prysical Invertary List
[l MMBQD - Materials List
¥_DC1_32000553 - Tables -= Display[+] |

Execute

st | €] #. | s.| e | s . 0] B ﬁw,@a@ a e

B¢ e~ B
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2) This is the screen you will get.

3) The Goods Issue Date will be there( the current date )

4) Type in Supplying Plant and Storage Location

5) Type in the Material Document Number

6) Make sure you check the Walk up box.

7) Click Execute

8) You will get a message at bottom that says “Printing will begin”

0 @@Q SHE D00 BR @m

Picking/Packing Slip - Print program

Gog _BE."DB."EDBB
SupplyingPlant 1506 Current date should be
otorage Locaton: , already there. Typein
Supplying Plant, Storage
| location and Material
o document number. Also

make sure you check
xecute the Walk up box

(@] &a | mr. | 2s| ] B |@e. ®0.] [ edEOLa B 1s3em

Rsn| TG & »
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Invoicing For Hardcopies

1) Type in transaction FB70. This is the screen that you will get.
1) Enter Customer Number
2) Invoice Date
3) Reference (SE Number)
4) Amount
i. Add price of all line items
ii. Take line items total and add 20% mark up fee (line items total x .20 )
iii. The end figure is your total cost
iv. Then add $4.00 processing fee (see attached sample )

THQE@ DR 8ahaa HE @m

Enter customer invoice: Company code COPA
&% Trezon B Company Code | & Hold.. B8 simuiate | [ Park | & Editing options

- Details

Basic data | Payment

SE Number
Customer
Invoice da Number
Fosting date 18/05/2004
Reference cel28574
Total T AmBIAT————— 208.92 USD Invoice
C0 (MR Sales Tax Rec.. @ Date

Text

Company Code COPA COMMONWEALTH OF PA Harrishurg

Click on
text drop
down

0 ltermns (AR Data Entryd

St.. |Gl acct Shorttext |DVC
Crod =

Amount in doc.curr.  |Loc.curr.amoaount T..|Assignment na. alue date

FAAe

Wi
]

[ |FB7D . pelappiu | OWR

iﬁSlalt”J

J [ Inbes - Microso...l &) 5AP Logon Pa... ”;‘ Enter custo.__ B Document] Ml |<EJE§"{)&} Wad 11:00 .0

G- Nel
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2) Click on Text drop down and this is what you get.
3) Double click on the first line ( 001 Central Warehouse )

Edit

Document Goto Settings

BB Cee CHE anan | BE @

Environment

Transactr =
BEIEEEIEES Double | |ece =
“lID |Text edit format .
BasIC k001|001 - GENTRAL WAREHOUSE click
002 002 - COMMOWEALTH PURCHASING CARD i
Customel nny g4 - TEMPORARY TRAMSPORTATION [ ]
Invoice d2l o5 005 - REAL ESTATE SERVICES
Posting d | 007 007 - ALLOGATION OF PROPERTY COSTS
Reference| 008 008 - BOA AUDITOR TRAINING PROGRAM
Amount 008 009 - FEDERAL SURPLUS FROPERTY
010 010 - CLASSIFICATION & PAY SERVICES
Toxt 011 011 - HOUSING AUTHORITIES
Company| 012 012 - OVERSIZED PHOTOGOPY SERVICES
013 013 - GRAPHIC SERVICES
014 014 - VEHICLE REPAIRS
015 015 - COMPETITIVE BIDDING PROGRAN |
016 016 - AIR TRANSPORTATION COSTS
019 019 - PURCHASING COSTS
022 022 - POSTAGE DUE
0 ltern | 023 023 - EXCESS PROPERTY INSURANGE || ||
[Elst. {024 024- TORT CLAIMS [«] ]
I 1 |027 027 - BOILER & MACHIMERY INSURANCE [~[T [ [~]
| "184Eniries found T /iB70 b pelappiu  OVR 2

i Start :__{j g » InboH-Microso...| Q SAP Logon Pa... | ;'Emar custo._ Documenﬂ ... @Eﬁf{jj@ﬂ 1110048
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4) This is the screen you get next. Click on Tree on.

g i B eee CiE nhan BE QE

Enter customer invoice: Company code COPA

&% Treeon B Company Code | & Hold.. B simulate | [ Park | & Editing options

Basic data

Tree on

Custamer gooa
Invaice date 10/05/2004
Fosting date 18/05/2004
Reference seB28574
Arnournt 208.92 S0
0 (AR Sales Tax Rec.. @
Text =001

Company Code COPA COMMONWEALTH OF PA Harrishurg

0 ltermns (AR Data Entryd
fvalue date

.| GIL acct Short tg}{t Dic Amount in doc.curr. |L0c.curr.amnunt T+Assiunment no.
Mear n [ FIACE
> [Fa70 bel potapptu

iﬁSlalt”J ﬁ E |J InboH-Microso...l J SAP Logon Pa... ”":'Enler custo._ Documenﬂ Ml |Q5ﬁb°ua 11:12 48
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5) This is the screen you get. Next click on the triangle to drop down. Then double click on 001
warehouse. Next click on Tree off.

Document  Edit  Gota

Enter cust invoice: Company code COFA

Sl o Tre€ off Company Code | &% Hold .| B8 Simulate Park | g2 Editing options

Tree __| Transactn  Inwoice ] %
a Account assignment templat)| +| Bal. 288.97—
{21 001W@EREHSE ] : :
e Basicdata | Payment | Details | Motes |
Custamer
Custarner £OOO Sp.GIL Address
| invoice date 10/05/2004 ADMINISTRY
Fosting date 10/05/2004 P O BOK 718
009FEDSRPP N — SERZESTA MECHANICE
010CLASPAY
5 Armount 208.92 usp LISA
011CLASHSE
. o CO {AR Sales Tax Rec.. @ i |
S Double
| g 01 - CENTRAL WAREHQUSE I
: Click on i
B this OPA COMMONWEALTH OF PA Hartisburg Bank acct
DI ERIRRNE Mot available
019PRCHCST
022POSTOUE
023EXPRING
024TORTCLM | |
027BLRMACH E 0 ltems (AR Data Entry [+]
=1 NYAEMPRNRD @HRT |z aeet |2kt text [Te larmnunt in dae e L ne eoee amnnont IT lassinnmeal ™
[ EREART D | [«»]

| [ |FB70 Pel petapplu OVR 2

i Start :L_{j @ » InboH-Microso...| Q SAP Logon Pa... | ;'Emar custo._ Documenﬂ ... @Eﬁf{j;}@ﬂ 1113488
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6) This is your next screen. Put your total amount in the Amount of currency column. Make sure it
says credit. Then select save. Your invoice will be on the lower left.

 —— e e I = a )
nter customer invoice: Company code COPA
&% Trezon B Company Code | & Hold.. B8 simuiate | [ Park | & Editing options

0 lterns (AR DXta Entry)

Basic data Payment Details Motes %
Customer | @SD.GIL
Invaice date Total
Posting date 18/05/2004 Amount
Reference
Amount Uso
CO (MR Sales Tax Rec.. B
Text
Company Code COPA COMMORMNEALTH OF PA Harrishurg
Invoice Credit
Number
[+]
[~]

St...|GIL acct Shorttext  |DVC .ﬂhount in}(oc.curr. Loc.curr.amount T..|Assignment no. “alue date |[T|
\ Gred.@| 4 o pajco
| \ Cred.. & . ooajco i
\ Gred. & . oalco =
(& Document 1800239748 was posted in company code COPA [ |FB7O0 pp1 u | OWR

iﬁSlalt”J 3 B |J InboH-Microso...l ‘i SAP Logon Pa... ”‘”Enler custo._ Documenﬂ Ml |<ﬂ§§f{j$@d 11:27 &M
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Invoice Printing

1) Type in transaction ZFINVPRT. This is the screen you get.

2) Type in your Document number ( Invoice Number — 1800239758)
3) Take out the 2004

4) Click on Six Column Format

5) Execute with the clock

Customer invoices and Credit Memos - Wave 1

Invoice

Number
Cotnpany Code COPA
Dodument Type
Docyment Mumhber 1800239758 ta
Billing Joh Mumber to
Dotlmg Execute i
Entry D3| to
Entry Time 0o :ae:ea to 0o:00:00 )
Entered by o Makf) sure this
Fiscal Year ti box is empty
Billing Period to

Output Contral
Click on 6

Four Column Format / column format
Six Colurmn Format

[* | ZFINVPRT Pl poiapplu | OWR

iaﬁlalll“ ] a ! J = Inbox-Microso...I .i SAP Logon Pa... ”‘_I[:uslomer In... Documenﬂ Ml (ﬂ%%t{)ﬁ@d 11:34 Ak
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6) This is the screen you get.
7) Click on Print Immediately and then on Print.
8) Attach a copy for entire packet, which should include the following:
i. Original Invoice
i. Copyof STD-174
iii. Copy of Goods Issue Slip
9) Send packet to Agency’s Comptroller Office for further processing

| i HIeee BHEIDDODIHEI@

SAP R/3

38-22MD RMG47_HPLJ4050 e

MNumberofeopies 1

Spool regquest

Mame SCRIPT G504 PODG3GEET
Title

Authorization Check
this box

Qutput optiope””

] Delete after print
[IMew spoal request

[ Close spool request
Spool retention per. 8 Day(s)
Archiving mode Print anly

@ Print preview Cancel

Mo cover page

Recipient .
Department Click on

this.

WFRT Ml pelapplu | OWR

iaﬁlalll“ g ! |J = Inbox-Microso...I .i SAP Logon Pa... ”fSAP R/3 Documenﬂ Ml (ﬂ%%t{)ﬁ@d 11:38 4
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Credits/Stock Denials/Returns

1) Type in transaction ME23n and click enter.
2) This is the screen that you get. Here you will do the drop down for Purchase Order,
select other purchase order.

Purchase
Order

500170180 Created by Cheryl Reckner

|@ Frint preview || Mesgages ||ﬂ H«Elp"‘“ Personal sefting || Accounting DDcumentB'|

Burchase order  Edi
SIERREhy oicer
Create

Display/Change

S

Save and output

Check

Exit Shift+F3

" |Deliv. date_|C

Other
Purchase
Order

-~

Delivery address

Title
Mame

2] Resetaddress
|@3  Repeataddiess on

StreetHouse nurmber 3L
Postal codelCity 18187 Philadelghia Address

Country us  usA Region PA ‘Pennsylvania Customer |
(DL —I_E_E

‘*Slﬂ[li“ ] a E “ (L) Inbox - Micras... Iﬂ SAR] LogonF' ”;‘Slock trans. . E}Documenﬁ | r@%ﬁ)&@gd 3T AM
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3) Type in your STO number and click on other document.

Click on
other
documents

- Quantity|Lcur | Or.. |Reference
500 [USD
500 USD
500 |USD
500 USD

Tr./ev. Goods issue

|<BE‘3<&@QJ 41 M

-;-iSialt”] ] a > H [l inbox - M{{cros:;:l i‘ 54F Logon P ”*ﬁ“ﬁlnck trans... ]
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4) This is the screen that you will get. Here you will have to check your Purchase Order
History tab to see what movements you will have to do.

5) In this example, the PO History shows that a 101 and a 351 has been done. You will
have to do a 102 and 352 to do your credit.

| Doeurﬂe_ntﬂe_mgﬂmJ | |_ "?Hﬂ | |@ Frint preview || Messages ||ﬂ Help ||. Personal setting || Accounting Documents |
6700 HLTH [EZTIRNE
j’j S ltem A Short text PO guantity ¢ [GI5ES Delw date d Curr MaH %mup Pint
20 K U 286478  DHMOUTH UNDERAGE 23 Purchase F R E
13 | U 288450 DHIULCERS KNOWFA.. 2k Order FRLHLTH [
[«] History [][v]
_ i = || R _ tab
[10]2864?6 DHMOLIMG PEQPLE DRIUGS ACTE -
7 lnvoiee | ifians | Accaunt assign ' Purchase ordérhistory | Tets | Deliveryaddress § Co. |, (<[]
IREEERIE =R =R ERE)
— = i ! -
S W_T Material do... | ftem F'D%hng date |z Am 4101 & 351 Ruantity|Lcur |Or..|Referance Z
; HTE H 23 |UsD  |EA
0.00 EA = 23 UsD .
[E4 | I |
EA = 23 UsSD . E|
[~]

‘*ﬂalli“ ] ﬂ E “ (L) Inbox - Micras... Iﬂ SaP LogonF' ”"'Slock trans. . E}Documenﬁ | |_(B Eﬁ)@@gd B:42 Al

Page 201



6) Type in transaction MIGO and click on execute.

7) This is the screen that you will get. Here you will do the drop downs and select Goods
receipt, Purchase order, type in your STO number and make sure that the last box is a
102.

8) Once that is done you click on execute and you will get all information on that STO.
Scroll through the Line items until you find the one you are doing a credit for,

Select Goods receipt,

Purchase order, type in STO
number, and make sure last
box is 102.

Miaterial

Matsrial
‘Wendor material no.

Material group
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9) Here you will Highlight the line item that you are doing the credit for. Then you will
check item OK at bottom left. If there are multiple lines do this step for each line. (Only
lines that you are doing a credit for).

10) Select Check, if there are no errors you will receive a document OK message at
bottom left, if there are errors you will get a message and must be corrected before
continuing. Then, click on Save.

Goo gwﬁse order 4500170140 - Cheryi Reck
Save
Show overview g | Check || Pﬁrﬂ"'ﬂﬂelp |

Bu...
57
67

Cost center
G749101000
6749101000

Material descr.
DHICOMMUNITY REINFORCEMENT TREAT COC .

- Where | POdata b Partner \ Accl ass.

Material

haterial DHICOMMURNITY REINFORCEMENT\RREAT CoC.. 286086

e Highlight line item to
do credit for and

eaninorger] check Item OKk.
EAM check

Material group 076047

iaﬁlalll“ jShow Deskiop |J (L Inb - Micros...l .'} S&4P Logon P... ”‘-IE'mds rece. . Documenﬂ - | (ﬂ%ﬁ‘{)ﬁ @ Ed 9:00 &bl
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11) This is the screen you get. This will give you your 102 posting number. You will
write corresponding number on that Goods Issue Slip. ( 102-than the number ).

showoverview || |3/ | Hot || creck || Fost || [ Help |

Goods receipt B | Purchase order T _@-

Write this number
on the Goods Issue
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12) Goods Issue, Purchase Order, STO number, and movement 352. Click on execute
and then Execute again on blue pop up box.
13) Once you input all that information this the screen you will get.

Select Goods Issue,
Purchase Order, Type in
STO and Movement type
352)

Goods issue Purcha eorder
/|| D) | g onesk | poat | [0

Material

Ha.teﬁfa.l‘l_gmup ﬂm@
5[ — o
- bwieD M plapplu OVR o
ﬂsm&”] @ ﬁ )-8 H Inbow M:crqe.lﬂ &E\F“LDgoan Im iy ' |@5ﬁ%$@ﬁd 914 A
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14) Select the Quantity Tab. Here you will put in the amount that you are putting back
in stock. Example: If you have 20 and 2 are coming back then you put in 2.

Enter quantity that

you are putting back
in stock

Gty i unit of eritry
Qty in SKU
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15) Where Tab — you will enter the Storage location, your name, and reason for return
and click ltem OK box.
16) Select the check, and than save.

e Purchase order 4500170140 - Cheryl Reckner

showoverview | (3| How | Oheck Post Elbep
2 Check

ine_|Material deser. 0K |Qty in UnE E. ] _[gor: |Cost center [Bu... |6/ %
1 [PHICOMMUNITY REINFORCEMENT TREAT COC . | [ 23 {28 5 e
L[] L[]
Delete  [H5 Contents =
 Material | oy ' where | POdata | Stitranst

Storage Loc., Your
Moverment type. TR to stek in trans. 352 |+ Stocktype name, Reason for
return, and ltem OK box.

Plant HLTH 6708
Storage location DOH1
Goods recipient creckner

Unloading point

Tent ordered in t

1 D

[
Llls]
0 [miGo bl petappiu OVR

@Slalli“ ] a A B |] ] Inba - Micras... Iﬂ 54F Logon P.. ”*v-jﬁonds issu.. E}Documenﬁ | |<B EL\)&@ QJ 9:22 AM

[alle]
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17) Write the corresponding number on the Goods Issue Slip. (352 — and then the
number ).

showoverview || |3/ | Hot || creck || Fost || [ Help |

Write this number
on the Goods
Issue slip (352)
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18) Type in transaction ME22n and execute.

19) This is the screen you get. Here is where you will make your changes. If you are going to
change quantity, find the line to change and click in that box. Change quantity and save.

20) If you are going to trashcan a line, you highlight the line you are going to trash, and click on
trashcan. You will get a blue pop up box asking if you if you want to do this, click yes

m ®BE| Stock transport = 453&{7 by Cheryi Reckner
| Docurment overview an | | |_| "?Hﬂh{h” Igvi Save | MESS'agegl|iﬁ Help @ Pergfin Click on box t?
""""""""""""" — £ change quantity
Btocktransportord. @ |451?E}146 G700 HLTH and change
quantity
j’fl Sotem A Material Short text PO guantity O Oeliv. date | Cur
430 | U (286084 | 23ES/D19/85/2004 US| ORMS, | o
M40 K _{"285935 IHICO! v REI 19€a plia/os/zonsusn e FR. [
450 [ U 2 DHIBUZZ TAKES BREAT.. 23[R D[1D/D5/2004USD  |Fi FR.F E
EE_EHEI
5 =9 EE | Default valugs
e L Trashcan O,PL_E ?._.R,UGSA EI =l — — -
ice | Caondi ﬁﬂ?’(‘mlﬂt ent ~ Furchase order history e
%’4!@ BERERIIEIERIE
| tem Posting date |= Amount|OUn = Quantity|Leur |Or...|Reference =
1 |10/06/2004 0.00 |EA 23 |UsD [EA
0.00 EA - 23 USD .
[EA I |
EA - 23 USD :
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21) Click on save.
22) Click on save on blue pop up box.

@ printprevi|  this save
first

Cllck on
this save
next

ity|L.cur | Or...|Reference
BR l 23 |UsD
Tr./ev. Goods receipt nEN . 23 USsD

' ' 23|UsD |

Tr./ev. Goods issue

-;-iSialt”] 1] a > H IﬂBoH.-- M{{cros:;:l i‘ SAP Logon P.. ”*ﬁ“ﬁlnck trans... B9)CREDITS - Mi. |<B ﬁi’):& @ ﬂ B 1232 PM
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23) Then you will get a message that your STO has been changed.

Purchase order history

. |Reference

STO has

Tr Iev Gnuds receipt

: En' been 23 USD .
Bl (351 | 14[10m52004 | chanaed 3[usb | | [
Tr.jev. Goods issue [ q 23 USD b

|<BE‘3<&@Q B 1234 PM

\CREDITS - Mi...

"*Slalti“ Fif] a A B H |ﬂbDH Micros... Ii‘ SAP Logon P.. ”*v!'Slnck trans..
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Inventory Transactions

Create Inventory Document

1) Type in transaction Mi0O1 and execute.
2) This is the screen that you will get. Here you want to type in your Plant number and Storage
Location. Then click on execute.

V, \< HI¢ae SHE & OO0 B @b
Create Physica

an2

pnt: initial Screen

=

Execute

_1 /0872004
_‘IB."EIS.-'ZEIM Plant &
Storage

Loc.of phys.iny. Location
Plant
Starage location oaed @
Special stock

Other infarmation

I Posting hlock
[]Freeze hoak invntary
Batches w. del. flag

Phys. inventory no.
Phys. Inventory Ref.
Grouping type

- Dot b petapptu
iﬁSlalt”J ﬁ E |J InboH-Microso...l J SAP Logon Pa... ”":'[Zreale Physi... Documenﬂ Ml |Q5ﬁb°ua 11:58 Ak
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3) This is the screen that you will get.
4) Here you will enter the Material Numbers that you are going to count and click on Save. You will
get an Inventory Document Number. Write this down for reference.

G| 0B Q@@ee CHiE nhan BE QE

Create Physical Inventory Document: Ne
@ [0 & Delind. onotf | Other phys.inv.doc. Save

Ite material Material description STy Aln BD  Del
1 130923 [=) 1 O
2 1 =
3 1 =
4 Material ! g
; numbers | =
B 1 =
7 1 =
& 1 =
g 1 [
10 1 =
11 1 O

WOt 2 petappiu
iﬁSlalt”J ﬁ E |J InboH-Microso...l J SAP Logon Pa... ”":'[Zreale Physi... Documenﬂ Ml |Q5ﬁb°ua 12:00 P
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5) Type in transaction MI21 and execute.
6) This is the screen that you get. Input your Inventory Document number and click on execute with
the clock.

Inventory
Document
Number

E
B
=
E
E
B

oo

_GS—22ND RMG47_HFLJ4050

iﬁstartl“ W& » o > J [ bz - wi.. ”":'Print Phy.. & SAPEasy .. | ®pocument. . | |<ﬂébﬁﬂﬁﬂﬂﬂ BE®  12:45 PM
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7) Make sure that Print Immediately is checked and click on Print.
8) This will print your first Inventory Document.

9) Give Inventory Document to Clerical Supervisor

10) Clerical Supervisor will give list to floor staff to count

| i EHIeee BHEIDDODIHEI@
SAP R/3

35-22MD RMG47_HPLJ4050 [a)

Spool regquest

Mame SCRIPT G504 POO4O6S95 Print
Title Immediately &
Authaorization Print

Qutput options Cuverpag

Print immediately
[] Delete after print
[1 MWew spool request Recipient

[] Close spool reguest Department
Spoal retention per. 8 Day(s)
Archiving mode Print anly

@ Printpreview |3 prft | Cancel

miZ1 el polapplu | OWR

| Blinbax - ... ||§snp R/3 @ 58P Easy .. | | Document... | |<g;%;§gc;a@.‘i BE® 1246 P

start| | 1 E B O >

Page 215



Enter Inventory Counts

1) Type in transaction MI04 and execute.
This is the screen that you will get.
2) The Inventory document number should already be there. Then, click on execute.

Enter Inventory

100014193 {a!

Count date 10/07 2004

Inventory
Variance in % Document
Number

Rstrt| | A E B O >

| Blinbax - ... ||§Enter1nv... @54P Easy ... | @oocumert... | GO TFam v Werel 1224pm
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This is the screen that you will get.
3) Here you will enter your quantities. If there are zeros (0), check mark the ZC Box.
You may have to page down if you have more than one page of numbers.
4) Click on Save.

| 00 3R eee DHE NDNLN AR A
Enter inventory Count 100014193: Collect Processing Enter Quantities

if zeros check
& 7 Phys. inv. history || Setzeroc
a2 2 | &y the ZG box.

UnE ZC
Skl

Itrm  Material Cluantity

Material description STy Cluantity

1 131320 ] BOX [w]
CORRECTION FLUID PEN,WIPINP APP WHT 12PN 1 a BOX

2 131321 BOX
FOLDER FILE HAMGIMNG, 115 CUT,LETTER, 25/Bx 1 B BOX

3131322 BOX
FOLDER, FILE HANGING,1/5 CUT LEGAL, 25/BO0X 1 a BOX

4 131323 BOX
FOLDER FILE HAMGIMNG LETTER, 173 CUT 25/Bx 1 B BOX

- D04 b petapplu OVR
iaStart”J g B @ ke J (L) Inbox - Mi... |I‘F|Enter Inv... '-"lSAP Easy ... | Document... I |<ﬂ§%\)§gﬁﬂ@md 17131 PM
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5) Type in transaction MI20 and execute.
6) Take out the Material Number and execute.

a--r:-w!r:uuhtt|mra|ﬁ;fa'

L ist of Inventory DNTEFEACES

1500
[ele]en|

100014193

folelololefo

Take out
material
number

E
B
=
E
E
B

iaStart”J ﬁ e E @ ke J (L) Inbox - Mi... |I§List of In.... '-"lSAP Easy ... | Document...l |(ﬂ§hﬁ'aﬂuﬁ?‘d 17135 PM
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This is the screen you will get. This will give you a list of the differences.
7) Select Print and on the next screen select continue

List Edit Goto Settings stern Help
2HIH e SHER DDOa0 HE @B
List of Inventory Differences \
4 4 M &S5 F ST S Postdiffe Print ccount | Enterinventory count | List of unposted doc
[+]
Fh.inv.doc| Item|Material Batch Flnt|SLac Book guantity Oty counted Difference qE|
G1BDB14193 31131322 1508] BOE1 f.oe0 0.oeQ B.D[
[ 11a0614133 41131323 1508] BOE1 f.oe0 0.oeQ 0.0
[ 11@061 4193 5131324 1508( goa1 g.0ae o.oag o.o
[]100814193 G|131326 1508] BOE1 f.oe0 0.oeQ 0.0
[]1maE1 4193 71131327 1508] BOE1 f.oe0 0.oeQ 0.0
[]1maE1 4193 1131328 1508] BOE1 f.oe0 0.oeQ 0.0
[ 11@061 4193 g{131329 1508( goa1 g.0ae o.oag o.o
[]100814193 18]131330 1508] BOE1 34000 37600 3.0
[]1maE1 4193 1113133 1508] BOE1 f.oe0 0.oeQ 0.0
[]1maE1 4193 12131332 1508] BOE1 9.060 2.080 7.0
[ 11@061 4193 13131333 1508( goa1 3.000 o.oag 3.0
[]100814193 14131334 1508] BOE1 4060 0.oeQ 4.0
[]1maE1 4193 15]131342 1508] BOE1 10.6000 0.oeQ 10.0
[]1maE1 4193 16131343 1508] BOE1 3.000 0.oeQ 3.0
[ 11@061 4193 171313549 1508( goa1 g.0ae o.oag oo
[]100814193 18|131386 1508] BOE1 12.6000 0.oeQ 12.0
[]1maE1 4193 19]131388 1508] BOE1 8z2.e0a 59600 23.0
[]1maE1 4193 20)131420 1508] BOE1 f.oe0 0.oeQ 0.0
[ 11@061 4193 291131421 1508( goa1 45 g0 45 . 000 o.o
[]100814193 221131423 1508] BOE1 3.000 4080 1.0
[]1maE1 4193 23131433 1508] BOE1 2.000 0.oeQ 2. 0Ed
[]1maE1 4193 241131436 1508] BOA1 f.0e0 0.oeQ B.DE|
(]
L]l | |[[v]
|@ Spool request cnumber 00000223013 executed an SAF printer GS-22K0 RMG47_HPLJ4050 [ lru1|20 pclapplu | OWR /7;

;mgtart”J ME o >

| Blinbax - ... ”‘_'List ofIn.. '54PEasy ... | Epocumert... | GO TFam v Werel 1235
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8) Type in transaction MI11 and execute

This is the screen you will get.
9) Your inventory document number should already be there. Select Execute

= NI R N e N N b [ e R L

Execute

| Selection Screen || Other phys.inv.do

freea14193
Inventory
Document
Number
Planned caunt date 18872004
Document date 18/07/2004

[] Posting hlack

[ Freeze hoak invntary
Phys. inventory no.
Phys. Inventory Ref.
Threshald value

=

| Blinbax - ... |I‘F|EnterRec... @54P Easy ... | @oocumert... | GO TFam v Werel 1237em

Rstrt| | A E B O >
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This is the screen you get.

10) Here you will click on the check marks that DO NOT need to be recounted. Leave
the check marks in the boxes that have differences, these will have to be
recounted. If you have more than one page, you will have to page down.

11) Click on save.

| Reference... || Phys. inv. histary || Otherp}w

Itm  Material Batch STy Difference gby. BlLIn Difference amt.

Material description Diff. sales value Ph.imv.doc
% 1 00680 BOX d.ae
CORRECT i Click on boxes that DO _ 1
W2 131321 0.0g
FOLDER,FILE HAMNGIN NOT have to be 100614193 2
WE 332z recounted 0. a8
FOLDER,FILE,HAMNGING, 1/5 CUT LEGAL 25/B0%  0.00 100814193 3
W4 131323 1 0.08@ BOX 0.0g
FOLDER,FILE HANGING LETTER,1/2 CUT, 268X 0.00 100014193 4
w5 131324 1 @.0e@ BOX .00
FOLDER,FILE HAMNGING LEGAL 1/3 CUT 2580  0.00 100814193 &

1 Of

- Dt b petapelu OVR
iaStart”J g B @ ke J (L) Inbox - Mi... |I‘F|Enter Rec... '-"lSAP Easy ... | Document... I |<ﬂ§%\)§gﬁﬂ@md 17138 PM
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You will get this screen with a new Inventory Document number at the bottom.
12) Write this number down for reference then back out of this screen. (This is the
second count)

g|  maH e@ee Bk nnan B @M

Enter Recount: initial Screen

| Selection Screen || Other phys.inv.doc. |

fooata194 [o

Fisealyear

10/07 2004
10/07 /2004

Planned caunt date
Document date

[] Posting hlack
[ Freeze hoak invntary

New Inventory
Document
Number

Phys. inventory no.
Phys. Inventory Ref.
Threshold value

i
iaStart”J ﬁ e E @ ke J (L) Inbox - Mi... |I‘F|Enter Rec... '-"lSAP Easy ... | Document...l |(ﬂéhﬁ'aﬂud B  1Z:43FM
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13) Type in transaction MI21 and execute.

14) This is the screen you will get. Your new Inventory document number should already
be there.

15) Click on execute with the clock.

| 00 3B eee BHE NDA0I A @
Print Physical Inventory Document New Inventory
ey Document

Number
_1 oEE14194

Execute 1500
ooat

=7

e

Plamned countdate
Physical nventorynumosr
Physimentoryrest
MaterialGrou
Soragebin..

(]

(]

(]

GS-22ND RMG47_HPLJ4050

Rstrt| | A E B O >

| Blinbax - ... ||§Print Phy.. &P Easy ... | @pocument... | GO Tem vl 68 12:45em
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16) You want to click on Print immediately and then Print. This will print your new
Inventory Document.

NOTE: If you have to do a third count, repeat above steps 1 thru 17.

| i EHIeee BHEIDDODIHEI@
SAP R/3

35-22MD RMG47_HPLJ4050 [a)

MNumberofcopies 1
Pageselecton

Spool regquest
Mame SCRIPT G504 POO4OGRAG
Title

Autharization

Immediately &
Print

Mo cover page
[] Delete after print
[1 MWew spool request Recipient
[] Close spool reguest Department
Spool retention per. B Dagis
Archiving mode

@ Printpreview |3 Prift | Cancel

Wizt b petapptu.
| Blinbax - ... ||§snp R/3 @ 58P Easy .. | | Document... | |<g;%;§gc;a@.‘i BE® 1246 P

Hstart| | 1 & B O 7
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17) Type in transaction MI07 and execute.
18) This is the screen you get. Type in Inventory Document number and then execute.

S 39H ©@e 2ikE fCid PR @
Post Inv. Differe| Execute pen

Selection Screen || Other difference |

Phys. inventorydoe. 100014167 [ Inventory
Document
Number

Posting date 10/07 2004

Threshold value

iaStart”J ﬁ g E “ o Inbox—Micr...l .7 SAP Logor ... I @ Document1 ...”3Post Inv.D... |m§'hﬁau EJ 1:48 P
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This is the screen you get.
19) Here all you want to do is Click on Save.

Fosition... || FPhys. inv. histony || OtherdiffereN

Itm material ST Difference gty. BUR Difference amt. Reas.

Diff. sales value

1 131320 1 0.000 EOX o.og
o.o0

2 131321 1 0.000 BOX o.o0
o.o0

3 131322 1 0.000 EOX o.og
o.o0

4 131323 1 0.000 BOX o.o0
o.o0

5 131324 1 0.000 EOX o.og

- bfmo7 M petapptu
iaStart”J g B J Inbox—Micr...l .7 SAP Logor ... I @ Document1 ...”3Post Inv.D... |m§'hﬁau EJ 1:48 P
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20) You will get a message that Inventory was posted.

g|  naB eee Sk nnan B @M

Post Inv. Differences: Initial Screen

| Selection Screen || Other difference |

fooa14193 [o

Posting date 10/07 2004

Threshold value

Inventory
Posted
Message

iaStart”J ﬁ g E “ o Inbox—Micr...l .7 SAP Logor ... I @ Document1 ...”3Post Inv.D... |m§'hﬁau EJ 1:50 FM
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INVENTORY ADJUSTMENT

1) To adjust inventory without inventory document
2) Type in transaction mi09and click on enter.
3) Enter Plant and Storage location then click on enter.

g] 30 @68 DARI HNAN BF @

Enter Count w/o Reference to Document: Initial Screen

@02 omercount

10/06/2004 Plant and
Countdate | |10/06/2004)
Storage

_’IB."BE.-’EBM .
Location

Plant

Starage location

Special stock

Phys. inventary no.
FPhys. Inventory Ref.
Wariance in %
Grouping type

| Blinbax - ... |I§Enter Cou.. ag'SaPEasy ... | Epocumert... | G el 62 a0sem

Rstrt| | A E B O >
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4) This is the screen that you get. Here you will enter material numbers and quantities.
5) Click on Enter.
6) It the quantity would be a zero put a check mark in the ZC bo

Enter Count w/o Reference to Document: New ltems

0 2 2 oercount

Material
Numbers
& Quantity —

5 Quantity SkU

It Material

Material description

1| 285955 6000
0,008
2 288120 6373 O
0,008
5 286361 450| O
1 0,008
4 [l

0.eoa

oo B petapiu |
| Blinbax - ... ”fEnter Cou.. g StockiReq... | B Documert... I |(ﬂ—'b e e [ gd 62 3:t0pM

start| | 1 E B O >
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7) You will get an Inventory document at the bottom left of your screen. Write this
number down to reference to.

g| naH e@ee SR nnan BN @M

Enter Count w/o Reference to Document: Initial Screen

@02 omercount

_19."95."2994

_'IB."BE.-’ZBM

Plant 6700 [=)

Starage location DOH1
Special stock

Phys. inventary no.
FPhys. Inventory Ref.
Wariance in %
Grouping type

i
iaStart”J ﬁ e E @ ke J (L) Inbox - Mi... |I‘F|Enter Cou... ‘-"lStocKI'Req... | | Documert. .. I |(ﬂ5'bﬁaﬂud B  3:11FM
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8) Type in transaction MI20 and click on enter.
9) Delete the Material Number and then execute.

SUNICERTE R 5 RN e e e e B 3

List of inventory Differences

Delete
Material
Number

B
E
E
E
E
E

| [ mbox - mi... ||§List of In... gg'StockiReq... | B Document. . | G RANE vV sz

Rstart| | 4 E B O »
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10) This is the screen that you get.
11) Click on the Print Icon

List

Edit Goto Seftings

em Help

3 H e SEHRE DDO0 HE @E

List of Inventory Differences Print
rin
4 4 p M & & F ST 9] Fostdifference | Cha ter inventory count || List of unposted doc
[+]
Fh.inv.doc| Item|Material Batch Flnt|SLac Book guantity Oty counted Difference q@
100014168 11285955 G7O0| DOHT o.oan 6,000,000 G, 000.0
1180814168 21286120 G7O0| DOHT o080 6,379.000 6,300.0
1100814168 3| 286361 Gr0a) DOH1 a.0e0 6,450,000 G, 450.0
[«]
[~]
[l | |[[v]

| D fmiz0 FE petappiu OVR 2

;ﬂgtart”J o & » @ || Blinbox-mi.. ”‘_lList ofIn.. ag'StackiReq... | Bmioa - Mir... | G el au7em
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12) Click on Continue

| 0 2aBIeee SHE B0s0 BHE @

List of Inventory Differences

| Corntinue || User-specific print parameters |

G5-22ND RMG47_HPLJ4050 e

Mumber ofpages - | Continue
@ Printall

() Printfrom page

Spoal request

MName RMBYIDIF_PBO
Title

Authorization

Spool optiohs Cover sheets

Print immediately SAP cover page

[ Delete after output QperSys cover page
Mewy spool request [ ALV Statistics
Print priarity 5 Mediurn Recipient

Spoal retention per. 8 Day(s) Cepartment

Archiving mode Frint only =]

P [m20 b2 petappiu :
| [ mbox - mi... ||.',1'List of In... s StockiReq... | @ipocument... | [ BIN TR we W gl 62 ai4pm

il start | | ]

ero”>
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13) You will come back to this screen, just back out of it.

List Edit

Goto

List of Inventory Differences

4 4 p» ME ST B ¢ 3 Go Back e inv. count || Erter inventory court | Listof unposted doc

Ph.inv.doc| Iten|Material Batch P1nt|5Loc Book guantity Oty courted||  Ditference =]
(W] 00814168 11285955 Groe| DOHT o.oaa 6,080,008 G 008,
[ 1100814168 2| 286120 G¥o0| DOHY 79 000 G,379.000 G,300.0
D1BDB14158 3| 286361 G¥O0| DOHT 0.0pe 6,450 000 G,450.0
LDl [ |[«][»]

| [ [ mi20 bEl| petappiu  OVR 2

iﬁstart”J & B O 2| Binbox-mi.. ”E‘List of In... ag'stackiReq... | Bmioa - mir... G e el 62 3iopm
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14) Type in transaction MI07 and click enter.
15) Enter Inventory document number and execute.

% ‘<._|'<--':t"><|!|'!|"+|iL\i|m}‘a|¢}".[§

Execute

fooat4168 [o

Inventory
Document

Posting date 1000672004
Number

Threshold value

| Blinbax - ... |I§Post Inv... & StockiReq... | Bmios - picr...| G E s Welt® sz

Rstrt| | A E B O >
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16) This is your next screen. Here all you have to do is save.

Itrr Matetial Batch 5T Difference oty. BUn Difference amt. Reas.
Diff. sales value
1 285955 1 6,000 200 EA .60

2 286120 1 6,300,000 E& o.og

3 286361 1 6,450.000 E& o.00

D07 bR petappty
iﬁstartl“ Ewrn > J [ bz - wi.. ”":'Post Inv... @ StockiReq.., | miDg-Micr...I |<ﬂéﬂbﬁﬁﬂﬂﬂ B2 321 PM
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Drop
Down

Change Or Delete Order Amount

1) Type in transaction ME22n.

2) Click on Execute.

3) This is the screen that you will get.

4) Do your drop down on Purchase Order.
5) Click on Other PO.

Burchase order

Cther purch. order Shift+F4a

Create

4200260874 Created by Ty Hall

Display/Change

Save | [@fﬂrﬂrﬂeﬂgﬂi |_-M12_S_939_9_‘§||ﬂ Help'” Personal Sening'||ﬁ£0’_uptlng'[)ncumems |

Save and output Shift+F7

Check Cirl+Ehift+F3
e Exit Shift+F 3 o ; s e £ ___I.H%mup.
1 KU nsiery snmrrreezeRal  Other 6DR 89/27 /2084 ISD  ANTI-FREE
: Purchase ﬁ _
D Order oD

= il il k=g TS [ | Diefaultvalues

[11131277  ANTI-FREEZE,RADIATOR,NITRAT.. B Al

" Invaice 5 | Accountassignment | Purchase order history | Teds ~ Deliveryaddress | Co. fj, (4[]
Title B Address details
Mame lycoming county 125 Resetaddress

|L]1  Repeataddress on

StrestiHouse number T16 jordan ave

District 0320 Address
Postal codelCity 17754 rantoursyille [E|
e b P i S = . = el __Elzl
L] E— |

B T = —— ‘.
iﬂﬁlﬂlli“ & > “ ] Inbos - M;CFDS:.:I e} SAP Logon P... ”;‘EBP Stock ... E} Docurrient] - .. | |@E‘é‘3&$ @J B 249PM
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6) Type in your STO Number and click on other document.

Type STO

number
here and

click on
other
document

Title [ a2
Na Fne

@ Resetaddress

StreetiHouse number
District

Atdress
Poabal code/City

e =

|Z|D| j : I e —

1  Repeataddresson

S - o

L
)
[l

Page 238
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7) Once your STO has come up. Go into the Purchase Order History tab and check to see if
the order has pulled off the system. If it has you will have to do a 352 and 102 to reduce
the amount (which is a credit and a reversal). If it has not pulled off the system, you can
highlight that line and make corrections that need to be done. (If it has not pulled off of the
system there will be no Purchase History tab).

8) Once you make your changes be sure to click on Save.

Save

EBP Stocktrans ord. @ |42ﬂm£ﬁﬁtgm 1500 DGS B9/27 /2804 %
E S.{tem A& Material Short text PO guantity 0. {CiDeliv. date  |[Curr... Matl group  |Pint
8 L ANT-FREEZERADIATO . BDR D89/27/2004USD |ANTI-FREE.[PENNDOTL|
K Usn |HLTH [«
K UsD. |HLTH [+
] ] [« +]
Purchase =9 EE | Default valugs
Order 1131277 | ANTI-FREEZE, MITRAT.. B Al
(Condiians | Accountassianment  PurchEse orgerhistory | Texs | Delieadaress | Co.. | (<[>T
IR R R }|
28 PUS“”Q date 2 _Amaunt) OUn|= Guantity]l cur |Or...|Referance =
| 0.0o0 DR 6 |USD |DR
0.00 DR = 6 USD .
.| 4000357459 1 |09r28200 206.26 [DR | 0[USD [DR | |
T ev. Mlscell prmnsmn Iy 205.26 DR = 0 USD . [=]
Gl [351]4900357459 | 004 | DR | lusb [ | | [~
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9) To trash can something, highlight the line item, click on the trash can and then click on
yes in the blue pop up box. And save.

e 4200263255 Created hy Susan Foriran
Highlight o imao e
Docurnentaven) 90 5B | @ Printpreview | Messages | [ Help

& Personal setting | Accounting Docurnents |

S e A |1 Material Short text PO guantity ) |\ClDeliv. date  |Gurr.. Matl grou Pint " |7

trashcan  pot
tno.

ea Click on

<[+ (D]
- Matarial Lo £ 7 Accountassig... [ LD
Click on ..- ._l_:.HtEAS&Cﬁ | Yes 3%  Cancel W & "GG_Qoﬁ:gaﬁ'mm‘}& B

e
O area cope yes to
Cost center 2159001008 complete
‘i;'%'nmmi't.rrmnf:‘}‘mm- B361100 i
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save
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Check Stock

1) Type in transaction MD04. This is the screen you will get.
2) Type in Material and Plant Number
3) Click on execute.

Execute

g 200 2aHieee cH® anon B @n

Stock/Requirements List: initial Screen

Individual access

Material 286221
Plant 6700 [a)

Material &
Plant
[ iith filter Numbers

- b vDne b petapntu
gstan| ) & @ B [Dlirbos-Mic.| gl 54P Logo . | £]PADOHRL. || g Stock/R... ®]Document. | $EBY Wad 259PM
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4) This is the screen you get.

Material ; ; : é ;/ail;:)ble
Number ER) | oc
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Check Stock And Location

1) Type in transaction MMBE and hit enter.

2) This is the screen that you will get.

3) Enter the material number, plant, and location and
4) click on enter.

TH @@ BHE D000 BAE @m
Stock Overview: Company Code/Plant/Storage Location/Batch

Dajabase selections E‘
terial 85221 l% .
Pla etna E? o8 = Material
Execute an _ o Plant
Storage location DOH1 to =1

Storage Location

Batch to g

Stock type selection
[v] Also select special stocks
[v] Also select stock commitments

List display
Special stock indicatar tn
Display version 1
Display unit of measure
Mo zero stock lines
[] Decimal place as per unit

Select display levels
Company code E

Pl TPe Y
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5) This is the screen that you will get. It will give you total on hand and the location where it is kept.

List Edit Goto Extras Enwironment

TAH I @@ BHE ohan EE @m
Stock Overview: Company Code/Piant/Storage Location/Batch
e 4 EE

Material pag2a DH/IMMUNIZATIONS CARD HEALTH PASSPORT =
Material type ZNWL COPE Monwaluated material Current on Ad
Unit of measurebd Base unit of measureEd hand
C1/CC¢PTant /5Loc/Bateh 0| Unrestricted use| Oual. W Reserved
Total 133,941,000 0.080 0000
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K|
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Track By Material Number

1) Type in transaction MIGO and hit enter. This is the screen you get.

2) Enter the Material Document Number and execute.

3) You will get the same screen but you will get all your tab information.

4) Click on the PO Tab and then Double click on the Purchase order number and it will take you
to the STO in ME23n.

Display Material document 4900357459 - CheryI Reckner

Execute

 showovendew | (1| Hold | Check | Fost| | [ Help |
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= . .
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[2]
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: B Order Tab
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O] B¢l for mat:doc. item
Double

Click to go
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‘iiﬁlﬂlt” | ] .‘ o A Inbox - .. | & J SAP Lo ]fDispl___ @Docum._;! E,Dot:um;._:l  1:38PM

Page 245



5) Here you can check on Delivery Address, purchase order history, etc.

| EBP Stock trans ord. 4200260874 Created by Ty Hall |Creates a new session|
Documentovenviewon || [ %2 @ | (¢ Printpreview  Messages | [l Help | @ Personalsetting || Accounting Documents |

[2]
[~]
e} Deliv. date Curr... (Matl grou
[
=
[+ ] [« [+
[1]131277 , ANTI-FREEZE RADIATOR NITRATE D | &)
W I G 5 4T . :
T | 5 =
Name. oot ourty ©
' [[]  Repealaddress on
StreetiHouse number 716 jordan ave
District ' Address N
Postal coderCity Customer 4]
T ; - - e : — I
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ﬁjsta;t]
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Reprint An Order

1) Type in transaction MB90 and

2) click on execute. This is the screen that you get.

3) Make sure that your Output Type: is wa03, and change processing mode to a 2, and if you
have a particular order that you are reprinting put that Material Document number in.

4) Then click on execute with the clock in it.

Output from goods movements

Execute

Qutput type to E’:
Transmission medium E’:
Sort order o1

Frocessing mode 2|@

Output
Type and
Processing
Mode

Goods movements

Mat. document year 2004
Material document 4900357459

Material
Document
Number
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5) This is the screen that you get. Check the box for the Material Document and click on
execute with the clock. Your copy of that order will print out.

List Edit Goto Seftings Systerm  Help

30 0@ ODHE DDoan BE @m
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To Enter Another Screen From The One You Are In

1) If you are in ( example ) MMBE and you need to go to zme2w, In the search bar at top left, type
in the following: /nzme2w. This will take you to that screen.

G| rneze 3l 0B @@QIDHE OO0 BE @®

Stock Ovengew: Company Code/Plant/Storage Location/Batch

Database selections

Material 286221

Plant
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Batch

Stock type selection
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Display unit of measure screen W|"

[v] Mo zero stack lines
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Select display levels screen
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View Description/Unit Of Measure

1) Type in transaction MMO3 and click execute.
2) This is the screen that you will get.
3) Here you will type in the Material Number and Click execute.
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4) This is your next screen.
5) Select Accounting and then execute.

U | @@ & |8 EE ST a8 EE G

Display Material (Initial Screen)
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6) Type in the plant Number and execute.

g E0Heee SHE HD00IHE G

Display Material (Initial Screen)
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7) Here is your next screen.
8) You can check price and how they are sold.

NOTE: This is the screen that gives us our price, what we pay for the merchandise. To figure out

what we charge to our Agencies, add 20% administration fee. DO NOT inform agencies of this
screen, It is for our use only.
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