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CALSIRS
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Overview Personalization

Universal Worklist

Qi
I Detailed Navigation [=] Universal Worklist /
+ Universal Worklist (¥ wating for update . .
e —— Ty To create an invoice from a purchase order,
' ' ' click the Purchase Orders tab.
I I SIS =][0) Show: [New and In Progress Tasks | |[4 ‘ask | Show Fit
Subject I From Sent Priority = I Due
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All | New | Changed = The system displays a list of all purchase orders related%
Al goods or services you have provided to CalSTRS.
L
Portal Favorites =1L
I ‘L A R HoOmE | Find | Hep | CAL | Logorr
[ 4 Listof Purchase Orders
- Find
. Find | List of Purchase Orders
> Purchase Orders
= Mew
cha B. Docu.. 5 DocumentName S Docum.. & Staluz 5 T
« In Process [ | 2100000127 | Office supplies - paper cutters 01/222013  New 3
* Confirmed [ | 2100000125 | Private Equity Consuttants 0AT2003 Hew
. Al
Partally Confi I 2100000124 | Private Equity Conzuttant MMT2013  |New 35
. i3l nfirmed
+ Purchase Orders I | 2100000122 | ET TURTLES 01152013 |Confirmed 1
Al [ | 2100000120 Local Purchase Orderl TSECTESTO28 0115 | 01/15/2012  [New
* New I | 2100000119 Lines: 01142013 New 207
+ Changed
. In Process [ 2100000118 | Local Purchaze Orderl TSECTESTO38 01/14 | 01/14/2013 |In Process | 5
+ Confirmed [ | 2100000117 | MSECTESTO3E 01/10/2013 16:09 011012013 New 38,0
R T MR L A IR ET I | 2100000116 | Lines: 01082012 New 27
+ Rejected
. Canceled by Customer I | 100000115 Lines: 01/09/2013 |Confirmed | 202
~ Shipping Notifications I | 2100000114 | Lines: 01/08/2013 |Confirmed | 250
-
—_— Y Y
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All New Changed In Pr
Al
|
Portal Favorites = ]
| 3=l SAP SRM Home | Find | Help | FAQ | Logoff o }’iag '
[ < wstoof Purchase Orders
= Find i
. Find | List of Purchase Orders
v oERiLEE
= Mew
cha B. Docu.. 5 DocumentName S Docum.. & Staluz 5 T
« In Process !/,In:::::w-‘l Office supplies - paper cutters 01/22/2013 |I‘|Iew 3
* Confirmed /ﬁ 3100000125 | Private Equity Consuttants 01MT2013 |I‘|Iew
. Al
Partally Co I 2100000124 | Private Equity Conzuttant MMT2013  |New 35
] nfirmed
I | 2100000122 | ET TURTLES 017152012 Confirmed 1
. . . I | 2100000120 Local Purchase Orderl TSECTESTO38 01/15 | D1MS2012  Hew
To create an invoice for a purchase order, click the :
. I | 2100000119 Lines: 017142012 New 207
purchase order number in the Document column. =
. - . 2100000118 | Local Purchase Order! MSECTESTO38 01/14 01M14/201%  |In Process 5
For this example, we are clicking on 8100000127. S ——
I | 2100000117 | TSECTESTO3S D1/10/2013 16:09 011022013 Hew 80
= E [ | 2100000116 | Lines: 01/08/2013  Hew 27
+ Rejected
. Canceled by Customer [ | 2100000115 | Lines: 01/08/2013 |Confirmed | 202
~ Shipping Notifications [ | 2100000114 Lines: 01/08/2013 |Confirmed | 250
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Purchase Orders

All New Changed In Pr 3 i z by Customer
All
|
I Portal Favorites =
Jo] SAP SRM Home | Find | Help | FAQ | Logoff

_ 4 List of Purchase Orders > Display Purchase Order

= Find

= Find I Messages

VHOEIER OLEE | Warning: Mes=age from Purchager:This =upply has to be delivered by the close of business Januar

The system displays the purchase [3rder for your review.

= Partialty Confirmed

~ Purchase Orders | Display Purchase Order
= Al

- [ Create Invoice | | Display History | [ Display Document Flow | [ Download |
= hNew
« Changed
» In Process I Basic Data
= Confirmed
. | Document Number 8100000127

= Partially Accepted by Customer ;
o FrerE | Decument Name |0fﬂoesupphes- paper cutters |
= Canceled by Customer | Document Date M2272013

~ Shipping Notifications | Purchase Order No. |2000000247 |

-
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_________ ) | i ' \ Help | Personalize | Logoft CALSIRS

Purchase Orders

Confirmed Partialty Confirmed

| History, Back Forward @

. ) —
Sl T 12 g B
= SAP SRM Home | Find | Help | FAQ | Logoff ‘ s T - cALsIrs

_‘ List of Purchase Orders = Display Purchase Order

« Find

« Find I Messages

~ Purchase Orders | "i--=iag: Message from PurchaserThis supply has to be delivered by the close of business January 30th.<br/=

Click the Create Invoice button.

- Al |

= Partially Confirmed
i .

~ Purchase Orders \.\ Display Purchase Order
. New | |Create Invnloe” | Dizplay Hlstnr'_.r| | Digplay Document Flow | | Download
= Changed
= In Process I Basic Data
= Confirmed

: I Document Number 8100000127

= Partially Accepted by Customer _
- Rejected I Document Name |0fﬁoe supplies - paper cutters |
= Canceled by Customer | Document Date 012202013

~ Shipping Notifications | Purchase Order No. [2000000247 |
_an

CONTENTS —u—m—m—w_ =

Page 175 of 187



Business Partner Self Service

Q\ISIRS Business Partner Self Service

Businesshenew Creating an Invoice from a Purchase Order
\ Help | Personalize | Logoft CALSIRS

Purchase Orders

Confirmed

| History, Back Forward

:A

[ _
Bl = P AP~ T 4]
gt} SAP SRM Home | Find | Help | FAQ | Logoff ‘ e T3 ¢ = QALSIRS
[ ——

_ 4 List of Purchase Orders > Display Purchase Order = Process Invoice

= Find .

iy | Process Invoice

~ FPurchase Orders [Send | [Heid | [ Cancel] [ Update Prices | [ Download

= New

The system displays the Process Invoice screen. — L

. | Status [n rivsses -]
= Partially Confirmed :
~ Purchase Orders | Description [office supplies - paper cutters
= Al | Document Date 0172272013
o i3 | Exle%al Reference 2000000247
= Changed
= In Process
° (& I Products and Services
= Partially Accepted by Customer
= Rejected
= Canceled by Customer
~ Shipping Nefifications
_an
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____________________ \ Help | Personalize | Logoft CALSIRS
Purchase Orders
Confirmed Partialty Confirmed
| History, Back Forward |=)
] -
Ellc a N vl e & B
== SAP SRM Home | Find | Help | FAQ | Logoff B S
[ ¢ Listof Purchase Orers > DissvPuret  [nformation from the purchase order is copied to
= Find thei . 0
; e invoice. Scroll down the screen to review
i | Process Invoice el |
INVoIce qetalls.
~ FPurchase Orders [Send | [Heid | [ Cancel| [ Update Price
= New
= Changed
I Basic Data
= In Process |
- Confirmed [ voice
= Al
| status [In Process
= Partially Confirmed o7 ; -
=T I Description ice supplies - paper cutters
= All I Document Date 07222013
- New | Extehbal Reference
= Changed
= In Process
= Confirmed I Products and Services
= Partially Accepted by Customer
Rsiected MNumber Product Type Product Description Quantity Unit of Meazure  Net Value Ta
o TrrrEE oy G 10 Material [Office supplies - paper cutters | | | 5] 389.95 USD | Not Val
~ Shipping Notifications
~an
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Partialty Confirmed

A

Canceled by Customer

Purchase Orders

ol

~ Shinning Notificati

= Al
= In Process

~ Shinning Notificati

- Al

w Confirmations

| History, Back Forward
=] =] =]}
Partner Information
Sold-to Party 3100000111 1820 100 Waterfront Place 95605 ezt Sa

Price Information

El
[4]

= Al

= In Process

= Completion Reported
= Rejected by Customer
= Accepted by Customer

« Confirmations

CONTENTS

Het Value

Unplanned Delivery Cozts

Scroll back to the top of the screen when

Tax

you have completed your review.

Gross Price

Terms of Payment
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\ Help | personalize | Logori  CALSIRS

Purchase Orders

Confirmed
| History, Back Forward |=)
. .
Bl = v S ¥ TE ]
gt} SAP SRM Home | Find | Help | FAQ | Logoff ‘ e T3 ¢ = QALSIRS
— - s
_ 4 Listof Purchase Orders > Display Purchase Order = Process Invoice
« Find .
i | Process Invoice
~ Purchase Orders [[eend]] [Hold | [ Cancel] [ Update Prices | [ Download
= New
- Cha
nged Basic Data
= In Process L
- Confirmed I
[In Process

Click the Send button to submit
7 yourinvoice to CalSTRS. e T

25556 | Lainan Reference
= Changed
= In Process
= Confirmed I Products and Services
= Partially Accepted by Customer
= Rejected
= Canceled by Customer

~ Shipping Notifications

- an

CONTENTS

| Office supplies - paper cutters
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_________ : . ) ' “ Help | Personalize | Logoft CALSIRS
Purchase Orders
Confirmed Partialty Confirmed
| History, Back Forward |=)
. 4 o —
= N il S IS
‘_@ SAP SRM Home | Find | Help | FAQ | Lor B S
P Leotrucnssconers = o1 NE Display Invoice screen |s_d|splayed. Scroll to the
 Find bottom of the screen to review invoice status.
« Find I Messages
~ Purchase Orders wfu: “gur changes have been adopted successfully
= New
= Changed
= In Process L |
= Confirmed
= All
= Partially Confirmed
~ Purchase Orders | Display Invoice
= All
Ne | Set Status| | Cl}pﬂ | Create Credit Men‘u}| | Digplay Document Flows | | Download
= New
= Changed
= In Process I Basic Data
= Confirmed
i
« Partially Accepted by Customer [ invoice
- Rejected IStatus |Document Sent |
= Canceled by Customer I Status (New) |Acoepted by Customer v|
+ Shipping Notifications I Description |0fﬂoe supplies - paper cutters |
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_________ _ : ) ' ‘ Help | Personalize | Logoft CALSIRS
Confirmed Partialty Confirmed
| History, Back Forward @
.
S ml S Less “Snlcl—tu Party [3100000111 |1920 |1nn Waterfront Place 95605 |Wmt Sacramento | [«]
Ea=l ~ confirmations
= In Process Price Information
- Al
= In Process
o @R Net Value 398.95 USD
= Partially Accepted Unplanned Delivery Costs 0.00 USD
P TEREE Tax 0.00 USD
= Approved
- Canceled Gross Price 395.95 USD
~ Invoices and Credit Memos o i
The status of your invoice is displayed in the lower section of
the screen. In this example, the system displays the message,
"Payment may not yet have been made." i
~ Invoices and Credit Memos Payment Status
- Al ———— . |
= In Process pate Faid
- Document Sent Payment may not yet have been made
- Accepted by Customer Check Payment Status
= Rejected by Customer
—t“—m"'“—\\!_\'_\"
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_________ \ ) i . “ Help | personalize | Log off O“.S]hs

Purchase Orders

Canceled by Customer

| History, Back Forward @

=)0 " Lanceea Sold-to Party (3100000111 [1920  [100 Waterfront Place 95605  [West Sacramento | [«
— ~ Confirmations
= In Process Price Information
= All
Condition Value
= In Process
= Completion Reported Net Value 389.85 USD
= Partially Accepted Unplanned Delivery Costs 0.00 USD
o [z Tax 0.00 USD
= Approved
- Canceled Gross Price 399.85 UsSD
~ Invoices and Credit Memos -

Click the Check Payment Status button to see if CalSTRS
has processed your payment. Since this invoice was just

submitted, no payment information would be viewable. >
= LTEATE INYOICE L
~ Invoices and Credit Memos Payment Status
= All

Date  Invoiced A t  Paid Status

= In Process “
= Document Sent

= Accepted by Customer

= Rejected by Customer

Payment may not yet have been made |

Check Payment Status
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____________________ : & \ Help | personalize | Logori  CALSIRS
Purchase Orders
Confirmed Partialty Confirmed
| History, Back Forward @
.
S ml S Less ‘ |S|JI|:I—t|:| Party [3100000111 |1920 |1nn Waterfront Place 95605 |Wmt Sacramento | [«]
— ~ Confirmations
= In Process Price Information
= All
Condition Value
= In Process
- Completion Reported Net Walue 399.85 USD
= Partially Accepted Unplanned Delivery Costs 0.00 USD
o [z Tax 0.00 USD
= Approved
- Canceled Gross Price 399.85 UsSD
~ Invoices and Credit Memos
I Terms of Payment ]
= All
= In Process Payment in Days Dizcount in %
P BT 30 0.000 Scroll back to the top of the
= Approved . . -
i v 0.000 screen to exit the invoice. ®
= Rejected 0
= Create Invoice
~ Invoices and Credit Memos I Payment Status
= All
Date Invoiced A t Paid Status —
= In Process
- Document Sent Payment may not yet have been made
- Accepted by Customer Check Payment Status
= Rejected by Customer
-
(e I ————y e I W
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........ _ RN - ' =
_4‘_'_'_‘ Purchase Orders
ocC i Confirmed Partialty Confirmed e : ) tome
NN | History, Back Forward |=)
. AN —
— , i » I i |
= v I £y y =
—_‘@ Lomes T ,‘ ;‘ﬁzé CALSIRS
_- Click the Home tab to return to the Business fassdrer > Display invoice
. Partner Self Service home page.
il pted successfully
= New
= Changed
= In Process L
= Confirmed
= All
= Partially Confirmed
~ Purchase Orders | Display Invoice
= All
Ne | Set Status| | Cl}pﬂ | Create Credit Men‘u}| | Digplay Document Flows | | Download %
= New
= Changed
= In Process I Basic Data
= Confirmed
i
- Partially Accepted by Customer | invoice
- Rejected I Status |Dncument Sent |
= Canceled by Customer I Status (New) |Acoepted by Customer v|
+ Shipping Notifications I Description |0fﬂoe supplies - paper cutters |
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CALSIRS

BusinessRenew

chEa

Overview

Universal Worklist
0 |

I Detailed Navigation = Universal Worklist
o _ (8 waiting for update
O Reports Tasks | Alerts | Nofifications | SAPoffice Mais | Tracking
| portal Favorites EIC [Creato Task | Show Fi
Click the course contents button in the lower left corner of the oty = 0 Due

screen to review another selection or click the NEXT button to
proceed to the next lesson.

(Z][=][- ] ow:[__oJese: [-][=]=]
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SAP BASIC NAVIGATION

CONGRATULATIONS

You have completed the online course for the CalSTRS Business
Partner Self Service system.

If you would like to review any of the lessons or sections, click the
CONTENTS buttons to navigate to the fopic of your choice.

To exit this course. simply close the browser.

e W —
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