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End User Procedure for Locating and Viewing a Bid Invitation and Attachments
in Records Management

This end-user procedure will take you through the steps to search for and display a bid
invitation record in Records Management.

Records Management is accessible through the SAP Logon and from any screen within an SRM
Purchasing document.

Display RFx :
[ check |[ Print Preview |[ Ciose |[ Related Links « |[%] | [ copy |
Records Management
RFx Number &100023203 Document Buider 5880 0
Created By Cynthia Ande EST

1. Sign onto the SAP Logon System by selecting and double-clicking on the SAP Logon icon
on your desktop

2. When the SAP Logon 720 dialog box appears, select, and open the “Procurement”

description
[E SAP Logon 720 — B
‘LDQDI‘I ‘-IgriahleLDgDn...‘D & T E] O ¥ |
+ [ Favorites | Name 2
+ (3 shortcuts = Budget Preparation (SEM)
+ [J Connections [ Business Warehouse Reports
ﬁFinance & Budget Execution
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5§ Plant Maintenance
[ Procurement (ERP)
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3. On the SAP Easy Access screen type “SCASE” in the blank Transaction field and select
the ENTER icon (green circle with checkmark)

Menu  Edit Favorites Extras  Swstem Help

2 dH I Caa | 2 HER

SAP Easy Access
&= [~][4]

' (] Favaorites
= &1 SAP menu
I [] Office
[ Cross-Application Components
[ Logistics
(7 Accounting
(] Human Resources
3 Information Systems

3 Tools

e v

4. This is what a user will see and complete upon initial access to “SCASE.” For the first
initial log in a “Change to a different RMS” dialog box will appear.

a. Select the RMS ID match code (round circle with 2 pieces of paper)

b. Select the COPA Procurement Records Management and select COPY (green
checkmark)

c. RMS ID information will populate into field and select CONTINUE (Enter) green
checkmark to expand the Records Organizer menu

—
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5. Inthe Records Organizer, select and open Search Procurement Records

a. Select COPA Bid Invitation records

(=
EMSystern  Edit Goto  Systerm Help

& | 4 E |
Case Management

ﬁ Fole-B azed Yiew
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@H ezubmizzion [0 ]

E}Inbu:-:
%I%I”{'}ﬁctivities E|||I:E'I|||

~ @, COPA Procurement Recaords Managerr
= & Search Procurement Records
[H] COFA Bid invitation records
fHl COPA Contract recards
(Bl COPA Purchase arder records
[» =] Business Documents
[ <3 Documents

i

6. Under Search by Records Management Attributes (Bid Invitation), scroll down to locate

the Object ID field

a. Enter your bid invitation number (ex. 6100003071) in the field and select the

SEARCH button

53 A
BMSystern  Edit Goto  Systern Help
(V] sl H I C@QIEHEIETO0 PR @
Case Management

faF\oIe-B azed Yiew
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@ — Short Description
AR ) RTKL Indicator

S o Object|D Iamnnnsm ih%
B || Creation fime El

Search by Records Management Attributes (Bid Invitation)

HC]EET

[0

= @ﬂ COPA Procurement Records Managerr E”IH

= 3 Search Procurament Records Search by SRM Attributes (Bid Invitation)
{E} COPA Bid invitation records

HDIET

PlIN/Deseription E
fH} coPa Contractrecords o N
[H] COPA Purchase order records :
I {1 Business Documents Manu. Part No.
I & Documents Manufacturer
K] I — I
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7. When the search results display, verify that it is the correct bid invitation and double-
click to open the Record

Search by Records Management Attributes (Bid Invitation)
Short Description
RTKL Indicatar
Ohject ID 6100003071 E
Creation time [+]
LD |[«[»]
Search by SRM Attributes (Bid Invitation)
FliN/Description )
Product Mo,
Manu. Part Mo, [«]
Manufacturer []
LD |[«][+]
@Sealch || |E:|Search Y anants || |List Location |
||A|:Id documents |||E Iﬁ I[H]I I$|El|| Q| EI@ EI@VE“
B | Tyne| Short Description [RTKL Indicatorl Object D~ | Creationtime|  Time «
Eﬂ COPA Bid Invitation RM Test- Parole Yiolator Transport 2:2 100003071 06262009 12:44:32 07/30/2009

8. Inthe Records Browser, locate and open the SRM Bid Invitation document by double-
clicking on COPA Bid Invitation. You are within the Display Mode in the RECORDS
BROWSER (eye glass) icon.

[P Ekubes | Fecad 8] [ER[E] [C@[H[E[T ] [Ca] =2 ] @8] =]
| Browser ‘@EICOPA Bid Invitation RM Test - Parole Violator Transport E:E‘Versinn 1 ‘ ﬂ
Short Description COPABId Invitation BM Test- .
RTKL Indicatar g ﬂ
Chject ID A100003071 E|
Creation time 0B/262008 12:54:32 E|
L] [ |[4][+]
Hierarchy IEIementType IVisibiliw ILast Processed INnde I |
= ﬂ COPA Bid Invitation RM Test- Parole ' PODOGB292 ¥ O7/30020049. .
My COPABid Invitation RM Test- ParoCOPA Bid Imvitation AlRoles  SRMRFCSRVIOB2620.. 19 |
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum.. All Roles SRMRFCSRY/ 0B30/20.. 27
@ SHAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSREV S 0BM30520.. 27
@ SHAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSREV S 0BM30520.. 27
@ SHAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSREV S 0Br26520... 27
=1 B Test- Parole Yiolator Transpor SRM Quotation All Roles SEMRFCESRY Y 0B30020... 24
=1 B Test- Parole Yiolator Transpor SRM Quotation All Roles SRMREFCERN Y ORMZ0.. 24
=1 BM Test- Parale Yiaolator Transpar SRM Quotation All Roles SRMREFCERN Y OBZEIZ0.. 24
EP Related CTR Records COPA Related CTR Rec... All Roles SREMRFCSRY I OB2620.. 21
[ [ COPADocument Atachments Folc All Roles 1
[ (7 Additional Documents Folder All Roles 3
[ (] Motes and Yorking Papers Folder Record Manage... 33
[* (] Protests Record Manage... 4
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9. When opening the COPA Bid Invitation record you will be prompted by a Security Alert
pop-up box. Select the OK button.

Security slert

I'l_ﬂ “ou are about to view pages over a secure connection.
Ay infarmation you exchange with thiz site cannot be
wiewed by anyone elze on the WwWeh.

[ 1n the future, do not show this warning

ﬂl More Info I

[

10. A second Security Alert pop-up box will ask do you want to proceed. Select the YES
button.

Security Alert

changed by others. However. there iz a problem with the zite's

Information yow exchange with this site cannot be viewesd or
security certificate.

a The security certificate iz from a trusted certifving authority.

g The security certificate date iz walid.

The name on the zecurity certificate iz invald or does not
match the narme of the zite

Do you want to proceed?

-E Wiews Certificate I

11. You are able to view the Bid Invitation document in SRM. You are also able to view
and/or open all text and attachments.

=] ES ES ES =

Display Bid Invitation -~

Start Document Builder |C0p\,-' | |Check | Change |Refresh | |C0nvert to Auction | |Close | |DOWnload Upload | | Output P

Hame FRh Test - Parole Violstor Transport 222 Humber 6100003071

Basic i i - q A Additiona] i Approval M
Data | Partner | BidderBids | Documerts | Conditions | Attributes | Wieighting | T, | History | Analvses | Eremem | Status | ¥ersion

Transaction Type RFQU Reguest For Quote

Product Category 1
Type of Publication Restricted Bid Invitation

Responsible Purchasing Organization Corrections Purchasing Organization
Responsible Purchasing Grougp ASE - 1100 Kathleen F Sabulsky -,

Company Code COMMOMNNESLTH OF PA

Start Date
End Date *
Dpening Date
Time Fone

Currency

062672009 13:00:00
DE/26/2009 14:30:00
0E5/26/2009 14:31:00
EST

USC United States Dollar

[
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12. Return to the Records Browser by selecting the BACK (F3) button

=
EMSystern  Edit

&

Goto  Systern Help
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13. If you want to view a PDF version of the Bid Invitation document, locate, double-click
and open the Snapshot

Last Processed
FOOOGS292 F OF/30/2009...

Hierarchy
= Eﬂ COPA Bid Invitation RM Test- Parole W

Element Type Wisikility

&y coPa Bid Invitation RM Test- Para COPA Bid Invitation All Roles SREMRFCSRY S OE/26/20... 19
@ SMNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SREMRFCSREY S OE/30020... 27
@ SMNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SREMRFCSREY S OE/30020... 27

@ SHAPSHOTS FOR SRM SYSTEM COPA Read-only docum
@ SHAPSHOTS FOR SRM SYSTEM :
=1 Rl Test- Parole Wiolator Transpor SREM Quotation

SREMRFCSREY S OE/20020... 27
SREMRFCSREY FOE/2ZE20... 27
SREMRFCSRY S OE/30020... 24

i

All Roles

=1 Rl Test- Parole Wiolator Transpor SREM Quotation All Roles SRMRFCSREV Y 0B/30520... 24

=1 Rl Test- Parole Wiolator Transpor SREM Quotation All Roles SRMRFCSREV Y 0B/26520... 24

EP Related CTR Recards COPA Related CTR Rec... All Roles SRMRFCSRY I 0B/26/20... 21
[» (J COPA Document Attachments Falc All Roles 1
[» (3 Additional Documents Falder All Roles 3
[» (3 Motes and Working Papers Faolder Fecord Manage... 33
[» (3 Protests Fecord Manage... 4

14. View, save, print, or email a copy of the snapshot of the Bid Invitation

OEEEECIET
IH@J iz (v & e

[}

* Wv @v _Jﬂ Sign ~ = t:j

ORIGINAL
RFQU - Request For Quote
RM Test - Parole Violator Transport 2:2

RFQU Effective Date:

Page 1 0f 3

Bid Invitation Number:

062612008 6100003071
Issuing Office: Supplier Name/Address:
Kathlesn A SRM-Rechgt
Commeonwealth of Pennsylvania
us
Your SAP Vendor Mumber with us:
Please Return Gluotation to: Type of Security furnished if required: Return Bid by:
Commonwealth of Pennsylvania . .
s O Certified bank cashier's chaeck Bid Ending Date:
Irevocable letter of credit O&/26/2009

O

O Cerificate of deposit

O Other as specified by bid
O
W

Bid Ending Time:

Baond - f annual bond: 14:30:00

hat is the name of the principal on the bond?

Please Deliver To: Expiration Date of

CORR Cl Coal Townghip Contract (if
1 Kelly Drive Procurement Contact: applicable)
Hamisburg PA 17866-1020 US Buyer: Kathleen SRM-RechMgt
Phone
Fax: Delivery Date:
See ltems

-
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15. Return to the Records Browser by selecting the BACK (F3) button

(=
Em3Systern  Edit  Goto Systerm Help

@ 190 @00 CHE 8000 DR 0
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16. Expand the COPA Document Attachments Folder

a. Double-click and open any COPA Attachment you wish to view

Hierarchy IEIementT\;pe I‘-ﬁisibilitf ILast Processed INUde I
= F@ COPA Bid Invitation RM Test - Paraole v POOOEE292 f 0T¥30/2009...
E}" COPA Bid Invitation RM Test - ParoCOPA Bid Invitation All Roles SEMRFCERY F 06/26/20... 19
@ SMNAPSHOTS FOR SEM SYSTEM COPA Read-only docum... All Roles SEMRFCSRV I 06/30/20... 27
@ SMNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSRY § 06/30/20... 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docurm... All Raoles SEMRFCESRV I 0B/30/20... 27
@ SMNAPSHOTS FOR SEM SYSTEM COPA Read-only docum... All Roles SEMRFCESRV I 0B/2E/20... 27
=1 RM Test- Parole Vialatar Transpor SREM GQuotation All Roles SRMRFCERY 0630720, 24
=1 BM Test - Parole Violator Transpor SREM Quotation All Roles SRMRFCSRENV J OB30/20... 24
=1 RM Test- Parole Vialatar Transpor SREM GQuotation All Roles SRMRFCERY 0B/26720... 24
@ Yendor Quote Snapshot COPA Read-only docum... All Roles 31
EP Related CTR Records COPA Related CTR Rec... All Rales SEMRFCERY § 06/26/20... 21
= &3 COPA Document Attachments Faole All Roles 1
T coPA attachrment RM Testing f COPA Attachrment AlFoles  SRMRFCSRVIODBZEZ0. 2
b [J Additional Documents Folder AlRoles T a
' [[J Motes and ¥Warking Papers Falder Record Manage... 33
I [ Protests Record Manage... 4

17. When opening the COPA Attachment record, you will be prompted by a File Download
pop-up box asking do you want to open or save this file. Select the OPEN button.

fFiz Download
Do pou want to open or zave thiz file’?

IE—I j M ame: RF2 evaluation Farm Attachment_Z, doc

Type: Microzoft Office Ward 37 - 2002 Docurnent, 93.0 KB
Framm: gp2dcalu state pa Uz
I Open I | Save Cancel -E

Always azk before opening this type of file

harm yaur computer. |F you da not trust the source. do not open or

@ WWhile files from the |nternet can be useful, zome files can potentially
zave thig file. What's the rizk’?
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18. When the COPA Attachment opens it will display the document to view. In this
example, the COPA Attachment displayed is a Word document. The Word file opens
within the Office application.

PAROLE VIOLATOR TRANSPORT (PVT) SERVICES
STATEMENT OF WORK

PURPOSE:

The Department of General Services, on behalf of the Pennsylvania Board of
Probation and Parole (“PBPP” or “Board”) is soliciting bids from nationwide,
security transportation providers to transport parole viclators to Pennsylvania
custody. The PBPP requires PVT services to transport Pennsylvania parole
vioclators who are located and confined in other states, the District of Columbia,
the U.S. Virgin Islands, and Puerto Rico. The Board will have ordered the return
of these offenders for parole revocation proceedings. As designated by the
Board, parole violators are returned to and lodged at wvarious locations in
Pennsylvania.

CONTRACT TERM:

The term of the contract will commence on the Effective Date which shall be no
earlier that Qctober 26, 2009 and will end Qctober 31, 2012.

19. Return to the Records Browser by selecting the BACK (F3) button

g

EMSystern Edit Goto  Systemn  Help

v e @ce CHE 0o DR @F

Case Management
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Manually Attachinga Document

1. The user must be in Change Mode in order to manually attach a document

a. Microsoft (MS) Office application documents such as: Word, Excel, PowerPoint,
and Visio, can be attached. Outlook emails can be integrated into the Record, as
well as PDF documents.

b. The total size of all attachments within a single record should not exceed 20-25
MB

c. Any documents which the userconsiders confidential should be password-
protected prior to being attached in Records Management

2. Inthe Records Browser go from the DISPLAY (eye glass) icon to the Change Mode by
selecting the DISPLAY/CHANGE (eye glasses with pencil) icon to add an attachment

= | T latibutes Record El {iﬁ‘s’lll II%I I I I | YI %Iﬁl

i |£‘|EICOPA Bid Invitation RM Test - Parole Violator Transport 2:2|vErsiun 1 |

aa

Short Description COPA Bid Invitation RM Test- ..

RTEL Indicator El

Chject 1D G100003071 [=]

Creatian time 0Br2652009 12:594:32 E|
[l ][ [ |[«1[+]

3. Inthe Change Mode, three new folders have been added to the record content:
Additional Documents, Notes and Working Papers, and Protests. Also, note that the
STATUS INDICATOR (pencil with lights) icon reflects the Change Mode and additional
icons are now active.

o)

Short Descriptian CORPA Bid Invitation B Test- ..
RTKL Indicatar [e1 ﬁ
Qhject 1D 6100003071 E|
Creation time OBr26/2009 12:54:32 [=]
K] [ |[«][»]
Hierarchy | Elermnent Type | visibility |Last Processed | EEEEM | |
= ?{' COPA Bid Invitation R Test - Paraole FOOOGE292 y A7 /3002009, ..
E}‘ COPA Bid Invitation RM Test - Paro COPA Bid Invitation All Roles SRMRFCSRYW FOBr26020... 19
@ SHAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSREY 0630520, 27
@ SHNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSREW FO630020... 27
@ SHAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY 0630020, 27
@ SHNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSREW FOB26420... 27
=1 R Test- Parole Wialator Transpor SREM Quotation All Roles SRMRFCSREV FOBF30020... 24
=1 RM Test- Parole YWialator Transpor SREM Quotation All Roles SRMRFCSREW I 0GE0020... 24
=1 R Test- Parole Wialator Transpor SREM Quotation All Roles SRMRFCSREV FOBF26520... 24
@ vendor Guote Snapshot COPA Read-anly docum... All Roles 31
[EP Related CTR Records COPA Related CTR Rec... All Roles SEMRFCSREY 0626520, 21
[ [J COPA Document Attachments Falo All Roles 1
[ [ Aadditional Cocuments Folder All Roles 3
[> [ mMotes and YWorking Papers Folder Record Manage... a3
[» [ Protests Record Manage... 4
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4. Expanding the new folders (ex. Additional Documents Folder) will reveal placeholders for
new attachments. Any of the previously mentioned applications such as: Word, Excel,
PowerPoint, and Visio, may be attached using the placeholders.

[ZEE[Eaues | Reco 3] I[E[E] [O]@] % [B]E [ [€] (&3] ]2 ] [E]EE] (=]

I Bro

15| # e@8|COPA Bid Invitation RM Test - Whirlpool Tubs 3:1|version 1|

Hierarchy |EIementType |Visihi|ih.r |LastF‘rocessed |N0de |
= iﬂCOPA Bid Invitation RM Test - Whirlpoal Tuk SREMRFCSRY F 0B/30/2008 711 :
""" &7 COPABid Invitation RM Test- Whirlpool COPA Bid Invitation ~ AllRoles  SRMRFCSRY) 0602008711, 18
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F0E30/2008 711, 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F0E30/2008 711, 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F0E30/2008 711, 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F0E30/2008 711, 27
=1 R Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRY F0E/30/2008 711, 24
=1 R Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRY F0E/30/2008 711, 24
=1 R Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRY F0E/30/2008 711, 24
@ Vendor Quote Snapshot COPA Read-only docum... All Roles Al
w COPA Document Attachments Folder All Roles 1
= o Additional Documents Folder All Raoles 3
@ Manual Dacument COPAManual Documents All Roles 24
B [ Motes and Working Papers Folder 33
b [ Protests 4

5. To access additional placeholders, highlight Additional Documents Folder and select the
CREATE icon

[Z |G | reos o) ([ H] QB[ % (BT [B]@] (5] (2] 2] [6E]E] =]

| =T 5| 2 @@w|COPA Bid Invitation RM Test - Whirlpool Tubs 3:1|version 1|

Hierarchy |EIementType |Visihi|ih.r |LastF‘rocessed |N0de |
= E‘ﬂCOPA Bid Invitation RM Test - Whirlpoal Tuk SREMRFCSRY F 0B/30/2008 711 :
""" &7 COPABid Invitation RM Test- Whirlpool COPA Bid Invitation ~ AllRoles  SRMRFCSRY) 0602008711, 18
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F0E30/2008 711, 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F0E30/2008 711, 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F0E30/2008 711, 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY F0E30/2008 711, 27
=1 R Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRY F0E/30/2008 711, 24
=1 R Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRY F0E/30/2008 711, 24
=1 R Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRY F0E/30/2008 711, 24
@ Vendor Quote Snapshot COPA Read-only docum... All Roles Al
b [] COPADocument Attachrments Folder All Roles 1
IV a Additional Documents Folder | All Roles 3
@ manual Document COPAManual Documents All Roles 29
I 1 Motes and Working Fapers Folder 33
b [ Protests 4

10
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6. Select the document placeholder, then right-click on the mouse

DI [hmae | oo o] (@B [D[B] R B 0[] (55 [2]2 ] [#[68] [=]

= ﬁdditinnal Dacuments Falder

[ I'_’]\r-\lntes and Working Papers Folder
I O Protests

Hierarchy |EIementT\,rpe |Visihi|it5t |LastF‘rocessed |N0de |
=~ Fﬂ COPA Bid Invitation B Test - Wehirlpaol Tuk SEMRFCSRY F0630/2009 511 ...
EJ' COPA Bid Invitation R Test - Whirlpaol COPA Bid Invitation All Rales SEMRFCSRY 063002009511, 19
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY 063052009011 .. 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSRY I 063052009011, 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSRY I 063052009011, 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSRY 0630020095 11... 27
=1 R Test- Whirlpool Tubs 3:1 SRM Quotation All Rales SEMRFCSRY FO630/2009511... 24
=1 RW Test - Whirlpool Tubs 3:1 SRM Quotation All Raoles SEMRFCSRY 063052009011, 24
=1 RW Test - Whirlpool Tubs 3:1 SRM Quotation All Raoles SEMRFCSRY 063052009011, 24
@ vendor Quote Snapshot COPA Read-only docum... All Roles i
I O] COPADocument Attachments Folder All Rales 1
All Rales 3

7. Choose Activities, then Create, on the menus that display after right-clicking the mouse

Determine Yisibility

Aftributes for Maode

Hierarchy IEIementType I\Iisibilih,r ILastF‘rDcessed |N0de I
= FJ COPA Bid Invitation RM Test - Whirlpoal Tuk SRMRFCSRY /0630720091 11...
E}’ COPA Bid Invitation RM Test - Whirlpool COPA Bid Invitation All Roles SREMRFCSRY fOB0/2009011. 149
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... Al Roles SREMRFCSRY fOBE0/2009011 . 27
@ SMAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SEMRFCSRY/ 0B/3052009511.., 27
@ SMNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY /063052009111, 27
@ SMNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY /063052009111, 27
=1 RM Test - Wihirlpool Tubs 3:1 SREM Quotation All Roles SRMRFCSRY fOBB0/20090 11 24
=1 RM Test - Wihirlpool Tubs 3:1 SREM Quotation All Roles SREMRFCSRY f OB0/2009511 .. 24
=1 RM Test - Wihirlpool Tubs 3:1 SREM Quotation All Roles SREMRFCSRY f OB0/2009511 .. 24
@ vendar Quate Snapshot COPARead-only docum... All Rales x|
b [ COPA Document Attachrnents Folder All Rales 1
= 2 Additional Docurnents Folder All Rales 3
10 ManUal D 0 L e ———"— o bttty 2
b [ Motes and Working  Actiities »  Create R
I [ Pratests Insert from Cliphaoard Find 4
Delete Infarmatian
Rename Where-Used List

11
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8. A blank screen displays within the current window. Select the drop down arrow on the
APPLICATION button to reveal a list of MS Office software, as well as the option to
create From File.

= EIE &
EMBSystern Edit Golo Swstem Help

@ | adH I CeQ LER B0 L0 (AR @
Document Client: Create Document

|SHE

R [Lnt-Ln 1 of 1 lines

[ bl acs 1y 10 Bl geboeatu [Ins [ 7

9. MS Word, Excel, and PowerPoint documents can be created by selecting that option.
The appropriate editor will display for you to create the document.

a. Selecting the From File option allows you to search for and attach an existing
document

Document Client: Create
4=

Ehapplication 2 IE I 4
Microsoft Waord
Microsoft PowerPaint

Microsoft Excel
Fram File <

12
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10. A standard file selection box for your hard drive is displayed. Locate and select the
appropriate attachment.

a. Select the OPEN button

[=
BEmMSystern Edit Goto  Systermn Help
SAP Records Management 1
Look in: | < Local Disk [C:) al [ ]2l |
o | 028ab09833F336048967 9 () TEMP I
uﬁ | Additional Files IWINDOWS
I dell 5 dell. =dr
My Recent Do | |75 Documents and S ettings INFCACHE.1
F L DRIVERS [Z] INSTALL —
|Ji386 =l o
L) Inetpub 5l MsD0s
Deskiop | ki r%,l zoftwareR emove
; I Migration jo Jrinztal
-y MS0Cache &3 unwisE
| new Fornts
by Dut'u_:-umentg | PRWARE
- J | Program Files
3 | Quarantine
by Computer |0 S aphafarkDir
< | -
File name: =]
by W etwiark, P
Filzs af tupe: " et

11. The Create Attributes dialog box is displayed, enter a name in the Short Description field

a. Select the ENTER icon

REMSystern Edit Goto  System  Help

& a0 €CEGe EHE Bhan | EFE @R
Doc wCreate Document
[T~ Create Aftributes - [.]
=
Short Description (9] =
Unigue 1D A&F 08-30-2008 1 M
Language EN English
Creation time 06/30/2008 14:22:37
Created by PO0490812 Kathleen SRh-RecMot
Time of change
Last changed by
version 1
Expiry Date
Keyword (1) (=Y
Keyword (2) E &

Author ¢in M3 Document aeshleman
Document Template

“ersion of Original Document

I of Criginal Document

Check-0ut Path on Desktop (1)
Model that Was Used to Create Document
As Copy of

Aftribute Yalues Last Changed

Aftribute Values Last Changed by
Userwho Checked Outthe Document

Do Mot Archive Docurnent Mo =] [
File Plan Fosition (13 =
File Plan Pasition (2)
SRM_DOC_PDF_FORM
Storage Identification

06/30/2008 14:22:48

POO490212 Kathleen SRM-Rechgt

Kol

I[«][x] =

ENInyj|
o

1
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12. The selected file document is created and opens (in this example a Word) within the
browser window.

Note that while full functionality of the Word application exists while in Change Mode within
Records Management, it is disabled while in Display Mode within the newly attached

document.

[= [=] =1 =
BMSystern  Edit Soto Systerm Help
@ I e@e DHE Boon DmE @

Document Client: Create Document
o[BI ] vesions @] comporens | T @G| &[S ][]

HE|FFE o mEE R A AR

Type & question far help =

ile Edit ¥iew Inseit Fommat Tools Table MWindow Help

[Marmal - |[Times New Flaman_~|[12 'H B I U |§

D HdSE SRY|[L BRI -

.

- Show- |9 - [ [EH 2
| & & .

Test-Pre-Bid-Conference-Iatice

B ace gy et1o FE | gqesdeaou s [ 2

E @B|IEE
: Draw~ [ |Aul05hapev \% 4 FE

@ Document created

13. In order to activate the Word editor tools; the DISPLAY/CHANGE icon must be selected.
Additional icons and buttons with functions related to document attachment are

available as well.

[=4
&

EMSystern Edit Goto  Systern Help

& | ald B &Ea | OHEE S Do | EE @
Document Client: Document "Pre-Bid Conference Notice” Change

‘23‘ E] INEE] E"Eﬂl Wersions E]I Components II = I El IH_gm

ME SR o cEEA AR R,

: File Edit ¥iew Insert Format Tools Table Window Help Type a question

Marmal + Times Mew Roman = 12 v| B 7 O |§ =
L BER oo @

== ew|o-oan
|m {3}10079 - @ - EFinaIShnwing M arkup §hnwv|.z}v|
e |4 D EE] 5 &

a

DwHSa(asly

S |

=] -

[Test-Pre-Bid-Conference-Hotice
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14. Return to the Records Browser by selecting the BACK (F3) button

EEMSystem Edit Goto  System  Help
G 1 H @06 CHE fhod DD @B
Case Management

15. The newly added attachment is e-filed under the Additional Documents Folder with the
Element Type “COPA Manual Document.” The Change Mode status indicator has
switched to yellow, meaning that the newly added attachment has not yet been saved

to the Record.

T 0] - Atbates | Recod )
| ErEa | | eceCOPA Bid Invitation RM Test - Whirlpool Tubs 3:1|version 1]
Hierarchy | Element Type | visibility | Last Processed | Noge ...|
N ﬂ COPA Bid Invitation RM Test - Whirlpoc SRMRFCSRV / 06/30420...
@ COPA Bid Invitation RM Test - Whir COPA Bid Invitation All Roles SRMRFCSRV f 06/30/20... 19
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRV/06/30/20... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRVf06/30/20... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRV/06/30420... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRV/ 06/30/20... 27
) RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRV/06/30/20... 24
£ RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRV /06/30/20... 24
1 RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRV S 06/30/20... 24
@ Vendor Quote Snapshot COPA/Read-only docum... All Roles 31
P[] COPA Document Attachments Folc All Roles 1
< {3 Additional Documents Folder All Roles 3
@ Pre-Bid Conference Notice COPA Manual Documents All Roles P00490812/07/01/2009... 29
P[] Notes and Working Papers Folder 33
P [ Protests 4

16. Select the SAVE icon, then Save from the drop-down menu

o~ IS ENERAREREERIRERIE R
S “Invitation RM Test - Whirlpool Tubs 3:1IVersion 1|
- Save as New Version ————————t
Hiel=, I | Element Type | Visibility | Last Processed | Node ...|
<~ #) COPA Bid Invitation RM Test - Whirlpoc SRMRFCSRY f 06/30420...
&) COPA Bid Invitation RM Test - Whir COPA Bid Invitation All Roles SRMRFCSRV /06/30/20... 19
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRYV f06/30/20... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRY f 06/30420... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRV /06/30/20... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRV/ 06/30420... 27
] RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRV/06/30/20... 24
1 RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRV f 06/30420... 24
3 RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRV/06/30/20... 24
@ Vendor Quote Snapshot COPA Read-only docum... All Roles 31
D [J COPA Document Attachments Folc All Roles 1
| = 3 Additional Documents Folder All Roles ) 3
[ Pre-Bid Conference Notice COPA Manual Documents All Roles P00490812/07/01/2009... 29
D [ Notes and Working Papers Folder 33
| D [ Protests 4
L
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17. The indicator is now green, showing that the update to the Record has been saved

Z]|@n[Fhniwes | recod 3] [#0]B] [O]@[ X [B[A[0[] (S0 [=]2] [GA]08]
T 6] # @@ [COPA Bid Invitation RM Test - Whirlpool Tubs 3:1|version 1|

Hierarchy | Element Type | visibility | Last Processed | Node .|
N/ t@ COPA Bid Invitation RM Test - Whirlpot SRMRFCSRYV / 06/30420...
&) COPA Bid Invitation RM Test - Whir COPA Bid Invitation All Roles SRMRFCSRV/06/30/20... 19
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRV/06/30/20... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRV/06/30/20... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRV/ 06/30/20... 27
@ SNAPSHOTS FOR SRM SYSTEM COPA Read-only docum... All Roles SRMRFCSRVf 06/3020... 27
1 RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRY/06/30/20... 24
1 RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRV/ 06/30/20... 24
] RM Test - Whirlpool Tubs 3:1 SRM Quotation All Roles SRMRFCSRY/06/30/20... 24
@ Vendor Quote Snapshot COPA Read-only docum... All Roles 3
D [ COPA Document Attachments Folc All Roles 1
< (3 Additional Documents Folder All Roles 3
Pre-Bid Conference Notice =~ COPA Manual Documents All Roles P00490812/07/01/2009... 29
D[] Notes and Working Papers Folder 33
P [ Protests 4

18. To exit Reord Management, select the blue EXIT icon . To exit SAP, select the blue

EXIT icon at the top of the page.

This concludes Locating and Viewing a Bid Invitation and Attachments in Records Management
end-user procedure.
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