Purchase Order Created

Requisition Creators will follow this process to Review and Print Purchase Orders. When a Purchase
Order is created, a “Purchase Order Created” workflow task will be routed to the SAP Portal Worklist
of the original requisition creator. Hourly emails (during business hours) will notify Requisition

Creators that New Workflow has been delivered to their SAP Portal Worklist.
Process:

e Logon to the SAP Portal.

e (Click on the “Worklist” tab.

e Select the “Purchase Order Created **” task you wish to work on.

e Review and Print Purchase Order.

1. Logon to the SAP Portal.

Welcome

|User ID * [ip47 |
| Password * iuuu.uuuuu |

Logon Problems?)] Get Support

Use of Texas State University computer
and network facilities requires prior
authorization. Unauthorized access is
prohibited. Usage may be subject to
security testing and maonitoring. Abuse is
subject to criminal prosecution. Use of
these facilities implies agreement to
comply with the policies of Texas State

LUniversity.

© 2002-2006 SAP AG All Rights Reserved.
SAE

SAP Portal Logon

NOTE: if you forgot your password or are using SAP for the first time and don’t know your password,

click the Get Support link to get a new password.



2. Click on the “Worklist” Tab.
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3. Click on the “Purchase Order Created"*"” task to process. will see the Purchase Order

number in the task description.

4. Following completion of task, click Refresh to see the task removed from your worklist.

For general Worklist Help, click on the “Worklist Help” link
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Worklist |




Purchase Order Review / Print
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1. Click on Print Preview to review and print the Purchase Order (see instructions next page).
2. Click on Back following return from the Purchase Order review and print step.
3. Click “Complete Work Item” to complete this task. Close window. Note - “Cancel” will

retain the task.
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1. Press Print to send Purchase Order to your printer.
2. Press Save to save the Purchase Order as a PDF file on your computer. 7he saved file may be
distributed as an email attachment.

3. Press Back when finished to return to the prior screen.
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TEXAS Local Purchase Order
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Section1-PO# 4500020734  Page: 10of 1
Drate: OS/06/ 2007 1213000000

P02 must be oo invedce(s); failure to include may delzy pavmeant.

Feefer to PO # oo all inguirtes & comespondsnce.

WIDGETS AND GIZMOS GALORE Vendor's Texas State ID= 8669
DBA NERDE R US - - - - :
T 0 BOX 3000 Section 2 - Invoices - {Texas State 1s Sales Tav Exempi):
NASHUA, NH 03061 Mail original and one(1} copy of inveices to:

Teas State University - San Marcos

ATTIN: Invoices

P.0. BOX 747 San Marcos, TX 786670747
Payioent Tenns: Per Texas Govt Code Sec 2251 unless poted,
Failure to mail to the above address may delay payment.

Section 3 - Ship to:

University Dismibution Center

Tecas Stave Universiry - San Marcos

305 Piver Fidge Parkway, San Marcos, T3 7346466
Tenus: FOB DESTINATION

Section 4 - Other Order Information

A 1213000000 - VPIT Cperating

B. Craared by: Joyee Munoz

C. Fequisitioner: TTrp

D. Approver: Joyce Mumoz

**% Final page af PO must be signed By Purchasing Offfce fo be valid ++4

Andit: By accepeing the Purchase Ordar, vendor agress =0 all Texas Stats Tames & Conditions, includmg righe eo andie. Rafarto back of this page or website for desails.
Frand: To report concemns regesdizg Sraud, wasts or financial sbss 2 Taxas State, call te Taxas Stis Audss Hotline at (1) 245-1707.
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00010 20 each 5100 320,00

Test Workflow- Widgers

L] 30 each 52.00 $80.00
Test Workflow-Gizmeos

Total Order Amount 320,00
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