Trainer Notes: The estimated time

for this lesson is 75 minutes.

Lesson 4:

Introduction

Importance

Objectives

Topics

How To Use COMPASS in Purchasing

This lesson demonstrates COMPASS’s use in the purchasing processes you
have learned about in the previous lessons.

When you actually perform the processes you have learned about to this point,
you use COMPASS. Seeing how COMPASS works will help you use it
correctly.

In thislesson, you learn to:

» Find, recognize, and begin completing common COMPASS MM forms
» Appreciate why COMPASS demands special care when entering data

Thislesson contains these topics:

e Using COMPASS for Purchasing Program Instruments
e Starting with a Budget

e Store Stock Availability

e Ordering from a Contract

e Creating aDFO or LPO

» Effect on the Budget
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Section A: Using COMPASS for Purchasing Program Instruments

Section A:  Using COMPASS for Purchasing Program

Instruments

Hypothetical
Process

This section outlines a hypothetical purchasing process. It demonstrates how
some of the purchasing instruments are completed in COMPASS. It also
demonstrates how the purchasing processisintegrated with budgeting.

In this process, you will:

Lo

Look at a budget report for afund in Compass
Check for an item’s availability in County stores

Search for a contract for that same item

A WD

Trainer’s Notes: The Create an LPO to order the item
processesinthis section are
meant to be broad

overviews, rather than . . L . .
detailed teaching of job Note: This set of procedures mimicks the route you might takein a

skills purchasing process. On the job, ordering a product like certificate paper, the
example we use, would be simplier than this sequence; you would not
encounter some of the “dead ends’ or go down some of the “blind aleys’ you
go down here.

Return to the budget report to view the purchase's affect on the budget

Note: Because the sample database you use in training varies over time, the
data you see on your computer may not match the screenshots you seein this
book.

In Lesson 1, page 7, your trainer demonstrated a fund budget in COMPASS
and then explained how the budget numbers change when a requisition for a
purchase order is submitted.

Starting with a
Budget

Trainer’s Notes: This first

exercise should be done
by all participants. Mention
something like, “This may
be the only time in your
career that you look at a
budget. But it is very
important that you
understand how all
purchasing and financial
data in COMPASS is
interrelated.”

This section assumes
participants can log in to
the Training environment
with the user name and
passwords you provide.

For COMPASS to “live up to its potential,” every transaction must be entered
completely, accurately, and consistently. Missing data or incompl ete data can
cause large amounts of additional work for someone somewhere else or can
create errors in important reports in the County’s overall materials
management and financials.

Thistime you will view that budget on your computer.
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Lesson 4: How To Use COMPASS in Purchasing

1 After logging in to COMPASS, at the COMPASS Main screen, follow the
menu path Logistics>County Logistics.
The County of Sacramento Logistics screen appears.
Figure 17: County of Sacramento Logistics screen
COUNTY Office  COUNTY Logistics  COUMTY Finance  COUNTY Human Resourc  SAP Rf3 HOME Menu  System  Help L~
& = Cae E @
PURA Purflny  PURB Pur  Inv  Servkdgt Commiss. IPP  Badges Buyers REPORTS
USERE4 > xena |OVWA | 13:21
2 Click REPORTS
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Section A: Using COMPASS for Purchasing Program Instruments

Trainer’s Notes: 3
This is a good place
to review a bit about

Follow the menu path to County Reports>County Funds Management
Reports>Budget & Actuals Reports>Actuals>Overview Reports>Overview

COMPASS's term without Structure No Header.
“menu paths.” Say
something like, *In Figure 18: Menu path
most appllcatlons, —rx
™ ppplication Tree Report Selectio General X
yOU pU” %OWH a Modes Edit Goto  Ublities  Settings  System  Help L |
menu and you get a r____________i]
submenu, and then ¢ @ CHNRE aDLD @
maybe a sub- (] Set facus
submenu, and that's =
it. In COMPASS it's COUNTY REPORTS
not unusual to go [ @ County General Ledger Reports
through SiX more & County Accounts Payable Rpts
' . —= County Funds Hanagement Report
menus until you get
where you want to [ ™ Master Data
. = Budget & Actuals Reports
go. So we call this a
‘menu path”VVe [—# Budget Changes
. ' —= nActuals
write menu paths |
vvhhthe‘>’syn1bo|a5 &= Overview Reports
shown here. Overview: Without Structure With Header

Ouverview: Without Structure No Header
Ouverview: With Structure {(Index Level)
Overview with Previous Year

Also remind them
(they learned this in

the COMPASS —
K unmmary Reports
Overview course) —e Activity by Period
that a shortcut exists fictual Projection Reports

to each form.

-
[ | »

USERB4 > |xena OYR 14:33
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Lesson 4: How To Use COMPASS in Purchasing

Trainer’s Notes: You might
want to explain here about
funds, fund centers, and G/
L accounts. A fund is the
source of the money
available in the budget. A
fund center is the County
organizational unit
(Division, Department or
Office) whose budget is
responsible for payment. A
Commitment Item is a
category of cost; it is the
same number as the
general ledger (G/L)
account. The commitment
item is a category of cost for
a cost center. A cost center
is a further break down of
the fund center used to
report on how the money
was spent. It may represent
a work unit, job description,
or other cost accounting
object; in other words, “who
you are.”

Double-click Overview without Structure No Header.

The selection dialog for this report appears.

Figure 19: Selection dialog for a report

Program Edit Goto  System Help

@ ff’ E‘ B Clagsification

™ ZFMRW05211: Dverview: Without Structure No Header =]

@ TH eae BE @

Standard Selections
Fund
Funds center

Commitment itemn

Report selections
Period
To Period
Budget version

Fizcal pear

L 5
|
[ e

’_1 1. Period
[12 12 Perind
[ooH

[z088  Zn00

USERE4 ™ |xena OVFR | 14:48

Type or select the following datain the indicated fields:

Field Entry

Fund 03la

Explanation

Thisisan OCIT fund you will use for
this exercise

Fund center 7607625 Cost center for this exercise
Budget version 02m 02 indicates the year
Fiscal Year 2002 Leave Period at 1 and To Period at 12

Introduction to Materials Management and COMPASS
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Section A: Using COMPASS for Purchasing Program Instruments Y

Trainer’s Notes:
Point out the yellow
lines in the budget
correspond the the
Fund and the green
lines refer to the
Fund center.

Mention that the
Create Session
button does not

Click [@ Execute.
A budget report for your cost center appears.

Figure 20: Budget report for cost center

™ Eyvecute Dverview: Without Structure No Header: Overview H=] E3
Report Edt Goto Mavigate Extras Seffings System Help [-]

gl TFlHCcee@ CHR DDAOAN @
HE0ETE T 8IS E B Hnberoma

Ouerview: Without Structure Mo Header Current data 01/18/2002 11:25:04
—Navigatiom
Period L]
Funds center
Fund _
Bgt/plg actuty A
Fox
Conmitment itm 1D Budget Actuals Commitment Pending Available (% Consumed
Displayed in 1 UsD 1 UsD 1 Usp 1 UsD 1 UsD 1
4= SAC1/EXPENDITUR COUNTY EXPENDITURES 1,802,186 L] 2,744 10,008 989,442 1.3
0':' SAc1/10 SALARIES / BENEFITS 599,986 L] a 8 599,986 8.0
& —+ SAC1/28 SERVICES & SUPPLIES 462,208 L] 2,744 10,008 389,456 3.2
%= SAC1/REVENUE COUNTY REVENUE 266,000~ L] L] L] 966,000 0.0
4=+ SAC1/96 CHARGES FOR SERUICES 966,008~ L] a 8 966,080 6.0
4+ Total 36,186 L] 2,744 10,000 23,442 35.2
L b

USERB4 ™ wena OVR  11:27

Thisis the same report you viewed in Lesson 1, page 8. You can refer
back there to review the meaning of the columns in this report.

Later in thislesson you will make a purchase and return here to view
changes.

For the next section, you must “back up’ to the County of Sacramento

appear on the SAP L

4.0 GUI, only with Logistics screen.

the 4.6 GUL Click Back on the current screen. A message asks if you want to quit
the report.
Click Yes. A second message asksif you want to save your data.
Click No. The Application Tree Reports Selection screen returns.
Click Back. The County of Sacramento Logistics screen returns.
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Lesson 4: How To Use COMPASS in Purchasing

Store Stock
Availability

For this exercise, you want to purchase some special

Trainer's Notes: paper to create certificates.

L. «© . . . .
This is another To determine whether or not an item is stocked in a

*hands on” County store, do the following:
experience for the ‘ y ' 9

participants
Point out to the

participants the

variations in the
Compass GUIs. This
manual shows the
SAP 4.6 buttons, Figure 21: County of Sacramento Logistics Related Functions screen

1 On the Logistics>County Logistics screen, click PURAPur/Inv.

working within SAP

. ™ County of Sacramento Logistics Related Functions Hi=
4.0. Their own COUNTY Office COUNTY Logistics  COUNTY Finance  COUNTY Human Resourc  SAP R/3 HOME Menu  System  Help
computers may show &l = Rl ) @)
the 4.0 buttons.
PURA Purflre  PURE Pur  Inw  Servbdgt  Commisz. IPF Badges Buyers REPORTS
LISERES ™ [vena DWR | 1321
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Section A: Using COMPASS for Purchasing Program Instruments

Step Action

The Purchasing Organization A appears.

Figure 22: Purchasing Organization A screen

™ Purchasing Drganization A: Decentral Users' Menu

gl GCiwececnkanasfn @

H
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Lesson 4: How To Use COMPASS in Purchasing

Trainer’s Notes:
These exercises
demonstrate both
menu paths and
shortcuts to forms.
Most users find
shortcuts easier at
first, but familiarity

Click Mat2.

Mat stands for Materials.

The Display Warehouse Stocks of Material on Hand screen appears.

Figure 23: Display Warehouse Stocks of Material on Hand screen

Last Modified: February 8, 2002 8:44 am

with menu pathS ™ Display Warehouse Stocks of Material on Hand |_ (O] x|
makes for users who Eegem G e i
can more easily @ = SaQ 2 @
navigate their way @ & &
around the system. —
Data basze constraints —
This screen may :atet"a' I_ t! I_ _z
cont.alﬂ _defau” Storage location ] E
entries in fields that Batch [ R I =
must be removed. -
Tellthem to clear the Scope of list
Plant fleld and Ihe 4 aterial type to i
Storage location if Material group to =
they see data there. Purchasing groue [ o [ ==
Settings
[~ Dizplay material flagged for deletion o
[T Display consignment stacks
[~ Display return.transport pack.
[T Special stocks - plant
Display options j
TRG (1) (0201~ [#ena [OVR | 1413
You could have navigated to this screen by typing MB52 in the
Command field of the COMPASS Main screen, and then Click
Enter.
Figure 24: Using a navigation shortcut in the Command field
Office  Logistics  Accounting  Human resou
& | |mBsz -
['wnamic menu
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Section A: Using COMPASS for Purchasing Program Instruments

Trainer’s Notes:
The Materials by
material type dialog 3 Click [] nexttothe Material field.
box may not appear,
depending on who
did what most

The Search Help Selection list appears.

recently on the Figure 25 Search Help Selection list

participants - gearch Help Selection
computer. You may

have to help Hot keyShort description

ianMUNSQENOth Material by description

dialog box. Haterial by old material number

Material by bill of material

Material transferred from CAD system

Competitive product by competitor

Production resources/tools by description/PRT grouping
Sales material by general product hierarchy
Material by vendor's material number

Material by material category

Materials for class

Material by material group

Search help for manufacturer part number

Material by EAN (International Article Humber)
Materials by several classes

Material by product hierarchy

Material by task list

Sales material by description

Material by material type

Material by Supply Area

Plant material by description

Search help for manufacturer part number with AHPL
Material by HMaterial Humber

Storage Location HMaterial by Description{ValClass)
Material by Alternative Mames (BasicHaterial/SizeDimensions)

WM A O C-HMOD DO ZONRR = TMmMmoOoeD>

1] | »
o | R

If the Material by Description dialog box appears, go to step 4.

If any other dialog box appears, click Other search help, and the
Search Help Selection list appears.
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Lesson 4: How To Use COMPASS in Purchasing

4 Click M Material by Description.

The Material by Description dialog box appears:

Figure 26: Materials by description dialog box

- Material by description

Matenal description

Language key

| )
e :
[ )

Restict display to Lo
v || & %
5 In the Material description field, type * paper*.

You want to search for “ Certificate paper.” The asterisk (*) isa“wild
card.” COMPASS will return alist of every product whose description

includes the word “paper.” If you were to type paper*, COMPASS

returns all entries whose description begins with the word “paper.”

Introduction to Materials Management and COMPASS
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Section A: Using COMPASS for Purchasing Program Instruments Y

6 Click Enter.
A Hit List of paper types appears.

Figure 27: Hit list of paper types

- B Hit List
Material description Language [Material
EN 7625
PAPER BOND 28,11 X 17  WHITE EN 7666
PAPER BOND 8-1/2" X 11" BLUE 20% EN 7598
PAPER BOND 8-1/2" X 11" BUFF 20# EN 7591
PAPER BOND 8-1/2" X 11" CANARY 28 LB. N|EN 7587
PAPER BOND 8-1/2" X 11" GOLDENROD 28# |EN 7597 -
PAPER BOND 8-1/2" X 11" GREEN 20 # EN 7588
PAPER BOND 8-1/2" X 11" PIHK 20% EN 7580
PAPER BOND 8-1/2" X 11" WHITE 3HOLE PUN|EN 7592
PAPER BOND 8-1/2" X 14" BLUE 28k EN 7596
PAPER BOND 8-1/2" X 14" CANARY 28 EN 7595
PAPER BOND 8-1/2" X 14" GREEN 28 EN 7594
PAPER BOND 8-1/2" X 14" PINK 20% EN 7593
PAPER BOND WHITE 8-1/2" X14" 20# EN 7665
PAPER CLIPS LARGE EN 9336
PAPER CLIPS SHALL EN 9335
PAPER COCKLE ERASABLE 8-1/2 X 13 WHITEZS |EN 7600
PAPER CONTINUDUS 14-7/8" X11" 2 PT EN 7658
PAPER CONTINUOUS 14-7/8"X8-1/2 NO SIDE P |EN 7652
PAPER CONTINUDUS CARBON 2PT 9-1/2"X11" |EN 7651
PAPER CONTINUDUS HCR 9-1/2"%11" 3PART WY |EN 7648
PAPER CONTINUDUS HCR WHITE 9-1/2"%X11" EN 7655
PAPER CONTINUDUS TINT BAR14-7/8"%11-1/2"|EN 7654
PAPER CONTINUDUS TINT BAR14-7/8"X8-1/2" |EN 7653
PAPER CONTINUOUS WHITE 11-3/4"X8-1/2 2 P |EN 7657
Trainer's Notes: PAPER CONTINUOUS WHITE 11-3/4"'X8-1/2" NO|EN 7656
Emphasize that PAPER CONTINUDUS WHITE 12X 8-1/2 HO SIDE |EN 76680
mphasize tha PAPER CONTINUOUS WHITE 8-1/2"%14" NO SID|EN 7649
“You did not find hd
the |Femyouwgre W|Q§*|E:|‘§‘|[H]|3f|
looking for, but if
you had, here’s . .
what you would do No entry existsfor certificate paper. However, before we look for a
to begin ordering. contract against which to purchase certificate paper, we want to view
1. View the details more details on something that isin stock.
on the selected
contract;
2. Complete a
Store order.”
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Lesson 4: How To Use COMPASS in Purchasing

7 Double-click Paper Recycled 8 1/2” X 11” White 3 Hole Pun.
The hit list closes and the Display Warehouse Material stocks on hand
screen returns, showing the Material number for this selection, 7615.
Figure 28: Display Warehouse Material stocks on hand screen with Material
number 7615
™ pisplay Warehouse Stocks of Material on Hand M=]
Program Edit Goto  System  Help
[ = Ca@ |2 B @
B E
Data base constraints =
Material |?615 ta | _':D
Plart * ta _':D
Storage location to =]
Batch b E
Scope of list
Material type to _'::>
Material graup to _':D
Purchasing group '_ to '_ _':D
Seltings
[~ Display material flagged for deletion
[~ Display consignment stocks —
[~ Display retum.transpoit pack.
[~ Special stocks - plant
Dizplay options
Nisrlan wariant =]
USERB4 > |xena OVR | 1344
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Section A: Using COMPASS for Purchasing Program Instruments

Trainer's Notes:
Point out the
following information
on this form:

Store location GS1
Stock 640

Unit of Measurement
RM

10

Click Execute.

The Display Warehouse Stocks of Material on Hand screen appears,
displaying the quantity of stock on hand.

™ pisplay Warehouse Stocks of Material on Hand

=1 E3
]

List Edit Goto Settings System Help

gl @ Cimcee CcH® nnoan | BE|@
M4 PMHEET TR G Koo Gsae 0

Haterial Material description
SLoc Unrestr.-use stock Unit Stock in transfer
Total value Curr. Total value

Plnt Hame 1
In quality insp. Restricte
Total value Total

7615 PAPER RECYCLED 8-1/2"X11"WHITE 3HOLE PUHN 3C Sacramento Gounty
G651 648 RH a a
1,785.68 USD 8.88 .88

* Total

640
1,785.60

RH
usp

-

| o
[TRG (1] (0201 = [wena [OWR | 15:40 /ﬂ

To closethisinventory entry and return to the Compass Main menu for the
next procedure (where you will ook for a contract to use in ordering the
certificate paper), click Back on the current screen.

On the Display Warehouse Material stocks on hand screen that returns,
click .Back again. The Purchasing Organization A screen returns.

Next you will do asearch for a contract on the intranet. When you return
to COMPASS, you will want to be on this screen.
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Lesson 4: How To Use COMPASS in Purchasing

Ordering from a
Contract

Trainer’s Notes:
The contracts in
the training
database may not
match the real
contracts
available through
the intranet.
Therefore, show
participants the
search engine,
but then they will
use a specific
contract for this
simulation.

County stores do not generally stock certificate paper.
So next you want to search for a contract against which
you could create a CSO. It is possible (though unlikely)
that the County already has an itemized contract
specifically for certificate paper. It reaity, more likely
it has an open item contract with a vendor of general
office supplies who stocks certificate paper or with a
paper vendor who stocks a variety of specialty papers.
(For line item and open contracts contracts, see

page 19.) For this process, you will only consider paper
vendors.

The CSO procedure involves the following
components:

1. Locateacontract for theitem you wish to purchase.
Purchasing’sintranet (http://gs.pwa.co.sacramento.
ca.us/purchasing/ContractSearch.asp) contains a
search engine, updated daily, from which you can
find acontract for anitem. Alternatively, COMPASS
shared folders (Office>Folders>Shared
Folders>MM>MM PURA Cheat Sheets) contain a
spreadsheet, updated monthly, listing of all
currently valid contracts.

2. Determineif you can use the contract. Lineitem
contracts must be for theitems or for atype of item
(for exampl e, office supplies) you wish to
purchase. Its term must be current, and its limit
must not have been exhausted. (That is, for an
itemized contract, all the items have not been
purchased; for an open contract, all of the value has
not been spent.)

3. Createthe CSO in COMPASS to order the item.

1 To locate a contract, open your web browser, Microsoft Internet Explorer.

2 In the Address field, type http://gs.pwa.co.sacramento.ca.us/purchasing/
ContractSearch.asp
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Section A: Using COMPASS for Purchasing Program Instruments

3 Press <Enter>.

The Purchasing Division County wide Contract Search page appears.

Figure 29: Purchasing Division County wide Contract Search page

/) DGS Purchasing Contract Search - Microsoft Internet Explorer [ [O] %]

Ei E i Favorites  Tools  Help |
le¢-=2-0B 4B S=-H9

Jngdress I@ http:j/gs.pwa co.sacramento,ca,us/purchasing/ContractSearch, asp ﬂ 6)60 “ Links **

Purchasing Division

DGS Services | Policies | Safety | Forms | Links | DGS Org Chart | DGS Home

County wide Contract Search

This form will search far County wide contracts.

ICDmdeny j I

Search |

4 | B
‘@ F’ilﬂ Internet v
4 You can search by Vendor name, Commodity, or Contract Number.

Select Commodity.
Trainer’s Notes:
This search does 5 Type Paper.
not require wild
cards.
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Lesson 4: How To Use COMPASS in Purchasing

6 Click | Search.

The current contracts for that item appear.

Figure 30: Current contract list

I

Favorites  Tools  Help

2 DGS Purchasing Contract Search Results - Microsoft Internet Explorer

Je-» QB d|a=B-SH- D

J Address I@ http: jfgs.pwa.co.sacramento. ca, us/purchasingfContrackResults, asp

j 6o “L\nks =

Purchasing Division

DGS Services | Policies

| safety |

Forms | Links

Purchasing Contract Search Results

Show All Line Ttems

Contract#

MADOOOE23E Show Line ltems

MADO0S201 Show Line ltems

MADOO0ES13 Show Line ltems

MADOOOES 1S Show Line ltems

MADOOOES921 Show Line ltems

MADODS7E5 Show Line ltems

MADOO09892 Show Line ltems

Vendor Name

JCPAPER CO

HXPEDX PAPER & GRAPHICS

ALBERT PAPER COMPANY

UMISOURCE CORP

SAC-VAL JANITORIAL INC

J € MELSON SUPPLY CO

JC PARPER

DGS Org Chart |

DES Home

Buyer Name Expires

Steve Clark 02/28/2002

Steve Clark 11/30/2002

Kiauna Norman  02/17/2002
Kiauna Norman 01172002
Kiauna Norman  01/17/2002
0141842002

Kiauna Norman

Steve Clark (09/30/2002

| sf

|| | mternet

A

In area work situation, you would copy the contract number for afew of

these contracts that might be applicable.

Introduction to Materials Management and COMPASS
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Section A: Using COMPASS for Purchasing Program Instruments

Step Action

7 Return to COMPASS. The Purchasing Organization A screenisstill visible.

Figure 31: Purchasing Organization A screen

™ Purchasing Drganization A: Decentral Users' Menu

gl GCiwececnkanasfn @

H
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e Lesson 4: How To Use COMPASS in Purchasing

8 Click Contracts.

The Purchasing Documents per Document Number screen appears.

Figure 32: Purchasing Documents per Document Number screen

™ purchasing Documents per Document Number [_]O]
Program  Edit Goto  System  Help

2 - = R Y X s O @
& < @ )2l B [ Choose..

I
=1

I 1

el sl sl s/ o] o] 5] o] o] o] o

Purchasing document
Purchasing organization
Scope of list

Selection parameters
Document type
Purchasing group

Plart

Item category

Account assignment categary

sl slslsls]sls [o]s

Deliverny date

Walidity key date
Range of coverage to
Yendor

Supplying plant

M aterial
M aterial group

Document date

Internat. article number [EAM)

Wendor's material number
Wendor sub-range
Promatior

Season

Season year

Short et

b (UL B

Wendor name

USERE4 ¥ wena OVR | 1271
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Section A: Using COMPASS for Purchasing Program Instruments

Trainer’s Notes:
Point out that this
is a made up
situation. In the
real world, for this
example, you'd
probably find
certificate paper in
the catalog of a
general office
supply company
with which the
County has an
openitem contract,
and you'd have
several contracts
with specifically
paper vendors you
could check.

Stress that the
user must read the
terms and
conditions of the
contract (found in
the header and line
item text screens)
to determine if the
contract is
appropriate. If they
are in doubt,
contact the buyer
before using the
contract.

10

11

In the Purchasing Document field, type MA00011818 and press <Enter>.

In this example, we assume this was the only open contract for paper
products, and that on investigation you found that none of the general
office supply companies that have open contracts stock certificate paper.

The details of the contract you selected appears.

Figure 33: Details of contract MA00011818

™ purchasing Documents by Document Number [_[O]
List Edit Goto  Enwironment  System  Help
@ | = @ CHE DHDDOD @
§| PD hiistary Changes Deliv. schedule Serwces
=
Contract Type Vendor Hame PGp Agnt. date
Item Haterial Short text Hat. group
D I A Plnt SLoc Targ.qty. Un Het price Curr. per Un
MABAA11818 MK  6B8818 XPEDX PAPER & GRAPHICS 818 81/25/2082
Agreement startol/25/2002 Agreement end 89/30/2010
Tgt. val. 50,0608.88 USD Open 45,0898.58 USD 90.20 %
agal1e 1688 LB TAG, WHITE 3 CORE, 11"WIDE 7548
u 408.88 HY 56.75 USD 1 HY
Open target qty. 398.88 HY 22,132.50 USD  97.58 %
ageze STOCK CARD, 188LB. TAG BLUE 11"WIDE 75uB
u 248.88 HY 65.35 USD 1 H
Open target qty. 2008.88 HY 13,870.88 USDP  83.33 %
LL5 R WHITE, BOHD 11" WIDE WATERHARK 7548
u 68.88 HY 82.68 USD 1 Hy
Open target qty. 55.88 HY 4,543.80 USD  91.67 %
aaaue 1888 TAG, PINK, 11" WIDE, 38" DIA 3" COR 7548
u 12@8.88 HY 65.35 USD 1 HY
Open target qty. 188.88 HY 6,535.88 USD  83.33 %
Ll [
USERB4 ~ [wena OVR | 12:18

The information for this contract indicates that it is for several types of
paper, but none of them are certificate paper.

Since no contract exists for the item you wish to purchase, you can
proceed to purchase it by completing an LPO.

However, if this contract had included certificate paper, you could place
an order against this contract.

To close this contract detail list, click Back on the current screen. The
Purchasing Documents per Document Number screen returns.

72

Introduction to Materials Management and COMPASS
Last Modified: February 8, 2002 8:44 am



e Lesson 4: How To Use COMPASS in Purchasing

12 On the Purchasing Documents per Document Number screen, click
.Back again. The Purchasing Organization A screen returns.

Next you will do a search for a contract on the intranet. To create an L PO,
you will continue from here.
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Section A: Using COMPASS for Purchasing Program Instruments

Creating a DFO
or LPO

If anitem isnot is stock in a County store and no
) contract to purchaseit ison file, then you can purchase
- it with a DFO or LPO. The COMPASS process for
| creating a DFO and an LPO isvirtualy the same.

e 5 Before you begin, you must know:

» What you want to order—specific item
identification information or catalog number; for
this example, you will order catalog item# 12345
—Certificate Paper

¢ Vendor name or number—for this example, you
will order from Paper Direct, whose vendor
number is 609229

* Item cost—$23 per box

The following procedure outlines creating an L PO.
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Lesson 4: How To Use COMPASS in Purchasing

On the COMPASS Purchasing Organization A: A Decentralized Users Menu
screen, click Ord.

Ord is an abbreviation for Order.

The Create Purchase Order: Initial Screen appears.

Figure 34: Purchasing Organization A: A Decentralized Users Menu screen

Last Modified: February 8, 2002 8:44 am

Purchase order Edit Header Item Epwironment System Help -
g = ea e @
A2 3 M [DOIRettoPReq [ Ref tocontract (] Reference to RFD
endaor *
Order type
Purchaze arder date 81/18/20082
Purchaze order
Organizational data
Furch. arganization PURA
Purchasing group 870
Default data for items
Trainer’'s Notes: Item category [
Thiswould be a gOOd Aot assighment cat, |—
time to remind Delivery date ﬁ
participants how to Plant st
find the shortcut to a Sl el 651
screen. (They M aterial gr.oup
learned this in the Fleg tracking number
COMPASS Overview
course.) In TRG (3 (020~ [vena [OVR | 16:13
COMPASS'’s . . . .
System menu, click You could also have arrived at this screen by entering a shortcut in the
Status. The Command field on the COMPASS Main screen. The shortcut for the Create
Transaction field Purchase Order: Initial Screen iSME21.
displays the shortcut.
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Section A: Using COMPASS for Purchasing Program Instruments

Type or select datain this screen as follows:

Field Entry Explanation

Vendor 609229 Thisisthe Vendor code for Office
Depot

Order type LPO If thiswere a DFO, you would

Purch organization
Purchasing group
Acct Assign Cat
Delivery Date

Plant
Storage Location

Materials group

indicate it here; otherwise the
procedureis the same

PURA COMPASS “remembers’ the entry
from your previous use

870 Codefor OCIT

K Code for aConsumption Account;
indicates an item you consume, rather
than an asset

Two weeks from

today

SC Code for Sacramento County

OFF Code for Offsite; site to which to
deliver goods

7500 Code for Office Supplies
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e Lesson 4: How To Use COMPASS in Purchasing

3 Click [@ Enter.

The Create Purchase Order: Item Overview screen appears.

Figure 35: Create Purchase Order: Item Overview screen

™ Create Purchase order : Item Overview A=
Purchase order Edit Header Item Epwironment System Help
& || = RG] H0oon @
BEEROOEDGASEE BT DD Bicctags o84 3
Purchaze order Order type DFOD Order date 81/21 /2082
Wendor 6a9229 Currency UsD
PO items
Item 1| & Material Short text PO quantity OUr | Deliv. dateﬂ
[J1e | D|82/84/
[ 20 K |02/ 04/
HED K |02/ 04/
[ Juo K D|02/ 04/
WEL K D 62/ 04/
[« 1 [»]
Item
Trainer’s Notes:
Point out the
importance of USERE4~ [xena [OVR | 10:05
complete product
specifications on all . . .
purchasing Type or select datain the first row of this screen asfollows:
documents: CSO, . .
LPO, DFO and Field Entry Explanation
requisitions. The
Zg\lezri’imyo?a"e Material Leave blank
certificate paper. Short text 12345 - Certificate paperA brief description of the
Point out that when item. 12345 is a catalog number;
you create a Include enough information to make
requisition for a very clear exactly what you want to
e order
identical; the PO Quantity 10
Purchasing buyer Our _ BX Boxes_
will have to solicit Net Price 23 The price per box
bids based on the
information you
provide. Accuracy
and completeness
here are essential.
Introduction to Materials Management and COMPASS 77

Last Modified: February 8, 2002 8:44 am



Section A: Using COMPASS for Purchasing Program Instruments

Trainer’s Notes:
Point out that
they did not
“make a mistake
and leave out a
field” here. Thisiis

Click [g] Enter.

The Create Purchase Order: Item # screen appears with a message in the
status bar indicating you did not enter datain arequired field. A ?

(question mark) appearsin the tax code field indicating an entry is

required.
the normal &
COMPASS )
workflow. Figure 36: Create Purchase Order: Item # screen
™ Create Purchase order : Item 00010 [_ O]
Purchase order Edit Header Item Epvironment System Help (-]
& = ©Ea El | @
PO 2EEE RSB R Blact s g5
Item 10 Item cat [" cosscat [k
Mateial Matl group 7580 Plant Y
Description [certificate Paper Stor. loc OFF
Quantily and price
Order guantity 10 ’W Info rec.update ’—
Net arder price [23 08 usp ¢+ [ [Bx
Qty. conversion [1 B <> [1 B [
Deadline monitoring
Delivery date |E 82719728082 Reminder 1 ConfContrk. [ Ackn.reqgd.
Stat. del date Reminder 2 Acknowl.no
Reminder 3 Trackingho
Wend. mat |
GR/IR control
Underdel. tal. % ¥
Overdeliv. tal. a.a =[ [T Del compl [ GR mnon-val
Tax code B r ~
Shipping instr, [ =
USERE4 ™ [kena OVR | 12:40
Field Entry Explanation
Tax Code P1 Thisitem istaxable
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Lesson 4: How To Use COMPASS in Purchasing

Trainer’s Notes:
The Goods
recipient field
allows makes it easy
to find whoever
entered this
purchasing
document. In
mentioning this fact,
you could also point
out

Click [@ Enter.

The Account Assignment for Item # dialog box appears.

Figure 37: The Account Assignment for Item # dialog

- precount Assignment for Item 00010

G/L account ? 3
Cost center
Order

WBS element |
Task

Business ares

Facilty

Unloading point |?

| Change display | Repeat ace. ass,on | % |

Company code
Fund
Funds center

Commitment item

Goods recipient K

sAcd
—
——
—
—
[ Mors

Type or select datain this screen as follows:

Field Entry Explanation

GI/L Account 20203600 Thisis the account number for office
supplies

Cost center 7607625000 Thisis cost center for COMPASS
accounts

Unloading Point 10898 A code for the delivery location.
10898 indicates the OCIT building
loading dock

Goods recipient  abc 1-2345 Enter your initials and the phone

extension in the format abc 1-2345.
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Section A: Using COMPASS for Purchasing Program Instruments

6 Click [#] Enter.

The Create Purchase Order: Item Overview screen returns.

Figure 38: Create Purchase Order: ltem Overview screen

™ Create Purchase order : Item Overview [_ O] x|
Purchase order Edit  Header [tem Environment System Help
@ || BcoaecHE 2D00 BE|@
EEEDIEZ@ALEIT S ZFEE Blocta o k&
Purchase order Order type LPOD Order date |l31 f2172882
Wendor 6892209 FAPER DIRECT Currency usp
P items
Itern I| I aterial Shaort text PO quantity | ou Dreliv. date E
18 |K Certificate paper 18BX (D|B2/84/206~
20 [k D02/ 04720
30 [k D02/ 04720
ue [k D02/ 04720
5o [k D02/ 04720
60 |k D|02/04/20(
[ | DI |
Item |1 i}

[USERE4~ [sena [OVR [ 1112 /|

80 Introduction to Materials Management and COMPASS
Last Modified: February 8, 2002 8:44 am



e Lesson 4: How To Use COMPASS in Purchasing

7 Click [E] Save.

The Purchasing Organization: Decentralized User screen returns, indicating
a competed purchase order number.

Completed Purchasing Organization: Decentralized User screen

™ purchasing Organization A: Decentral Users’ Menu =1
PURA Menu Buttons Matl-vend InfofRegst  SAP Home Menu  System  Help

-/ — Y 5E @

Mat2 Contracts StoreFigst Feg 0Ord FelReg Rellid REPTS GRS

Trainer’s Notes: In
a real work
situation, you would
now enter a 90

Limited Purchase Ord created under the number LPS USERE4 > |xena OWR | 11:28

release and then
someone else ) ) ) )
would enter a 91 Before you continue with the next exercise, copy this number.

release. From the

COMPASS Main
screen you can
enter shortcut
ME28 to show the
Rlease (Approve)
Purchasing
Document screen
and show how to
enter releases.
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Section A: Using COMPASS for Purchasing Program Instruments

Effect on the
Budget

Now that you have entered an L PO to order the certificate paper, your budget
will reflect a change. Return to Starting with a Budget on page 54, and repeat
the procedure.

The budget for this fund now shows an increase in the Commitment column
and adecrease in the Availables column in the amount of the L PO you created.

Figure 39: Revised budget report

™ Execute Overview: Without Structure No Header: Dverview

Report Edt Goto Mavigate Extras Settings System Help (-]

gl === FHeCcoe SHEDDOH @
B0 TET #H P& E] B Nuber fomal

overview: without Structure Ho Header [ C i ent data 81/21/20802 11:54:15
[—Havigatiom
Period x
Funds center
Fund .
Bgt/plg actuty .
2O R
Comnitment itm ¥TD Budget | Actuals Connitment | Pending fvailable
Displayed in 1 Usp 1 Usp 1 UsDp 1 usp 1 usp
¢= SAC1/EXPENDITUR COUNTY EXPENDITURES 1,002,186 ] 2,902 18,000 989,19
ot- SAC1/10 SALARIES / BENEFITS 599,986 [] ] ] 599,986
4= SAE1/20 SERUIGES & SUPPLIES 402,200 ] 2,902 18,000 289,208
¢= SAC1/REVENUE COUNTY REVENUE 966,088~ ] (] 0 966, 006-
4= SAE1/96 CHARGES FOR SERVICES 966, 000~ [] ] ] 966, 006~
< I'H

USERB4~ xens OVR  11:98

Exercise 6: Who
Wants to be a
Buyer?

You instructor will ask afew questions based on the material in this lesson.

What's Next

Now, you are ready for the next level course, which describes specific
procedures for using COMPASS throughout the purchasing process.

Trainer’s Notes: Sample Questions
What does the apprebreviation CSO (also DFO, LPO) stand for?

CSO - Contract Shipping Order

DFO - Department Field Order

LPO - Limited Purchase Order
When do you useCSO (also DFO, LPO)?

CSO - To order an item on a contract
DFO - Order items not on contract, over $300, under $5000
LPO - Order items not on contract, under $300
What do you do if you can't use any of these instruments?
Create a requisition for PO

Add any other questions you like, if time permits.
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Trainer’s Notes:

Approximate length of this conclusion is 5 minutes.

What's Next

Now that you’ ve completed this course, you understand the basics of
purchasing in the County of Sacramento administration. You’ ve learned:

* Purchasing basics

» Theroles and responsibilities of those involved in the purchasing
process

» Purchasing processes

e COMPASS modulesinvolved in purchasing processes

You now have the background to learn the specific tasks you will performin
COMPASS that are related to your own job. These tasks are taught in
additional purchasing courses.
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