Exercise #1 Creating a Performance Issue

You are asked to create a Performance Issue for a specific contractor.

1. Log into the CRPS beta system website for today’s training session:
http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

2. Select the Performance Issue link from the navigation menu. (The
Performance Issue Search form will display.)

3. Select the New button. (The Detail portion of the Performance Issues
Search page expands.)

4. Populate the following fields with the applicable information from the
dropdown menu:

a. Plant: [select your Plant]
b. Severity: High

Cc. Reason: Damaged items
d

. Action: Cure letter/corrective action response

5. Populate the following fields with the applicable information from the
dropdown menu:

a. Plant: [select your Plant]
b. Severity: High
c. Reason: Damaged items

d. Action: Cure letter/corrective action response


http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

6.

10.

11.

12.

Enter the following information into the applicable fields:

Contract Number: 4400001234
PO Number: 4300009876
Contact: [enter your name]

Phone: [enter your phone nhumber]

© oo T o

Email: [enter your email address]
Select the checkbox to verify that you have notified the contractor.

Complete the contractor information area by entering 215518 in the
SAP Vendor number field and then select the SAP Lookup button. (The
data for the contractor is populated with information stored in SAP.

Note: In the real world, if the contractor is not a registered vendor,
you will need to manually enter the Contractor information in the
appropriate fields. Vendor TIN, Name, Address, City, State, and Zip
are required fields.

. Enter the following information into the applicable fields:

a. Approver Name: [enter the name of your approver]
b. Approver Email: [enter your approver’s email address]
c. Reenter Approver Email: [enter your approver’s email address]

d. Sender’s Email: [enter your email address]

Enter a Description of the performance issue: On August 30, 2012,
the vendor damaged the dental equipment during installation.

Select the Save button.

Record the Issue ID number that automatically generates.
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Performance Issue Search

Issue]d:l
5tatus:|<Se|ec:t> 'I

(Hide Detail...)

Agency: | <Select>

Plant:|<SeIect>

Severity: I <Select= 'I

Reason:|<Se|ec:t>

Action:|<SeIect>

Vendor Name: I

Vendor TIN: I
Created: I _ F

N;ewl Search | Clear |
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Approved: I_,n’_,n’ i

3. Select the New button.

Performance Issue Search

Issue]d:l
Status: I <Select> 'I

(Hide Detail...)

Agencv:|<Se|ect>

Plant:|<SeIect>

Severity: I <Select= 'I

Re,ason:|<Se|eCt>
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Search | Clear |
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4. The Detail portion of the Performance Issues Search page expands.

twers|

Status:
Agency:
Plant: | =Select> -
severity: [ <Selsct> ¥ -
Reason: | zSelect= P s
Action: | =Select= vl

Comtractmumber: | romamber| |
Crente:[p5/30/2013 ] ov:|

Contact: | | =

Phone:l | = Email: |:{

Ll Yes, I have notified the contractor of the performance issue.

SAP Vendor #: I:I [ SAP Lookup ]
vendor e[ ] -

Vendor Name: | | =

Address: | | =
| |
ciev| B L —

5. Populate the following fields with the applicable information from the
dropdown menu:

a. Plant: [select your Plant]

b. Severity: High

c. Reason: Damaged items

d. Action: Cure letter/corrective action response

Status:

Agency:

Plant: | <Select> V|

Severity: *

Reason: | Damaged items W |

Action: | Cure letter/Caorrective action response V|
I ]




6. Enter the following information into the applicable fields:

Contract Number: 4400001234
PO Number: 4300009876
Contact: [enter your name]

Phone: [enter your phone nhumber]

© oo T o

Email: [enter your email address]

7. Select the checkbox to verify that you have notified the contractor.

Contract Number: PO Number:
Created: By
Contact: |Barbara Bocher *
Phone: | 7177331201 * Email |bbocher@pa.gov *

Yes, I have notified the contractor of the performance issue.

8. Complete the contractor information area by entering 215518 in the
SAP Vendor number field and then select the SAP Lookup button.

SAP Vendor #: (215518 _ ‘[ SAP Lookup ]
Vendor TIN: =
Vendor Name: *
Address: *

City: #=  State: = i #




The data for the contractor is populated with information stored in SAP.

SAP Vendor #: | 215518 | SAP Lookup |
Vendor TIN: | 222346048 | =

Vendor Name: |ShLI Dental

Address: |1I]2 West Bridge Street

| |
#=  State: = Ffipe *

Cily: |M|:|rri5\.fille

Note: In the real world, if the contractor is not a registered vendor,
you will need to manually enter the Contractor information in the
appropriate fields. Vendor TIN, Name, Address, City, State, and Zip
are required fields.

SAPVendor#:| | [ SAP Lookup |
Vendor TIN: 2225340048 | =

Vendor Name: |ShLI Dental

Address: |1I]2 West Bridge Street

| |
*  State: = Fipe *

9. Enter the following information into the applicable fields:

Ciby: |M|:|rri5~.*ille

a. Approver Name: [enter the name of your approver]
b. Approver Email: [enter your approver’s email address]
c. Reenter Approver Email: [enter your approver’s email address]

d. Sender’s Email: [enter your email address]

Email To Approver

Approver Name: |I"-"Ii||iE Colon |

Approver Email: |miCD|Dn@pa.gDv |

Reenter Approver Email: |miCD|Dn@pa.gDv |

sender's Email: |thDher@pa.gDh1 |




10. Enter a Description of the performance issue: On August 30, 2012,
the vendor damaged the dental equipment during installation.

11. Select the Save button.

( save | [ Cancel ] [F'rint]

Description

Cn Auwgust 30, 2012, installation of dental egquipment was
damaged. Ldditional information to be provided when available.

12. Record the Issue ID number that automatically generates.

Update Successful - Approver Email Successfully Sent

Status
Agency
PEMJDGS V|

Reason: | Damaged items w | =

Action: | Cure letter/Corrective action response V|




Exercise #2 Adding/Deleting Attachments to the Performance Issue

Users with the role of PI Creator have the ability to add/delete files to a
Performance Issue in Pending status, for the agency. PI Approver has the
ability to add/delete files for any Performance Issue with an Approved or
Resolved status.

10

11.

12.

. Log into the CRPS beta system website for today’s training session:

http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

Select the Performance Issue link from the navigation menu. (The
Performance Issue Search form will display.)

Locate the Performance Issue created in Exercise #1 and select the Search
button.

The search results display as in the example below. Select the Edit button
to open the Performance Issue. Minimize Performance Issue screen.

. From the desktop open MS Word; create and name document Status

Report. Save document to the desktop for attaching to the Performance
Issue.

Maximize the Performance Issue screen and select the Attachments tab.
The Attachments tab displays and does not contain any files. Select the
Add button.

The Upload Attachments dialog box displays. Select the Browse button to
search and locate the MS Word document that was just created and saved.

On the Choose File to Upload pop-up, search and locate appropriate file and
select the Open button.

. Enter a brief descriptive title for the document. Select the Continue

button.

A message will display confirming that the file was uploaded successfully.
The file name automatically converts to a hyperlink.

To delete the attachment, select the Delete button next to the file to be
removed.

When the warning displays, select Continue to proceed with the
deletion; or select Cancel to prevent deletion of the Performance Issue
and return to the search results.
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2. Select the Performance Issue IEEREESend link from the navigation
menu. (The Performance Issue Search form will display.)

3. Locate the Performance Issue created in Exercise #1 and select the
Search button.

[Issueld:l ]
Status: | <Select> v |
Agency: | <Select> |
Plant:|<SeIect> j
Severitv:lm
Reason:|<Se|ect> j
Action:|<SeIect> j
Vendorhlame:l
Vendor TIN: l— SAP Vendor #: l—
Created:| [ [ | Approved:lI |

4. The search results display as in the example below. Select the Edit
button to open the Performance Issue. Minimize Performance Issue
screen.

1 Performance Issue Search Result

| 72 Pending |Damaged items | General Services |High Shu Dental | 222546048
Ascending

5. From the desktop open MS Word; create and name document Status
Report. Save document to the desktop for attaching to the
Performance Issue.
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6. Maximize the Performance Issue screen and select the Attachments tab.
The Attachments tab displays and does not contain any files. Select the
Add button.

[ Save ] [ Cancel ] [ F'rint]

Drescription Resolution Attachments |

Add

Mo Records Found

7. The Upload Attachments dialog box displays. Select the Browse button
to search and locate the MS Word document that was just created and
saved.

Enter or Browse to select File(s) to upload for Performance Attachment(s):
HOTE: Only Image, pdf and word document files allowed to upload
Attach:| ||[ Browse... | ]
Tt | ) [
Attach:| |[ Browse |
TitIE:| |
Atta:h:| |[ Browse... |
Title:| |
Attach:| |[ Browse... |
Title:| |
Attach:| |[ Browse... |
T|t|e:| |

8. On the Choose File to Upload pop-up, search and locate appropriate file
and select the Open button.

Choose File to Upload

@ Desklop

Look ir:

_2_ LY Skatus Repork
k! E"_]Training Team Weekly Update
My Recent @Windows Media Player
Docurmetts

?[‘:

Deskiop

Qg < 3

kA I etwiark,
Places

File name:

Files of type:

|Status Report

[~

| &l Files (%)

=

Open |

Cancel




9. Enter a brief descriptive title for the document. Select the Continue
button.

Upload Attachments

Enter or Browse to select File(s) to upload for Performance Attachment(s):
MNOTE: Only Image, pdf and word document files allowed to upload

Attach: |C:"-.Docu|'nents and Settings\bbooher\Desktop\Status Re“ Browse... ]

Title: |Status Report - delays noted |

Attach: | | Browse_._|
Title: | |

Attach:| |[ Browse.. |
Title: | |

Attach: | | Browse_. |
Title: | |

Attach:| |[ Browse.. |
Title: | |

[ Continue ] [ Cancel ]

10. A message will display confirming that the file was uploaded
successfully. The file name automatically converts to a hyperlink.

Drescription |M|
Audd
Uploaded
port.doc [02/04/2012 1:48 PM | Status Report - delays noted
Ascending
File: Status Report.doc uploaded successfulhy!

11. To delete the attachment, select the Delete button next to the file to be

removed.
Drescription |M|
Add
Uploaded
Status Report.doc | 09,/04/2012 1:48 PM | Status Report - delays noted
Ascending




12. When the warning displays, select Continue to proceed with the

deletion; or select Cancel to prevent deletion of the Performance Issue
and return to the search results.

Are you sure you want to delete?

Attachment: 1
Uploaded: 09/04/2012 1:493 PM
Size: 26112

Mame: Status Report.doc

Continue Cancel

Attachment #1
Uploaded: 09/04/2012 1:48 FM
Hame: Status Report.doc

Deleted Successfully




Exercise #3 Viewing/Editing a Performance Issue

Users with the role of PI Creator have the ability to edit performance issues
for their agency with a status of Pending.

1. Log into the CRPS beta system website for today’s training session:
http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

2. Select the Performance Issue link from the navigation menu. (The
Performance Issue Search form will display.)

3. Locate the Performance Issue created in Exercise #1.
Enter the desired search criteria. For example: Status (Pending) and
Agency (General Services). Select the Search button.

4. The search results display. Select the Edit button to open the
Performance Issue and make edits to the entry as desired.

5. Edit the description to include: Additional damage was noticed on
September 1, 2012.

6. Select the Save button to save the changes to the performance issue or
select Cancel to return to the Performance Issue search results.

7. If desired, you may select Print to display and /or print a saved entry.
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2. Select the Performance Issue IS aad link from the navigation

menu. (The Performance Issue Search form will display.)

Performance Issue Search (Hide Detail...)

Issue]d:l
Status: I <Select= 'I

Agency: | <Select> =]
Plant:|<SeIec:t> j

Severity: I <Select= 'I

Reason:|<Se|ect> j

Action:|<SeIec:t> j

Vendor Name: I

Vendor TIN: I SAP Vendor #: I
Created: I_,n‘_,n‘ e Approved: I_,n‘_,n‘ |

N;ewl Search | Clear |

3. Locate the Performance Issue created in Exercise #1.
Enter the desired search criteria. For example: Status (Pending) and

Agency (General Services). Select the Search button.

Performance Issue Search

Issue Id:
Status: | Pending

Agency: | General Services hd

Plant: | <Select= ~

Severity: | <Select= w

Reasomn: | <Select> ~3
Action: | «Select> i

Vendor Name:
Vendor TIN: SAP Vendor #:

Created: ff H Approved: | [ H

[Newl [ Search ] [Clear]
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. The search results display. Select the Edit button to open the

Performance Issue and make edits to the entry as desired.

=

11 Performance Issues Search Result

.

(Hide Detail...)

General

Pending |Goods noncompliant with specifications Sarvices Medium AR POPPLE INC 232333516
I ) ) General )
it || 67 Pending |Damaged items Seryices High AFI FOODSERVICE LLC 221556648
5a Pending Discrirqinaﬁon in violation of laws or regulations in conduct GenF__-raI High ALEX ROCFING TNC 351358277
of business Services

Example of editing a Pending Performance Issue.

Issue Id: |67

Status:

Agency:

Plant: | <Select>

Severity: | High V| =

Reason: | Damaged items

Action: | <Select>

v

Contract Number:

1

Created:

PO Number: I:I

By: | ‘

Contact: |Sam Snead

ES

Phone: | 7171234567

SAF Vendor #:
Vendor TIN: #

* Emailk |53m.5nead@5tate.pa.u5

SAP Lookup

Vendor Name:; |AFI FOOQODSERVICE LLC

Address: |1 IKEA DR CNe070




5. Edit the description to include: Additional damage was noticed on
September 1, 2012.

6. Select the Save button to save the changes to the performance issue or
select Cancel to return to the Performance Issue search results.

Approver Email:
Reenter Approver Email:

sender's Email:

Resolved: By:

Approved: By:

[Save] [ Cancel l [F'rint]

Description Attachments
Cn Bugust lst 2010. Road construction Inc. installed guide rail
that was damaged. »Additional information to be provided when

available.

7. If desired, you may select Print to display and /or print a saved entry.

Back To Performance Issue
B R 1/1 L |Main Repert v i

Performance Issue

Print Date:  5/30/2012

Issue ID : Status : Pending
User Name : cwopalbbooher Created : 11/04/2011
Contact ! Zam Snead Phone  : 7171224587 Email : zam snead@state pa.us

PERFORMAMNCE ISSUE DETAILS

Agency T General Services Severity : High
Reason : Damaged items

Action L G7

Contract Number PO Humber
Description :

on August 1st 2010, Road construction Inc. installed guide rail that was damaged. Additicnal infarmation to be provided
when available.

VENDOR INFORMATION

Namea r DO1RRRRAR




Exercise #4 Approving a Performance Issue

Log in as an Approver. Execute a search. This search should be for a
performance issue you wish to approve. The suggested search is to use the
issue ID number supplied in the email.

1. Log into the CRPS beta system website for today’s training session:
http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

2. Select the Performance Issue link from the navigation menu. (The
Performance Issue Search form will display.)

3. Enter the desired search criteria. For example: Status (Pending) and
Issue Id (73). Select the Search button.

4. Select the Edit button to open the Performance Issue “to be approved”.
If necessary, make any edits and/or add attachments.

5. Using the dropdown menu, change the Status to Approved. The
system populates today’s date in Approved and your user ID populates
in By field.

6. Select the Save button. The confirmation message “Update Successful”
displays.

7. If the performance issue is for a statewide contract, then the Status
remains as Pending. Select Send Email to DGS button. The system
sends an email and DGS edits the performance issue and changes the
status to Approved.

8. Select Cancel to return to the Performance Issue search results.
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Performance Issue Search (Hide Detail...)

Issue Id: I—
Status: lm
A.gencv:|<Se|ect> j
Plant:|<SeIect> j
Severity: lm
Reason:|<Se|ect> j
Action: | <Select> |

Vendor Name: I

Vendor TIN: I SAP Vendor #: I
Created: I_,l’_,n’ i Approved: I_,l’_,n’ i

N;ewl Search | Clear |

3. Enter the desired search criteria. For example: Status (Pending) and
Issue Id (73). Select the Search button.

Performance Issue Search

Issue Id:
Status:
Agency:
Plant:
Sewverity:
Reasom:
Action:

Vendor Name:

73
Fending
=Select=
<Select=
=Select=
<Select=

=Select=

b

Vendor TIN: SAP Vendor #:
Created: |_ (4 Approved: |
[ Search ] [Clear]
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4. Select the Edit button to open the Performance Issue “to be approved”.
If necessary, make any edits and/or add attachments.

1 Performance Issue Search Result

( Edit ll Delete | |73 Pending |Damaged items | General Services |High SHLI DENTAL LABORATORY INC | 222546048

Ascending

5. Using the dropdown menu, change the Status to Approved. The
system populates today’s date in Approved and your user ID populates
in By field.

Issue Id: |73

Status: | Approved v

Agency: | General Services V|

Plant: | DGESs V|

Severity:

Reason: | Damaged items w | =

Action: | Cure letter/Caorrective action response V|

2 |

Contract Number:

Created:

|

ES

Contact: |Barhara Booher

Phone: | 7177831201 * Email: | bbooher@pa.gov

Yes, I have notified the contractor of the performance issue.

Resolved: By | |

Approved: |9/10/2012 By

[Save] [ Cancel ] [ Send Mail To DGS ] [F'rint]

cwopa'rbair |




6. Select the Save button. The confirmation message “Update
Successful” displays.

| Save | [ Cancel ] [ Send Mail To DGS ] [F'rint]

Descﬁpﬁun| Attachments

On August 30, 2012, installation of dental equipment was
damaged. Additional information to be provided when availakle.

Update Successful

7. If the performance issue is for a statewide contract, then the Status
remains as Pending. Select Send Email to DGS button. The system
sends an email and DGS edits the performance issue and changes the
status to Approved.

Status:| Pending +

Agency: | General Services b

Plant: | DGS v|

Severity:

Reason: | Damaged items -

Action: | Cure letter/Corrective action response V|

|Save| | Cancel | | Send Mail To DGS

[F'rint]

8. Select Cancel to return to the Performance Issue search results.

[Save] Cancel ] l Send Mail To DGS ] [F'rint]




Exercise #5 Resolving a Performance Issue

The (PI) Creator must determine if the contractor has corrected the
unsatisfactory performance or conduct that led to the entry and notify the
(PI) Approver when the status should be changed. Log in as an Approver.

1. Log into the CRPS beta system website for today’s training session:
http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

2. Select the Performance Issue link from the navigation menu. (The
Performance Issue Search form will display.)

3. Enter the desired search criteria. For example: Status (Approved) and
select the Search button.

4. Select the Edit button to open the Performance Issue that will be
resolved.

5. Using the dropdown menu, change the Status to Resolved. The system
populates today’s date in “Resolved” and your user ID populates the
“By” field.

6. Enter a description of the circumstances/actions taken by the contractor
to resolve the performance issue in the Resolution text box.

7. Select Save to update the Performance Issue; or select Cancel to
return to the Performance Issue search results.


http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

Exercise #5 Resolving a Performance Issue

The (PI) Creator must determine if the contractor has corrected the
unsatisfactory performance or conduct that led to the entry and notify the
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2. Select the Performance Issue IEEraaad link from the navigation
menu. (The Performance Issue Search form will display.)

Performance Issue Search (Hide Detail...)

Issue]d:l
Status: I <Select= 'I

Agency: | <Select> =]
Plant:|<SeIec:t> j

Severity: I <Select= 'I

Reason:|<Se|ect> j

Action:|<SeIec:t> j

Vendor Name: I

Vendor TIN: I SAP Vendor #: I
Created: I_,n‘_,n‘ e Approved: I_,n‘_,n‘ i

N;ewl Search | Clear |

3. Enter the desired search criteria. For example: Status (Approved) and
select the Search button.

Performance Issue Search

Issue Id:

Status:
Agency:
Plant:
Severity:
Reasom:
Action:
Vendor Name:
Vendor TIN:

Created:

Approved
=Select=
<Select=
<Select> |»
=Select=

“Select=

SAP vVendor #:

Approved: |

[ Search ] [Clear]
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4. Select the Edit button to open the Performance Issue that will be
resolved.

Edit . . -
;‘ 34 Approved By Fledared in defauit on prior work General Services High (Capco Contracting Company | 251710316
or praject

Ascending

Rows: Page: of 4 m

5. Using the dropdown menu, change the Status to Resolved. The system
populates today’s date in "Resolved” and your user ID populates the
“By” field.

Issue Id: |34

Status:

Agency: | General Services V|

Plant: | <Select= V|

severity: | High w| =

Reason: | Being declared in default on prior work or project W

Action: | Recommend debarment V|

Contract Number: |4313 PO Number: I:I

By: |

I

Created:

ES

Contact: | Lakshmi

Phone: | 7177059880

= Email: |C-|EIk‘.-’iSh"."@StEItE.|:IEI.LIS

O Yes, I have notified the contractor of the performance issue,

Resolved: |3/10/2012 By: |cwopa\rbair |
Approved: 09/16/2010 By: | c-amalinos |

[Save] [ Cancel ] [ Send Mail To DGS ] [F'rint]




. Enter a description of the circumstances/actions taken by the contractor
to resolve the performance issue in the Resolution text box.

. Select Save to update the Performance Issue; or select Cancel to
return to the Performance Issue search results.

[[ SEWE] [ Cancel ] [ Send Mail To DGS ] [F'rint]

Description | Resolution | Attachments

Contractor cleared up default on prior work or project.




Exercise #6 Deleting a Performance Issue

Log in as an Approver.

1. Log into the CRPS beta system website for today’s training session:
http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

2. Select the Performance Issue link from the navigation menu. (The
Performance Issue Search form will display.)

3. Enter the desired search criteria. For example: Status (Pending) and
select the Search button.

4. Select the Delete button next to the Pending Performance Issue which
will not be approved. When the warning displays, select Continue to
proceed with the deletion; or Cancel to return to the search results.
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2. Select the Performance Issue IEEraaad link from the navigation
menu. (The Performance Issue Search form will display.)

Performance Issue Search (Hide Detail...)

Issue]d:l
5tatus:|<Se|ect> 'I

Agency: | <Select> |
Plant:|<SeIec:t> j
severity: [Seiect> =]
Reason:|<SeIect> j

Action: | <Select> |

Vendor Name: I

Vendor TIN: I SAP Vendor #: I
Created: I_,-’_,-’ e Approved: I_,-’_,-’ ]

N;ewl Search | Clear |

3. Enter the desired search criteria. For example: Status (Pending) and
select the Search button.

Performance Issue Search

Issue Id:

|

Status: | Pending

Agency: | “Select= v|

Plant: | <Select> v|

Severity: | <Select= »

Reason: | “Select= i

Action: | =Select= v|

Vendor Name: | |

SAP Vendor #: I:l
a-

[ Search ] [Clear]

Vendor TIN:

Created:

i



http://www.portal.beta.state.pa.us/portal/server.pt/community/crps/19097

4. Select the Delete button next to the Pending Performance Issue which
will not be approved. When the warning displays, select Continue to
proceed with the deletion; or Cancel to return to the search results.

27 Performance Issues Search Result (Hide Detail...)

76 |Pending Damaged items General Services High CLASSIC NALLS AND SPA INC | 260369550
49 Pending | Late on delivery/completion schedule | Executive Offices Medium Company 123456739

Are you sure you want to delete?

Performance Issue: 7&
Status: Pending
Agency: General Services

Vendor: CLASSIC MAILS AND SP£

Continue Cancel




.
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Exercise #1 Perform a CRP Check, No Records Found

. Log into the CRPS production system.

. Select the CRP Check link from the navigation menu. (The CRP

Name/TIN Check form will display.)

. At the top of the form, enter All Star Shredding LP in the Name field

and 141305020 in the TIN field.

Select the Search button.

When the CRP Name/TIN Check Results display, review the information.
Select the Print Certification button.

Review the CRP Check Certification form.

Select the Back To CRP Check link.



Exercise #1 Perform a CRP Check, No Records Found

1. Log into the CRPS production system.

2. Select the CRP Check [JEEE |ink from the navigation menu. (The
CRP Name/TIN Check form will display.)

CRP Name/TIN Check (Hide Detail...)
Name: | TIN: |

Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #: I SAP Lookup |
VendorTIN:I Clear |

Vendor Name: I

Address: I

|
City: I State: I Zip: I -

3. At the top of the form, enter All Star Shredding LP in the Name field
and 141305020 in the TIN field.

CRP Name/TIN Check
Name: I;’-‘A_II Star Shredding LP TIN: |1-11305(]2(]|
Search | Clearl

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #: I SAP Lockup |
Vendor TIN: I Clear |

Vendor Name:l

Address: I

City: I State: Zip:




4. Select the Search button.

CRP Name/TIN Check

Name: [All Star Shredding LP TIn: |141305020|

Search | Clear |

5. When the CRP Name/TIN Check Results display, review the information.

CRP Name/TIN Check

Name: |AII Star Shredding LP TIN: |14130502U

Search | Clear | Print Certification |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #: I SAP Lookup |
VendorTIN:I Clear |

Vendor Name: I

Address: I

|
City: | State: | Zip: | -

0 CRP Name/TIN Check Results

Mo Records Found

6. Select the Print Certification button.

CRP Name/TIN Check
Name: |AII Star Shredding LP TIN: |14130502U
Search | Clear | | Print Certification ||




Review the CRP Check Certification form.

Back To CEP Check
@ = ?E 1/1 I & |Main Report - | I i

pennsylvania

CRP CHECK CERTIFICATION FORM

Contractor TIN : EEER020

Contractor Name :  All Star Shredding LP

User Performing cwopa'aeshleman
CRP Check :
Results: Mo Record(s) Found

CONTRACTOR RESPONSIBILITY CERTIFICATION

|, the undersigned individual, hereby certify the above-referenced contractor has been
determined to be a responsible contractor in accordance with the policies and procedures set
forth in Management Directive 215.9, Contractor Responsibility Program.

o I I .

Select the Back To CRP Check link.

Back To CEP Check ¢—
Iﬁa 3 DE 1/1 I & |Main Report -] I #

w pennsylvania

CRP CHECK CERTIEICATION EORM |




Exercise #2 Perform a CRP Check, Obligations Found

You are asked to perform a CRP Check and are only provided with the
supplier’'s SAP vendor number. During the completion of this exercise, you
will need to locate the supplier’s Tax ID Number (TIN) and registered Name.

1. Log into the CRPS production system.

2. Select the CRP Check link from the navigation menu. (The CRP
Name/TIN Check form will display.)

3. In the “"SAP Lookup” area, enter 179709 in the SAP Vendor # field.
4. Select the SAP Lookup button.

5. Using the results, populate the NAME and TIN fields within the
Name/TIN Check area.

= Tip: Use your mouse to highlight the data within the existing field, “drag” it
up to the Check area, and “drop” it into the destination field. (The data is
copied into the destination field.)

6. Select the Search button.

7. When the CRP Name/TIN Check Results display, select the Detail
button next to item(s).

8. Review the information.

9. Select the Return To Result button.



Exercise #2 Perform a CRP Check, Obligations Found

You are asked to perform a CRP Check and are only provided with the
supplier’'s SAP vendor number. During the completion of this exercise, you
will need to locate the supplier’s Tax ID Number (TIN) and registered Name.

1. Log into the CRPS production system.

2. Select the CRP Check EEEEEETI |ink from the navigation menu. (The
CRP Name/TIN Check form will display.)

CRP Name/TIN Check

Name: | TIN: |
Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup’

SAP Vendor &: I SAP Lookup |
VendorTIN:I Clear |

Vendor Name: I

(Hide Detail...)

Address: I

|
City: I State: I Zip: I -

3. In the “"SAP Lookup” area, enter 179709 in the SAP Vendor # field.

CRP Name/TIN Check

Name: | TIN: |

Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #I]_?'Q}'D9| SAP Lookup |
Vendor TIN: I Clear |

Vendor Name: I

Address: I

City: I State: Zip:




4. Select the SAP Lookup button.

CRP Name/TIN Check

Name: | TIN: |

Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #: |1?9}'Ug| SAP Lookup |
Vendor TIN: I Clear |

Vendor Name: I

Address: I

|
City: | State: | Zip: | -

5. Using the results, populate the NAME and TIN fields within the
Name/TIN Check area.

= Tip: Use your mouse to highlight the data within the existing field, “drag” it
up to the Check area, and “drop” it into the destination field. (The data is
copied into the destination field.)

CRP Name/TIN Check

: Name: [215T CENTURY FOODS

Search | Clear |

To look|up a vendor name and/or TIN using an
enter the number and click 'SAP Lookup’

SAP Vendor #: I]_}'Q?IJQ
|232?QD252
: |2lST CENTURY FOODS |
Address: |386

City: ISPRING HOUSE State: |PA Zip: [19477-0386

vendor number,

SAP Lookup |
Clear |

Vendoy TIN

Vendor Nam

6. Select the Search button.

CRP Name/TIN Check

Name: |215t Century Foods TIN: |232?90252

Search | Clear |




7. When the CRP Name/TIN Check Results display below the form, select
the Detail button next to item(s).

2 CRP Name/TIN Check Results

(Hide Detail..) [

Vendor TIN |Address Agency Contact

Detail I MNotify | Obligation | 215T CENTURY FOODS 232790252 Revenue |CSCS (717) 783 - 3000
Detail I MNotify | Obligation | 215T CENTURY FOODS INC | 232790252 Revenue |CSCS (717) 783 - 3000
Ascending

8. Review the information.

9. Select the Return To Result button.

2 CRP Namez/TH Checl Results

Vendor Hame: |215T CENTURY FOODS INC Type Of Block: IObligatiDn
Vendor Address: SPRING HOUSE A d Begin Date: I
_I End Date:l

SAP Vendor T0: [0000133605 Agency: [Revenue

TIn: [232790252  sen: |

Contact Information:
Contact Person: ICSCS 7177833000

Ll

MNatification | | Return To Result ||




© ® N O

10.
11.
12.

13.
14.

Exercise #3 Perform a CRP Check, COPA Suspension Found

. Log into the CRPS production system.

. Select the CRP Check link from the navigation menu. (The CRP

Name/TIN Check form will display.)

. At the top of the form, enter comunale in the Name field and
352165739 in the TIN field.

. Select the Search button.

. When the CRP Name/TIN Check Results display below the form, select

the Detail button next to item(s).

Review the information.

Select the Return To Result button.
Select the Print Certification button.
Review the information on the form.

Select the Back To CRP Check link.

The CRP Name/TIN Check form re-displays.

At the top of the form, enter rolling scrap tires in the Name field and
341949859 in the TIN field.

Select the Search button.

In the CRP Name/TIN Check Results, select the Detail button next to
item(s).



15.
16.
17.

18.

19.

20.

21.

Review the information.
Select the Return To Result button.

Highlight the entire name of the Vendor, and then copy it using the
right-click button on your mouse.

Paste the captured text into the Name field, overwriting “rolling scrap
tires”.

Select the Search button, then the Print Certification button.

Review the information on the form. Notice that the Contractor Name
has updated to reflect the full company name as well as the individual
owner names.

Select the Back To CRP Check link.



Exercise #3 Perform a CRP Check, COPA Suspension Found

1. Log into the CRPS production system.

2. Select the CRP Check EEEEEETI |ink from the navigation menu. (The
CRP Name/TIN Check form will display.)

CRP Name/TIN Check (Hide Detail...)
Name: | TIN: |

Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #: I SAP Lookup |
VendorTIN:I Clear |

Vendor Name: I

Address: I

|
City: I State: I Zip: I -

. At the top of the form, enter comunale in the Name field and
352165739 in the TIN field.

CRP Name/TIN Check

Name: Icnmunale TIN: |352165?39

Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click *SAP Lookup”

SAP Vendor #: I SAP Lookup |
\-’endorTIN:I Clear |

Vendor Name: I

Address: I

City: I State: Zip:




4. Select the Search button.

CRP Name/TIN Check

Name: Icnmunale TIN: |3521I35?39

Search | Clear |

5. When the CRP Name/TIN Check Results display below the form, select
the Detail button next to item(s).

1 CRP Name/TIN Check Result (Hide Detail...)

Address |Agency| Contact Phone | Email

1130 Sand Run

d Comunale Automatic Sprinkler, Inc., and Mark
Road

DRiETEELEEEE 1. Comunal, Individually

352165739

Ascending

Rows: M Page: _ of 1 n

6. Review the information.

7. Select the Return To Result button.

1 CRP Nama/TIN Chacl Rasult [ Shww Deemil..)

Vendor Name: |C0muna|e Automatic Sprinkler, Inc., and Type Of Block: |Deharred_.-'Suspended
Vendor Address: 1180 Sand Run Road d Begin Date: I].2_.'].]._.'2DDQ 12:00:00 AM
Akron OH, 44313-8014 - End Date: [12/11/2012 12:00:00 AM
SAP Vendor ID: I Agency: IDGS
TIN: |352165?39 SSN: I suspending Agency: ILahDr and Industry

Contact Information:

Ll

Contact Person: I

Return To Result | |




8.

Select the Print Certification button.

CRP Name/TIN Check (Hide Detail...)

Name: |comuna|e TIN: |352165?39
Search | Clearl | Print Certification | |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup’

SAP Vendor #: I SAP Lookup |
\-"endorTIN:I Clear |

Vendor Name:l

Address: I

|
City: I State: I Zip: -

1 CRP Name/TIN Check Result (Hide Detail...)

Detail | DebarredjSuspended Comunale Automatic Sprinkler, Inc., and Mark 1. Comunal, 352155739 |DGS

Individually

I | | Acrending | | | | | I

Review the information on the form.

Back To CRP Check
® S T3 1/1 I Ly [main Report -] I #®

pennsylvania

CRP CHECK CERTIFICATION FORM

Contractor Name: comunale

Contractor TIN: TERERAT 39

User Performing .

CRP Check : cwopa'aeshleman
Results : Mo Obligations Found

Suspensions / Debarments / Performance Issues Found

Reason Department EffectiveDate End Date

Suspension / Debarment DiGE 12112008 12112012

CONTRACTOR RESPONSIBILITY CERTIFICATION

| the uindersioned individial herehv certify the ahnve-refarenced ronfractar has heen




10. Select the Back To CRP Check link.

Back To CRP Check ¢—-——
[P ! 1/1 I L9 |Main Report =« | I i

W pennsylvania

11. The CRP Name/TIN Check form re-displays.

CRP Name/TIN Check

Name: | TIN: |
Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #: I SAP Lookup |
VendorTIN:I Clear |

Vendor Name:l

(Hide Detail...)

Address: I

|
City: I State: I Zip: I -

12. At the top of the form, enter rolling scrap tires in the Name field and
341949859 in the TIN field.

CRP Name/TIN Check

Name: Irulling scrap tires| TIN: |341949859

Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click 'SAP Lookup’

SAP Vendor #: I SAP Lookup |
Vendor TIN: I Clear |

Vendor Name:l

Address: I

City: I State: Zip:




13.

14.

15.
16.
17.

Select the Search button.

CRP Name/TIN Check

Name: IrDIIing scrap tires| TIN: |341EI-1€IB:SEI
| Search ” Clear I

In the CRP Name/TIN Check Results, select the Detail button next to

item(s).

2 CRP Name/TIN Check Results (Hide Detail...)

TIN Address |Agency Contact Phone Email

: - Rolling Scrap Tires, Inc., Joseph Anthony Bova 176 Wilson
De_talll TR EiEEI & Sherri Renee Bova individually SR Street Bed
Detail | Debarred/Suspended | Zdnu Rolling Scrap Tires 341949859 | 176 Wilson 5t. |DGS

Review the information.
Select the Return To Result button.

Highlight the entire name of the Vendor, and then copy it using the
right-click button on your mouse.

CRP Name/TIN Check (Hide Detail...)

Name: Irolling scrap tires TIN: |3-_11EI=1E|859
Search | Clearl Print Certification |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup’

SAP Vendor #: I SAP Lookup |
VendorTIN:I Clear |

Vendor Name:l

Address: I

|
City: I State: l_ Zip: I -

2 CRP Name/TIN Check Results (Hide Detail...)
e Endada 1 Age 0 Phone A
Detail |

Detail | Debarred/Suspended | Zdnu Rolling Scrap Tires 341949859 |DGS

Ascending

341949859 | DGS

Rows: M Page: _ of 1

| Ascending




18.

19.

20.

21.

Paste the captured text into the Name field, overwriting “rolling scrap

tires”.

Select the Search button, then the Print Certification button.

CRP Name/TIN Check

NamE:t Joseph Anthony Bova & Sherri Rense Bova individually TIN: |341E|-1€|85EI

Search | Clearl Print Certification |

Review the information on the form. Notice that the Contractor Name
has updated to reflect the full company name as well as the individual

owner names.

Back To CRP Check
@ 3 T8

".

Contractor Name:
Contractor TIN:

User Performing

|\ pennsylvania

/1| 5y |Main Report =] [ *

CRP CHECK CERTIFICATION FORM

Rolling Scrap Tires, Inc., Joseph Anthony Bova & Sherri Renee Bova individually

rwrrggEg

cwopa'aeshleman

CRP Check:
Results : Mo Ohbligations Found
Suspensions / Debarments / Performance Issues Found
Reason Department EffectiveDate End Date
Suspension/Debarment DGs 12/08/2005 1210812008
Suspension/Debarment DGs 12/08/2005 1210812008

CONTRACTOR RESPONSIBILITY CERTIFICATION

el sl el sl sl m— = w—

Select the Back To CRP Check link.



Exercise #4 Perform a CRP Check, COPA Performance Issue Found

1. Log into the CRPS production system.

2. Select the CRP Check link from the navigation menu. (The CRP
Name/TIN Check form will display.)

3. At the top of the form, enter Long Hauling & Excavation Inc in the
Name field and 331094678 in the TIN field.

4. Select the Search button.

5. When the CRP Name/TIN Check Results display below the form, select
the Detail button next to item(s).

Review the information.
Select the Return To Result button.

Select the Print Certification button.

© ® N O

Review the information on the form.

10. Select the Back To CRP Check link.



Exercise #4 Perform a CRP Check, COPA Performance Issue Found

1. Log into the CRPS production system.

2. Select the CRP Check EEEEEETI |ink from the navigation menu. (The
CRP Name/TIN Check form will display.)

CRP Name/TIN Check (Hide Detail...)
Name: | TIN: |

Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #: I SAP Lookup |
VendorTIN:I Clear |

Vendor Name: I

Address: I

|
City: I State: I Zip: I -

3. At the top of the form, enter Long Hauling & Excavation Inc in the
Name field and 331094678 in the TIN field.

CRP Name/TIN Check
Name: ILO[\JG HAULIMNG & EXCAVATION INC TIN: |331UE|-16?8
Search | Clear | Print Certification |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click *SAP Lookup”

SAP Vendor #: I SAP Lookup |
Vendor TIN: I Clear |

Vendor Name: I

Address: I

City: I State: Zip:




4. Select the Search button.

CRP Name/TIN Check
Name: |LONG HAULIMNG & EXCAVATION INC TIN: |3310946?8
Search Clear | Print Certification |

5. When the CRP Name/TIN Check Results display below the form, select
the Detail button next to item(s).

1 CRP Name/TIN Check Result (Hide Detail...)

TN Address | Agency

LONG HAULING & Joan
EXCAVATION INC CLEMEMSRD  |Police Douglass

Performance

Ascending

6. Review the information.

7. Select the Return To Result button.

Vendor Name: [LONG HAULING & EXCAVATION INC | Type Of Block: |Performance |

Vendor Address: | 4905 CLEMENS RD
WATERFORD PA, 164412003

SAP Vendor ID: | 206407 Agency: | State Police

T (331094678 | ssm | |

| Contact Information: | 717-705-5894
JDOUGLASS@STATE.PA.US

Contact Persomn: |JDar'| Douglass

Status: |Appr0'-;ed |

Created Date: |9/1/2009 12:00:00 AM | Approved Date:

Resolved Date: | |

Performance Issue Description:

LDDITICHAL CANCELLED CCONIRACTS — 4500364517 & 4300050823. CCHMTRACTS WERE FOR SHOW
REMCWVAL AT STATE POLICE FACILITIES. VENDCOR DID NOT PERFORM SERVICES PER EID
SPECIFICATICHNS, VENDOR WAS TC BILL COW & "TIME & MATERIAL" BASIS. ~ WENDOR EBILLED

FOR DAYS ON WHICH NOC WORK WAS PERFORMED (BOTH TIME & MATERIALS) .
INFLATED HOURS & MATE SPENT ON JOB SITE RESULTING IN E

CHLRGES. VENDOR,/EMFPLOYE CONMNSISTENTLY FAILED TO S5IGHN SOUT & (CONTRACT
REQUIREMENT) . CON COCASS5ION WHEMN THEY DID S5IGHN LOG, TIMES ENTERED WERE NOT
ACCURATE. VENDOR REMIMNDED NUMERCOUS TIMES TO NO AVATL. FCO WAS CRNCELLED — HRAVE
NOT HAD CONTACT WITH WVENDOR SINCE.

I[ Return To Result ]




8. Select the Print Certification button.

CRP Name/TIN Check (Hide Detail...)

Name: ILONG HAULING & EXCAVATION INC TIN: |331UEI4E?B

Search | Clearl | Print Certification ||

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #: I SAP Lookup |
Vendor TIN:I Clear |

Vendor Name:l

Address: I

|
City: I State: I Zip:

1 CRP Name/TIN Check Result (Hide Detail...)

TN Address | Agency | Contact | Phone

LONGHAULING & | 331594575 | 4303 IDOUGLASS @STATE.PA.US

Performance | £ c avATION INC CLEMENS RD | Police

Ascending

Rows: M Page: _ of 1 u

9. Review the information on the form.

Back To CRP Check

W S T3 1/1 L | Main Report #

pennsylvania

CRP CHECK CERTIFICATION FORM

Contractor Name: Long Hauling & Excavation Inc
Contractor TIN: TEEEAETE

g;‘g gﬁ::kr?“ng cwopaibbooher

Results : Mo Obligations Found
Suspensions / Debarments / Performance Issues Found

Reason Department EffectiveDate End Date
FPerformance Issue State Police
FPerformance lssue Transportation
Ferfarmance Issue Transportation

FPerformance lssue Transportation




13. Select the Back To CRP Check link.

Back To CRP Check ¢—-——
2 1/1 I L9 |Main Report =« | I #h

W & T3
W pennsylvania




Exercise #1 Perform a CRP Search, without Additional Criteria,
Name Only

You are performing a CRP Name Search for “21% Century Foods”, and will
not be including any additional search criteria.

1. Log into the CRPS production system.

2. Select the Name Search link from the navigation menu. (The CRP
Name Search form will display.)

Enter 21st in the Name field and select the Search button.

How

. When the CRP Name Search Results display, locate the applicable items.

ul

Select the Detail button next to item(s) and review the information.

6. Select the Return To Result button.



Exercise #1 Perform a CRP Search, without Additional Criteria,
Name only

You are performing a CRP Name Search for “21% Century Foods”, and will
not be including any additional search criteria.

1. Log into the CRPS production system.

2. Select the Name Search EEEESIE link from the navigation menu.
(The CRP Name Search form will display.)

CRP Name Search {Hide 1

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

[T Include History:
[T Include Suspensions/Debarments:

[T Indude Performance Issues:

Mame:l

Search | Clear |

3. Enter 21st in the Name field and select the Search button.

CRP Name Search (Hide

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

[T Include History:
[T Include Suspensions/Debarments:

[T Include Performance Issues:

Name: |21st|

Search | Clear |




4. When the CRP Name Search Results display, locate the applicable items.

5. Select the Detail button next to item(s) and review the information.

CRP Name Search (Show Detail...)

~
3 CRP Name Search Results [Hide Detail...)

Obligation 215T CENTURY FOODS 232790252 |Revenue |CSCS (717) 783 - 3000

Obligation 215T CENTURY FOODS INC 232790252 |Revenue | CSCS (717) 783 - 3000

Obligation 215T CENTURY PARTNERSHIP FOR STEM E | 261164919 | Revenue |BUREAU OF COMPLIANCE |(717) 787 - 3911

Ascending

Rows: - Page: _ of 1

6. Select the Return To Result button.

CRP Name S&

Vendor Name: [215T CENTURY FOODS Type Of Block: | Obligation
Vendor Address: SPRING HOUSE A ;| Begin Date: I
< End Date: I

AP Vendor 10: [0000179708 Agency: |Revenue
Tm: [232790252
SSh: I Contact Person: ICSCS

Contact Information: 7177833000

Ll

| Return To Result | |




Exercise #2 Perform a CRP Search, without Additional Criteria,
TIN Only

You are performing a CRP TIN Search, and will not be including any
additional search criteria.

1. Log into the CRPS production system.

2. Select the TIN Search link from the navigation menu. (The CRP TIN
Search form will display.)

Enter 251589241 in the TIN field and select the Search button.

How

. When the CRP TIN Search Results display, locate the applicable items.

ul

Select the Detail button next to item(s) and review the information.

6. Select the Return To Result button.



Exercise #2 Perform a CRP Search, without Additional Criteria,
TIN Only

You are performing a CRP TIN Search, and will not be including any
additional search criteria.

1. Log into the CRPS production system.

2. Select the TIN Search (Rl link from the navigation menu. (The
CRP TIN Search form will display.)

CRP TIN Search

The CEFP Search includes current obligations. To include additional search criteria, check any of the following:

[T Include History:
[T Include Suspensions/Debarments:

[ Include Performance Issues:

TIN: I—

Search | Clear |

3. Enter 251589241 in the TIN field and select the Search button.

CRP TIN Search

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

[T Include History:
[T Include Suspensions/Debarments:

[T Include Performance Issues:

TIN: |251589241

Search | Clear |




4. When the CRP TIN Search Results display, locate the applicable items.

5. Select the Detail button next to item(s) and review the information.

CRP TIN Search (Show Detail...)

2 CRP TIN Search Results [Hide Detail...)

Obligation LEAR CONTRACTING CRANE & EQUIPMENT 251589241 |Revenue |CSCS (717) 783 - 3000

Obligation LEAR. INTERMATIOMAL INC LEAR CONTRACTING CRAME & EQUIP | 251589241 Revenue |CSCS (717) 733 - 3000

Ascending

Rows: - Page: _ of 1 m

6. Select the Return To Result button.

CRP TIN Search

2 CRP TIN Search Results

Vendor Name: |LEAR CONTRACTING CRANE & EQUIPME Type of Block: | Obligation |
Vendor Address: NEV/ CASTLE PA Begin Date: | |
End Date: | |

SAP Vendor ID: | 151513-001 Agency: [Revenue |
TIN: 251589241
SSN: I:l Contact Person: |CSCS |

Contact Information: | 7177833000

| RetumToResult |




Exercise #3 Perform a CRP Search, with Additional Criteria,
Name Only

You are performing a CRP Name Search for “Otis Elevator”, and will be
including additional search criteria.

1. Log into the CRPS production system.

2. Select the Name Search link from the navigation menu. (The CRP
Name Search form will display.)

3. Select all three of the checkboxes to include the additional criteria when
searching.

4. Enter Otis Elevator in the Name field and select the Search button.
5. Select the Detail button next to item(s) and review the information.

6. Select the Return To Result button.



Exercise #3 Perform a CRP Search, with Additional Criteria,
Name Only

You are performing a CRP Name Search for “Otis Elevator”, and will be
including additional search criteria.

1. Log into the CRPS production system.

2. Select the Name Search EEEESIE link from the navigation menu.
(The CRP Name Search form will display.)

CRP Name Search {Hide 1

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

[T Include History:
[T Include Suspensions/Debarments:

[T Indude Performance Issues:

Mame:l

Search | Clear |

3. Select all three of the checkboxes to include the additional criteria when
searching.

4. Enter Otis Elevator in the Name field and select the Search button.

CRP Name Search (Hide

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

[ Include History:
[+ Include Suspensions/Debarments:

[+ Include Performance Issues:

IMame:lOtis Elevator I

Clearl




5. Select the Detail button next to item(s) and review the information.

CRP Name Search

[(Show Detail...)

1 CRP Name Search Result (Hide Detail...)

Type |Status Vendor Contact Phone

Detail | Performance | Approved | Otis Elevator Corp. | 135583389 |Military & Veterans Affairs | Jim Pearson | (717) 861 - 8320 |japearson@pa.qgov

:M F'age:_n:nfl m

6. Select the Return To Result button.

Vendor Name: |Otis Elevator Corp.

Type Of Block: |Per‘F0rmance

Vendor Address: [1 Farm Springs Rd ;I
Farmington CT, 060322572
=

SAP Vendor ID: |103282 Agency: |Mi|itary & Veterans Affairs
TIN: |135583389
SSN:I Contact Person: IJim Pearson

Contact Information:
Status: |Appr0ved 7178618320
japearson@pa.gov

Ll

Created Date: |8f18,"2011 12:00:00 AM Approved Date: |s,f18,f2011 12:00:00 AM

Resolved Date: I

Performance Issue Description:

Contractor repeated failure to respond to service reguests within ;I
gpecified contract reguirements.

Contractor failure to resolve and
complete necessary repairs.

Repeated egquipment malfunction that was
unresolved by contractor and resulted in endangerment of staff and
residents and injury to two staff members at the home.

Return To Result ||




Exercise #4 Perform a CRP Name-TIN Search,
without Additional Criteria

You are asked to perform a CRP Name/TIN Search and are only provided
with the supplier’s SAP vendor number. During the completion of this
exercise, you will need to locate the supplier’s Tax ID Number (TIN) and
registered Name. This search will not include any additional search criteria.

1. Log into the CRPS production system.

2. Select the Name/TIN Search link from the navigation menu. (The
CRP Name/TIN Search form will display.)

3. In the “"SAP Lookup” area, enter 153574 in the SAP Vendor # field.
4. Select the SAP Lookup button.

5. Using the results, populate the NAME and TIN fields within the CRP
Name/TIN Search area.

= Tip: Use your mouse to highlight the data within the existing field, “drag” it
up to the Search area, and “drop” it into the destination field. (The data is
copied into the destination field.)
6. Select the Search button.

7. When the CRP Name/TIN Search Results display, select the Detail
button next to item(s).

8. Review the information.

9. Select the Return To Result button.



Exercise #4 Perform a CRP Name-TIN Search,
without Additional Criteria

You are asked to perform a CRP Name/TIN Search and are only provided
with the supplier’s SAP vendor number. During the completion of this
exercise, you will need to locate the supplier’s Tax ID Number (TIN) and
registered Name. This search will not include any additional search criteria.

1. Log into the CRPS production system.

2. Select the Name/TIN Search el link from the navigation
menu. (The CRP TIN Search form will display.)

CRP Name/TIN Search

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

I~ Include History:
[~ Include Suspensions/Debarments:

[~ Include Performance Issues:

Name:l T.[N:I
Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup”

SAP Vendor #:I SAP Lookup |
Vendor TIN: I Clear |

Vendor Name: I

Address: I

|
Ciby: I— State: l— Zip: I—

3. In the “SAP Lookup” area, enter 153574 in the SAP Vendor # field.

CRP Name/TIN Search (Hide

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

[~ Include History:
[T Include Suspensions/Debarments:

[~ Include Performance Issues:

hlame:l T.[hI:I
Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click "SAP Lookup’

ISAPVendor #:[153574] SAP Lookup |
Vendor TIN: I Clear |




4. Select the SAP Lookup button.

CRP Name/TIN Search (Hide

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

[~ Include History:
[~ Include Suspensions/Debarments:

[~ Include Performance Issues:

Name:l

T.[N:I
Search | Clear |

To look up a vendor name and/or TIN using an SAP vendor number,
enter the number and click 'SAP Lookup’

SAP Vendor #: [153574 I SAP Lookup ]
Vendor TIN: I Clear

| vendor Hame: |

5. Using the results, populate the NAME and TIN fields within the
Name/TIN Check area.

= Tip: Use your mouse to highlight the data within the existing field, “drag” it

up to the Check area, and “drop” it into the destination field. (The data is
copied into the destination field.)

CRP Name/TIN Search (Hide

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

I Include History:
[~ Include Suspensions/Debarments:

[~ Include Performance Issues:

Search | Clear |

To lookjup a vendor name and/or TIN using an SAP ven

enter the number and click "SAP Lookup”
SAP Vegdor #:|1535?4 SAP Lookup |

Venddy TIN: |2516}'8}'15 Clear |

Vendor Na IDT CONSTRUCTION INC

Address: [1107 UNIVERSITY DR

Citv:IDUNBAR State:IPA Zip:|15431-230?




6. Select the Search button.

CRP Name/TIN Search (Hide Detail...)

The CRP Search includes current obligations. To include additional search criteria, check any of the following:

[~ Include History:
I Include Suspensions/Debarments:
[ Include Perfor I

Name:lDT CONSTRUCTION INC TIN: I2516T8T15

Search | Clear |

7. When the CRP Name/TIN Search Results display, select the Detail
button next to item(s).

Type |Status Vendor TIN |Agency Contact Phone Email
Detail | Obligation DT CONST INC 251678715 |Revenue |PATSY ROSS (724) 832 - 5463
Detail | Obligation D T CONST INC 251678715 |Revenue |PATSY ROSS (724) 832 - 5463
Detail | Obligation DT CONST INC 251678715 |Revenue |PATSY ROSS (724) 832 - 5463
Detail | Obligation DT CONSTRUCTION INC | 2516758715 | SWIF KRISTIAN KARWOWSKT | (570) 614 - 1543 | kkarwowski@pa.gov
Ascending
Rows: M Page: _ of 1 n n

8. Review the information.

9. Select the Return To Result button.

Vendor Name: [DT CONSTRUCTION INC Type Of Block: |Obligation
Vendor Address: 1107 UNTVERSITY DR d Begin Date: |3,"1EI,"20E|8 12:00:00 AM
DUNBAR PA, 154312307 4 End Date: [7/13/2012 12:00:00 AM

SAP Vendor ID: |00001535?4 Agency: ISWIF

TIN: 251678715 sen: |

Contact Information:

5706141543
kkarwowski@pa.gov

Le Lo

Contact Person: II(R_ISTIAN KARVWVOWSKI

Return To Result |




Exercise #1 Generating Reports, History of CRP Checks by Reason

1. Log into the CRPS production system.

2. Select the Reports link from the navigation menu. (The Reports form
will display.)

3. In the Report List dropdown menu, choose History of CRP Checks by
Reason.

4. Complete the From Date and To Date fields by either typing the date or
choosing the date from the calendar.

5. In the Reason Type field, “Obligations” will default. However, you may
choose another type from the dropdown menu if you wish.

6. Select the View Report button.
7. Review the contents of the History of CRP Checks by Reason report.

8. Select the Back to Reports link.



Exercise #1 Generating Reports, History of CRP Checks by Reason

. Log into the CRPS production system.

. Select the Reports el link from the navigation menu. (The

Reports form will display.)

Reason.

. In the Report List dropdown menu, choose History of CRP Checks by

Report List

Department ::4
From Date :.
Reason Type:
Vendor Hame :

Vendor SSN/EIN :

H
History of CRP Checks for a Specific User and Vendor
History of CRP Checks for a Specific Vendor
List Of Vendors with Obligations
List of Vendors with Qbligations in a Specific Department

Vendor SSNIEIN :}
User Name 3}
Severity

PI Status

24 25 26 27 28 29 30 |} 'l
3

User Name:l j
Severit)r:l j
Pl Status : | =l
| View Report I
4. Complete the From Date and To Date fields by either typing the date or
choosing the date from the calendar.
Report List : |Hi9t0r\_.,r of CRP Checks by Reason j
Department : |IJ j
From Date:| [ / To Date |
Reason Type: ! June, 2012 [H -
i Su Mo Tu We Th Fr Sa f—o--—-—
Vendor Name :; :

27 28 23 30 31 1 2 |i
3 4 5 &8 7 8 9|

1011 12 13 14 15 16 -—_,
17 18 1% 20 21 22 23 [
12

4 5 6 7| .l

Today: June 15, 2012




5. In the Reason Type field, “"Obligations” will default. However, you may
choose another type from the dropdown menu if you wish.

Report List : IHistDr},r of CRP Checks by Reason j
Department : II_'I j
From Date : IW Tao Date W
Reason Type 3 Obligations ¢———— j

Vendor Hame :f

Susension Debarment

EPLS

Vendor SSHIEIN 3

{|Performance H
e =T
Severity : I j
Pl Status : | =l

| View Report I

6. Select the View Report button.

Report List: | Histary of CRP Checks by Reasaon j
Department : | 0 j
FromDate:[0E0T2012  ToDate [06072012
Reason Type : I Obligations j
Vendor Name : I

Vendor SSNIEIN: |

User Name : I j
Severity : I j
Pl Status : | =l

|| View Report Il




7. Review the contents of the History of CRP Checks by Reason report.

== Back to Reports

e B yooM o 1746 & [main Report 1| | #

History of CRP Checks by Reason

Reason  Obligations Print Date  6/15/2012
From Date 05/01/2012 To Date 06/01/2012

Audit CRP Check User Name Vendor Name SSNTEIN OBLIG. EPLS Sus/Deb Performanc
1D Date Issue
155,53505/01/2012 cwopaljbaity Allison Inc 1046 3 0 0 0
155,53705/01/2012 cwopa\cgoodling u S Seal E=R3867 1 0 0 0 _
155,53805/01/2012 cwopalcgoodling U S Seal TER3BET 1 0 0 o
155,53905/01/2012 cwopaltfallen Abel Fence LLC G101 2 0 0 0
155,54405/01/2012 cwopalcathmartin American Asphalt A0 2 V) V) 1]
155,54605/01/2012 cwopalddolde inc EEER112 1 0 0 o
155,54705/01/2012 cwopa\jbogusz. MCCLURE COMPANY 0865 [} 0 0 o
155,56905/01/2012 cwopaimicroth UGIENERGY SERVICES INC TEEE0E4 5 0 0 o
155,57205/01/2012 cwopalpcocco LINHART CONCRETE INC 0007 1 0 0 o
155,59305/01/2012 cwopalkajacobs Phoenixville Hospital company, LLC 5060 2 ] ] 0

A 155 RATNANA/2012 rwnnalkaiarnhs Arute Care Farilitv Hosnital HENAD > 0 | ] n _"Ll

8. Select the Back to Reports link.

<< Back to Reports ¢——
& & T » M 1/46 | LY [main Report =] | i

History of CRP Checks by Reason

Reason  Obligations Print Date ¢

From Date 05/01/2012 To Date 06/01/2012




® N o U

Exercise #2 Generating Reports,
History of CRP Checks for a Specific Vendor

. Log into the CRPS production system.

. Select the Reports link from the navigation menu. (The Reports form

will display.)

In the Report List dropdown menu, choose History of CRP Checks for
a Specific Vendor.

Complete the From Date and To Date fields by either typing the date or
choosing the date from the calendar.

Enter Eplus in the Vendor Name field.
Enter 541904151 in the Vendor SSN/EIN field.
Select the View Report button.

Review the contents of the History of CRP Checks for a Specific Vendor
report.

Select the Back to Reports link.



Exercise #2 Generating Reports,
History of CRP Checks for a Specific Vendor

1. Log into the CRPS production system.

2. Select the Reports =l |ink from the navigation menu. (The
Reports form will display.)

3. In the Report List dropdown menu, choose History of CRP Checks for
a Specific Vendor.

Report List :

Department :

History of CRP Checks by Reason
From Date : |History of CRP Checks for a Specific User

History of CRP Chacks for 3 Speci

Reason Type :

Vendor Name :

Vendor SSHIEIN :

User Name : | =
Severity : | =l
Pl Status: | =l

| View Report I

4. Complete the From Date and To Date fields by either typing the date or
choosing the date from the calendar.

Report List: |Hi9t0r§,r of CRP Checks for a Specific Vendor j
Department : |IJ j
FromDate:| [ [ To Date | |

Reason Type | April, 2012 v =]

§ Su Mo Tuwe Th Fr Sa b—————

VendorName:i 35 25 27 228 29 30 31}

Vendor SSNIENZE 1 2 3 4 5 &6 7|
08 9 10 11 12 13 14 £

User Name :: ﬁ
{015 16 17 18 19 20 21 f

Severity:i 22 23 24 25 2% 27 28 |f 'l

PlStatuss 22 3% 1 2 3 4 5_—;,

Today: June 19, 2012




5. Enter Eplus in the Vendor Name field.
6. Enter 541904151 in the Vendor SSN/EIN field.

7. Select the View Report button.

Report List : IHistDr},r of CRP Checks for a Specific Vendar j

Department : II_'I j
From Date : IW To Date IW
Reason Type : |':'I:Iig|aticns j

Vendor Hame : IEpIus

Vendor SSN/EIN : [541904151

User Name : | =]
Severity: | =l
Pl Status : =]

| View Report Il

8. Review the contents of the History of CRP Checks for a Specific Vendor
report.

== Back to Reports

w 3 T3 1/1 & [main report <] [ )

History of CRP Checks for a Specific Vendor

Vendor Name . EPlus Print Date 6/19/2012
Vendor SSN/EIN : ***%4151

From Date:  4/1/2012 To Date: 6/19/2012

Audit CRP Check Date  User Name OBLIG. EPLS Sus/Deb  Performance
D Issue
149,367 04/06/2012 cwopaltolomay 0 0 0 0
150,138 0471012012 cwopalddiehl 0 0 0 0
151536 0411612012 cwopaitlappa 0 0 0 0
154,059 04/2512012 cwopa'patbell 0 0 0 0
154,143 04/25i2012 cwopairmacavoy 0 0 0 0
155614 05/01/2012 cwopaitsullivan 0 0 0 0
158,552 05/10/2012 cwopaidjordan 0 0 0 0
158,739 05M12012 cwopaibkylen o 0 0 0
158.763 051172012 cwonaibkvlen 1} 0 0 0




Select the Back to Reports link.

== Back to Reports <¢———
B S5 = /1| 54 [main Report =] | #

History of CRP Checks for a Specific Vendor

Vendor Name : EPlus Print Date 6/19/2012

Vendor SSN/EIN : #***%4151




Exercise #3 Generating Reports,
List of Vendors with Obligations in a Specific Department

. Log into the CRPS production system.

. Select the Reports link from the navigation menu. (The Reports form
will display.)

. In the Report List dropdown menu, choose List of Vendors with
Obligations in a Specific Department.

. In the Department dropdown menu, choose SWIF.

. Select the View Report button.

. Review the contents of the List of Vendors with Obligations in a Specific
Agency report.

. Select the Back to Reports link.



Exercise #3 Generating Reports,
List of Vendors with Obligations in a Specific Department

1. Log into the CRPS production system.

2. Select the Reports =l |ink from the navigation menu. (The
Reports form will display.)

3. In the Report List dropdown menu, choose List of Vendors with

Obligations in a Specific Department.

Report List : | List of Vendors with Obligations in a Specific Departme'TjJ

Depart t:
epartmen History of CRP Chechks by Reason

From Date : |History of CRP Checks for a Specific User
History of CRP Checks for a Specific User and Vendor
Reason Type : | History of CRP Checks for a Specific Vendor

Vendor Name : 3
Vendor SSNIEIN : |
User Name : I j
Severity : I j
Pl Status : | =l

| View Report I

4. In the Department dropdown menu, choose SWIF.

Report List: IList of Vendors with Obligations in a Specific Departmen'ﬂ

Department : I

From Date : L 2

Reason Type : |[LIERAMMENt OTMeVENUE e

Vendor Name:'|

Vendor SSNIEIN: |

User Name:l j
Severity:l j
PI Status : | =l

| View Report I




5. Select the View Report button.

Report List : IList of Vendors with Obligations in a Specific Departmen'j

Department : I SWIF j
From Date : I— To Date l—
Reason Type: |C'I:Iigaticns j
Vendor Name :

Vendor SSN/EIN :

Severity :

Pl Status :

Led Lef L

|
|
User Name:l
|
|
|

View Report I

6. Review the contents of the List of Vendors with Obligations in a Specific
Agency report.

== Back to Reports
Iﬁﬂ (=} '?_'g P M 1/11 I Ly [main Report =] I #
List of Vendors with Obligations in a Specific Agency

Department Name  SWIF Print Date: 6/15/2012
S5.Ne VendorName FEDID SSN ContactName ContactPhone
1 45 LOGGING & LUMBER INC 2404 KRISTIAN KARWOWSKI 5706141543
2 APERSONMEL COMMECTION 4083 KRISTIAN KARWOWSKI 5706141543
3 AAAA OFFICE & WAREHOUSE SURFPLUS INC FHAE064 KRISTIAN KARWOWSKI 5706141543

DBA CORPORATE FURNITURE SOLUTIONS

4 ABEL BROTHERS TOWING & AUTO INC 8389 KRISTIAN KARWOWSKI 5706141543
5 AC PLUMBING & HEATING INC #5075 KRISTIAN KARWOWSKI 5706141543
6 ACCUCARE HOME NURSING INC 2904 KRISTIAN KARWOWSKI 5706141543
7 ACE OVERHEAD DOOR CO INC FERETT2 KRISTIAN KARWOWSKI 5706141543
8 ACETIRE AND PARTS G401 KRISTIAN KARWOWSKI 5706141543
a ACULABS INC 2075 KRISTIAN KARWOWSKI 5706141543
10 ADVANCE CHIMMNEY SWEEPS LLC FAET16 KRISTIAN KARWOWSKI 5706141543
11 ADVANCE PERSOMMNEL STAFFING INC EH047 KRISTIAN KARWOWSKI 5706141543
12 \‘!F\?CVANCED ENGINEERING TECHNOLOGIES F0GTI KRISTIAN KARWOWSKI 5706141543

7. Select the Back to Reports link.

== Back to Reports ¢——
m & 7= »oMoo1/11 Ly [Main Report -] | i

List of Vendors with Obligations in a Specific Agen




Exercise #4 Generating Reports, Performance Issues

. Log into the CRPS production system.

. Select the Reports link from the navigation menu. (The Reports form
will display.)

. In the Report List dropdown menu, choose History of CRP Checks by
Reason.

. Complete the From Date and To Date fields by either typing the date or
choosing the date from the calendar.

. In the Reason Type field, choose “"Performance” from the dropdown
menu. (Note that “Obligations” will display as the default.)

. Select the View Report button.
. Review the contents of the History of CRP Checks by Reason report.

. Select the Back to Reports link.



Exercise #4 Generating Reports, Performance Issues

1. Log into the CRPS production system.

2. Select the Reports RSl link from the navigation menu. (The
Reports form will display.)

3. In the Report List dropdown menu, choose History of CRP Checks by

Reason.

Severity
Pl Status

Department ::;
From Date :
Reason Type:
Vendor Hame :
Vendor SSNIEIN :
User Name :

| <]
g =

Report List:

H
History of CRP Checks for a Specific User and Vendor
History of CRP Checks for a Specific Vendor
List Of Vendors with Obligations
List of Vendors with Qbligations in a Specific Department

Led

| View Report I

4. Complete

the From Date and To Date fields by either typing the date or

choosing the date from the calendar.

Vendor SSNIEIN :}
User Name 3}
Severity

PI Status

Report List : |Hi9t0r\_.,r of CRP Checks by Reason j
Department : |IJ j
FromDate:| [ [ To Date |
Reason Type & i S P e ; =
{ Su Mo Tuwe Th Fr Sa f——
vendorName:l ,; 55 29 3 31 1 2 |}

3 4 5 &8 7 8 9|
0 11 12 13 14 15 16-;—_,
17 18 19 20 21 22 23 [ —
24 25 26 27 28 2 30 [ 'l

3455?‘5—L,

Today: June 15, 2012




5. In the Reason Type field, choose “"Performance” from the dropdown
menu. (Note that “"Obligations” will display as the default.)

Report List : IHistUry of CRP Checks by Reason j
Department : I 0 j
from Date:[0R0T201Z | ToDate [062020T2 |
Reason Type : | Obligations "'_J
Vendor Name:g gﬁgg:x?;n Debarment
Vendor SSN/EIN :{EPL

User Name :

Severity : I

Pl Status: |

| View Report I

6. Select the View Report button.

Report List : IHistDr\_.,r of CRP Checks by Reason j
Department : I 0 j
from Date:[0F0TZ | ToDate [082020TZ
Reason Type : IF'erfDrmance j
Vendor Name : I

Vendor SSNIEIN: |

User Name : I j
Severity : I j
PI Status : | =l

" View Report Il




7. Review the contents of the History of CRP Checks by Reason report.

== Back to Reports
B S % oW 1/3 & [Meinrepor =] [ i

History of CRP Checks by Reason

: Reason Performance

T

From Date 06/01/2012 To Date 06/20/2012

Print Date  6/21/2012

Audit CRP Check User Name Vendor Name SSNTEIN OBLIG. EPLS Sus/Deb Performanc
ID Date Issue
163,77906/01/2012 cwopaimicroth CLEVELAND BROTHERS EQUIPMENT CO INC 3465 11 0 0 2
183,78008/01/2012 cwopaimicroth CLEVELAND BROTHERS EQUIPMENT CO INC #3465 " 0 0 2 _
163,78106/01/2012 cwopalmicroth CLEVELAND BROTHERS EQUIPMENT CO INC #3465 11 0 0 2
163,81006/01/2012 cwopalashinskie KARETAS FOODS INC HBEE3 0 0 0 13
163,81106/01/2012 cwopalashinskie KARETAS FOODS INC HBEE3 0 0 0 13
183,81208/01/2012 cwopa\ashinskie KARETAS FOODS INC *HBEET 0 0 0 13
163,81306/01/2012 cwopalashinskie KARETAS FOODS INC *EEREA3 0 0 0 13
163,81706/01/2012 cwopalddeaa NEW ENGLAND FOOD BROKERAGE INC A4 0 0 0 5
163,81906/01/2012 cwopalddeao NEW ENGLAND FOOD BROKERAGE INC rEAgd 0 0 0 5
163,82006/01/2012 cwopalddeao NEW ENGLAND FOOD BROKERAGE INC AR 0 0 0 5

. | 163 A210G/01/2012 cwanalddean NFEW FNGIEAND FOON RROKFRAGE INC AR 0 n | n ) L'LI

8. Select the Back to Reports link.

== Back to Reports ¢—
o S e » oM o1/31 | L [main Report | | #

History of CRP Checks by Reason

Reason Performance Print Date

From Date 06/01/2012 To Date 06/20/2012




