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AP Tracking at the SPRAP Tracking at the SPR

• SAP is proprietary softwareSAP is proprietary software
• Business software for the SPR
• Functions as a database• Functions as a database
• Data collection from Purchase Requests/Orders 
• Data collection from credit card purchases• Data collection from credit card purchases
• SAP supplemented by Excel spreadsheet 

SAP is customizable to include tracking Bio• SAP is customizable to include tracking Bio-
Based products in the future



Data Collection in SAPData Collection in SAP

• Purchase Requests/Orders require item q q
descriptions and item numbers if available

• Cost, quantity, vendor, site, and purchaser 
d  i  i ddata input required

• All AP items are assigned a unique 2 digit code
P h  t i  SAP  i t i t   E l • Purchases not in SAP are input into an Excel 
spreadsheet that SAP accesses in preparing 
reportsepo ts

• Purchases not in SAP include petty cash, 
contracts, bench stock require hard copy AP









AP Data in SAPAP Data in SAP

• All buyers required training in AP ProcessAll buyers required training in AP Process
• Item numbers associated with AP items require 

buyer to input AP data before completing y p p g
purchase

• Credit card users must indicate if item(s) ( )
purchased are AP or not, if so, AP data must be 
input

• AP data includes AP-Y/N, recycled or virgin, 2 
digit code, justification for virgin purchase



AP Reports in SAPAP Reports in SAP

• All AP purchases report pulls records for p p p
purchases in defined time frame based on an AP 
item keyword search and the 2 digit code
R l i   ll  AP  di   • Resulting report allows AP program director to 
review all purchases for AP items not having 
the code input in SAPthe code input in SAP

• SAP accesses the Excel spreadsheet and 
includes those purchases in the report

• Reports are available for all AP purchases and 
all credit card AP purchases



SAP Report ResultsSAP Report Results

• AP purchases grouped by sitep g p y
• Each AP purchase indicates vendor, quantity, 

PO number, total cost, buyer, and AP data, if 
i  i l di  j ifi i  f   f ll i  input including justifications for not following 
AP guidelines

• AP program director can review all purchases • AP program director can review all purchases 
and obtain or confirm AP information

• SAP Annual Reports give all the same S  ual epo ts g ve all t e sa e 
information listed above and break out all 
purchases for the year by designated AP item 












