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SAP Support: 662.915.5222

R/3 Path

Logistics > Materials Management > Purchasing > Purchase
Requisition > Create [double-click]

Transaction
Code

MES1IN

NOTE: Once you have accessed and created a requisition, the defaults
screen will change. You will probably want to close Enjoy SAP —
Purchase Requisition box to the left and also the document
overview. The first time you may also have to select Document
Type — Purchase Requisition.

Expand Expand Header, Item Overview and Item details - Left-click on the

Screen Expand Icons for each area.

Account Use K for funds 10, 20, 40, 50, 70.

Assignment | Use F for 25, 30, 60, 61, 62, and 63.

Category Use M for Multiple Assignments.

Material PPD & Telecommunications ONLY.

Short Text Type short description of item to be ordered.

NOTE: You will have an opportunity for additional text later.

Quantity Enter quantity requested.

NOTE: Unit and Unit price determines the amount of money encumbered.
So be careful — if you are ordering in thousands, use TH, not each.

Delivery Try to be as accurate as possible. You may type in date or use

date search button and use the SAP calendar.

NOTE: You may receive a message from SAP asking if the delivery date
can be met, if yes press enter or click on green check.

Material Use the search button and select the appropriate material group.

group

Plant OXO1 - The University of Mississippi, this should default.

Storage Type in DCO1 or use search button and select DCO1. (Departments

location that have been authorized to issue good receipts are listed —
however, ALL EQUIPMENT must be delivered to DC01).

Purchasing | Always select PUR (for typical End-User)

Group

NOTE: Buying departments should always select PUR for purchases over




$3,500 and for all equipment.

Requisitioner

Enter initials and extension of the person entering the purchasing
requisition information.

Tracking Departments may use this field to help keep track of orders, code

number with your individual needs.

Des. vendor | If you know the vendor you wish to use, use the drop down box and
select appropriate vendor.

Note: Remember to use * as a wild card in helping with your search.
When looking up vendor information, make sure tab is on A:
Vendor (General). Vendors for Requisitions should always begin
with 65 — do not use numbers beginning with 75.

Enter Press enter or left click on green check.

Unloading To be used by Central Receiving — where are items to be delivered?

point Building and Room number.

Recipient Person item to be delivered to (end user) and four-digit extension

that will be used by Central Receiving.

G/L account

Enter G/L account
(http://www.olemiss.edu/projects/discover/Accounting index.html).

Cost Center

Enter Cost Center or Internal Order number.

or Order

NOTE: BA (Business Area), Fund Center and Fund should default when
you press enter.

Enter When all required items are complete on this page, press enter or
left click on green check.

Single Single account assignment is the default — if you wish to charge to

account different cost center/internal orders, see page 14.

assignment

Val price Enter Unit Price (cost PER ITEM) — If you verify the price — make
sure to include in notes to Purchasing or Purchasing will quote.

Goods This indicates that a good receipt must be processed before payment

receipt can be made to vendor. (Should default)

Invoice This indicated that an invoice must be processed before payment

receipt can be made to vendor. (Should default)

GR non- Only for multiple accounts. If you are using multiple accounts (cost

valuated centers/internal orders), this box must be checked.

Item text Will appear on PO — Item text should be used for any additional
information that should be included on the Purchase Order.
Example: If more data is needed than short text will permit.

NOTE: Do not put prices or vendor name and address in Item Text.




Item notes Will not appear on PO — This field should be used for note to
Purchasing, departmental information, etc. — this information will
not appear on the Purchase Order.

NOTE: If you need more space, double-click in Item text/note field.

SAVE Save document — you should receive a notification that your
requisition was created and you should be given a requisition
number at the bottom of your screen.

Purchase Purchasing Office will now take your requisition and either go out
Order for bids, quotes, or turn into a Purchase Order.

Repeat If you wish to repeat account assignment, left click on “Repeat On’
account icon. You will need to enter the account assignment category for

assignment | each line item. See page 11.

Multiple See page 14.
Assignment

Copy an Old | See page 16.
Requisition
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SAP Menu Path: Logistics > Materials Management > Purchasing >
Purchase Requisition > Create [double-click]
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Default Create Purchase Requisition Screen — Once you have accessed
and created a requisition, the defaults will change. You will probably want
to close Enjoy SAP — Purchase Requisition box to the left and also the
document overview. The first time you may also have to select Document
Type — Purchase Requisition.

FPurchase Requisition Edit Goto Enwvironment System  Help
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Expand Header, Item overview and Item details — Left click on the
Expand Icons for each area.

Note: Once you have accessed this screen, your default will change.
Editﬁm | I |Gﬂ[hﬂ-| =0 ¥h A% =9 | E L

Create FPuarchhase Regurisitiors

Purchase Reguisition

Docurment overview off | | | [ | &3] a&a | Help FPaersonal seting
rNo variant defined
FPlease choose a wvariant Tor the ~1 =
%ILT:II'[H]'I':@IEII | ‘ Header note
Hierarchry
i EIIII Continuous-
Expand ICoNnsS — | = =A== == A e e =
- i = St Iterm |~ 1 Material Short tex
Left click on the
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A = Account assignment —

Use K for funds 10, 20, 40, 50, and 70
Use F for 25, 30, 60, 61, 62, and 63
Use M for Multiple Assignments

Account assignment cate

ranrmen
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A = Account Assignment Category

AlBcct assgt cat desc. | @ @ . :
Create [g[aceat b Use drop down/search icon or type in code.
C|Sales order =
R (o oot sonodect e K- 10, 20, 40, 50, and 70
F|Order m =] _
No v [k|coft comer F - 25,30, 60, 61, 62, and 63
B || Notwork M - Multiple Assignments
ealin] (82051, ties; raor"
Hierarchy |1(011 new aux.acc.ass.
U|Unknown
X811 aux.acct.assgts.
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Material — PPD & Telecommunications ONLY.

Purchase Reguisition  Edit  Goto Environment System Help

& Bl a & &a® O E A 5 a s FEE e D

Create Furchase Reqguisition

Docurment overiew off | O & aa | Help Personal setting

- - = m Furchase requisition =l [ Source determinatian
No variant defined | Texts |

= Material — To be used E— -

Hie
ONLY by PPD &
Telecommunications B
el @Mm = IR E R EEIEE ERIE =R
| Herm|Aa I\hdaterlal Short text S anti
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Short text - Type description of item to be ordered. If additional space is
needed, you will have a chance later to add long text by selecting the Item
Text. Note: Itis best to be as detailed as possible. If you are typing from a
quote, type all of the description - this is what will appear on the Purchase
Order. No longer will you be able to type “see attached”.

Purchase Requisition  Edit Soto Environment Systern Help

& B A H &&Ee& L ECGE S A E I EE ) e,

Create Purchase Requisition
Docurment overyiew off | O =& oo | Help Fersonal setting
Short teXt _ Type a Short requisition  Z [1 Source determinatian
description of item to be
ordered.

=

NOTE: You will have an

opportunity for additional text SIERIEY kA W B EERI=IEE L 1
later — Item Text ermlA iateial | Shortiox Guantity|u

[ 375 Driver

[«][*] continuous-text &=




Quantity - Enter quantity requested.

Unit — this is VERY IMPORTANT. For Unit, use the drop down box and
select the appropriate unit type. NOTE: If you are ordering in thousands,
you must use the TH, not each.

Lre

ref [Commercial{Un |Measurement unit text Dimension text L™
view | B % Percentage Proportion
%0 #0 |Per mille Froportion
= (oea aoo| voltampere FPower
(o[eR] BE1 | Microgram/liter Density mination
erl oAz BA2| Microgram/cubic meter Density
225 225 Square millimeter/second Kinematic wviscositwy H
ose |4 B | anpere Slestr . ewor Quantity — Enter
cre rea .
@ ACR ACR| A & 1
BAG BAG | Bag {no dimensiaons) q y req d
EAR BAR| bar FPressure uantlt re ueSte -_
= |BOT BOT|Eottle (no dimensions)
BOL BOL | Becquerel /K1 laogram Spec . act _radioac.sub I
C35 C35| Cubic centimeter/second Yolume rate of Tlow
CAaM CAN| Canister (no dimensions)
cD CD | Candela Luminous intensity
cL CL |Centiliter Yolume v - -
cM CM |centimeter Lencth =) fe=R= =1 BN ES
CH2 CH2Z| Square centimeter Area Quantity| Un | C|Deliv.date
CHM3 CHM3| Cubic centimeter Yolume 1 o
CHMH CHMH| Centimeter/hour Speed
CHS CHME| Centimeter/Second Speed
CR CR |Crate (no dimensions)
CS CS |Case (no dimensions) 1
cT CT |Cartaon (no dimensions) -
D [} Days Time W = - d p
. | 0=y vomo ~ UN = Unit - Use dro
LEG DEG| Degree (no dimensions) d / h H
DM DM | Decimeter Length OWﬂ SearC ICon Or
DM3 DM3| Cubic decimeter Wolume . 2
DRM DRM| Drum (no dimensions) yp d
DZNM DZN| Dozen (no dimensions) t e In CO e —
E& E4 | Each (no dimensionsy

o B & 6 = I

Delivery date - try to be as accurate as possible. Also, you may be asked if
Delivery date can be met if the date is close to present date, press enter. You
may type in date or use drop down box to bring up a calendar.

No o Texts | : -

' drop_down/search icon
Feonay _ml200:ml || t0 bring up calendar or

Header note

4]0

L1l MO TU WE TH FR S& sU type |n date
Wk
E=E ET Y T 1.2 3 (3 2 [=Ha ] |[H] 2] 2] BHE0eraur
St..| Item|A | Material  gg 4 5 B 7 8 9@ tity| Un | & | Deliv.date Mgruup Flant
k3 a7 | 71312 13 14 15 16 17 1 |EA =

og| 18 18 20 21 22 23 24
oo | 25 26 27 28
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Material group - Use the search button and select the appropriate material

Matl group

Matl grp description

|4

ol Help a1 alBarthicar materiats
= |&BBz A4ir Cond/Pkog & Inst
= Purcha: |BES Aircraft Maintenance dete Material rou Use the
a6 Aircratt Sales g p -
L E Text Bar .ﬂ.nimg'ls.-'LabUratDry |
- B3 sppiiances search button and select the |
rt Supplies/Egquip
5 10 Ashestos Remowal M H
k a11 Athletic Supp/Equip approprlate materlal grOUp.
:I= a1z Audiodvisual
Bl 613 Automobiles
[~] 014 Awnings 1
1 Q15 Accounting Serwices
16 Architectural Swcs
— 17 Auctinneers
CE|l |ets Biological Sup/Equip [E|aa|Eal=al @] 2] )| otk values
St g;g g]ﬁ:;ﬂi:gmft S auantity|Un |G| Delivdate  |matlaroup  [Plant
[z Eoiler Supp/Equip 1 |EA |Dogsz152001 =
azz Bookbinding
nz3 Building Supp/Equip
Bz24 Caps & Gowns
azs Carpet Cleaning
BZ2E Carpet Installation
B27 Carpet & Rugs
az2s Chairs/Auditorium
az9 Chairs/Classroom
B30 Chairs/Dining Room
a3 Copier Supp/Eguip
a3z Chalk Boards
B3z Charter Service/&Lir
nz4 Charter Service/Bus —
« | 5 H =
Plant — OXOL1 - The University of Mississippi — Should be defaulted.
g
a= &2 H B et | namne 2 | 10| | EFo efauit values
| Material Shor‘tte:i{‘t E087| UNIVERSITY FOREST LANDS aroup Flant Stor. loc. PG
9751 Driver || a1 | JACKSON CAMPUS P =
MRGE1 | CENTER FOR MARINE RESOURCES /‘
ME@a1 | MSCI /
0Xa1| The Uniwversity of Mississippi
5001 [ SOUTHAWEM
TU@1 | TUPELDO CEMTER Plant - OXOl =
¥E@1 | YELLOW CREEEK U d
Se drop
down/search icon
or type in code.
« | F & EH =
ERja] e




Storage Location — Select DC0O1. Departments that have been authorized
to issue good receipts are listed. However, ALL EQUIPMENT must be
delivered to DCO1.

ronment

<1.|®@@|Q[H][Fﬁl$3@@@l-ﬁ|@
Create Furchase Reguisition

Docurment overview on | O &5 g | Help Personal setting
Purchase regquisit..@ L - n
1| Header : =
PI&RE 0xB1 =
k=] &Iu W EEIEYEIETR FEEERIEINE EEE
ltern| cuantity| Unit| o | Deliv | BLoc| Stge Toc . descre. Stor. loc. PGr |Reguisnr. | Tracki
Mse1| ASSET PROPERTY Sl jP... |OC- 7447
EIGY | BIOLOGY Si... F.. |OC-7447
CHa1 | CHEMISTRY S0 P | Oz -T7a4ayT
segt pieTeieliion e b
NFE1 | NFSMI k= oo |[G1515 sty
PHE | FHARMAGY si... P |OC-7aa7
FRE1 [ PREINTING Si... F... |OZ- 7447
Sooq | seRvice sTation | [° s | DS TR
SUB1 | SUPPLIES ke Fon |BXS= variy
TEG1 | TELECOM Si... F... |OZ- 7447

PGr - Purchasing group — ALWAYS SELECT PUR (For typical End-User)

FFT|Y1CKT MartTin DhZ-Y10- U0’ |[bhe-Y1 -4

PP2|Kathy Groves 662-915-TO51 [662-916-5744

PP3|kathy Watson FE2-915-7051 [BE2-915-5744 B ETE EREEIEE
PP4|Fhy11is Holmes £62-915-TO51 [662-916-5744 BolEno E L] IE
PP5|Gerald Bishop 662-915-TO51 [662-916-5744 Plant Stor. loc.  |PGr |Reguis
PPE|RUssE11 Finley FE2-915-7051 [BE2-915-5744 T =
PP?|Greg Bounds £62-915-TO51 [662-916-5744

PPE|Rachel EBost 662-915-TO51 [662-916-5744

PR1 Mary Card fE2-915-7OBE [BE2-915-74149

PUA [Jim Windham £62-915-7448 [662-916-T752

PUZ|Eetty Zinn 662-015-7448 [662-916-7752

PUZ|Eelinda Redmond B62-915-7448662-215-7752

PU4 |Cathy Laswell 662-915-7448 [662-916-T752

PUS|Shelley Morrison |G662-915-7448|662-916-7752

PUE|Loretta Naron B62-915-7448662-215-7752

PUR|Furchaing Dept. |662-915-7448|662-916-T752

TE1|4nn Boyd £62-915-50922 [662-916-7a18

Requisitioner - Enter initials and extension of the person entering the
purchasing requisition information.

Tracking - Departments may use this field to help keep track of orders, code
with your individual needs.




Des. Vendor — If you know the vendor you wish to use, use the drop down
box and select appropriate vendor.

Note: Remember to use * as a wild card in helping with your search.
Vendors for Requisitions should always begin with 65 — do not use numbers
beginning with 75.

Soto Environment  Systerm Help

JHICEQ DHE aDoan I BHE @ Requisitioner — Enter initials
uisition and extension of the person to
@ gb | [ Heln & Personal seting contact for questions. 1

Restrict Y¥alue Range

A vendors (General) k I: “Yendors by CountrgiCompany Code I|| |_T TraCklng — Open f|e|d —

|
Searchterm department may use for any
‘' Postal code
| o = type of data. 2
MName *ACUSH =
Yendor
Restrict nurnber to 508 [] Mo restriction =) a|@7§| ||‘gé Default values |
FGr|Requisnr.  |Tracking... |Des.vendor |Fixec
o7 Oj)? % P.. |QC-T7447 A =
| [ | | |

Des. Vendor - If you know the vendor you wish to
use, use the drop down box and select appropriate
vendor. 3

Note: When looking up vendor information, make
sure tab is on A: Vendors (General).

When all required items are complete, press enter or left click on green
check. The next page Account assignment should appear.

Enter — Press enter on keyboard or left click on Enter Icon.

Unloading point — Enter where the items are to be delivered by Central
Receiving.

Recipient — Person item to be delivered to (end user) and four-digit
extension that will be used by Central Receiving.

10




G/L account — Enter G/L account
(http://www.olemiss.edu/projects/discover/glcodes.htm).

Cost center — Enter Cost Center or Internal Order (Old Term Account
Number)

NOTE: BA (Business Area), Fund Center and Fund should default when
you press enter.

Eouisition Edit Goto Environment  Systerm Help

B d H & & S E G S A E | EE ) @ o

mrechase Requisition
erview ot | | | |53 aB | |42 Help Personal setting

Purchase requisition & [] Source determination
@Header
lEI @|ml'ﬂu||é|'§|ﬂﬂl?u| gl—ll l_u|lﬂju|ﬁu|-|-|‘§'é|@| Defaultvalues
|| Itern | Unit| G| Delivery date |Matl group Flant Stor. loc. FGr|Reguisnr. |Tracking... |Desvendor |Fixed wenc
| | - 1|EA |D|0228/2002 | Office Furni... |The Universi.. FP... |OC- 7447 B5016325 o7
| AR
| | AR
/] I
Item [1 1] chair al ==
Material data | Quantitiesfdates | waluation ' Accountassignment | Source of supply | Status | Contact perso
n B AccassCal Costcenter = Distribution Single account assignme = Co0Code  The Universit &
Unloading point Fowers Hall, Room 201 Recipient Carer 7447
GIL account na. EEG40
Business area
O area
Cost center 100443008148
Commitment iterm
Funds center Fund
Earmarked funds

Enter — When all required items are complete, press enter or left click on
green check.

Single account assignment — Single account assignment is the default — if
you wish to charge to different cost center/internal order, see page 14.

Note: If you wish to repeat account assignment, left click on “Repeat On’
icon. You will need to enter the account assignment category for each line
item.

Material data | Quantitiesidates | Waluation * Accountassignment || Source of supply || Status | Contact perso

il nl@| AccAssCat Costcenter = Distribution Single account assignme = CoCode The Universit: E

™

“Repeat on” icon

11




Internal Order Screen: Example of Screen (If you selected F for Account
Assignment Category

HUFCRase Kequismon

overview off | O |-_E|” L] | Q Help Fersonal setting

g Purchase requisition & [ Source determination
E Header
di= = mmu & |F 6 [Ra)[Bax] 2 Ga@ e ][22 2] 5] Eperaut vaves
. |By[st.. | ttem]a Material Short text Quantity| Unit| ¢|Delivery date [mati group  [Flant Stor. loc.  |PG D
| | B 1|F DESK 1 |EA |D|02r28/2002 |Office Furni..|The Universi... Ao
~ AT [=]
= AAT|[=]
T LDl [ (][]
[B=] tern [1]DESK al ==
Material data || @uantitiesidates | valuation ' Accountassignment | Source of supply | Status | Contactpersen || [<[»]El
’i‘ 1 |B| AccAssCat Order & Distribution Single account assignme & CoCode  The Universit &
Unloading point FPowers Hall, Room 201 Recipient QCarter 7447
GIL account no. 56130
Business area
CO area
Order | @
Commitment itern
Funds center Fund
Earmarked funds

Valuation Price — Enter Unit Price (cost PER ITEM) — If you verify the
price — make sure to include in notes to Purchasing or Purchasing will quote.

Goods receipt — This indicates that a goods receipt must be processed
before payment can be made to vendor.

Invoice receipt — This indicates that an invoice must be processed before
payment can be made to vendor.

GR non-val — Only for multiple accounts - If you are using multiple
accounts (cost center/internal orders), this box must be checked.

AR
Add
Adl
Anl
An

LD
% lterm [1]chair gl EIEI

Material data | Guantitiesidates ' valuation | Account assignment | Source of supply | Status | Contact person

“aluation price uso I EA Total value 0.00 USDr
Fromotion

Goods receipt

Invoice receipt

[ GR non-valuated

12




Texts — Click on the Texts Folder Tab - If you need more space, double-
click in Item text/note field.

Item text will appear on your purchase order. Do not include
information not needed by vendor. Use this text field to include items such
as model numbers, color, sizes, etc. (DO NOT PUT PRICES OR VENDOR
NAME AND ADDRESS

%=/ item [1]875. Driver zf el
-~ Maluation k Account assignment k Source of supply k Status k Contact person " Texts k Deli\rer\,r...l Em
Texts: purchase requisit... | A Item text - Will appear on Purchase Order]
ltermn text E
ltern note
Delivery text [=]
21 material Pt (=]
1 Continuous-text

Header notes Use this field to provide information to Purchasing such as
‘pricing has been confirmed’. You may also use this field for notes for your
department for future reference, FOB terms if known or requesting that a
new vendor be added.

Click on ‘Header’:

Purchase Requisition Edjp”” Goto Environment System Help

& DA H @@ SRS S NAas BEE &b
el Crea/te/Purchase Requisition
| Documenj,zﬁerview Oon | EI Personal Setting

(=

Purchase requisitia [ Source Determination
1| Header
S [E[E[EE [EFIRETEE] [ [E]E o] o] =] ] @] =] & [
st.| tem|Proc...[Aa |1 [material | short Text | cuantity| Unif ] Deliv. Date [ mati Group | F

Enter instructions in the text box:
I_.EurchaseRequisition Edit Goto Environment Syste Help

& 308 e LHE Dhoan BE @ m
7 = Create Purchase Requisition \
| Document Overview On | El | F'e\rsonal Setting |
@ MNB Purchase requisitio 2 []source Oetermination
s

|
‘ v

IAny...|

Header note

13




SAVE - When you save your document, you should receive notification that
your requisition was created and you should be given a requisition number at
bottom of your screen. Note: Make sure you have your screen maximized to

see this information.

Requisition number

I?ﬁ Furchiase regquisition number 1 DDDI5E=/31 created
gl Start| g 5o | S | s | EEmic. | Aesco | B

Purchasing will now take your requisition and either go out for bids, quotes
or turn into a purchase order.

14




Multiple Assignment

Item that will be different if you need to charge to more than one cost
center/internal order.

A - Account Assignment — Select M for Multiple Assignments

aorrment

& e &y | 32 @E S 1 3 T 49

Edit

Docurment overviews an I gnment catel sonal setting
ﬂgFIPuPchase regquisit i o|ocet assat cat desc . determination
T Header —-a
olos=et =
E=1 S| [mlma]i[e |§|83555 craer =l =|Ea=]=
St Iterm | A 1 ] INndi«.cuUust . Jfproject CDiuantity | Linit
— E|Ind. cust. w. HKD-CO
FlOordaer
E|Cost center
M{Multipile Assignment
FllMetwaork
F|Project
QlProj . make-to-aorder
S|Statistical Order
T|A1T1T new aux. acc.ass .
Ujunknown
b I | aux . acct . . assgt=s .

Multiple acct assignment icon — Left-click on Multiple account assignment
icon.

Edit nt term  Help

200 Qe D@ & ma s EE @ |

Create Purchase Requisition

Diocument overview on | [ %" s | @ Help Personal setting

Purchase reguisit..E [] Source deterrinatian
1| Header
=BT i R S R EE R =R R R = R E s
St | Itermn| Quantity|Unit| C|Delivery date |Matl group Plant Stor. loc PGr|Reguisnr. |Tracking... |Deswvendor
= § 1 1 |EA |D|042002002  |Office Furni.. |The Universi... (DISTRIBU.|P... [QC- T447 =
The Universi. F OC- 7447
The Universi... FP.. |OC- 7447
L]l ]
[B=| item [ 11 Chair al
Material data k Qwantities/dates k “aluation Account assignment k Source of supply k Status k Contact perso
0 |E AcchssCat Multiple As  E Distribution Single account assi 8 CoCode The Uniwver . Z
[Multiple acct. T@signment] Recipient
GiL account no. 561
CO area
Caost canter 1 1
— Multiple account assignment

Commitment item |Con

Funds center
Earmarked funds
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Distribution — select Distribution by quantity basis or by percentage.

Itern [ 1 1 GChair = EEI

material data | Quantitiesidates | valuation ' Accountassignment | Source of supply |

Single account as=signment
— - b on guantib
Els.|s. |cuantity Perce Cost otr il acct O Sistribution by pe o
1 [(1.000 1004432001 8 56130 COMMOD I T Y LT

Il o |@| AccAssCat Multiple As 1 Distribution EFingle account assio® CoCode

Quantity — Change quantity or percentage in Quantity column.

A | Chair 1 |EA |D|04/30/2002 | Office Furni..|The Universi.. |DISTRI.. =] P... |2
The Universi... P...|[=]
The Universi P_|[~]

E1jn [ |[J[e]

Item [ 11 Chair el EEI

Material data Quantitiesidate s waluation ' Account assignment Source of supply Status Contact person g
b

| n |2 AccAssCat MUltiple As..E Distribution Distrib. on gquantit.® CoCode The Univer.E

ElS.|S.|Quantity |Perce  |Costcir GIL acct Order Commitm... |Funds cir Fund Earmarked... UnIU
1 |B.500 50.0 1004430014 (56130 COMMODITY |IT 10044000048
2 |0.500 50.0 1006340014 6130 =) COMMODITY |DP 1006300004
EN|I3]| [ «[v]

[EEE IR
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Copying an old Requisition

Document Overview: Document Overview must be displayed.

Furchase Reqguisition Edit Soto Environment Sv=tarm Help
= = (RN 1= IR - s B - e R [ [ s B [ (= [
Create FPaorchase Reqgrrisitior

DocUrment Owe gy L= =2 = =] Personal setting
~ N Document Overview — i =1t -
O warianm H
defimed Click on Dpcument o = == IBAlE =] ===
% I o IE] || | I'_-H] | OVerVIeW Icon_ 1 iaterial Short te:xt
%—'iSe;?ergt?gn wariant| =1

[=]

=

Selection Variant — Left-click on Selection Variant icon.

Furchase Reguisition Edit Soto Environment Systerrm | =K=1]=]
o= [ RS R =1 B e R B - R R (= [ = (o W = O [
Create F . . Frory
Document o SeIeCtlon Varlant h I Help FPersonal setting
Icon __I [Furchase reguisiti @ 1
EHeader
— @lll@lﬁllelll&l?l[ﬁ]l? ==
<z | I- || | Ty || |=§I@ | Iterm mMataerial Short text
Hierarch |
Selection wariant]| [=]
[=1
(|

Purchase Requisitions — Left click on Purchase requisitions.

Furchase Reqguisition Edit Sotoa Enwiraonrmrmemnt Sy=term = =11 ]

= =TI R =1 R ~— = - R - (= = e R

Creafte Furchase Raegiiisitiorn

DocUurme nt oversiew: off | [ == a= I EE Heln Personal setting

"gl_t.ﬂ'l Purchase reguisit.. =

No variant | Header

defined | = =M= = e e
<iE) Imlalllﬂﬁﬂ |I|=§|E| !I = Ite |2 1 mMatarial Sho

Purchase orders I

Requests for guotations

Contracts

Scheduling agreements

Seneral purchasing documents

Purchase reguisitions

by purchase arders

Purchase orders on hold

My purchase regquisitions
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Purchase Requisitions screen may have data, if so, delete all data. Enter
old Purchase requisition number in field.

Erograrm Edit Soto =

< H ) & & 2GS sh vn AL =Y EE ) eI

Furchase reqguisitions
B E 120

General Selections
hdas. o, of Hits
1 Snly Open
[1 only Released
[1 Assigned, Open, and Released

FProgram selections
Desired vendor to =
Cutline agreemeant item to o=
Cutline agreement number to o
Account assignment category to =
Flant to =
Supplving plant to =
Iterm category to o
material to 52
Material group to =
Fixed vendar to =
ltern nurmber to =
Regquirement tracking number to o=
Purchase reguisition number 10E1 21 40] to (=]
Requisition (request) date to =
Mame of requisitionerregques to ==
Marme of processor to ==
MP R material to ==
Purchasing organization to =
Purchasing group to =
Ciocument type io o=

Execute Icon — Left-click on Execute icon.

Erograrm Edit Soto

=Systerm

<] €0 &3 8 | D = 652 =0 ¥ A0 =5 | L

Furchaseae reqgiinsiitions
| | 1=0

Execute (Fanl_

L]

Max. o, of Hits
I Cnly Open

Document number should now appear in the Document Overview box.
nghllght and left-click on Adopt icon.

xguisition Edit Soto Enwiranmment sterm Help

& Bl a H & e @& 2GS S A s EE & O

Create Furchase Regquisition

Document overview off | O & oo | Help Personal setting

j‘ [mrl] Purchase reguisit. = [ Source determination

Furch.reqifRedq. item
b (= [10012140

+—_| Highlight document number 1
00 | | | |

Documel ) ;

overview Left-click on Adopticon. 2

el | [ |66 @ EEIEINER T=T= Short text Quant
|
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Make changes - Make any changes and then save document, example
delivery date.

sition  Edit

B @@ SHlE anon B E @m
Create Purchase Requisition

Document overview off ‘ O & &a | Heln Personal setting

ot Purchase requisit.@ ] Source determination
Document 71| Header

overview <= (Eloae)ae@we (B [8]¢a@a|EE]) )2 ga[ 0] Gt vaes |
| IR St | Item|Unit|C iDelivery date [Matl group  |Plant Star. oo PGr|Requisnr.  |Tracking.. |Des wendor |Fixed vendar
f}ﬁhﬁlrf] ¢ | 1|EA |D|D#30/2002 |Athletic Sup..|The Universi.. | CHEMIST.. |PUZ[bz 7448 |PATTY  |B501625
DMD ng1 ;1q4‘09m The Universi P OG- 7447 =]
The Universi... P. [OC-7447 [=]
Enj0y]| [ ] I[«[r]

b= ftem [ 1] jersey o
[a]~]

Material data k Quantitiesidates k Valuation ' Account assignment k Source of supply k Status k Cuntact..lh Em

|| 12| AccAssCat Cost center & Distribution Single account assi_ @ CoCode The Univer @

Unloading point Hill Hall, Room 1 Recipient joe 2345
GiL account no. 55660

Business area 10

COarea 1

Cost center 1085240044

Commitment itern  CONTR_SRYC

Funds center I Fund 1006280804

Earmarked funds

Save — Left click on the save icon and new purchase requisition will appear
at the bottom of the screen.

H [B=] item Mew +tem

|@ Purchase regquisition nurmber 001001 2143 created

fi= 3] Start| |e= Create Purchase Req. . BDRAFT - PURCHASE RE. . |
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