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Purchase Requisitions — Customizing Your Desktop Settings:
Create Your Favorites Menu

Users can create their own menu of frequently used transactions, using Favorites at the top of the screen. Favorites are like
Bookmarks that will save you time when accessing frequently used screens.

Menu Edit Favontes

& || A H I &G 6|

the ability to add folders to organize your Favorites.
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Bld H &G a DRE 20O (EE @ B

SAP Easy Access
3= S| | [=][=]
= '3 Favorites

> 1 Authorizations Related - -

[ [ Accounts Payable . F —

B [ Accounts Receivable H H

> 1 Journal Entry Related 1‘ nght cIICk on the

b ot Reted o transaction you want to add

b L1 Funds Managernent B | to Favorites. A drop down

B [ Materials Management N -

b (3 odds and Ends | box will appear. Click on:

b [1WBS Related 2 .

b 3 Imernaleoar;ers - i Add tD Fa"ul'OI'It'EE. ThE

B & comtaraton” : transaction is now added to

> [ Special Programs

I [ Open/Close Periods

I [ HRiPayroll Related

B [ Loaking at Documents

S_KI4_3B000038 - Master Data Indexes -» Funds Centers -= Alphabetical

=2 {3 BAP menu

> [ office

[P | Cross-Application Components

= = Logistics

=7 {3 Materials Management

2 = Furchasing
> [ Purchase Order

2 MES1IM - Craate

) MEGZM - Change

2 MES3M - Display

| . | I3

& Mode added to favorites list

Add the following to your Favorites menu:

ZBUDSTAT NOCF Budget Check

MESIN Create Requisition

MES53N Display Requisition

ME23N Display Purchase Order

ME2L Purchase Order by Vendor

ME2K Purchasing Documents by Account assignment
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Personal Settings

In this section you will be setting up default information that will automatically place text information in the purchase requisition
without you having to type it in. Time spent with this section will save you many, many keystrokes in the future.

0 from the ‘Favorites’ folder on the left of your screen double click on MES3N ‘Display Purchase Requisition’.

0 when the ‘display purchase requisition’ screen appears click on the ‘Personal settings’ button on the bar. This button is located

on the top third of your screen in the middle, as illustrated below:

LIS piay FUrch. refinsition and

|

240 O CHE OhOon HE

Dispiay Purch. requisition and

Docurnent averview on | 0 % B | I Help

0 click on the ‘More fields’ button, the ‘Change layout’ pop-up text box will appear

'snnal 5@ Accounting documents

0 when the pop-up box appears click on the ‘default values’ tab

In the text box to the left, with the tab labeled ‘Line 1°, click on the ‘double arrows right’ icon. This will move all the lines
from the ‘Line 1’ text box to the ‘Hidden fields’ text box.

Change layout
- Linet |

Display fields Hidden fields
| |olumn content Pos. |Len.. | 23 |:] ol content Lath, E]
| litarn categary 1 1 El Daocument type 4 E
| lacctassignment cat. 2 | E Source determination |1 E
| Reguisitioner 32 AT =Flant 4 =
| Req. tracking number 4 0 '\ | » torage [ocation 4
| Deliv. date category 5| ﬂ |Material group 4
| Delivery date g 10 IMRP contraller 3
| 4 I Furchase arder price 1
| ﬂ Fromotion 10
|_ B Currency i

Hidden fields
Caol. content Loth. ]
et assignment cat. U z
Currency 5 Z
Deliv. date categary U .

i Dalivery date o

@ Document type 4
Itern category I

n Material group a

MRP contraller )
Plant 4
Promation 1o
Purchase order price I <]
Purchasing group <} E‘
VL
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click on the ‘sort in ascending order’ icon located below the ‘Hidden fields’ text box

In the ‘Hidden fields’ box click on the small box to the left of the following lines: Acct Assignment, document type, item category,
material group, plant, purchasing group and requisitioner. As you click on these fields they will become highlighted.

Hitden el
os. |Ler... EJ D Cal. content |Lath.
[4] [4]
E ' Currency I} E‘
Deliv. date cateaory 1
 |Delivery date 10
~ IMRP controller 3 Use the arrow
l ndl keys to scroll
Praomaotian 10 dﬂwn fﬁr
Purchase order price 1 [+] T
g g ‘ requisitioner

After highlighting these items in the right column, click on the ‘single arrow pointing left’ icon. This will move all the highlighted fields
from the ‘Hidden fields’ box to the ‘Line 1 box.
Your ‘Linel’ screen should look similar to screen below:

Line 1

Display fields. Hidden figlds
_Co]umn content Fos. LE‘I’J-.“E D Col cm‘_eﬁ‘t Lm__ :I Haxt, pmss

Document ype T Currency 5 (2] ™ "
Flant 2 | [=] Deliv, date category 1 [=] Entﬂr on yo ur
ltem cateory 3 h Delivery date 10
et assignment cat e ] MRP contraller 3 kﬂybﬂam to move
Requisitioner 5 12 Promotion 10
Material aroup 5 . Purchase orderprice 1 tﬂ lha naxt
Purchasing group F ] i Release code 2

Req. tracking number 10 mn.

Source determination |1

Starage location 4

[=] Supplying plant 4 []
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When the ‘default values’ box appears type or choose from the drop down menu following information:
Document type Purchase requisition

Purch. Group Edinboro

Item category Standard

Acct. assig. cat. Cost center

Plant 35

Material Group 010000

Requisitioner Put your name in this field. Your screen should look similar to the one below:
wase requisition  Edit
Basic seftings = Defaultvalues |
i Document type Purchase requisitior &
Furch. group Edinboro @ [ Abways propose
Item cateaory Standard = [ Amvays propose
L Acctassig.cat Costeenter = [ Amvays propose
[« Piant a5 [ Atways propose
[+ wmaterial Group a10880 [ Always propose
Requisitioner B Onderko ] Atways propose
| More fields ...
| 22| 1331 D efaut values |
datE| wWaluation pm:e|z Total value| Reguisnr. | Tracking
1[<][»]
il *® L [ TR (13 300y P2l kozuka | INS y

5. | GhEUP User ... [ &3 Micros.. 3 ors o ora .. &% T A 3ieFM

Click on the ‘save’ icon on the bottom left on your screen
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Default Settings for Purchasing Screens

Click on expand ‘Item overview’ icon to open this section.

Display Purch. requisition and 10021661
JH @ 2 HE Oho
Display Purch. requisition and 10021661

Document overview an | L] %% HE“;’| Help Fersonal sefting | Accou

This icon toggles on
and off. Make sure it

looks just like this so | Purchase requisiton @ 18821661

you can see the
FRLD)

icons across this
—time:

Click on the very small drop down menu icon to the right of the ‘Select layout’ icon on the Item Overview menu bar.

0 Choose ‘select layout’ from the menu.

0 Double click on the line /EUP_ PRLayout. This will customize your column headings for the things we need entered at Edinboro

Once again click on the very small drop down menu icon to the right of the ‘select layout’ icon. This time click on ‘save layout’
In the ‘save layout’ field, located near the bottom of the screen, type in:

EUP_PRLayout Do Not Change. Type in the Name field: Edinboro PR — DO NOT CHANGE. In addition, click on the ‘default’ box
so that there is a check mark in this box. The ‘user-specific’ box should already be check marked. If not, click on this box too.
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Your screen should look like this:

Saveas.. | Savewith |

Layout ‘|La~_.f|:|ut descriptian Default setting

[l [ [« ]

Save layout EUP_PRLAYOUT
Mame: Edinhoro PR - DO MOT CHAMGE
[v] User-specific | Default setting

Press ‘enter’ key on your keyboard.

Congratulations, you’re done - aren’t you glad you only have to do this once?!
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Creating A Purchase Requisition Use Transaction MESIN

You will find this transaction under Favorites in the Purchasing folder. Before you start, make sure you have funds in the cost center and
commitment area you plan on using. Refer to the Budget training materials to look up budget funds availability.

This screen is divided into 3 main parts....Header, Item Overview, and Item Detail.

Section 1 ~ Header

Make sure the header area is open (it should look like the screen shot below). Then, a header note (info for the Purchasing office).

Expand or collapse
this section by
clicking on this icon.
It toggles off and an.

Y

|
K\_%?J Texts |
l’___..-r’

AN

Header note

Examples of text for here: This item should he delivered to the Waller
Building, Purchasing Office, ATTN: Robert Hakim.

Wendor information not available in system. Please add: Staples
Discount Center, 3 East Main, telephone 389-0000.

[4][¥] Continuous-tex. &

The header is the area where you will communicate with Purchasing. Please include everything you want Purchasing to know about your
requisition. When applicable, this area should include the following information:

0 Name and phone number of the vendor from whom you received a price or quote.

0 Name and phone # of the person at Edinboro University that purchasing should call in case there are any questions

0 Attachments that you will be forwarding to the purchasing department. Please include the purchase requisition # on all

attachments.

Rush orders.

O O O O

Where delivery should be made if the delivery is not to be made to your office.
New vendor name, address, and phone # if you do not find a vendor in the ‘desired vendor’ section noted below.

Information regarding special discounts and payment terms.

Header information is for internal use only. It does not print on the purchase order.
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When header is filled out, you may collapse it (click on Header icon) and go to Item Overview.

Section 2 ~ Item Overview — This is the next section of this transaction

_-Heade«f:\
If this section is not = R AR =R R EE e B R E s
apen, click an this / 5t.. | ftem|Desvendor | Short text Cluantity) Unit] — Valuation price|z Total value|Delivery date |A
icon to toggle it E
et =
K
K is default (for cost
FILL IN AS FOLLOWS: canter).
. Use dra dﬂwn Nﬂ need to If thi= is a Granl aor Praject
No need to fill in Enter Part # or P : " ;
ltem field: system box to choose unit fill in; system ar P
i 3 Model #. Short (ea, dz, elc) does for you!
E:ﬂe;”?nf'ge_s description (Limit » S5 S , '
N . : 40 characters)
ETTIETELL. |
St _lltem Deswvendor |Short text zigantite| LInit Valuation price |z Total value | Delivery date |A Regu
] I 10120287 |zl Part#0012-D32 10 |EA 20.00 03052004 |k (Jdudy
A paper list of cross-over vendors will be provided OF to Enter
saarch, click in this field and usea the drop down box to find niit Use drnp down box to
vendor. Tab titled Vendors: Purchasing should be used. quantity Price (is okay to choose delivery date
= Click on tha line called “Mamea” to saarch, Start and enter dollar \ o
finish name with asterisks, eg., *stap* (for Staples) and amount with no Enter required delivery
press Enter. cents for whole date.
- Iflist is bong, sort the list by clicking on the word “city” at figures],

the top of the city column.

¢ Double click on vendor if found. This will fill youwr field
with Dveas. Vendor number.

Header area to request Purchasing add vendor,
supplying name, address, phaoneg, fax)
-
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ONCE EVERYTHING IS COMPLETE (AFTER ENTERING DELIVERY DATE), PRESS ENTER WHICH WILL OPEN
THE ITEM DETAIL PORTION OF THE SCREEN.

. . If you have maore than 1 line item under your
Section 3 ~ Item Detail ltern Owerview, click on this drop down box to
select each item. Make certain the G/L

i f h
ITEMS THAT MUST BE FILLED OUT ON THIS SC.R/EE://// number and Cost Center is correct for eac

Itern [10] Part#0012-D32 &l i_:i;. Unloading Paoint —
Material data | GQuantitiesidates | Valuation  Accountassignment | Source of Building/Room. Recipient — Who ) [
to be delivered to. (Limited to 12

N - o ; _ aracters)

@I o /=] AccAsscat Costeenter @ Distibution  Single accou / et eor et

Lnloading point YWaB Room 38 Recipient rhakim

GiL accountno. 625100 G/L account number (synonymous with our current
Business area account codes but new number) must be entered.

0 ares This line will say "WEBS element’ if you are doing a

Cost center 1033000000 grant purchase.

Fraofit center Cost center

Cormmitment iterm info must be
Funds center Fund

Earmarked funds Functional area

Once Unloading point, Recipient, G/L account no. and cost center are entered, press the Enter key which

fills the rest of this screen in. )
Note: If you ran out of room when entering Short

Text in the ltem Overview section, click on this
icon to choose Texts tab. Then enter additional
text under Item Text! If this is a multi-line order,
be certain you have the correct line item viewing!
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SELECT A DELIVERY ADDRESS:

Click on Delivery Address tab and then click in Address field. Click on the circle to the right of the field.

B (2 | =0 00 asan | EEE] | E b

Create Purchase Requisition

| Cocument overview on | | @I | Fersaonal setting

g Furchase requisition E] ]
'._
'._

= [1] Chairs = PeEa
e e — e :
p p P E % Ee £ Delivery address

[EF . Address detai

Title:

Matme Edinboro University

of Pennsylvania

StreetfHouse number 200 Scotland Road
Address

Fostal codefCity 16444 Edinboro
Coumntey us LISA I Custarmer
“endor [sCvend
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In the pop-up box, select the Name, Address, Sort Field tab. Type 35 in Search Term 1, and MEO1 in Address group field, press enter or
click on green check.

Create Purchase Requisition

| Document overview on | | @ |

ame, address, sort field

City i Delivery address

. Street
Title

Marme Search Term 1 35

Search Term 2

StreetHouse S e freot

Fostal coderCity
Country

t aximum no. of hits [1=5C vend

- D|TRN@)@E0D)

. start 0Ol EUP User Trai.. W SAP Lo gon 5640 i= Create Purchas... F S e Mumber of deli.. 57: =
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Find the correct address and double click.

Edinboro University
Edinbaro University 16444 305 Glasgow Road Edinboro 35 GARAGE
Edinboro University of PA 16444 345 Scotland Road Edinboro 35 FooD

= rumber of deli...

This will drop a predefined number into the field. Press enter to have the screen updated with the address selected.
8/7/2008
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G (5 |50 U0 258 | EE [E] | & O

Create Purchase Requisition

| Document averviswan || (03 & | roia ||
] Purchase requisition B ||
k=)
i=]

efien O ttchats @)

Delivery address

Title =] Y Address details

Mame Edinbora University of PA (255} \Reset address
Food Services Reﬁgtlddress an

StreetrHouse number 245 Scotland Road

Fostal codei/City 16444 Edinbora Address 223721

Cauntry us [WESTLS E Custamer

“Wendor

IF entering a multi-line
PR, in order to have the

correct delivery address
carry forward to each
line, click on the Repeat
— Address On button. A

; start T EUP User Trainin.. | ® S&P Logon 640 Create . [ Create P _N pop-up box will appear
with message Delivery
Address Held. Click on
green check.

Creating purchase requisitions with multiple line items with same account assignment
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0 Complete first item, through and including the Item Detail portion (where you enter unloading point, recipient, G/L number, and

cost center).

0 Press ENTER after finishing first line item. This will fill out additional fields in the Item Detail portion of the screen.

0 For same account assignment, press “matchstick” icon. Account assignment information will repeat automatically for each line

entered.

0 To enter second item, go back to the Item Overview section and complete required fields.

afld B @@ O HEE 008 EE

& Persanal sefting

e Purchase requisition @) L
=
EREIEEFRIEREEERERERIEER R ERE] || Enetaut vaives

.| ltem|Desvendor |Short text GQuantity| Lnit “aluation price |z Total value| Delivery date Reguisnr. |Plant |PGr|Matl group
1 Chairs 2 EA 25.00 50.00 12."15."200@ JPeters Edin... |350 [EDUCAT...
JPeters Edin... |350 [EDUCAT...
JPeters Edin... [350 [EDUCAT...

[ [«][]

[1]Chairs

Ifaterial data rQuanliUesrdates rVa\uatiun/ Accountassignment | Source of supply Contact person | . Delivery address

»  AccAssCat bostcenter B Distibution Sindle account assignm..B  CoCode State Syste.. &
Unteadifiy Point Recipient
GiL Account Mo. 615160
Business Area B
CO Area SSHE
Cost Center 3611153500
Profit Center 35
Fund 3511000000 Grant NOTRELEVANT
Functional Area G330
Funds Center 3611153500 Commitmentitern 515100
Earmarked Funds

s start T4 EUP User Trainin... B S4F Logon 640 = rchase ... & Create Purchase ...
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Saving Your Purchase Requisition

WHEN YOU ARE COMPLETELY FINISHED ENTERING LINE ITEMS, PRESS THE “SAVE” ICON ALONG THE TOP MENU
BAR.

0 This looks like a little diskette. It saves and releases your PR to Purchasing.

0 It is highly suggested that you write down your PR number once it is saved. This will appear in the bottom left side of your screen.

BldHICad DREISDO80 BE @m

Create Purchase Requisition

Document overview on ‘@ Persaonal setting

] Purchase requisitn_@| [T
=
EREIFERIREEERF-RERIE S R ERIE R R EETT

,ﬁ Iltemn|Desvendor |Short text Quantity| LInit aluation price | Total value | Delivery date |A Reguisnr. |Plant |PGr |Matl group |PO

1 Chairs 2|EA 5.00 50.00 |12/15r200 K |JPeters Edin... 350 |EDUCAT...
1“&,“_ K |JPeters Edin_. {350 |EDUCAT.
1“"!-; K |JPeters Edin... 350 |EDUCAT...
[ER|x} [ [« [+

= [1]Chairs ] B

(D]

Material data Guantitiesidates Valustion  Accountassignment | Source of supply | Status | Contact petea Texts | Delivery address SP EC IAL N DTE .
’ihm »  AcchAssCat )Cnst center ] D|str|huuuy.'] . Single account assignm _El  CoCode State Syste.. &) Req LI | S-il'.iDI'IE can tE‘ p‘l ECEd
Unloading Point Recipient « N
GfLAccountNo, 615188 on “HOLD" to be processed
Business Area 35 = T
c0 area ssHE at a later time. A requisition
Cost Center 3511153500 number will still be
Profit Center 35 '
Fund 3511006000 Grant NOTRELEVANT dassig ned when plaCEd an
Functional Area 6330 hnld
Funds Center 3511163600 Commitment itern 615180 -
Earmarked Funds

- [ eon o e

-4 g sta rt EZ{ EUFP User Trainin... _F SAP Logon 640 7= Create Purchase .. T ate Purchasze ...
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Requisition Approval/Release

After the requisition has been created but before the purchase order can be created, levels of approval have been pre-set in Edinboro’s SAP
system as follows:

Role name

RQ Requestor enters requisition in SAP

AC Accounting reviews cost centers and accounts

RP Responsible person (financial manager) approves all

DX Dean/AVP approves requisitions greater than $999.99

VP Provost/Vice President approves requisitions greater than $4999.99
FA Fixed Assets managers review for capital assets over $4999.99

GR Grants manager reviews requisitions for designated grants

Helpful Tips:

Searching for “Des vendor” in Item Overview portion of screen ~ Click in the space directly under ‘Des vendor’ — a drop down
icon will appear.

Create Purchase Requisition

Document overview an | L]

% ab | @

| Purchase requisition
T Header

L'='I- H

|

ST ENEN E N

B

St

iterr{ D

'D_s =T Te o]

-SQnrttext

AN

7
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Click on the drop down and you will see this search window:
Be sure the ‘Vendors: Purchasing’ tab is

_ . _ | highlighted. If not, click on the tablet icon on the
LG chhasini’) Vendars by Mateel |y Vendors.. | (<) 2JCE] far right and choose Vendors: Purchasing' from
Sasrch tem = the drop down menu.

Postal code

Restrict value range (1)

L Wendors by Class

City
[dame *stap®

“endor

0 Click your cursor in the ‘name’ field and type in the vendor name. Always start and finish name with asterisks. Less information

is always better then more when doing vendor searches, for example, if you are looking up Staples, *stap* is better then *staples™.
Hit ‘enter’ key.

0 See if the vendor name and correct city you need is on the list.

0 Iflistis very long, sort the list by the ‘city’ column. This is done by clicking on ‘city’ at the top of the column. One drawback

with the above list is that a street name doesn’t appear.

0 Double click on your selection if it is on the list.

0 If you do not find the vendor you need to exit from the screen by clicking on the blue X icon. Likewise if your search does not

yield any results (a note advising you of this will appear at the bottom of your screen) exit the screen by clicking on the blue X
icon.

0 Ifyou need to leave the ‘Des vendor’ field blank, because you did not find a vendor from the above search, it will be necessary for
the purchasing department to add your vendor to the vendor database. Please provide this information as described in below:
0 Open the ‘Header’ area of the screen and request Purchasing add vendor to database. Enter the vendor name, address/phone and

fax number in the ‘header note.” Click on the ‘header’ icon again to close this section.

Finding Vendor Address
If you have a vendor number, there is another SAP transaction you can use to view address/phone number. Use transaction MK03
(Display Vendor). Be sure the address box is checked and hit enter. You will see address/phone information.
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Item Overview Section: Columns to the Right of Delivery Date:

ltern| Des vendar |Short text uantity| Linit Yaluation price |z Total value | Delivery date
1012087 Part #0012-D32 10 |EA 20.00 200,00 (1002202003

0 There are many fields to the right of the Delivery date column. Some of these fields contain default information which is what you

set when you completed the setup instructions at the beginning of the purchasing training. If these were filled out correctly, you
should not have to enter information to the right of the Delivery date column.

Ordering for grant or project accounts
0 System defaults (in item overview section) are set up for cost center purchasing.

0 Ifyou are ordering for a grant account, find the field to the right of the delivery date (in item overview) that is called “Acct. Assig.
Category” — change the K to a G.

0 Ifyou are ordering for a project account, find the field to the right of the delivery date (in item overview) called “Acct. Assig.
Category”. Change the K to a P.

0 The Item Detail section will show a field called “WBS element’ instead of ‘cost center’ for grants or projects.
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Using Document Overview (Transaction MES3N)

You should find this transaction under Favorites in the Purchasing folder.

Document Overview - It is very important that you learn the value of the document overview function within this software. The
information contained in the document overview will provide history on all your past purchase requisitions. In addition, it will allow you
to duplicate past purchase requisitions with only a few keystrokes and allow you to copy, modify, and re-release previous purchase
requisitions with the new changes.

Ensuring Correct Settings to Use Document Overview ~ In order for Document Overview to work properly, you must change a
setting within the transaction MES3N. Click on the area that says Personal Setting, as illustrated below:

Dispiay Purch. requisition and 10022392

& B dH O SEHE B
(@@ Display Purch. requisition and 10022392
Document overview off | [] % & | Help %63 Personal setting

U
|I II"I'H'II'IF'llrr'h::l-:n rariicitinn = A AAR2IQ2

On the next screen:

0 Click on the Basic settings tab

0 Click on drop down menu to the right of the ‘selection timetable for by doc’ field and choose ‘no restrictions’.

0 Click on the ‘save’ icon at the bottom left on your screen.
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See below for illustration of how this should look!

Personal Seftings

Basic seftings | Defapivalues | Cllck on thE‘

PocuEn QeI - | drop down and

Selection timeframe for my docs Mo restrictions B

i Complle doc. averview automatically choose no
restrictions.

Environment information

[ Enwir. info in new session

Frocess messages directly

[v| Errormessages

[¥] Waming messages
] Success messages
[¥| Information messages

10 Process messages directly

Comversions

[7] Display Key

[v| Intelligent Search Help On ,.-—-"'"""_FFFF ClICk on the Sa\‘re

T — icon (diskette) to
[v| lerm overvigw T ontrol '
,/””// save that change!

B x

Note: The following steps will only work if you have purchase requisitions in the SAP system!

Next, click on the ‘document overview on’ button Document overview on | | on the top left of your screen. This will open up a column of

information to the left of your screen. Clicking this button on and off will change the button title from ‘document overview on’ to
‘document overview off” and display or hide the information field. For this training session please be sure the button says ‘Document

. ,  Document owerview off
Overview Off. |

From within the ‘Document overview” box click on the ‘selection variant’ icon **& and click on ‘my purchase requisitions’ from the
drop down menu. The display will show all the purchase requisition numbers for requisitions you have previously released.
Click on the arrow right icon next to each purchase requisition to display the line number for each purchase requisition.
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Adding Additional Data Fields To Your Document Overview

0

0 Click the ‘change breakdown’ icon.

Click to open
any purchase
requisition to
see line
items

Furch.req/Req. item

B Z) 100170
B [E) 10017030
B E) 10017014
= [£) 10016998
8510
8% 20
8% 20

) 10016378

$u|m|a)|6|ER ] &

Furch.reg/Renq. item

[

B [Z) 1001703
> [2) 10017030
(2 10017014
= [ 10016998
8% 10
3% 20
8% 20
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Expand the ‘document overview’ section to the right by slowly moving your cursor along the right border of the ‘document
overview’ screen until a double arrow icon appears.

With the double arrow icon in view, hold down your left mouse button and expand the document overview window until all the
icons in the window are in view, as illustrated below:
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0 Click on the words ‘short text’ from the ‘column set’ column that is within the ‘Change layout’ pop-up screen, as illustrated below:

Change layout
Sartorder |

[EHENEIENED

Sort criteria Column set

Column Name &F | Column Name

Furchase requisition 1| 8 material group E
ltern of requisition [ ] Material [+]

—— | Ehaort text
(ﬁ‘ﬁPN material
__i_,, urchasing group

Next, click on the arrow left icon to add ‘short text’ to the ‘sort criteria’ column. This will place ‘Short text’ into the column called Sort
Criteria.

Scroll down and click on ‘vendor name (desired vendor)’ from the ‘column set’ column that is within the ‘Change layout’ pop-up screen
and click on the arrow left icon to add ‘vendor name (desired vendor)’ to the ‘sort criteria’ column.

Sottorder |

ENEEIEIES] |

Sort criteria Column set
Colurnn Name =Nl Colurn Name
Purchase requisition )| @ Material group
Itern of requisition @ | Material

Short text @O

Vendor name (desired vendor
C%) MPN material

==""| Purchasing group
Plant

Req. tracking number
Dacurment type
Purch. doc. category
Acct assignment cat.

[+ | T [[«][+]

0 Click on the green checkmark icon at the bottom left side of the current window.
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0 To see the result of what that did, click on the arrow right icon next to each purchase requisition and continue to click (drill down)

on the right arrow icons. The arrows turn into downward pointing arrows and you can now see item text and vendor name
displayed.

| MILLER OFFICE SUPPLY CO.
= [2) 10016904

= {8810

urw-11202- paper- blue

= 8% 20

uriv-11206- paper- huff

= 8% 20

fel 91741 mouse pad

0 How to save the layout you set-up above - If you do not save the above layout (to view short text and desired vendor info), you will
have to re-enter the information every time you log on to SAP.
0 To save the layout, click on the ‘select layout’ icon from the icon menu in ‘document overview.” This icon is the small icon that

looks like a tablet (not the icon that has the tiny yellow box).

Document overview off | O %

> 2 10017181

0 Choose ‘save layout’ from the drop down list.

0 Two fields will need to be competed in the pop-up screen called ‘Layout: save as’:
0 Layout — put your name or some other identifier, i.e., Sarah Layout.

0 Description — if you plan on having many layouts you may want to identify this one. Example: Short text and vendor layout.
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Layout Sarah Layout [v| Userspecific
Description short text and wendor [ayout
v Save X

0 ‘User-specific’ box must be checked.

0 Click on the ‘green arrow save’ icon.
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0 Once again click on the ‘select layout’ icon from the icon menu in ‘document overview.” This icon is the small icon that looks like

a tablet (not the icon that has the tiny yellow box). This time click on ‘manage layout’ from the drop down menu.

Document overview off | O %

| Purch.req./Req. itermiShort texttvndiame;

||[:> 1IZIEI1T1E1

0 When the pop-up box appears, click on the layout you just created under the ‘default setting’ column. The green check mark will

now appear in the box you just clicked.

@ | 3 IH Cee DNk ¢
(@@ Layout: Management
sendardlayout Y T | BB | & F V| BB

User layout
|§| Layout Default setting | Layout description
| |[BETHS Lavou doc overview my seftings
| |RDH LevouT rdh layout
|| RDH LAYOUTT rdh layout!
| ||8ARAH LAvOUT o doc overviews my settings

0 Click on the ‘save icon at the top of your screen.
0 Your layout has been saved as your default layout.

0 Once you have completed the layout it is not necessary to have the ‘document overview’ column be as wide as it is now. You

might want to consider reducing the ‘document overview’ width or clicking the Document Overview button to toggle it off.

0 IMPORTANT! Once you’ve completed using management layout, back out of that screen or it will lock it from other users.
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Duplicating A Purchase Requisition

Before you get started, review the section titled “How To Use Document Overview.” (See page 21)
Double click on ‘MES1IN — Create Purchase Requisition’ from the purchasing folder in Favorites.

In order to duplicate a purchase requisition the following three screen views need to be displayed:

0 The ‘document overview’ column must be displayed. If it is not, click on the ‘Document Overview on” button, as illustrated
below:
@2 Display Purch. requis

—  Document overdew oh | 0 % !53’|

0 The ‘my purchase requisitions’ list must be displayed under the ‘document overview’ column. If it is not, click on the ‘selection

variant’ icon which will display a drop down menu. From that choose ‘my purchase requisitions.’
|@a Display P

Document overview off |

0 The ‘item overview’ section must be expanded from the main screen display to the right of the ‘document overview’ column.
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Create Purchase Requisition
Document overview off | O 5 | Help Person:

Clil:k tﬂ erand @Purchaserequisimn el

L:_‘DJHeafr_
ltem Overview B [@l(o/ae)aleme:
FEEEIE

Purch.req./Re

IB\/st..| tem Deswendor |Shorttext

> @ 10017037
b 10017024

0 Review the purchase requisition you wish to duplicate in ‘document overview’ from the list on the left side of your screen.

0 Click on the purchase requisition you want to duplicate.

0 NOTE - If you only want to duplicate a specific line from a purchase requisition then just click on the specific line under the

purchase requisition and not the purchase requisition number itself.
Click on the ‘adopt’ icon located next to the ‘select variant’ icon within the ‘document overview’ section.

iPurch.req.IReq. |
> [Z)] 10017094
> [£) 10017037

This will automatically place all the items on the purchase requisition in the ‘item overview’ section of the Create purchase requisition’
screen.

0 Change, add and/or delete any input fields (qty, price etc) in the ‘item overview’ section. Don’t forget to update the ‘delivery date’

field.

0 Expand the ‘header’ section and add all required information.

0 Check the ‘item’ section to be sure the ‘unloading point,” ‘G/L’ and ‘cost center’ information is correct.

H |

0 Click the ‘save’ icon to release the purchase requisition to the purchasing department.
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Checking the Status of a Purchase Requisition using Document Overview

Before you get started, review the section titled “How to Use Document Overview.” (See page 21)
Double click on ‘MES3N — Display Purchase Requisition’ from the purchasing folder in Favorites.

In order to check the status of a purchase requisition the following four screen views need to be displayed:

0 The ‘document overview’ column must be displayed. Ifit is not, click on the ‘Document Overview on” button, as illustrated
below:
@2 Display Purch. requis

—  Document overddew oh | O % !‘ja’|

0 The ‘my purchase requisitions’ list must be displayed under the ‘document overview’ column. If it is not, click on the ‘selection

variant’ icon which will display a drop down menu. From that choose ‘my purchase requisitions.’

@@ Display Pu

Docurnent ovenview off |

0 The ‘item detail” section must be expanded from the main screen display to the right of the ‘document overview’ column.
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Docurnent overiew of | | [ % & | Help Personal setting | Accounting documents

Purchaserequisitiun 2 10016840 i@
I?‘_‘liHeader -
|"]:“_‘|l’= Iterm overview
Einem [10]166P SDRAM PC123#5T00018-1256B @ |EEE|
= = R Material data | Quantitiesidates | Valuationh  Accountassignrment |
Eushiel iR
E 13312:;2 [ 112] Accasscat Grants @ Distribution  Single account as:
[ 10016811
b [E) 10016797 Unloading point Retipient
> & 10016770 GiL accountno. 625300

O The ‘status’ tab must be selected from the ‘item’ section. Use the scroll bar and/or the tablet icon to locate the ‘status’ tab if it is
not in view.

— Click here and
[10]168P SDRAM FC133 #5T00018-12568 & §A§v|
Pt Bl - choose Status
Quantiiesfdates | Valuation | Accountassignment | Source of supply Status | Contactpers. ||| OO latl
D 10016822

b B 10016811 essing stat Mot edited g Ordered 0 P
I [ 10016797

0 Double click on the purchase requisition you wish to check on, from the list on the left side of your screen.

0 In the ‘status tab’ one of two possible text fields will be displayed, as follows:

0 The field labeled ‘Processing stat:” will say ‘not edited’ — if the purchase requisition has not been released by the purchasing
department and a purchase order has not been sent to the vendor. This is how your screen will appear:
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Processing stat Mot edited

_—[‘EI'T_-[?@HHE z [%I' ||ng‘ z IE-ﬂ

0 The field labeled ‘Processing stat:” will say ‘PO created’- if the purchase requisition has been released by the purchasing
department and a purchase order was sent to the vendor. This is how your screen will appear:

Processing stat PO created

BYClEIEE BEREER I !Eca

Doc. categnrg.f 8 e F'uru:hasmg doc.  “1* itemn|Shon
Furchase order  |4500015189 10|5che

To View History of All Your Purchase Requisitions

USE TRANSACTION MESA ~ you will find this transaction under Favorites in the Purchasing folder.
There are many fields on this screen; two fields require your input:

0 Plant — Type in 35.

0 Requisitioner — Type in your name as it appears in the ‘requisitioner’ column on the ‘create purchase requisition’ screen. This is

the name you typed in as a default when you set up your initial desktop settings.

Be sure all six boxes are checked midway down your screen on the left side.
‘Scope of List” and ‘Sort Indicator’ fields should default to A and 1 respectively, if not, you will need to type in this information.
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SN RN 5 RN S e R e O i ) 3 ) 2 62

5| ofolele

e|o| oo

Once required info is filled in and

checkmarks placed in the check boxes,
click on the ‘execute’ icon (clock) located in
the gray bar near the top of your screen,
on the far left, to execute your search.

s start O EUP Liser Trainin... W SaP Logon 640 = Create Purchase ... fi= List Display of Pur...
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Viewing Purchase Order History for Specific Cost Center or WBS Element

USE TRANSACTION ME2K ~ you will find this transaction under Favorites in the Purchasing folder.

There are many fields on this screen, three fields require your input

0 cost center — type in your cost center

If you are looking up a WBS (Grant) element, leave the cost center field blank and type in your WBS element in the
corresponding WBS field.

0 scope of list — type in BEST
0 plant — type in 35

H &@@ | O FEGE ST EE @ D

Insert your
cost center

n

Make certain
this says BEST

This is always
35

[ ]
[ ]
[ ]
|
]
Beopeoflist . BEST
|
[ ]
[ ]
[ |
[ |
|
validiykeyoate
Rangeofeoveragete
| |
[
[ ]
| ]
| ]
—
| ]
I

ﬁ'&ﬁ b

.

TR (13 (300) =

J start Of EUP User Trainin... W SAP Logon 640 = Creats Purchase ... fi= Purchasing Docu... B, =D e 4
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Click on the ‘execute’ icon located in the gray bar near the top of your screen, on the far left (looks like a clock).

Congratulations!
You’ve completed SAP Requisition Training

If you have questions on any of the instructions, contact:
Judy Peters
or
Barb James
In the Purchasing Office, 732-2704
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