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On the SAP Easy Access Menu screen:
e Type ME5I1N in the command box
e Press Enter

OR
e Click the Expand icon to the left of
PCSB Menu > Purchasing>
Requisition
e Double-click Create Purchase
Requisition

NOTE:

Refer to the Initial Setup of Purchase
Requisition Default value screen.doc
located in Outlook Public folders for the
initial default screen setup.

e Click the Default values
The Default values serve the same function
as the Create Purchase Requisition Initial
screen in SAP v4.5.
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The Item Default values screen is
displayed

e Document Type: Type your 4-digit
School/Department location number

e Purchasing Group: Type the
Purchasing group if known or Click
the search icon and select the group
in the drop down list

e Acct. Assign. Cat.: Type K for Cost
center

e Date: Type the date that the Purchase
Order ends (usually the last day of the
fiscal year)

e Plant: Type 9420 in the Plant field

e Storage Location: Leave Blank

e Material Group: Type the Material
group if known or select using search
icon (instructions on page 2, step 3 -
5)

e Requisitioner: Type Your name

e Tracking Number Type a Tracking
Number (optional)

e Supplying Plant: Leave Blank

e Source determination: Click the
Check box

e Click the Save icon

Continue to Page 4, Step 7
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To Search for a Material Group:
3
Platt 00 _Nwa\fspr[ e Click in the Material Group box to
- display the Search help icon
SIUFaQELUEaUUﬂ —NW&VSM e Click the Search help icon
e oty 20 @  Hays e
Reolfoner oo hane  Hays e
Tenolaives Rleahne A9 ] b e
e Click the Restrict Values icon
4 EeBAIERELE e Click in the No restriction box to
Resticions show all possible entries
palelalCn R e Click the Green check or press Enter
Matl grp description
Material g desc. 2
Restrict number o Mo restriction
A
[ G ——— g e Click the Binoculars icon (search
fon, ' help)
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5| [ « Type a partial description of the

Material group your searching for

| Supples (sometimes less is better)

. | Starfing at current line

| Onlyon curent page e Press Enter or click the Binocular
i icon
| Gancel search after hits: 100

Hx

NI of hits: 74 i
52501 Media supplliesfarch|ival machines!equip, supplies B
5A501 Mattress nanufacturing Machinery & Supplies
57501 Microfiche & Tilm eg|microfiln equip. access. & supplies
54001 Notions & related  |sewing accessories & supplies . R
59502 Hursery Equipment & |Supplies o CIICk anywhere |n the ye”OW
61501 Office supplies Gene|eral, Correction fluid . )
61502 Office Supplies Deli|ivered to the schools N
62001 Office Supplies, Erasers, inks, leads, pens, pencils, etc hlghllghted area’ on the rOW that
62501 Optical Equipment, |Accessories & Supplies B
65202 Personal Hyaiene & [Grooming Equip & Supplies other matChes your SearCh
65501 Photographic Equip- [ment and & Supplies (not graphic artsiX-ray)
66503 Plastics, Resing,  [Fiberglass: construc./Forming/Molding equip & =
67001 Plumbing Equipsfixtu[Fistures & Supplies il
o I L]
EQ Posttion cursar [} Find again 3

6
e Double-click anywhere in the row

i with the Material group selected
I HatT group| st gryp description|Descrixtion 2 for the natertal graup 9 P

BIB61 | 0ffice supnlies Geng|eral, Correction fluid

B1802  {0ffice Supplies Deli|ivered to the sthaols

§1563|Binger, 3-ring

G804 (Binding Nachines, |Spiral Type, classroon use

B8 | Discourt affice cont

gaaor  (0ffice Suppﬂies‘ Erasers, imks, Teads, pens, pencils, etc.

B2801|Optical Eqipnent, |Accessories & Supplies

§3001 [Paint, varnish,  protective costings

Hom Detaul vaues Refer back to Page 2, Step 2, to continue

Documenttype 8701 Instructional - & |npUtt|ng the defaUItS

Purch. group 004 Supplies/nstrikit T | Atways pronose

Acctassio.cat K Costeentar g [ Always propose

Delivery ate 0/07/01/2304 [3)

Flant 9420 [ Always propose

Storagelocation [ Ahways propose

Material Group 1501 [ Ahways propose

Requisitioner dn [ Always propose

Tracking Mumber [ Always propose

Supplying plant [ Always propose

Source determination

®
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On the Create Purchase Requisition
7 urchase req) ion 2 el SC reen :
@ R IBHRIBEO0 BRIQR
CleatechhaseRequjsiﬂon . ° CIle bOX Under Short TeXt
Documertoveiewon ‘ O ko ‘{u ) Perscrslseting
5731 Psraciona - B v|Source defarminaiion
e —— e Type Advance Purchase Order-
& /(8] BERET B[22 se| | BB % 6] @ . .
@‘Et Ttmfg Maeral [3nortec \)uamwly‘un‘»‘e\ pice's Totalvaue| ez vendor Mallgroup | Delivey date 7/01/01-6/30/02 (Beglnnlng and
t [dvance FLithzse riz-TOI004-€30-20 ggi:::: E:Emjz Ending datE)
K (Offic2 supp...| 07017204
K Offc2 supp.. | 07C1/214
ii R e Type the Quantity
K Offc2 supp.. | 07C1/214
K (Offic2 supp...| 07017204
; TR IMPORTANT: Quantity will be the same as
the dollar amount that you want to make the
requisition for an Advanced Purchase
Example: Quantity 2500= $2500.00 dollars
Units: Will always be ea (each) for Advance
0 oD Purchase Orders
=l hew e 3 4w
e Type eain Unit of Measure
8
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K (e supp.. 070172004 |3
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K (e supp... 072004 3
K (e supp.. 07012004 |3
K (i supp.. 07012004 |3
K (e supp.. 0012004 |3
K (e supp.. 07012004 |3
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e Type the price per unit in Val. price
column

IMPORTANT: The dollar amount will
always be a one on Advance Purchase
Orders.

e Type aone (1) in the Val. Price box

e Type the Des. Vendor number if
known, go to Step 11

OR

To search for the Vendor number follow
directions below:

e Click in the Des. Vendor column,
then click the Search help icon
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9 Use the 1:Active Vendors (Creditors)
A Vendors (General) k |- Wendors by Country/Campany Code I‘I Em PUFChaSlng to SearCh for Vendors-
.| Search term . . . .
I ocicose ™~ Click the List box icon to display
| iy Available Searches
| Mame
1| Wendor
: Restrict numberto 500 []Norestriction
¥ R
;Vendorg (Genie;ailjr
I: Wendors by CountrCompany Code
K Wendors by Company Code ) ; :
L Vendors by Country e Click 1:Active Vendors (Creditors)
P:Wwendors by Personnel NMumber H
Yowendors by Address Attributes (Fuzzy Search) PurChaSI ng
*%Wendors by Address Attributes
Z: Active vendors (Creditors) by Cormpany Code
v 1: Active Wendors (Creditors): Purchasing
W Proceed Initially According to Creditor Sub-Ledger Accoun
weandors by Class
E:vendors: Purchasing
M: Wendars by Material
W Wendors with Plant Reference
-t Walue Range
10

10 Active Wendors (Creditors): Purchasing k W Proceed Initial ..I|I E|

Search term |
Postal Code

ity

Marme @m
Vendar

Purch. Qrganization @M
Subseq. setilement

Purch. block @

Restrict number to [v] Mo restriction

[olololelelolo]el

v R

Desired vandar

SearchTern|Postallode| City Hame 1 Yendor | POrg| Suset
BIAPLES & (33675 |TANPA STAPLES 4 STEPHENS DG |110673  |0010
STAPLES & | 352610565 | BIRNINGRAN STAPLES & STEVENS TN |113590  |ooi0
STAPLES DIB1782 | FRAMINGHAM STAPLES DIRECT  GA111000 1od47e7  |oot0
STAPLES IN|1581-5173|UESTBOROUGH STARLES TG o479 |ooin
STAPLES TRI33830  |EAGLE LAKE STAPLES TREE SERVICE OF C|104785  |00d0
AL

e Type the Vendor name, or a portion
of a Vendor name with an asterisk

Example: Stap* =Staples
The system will display all Vendors
beginning with the criteria that you have
entered (sometimes less is better).

e Click the No restriction button

e Click the Green check

e Double-click anywhere in the row
the vendor is located

The Des. Vendor field is populated.

e Press the Enter key
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Account assignment for “K” Cost
Center:
e Type the GL Account Number

11

Bthaserequsiton "

CHE 9060 IH0 Q5

Create Purchase Requisition

CEeLrz niewcr ‘ O Eﬁ‘ g 3 H § perzcnalssting o Type the COSt Center
o] 5701 Inscfonal- . W Ecures cefzrminaion
etz
O]9z &7 o] 8ufke Qe[ =) B E%[3 e e Type the Recipient (the name of
[Ble [ afe [uael[sroted ouanily i Vel pive[z__Tot vabe| Decendor el guup [ Deley .. .
a) ik AavanePUGhese D | 26002+ | 00| 2600001476 {oficesup. 0103
I e D o oo person receiving item(s)
| { K [ofica cupp_[t7c1034o
ol I iaio;
[ifem 1110] s Ficrae iz T00R00445. 2 | [a] ] Thls name WI” be prlnted on the PurChase
Vtotsl ata | Quiniiesidetes | valaion  Accourtassignmient | 3outeofsupgly | atus | Contacipason h‘ nog Order

[ 12 dostescat Keostirty B Cishkuior Sl avountasson. & Codose OIP0ke. &
UncethyPont Pechert  Danel

GLAomiIy  BHOCCE

Bushee ea

To determine the GL and Cost Center to

T use refer to the Expenditure Guide SAP
e Budget Accounts.doc located in Outlook
i Public folders.

Eairarked Funds

e Press Enter or click the Green
check

NOTE: Enterprise v4.7 is designed for use
with the screen resolution set at 1024 x
768. If you are not using those settings you
will have to use scroll bars located on the
right side and bottom of your screens.

12

To enter text for the line

e Click the List box icon to add text to
a line item
e Click Texts
e Click in the Text box
1. Type a Description of the
Items to be purchased with
some examples.
2. Type Beginning and
Ending Dates for the

[:nen 11 A Pt age o MANOAD. B BE

i | Aoty | Snedsggh | B8 | Cotpnr | ey e ‘h U0

Purchase Order if not enter
in the Short Text box.

ety A | s hens o asiTalle n e ol se Tonr, i cartids (ut o
B bt ptract) Beor e, B fes s, st 0y 1,200 Lo 3. Type Name(s) Of the Staff
@Im‘m{e 3, 20 e of 33t uthor 263 o prchese et e P 0. Authorized to Purchase
B et .
e against the P.O.
If the Purchase is to be returned to

] a2 School/Department:

e Click Material PO Text

e Click in the Text box

e Type Return Purchase Order to
Department/School (Name) and the
Individuals Name
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st | S | A | Cotpn | Resesby | e Miwnuses (D% Delivery Address:
13 LU BesIgnmen M UUTEEUSUpp‘M aus{ nnarpersunl EEaSESGEM BIS JRINRr a0utess . CIle the LlSt bOX icon Iocated tO the

‘ right of the folder tabs
T : B s
i e Click Delivery address

e Click in the Address box
A e Type the Delivery address number if
Pty M | known
Cnuly (A O OR

i Cend
e Click the search help icon
Addrezs @

Country Key -
Region e Click on the Folder L: Country,
- - region, sort field, name, City, Street
e e Type your School or Department
Street number with an asterisk in the
stz gy ot Search term B field
Restrict number to 580 [] Mo restriction ° Type MEOl in the Add ress group
ST field _

e Press Enter or click the Green check

14 { oy e e Double-click anywhere in the row

LI ity
i | aro 1907 5. FLORAL AVENUE|BARTOW
a7 FLORAL AVENUE|8artow
arun FLOKAL AVENUE|SaRT0W
a7l FLORAL AVENUE| DARTOW
a7 FLORAL AVENUE| SARTOM
| |=ro FLORAL AVE. | BARTOW
Fu| |ara FLORAL AVENUE|SARTOM
| |ore LURAL AVE HARTON
| [erat FLORAL AVE  |@aRTow
| |wre FLORAL AVENUE|SaRTOW
FL| |&rot FLORAL AVENUE|DARTOMW
Fu| |arar LORAL AVE ATOM
k| |oren FLOKAL AVENUE|SARTOW
vi| [o7at ¢ PRE-k|MeRTD ACADEWY 1 LKER AVENUE | LAKELAND
Fu| [971 OFFICE |IHSTRUCT LON-GEHERAL 1926 5. FLORAL AVENUE|BARTOW
v EHE %
Aceouet ssnigement st - sy | Tes Ao
v (=1
Sanetioute numeel
R nesss s[5
iy A [

[ @ Should it be replaced in all iterms

Change delivery address

The delivery address is also
used in other iterms.

by the address number?

Yes Mo || -3 Cancel

with the address

e Press the Enter key (this refreshes
the information)

e Click Yes or press Enter
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15 _
= Address details | e Click Repeat address on
|ﬁ§) Feset address |
||E Repeat address an |
— e Click the Green check to
e —— acknowledge this Information box
€ Deiverasgress i
! — @
Note: Enterprise v4.7 has a new feature,
which displays Total cost per line item and
displays the Grand total, scroll down to
. display the grand total.
([Rlce | roma |Mawnwt  |Snonset | ‘uarmeund] val pcer  To vabse | Des
16 e Click the Save icon

Buichaze reuistion 31 300 End 4
U $181Ca0IlR 90EE RRQE
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The system saves the Requisition,
generates a Requisition number, and
returns you to a blank Requisition page
with the Requisition number displayed on
the lower left status bar.

To return to the SAP Easy Access Menu:

e Click the Green Back arrow
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