Purchase Requisition List Display (ME5A)

From the SAP Easy Access PCSB Menu Screen:

Click the Expand Icon to the left of PCSB Menu>Purchasing>Requisitions
Double Click on ME5A Purchase Requisitions: List Display
The List Display of Purchase Requisitions screen is displayed.

To Display an Outside Vendor Requisition:

Enter your 4-digit Location Number in Document Type
/o\%k the Execute icon
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To Display a Storeroom Requisition:

e Enter SUPP in Document Type
Enter your 4-digit Location Number in Cost Center
o \ Click the Execute Icon
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The List Display of Purchase Requisitions is displayed.

\ Double Click on a Requisition Number to view details
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The Display Purch. Requisition screen is displayed for the Requisition Number that you have chosen.
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To view additional information:

==

e Click on the File Folders to view available information on a line item
Or
e Click the List Box Icon to view available choices for information =

e Click the Next/Previous Icons to view different line items
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o Click on a Subiject to display information

EXAMPLE: Release Strategy
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Displays: Release Code, Description, and Status
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e Click the Green Back Arrow three times, to return to the menu
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