Create Requisition - Outside Vendor (No Contract) Cost Center and Asset

Steps Screen Displayed

Procedures
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SAP Easy Access PCSB Menu

e Type MESIN in the command box

e Press Enter
or
e Click the Expand icon to the left of
PCSB Menu > Purchasing>
Requisitions
e Double Click on ME51N - Create
Purchase Requisition
NOTE:
Refer to the Initial Setup of Purchase
Requisition Default value screen.doc located
on the Polk County Public School Web Site
at: www.polk-fl.net

\ Click on the Default values button

2
LC o Defaul Values
Dot (091 Lkend . 3
Phgop 005 Suiesinatiet & [ kejeponase
Autassioeat  KCosteeer B [ Aways popose
Delierydte 0 D4/27/200
Pl W Ay propoce
SorageLocaton  vegs popase
Mt Gragp 5201 @ " Mvags popase
Requsioner— Tour Nane Ay propoce
Trathing Noraber | 8031  vegs popase
Snpling plant Ay propoce
 Soure detemingion
‘ More fiels. ‘
5 &

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, or A for Asset (items over
750.00 per item)

e Date: Type a date that is 10 business
days from the current day

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 for K
- Cost center type orders, type the Cost
center used to purchase the Asset for
A - Asset type orders

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

E{

e GotoPage4, Step 6
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Steps
3 Flant 042
Storagelocation
Material Group G20
Requisitioner You
Tearlsairmm hlinmabar [p]afe}

To Search for a Material Group:

] [ ] Always pre

[ ] Always pro
a1 @4* IREETE
r Hame [ ] Always pro
1 LI [ PP

Mat1 grodup| Mat) grp description|Des

cription 2 for the saterial groug

L]

BOBET
BOBO2
DOSOS
DOS04
o106
[T

Ao

01003
01501
82001
B2002

. Moy
it L1

Fot.

At
Eont

o5 |ace

essories, Adhosives

fale
uid Chamicals

or Driven

\pRant, FartafSupplies

BasOry 1tems

Restrictions
Material Group E ’//
Matl grp description
Material grp desc. 2 =
-/’
Restrict number to [v] Mo restriction
Matl group|Matl grp description|Description 2 for the material group A
1 -
beget Ahrasive Belts
00582 Sandhlasting
00583 Sandpaper /
i) Ahrasive Wheels
01881 Aeoustical Tile, hecessories, Adhesives
01882 Insulation, alum foil
01883 Insulation, supplies
01581 Copier chemicals
02061 Mowers tractor ntd |rs
02062 Tractor Mounted blad|Loader/Dozer Blades
02883 Past hole diggers tr|Tractor mounted
020084 Farm Tractors wheel |Type, Back-hoes
02085 Tractors Garden
02006 Hoes, Rotary/Rakes, |Hay Balers
02887 hg Applicators 1iqui|Liguid Chemicals
02068 Grain Bins
02089 Brush Cutters/saws (Motor Driven
02281 Brush Chipper/Cutter |5aw Parts
02501 bir Compressors Mounted, Portable, PAuh Pressure
03181 HYAC Wall Hung Units
03182 Humidifiers,
03183 Temperature controls
03164 AL units wind /thru |uall
03185 HYAC Spray insulatio|n, Aci
03106 Cooling Tower Compon |ent;
03501 Aircraft!firport ipnent, Parts/Supplies
03761 Anusenent
03762 Decarations
03763 Entertainment
03704 Toys
03785 Promotiopdl products =
04801 Live accessory items il
vEHEEDO L%

e Click in the Material Group box to
display the Search help icon
e Click on the Search help icon

e, |
Lﬂ'

Click the Restrict VValues icon
=]

FRestrict walue Randge

e Click in the No restriction box to show
all possible entries
| —e Click the Green check or Press Enter

Restrict “Yalue Range

Click the Binoculars icon (search help)

(R
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a1 Find ofice \ -
gel [v] Starting af curent ine T e Type a partial dESCI’iptiOI’l of the
falt [ Onlyon uent page Material group your searching for
s (sometimes less is better)
ing Cancel search after hits: 160
i oy —e  Press Enter or Click the Binocular
Fmd e icon
L~
il 0 it " e Click anywhere in the yellow
1504 |Portable Office  |Fldgs, fabricated & prefab highlighted area on the row that
£ e matches your search
47543 ABCO Office Furnitur
fiagez [alculators, office
£0501 (ffice Mechanical  [Aids, g nachines & apparatuses
£1581 (ffice supplies Gene ~ Correction fluid
fi1502 Ufﬁce Suppﬁes ivered to the schools
2123310 g}igggMErasers inks, leads, pens, pencils, etc.
£4501 Paper Office/Print ¢[Print Shap use
k0| i
@ Pasition curgor Eﬁ'] Find again || 3
5
il mt=rial CSroud
[ /. Double Click anywhere in the row with
the Material group selected
i
T g o Do 2 2 ol e ///
o el o i Refer back to Step 2, to complete the
i WMWMMMWMWWW///// Defaults
0L (oSl e ot
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sfion Edi Gofo Enylonment Systern Help

U g 0a0 SHED0LN BN OB

Create Purchase Requisition

Create Purchase Requisiion L+—=  Type Description of the !tem you wish
| o ‘ to order. Always put the item name
Doctmert nienin on ‘ D B Hid ‘uu Parsnalsefing ﬁl’St, followed by a short description
003t Lo Serin. 3 ¥ Sunedtfaton .
el ——e Type Quantity requested
B8 olfe &7 BXY Dlq:mE B B/ et _ _
Bl et b et o/ |yt T Type Unit of Measure if known, to
K dstings. | [ e WK search follow directions below
K N O 274
K LTI e Click in the Unit column
K Siggy W
k fica 51,0 . .
T OM% .| ® Click the Search help icon
k Ol WM ™~
K Ui WO G
K Ui WO
K Ul WM

Purchase reguisition unit of measure

Dimension text

Commercial|MU | Measurement unit text
B * |Inch

"2 "2 |Sguare inch

"3 "3 [Cuhic inch

4 3 Percentange

%0 %0 |Per mille

C C [Degrees Celsius

F F |Fahrenheit

[} pA |Microampere

uF UF |Micraofarad

PGL PEL| MicrogramdTiter

HGO HEO| Microgram/cubic meter
pL pL [Microliter

un UM | Micrometer

oog 008 Group proportion

228 225| Sguare millimeterisecond
A s Ampere

ACR ACR| Acre

BAG BAG| Bag

EAR BAR ([ bar

BDL EDL|Bundle

BoT BOT|Bottle

BOX BOX | Box

BOK BOK(|Becguerel /kilogram

C C Hundred

C2g C3E| Cuhic centimeter/spéond
CAN CAN| Canister

CAR CAR| Carton

CAS CAS| Casze

CCH CCM| Cubic centjMeter

co CD |Candela

co3 CD3| Cubic cimeter

CL CL |centjfiter

Ch CM | Cepfimeter

Length

Area

Yolume
Proportion
Proportiaon
Temperature
Temperature
electr  curr
Electr. capacity
Density
Density

dimensions)
ressure

(no dimensions)

(no dimensions)

(no dimensions)
Spec.act radioac. sub
(ho dimensions)
Wolume rate of flow
{no dimensians)

(no dimensions)

(ho dimensions)
Yolume

Luminous intensity
Yolume

Yolume

Length

1«[+]

LDl

¥ F & H

Furcha

requisition unit of measure

e Click the Binoculars icon

N —aT=T—a

Find ea <4

[v] Starting at current line
[]Only on current page

Cancel search after hits:

o Type a description of the Unit your
searching for (sometimes less is better)
Press Enter or Click the Binocular
icon
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P NE. of hits:

= 4

[ —— — i1 |

13

EA EA |each 44— fon dimensions)
i |FT2 FT2|5quare foot Area

HA HA | Hectare Area

Kh2 KkM2[Sguare kilometer Area
¢ [LF LF |Linear Foot (no dimensions

M2 MZ |Square meter Area

MIZ MIZ|5quare mile Area

MHZ2 MM2| Sgquare millimeter Area

MHA MHA[Mi1Timeter/vear Speed

RH RM | Ream (no dimensions)

5F SF |Sg Foot Area

Y02 Y¥D2|Sguare Yard Area

YR ¥R | Years Time

Position cursor [H] Find again 3§

—  Click anywhere in the yellow
highlighted area in the row that
matches your search

sition unit of meas

ure

Measurement unit text

Dimension text

Commercial| MU
| |Ea Ef
=| EML EML
LIF F

Foz FOZ

FT FT

FT2 FT2

FT3 FT3

FY¥R F¥R

] G

G/L G/L

GAL GAT

GAL GAL

GAL GAU

GHE GHE

GKE GKG

GLA GLA

GLI GLI

GM GM

GMZ2 GH2

GM3 GM3

GOH GOH

GR GR

GRO GRO

H H

HA HA

HL HL

HF HF

HFP & HFP&

HR HE

HZ HZ

J g
i |JKB JKG

Juo Jno

<

0]

Furchase reguisition unit of measure

efflch <
Enzyme Units ¢ Milliliter
Farad

Fluid Ounce US
Foot

Square foot
Cubic foot
Gigajoule

Gram

gram act.ingrd / Titer
Gram act. ingrd.
us gallon

Gram Gold
Gram/hectogram
Gram/kilogram
Gallon Conversion
Gram/liter
Gram/Mol
Gram/square meter
Gram/Cubic meter
Gigaohm

Gross

Gross

Hour

Hectare
Hectoliter
Ficosecand
Hectopascal

Hours

Hertz (1/second)
Joule
Joule/Kilogram
Joules Mol

T THTETTE TS T
(no dimensions)
Electr. capacity
Volume

Length

Ares

Volume

Energy

Mass

(no dimensions)
(no dimensions)
Volume

(no dimensions)
Mass proportion
Mass proportion
i{no dimensions)
Dengity
Molmasse

Mass coverage
Density
Elec.resistance
(no dimensions)
i{no dimensions)
Time

Area

Volume

Time

Pressure

Time

Freguency
Energy
Specific energy
Molar energy

0]l

| v R 58 ) 3

» Double Click anywhere in the row
with the Unit of measure selected

Create Purchase Requisition

O & Had | g2 T B Personsl setig
] oot Labaars serr_
| ERENON. - - ;
S alloos) alw|0¥a Bk |Dcn@ales

|Fplce | mama |Maensl  |ceonied

Document gverview on

o EUrE SeteTmINaBon

)] %5 | 0w

¥
[
T

K
¥
T
¥
|

ue Range

Avendars (Generaly k I:%endaors by CountrCompany Code ||I Em

|| Searchterm
. Postal Code
A city

1 Mame

lelelelele

7 Mendar

| Restrict numberto 500 []Ma restriction

v & B

Create Purchase Requisition

[T Type the price per unit in Val. price

column
Type the Des. vendor number if
known go to step 12, to search follow
directions below
S Click in the Des. vendor column, Click
the Search help icon

&

™~

Fe=strict walue RFRandge

Use the 1: Active Vendors (Creditors)
Purchasing to search for vendors.

\ Click the List box icon to display
Available Searches
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Eiomce Su...iD4I2TIEDD4 ii

oE B
v Avendaors (General)
I:¥endors by CountCompany Code

K:Wendors by Company Code

L: Wendaors by Country

P:%“endors by Personnel Mumber

¥ Wendors by Address Aftributes (Fuzzy Search)
¥ Wendors by Address Aftributes

Z: Active Wendors (Creditors) by Company Code

1: Active Wendors (Creditors): Purchasing

W: Proceed Initially According to Creditor Sub-Ledger Accoun
C:vendors by Class

E:“endors: Purchasing

M: “endors by Material

W Wendors with Plant Reference

Search term
Postal Code

City

Name

Wendor

Furch. Organization

Click 1:Active Vendors (Creditors)
Purchasing

/0

L+ Type the Vendor name, or a portion of

a Vendor name with an asterisk

Example: U*=U STOYS

The system will display all Vendors
beginning with the criteria that you have
entered (sometimes less is better).

Suhseq. settlement
Purch. hlock

Restrict number to

[v] Ma restriction

[olplelololelelal

W/

e Click the No restriction button

|| —e Click the Green check

11

1L«]1[»]

SearchTern|PostalCode|City Nane 1 Vendor POrg| Suset (B
T4PS BOOKS GAINESYILLE UNIYERSITY OF FLORIDA FOU|113399 8610
PENINSULA | 32216 JACKSONVILLE 1.6 LEGAL SERVICES 500066 6610 IS
1D L LABD|61632-2629|ROCKFORD U'D L LABORATORIES | 1198082 —8Ht0T T |
Il § CHESS| 12553 NEW WINDSOR [ 40675 6610

U 5 Tov c|se0z27 SKOKTA U5 TOY COMPANY INC 106462 ae10

1§ & COMP| 33813-1114|LAKELAND U & & COMPUTERS TECHNOLOG| 106464 8610

1 § 4 SHOO| 80989 COLORADD SPRINGS 1§ & SHOOTING 106466 6610

Ul 5 CHESS | 12583 NEW WINDSOR U 5 CHESS FEDERATION 41856 8610

1l § CONGRE| 20065 UASHINGTON, 0.C 1§ CONGRESS HANDBOOK 109530 6610

1l § DERART| 30384 ATLANTA 1§ DEPARTMENT OF COMMERC|4B676 6610

1l § ENERGY| 33760 CLEARWATER 1 & ENERGY SERWICES INC | 106468 8610

1l § FILTER| 31792 THOMASYILLE 1§ FILTER EMU PRODUCTS | 106472 6610

Ul 5 FILTER| 33655 TANPA U5 FILTER DISTRIBUTION G|1B6470 8610

I 5 KIDE | 32142 ALK COAST 1§ KIDS 106478 8610

1 § POSTAL|19170-0166|PHILADELPHIA 1§ POSTAL SERVICE 111263 6610

1l § POSTAL| 18720 NEW CASTLE 1 6 POSTAL SERWICE/ACCT #|106482 8010

1l § POSTHA BABSON PARK U § POSTHASTER 15458 ae10

gl B C@QSHE 0NN PR Om

Create Purchase Requisition

Document oveniew on ‘ 0§ Hog ‘ 4o Personal setting

(1] 0031 Lakeland Senio..

v/ Source determination

&

(8] [m[B2(a[< W) Bz 0] [bz|Ee)

(%] 01 ot s |

>

Material

.| ftem Short teit Quantity) Unit Val. price|z.

Total valug| Des.vendor |Matl group | Delivery date

Mushroom paddles -200. 4|EA 998 106462 || Office Su.

0412712004

Offce 8u.

0412772004

Office 5u.

0412712004

Offce 8u.

0412772004

Office 5u.

0412712004

Offce 8u.

Office 5u.

0412712004

Offce 8u.

0412772004

Office 5u.

0412712004

== =|=|=| =| =| =| =| =

Offce 8u.

[
I
[

I
0412772004
I
[

I
[

0412772004

werndor

reacd

—e Double Click anywhere in the row the
vendor is located

Create Purchase Requisition

The Des. vendor field is populated.

e Press the Enter key
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Create Requisition - Outside Vendor (No Contract) Cost Center and Asset

Steps Screen Displayed Procedures
12 : Create Purchase Requisition
0031 Lteland Bemi.. 3 ¥ Soute deemingion
Dt Important!
[ v ol [Fm (@ T .
) e8P Befie DigeRse BB B Follow these steps in order:
BUSt | lem (lseidl  hotiet Qo U Vel ez Tealloe Desyendor e roup De\ivewdf Account assiqnment for K - Cost Center
Q| Wsronyatdes-0. | 4| 0 T [ [ e Type the GL Account Number
: fL ”‘Wﬂ% A e Type the Cost Center
( e 0407 ..
i il A /0 Type the Recipient (the name of
person receiving item(s)
ﬂnem 10 Memomyattes OB B] 7 Click the Repeat on icon
Wil | vt | Vot | R
amm i For the GL and Cost center to use refer to
i Expenditure Guide SAP Budget
ok Accounts.doc located in Outlook Public
folders.
C0Aes olders
CostCenter .
i e Press Enter or Click the Green check
Furd
Functonl Aea
Flnds Center Commientfem
Eamated Funds
13 T Fr— Account assignment for A - Asset
AeIANd anio. & ¥ S0urte oetminalon H
The Cost center is entered at the Default
100 Value Setup in the Requisitioner field.
5@ ol Al e nlgeRhee [ B G
B b e ot T e e | Type 80000000 (8 and 7 zeros) in the
K HtiDomes 1B T T L e 3. Asset field
K (T
K e .14 o Click in the Unloading Point, type your
A =

EO [

GiLAceount o,
Business Area
Aot g 3
00

Orger

Retipient

Watealdafa fiesidates h Vaein Auountassiomment Eofsuply h Sttls h Contart prsen h

Snglesooutassin. & CoCode O010P0kC.. 2
o Name

School location (number) and 3 zeros
Example: 0031000

/c Click in the Recipient field, type the
name of person receiving item (s)

e Click the Repeat on icon (If entering
more than one Asset)

S |

=]

e Press Enter or Click the Green check
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Steps Screen Displayed Procedures
14 PP To order additional line items follow these
%@ sl FI0) @] directions,
‘@TWTMQ(ENB\ :h;s;z«t Ouam:ygzwt val Sv::z Total valug| Desvendor z;ﬂwgvsnjp UD“Q/\IN:/;\/UHU ° CIiCk in the Sho rt text Column in next
£ e TR O available row and enter short text
s et e Type the Quantity requested
B=|liem 1 [10] Mushroom Paddles - 200226688 bl -
]n Accountassignment | Source of supply | Sfatus | Contactperson | Releasestategy | Teds | Delieyaddress | [¢[[%] i Type the UnIF Of Measure (rEfer to Step
M) [7m Aschsscat K Costcenter & Ditibuon | Singleaceauntassign. Bl CoCode 0010Pole.. & 6 for SearCh’ If necessary)
AT * Type the Price per unit in the Val.
B price column
o D Continue these steps until you enter all
requested items.
e Press Enter or Click the Green check
I Acwumassiglgel;k Source ofsupply | Btatus | Contact person Mlmm‘—- B V Tt
Waterlal data
ribution Single accountassign.. & CoCode 0010 PalkC.. & Quartiies/dates
Resipient jfour Hame Valuion . . .
v Account assignment CI'Ck the L|St bOX Icon '[O add teXt tO a
Source of supply Iine |tem
Statug - - .
N Ve Click Texts (skip to Delivery address
CH— if no Texts are required)
mﬁ
Cormmiment fem 4518300 e T8
15

Lreate Purcnase weqLusmon
won | [ 0 koW | 5o QF BB & Personal suting

E 0031 Lakeiana Sesio . B

» Soutte deleeminaton

Ty Headar
= alm(os alw/m¥: =6 Ola:]aza) 0] B[S0 Bt
ERioL. | memla | Materis Shon text ‘Guanety, Ui Vil price| T ‘Totwl viiug| Des vendor Mt grous | Delivery &
{4l T Spots B EA [ [TET]
af m Mt domes | 5 |ia [T s |
#=|emm 110 Mushroom Paddies - 200276683

Accourd assignmest | Sowrce ofsupply | Stas |

v Text=

Click the up, down arrow or the List
box icon to select the line item to add

the text qu =

-
Click in the Text box

Type detailed information such as
Manufacture ID #, color, etc...

t

SAP does not have a spell check function.
You can use MS Word keyboard shortcuts to
copy, cut and paste text.

NOTE:

mment | Souceofsupply | Slius | Contuipeison | Releasestisey ' Teds

| O0E

Waterial data

1- Fink Paddle Quanttiesates

1- Red Paddle

1- Blue Paddle Valugion
Accaunt assignment
Source of supply
Status

- Cantact person

1 Confinuous. &

Release stratagy
v Texts

b ‘ DS1(1| Delivery address <

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

™~ Click the List box icon located to the
right of the folder tabs

—»  Click Delivery address
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Steps Screen Displayed Procedures
1 e
6 Foviigned | Somedgl | S | ol | B | T e (2 Delivery address
Ti g B st Click in the Address box
Hame
Type the Delivery address number if
known
SteaHnis e or
Py s | Click the search help icon
(uy 5 1B (st @
Tt Send
Click on the Folder L: Country,
region, sort field, name, City, Street
Coauntry Key
e Type your School or Department
Seatch Tern 2 N number with an asterisk in the Search
zlmpa”"”ame term 2 field, Example: 0031*
Street
Address group nett|[a) Type MEOL1 in the Address group field
Restrict numhber to 500 []Ma restriction ;
Press Enter or Click the Green check
V& %
18

Mumber of delivery address

Gty (R  A(B Nane Gtreet ity

[ |FL| (6831 OFFICE|LAKELAND HIGH SCHOOL /OFFICE|726 HOLLINGSWORTH RD|LAKELAND <4

Mumber of delivery address

VB0 3%
=] Address details
Address 22641 [=
Custamer
Wendor S owend

Change delivery address

The delivery address is also

used in ather items.

~ &P snhould itbe replaced in all ite
by the address numbers

Yes | (W] || - Cancel |

Double Click anywhere in the row
with the address

Press the Enter key (this refreshes the
information)

Click Yes or Press Enter
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Steps Screen Displayed Procedures
19 |_» Click Repeat address on button
= Address details L
(=) Reset address /
o Repeat address on &7
e Click the Green check to acknowledge
this Information box
& /8] &[5]H/%:) 2%z 08 e[RaE ] B[H[0) B x| EYL: . .
S e A Materis ‘Shuntm Qg Unit Val. picez — Totalvalug| Dessendor | Mt group Delvery o Enterprlse va.7 has anew featu re, WhICh
10k Woston P 10| S| 090 1900 10820 . DT displays Total cost per line item and displays
A ak [#'5p0 9| 5m 8341 Offe 80 4700 ] :
& K o o 1eea | 1938 7 O 80 1470 the Grand total, scroll down to dlsplay the
K Ofee . VT grand total.
K Offe . 2720
K Offe 0. [JZ7E0)
K Offe 0. 14200
Iy WilILE U, .U‘MHLUU‘L
K Offz .. 12720
K (s 5. 047720
« (s S0, 047720
K (s B0, 04720
K Ofice .| 0427200
YT 4
[
Falrar 1Ny
20

L sjag

Qe SWE tnoo 0o oE

Create Purchase Reguisition

Docoment pmrdewon || [) 2F Had | §8 & B @ Personal sesng

sl 2]
14 1=

miA_[Wabisl | Short sl

FuThass mquisBon nameer 0101 46414 cmaied

« Seusce delermnadon

|Bz AWK T Bx%a QA8 B 850 ke

Crwinkty st Vil price. 2

Totel vaksn Des veodsr | My

[081 00090 = oweitnt ¢

Create Purchase Requisition

—e Click the Save icon l!'[

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

}>ar.

(§) Purchase requisiion number 0010146414 created
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