Create Purchase Requisition for Assets and/or Cost Centers Account assignments from
the Catalog of Contracts

Steps Screen Displayed Procedures

1

SAP Easy Access PCSB Menu

SAP Easy Access SAP R/2 System Test
= | 2| @[] 2] | [~ [~

Type ME51N in the command box
Press Enter
_or-
Click the Expand icon to the left of PCSB Menu >
Purchasing> Requisitions
Double Click on Create Purchase Requisition

NOTE:
Refer to the Initial Setup of Purchase Requisition Default
value screen. doc located on the Polk County Public
Schools Web Site:

For Our Staff

Help Desk

EBSI lemiA (Material | Shorttext Quantiy|Unit|Val. pice[s Total value|Desvendar (Matlgroup  |Deliverydate
A 061252004 19

A 06252004 19 .

n ot e Click the Default values button
A 087252004 19

"""""""" i I Fa D =fault values

2 The Item Default values screen is displayed.

tern Default Valles

e Document Type: Type your 4-digit
. School/Department location number
Uonumentpe | 105 Lareind .. & e Purchasing Group: Type the Purchasing group if
. known or Click the search icon and select the
Pusch.qraup 002 Technology Y A proese aroup from the drop down list
huctassigeal  Ahssel Yoo s popose e Acct. Assign. Cat.: Type A for Asset (items over
ey D (550 ;ggoogopgg rezgzz] )or K for Cost center ( items under
Plart 040 i propse e Date: Click in the large Delivery date box, Click
the search icon. Select the delivery date based on
StorageLocafion Ay propase the contract terms
il S D — e Plant: Type 94_20 in the Plant field
e Storage Location: Leave Blank
Reqmsmgner BMHERPIM DNW&‘&‘S fropose e Material Group: Type in Material Group
Number from Contract Catalog if one is specified,
Tracking Nrdber -~ 0602 by propase or Click the search icon, Double Click on the
gy D s e Mater!al group, or Leave b_IanI_< if usin_g a
Material Number for ordering item (this document
Suurcedeterminatinn is created using a Material Number from the
COPIERS AND SUPPLIES catalog of contracts)
e Requisitioner: Type the Cost center used to
purchase the Asset for A- Asset type orders or Type
‘ the Name of Requisitioner for K Cost Center
type orders
H | e Tracking Number: Type a Tracking Number
—_ (optional)

e Source determination : Click the Check box
—» Click the Save icon
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Steps Screen Displayed Procedures
3 - - - -
Crate Purchse Rguistn Create Purchase Requisition
tonai | )6 it | o All items must be ordered from the same Vendor
and Shipping Address.
0 a8 s i Important: _ _ _
H Please follow these next steps in the order listed, this
will allow you to use the Repeat on function (Repeat
) 8upe &l ‘LU‘ Gaeey B g et Acct Assignment on).
@ Bl Dl ot Ougt i Vil e To e e D ey Contraf:t (?ataloq Item: _
b -— { R e Click in box under Material
' T Type the Material Number from the Contract
A I Catalog _ '
A I e Qty Requested: Type the Quantity of the item
' WL that you wish to order.
] IR e Unit: Leave blank, unit will default in from
} I8 ¢ contract :
e Press Enter, or Click the green check
4

T

B femA (et Ghotet Quantt i Ve pivee Tlvlu Dessendor W grou
I

i o i 748 & &382]3 R Copmain.
i
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i
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montassn. & Cocor 0ICPOkC. 2

Yo
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Fundionl A

Fings Center Gnmimentfen
Emated Fncs

I Account assignmeant h

The cursor is blinking in the Asset box.
/o Type 80000000 (8 and seven zeros)
e Click in the Unloading Point box

e Type your four digit location number plus 3
zeros
Example: 0031000

e Click the Recipient box

e Type the Name of the person receiving the
item(s)

IMPORTANT:

If you’re ordering more than one Asset.
™ Click the Repeat on icon

If you’re ordering 1 Asset plus 1 or more K (K
Cost center) account assignment.
e Press the Enter key

For this document we are ordering 1 Asset line item
with several K Cost center account assignment line
items.
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5 SRR e i Create Purchase Requisition
He 1]
Click the Default values icon
l.\ H IV I e \I (] s ///.
W el el {3hoted oLt Vil s T v D e o ewdaF
{04 706368 Cope Konza TS TEA DR G Cagmah. 224
h USIZSIZUMH
A IS
Il () — —
Iterm Detault Yalues
ltem Default Values
Euorccjwm:r?ﬂpe EE?;:;?&i:jjmfv Z [ | Always propose ° CIICk In the ACCt aSS|g Ca’t box
Acctassig cat Ah~sset ] [ Always propose
Delvery e | e P » Click on K Cost center
falat ¥ Cost center(TexBk) (| e
Storagelocation |E 1nd. cust w. KD-CO [ ] Always propose
Material Group (M Ind. cust wio KD-CO [ Always propose - -
Requisitioner )? ::ﬁiov.ucsuesgg;osfrztcnon [ Always propose * CIICk the Save Icon
Tracking Mumber 1 rataork [ Always propose
Supplying plant |F Order [=] [ Always propose
Source deterrr 2. Froi. make-to-order [~]
| Mare fields ... |
®
6 IMPORTANT: Follow these steps in order

lm 0031 Lakeland Senio.. & v Souree determination

&) m[as) & [7 (vl B2 %] Bl@ e mefE [ B/ ] e Type the Material number from the Contract
@St ftemiA  [Material  {Shortted CQuanttyUnt|Yal. price[z ~ Total value|Des.endar |Mafl graup ‘Dehvewua Catalog
10A (7006368 |Copier Kanica 7145 1 |EA 630278 6,382.78 CUpymath.‘DﬁlZﬁIZUM
K {7003123 3 ‘DSIZSIZUME
‘KH : \ﬂﬁ’z‘?ﬂlﬂ‘ﬂf e Tab over and Type the quantity requested in
D (I . A
the Quantity field
\tem 1{10] 7006368, Copier, Konica 7145 By Bﬂ
Malradea | Quanfiesiales | Vluaton " Avcountassignnent | Souce ofsupply | Steus | Contutperson hlmm[
\w BorpssCat Adesel @ Disibufon  Snoleaccountassion. @ CoCode 0010PalkC.. & ° Pl’eSS the Entel’ key
Ilnaring Paint - AN 0NN Rariniant Yo Nama
fif o o  Scs it I Accodnt assidnment l
i1 Sloz/a]s s 8] BIS(0) Gt e
T
| | — Type the GL Account Number
= aos 2[20} 7001850, Copiee, Konies, Tonet for Mad_Ta [0 ] w
Matwrialdata | Quondivsidatis | Vdalon  Account assigemart Toaooh | Shius | Contsctpersea | L[+ //. Type the Cost Center
‘;. u::Mkmv.cu K Costeantar By el Snﬁematmlsr:m. B CoCos B0IBPoRC. T
e Type the Recipient (the name of person
receiving item(s)
- St S e Click the Repeat on icon
e
'€ Entes vansabon prico s s n |E
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7 H aonsaRmFs] @00 @aln) 8] B[ 2] 2] o we
[=HED | emiA | Materiat | Bhost fest Guunibty|Lind | Vil prive s Total valus | Desvendor | Mall grg

L . B 1+ This item has a Red Error Message box; the Error
- must be corrected before you can move forward with

= —_————— the requisition, Double Click on the Red box, to

| v e [ o | somessey o Lo || djsplay the Error Message. This error message is to

T e L g Enter valuation price (the Material number didn’t

e e pull in the price from the Material master).
COMen ante

s e Type the Price from the Catalog of

Functional Area

e et Contracts, in the Val. price field

e Press Enter or Click the Green check

19 Enter Valuation prica

iREIREE 21 Bel% 2 D@ Bl B B G| bl s . .
8 Uy ARY: gY Dot DDISD datne -+—s Type the Material numbers and Quantity for
St. \tem‘A Waterial ~ (Shartied Qugnty Ui Val picels—Feiakoater T Walgroup — (Deleny da the remainin | tems
0K 7001854 ler Konica, Tonerfar . TIEA | 3000 00 Copier the... | D2872004 g
K [Tootags 1 a8 ]
K [Tootegs 1 A ] o Press Enter
[ o

nem 3020] 00154 Cope, i Tre b, ) B]

Uit | Comtiesabs | Vi Aowtessipent | Sovceofsugly | Sls | Conadpasn ‘h e
\

8
A IR | These items also have Error Messages; the Errors
= olmimsialelaiesl=zme stesme el Ml BIE] | | myst be corrected before moving forward with the
_% e e —m i | | requisition. The error messages are to Enter
| o valuation price (the Material number didn’t pull in
\(Em 3[30]17001855, Copier, Konica, Developer for . B EB the price from the Material master)-
Malerial data |, Quantitiesidates | Waluation ' Accountassignment | Source of supply |
/ﬁ‘ AccAssCat K Costcenter © Distribution Single accountassign.. @ CoCode -
R . - e Type the Price from the Catalog of Contracts
femesnes [ in the Val. price field for each Line item
o o e Press Enter or Click the Green check
E::;ZDS::'\::?E e311 Cormmitment tern 4510008
| Enter valuation price
o Verify that the price on the requisition is the
same as the price listed in the Catalog of
Contracts, change the price to reflect the price
in the Catalog of Contracts as required
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9 IMPORTANT: If Texts needs to be added to an
of the Items
T Click the List box icon
=
\ 4] U
e Click on Texts
el e T 3l
VAtai | st | Soeorsigl | Sohs | Corlgen | Reksestiy  Tei I\.Eﬂ e Click in the Text window to pOSitiOﬂ the cursor
femtes A [ Ty 3 01T strigtion for e Tty e nvering, (ol size, <€ ||| Type a fU” descrlptlo_n for the item that you
B e tge, ol o i, gt o, comary 4 ., o are ordering (Color, size, type, color of fabric,
fou can cut and paste rom veh pages, vord docunents, and Eicel .
B oo it part no., company id no., etc.).
B Defeyiet
el PO
M 1 Corinuoust. Y
10 —— : —— — IMPORTANT:
o — L If your order is from the State of Florida or PCSB
list of Contracts, The Contract and/or bid number
| 1110708 Con o145 2w will be entered in the Material PO text of the first
Ve | Asortassiment | Sowtaofsugpy | Sas | Comatpern | Reasestaty  Tots M.Eﬂ line item.
Hern Any.. | If dering fron the State, PCEB Contract, ar f te b H H
iy |t e noend a e e, |4+ *  Click on Material PO text
B o e b on e e o (110 e Click in the Text window to position the
Delivery e Cu rsor
B egielPOte o/ 4
e Type the State, PCSB Contract, or quote
T information (number) in the Material PO text
field. This information only needs to be on
the first line item (1[10])
o e — - "
o oD = Celivery: adodre == |
e e b5 8 [al]
fieon | Aossigmert | Socevsunh | S | Coalpesn | Reeszsbcy | Teds M.Eﬂ@ < ® CI |Ck the L|St bOX |C0n E
Wateral $ata f—
[lmteds A | I o crdgring fror the §2ete, PUSE E?rtra[t‘ o fran & qurte type Quartiesiials
Euz::ﬂﬂe v }EsdEuﬁehguz:e{r;nr_%pztrwalti?ij;ﬂ(?eﬁxﬁ])ﬁeld Thi< informstion only — CIICk Dellvery addreSS
B Doyt Apcount assicnent /

B etalpCtt o

St cf3upy
83l

[4[0] 1 Coniuous..

Cantactperscn
Release shratzgy /
*Tas

>‘GAS Delay aturess
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11 Please Note:
hEm 1[10]7006368 , Copier, Konica 7145 g Bﬂ -_— . .
Aocountassignment | Sourceofsupply | Slalus | Conlactperson | Releaseshalegy | Tews ' Delveyaddress | [¢]) /%] If the CcO ntl"aCt requlres that the Items be
T8 : R shipped to the Warehouse — you must enter

23071 the warehouse address number.

StreetHouse number
Postal code/City Address  22641]
Country s UsA Customer

- 1 [T~ Type the Delivery Address Number of your
- School/Department or 23071 for the
Warehouse

The delivery address is also
used in other items,

1[10] 7006368, Cof
aunt assignment h Soure

oy | Texs ~ Delveryadress | [+[r[5]

- & Address defails
&)  should tbe rsplacedin alltems

bythe address number?

e Press Enter

Juse nurmber

adeiCity Yes No
s Usa

(R camel o

Address

Wendar §Cvend

T—e Click the Yes button

\ \ mza:] 1+—o  Click the Green check

it
; [4lv]
i @‘/?Eeasgsvw | Tets ' Deliveryaddress | [«]2]’]
v
j g & Address defails
ne LAKELAND HIGH SCHOOL IOFFICE %] Reget address

[[1 Repeataddresson
refHouse number 726 HOLLINGSWORTH RD
dal codeiCity 33801 LAKELAND Address 22641
intry us USA Customner

—

nnnnnnn

12

BAHICES8 SRE D000 IEE @
Create Purchase Requisition

e Click the Save icon

Document overviewon || (O] | & | Hoid || g8 & Personal setfing

[| 0031 Lakeland Senior 1@ Source determination

e oot o Tl iew == |1 The system saves the Requisition, generates a
e e e e B Requisition number, and returns you to a blank
: Requisition page with the Requisition number
Create Purchase Requisition displayed on the lower left status bar.
Documentovervewon | | |C] |65/ Hold | g& Personal sefting
[ ] b1 Lakeland Senior 121 [v] Source determination
‘a}%j‘FI?TEhlﬂ‘l‘El‘?lf?hlﬁal‘l BalsluﬁiﬁllﬂB IIT‘ (& Purchase requisition nurmber 0010146414 created
K
K
[+ ][
@ Purchase requisition number 0010193734 created
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