Create Purchase Requisition with Contract Discount

Steps Screen Displayed Procedures
1 Read Before You Begin:
AT Before you begin a Contract Requisition you
s Vi R t have the information from the Contract
mOut\ookToday-[Ma\\box-Hamby Iia ?j Adams, LynnM. - Math Manipulatives Curticulum Resources 04-15-04 must have the intormation from the Lontrac
et £)  Adams, Ly M, LODKS 00543 Catalog.
€& Cobnda ) Adams,Lym M. Library Media Materil 715-001-01-1 3-9-04
-~ contts B) dams, LynM.  LAMPS 12-3-03 . .
() vkt tens B Wouds Rubert,Fingaints 62843 If you do not have the information — STOP
B E] Voot RoertE. COPIRS MDSUPRLES- 1304 and print out the Contract Information from the
@t ) Adams,Lym M. COMPUTERS 3.6-04 C Catal | din:
(ﬁi\l”“tma‘ B)  Adams, LynM. Computer Repair Parts 3-0-04 ontract Cata O_g ocated In: i
”“Oatz; B) hdams,LymM.  Computer Memory 3-03-14 Outlook > Public Folders > All Public Folders
(ﬁSentItems j Woods, Robert . CLASSROOM FURNITURE 04-23-04 > Business Services > Pu rchasing > Catalog
@Tasks j Adams, Lynn M. Classtoom Calculators 4-14-04
Ll ndans Ly, Catdog Discounts 41504 of Contracts.
@PersonaIFo\ders _1 AT : .
B @ Public Folders i Voods, Robert £, Audio Yisual, Video 05-17-04
j A Favantes @ Woods, Robert E. Athletic Field Marking Paint 8-28-03 .
A B g, WeaCames 061243 Double-click the Name of the Contract for
-gﬂ\pp\eADayCafe B adams Ly, Adrmiisraton uiture 5-13-03 the type of item(s) you are ordering, and print
{52 Board Agendzs and Minutes :
@ Busnegs Jervies From: Adams, LymM, Te: itout.
4 iy Aecunting Subject: Catalog Discounts 4-15-04
@ Finance =R
47 FoodSenice u]
£ po Catalog Discourts
£ Purchsig 4-13-04@:
41 Cateogs o Contratts
@ Confeence Roam
e~
Y Reistion rfo
(ﬁ Storeroom catalogs
2

Menu  Edit Help

L= |®®|Qﬂd]ﬂﬁ|$3@ﬁﬁ|@\®

SAP Easy Access PCSB Menu

SAP Easy Access SAP R/3 System Test
== R

[ Favorites
= {3 5AP menu
< {33 PCSB Menu
I (3 Finance
[> (1 Property Accounting
&> (3 Plant Maintenance
< = Purchasing
< {3 Requisitions
2 MES1N - Create Purchase Requisition:
@ MES2M - Change Purchase Requisition
@ MES3M - Display Purchase Requisition
@ MES4M - Release Purchase Requisition
@ MESA - Purchase Requisitions: List Display
@ MES4 - Collective Release of Purchase Regs.
@ ZE58 - Display Grand Total of Reguisition
@ ZEST - Release Requisitions
2 XK03 - Display vendors
I» (3 Purchase Orders
< 3 Goods Receipt
) MIGO - Goods movement
& (0 Payroll
I» (3 Human Resources
[ [ 5AP Main Menu

e Type ME5IN in the command box
e Press Enter
_Or_

e Click the Expand icon to the left of
PCSB Menu > Purchasing>
Requisition, 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.

Dutumentoveniew on ‘ O o H‘u P seting

§[c[3z) & 9H[%e Be ke Dlga el ] B 6[0 G|

B, | temlA |Material | Shortfext Quanly Unit| V. price(s ~ Totalvalue|Desendar |Matlgroup | Delivery dete
A DA242004 19
A DA252004 19
A DADE2004 19
A DA242004 19

Create Purchase Requisition

e Click the Default values button

|D efault values

The Default values serve the same function as
the Create Purchase Requisition Initial screen
in SAP v4.5.
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3 ltern Defaultalues = lterm D eTault Wwa
. e Type your School or Department number

Documenttpe 0031 Lakeland 5e.. & in Document type field

Puh. oo~ 01 StorzraomFumY & [ Abway propose e Type the Purchasing group or click the

. " search icon and click the group in the

Auctasaieat K Costrenter ] Ay propose drop down list

Delienycate D 05/25/2004 e Type “K” for Cost center, “A” for Asset

(items over 750.00 each) in
Plant 320 A proose Acct.assig.cat. field
StoraceLocafion | Bweys pronoge e Type or select the Date using the Search
- help icon based on the Contract terms in
{2501

Waterial Group A projoge Delivery date field

Requiiianer~ four ane [ A ragose e Type 9420 in the Plant field

Tt 0602 i g e Type the Material group or select using

: search help icon

Sty plan [ Ay rogose e Type Your name for “K” Cost center
Suurcedetermmatmn type orders, type the Cost center used to
pu I‘Chase the ASSGt for “A"_ Asset type

orders in the Requisitioner field
‘ Wota el ‘ e Type a Tracking Number (optional)
e Click the Check box for Source
0y determination (will always be checked)
= e Click the Save icon
4 Important!

Crete Pchase R

Tl ‘ 08 i ‘ £ 8 ek sty

inefi [ ]
Suurtedetermmamn

Pk
T s |
§ O e MMwmmn Tol e Dt o el
I Bz T @Fumiture‘om05125120049 ¢
[ Finiye 0. L5 0 .
[ Finiye 0. L5 0
[ Finiye 0. L5 0
[ Finie 0I5 0
[ Finie 0I5 0 *
[ Finie 0150 0
[ Fiie 0. 50 8
I Cumion fy INAAANND 11 b

Follow these steps in order:

If your entering multiple line items with the
same Cost center, enter the first line
following the steps as described.

Type Description of the item you wish to
order. Always put the item name first,
followed by a short description

Type Quantity requested

Type Unit of Measure

Type the Price as specified in the
Catalog of Contracts documentation in
the Val. price field

Leave the Vendor number blank unless
the Catalog of Contracts documentation

states otherwise

Press Enter or Click the Green check
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S - SAocCcount as=ignrment
@ 03] A[9[H/v: Befx:|Djau@zEs] @) B30l @]
G| femA (Waterial  |Bhorttedt Quantiy Unit|Val. price/z Totalvalue | Des vendar | Matl group ‘Dehven/da |m90 rtantl
B 1K Siwing set 1[EA | 19936 100.36 [100183 3| Furniure, 0 ‘05252004 . .
K P, 0. [ Follow these steps In order:
‘K” : ‘ F”mi‘ureﬁ-\%’?ﬁ“jﬂ Account assignment for “K” Cost Center
[/} 4
e Type the GL Account Number
1110t 2l e Type the Cost Center
et ata | Quanesiates | Valuson  Awountassignment | Soureofsupnly | B | Cartad person MIED ° Type the Recipient (the name of person
w AssCat KCosteenter @ Distbuton  Singleaceountassign.. & CoCode 0010PakC. & recfeIVIng Item(s) . .
Unloading Poit Reciient Yourtae L——s Click the Repeat on icon (thIS performs
il i the same function as Repeat acc. ass. on
— button in SAP v4.5b)
Cost Center 0031 1aper T E
Proft Center
Fund
e _— For the GL and Cost center to use refer to
Eamatedini Expenditure Guide SAP Budget Accounts.doc
located in Outlook Public folders.
e Press Enter or click the Green check
‘@ Enter 6L ActountHo b ‘ RS (1)
6 o—— To order additional line items follow these
# A[F[R[v2 2202 Dl¢amzy B B0 e directions.
@St ftermlA |Material |Shorttext Quantily(Unit|Val. price|z  Totalwvalue| Desvendor |Mall graup | Delivery da H H H
‘ K Hydro lide Ilea | FB96 Fumitur, 0..| 0512512004 b CIICk In the Short teXt COIumn In neXt
K et s fIEREE Funire, 0 nanannm% available row and enter short text
K Fumiture, 0..| 0512512004 .
a0 ] o e Type the Quantity requested

Hen 1[10]5Wny3el i laly]

Nateral data h Quartiiesidates | Valuation  Accountassignment h Soutce ofsugply h Statis h Contactperson hl (e

/\\n”_u| AuAssCal K Costeenter & Distribution

Single accountassion.. &  CoCade 0010 PokC.. &

e Type the Unit of Measure
e Type the price per unit in the Val. price
column
Continue these steps until you enter all

Unlnading Point Recipient Your Narme
GIL Avcourthlo, 4672000 requested ”:ems
BusiessAres 1004 .
e D e Press Enter or click the Green check
Cast Center 0031 10PER
HEFRIEEEE (Bl @ R[] B B3] 8] G ~ T o=t = |
B9t teme Mawid  [Shotta Quanity|Uni|Val price|z Tl valug| Desendor | Mat roup ‘Dehvewﬂa
K Hydro lide 2lea | 5896 Fumiture 0 ‘051250004
K Gee saw llea | 8832 Furnilure 0. ‘05/25'20045
= et |_» Click the List box icon to add text to a
D a0 » . .
line item
Jtem 1110]Sving e 3| |aly|
Material data h Quantties/dates h Yaluation Accaurt assigiment h Source of supply L Fatus h Contact person hﬂm@
Mataraldeta CI iCk TeXtS
/“n’_@‘ AochssCat K Costeenter & Distribution Singe accountassign.. @ CoCode 010 PalkC.. & Quantiesiaes
Unloading Foirt Retipient oL Name: valison
GLAcccuntNo 472000 A aspmen
BusinessAiea 1604 Source of supply
COArea oe1e
Salus
CastCenter BE3T-OPR -
Frof Center oL & J :
T
End 0FER Py
Fanon s Tecs
FndsCentr 0031 Camrintten 467200 B

Created by Polk County Schools

Updated: 7/11/2006

Help Desk, Ph: 519-8042 ext 51586




Create Purchase Requisition with Contract Discount

Steps Screen Displayed Procedures
7 ‘ - =— |
\Iem 1110 Suing set 1 Bﬂ - : :
Yaluation hAccnumasswgnmem Source of supply h Stalus h Contactpersan k Release shategy ' Tats ‘hmm ] CIICk the LISt bOX icon or the Up1 down
arrow to select the line item to add the
firn' Discount has been taken teXt
Type detailed infornation such as Manufacture 1D 4, color, etc E | il | - |
\ [tem note
B Delivery et
B Weleral PO et . .
e Type Discount has been taken (if
o e Catalog of Contracts documentation
specifies this step) in the Item text for
each line item and any other pertinent
T K] \ [T ] \ e information
| \ I — \ Funie @ Lo
il \ K
The following step is only required for the first
e *[*UISW‘W | r B% h o line item of the requisition
Valuation | Account assignment | Source ofsupply | Status | Confactperson | Releaseshatesy  Teds li HE . - . .
e Click Material PO text, then Click in the
[tern fexts Any..|| Type the Reference PCSB Bid Munber ant_ﬁ i1 a Vendor Quote nunber is bOX
B temtes v gmg&type in the Material PO text field .
B e e A e Type the Reference PCSB Bid Number
| and if a Vendor Quote number is listed
aterial PO tet . R .
in the Material PO text field
(4]} ! Confiuaus-. &
8 |} -
ﬂnem A[10) Suing set ¥ EH oSSl mer S BB RS =
Vg | outasymal | ey | s | Ontpen | Ry Tes |02 NOTE:

Malerial data

fmteds Any..|| Liscount has ean aken
ya Jetsilad infornation such as Manufacture 10 4, color, ete

QuantesHtes

Yalsdor

B E;\ivanEA Aoaaurtassignment
Ve POt

Soue ofsurply
Bz

Contac psn

TRELGES

Release stateqy
¢Tals

>‘ 08 el atess e

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
ottom of your screens.

Click the List box icon

L —e

Click Delivery address

Account assignment h Source of supply h Status h Contact person h Release strategy h Teds Delivery address ‘m

Tite g &
Hame

Address details

SireetHouse number
Postal codeiCity Afess 284 [3)
Country s Usa Customer

Wendor &0 vend

e Type your Delivery address number in
the Address field or click the Search
help icon (Depending on your screen
resolution you may need to scroll using
the scroll bars on the bottom and right of
your screen)

The uiwisy s02nwss is also
g in oiver dems.

..... [2 .
by T addrrad fumber?

1 3 % Caecel 5
=X B castomer
Veador

e Press Enter or Click the Green check

e Click the Yes button
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assignment | Sowrce ofsupply | Status | Contactpersan | Releasestrateny | Texs  Delivervaddress | (<D

g & Address detalls
LAKELAND HIGH SCHOOL /OFFICE %) Resetaddress

(n] Repeat address on
number 726 HOLLINGSWORTH RD

Sity 33801 LAKELAND Address 22641
us LISA Custormer
Vendor []5C wend
i imilize 01 (AO=C08]
alr

L Tmds  Oodworyaddress | (4]0
Cal) h=] Audress details |
LARELAND HIGH SCHOOL I0FFICE g e |

T2 HOLLINGEWORTH RO
azRe LAKELAND
ug EA

Fumiture, 0. 05/26/2004)
Fumiture, 0.
Fumniture, 0.
Fumiture, 0.
Fumiture, 0.
Furniture, 0| 08/25/200

| | | | | =

13392

SIDIC

alo] [ |aiD|

Ce=livreaery addre ==

e Click Repeat address on

e Click the Green check or Press Enter to
acknowledge this Information box

EYI:

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.

10

| D iH a8 SHE Dnn0 BE OB
Create Purchase Requisition

Dotomentoverdewen | [ §F Hod | 80 &8 B & Personal setting

[ voin Lasetana seno_ @
= &) o0z a]v]N[ve) 85 %) Q|Gx[@E]x:0) 8] 870 Sm e
Buls. | nem|s |Maienai Quantiy|Unit| val goca’s  Total vaiue|Des vendor

4 | ok | | DERREED 18938 100153 |F

v Bourch deborminiitinn

& @k 1)EA | 586 | 1787
I_1a] wx e | sm|  fwes
o kel
[ K
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T

Docurment overview on ‘ O & Hold ‘ G Personal setting

[#] Source determination

[ur] 0031 Lakeland Senio .. @

|| Header

BRI ER R EREREER EE R E
B

5t Item | A Material Short text Cuantity| Unit | Val. price |z Total value
K
K
K
K
3
K
K
K
K
K
[l
= term 1 New itern al |av

@ Furchase requisition humber 0010183754 created

Create Purchase Requisition

e Click the Save icon

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.

(& Purchase requisition number 0010183754 created
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