Creating a Purchase Requisition for Stock Materials

Steps
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Procedures
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Type ME51N in the command box
Press Enter

_Or‘_
Click the 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 School Web Site
at: www.polk-fl.net.

' T—e Click the Default values button
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Document Type: Type SUPP
Purchasing Group: Leave Blank
Acct.assig.cat. Type a K

Delivery Date: Type the Delivery date
(this is the day of your scheduled
deliveries from the Central Warehouse)

Plant: Type 9420
Storage Location: Leave Blank
Material Group: Leave Blank

Requisitioner: Type the Name of the
person requesting the order

Tracking Number: Type a Tracking
Number (optional)

Supplying Plant: Type 9420

Source Determination: Click the
Check box (this should always be
checked)

Click the Save icon
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Create Purchase Requisition
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A Material by old material number

8: Material by bill of material

C: Material transferred from CAD system

E: Compeditive product by competitor

F: Production resourcesitonls by description/PRT grouphyg
H: Sales material by general product hierarchy

I: Material by vendor's material number

J Material by material category

K- Materials for class

L: Material by material group

N: Material by EAN (Intemational Atticle Number)
0: Materials by several tlasses

P: Material by product hierarchy

R: Material by tasklist

: ales matefial by description
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W: Plant material by description

T Material by material tye
: Material by Supply Area

Characteristic-Based Variant Gelection of a Generic Material
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Create Purchase Requisition

. —e Material Number: Type the Material
Number if known, then go to Page 3,
Step 5

IF YOU DO NOT KNOW THE
MATERIAL NUMBER

To Search:

Click in the Material field, Click the
Search help icon

Restrict “alue Rang=

The commonly used search for material is T:
Material by material type.

Click the List box icon

Click T: Material by material type

| Material Type

| Language Key
| Material

| Material descrintion

|| Restrictnumbetta

RestrictValue Range

T. Material by material type h . tatarial by Supnly Ared

Mo restriction

| 08

VoK

Material Mumber

| Haterial Type OPSU

. |Material description

CLIP BULLDOG #2 ALL STEEL 3 DZ/BX
CLIP PAPER GEM #1 STANDARD 10O0/BOX 10 BO
1 |GLIP PAPER GEM JUMBO 100/BOX 10 BOX/CART
. |CLIPEDARD LEGAL SIZE 9" X 15-3/4" HARDBD
CLIPEOARD LETTER SIZE 9" X 12-3/4" HARD

Language |Material

EN 1000377

EN maaarsl\

EN 1000373

EN 1080376 I
EN 1880375

Re=trict “alue Randee

Type OPSU in the Material Type field
(you will always use OPSU when
ordering classroom/ office supplies from
the Central Warehouse)

Type a Partial description with an
asterisk (*), of the item in the Material
description field (sometimes less is
better)

Click in the No restriction box

Click the Green Check or Press Enter

mlaterial HFMarmbaer

Double Click anywhere on the row
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Create Purchase Requisition
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K 041202004 | 9420-
K 041202004 | 9420-
K 04202004 | 8420- I M PO RTANT:
g b i If you fail to follow this step you will have
R difficulties using the repeat account
K 041202004 | 9420- .
assignment feature (Repeat on).
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ikl n\ia: Cat K Costeenter B Distribution Single gecountassion, Tl Cocode 0010POKC. B

e Type the Name of person receiving the
items in Recipient field

Unloading Paint Recipient Your Name

GiL Account No 4510000

Business Area

CO Area

Cast Center BO31I0PER

Frofit Center

Fund

Functional Area

Funds Center Commitrment itern |
Earmarked Funds

» Click the Repeat onicon | =4 =

For the Cost center to use refer to
Expenditure Guide SAP Budget Accounts.doc
located on the Polk County Public Web Site.

Source determination
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To Enter More Line Items:

e Type the Material Number in the next
available row

e Tab to Quantity and Type the Quantity
requested

Continue these steps until you have entered
all requested items.

e Press Enter or Click the Green check

The system performs an availability check.
Any item that isn’t available will return an
error message at the bottom of the screen. A
red square will be in the box to the left of the
item.

@ Of material 1000425, only 0 BOX are awvailable on desired date
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e Click the Box to the left of the red
square (this highlights the entire row)

I

e Click the Trash can icon (delete)
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Caution! ]
The selected items will he
deleted.
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| L—» Click Delivery address

NOTE:

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.
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/~ Click in the Address box
e Type the Delivery address number if
known
or
e Click the Search help icon

[
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9 Restrict Value Range - —
L: Country, region, sortfield, name, City, Street k M: Mame, add... | Em FEsuler weElIlE = o=
oy Ko = Click on the Folder L: Country, region,
Region E sort field, name, City, Street
Search Term 1 E
Search Term 2 0031* o
Company name E Type the SChOOI/Department number
City % with an asterisk in Search term B
Street
Address group M@ E
b Type MEO1 in the Address group field
Restrict number to 500 []Mo restriction
7|%l[% Click the No restriction box
Press Enter or Click the Green check
WETERE Ve Street lity Mumber of delivery addr
MS FL| (0031 OFFICE|LAKELAND HIGH SCHOOL JOFFICE|726 HOLLINGSWORTH RD|LAKELAND . A
' Double Click anywhere on the row with
the address
v T L%
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|C§| Address details

Address 22641

Customer

Wendor

Delivery addres= |

Zh :an g del IE' ry address

The delivery address is also

used in other iterms.

@ Should it be replaced in all items
by the address number?
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Tile
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[ Repeatadthess on

Auttass detais
Reget adress

il

LAKELAND HIGH SCHOOL IOFFICE )

TIEHOLLINGEWORTH RD

W LAELND Aliress

U Cusome
Vendor

e

Press the Enter key (this refreshes the
information)

Click Yes or Press Enter

Click Repeat address on
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this Information box
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* Click the Save icon
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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.

’T@ Purchase requisition number 0010146416 created
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