Requisition Processing Step by Step May 2004

R/3

Connecting DUKE's
People & Information
T e —

Requisition Processing Guide

Contents

CREATE A REQUISITION WITHOUT A MATERIAL MASTER (ME51) 4
CREATE A REQUISITION WITH THE MATERIAL MASTER (ME51) 15
COPY A REQUISITION (ME51) 25
DISPLAY A PURCHASE REQUISITION (ME53) 28
CHANGE A PURCHASE REQUISITION (ME52) 33
LIST DISPLAY OF PURCHASE REQUISITIONS BY ACCOUNT
ASSIGNMENT: COST CENTER (ME5K) 37
CREATE A PURCHASE REQUISITION FOR ITEMS ASSIGNED TO
MULTIPLE COST CENTERS (ME51) 44
DISPLAY A PURCHASE ORDER USING A REQUISITION NO. (ME53) 50
DISPLAY A PURCHASE ORDER USING A P.O. NUMBER (ME23) 52
INDIVIDUAL RELEASE OF A PURCHASE REQUISITION (ME54) 58
COLLECTIVE RELEASE OF PURCHASE REQUISITIONS (ME55 59
SINGLE POINT OF ENTRY/ STAT AND RESUPPLY (ZM10) 61



R/3: Requisition Processing Step by Step April 2004
Transaction Code Quick Reference

Create a Requisition without a Material Master MES51
Create a Requisition with a Material Master ME51
Copy a Requisition MES51
Display a Requisition MES3
Change a Requisition MES52
Display Requisitions by Cost Center MES5K
Create Requisitions for Multiple Cost Centers ME51
Display a Purchase Order ME23
Individual Release of a Purchase Requisition MES54
Collective Release of Purchase Requisitions MES55
Single Point of Entry for ordering materials STAT ZM10
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Setting Your Plant

Setting Parameter Defaults (Field Default Values)

1.

Follow the menu path:
System — User profile =& Own Data (or enter SU3 in the
command field), which will take you to the Maintenance screen.

Note: going to the Maintenance screen will open up a second
session of R/3.

On the Maintenance screen:

2.

Click on the Parameters tab (the third of three tabs in the middle
of the screen).

Click once or twice on the inside scroll bar on the Parameters tab
to find empty spaces.

Enter WRK in the Parameters column.

Enter your Plant value (i.e., DUKE, DHSP, etc.) in the Value
column.

Click on the Save button. If you wish, close out the second
session of R/3.

By setting your Plant value in the Parameters, your plant should
now default in on the requisition screens, saving you keystrokes.
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New Create a Purchase Requisition (without
the Material Master)—ME51

The requisitioning process begins when a need for a material or
service is identified. You can use the Material Master for many items
or services. However, you may not find the material or service you
want in the Material Master. If not, you will need to create a
requisition without the Material Master. Information such as a short
text description of the material or service, the quantity, purchasing
group, unit of measure, estimated net price, and the GL account will
need to be entered for items in a purchase requisition that does not
use the Material Master.

A purchase requisition is a request for goods and/or services.
Depending on the approval rules selected by a department, some
purchase requisitions may require approval before they can be
converted into purchase orders. Requisitions are:

e itemized

e may request multiple materials or services

e procured from different vendors.

When the requisition is processed into a purchase order, the R/3
system separates items and creates multiple purchase orders by
vendor. Also, a number of requisitions for materials or services from
the same vendor might be consolidated into a single purchase order.
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New Create a Purchase Requisition (without
the Material Master)—MES51

1.

Key in ME5S1 in the white command field on the main SAP R/3
screen and press or click Enter.

The Create Purchase Requisition screen is displayed:

gl  aaB¢Ge CHR BDON PN 0N
Create: Purchase Requisition: initial Screen

Itern category
Acct assignment cat. X
Delivery date T
Plant DUKE
Storage Location

Purchasing Group

Material Group

Req. Tracking Number
Reguisitioner
Supplying plant

[ PRO() (100 P
m

2. Inthe Document type field, click on the drop-down and enter the
appropriate document type from the options. The selections
below are the most commonly used types:

NB for a Purchase requisition (used for regular purchase

requisitions). This is the default.

SH for SPECIAL HANDLING (needs Procurement Services

handling i.e.: attachments)
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New Create a Purchase Requisition (without
the Material Master)—ME51

3. Make sure the Source determination box is checked. This
allows the system to select a vendor, if needed.

4. Inthe Acct. Assignment cat. field, enter the account
assignment category:

X Used for All non-asset purchases (materials for
consumption). This is the most commonly used selection.

R Used for Items Goods Receipt (used when receiving activity
Is expected —i.e., at RCH, DRH, Clinical Labs, etc.)

Z Used for Balance Sheet Accounts (non-depreciated assets)

O left blank (used for R/3 Inventory)

Enter a date in the Delivery date field.

Enter a plant in the Plant field (e.g., DHSP or DUKE).
Enter a purchasing group in the Purchasing Group field.

Click on the 34 Enter button to go to the Create: Purchase
Requisition: Item Overview screen:

Purchase requisition  Edit

© ~No g

Goto  Enyironment
IO E eae LR anoa BE @m
Create: Purchase Requisition: Item Overview

E 0@ & &0y Account Assignments || S |z B

Systern Help

Furchase reguisition Doc. type NB

Furchase requisition items

Itern |l Short text Qaty requested Ln |ClDeliv. date  |PGrdatl group Pint |SLoc/SPIt D |T..
1 X D a6/ 06 2004 |SMH DUKE IZ‘
2 ks D|a5/ 86/ 2004 |SHH DUKE I;‘
3 X D A5/ D6 2004|SMH DUKE -
4 kS D|a5 /86 ¢ 2004 |SHH DUKE
5 X D{B5/06/2004 SMH DUKE
G X D a5/ 06/ 2004 |SMH DUKE
7 X D{B5/06/2004 SMH DUKE
] X D a5/ 06/ 2004 |SMH DUKE
il ks D|A5/ 86/ 2004 |SHH DUKE
10 X D a6/ 06 2004 |SMH DUKE
11 ks D|a5/ 86/ 2004 |SHH DUKE
12 X D A5/ D6 2004|SMH DUKE
13 kS D|a5 /86 ¢ 2004 |SHH DUKE
14 X D|B5/06/2004 SMH DUKE
15 kS D|a5 /86 ¢ 2004 |SHH DUKE
18 X D{B5/06/2004 SMH DUKE
17 X D a5/ 06/ 2004 |SMH DUKE
18 ks D|A5/ 86/ 2004 |SHH DUKE
19 X D a6/ 06 2004 |SMH DUKE
20 ks D|a5/ 86/ 2004 |SHH DUKE |§|
21 ks D|a5/ 86/ 2004 |SHH DUKE |z|
ain] Iaio

tem |

B EPRm et rinm bel ardnnn T ovr 2
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New Create a Purchase Requisition (without
the Material Master)—ME51

9. To search for the material in the Material Master first, click in the
Material field and click on the drop-down box to the right to

search for a material number from the Material Master.
Note: The Search Help box will offer different tabs - ways of sorting for

material numbers. Select the “W” tab: Plant material by
description). To see a list of tabs, click on the [*Z List button.
10. Check to be sure that your Plant defaulted in the Plant field.

11. Search for the desired material, using asterisks as wild cards on
the Plant material by description tab — for example: *cup*.

Restrict Value Range

Wi Plant material by description | D: Duke's specific Search [}, [+ [+ ['Z]
Material description *cupj ﬂ
Language Key @ﬂ ﬂ
Material
Flant DU..
Restrict number ta 508 [ Mo restriction
o R

12. To insert the item in a Personal List, click once on the item to

highlight it and then click on the (¥l Insert in personal list button
at the bottom of the search box. The cursor will jump down one.

01

reate: Purchase Requisition: ftem Overview

B OO E e & I acomassmens | J S 8

MAterial disc

sssss

DUKE

o F e )R ox

13. The next time you click on the drop-down in the Material field,
you will see the item in your Personal Value List:

Material Mumber (Fersonal Value List)

Material description Language |Material Flnt

BUP, STYROFOAM 16 OUNCE EN 11538 DUKE




R/3: Requisition Processing Step by Step April 2004

New Create a Purchase Requisition (without
the Material Master)—ME51

14. If the material is not in the Material master, type the name of the
material or service in the Short text field. Do not use invoice
numbers as descriptions or descriptions that are too general (use
“pen, black” instead of “office supplies”).

15. Enter the quantity in the Qty requested field (1 for services).

16. Enter the unit of measure (you can click on the drop-down
arrow in that box to see the choices, such as EA, BOX, etc.).

17. Enter the material group (click on the drop-down arrow).

18. Click on the Enter button to display the Create Purchase
Requisition: Item 00001 screen:

Purchass requisition Edit Goto  Emronment System  Help

@ B CEQ I SHE M DOaN AE@mE
Create: Purchase Requisition: ltem 00001

PO Z B & @ AcountAssionments | g5

Req. item 1 ltem cat AcctAssCat %
Material Matl group 012 Plant DUKE
Shaort texd pen, hlack Star. Loc.

Oty. and date
Quantity 2 B Deliv.date D B5/07/2004

MRF data
Reguisnr, Purch.Grp  SMH  Req. date 05/07/2004  Resubmis.
TrackingMo MRP cirlr Release di  05/07/2004 GR prime

[] Fixed
Waluation control N

‘al. price 25 UsD 41 Bx [ GR IR

Agreemen it Furchasing Org
Fixed vend Suppl.pint

Wendar Mat. Mo.

| € Make an entry in all required fields & [PPT (1 (10D mashie  OWVR

19. Enter the estimated price (ex: 100) in the Val. Price field. You
will note that this is a required field for this screen. Do not put the
dollar sign or decimal point - just the estimated price.

If you wish to order from a particular vendor:

20. Click in the Des.vendor (desired vendor) field and click on the
drop-down.

8
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New Create a Purchase Requisition (without

the Material Master)—ME51

Note: the first time you click on the dropdown in the Des.
Vendor field, there will be several ways of searching. Click on O

for Purchasing Vendors- Ordering Addresses.

MRF data
Requisnr. Purch. @rp SMH Req. date 05/07/2004  Resubmis.
TrackingNo WMEE Poloace dt  [R/A7/20A4 GR ortima
Restrict Value Range
0: Purchasing vendars - Ordering Addresses | 1: Purchasing ... |f, [/ » /5] -
Waluation cont
Yal. price Account group | @ =3
Wendor =y
Narne =3 ||
| Procurementt Marme 2 E 1
Adreement Street i
Fixed vend City =Y
Info rec. Postal Code =
Deswvendor | TaxMumber 1 =
Tax Mumber 2 =3
Region =3 ||
@ Country E —

Fromaotion

Restrict number to 580 [] Mo restriction

o i B

21. Click in the Name field (see above) and search for your desired
vendor by using asterisks as wild cards (ex: *IBM*). Click on

Enter to display the Vendor addresses:

Burchase requisition  Edit  Goto  Engironment

Systen  Help

(V] A HIC@@ I SRE Ao HE @

Create: Purchase Requisition: item 00001
» ﬁ W % ﬁi ﬂ{ﬂ Account Assignments ,ﬁ;

Desired vendor

Group|Yendor Name 1 Name 2 Street City FostalCode |Ta
[rRD1 |GBE2 IBM CORP 7100 HIGHLAND PEWY SHMYRNA 3pes2
ORD1 |BEE3 IBM CORP EASY SERVE 3605 KNIGHT RD SUITE 9 MEMPHIS 38118
ORD1 |GEO4. IBM CORP GLOBAL SERVICES PO BOX 98880 CHICAGD 60633
ORD1 |E205 IBMm CORP GLOBAL SERVICES 3405 W DR M L KING BLVD TAMPA 33607
ORD1 |GEOG IBM CORP ATY SUPPORT FAMILY B2 @4 |5 WEST KIRKWODOD BLYD ROANOKE 762089-000
ORD1 |BBO7F IBM CORP 4800 FALLS OF THE NEUSE RD RALETGH 27609
ORD1 |EBOG IBM CORP INS FOR ACAD TECH COMWS GR|SULTE 400 2525 MERIDIAN PKWY DURHAM 2773
ORD1 |GEOG IBM CORP PO BOX 97977 DALLAS 75397
ORD1 |E210 IBMm CORP PUELICATIONS PO BOX 20570 RALEIGH 27628
ORD1 |BE11 IBM CORP BLDG 283 DPT WMD DIRECT R|3039 CORNWALLIS RD RTP 27709
ORD1 | 20850 IBM CORP PO BOX 105063 ATLANTA 30348

Note: If you do not find your desired vendor, you can

enter a note (see pages 12 and 13 for notes).
22. Enter a catalog number (if known) in the Vendor mat. no. field.

23. If goods receipt is required (and R was not selected for the
Account Assignment category), place a check in the GR box.
Note: goods receipt entries must be made for the items received.

If goods receipt is NOT required, be sure BOTH GR and GR
non-val boxes are unchecked. The IR box should be checked.

9
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New Create a Purchase Requisition (without
the Material Master)—ME51

24. Click on the &4l Enter button to display the Account Assignment
for Item dialogue box.

The Account Assignment for Item 00001 screen will be displayed:

Account Assignment far term Q0001

GIL Account Mo, | @

CO Area

Cost Center

Order

Profit Center

WWBS Element

Unloading Point & Goods Recipient

%  Change display = Repeatace. ass. on | 3

25. Enter the General ledger (G/L) account (search with asterisks
on T if needed).

26. Enter the Cost center (or WBS Element) that is to be charged
for the material in the correct field. Do not use the Order field.

27. Enter the Unloading point (a specific location or room).
28. Enter the Goods recipient (first initial and last name).
29. If all items will be charged to the same cost center, Click on the

Repeat acc. ass. on button. If you have set up your messages
to display in the middle of your screen, you will see the

Information: Account assignment data held screen.

30. Click on the Continue button or press Enter to display the
Delivery Address for Item 00001 screen.

10
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New Create a Purchase Requisition (without
the Material Master)—ME51

The following screen is displayed:

31.

32.

33.

34.

35.

36.

Delivery Address far fem 00001
Plant DUKE Address (=) =
Stor. Lac Customer \ M
| Wendaor 3G vendor
MNarne
| Title Duke Health Sys Duke Health Sys i}
Narne Duke University
Duke University
Search terms
[| Searchterm 172 DUKE UNIVERSITY
{
Street address
Street'House nurmber
| Postal code/City
| Country Us LIga Region hC MNORTH CAROLIMNA
Time zane EST
PO box address
PO Box 27710
Postal code 27710
[| Company postal code =
o [[] Adopt 9 Reset  Repeataddress on | Repeataddress off | 3§

Enter the Address number in the Address field at the upper right
or select the address via a search (click on the dropdown and
use asterisks with a single noun typed in Name field).

Double-click on the address and the SAP R/3 address number
will be put into the Address field.

Press Enter to populate the screen. Check to see if the Building
Name and Address are correct (add a room number, if
necessary).

In a blank field under Name, put the name of the person who will
receive the items as well as a contact telephone number.

If the address will be the same for all items on this requisition,
click on the Repeat address on button to display the “Delivery
Address Held” on the Information screen.

Click on the '@ &dert ' Aqopt button to display the Create
Purchase Requisition: Iltem Overview screen again.

11
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New Create a Purchase Requisition (without
the Material Master)—ME51

The following screen is displayed:

\ Purchase requisition items
Itern |1 |AMaterial Short text Gty reguested Un |C|Deliv, date  |PGrMatl group |Pint |SLoc/SPIE (D [T..

37.

38.

39.
40.

41.

42.

43.

Purchase requisition  Edit  Goto  Enyironment  System  Help

& B aH e SNl Aahoan RE @ m

Create: Purchase Requisition: itemn Overview
BEEDOG Z & & 0 AccountAssignments | g GEE 2

Purchase requisition Doc. type NE

E o
1 i nen, black 2| |D[EG /67 /2004 5MH (312 DUKE O
2 k3 DE5/87 /2004 [5HH DUKE
3 % D|E5/B7 {2004 [5HH DUKE -
4 X D[o5/07 2004 [SMH DUKE
5 X D[o5/07 2004 [SMH DUKE
6 k3 DE5/87 /2004 [5HH DUKE
7 k3 DE5/87 /2004 [5HH DUKE
o % D|E5/07 /2004 [SHH DUKE
ul X D[o5/07 2004 [SMH DUKE
10 X D[o5/07 2004 [SMH DUKE
11 k3 DE5/87 /2004 [5HH DUKE
12 k3 DE5/87 /2004 [5HH DUKE
13 X D[o5/07 2004 [SMH DUKE
14 X D[o5/07 2004 [SMH DUKE
15 - OS5/ A7 /2004 [SHH DUKE
16 k3 DE5/87 /2004 [5HH DUKE
17 k3 DE5/87 /2004 [5HH DUKE
18 X D[o5/07 2004 [SMH DUKE
18 X D[o5/07 2004 [SMH DUKE
20 - DIES /BT /2004 [SHH DUKE =]
21 X D[o5/07 2004 [SMH DUKE
(DIl iy

Itermn I

- [PPT (13 ¢100) P2l | mashie  OVR 4

To put in a note to Purchasing or the vendor, click on the D blue
button(s) to the immediate left of the desired line item(s) to
highlight the item(s).

Click on the €] Text Overview button or press Shift+F6 to
display the Create: Purchase Requisition Texts: Item 00001
screen.

Use the Item Text field for notes that the vendor should see.

If you are paying an existing invoice, in the Item Text screen,
type in the words “To Pay Invoice dated

Indicate in the Item note (Duke Internal Use) field if this vendor
is not already in the R/3 system. Include the Vendor's Name,
Phone Number, and Vendor Fax Number. Make note of any
special shipping instructions: i.e., emergencies, rush orders.

To type an internal note to Purchasing or Sponsored Programs,
use Item note (Duke internal use) or the Long Text.

Check the boxes next to fields with notes.

12
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New Create a Purchase Requisition (without
the Material Master)—ME51

The following screen is displayed:
Furchase requisition  Edit  Goto Enwironr Systern  Help
@ B dH @@Ea DR atoan HE @
Create: Purchase Requisition Texts: ltem 00001

[ Longtext T Deletetext |

Req.item 1 Itern category Plant DUKE
Material Material grougp oeg Staor. loc
Short text microscope
Itern tests

TutType Text Mare text Status
vlitem text

trinocular head; soft carry case; dark
field condenser; phase contact optics

[] item note (Duke internal use)

[] Delivery Instructions- PO Text

[ ] Material PO text

[ [ TR (1) (400) P2l mashie | OVR 7

44. Click on the Long Text button on the Application Toolbar to
write a longer note to Sponsored Programs or to Purchasing.

45. If you are buying capital equipment (GL Account 66 XXXX — over
$5000), on a Federal Sponsored Project (WBS Elements in 30X
— 34X in Company Code 10) the following “certification”
statement MUST be entered in the Long Text field.

“To the best of my knowledge, this item of equipment or substantially
similar item is not available for shared use.”

Text Edit Goto Format Insert System  Help

& 2dH e DHR OO0 BE @D

Change ftern text: 000071 Language EN
¢ ¥ [E B B characterformat | ¢ B o2 E oZs | Lastcharacter format | Last paragraph format

BlElLl"

Erinecular head: soft carry case: dark
field condenser; phase contact optics

To the best of my knowledge, this item of equipment or
=ubstantially similar item i= not availabkle for shared use.

13
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New Create a Purchase Requisition (without
the Material Master)—ME51

46. You may also write a note to Purchasing in one of the Text fields.
For example, if the purchase is over $2500 or over $5000 for
capital, you will need a justification/quote. ldentify this in the Text
field and fax supporting justification or quotes documentation to:
684-4344. Be sure to reference your requisition number on the
fax and include a fax cover sheet with the name of the person to
whom you are sending the back-up documentation.

47. Click on the Back button or press F3 to display the Create:
Purchase Requisition: Item Overview screen.

48. Click on the Save button to display the Information screen
with an SAP R/3 generated purchase requisition number. Be
sure to reference this number when you send any faxes:

Default data for items
ltem category
Acct assignment cat %
Delivery date T
Plant DUKE Puichase requisition numt ber 1000243732 created
Storage Location o
Purchasing Graup SHH
Material Group
Reg. Tracking Mumber 3 oK | Hel
Reguisitioner
Supplying plant ‘
‘@ Purchase requigition number 1000243732 created

0 [FPT (1) (100) P&] mashie | OVR

49. Click on the OK button or press Enter to display the Create:
Purchase Requisition: Initial Screen.

50. Click on the ¥4 Exit button or press Shift+F3 until the initial SAP
R/3 System screen is displayed.

14
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Create a Purchase Requisition using a
Material Master—MES51

The requisitioning process begins when a need for a material or
service is identified. A purchase requisition is created, which includes
the material, requested quantity, cost center to be charged and the
required delivery date.

If you are using the Material Master, information such as the unit of
measure (box, etc.), net price, storage location, and account
assignment (GL account) defaults from the material master record
when a purchase requisition for a material or service with a material
master record is created. The purchase requisition is released and a
purchase order is created. If you are not using the Material Master,
you will need to provide some of the above information.

A purchase requisition is a request for goods and/or services.
Depending on the approval rules selected by a department, some
purchase requisitions may require approval before they can be
converted into purchase orders.

Requisitions are:

e itemized

e may request multiple materials or services
e may be procured from different vendors.

When the requisition is processed into a purchase order, the R/3
system separates items and creates multiple purchase orders by
vendor. Separate requisitions for materials or services from the

same vendor can be consolidated into one purchase order. You can
track your purchase requisition to see if it has been approved and/or
turned into a purchase order. You can also see all the open (and
closed, if necessary) purchase requisitions that have been charged
to a particular cost center.

The transactions in this Step-by-Step guide are designed to walk you
through the basic steps in creating, copying, displaying, changing,
approving and looking up requisitions. For more advanced courses,
please see the SAP R/3 curriculum online at www.r3.duke.edu.

15
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Create a Purchase Requisition using a
Material Master—MES51

Key MES1 in the transaction field and press Enter.

The following screen is displayed:

] |< H@@ae =0 ahas BE @
Create: Purchase Requisition: initial Screen

Default data for iterns
Itern category
Acc. assignment cat X

Delivery date T 0141672003
Plant DUKE

Storage location

Purchasing group SMHl@
Material group

Req. tracking number

Reguisitioner
Supplying plant

[ ETRM i ranny b2l mashia |- OWR &

1. Inthe Document Type field, click and select from the valid
options below:

NB for a Purchase requisition (used for reqular purchase
requisitions and is the default)

SH for SPECIAL HANDLING (needs Procurement Services
handling i.e.: attachments)

2. Make sure that the Source determination box is checked. This
will allow the system to select a vendor.

16
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Create a Purchase Requisition using a
Material Master—MES51

3. Enter the appropriate Account Assignment category from the
valid entries (either X or R should default, depending on the
area’s goods receipt policy):

X | For All non-asset purchases (materials for consumption)

R | For Items Goods Receipt (used when receiving activity
Is expected and performed consistently. This is the
default for DRH and RCH)

For Balance Sheet Accounts (non-depreciated assets)

for Asset (reserved for future use)

>N

left blank (used for R/3 Inventory)

Enter the Delivery Date.

Select the Plant (appropriate facility — i.e., DHSP, DUKE, etc.).
Select the Purchasing Group from the drop-down box. (you will
need to know your department’s Purchasing group).

7. Click on the 5] Enter button. If you get a delivery date warning,
click OK and hit Enter on the keyboard several times to display
the Create: Purchase Requisition: Item Overview scree

o 0k

2 dH e@@ SR D0on BE @
Create: Purchase Requisition: item Overview
BEOG Z B & 18 AccountAssignments |2 T B

Purchase requisition Do, type ME

item I [AMaterial Shart text Qty requestad 3
=)

Deliv. date  |PGrMati group [Pint |SLac|{SPit |D [T,
B5¢14/2004 5HH DUKE
B5/14/2004 SHH DUKE
B5¢14/2004 5MH DUKE

L0 IE

C

o

o

o

DB5/14/2004|5MH DUKE
Da&/14/2084 SMH DUKE
DBG/14/2004 EMH DUKE
D/B5/14/2004|5MH DUKE
Da5/14/2004 |5MH DUKE
DG/ 1472004 GMH DUKE
DBG/14/2004 EMH DUKE
D/B5/14/2004|SMH DUKE
o
o
o
o
o
o
o
o
o
o

B5¢14/2004 5HH DUKE
BE/14/2004 GMH DUKE
B5/14/2004 SHH DUKE

05/14/2004 5HH DUKE
B5¢14/2004 5HH DUKE

51472004 GMH DUKE
B5¢14/2004 5MH DUKE
05/14/2004 5HH DUKE

0571472004 5HH DUKE
0571472004 5HH| DUKE
[+]] [y

[«][» ]l

=]

L [PPT (13 (100) 2 mashie OVR 7

T o= e ' = —_— Tl =
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Create a Purchase Requisition using a
Material Master—MES51

8. Click in the Material field of line item1; then click on the drop-
down box to the right to search for a material number from the
Material Master.

Note: The first time you click on the search, ,the
Restrict Value Range box will offer several
tabs for ways of searching for material
numbers. Select “W”. The W should default.

Restrict Value Range
W Plant material by description k D: Dke's specific Search ... ||| Em

daterial description *cu

Language key \ilﬂ

aterial

Plant (9 ou .

Restrict number to 580 [] Morestriction
W i B

9. Search for the desired material, using asterisks as wild cards on
the Plant material by description screen — for example: *cup*.

10. Click onthe ¥ green check to see a list of materials:

Material description Language |Material Pint
CAP, FOR 0.5 HL. CUPS EN 71035 DUKE
CONTAINER, EMPTY CONC CUP 1 LITER EN 165254 DUKE
CUP, COLD DRINK 18 OUNGE EN 1228 DUKE
CUP, DENTURE W/HIMNGED LID PLASTIC EN 11228 DUKE
CUP, FLUTED 4 0Z JUICE EN 15249 DUKE
CUP, BI WITH BARIUM EN 12728 DUKE
CUP, MEDICINE UNBREAKABLE 10Z EN 11634 DUKE
CUP, PENCIL IMAGE EBONY EN 16293 DUKE
CUP, PENCIL SMOKE IMAGE EN 16629 DUKE
CUP, PLASTIC 3.502 EN 75345 DUKE
CUP, PLASTIC 5 OUNCE EN 11635 DUKE
CUP, PORTION PAPER 51/2 0Z EN 15378 DUKE
CUP, SIPPY 40Z EN 308513 DUKE
CUP, SOUFFLE F/MEDICINE 7502 EN 11536 DUKE
CUP, SPILLPROOF 1802 EN 300514 DUKE
CUP, STYROFORM 16 OUNCE EN 11538 DUKE
CUP, STYROFOAM COFFEE 6 OUNCE EN 11537 DUKE
FORM, REPORT OCCUPATION IMJURY ILLNESS |EN 11766 DUKE
LID, COLD DRINK CUP 10 OUNCE EN 15600 DUKE
LID, JUICE CUF FOR 4 ODUNCE EN 15250 DUKE
LID, STYROFOAM CUP 16 OUMCE EN 11639 DUKE

v EH@aHE R x
You can create a personal list of materials by using these steps:
11. Click once on the desired material to highlight it and click on the

Insert in personal list button at the bottom of the screen or
press F6. The next time you click on the dropdown, the Personal

18



R/3: Requisition Processing Step by Step May 2003

Create a Purchase Requisition using a
Material Master—MES51

Values list will display. If you are ordering an item not on your list,

click on the ' All Values button to get back to the W search.

12. Note that the cursor jumped down. The next material in the list is
now highlighted. To select the material you want for this current
order, click it again to highlight it. Then double-click on it or click

on the Copy button or press Enter to display the Create:
Purchase Requisition: Item Overview screen:

Purchase req

uisiion  Edit Goto

Create: Purchase Requisition: ltem Overview
BEOG Z B & n AccountAssignments | ez B

Purchase reguisition

Purchase requisition items

Doc. typs  HB

Item

Al

Material

Shor text Ofy requested Un |CDeliv. date  |PGrMatl group [Plnt (SLoc SPIt D (T,

1

1538

=) B5¢14/2004 5HH DUKE
H

BE/14/2004 EM] DUKE

L0l

05/14/2004 5HH DUKE

BE/14/2004 GMH DUKE

B5¢14/2004 5MH DUKE

B5¢14/2004 5HH DUKE

B5/14/2004 SHH DUKE

2
3
n
5
i
s
8

A5/14/2004 5HH DUKE

51472004 GMH DUKE

10

0541472004 5HH DUKE

B5¢14/2004 5MH DUKE

B5¢14/2004 5HH DUKE

51472004 GMH DUKE

0541472004 5HH DUKE

B5/14/2004 GHH DUKE

B5¢14/2004 5MH DUKE

B5¢14/2004 5HH DUKE

B5/14/2004 SHH DUKE

05/14/2004 5HH DUKE E

ks
ke
ks
ke
ks
ks
ks
ks
ke
X
ks
e ks
ks
ke
X
ks
ks
ks
ks
ks
ks
1|

=]

C|
o
o
o
o
o
o
o
o
o
o
Da&/14/2084 SMH DUKE
o
o
o
o
o
o
o
o
o
o

05/14/2004 SW DUKE

o

|alo]

ftern

U [PPT (1) (100) b2l mashie OVR 7

13. This will put a material item number in the Material field. Tab
over two fields to the Qty requested field and enter the quantity.

Note:

You may have to check with Purchasing to
find out if the material you are ordering comes
in boxes, sleeves, or single “each” units.
However, it is not necessary to enter anything
in the Unit field or the Matl group field when
ordering from the Material Master.

14. Click on the &4 Enter button or press Enter (you may have to
press twice) to display the Account Assignment for Item screen.

19



R/3: Requisition Processing Step by Step May 2003

Create a Purchase Requisition using a
Material Master—MES51

The following screen is displayed with the GL account defaulted:

Burchase reguisition  Edit  Goto  Environment  System Help

& 2 HIC@Ea I SHE B DO8 EHE @

Create: Purchase Requisition: item 00007
O ZF & & Acct assgts. |2

Req. item 1 Itern cat AcctassCat X
Material 11537 hatl group 420 Plant DUKE
Short text CUP, STYROFOAM COFFEE 6 OUNWGCE Star. loe

| aty. and date

| uantiy ] 5L Delivdate [ 81/16/2003

Account Assignment for lterm 00001

G/L account 646500
Controllng area DUKE
Cost center 4313030
Order

Profit center

WHS element

Unloading point 237 Social Sciences Goods recipient R U Ready|

+ | Change display = Repeatacc. ass.on | 3

Frocurement options
Agreement Purchasing org DUKE Order unit

Fixed vend 25428 ALLEGIANCE HEALTHCARE CORP (MOMNR..  Supplpint
Infa rec. 5300002258

Des vendor
Wendor mat. ng

Reference
Fromotian Batch

&> | TR (13 @00y P2l mashie | OVR 7

15. Enter the Cost center (or WBS Element) that is to be charged for
the material in the correct field. Do not use the Order field.

16. Enter the unloading point in the Unloading point field (this
should be a specific location, such as Room 2468).

17. Enter the first initial and last name of the goods recipient in the
Goods recipient field.

18. If all items will be charged to the same cost center, Click on the
Repeat acc. ass. on button. If you have set up your messages to
display in the middle of your screen, you will see the Information:
Account assignment data held screen.

19. Press Enter or click on the Continue button to display the
Delivery Address for Item screen.
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R/3: Requisition Processing Step by Step May 2003
Create a Purchase Requisition using a
Material Master—MES51

The following screen is displayed:

Delivery Address far lferm 00001

Flant DUKE Address | =)
Staor. Lot Customer

Vendar SC vendor

Marme
Title Duke Health Sys Duke Health Sys i}
Marme Duke University
Duke University
Search terms
Search term 142 DUKE UNIVERSITY
Street address
StreetHouse nurber
Postal codeiCity
Country us LISA Region 119 NORTH CAROLIMA
Tirne zane EST
PO hox address
PO Box 27710
Postal code 27710
Caompany postal code

o [[] Adopt | 149 Recet | Repeataddress on | Repeataddress off || 38

20. At the upper right on the screen, enter the address code number
in the Address field. If you don’t know the address number, you
can use a match code search with asterisks (see next steps).

21. To search for a number, click in the Address field and click on
the drop-down. Use asterisks and a single noun in the Name field
to search— the field is not case-sensitive (example: *Biology*).

22.If the delivery address is the same for all items being ordered,
click on the Repeat address on button to display the Information:
delivery address held screen:

v||@

23. Click on the Continue button on the Information screen.

24. Click on the Adopt button or press F8 to display the
ltem Overview[ L1 Adset |
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R/3: Requisition Processing Step by Step May 2003

Create a Purchase Requisition using a
Material Master—ME51

The following screen is displayed:

BdH @a@ DHE ODoaa BE @M
Create: Purchase Requisition: item Overview

EERBOTERS AWM E At & T 8

HB

Itern || |AMaterial Shorttext Qty. requested Un |C|Deliv. date  |PGriMatl group |PInt |SLoc|SPIt (D [T...

1 H11537 CUP, STYROFOAM COFF. 3j5L D(E1#16720035HMH 420 DUKE O [«]
2 kS Die1/16/2003 (SHH DUKE E
3 kS D{E1/16/20035HH DUKE

4 kS Diet 1672003 [SHH DUKE

5 kS Dot 16/2003[5HH DUKE

B kS Dia1/16/2003 [5MH DUKE

7 kS D1 /16/2003 (SHH DUKE

k] 1S D{E1/16/20035MH DUKE

el kS Diet 1672003 [SHH DUKE

1o kS Dia1/16/2003[5HH DUKE

11 kS Die1/16/2003 (SHH DUKE

12 kS D{E1/16/20035HH DUKE

13 kS Diet 1672003 [SHH DUKE

14 kS Dot 16/2003[5HH DUKE

15 kS Dia1/16/2003[5HH DUKE

16 kS D1 /16/2003 (SHH DUKE

17 kS D{E1/16/20035MH DUKE

18 kS Diet 1672003 [SHH DUKE

19 kS Dia1/16/2003[5HH DUKE

20 kS Die1/16/2003 (SHH DUKE [+]
21 kS Dia1/16/2003[S5HH DUKE Iz‘

L[] L[

[ | TRM (13 (400) S| mashis  OVR
-

25. Click on the blue button(s) [ ] to the immediate left of the desired
line item(s) to highlight the entire line.

26. Click on the Details button to display the Create: Purchase
Requisition: ltem NNNN screen.
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R/3: Requisition Processing Step by Step May 2003
Create a Purchase Requisition using a
Material Master—MES51

The following screen is displayed:

Purchase requisition  Edit Goto  Enyironment  Systerm  Help

[ 0 H A EHE DO PR @

Create: Purchase Requisition: item 00001
P O ZF S & Account Assignments |2

Reg. iterm 1 Itern cat. AcctAssCat X
Material 11638 Matl group 420 Plant DUKE
Short text CUF, STYROFOAM 16 OUNCE Stor. Loc.

Qty. and date

Quanity B SL Delivdate D B5/14/2604

MRP data

Reguisnr. Purch. Grp SHH Req. date B5/07/2004 Resubmis.
TrackinaMNo WRP ctrir MM Release dt  05/13/2004  GR prime

Rev. Level [] Fixed [] Clased

Waluation control
Wal. price 0.71 050 I 1 SL [ Gr IR
[] GR non-val

Procurement optiong

Agreemen it Purchasing Org.  DUKE Order unit
Fised vend 25428 ALLEGIANCE HEALTHCARE CORP (NOMR . Suppl plnt
Infa rec 5300006308

Desvendor

MM mat Wendor Mat ho

Reference

Promaotion Bateh

[ U [FPT () (100) Pe] mashie | OVR

27. If goods receiptis required (and R was not selected as the

Accounting Assignment category on the initial Requisition screen),
place a check in the GR box.

28. If goods receipt is NOT required, be sure BOTH GR and GR
non-val boxes are unchecked.

Note: Invoices will not be paid if the GR box is

checked and goods receipt entries are not
made for the items received.

29. Press Enter or click on the (34] Enter button to display the Item
Overview screen.
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R/3: Requisition Processing Step by Step May 2003

Create a Purchase Requisition using a
Material Master—MES51

The following screen is displayed:

Purchase reqguisition  Edit Goto  Environment  System Help

[V 2 I eae SR anhon EHE @M

Create: Purchase Requisition: item Overview
B R DT & B &Ly Account Assignments  SE T B

Purchase reguisition Coc. type NE

Purchase reguisition iterms

ttern |1 |A]Material Shart text aty requ . |Un |clDeliv. date  [PGriMatl group |Fint |SLoc/SPIt [ [MPM material T
i %1538 CUP, STYROFOAM 16 OUNCE 35L |D|B5¢14/2004 |SHH|420 DUKE O [«]
2 X D(05 /1472004 |3MH DUKE [~]
3 ¥ (o5 /1472004 [5MH DUKE |
4 ¥ (o5 /1472004 [5MH DUKE
5 % D(B5 /1472004 (5MH DUKE
] I3 D[e5 /1472004 (5MH DUKE
H i D(05 /1472004 |3MH DUKE
B ¥ D[o5¢1472004[5MH DUKE
4 i D(05 /1472004 |3MH DUKE
10 ¥ (o5 /1472004 [5MH DUKE
11 ¥ (o5 /1472004 [5MH DUKE
12 % D(B5 /1472004 (5MH DUKE
13 I3 D[e5 /1472004 (5MH DUKE
14 i D(05 /1472004 |3MH DUKE
15 ¥ D[o5¢1472004[5MH DUKE
16 i D(05 /1472004 |3MH DUKE
17 ¥ (o5 /1472004 [5MH DUKE
18 ¥ (o5 /1472004 [5MH DUKE
19 % D(B5 /1472004 (5MH DUKE
20 I3 D[e5 /1472004 (5MH DUKE [~
21 ¥ (o5 /1472004 |5MH DUKE =]
[+l I[4][+]

ltem 1

[ | PPT ¢13 ¢100) b2l mashie | OvR 2

30. Click on the =]l Save button to display the Information screen:

25. Notice that you will get an SAP R/3 generated document
number. You may record it or display it in the system later.

26. Click on the OK button or press Enter to display the Create:
Purchase Requisition: Initial screen.

27.Click on the ¥ Exit button or press Shift+F3 until the initial SAP
R/3 System screen is displayed.
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R/3: Requisition Processing Step by Step May 2004
Copy a Purchase Requisition—MES51

You may order the same items every week or month and wish to
copy a previous requisition, just changing the dates and quantities.

To copy a previously used requisition, key ME51 in the command

field on the main SAP R/3 screen and click on the Enter or
press Enter.

1. Click on the Purchase Requisition button or press F6 to
display the Copy Reference Dialog box as shown below:

Copy Referance

Ref purchase req. E
From reference itermn
To reference itern

v 8

3. Inthe Ref. Purchase Req. field, enter the number of the purchase

requisition you wish to copy.
Note:
If you need to search for your purchase requisition number, click on the
drop-down in the Ref. Purchase Req. field. In the Search Help box, use

the m Forward or E Back buttons to select tab E Purchase
Requisitions per Purchasing Group. Enterﬁur in the Purchasing

Group field and click on the Continue/ Enter button to display all
purchase requisitions placed by your purchasing group. Double-click on

the correct number and click on Enter or press Enter to display the
Create Purchase Requisition: Reference Requisition Overview screen.

Restrict Yalue Range

E: Purchase Requisitions per Purchasing Group | &: Purch... ||, [+[»['5]

Purchasing Group | @
Furch. Organization
.| Fixedwvendor
Qutline agreement
[\ Princ.agreement iterm
Furchase requisition
Itern of requisition

Restrict number ta 500 [] Mo restriction

¥ i R
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R/3: Requisition Processing Step by Step May 2004
Copy a Purchase Requisition—MES51

The following screen is displayed:

Burchase requisition  Edit Goto Enwironment  Systerm Help

(] aja B e CHE DDLHa BRI @mE

Create: Purchase Requisition: Reference Requisition Overview
Adopt + details || [T]

Ref. purchase req. 1000243732 Doc type NE

Reference items

tern | Material Shorttext Pint [SLocl & oty requested un [dDeliv. date [PGr{Mat group [sPit D

1 pen, black DUKE xR BX D[D5/E7/2004/3MH 012 m [+]

hd

[+]

| [~]
[l ]l |[«I[+]

Itern |

2. Click on the D blue button(s) to the left of each item you wish to
copy to the new requisition. This will highlight the line.

3. To copy all items, click on the & Select All button. If you wish to
deselect the items, click on the Deselect All button.

4. Click on the Adopt + Details button on the application toolbar.

5. Click on the &4] Enter button or press Enter if you get a message
asking if the delivery date can be met.

6. The Create Purchase Requisition: Item 00001 screen will appear,
showing your first item to copy.
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R/3: Requisition Processing Step by Step May 2004
Copy a Purchase Requisition—MES51

Purchase requisition  Edit Goto  Enwironment  Systern Help

& 2B Q& ICEE SN 08IRE @

Create: Purchase Requisition: ftem 00001
P O F B &5 AccountAssigniments | S

Req. item 1 Itern cat, AccthssCat X
Itaterial Matl group @12 Plant DUKE
Short text nen, black Stor. Loc.
Qty. and date
Guantity 2 Bx Deliv.date D EISHM2EIU4|@
MRF data
Requisnr. Purch. Grp SMH Req. date 05/10/2004 Resubmis.
TrackingMo MRP ctrlr Release dt 05/10/2004 GR prtime
[] Fixed
Waluation control
val. ptice 25.00 UsD 41 B [] GR IR
[] &R non-val

Procurement options

Agreement Purchasing Org

Fixed vend Suppl.pint
Infa rec

Desvendor 2036

Vendar Mat. Mo

Refarence
Promaotion Batch

b [PPT (13 (100) P2l mashie | OvR 7

7. Make changes to the quantity, if necessary.

8. Change the delivery date to the new delivery date.

9. Check the cost center or WBS element to be charged by clicking
on the =l Account Assignment button.

10. Click on Repeat Acc Ass On if all new items will be charged to
the same account.

11. Click on the ==l Delivery Address button to display the Delivery
Address for Item 00001 screen.

12. Make any changes needed to the address.

13. If all items are being delivered to the same address, click on
Repeat Address On.

14. Click on the | 1 Adspt |Adopt button.
15. You may add materials to this requisition by clicking on the next
material fields and entering new items.

16. When you have finished, click on the =l Save button to save
your requisition and record the number if you wish.
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R/3: Requisition Processing Step by Step May 2004
Display a Purchase Requisition—MES53

After a purchase requisition has been created, details may be
reviewed by displaying the requisition. Any changes should be made

before anx aeerovals ora correseonding Eurchase order is created.

Enter the transaction code ME53 in the command field on the User
Menu.

The following

screen is displayed:

to Enviranm 1 Help

Purchas guisition  Edit  Go Hi
IoH ICEQ DEE SO0 EE @

Display: Purchase Requisition: Initial Screen

2
A=Y

FPurchase reguisition hBDBBBMQU@

1. Enter the Purchase requisition number.
2. Click on the &4 Enter button or press Enter to display the Item
Overview screen:

Purchase requisition  Edit Goio  Epvironment  Swstern Help

G rH e CHE SDhoaD BEE @mE

Display: Purchase Requisition: ltem Overview
B E R B ZE &I B Actassas. 55 3= 2

Purchase requisition 1800080190 Doc. type HE

Furchase requisition iterms
Itern |1 A Material Short text Glty. requested Ln |CDeliv. date  |PGrMatl group |PInt SLoc/SPIt D (T. |D\
1 1§ microscope 1|EA [D|B1/23/2003 |SMH @OG DUKE (]
2 X computer cart TEA [D|01/29/2003(SHH D04 DUKE El

3. Click on the button(s) to the immediate left of the desired line
item(s).
4. Click on the =] Details button to display the Item screen.
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R/3: Requisition Processing Step by Step May 2004
Display a Purchase Requisition—MES3

The following screen is displayed:

v|w.-:u--r:-><|Lr;r'+|:i-u-m:=-|mra|@;tg'

Dispiay: Purchase Requisition: ltem 000071

DAY

1080086190

Qty. and date

Quantity f EA Deliv.date D B1/29/2003

MRP data
Reguisnr. Furch. grp SHH Reqy. date 0142942003 Resubmis. 0
Trackingho MRF ctelr Release dt  01/29/2003 GR prtime @

[ Fixed [] Closed

“aluation control
Wal price F752.080 UsD /1 EA [ GRr IR
[ GR non-val

Procurement options

Agreement a FPurchasing org.

Fixed vend Suppl.pint
Info rec:

Desvendor 27706 SCIEMTIFIC DEVICE LAB

Wendor mat. no

Reference
Fromotion Batch

[ | TRM (1) (400) PSl mashie  OWR £
5. To see written comments associated with the purchase
requisition, follow the menu path given below:
Goto— Texts — Text overview

The Display Purchase Requisition Text: Item screen is shown:

g  59H @ee CHn anns DE @5

Dispiay: Purchase Requisition Texts: ltem 00001
>

TutType Text hlore tesxd Status
] tem text
whatever

O

[ tem nate

6. Click on Back button to return to the Item Overview screen.
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R/3: Requisition Processing Step by Step May 2004

Display a Purchase Requisition—MES53

7. To see what the release strategy is for this requisition, click on the

Release strategy button to display the Release Strategy
Requis. NNNNNNNNN, Item screen:

e egy Reguis. 1000243732, Iterm 00001

Felease group! 81 Requisitions

Release strategy o1 A =500

Release codes
Releases to date
Final release Al

Release indicator & Blocked - Aweaiting Approval

¥ Simulate release | ¥

8. Click on the Continue button to display the Item Overview
screen:

El sition  Edit  Goto  Emwironment  System  Help

g rhie@e DHE DDo0 HE @M
Display: Purchase Requisition: ftem Overview
EEERBEFS A B Actassts. o5 3 B

Furchase reguisition 1008008190 Doc. type NE

Purchase requisition iterns
Itern |1 |A|Material Shart text Qty, requested Un |C|Deliv. date  |PGr|{Matl group |PInt [SLoc|SPIE D |T..
1 K microscope 1[EAR |D|B1/29/2003 5HHDOS DUKE =
P‘ K computer cart TES |D|B1/29/ 2003 SHHOO4 DUKE =

e <R E

9. Click on the button(s) to the immediate left of the line item(s).
10. To see if a purchase requisition has been turned into a purchase

order, click on the I General statistics button (or press Shift +
F5) to display the Purchase Requisition Statistics: for Item screen.
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R/3: Requisition Processing Step by Step May 2004
Display a Purchase Requisition—MES3

The following screen is displayed:

| A BEICeeIDHE I SHLN IER @
Display: Purchase Requisition Statistics: for ltem 00001

2B B e 5 B
. —

Administrative data

Creationind. R Created manually Created by JTUCKER

Processing stat N Mot processed Changed on B5/07/2004
[ "Fixed" ind. Mo. resubmiss. ]
Release ind. L Blocked - Awaiting Appr... Last resubmiss.

Rel. strategy a1 Total ¥alue 50.00 USD

Order statistics
Order quantity
Purchase order

PO date

ReservMo. @

Shaortage MRF ctrlr
Plnd dely time o SetReserhlo 0

b IPPT () (100 B mashie OVR /7

Note: If the requisition has turned into a purchase
order, the Order Statistics fields will be filled in
with the Order quantity, Purchase Order
number, and the Purchase Order date.

11. Follow the menu path given below to display the Changes to
Purchase Requisition NNNNNNNNN Item screen:

Goto — Statistics =+ Changes
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Display a Purchase Requisition—MES53

The following screen is displayed:

List Edit Goto Systern  Help

& Bld H @@ BEE BHNa8 EE @D
Changes to Purchase Requisition 10000007190

3

Person resp. Date Time Transaction Chandge document

Doc. header 10000001390

Ferson resp. Date Time Transaction Change document
Item efefe]e]

JTUCKER 01/29/2003 14.04 .25 MES2 198836

LFDAT Item delivery date Changed

07d: 01/29/2003
New: 02/18/2003

MENGE Purchase reqguisition guantity Changed

07d: 1.000 EA

New: 2.000 EA

Aoct oassgt 01

JTUCKER 01/29/2003 14.04 .25 MES2 198836
MENGE Furchase reguisition guantity Changed

01d 1.000 EA

New 2.000 EA

12. Click on the Back button to display the Item Overview screen:

Purchase requisition  Edit  Goto  Emwironment  Systern  Help

| CH Caa LHEODLOD HEE @

Display: Purchase Requisition: itemn Overview
B R B AR B Actassets. | 5 & &

Furchase requisition 1000000190 Doc. type WE

Purchase reguisition iterms

| Jitem |1 |a[material Shaort text Qty. requested Un |CDeliv. date  |PGrMatl group |PInt [SLoc|SPIE D |T. \
1 X microscope 2EM [D|B2¢10/ 20083 5MHBOI DUKE
2 £3 computer cart 1ES |D|B1/29/2003 SMHBO4 DUKE

e DE

13. Click on the button(s) to the left of the desired line item(s).

14. Click on the I*==] Account assignments button (or press SHIFT +
F8)to display the Account Assignment for Item screen.
The following screen is displayed:

Account Assignment for Iterm 00001
G 645080
Controling area DUKE
Cost center 4516698
Order
Profit center 1199998
WBS alament
Unloading point 456 Manaline Duke Goods recipient Who says
| Change display | Repeatacc. ass.on | 3

15. Click on the Continue button to display the Item Overview
screen.
16. Click on the ¥ Exit button until the initial R/3 screen is displayed.
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R/3: Requisition Processing Step by Step May 2004
Change a Purchase Requisition—MES2

A purchase requisition for a material subject to a release strategy
should not be changed after it has been approved. A requisition that
has been processed into a Purchase Order cannot be changed.

Enter the transaction code ME52 in the command field on the User
Menu.

The following screen is displayed:

Purchase requisition  Edit Goto  Epvironment  System  Help
g rEIC@e CHEE DDa8 HE @
Change. Purchase Requisition: initial Screen

AL M

Furchase reguisition hBDBBBMQU

1. Enter the purchase requisition number.

2. Click on the Enter button to display the Change Purchase
Requisition: Item Overview screen:

Purchase requisition  Edit  Goto  Emwironment  Systern  Help

g rH @@ SR aDhon HEE @ mE

Change: Purchase Requisition: item Overview
BEEEBEDIDBE RS AR B Actassds o4 &

Furchase reguisition 1008008190 Doc. type NE

Purchase requisition iterns

Itern |1 |A|Material Shart text Qty, requested Un |C|Deliv. date  |PGr|{Matl group |Pint (SLoc|SPIE D |T.
i k4 micraoscope 2ER [D|B2/10/2083 5MHBEY DUKE = Izl
2 K computer cart TES |DB1/29/2003 SHHOO4 DUKE = |;|
3 K D@1 /29/ 2003 5MHO04 DUKE -
4 % D@1 /29/2003 5MHO04 DUKE
5 % D@1 /29/2003 5MHO04 DUKE
i % DjE1 29/ 2003 \SMHOO4 DUKE
7 % D|B1 /2972003 5MHD04 DUKE
g k4 DB1/29/2003|5MH{D04 DUKE
a K D@1 /29/ 2003 5MHO04 DUKE
10 K D@1 /29/ 2003 5MHO04 DUKE
11 % D@1 /29/2003 5MHO04 DUKE
1o v nlot sananmalemulans noee

3. Enter the new quantity (if applicable).

Click on the 3] Enter button or press Enter.
To change other elements, click on the button(s) to the immediate
left of the desired line item(s).

6. Click on the Item details button to display the Item screen:

S
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R/3: Requisition Processing Step by Step May 2004
Change a Purchase Requisition—ME52

% 0B @@ DHE DD AR QB
Change. Purchase Requisition: item 00002

V82 E s

i

1008008198

Oty and date
Quantity

i EA Deliv.date D B1/20/2003

MRP data

Purch. grp SMH Ren. date 81/29/2003 Resubmis.

Requisnr.

Trackinghlo MRP ctrir Releasedi 61/29/20083 GR priime
[] Fixed

[ Closed

Yaluation control
Wal. price 1008.88 USD i1 EA

[ Gr IR
[] GR non-val

Procurement options

Agreement Purchasing org

Fixed vend Suppl.pint
Info rec.

Deswendor 21227 HEWLETT PACKARD

Wendar mat. no

Reference
Promotion Batch

[ | TR (1) 400y b=l mashie OVR 2

7. Enter the new delivery date, if applicable.

8. Click on the (341 Enter button to display the Item Overview screen:
Note: Both Quantity requested and Delivery date
reflect the changes. This will reset the
approval process.

g|bH €@ LIl D000 BR QR

e: Purchase Requisition: item Overview

00 (B2 05 [ Aot oo | e

Iaterial Short text Qty. requested Deliv. date  |PGr|Matl group |Plnt |Sloc o |T. ﬁ
I K microscape 2E8 DB2/10/2003 |5MHEO DUKE [ |§|
o K computer cart TES DB2/10/2003 |5MHE04 DUKE [ |§|
3 K D{a1#29/2003 5MHBO4 DUKE
4 K D{a1#29/2003 5MHBO4 DUKE
5 K D{a1#29/2003 5MHBO4 DUKE
G K D{a1#29/2003 5MHBO4 DUKE
7 K D{a1#29/2003 5MHBO4 DUKE
i K D{a1#29/2003 5MHBO4 DUKE

9. Click on the blue buttons to the left of the desired line item(s).

10. To change text, click on the [« Text overview button (or Shift +
F6) to display the Purchase Requisition Texts: Item screen:
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Purchase requisition Edit  Goto  Environment System  Help

g rE ea@ DR Do HEE @ m

Change. Purchase Requisition Texts: item Q0007

& Longtext T Deletetext| B

Req. item 1 Itern categary Plant DUKE
Material Material group neg Star. loc
Short text microscope
ltermn texts

TulType Text More text Status
[ itern text

You can add descriptive text for the
vendor here

[] tem note (Duke internal use)
‘fou can send a note to the Purchasing

department here

] Delivery Instructions- PO Text

11. Click in the Item note text box and enter item text or note text.

You can also click on ] Long text. THIS IS WHERE YOU
WOULD ADD THE SPONSORED PROGRAMS
CERTIFICATION IF YOU HAD NOT DONE IT BEFORE THE
DEPARTMENT APPROVAL WAS GIVEN (see next step).

12. When purchasing a piece of capital equipment (GL Account
66XXXX), on a Federal Sponsored Project (WBS Elements in 30X
— 34X in Company Code 10) the following “certification” statement
must be entered. Use the Long Text field to enter the statement:

“To the best of my knowledge, this item of equipment or
substantially similar item is not available for shared use.”

13. Click on the (3] Enter button or press Enter.
14. Click on the &£ Back button to display the Item Overview screen:

Purchase requisition Edit  Goto  Environment System  Help

g rE ea@ DR Do HEE @ m

Change. Purchase Requisition: ifem Overview
R EEDTEZRD & D R Actassos. 55 g B

Furchase reguisition 1008008190 Doc. type NE

Purchase requisition iterns

|_ ltem |1 |A|Material Shaort text Qty, requested Ln |CDeliv. date  |PGr|{Matl group |PInt (SLoc|SPIE D |T.. |E|
| I H microscope 2[E8 b|pz /10720883 5MH[AEY DUKE 2 [=]
| 2 k4 computer cart 1ER [D|B2/10/2083 SMHBE4 DUKE E
| 3 i D{a1¢29/2003/5MHEO4 DUKE
| 4 " D{a1¢29/2003/5MHEO4 DUKE
| 5 " D{a1¢29/2003/5MHEO4 DUKE
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15. Click on the =l Save button or press Ctrl+S to display the
Information screen.

The following screen is displayed:

g oH @@ CHE DDo0 PR QB
Change: Purchase Requisition: initial Screen

1000008198

Purchage requisition 1000000790 changed

13. Click on the OK button or press Enter to display the
Change: Purchase Requisition: Initial screen.

14. Click on the ¥ Exit button or press Shift+F3 until the initial SAP
R/3 System screen is displayed.
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List Display of Purchase Requisitions by
Account Assignment: Cost Center—ME5SK

To see purchase requisitions in a cost center or WBS element, enter
the transaction code ME5K in the command field on the User Menu

and click on the %4 Enter button or press Enter.

(Or switch to the SAP Menu and use: Logistics - Materials
Management - Purchasing - Purchase Requisition - List
Displays = By account assignment - ME5K General).

The List Display of Purchase Requisitions screen is shown below:

Program Edit Goto Systern  Help
@ rEle@@ BHE D000 HE @
List Display of Purchase Requisilions

® b 2 =2

Costcenter 4516090 to
WHE element

Order to
Asset Sub-nao

1[0

g8

Sales document Iterm
MNetwark Trans
Purchase reguisition o
Material to
Material group io
Furchasing group SMH|@ io
Scope of list A

Flant DUKE to
Document type ju}
Itern categary ju}
Account assignment category ju}
Delivery date 1429/2003 ta 241272003
Release date 1o
Materials plannercontroller to

EEEEEEREE EEEE

Processing status o
Fixed vendor to
Requisitioner

Short text

1. Enter the cost center or range of cost centers (or a WBS
element) in the Cost center or WBS element field.

2. Enter your purchasing group in the Purchasing group field.

3. Enter a date range in the Delivery date From and To fields.

You may enter other data, as you wish, but the cost center or WBS
element, purchasing group and dates are essential.
Note: If you want to view all requisitions, including those that
have been turned into purchase orders, click the Closed
requisitions checkbox at the bottom of the screen (you will get all
requisitions charged during the time period you select).

4. Click on the Execute button or press F8 to display the
Purchase Requisitions per Account Assignment screen.
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List Display of Purchase Requisitions by
Account Assignment: Cost Center—ME5SK

The following screen is displayed:

List Edit Goto Epvironment Systerm Help

@\ 2 dH I @E@ CHR ODL0IEE @mE

Furchase Requisitions per Account Assignment
= Assignrments Sewices

Cost center OO04516080

Material Short text PGp Mat. op
Regquisn. Iten Reguested gty Un Deliv. date Requester Pint SLoc
SCROTy. LA Ordered oty. Un Release date Trackg.no SP1. MC
microscope SMH opa
1000888190 BO601 2 EA D B2/10/2003 DUKE
W R &NB kS B1/29/2003
Desired vendor 27706 SCIENTIFIC DEWICE LAB
computer cart SMH o4
10008088190 BOOO2 1 E& D B2/10/2003 DUKE
W R & NB X B1/29/2003
Desired vendar 21227 HEWLETT PRCKARD

5. Click once on the desired purchase requisition number.

6. Click on the Detailed data button or press F8 to display the
Detailed Data on Requisition NNNNNNNNNN Item 00001 screen:

List Edit Goto Environment System  Help

| cHIC@@ DEE DTO6) EE @

Purchase Requisitions per Account Assignment
=1 Assignments Services

iMaterial} computer cart Itermn cat.
Matl grou oE4 Doc. type NE Flant DUKE Stor. loc AccthssCat X
Qty. and date
Quuantity 1 E&  Deliv.date D B2Me/2003 Status
Closed

Frocurement options

Agreement o Purch.org. Suppl.plnt
Fixed vend Info rec
Desvendar 21227 FWy arder 2]

Furchase requisition data

Req. date 01/29/2003 Requisnr. Furch. grp SMH
Order date PurchOrder Lo} MRF ctrlr
ordered o] Trackingro Release n

w Mextreguisn. | (= Release strat Changes

Note: This screen shows purchase order information
(Requisition date, Order date, PO Number); if
the requisition has been turned into a
purchase order, these fields will be filled in.

7. Click on the =2 Display requisition button at the bottom or press
F2 to display the Purchase Requisition: Item 00001 screen.
Note: This screen will show pricing information (Val.
Price).
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List Display of Purchase Requisitions by
Account Assignment: Cost Center—MES5K

The following screen is displayed:

AEENECIEE =G
Display: Purchase Requisition: item 00002

P2 A E [ seessas &

ood4

1008008198

Qty. and date
Quantity

fi EA Delivdate D B2/10/2003

MRP data

Requisnr. Purch.grp SMH  Req. date B1/29/2003 Resubmis. @

Trackingho MRP ctrr Releasedt 01/28/2003 GR priime 0
[] Fixed [ Closed

waluation control
Wal. price 1008.88 WSk Pl E& O Gr IR
[ GR non-val

Pracurement options

Agreement o Purchasing org

Fixed wend Supplpint
Info rec.

Desvendor 21227 HEVWLETT PACKARD

Yendar mat. no.

Reference
Promotion Batch

[ | TRN 1) 400 P2l mashie OVR 7

8. Click on the |1l General statistics button or press Shift+F5 to
display the Display: Purchase Requisition Statistics: for Item
00001 screen.

Note: The General or Statistics screen shows
information such as who created the
requisition (Created by), and purchase order
information (Processing stat, Order quantity,
Purchase order, Order date).
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List Display of Purchase Requisitions by
Account Assignment: Cost Center—ME5SK

The following screen is displayed:

Purchase requisition  Edit Goto  Environment System  Help

G ICHICES@ I DEE HD0008EE

Display: Purchase Requisition Statistics: for item 00002
S Acct assots. | S e

Requisn. itern: 2

Material computer cart
Item categary Standard

Acctassig.cat X All non-asset prehs

Flant DUKE  Duke University

StorageLocation

Adrministrative data

Creation ind. R Created manually Created by JTUCKER
Processing stat N Mot processed Changed on a1/29/2003
"Fixed" ind. Mo, resubmiss. 2]
Release ind. I Blocked - Awaiting Appr... Last resubmiss
Rel. stratedy o1 Total value 10000 UsD

Order statistics

Order gquantity O EA

Purchase order ] PurchOrderDate

MRP data

Shortage O EA MRP ctrir Reservno, B
PInd dely time [0} SetReserto @

9. To see the release strategy, click on the [£&£] Release strategy

button or press Shift+F1.

Note: If the item is subject to approval the Release Strategy
Requis. NNNNNNNNNN, Item screen will appear and
display release information. Otherwise, an Information
message will state that the item is not subject to
approval (example: med-surg supplies).

The following screen is displayed:

Fele rategy Requis. 1000243732, [term 00001
‘Release group: 81 Reguisitions
Releasze strategy 01 A =500

Release codes
Releases to date
Final release Al

Releasze indicator & Blocked - Awaiting Approval

¥  Simulate release 3

10. Click on the @ Cancel button or press F12 to display the
Purchase Requisition: Item 00001 screen.
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List Display of Purchase Requisitions by
Account Assignment: Cost Center—ME5SK

11.To check the cost center or WBS element used for charges, click

on the =]l Account assignments button or press Shift+F8 to
display the Account Assignment for Iltem 00001 screen:

Purchase requisition Edit  Goto  Environment System  Help

gIcHICEa DR ODhoxn EHE @

Display: Purchase Requisition: item 00002
P F &0 Actt. assots. | |

Req. itern 1000008190 2 ltern cat. AccthssCat X
Material Matl group 004 Flant DUKE
Short text computer cart Stor. loc.

| @ty and date

| cusnty 1 EA Delivdate [ 82/10/2003

i 645600
Controling area DUKE
Cast center 4516000
Crder

Prafit center 1189888

WBS element
Unloading point 486 Nanaline Duke Goods recipient Who says

¥ | Change display | Repeatacc. ass.on | 3§

Pracurement options

Agreement o Purchasing org

Fixed wend Supplpint
Info rec.

Desvendor 21227 HEVWLETT PACKARD

Yendar mat. no.

Reference
Promotion Batch

b | TRN (1) (400) PE| mashie | OVR
Note: This screen shows information such as
Unloading point (delivery point) and Goods
recipient (who should receive the item/s).

12.Click on the @ Cancel button on the Account Assignment screen
or press F12 to display the Display: Purchase Requisition: Item
00001 screen again.

13. To check addresses, click on the =2 Delivery address button or
press F3 to display the Delivery Address for Item 00001 screen.
Note: This screen shows where the items are to be
delivered (street address).
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Account Assignment: Cost Center—ME5SK

The Delivery Address screen is displayed:

equisiion Edit Goto  Environment

Req. item Plant DUKE Address 202081911

aterial Stor. loc. Custormer

Short text Yendar SC vendar

City. and date Search terms

Quantity Title Duke University & BIODLOGICAL SCIENCE
Narme Biological Science Building B

MRF data

Requisnr.
Trackinghlo House address
StreetHouse number Science Drive
Fostal codefCity 27708 Durham
|aluation cont | District
Val. price Country Us  usa Titre Zone EST
Region NG MNORTH CAROLINA Jurisdic. code NCOOBEaaD

Procurernent ¢ PO box address

Agreement PO Box

Fixed wend FPaostal code Other city

Infa rec. Company postal code
Desvendar

Communication

L | Language EN English ‘ Other communication...
Reference | Telephone =
Promaotion Fax =
rotes

o [ Adopt|| 36 b | TRM (1) 4003 e mashie OVR 7
—— - o — -

i [ T == —— —— I e e e o = -

14. Click on the | ] Adapt | Adopt button or press F8 to display the
Display: Purchase Requisition: Item 00001 screen.

15. Click on the Back button to display the Detailed Data screen:

List Edit Goto Epwironment em  Help

gibH I Ca& CHRHEDDLODIEE @

Purchase Requisitions per Account Assignment
& Assignments Services

I I computer cart ltern cat.
Matl group oo4 Doc. type NB Plant DUKE ' Star. loc AccthssCat X
Gity. and date

Quantity 1 EA Deliv.date D B2/10/2003 Status

Closed

Procurement options

Agreement a Purch.org Supplpint

Fixed vend Infa rec.

Desvendor 21227 Fi order a

Purchase requisition data

Req. date 01/29/2803 Reguisnr. Purch. grp SMH
Order date FurchOrder 1] MRP ctrlr
Ordered o Trackinghlo Release A
w Mextreguisn. & Release sirat Changes
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List Display of Purchase Requisitions by
Account Assignment: Cost Center—ME5SK

16. Click on the Next requisn. button at the bottom of the screen or
press Shift+F7 to display the Purchase Requisition per Account
Assignment screen.

The following screen is displayed:

List Edit
gl e DHE DDhLon HE @@
Purchase Requisitions per Account Assignment
& Assignments Services

Goto Environment  Systern Help

Cost center QOD4516090 el
Material Short text FGp Mat. ogp.
Requish Item Reguested gty. Un Deliv. date Reguester Pint SLoc
SCROTY. I A& Ordered oty. Un Release date Tracko.no. SP1. MG

microscope SMH 009
1000808198 BOGE1 2 Ef D B2/A0/2003 DUKE
MR ANE X 01/23/20083
__Desired wendor 27706 SCIENTIFIC DEVICE LAB
computer cart SMH o4
1000808198 BO0A2 1 EA D 021072003 DUKE
MR & NB X 01/29/2003
Desired vendor 21227 HEWLETT PACKARD

17. Repeat steps 5-16 above to see information about the other
requisitions.

18. Click on the ¥ Exit button or press Shift+F3 until the initial R/3
screen is displayed.
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Create a Purchase Requisition for Items
Assigned to Multiple Cost Centers

Within the regular create a requisition process, an option exists to
split a line item among two or more cost centers. This input can also
be repeated for any additional line items in the same requisition.

Enter the transaction code ME51 in the command field on the main
SAP R/3 screen.

The following screen is displayed:

gloH @@ CHE Doon HE @m
Create: Purchase Requisition: Initial Screen

Default data for iterns
Itern category
Act. assignment cat %

Delivery date T 0241442003
Plant DUKE

Storage location

Purchasing group SHH

Material group

Re. fracking number

Requisitioner
Supplying plant

> | TR (1) (400) 2] | mashie  OVR 2

1. Enter the appropriate document type from the valid opti-ons:

NB for a Purchase requisition (used for regular purchase
requisitions and is the default)

SH for SPECIAL HANDLING (needs Procurement Services
handling i.e.: attachments)

2.

Be sure that the Source determination check box defaults with a
checkmark. This allows the system to select a vendor if possible.
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3.

N ook

The following

Furchase requisition  Edit

Enter the appropriate account assignment category from the valid
entries:

X for All non-asset prchs (materials for consumption and is the default)
R for Items Goods Receipt (used when receiving activity is expected and
performed consistently — may be set as the default for those areas)

Enter the delivery date.
Select the appropriate facility (plant).
Enter the purchasing group.

Click on the 341 Enter button or press Enter to display the Create:
Purchase Requisition: Item Overview screen.

screen is displayed:
Foto

a8 eae@ CHE Do BE @m

Environment  Systern  Help

Create: Purchase Requisition: item Overview
E 0O ZF & & 1y Account Assignments | 4o Ok O

Furchase reguisition Doc. type NB

Furchase reguisition items

fterm || |Ajdaterial Shaort text Gty reguested Un |C|Deliv. date  |PGrMatl group |Pint [SLoc/SPIit D [T.. E‘
1 i corputers 3jea [D[@5/20/2004 |3MH[104 AHE [+]
2 X DB5/26/2004|5MH DUKE I;‘
3 X DB5/26/2004|5MH DUKE -
4 EY D|Es/26/2004|5MH DUKE
5 kS Dp&/2a/2004|5MH DUKE
i kS Dp&/2a/2004|5MH DUKE
7 o Dp&/26/2004|5MH DUKE
il o Dp&/268/2004|5MH DUKE
el X DB5/26/2004|5MH DUKE
10 X DB5/26/2004|5MH DUKE
11 EY D|Es/26/2004|5MH DUKE
12 kS Dp&/2a/2004|5MH DUKE
13 kS Dp&/2a/2004|5MH DUKE
14 o Dp&/26/2004|5MH DUKE
15 X DB5/26/2004|5MH DUKE
16 X DB5/26/2004|5MH DUKE
17 EY D|Es/26/2004|5MH DUKE
18 kS DR&/20/2004|5MH DUKE
19 kS Dp&/2a/2004|5MH DUKE
20 o Dp&/26/2004|5MH DUKE E
21 X DB5/26/2004|5MH DUKE |z|
LDl |[«][+]
Item
[ [ | PPT (13 (100 mashie | OYVR 7
8. If you are ordering from the Material Master, click in the Material

field and search by clicking the dropdown.

Note: The first time you click on this match code search, a
Search Help Selection box will offer several ways of
sorting for material numbers, select “W”.

Search for the material, using a single noun and asterisks (e.g.,

*computers*)
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10. Enter the requested quantity.

11. Click on the %] Enter button or press Enter to display the Create
Purchase Requisition: Item screen.

If you are ordering from outside, the following screen is displayed:

Purchase requisition Edit Goto  Environment Systern Help
@|rE @@ CHE Dnoan BHE @m
Create: Purchase Requisition: item 00001

PO F S A E At assots. |

Req. item 1 Itern cat AcctAssCat X
Material Matl group  AA4 Plant DUKE
Shaort text computers Stor. loc

Qty. and date

Quantity B EA Deliv.date D B2/14/2003

MRP data

Reguisnr. Purch grp SMH Req date 01/38/2002 Resubmis
TrackingMNa MRP ctrlr Release dt  @1/30/2003 GR prtime

[] Fisxed

Waluation contral
wal. price 1,200.00 USD /1 EA ] GR IR
[] GR non-wval

Procurement options

Agreement Purchasing org

Fixed vend Supplplnt
Infa tac

Deswendor 24337 IBMITRANSARC

Vendor mat no

Reference
Pramation Batch

[ [ TR (1) a0 bE mashie | oVR 7

11. Enter the approximate cost in the Val. Price field.

12. Enter a vendor number, if desired, in the Des. Vendor field. If you
do not know the number, do a match code search by clicking on
the dropdown.

13. Select the 0 Purchasing Vendors — Ordering Addresses tab
and typing the vendor name in the Name field with asterisks.
Click on Enter and select the vendor by double-clicking on the
correct name and ordering address.

14. Click on the &4l Enter button to display the Account Assignment
for Item screen:

Account Assignment for [term 00001

GIL account Gav400

Controllng area DUKE

Cost center 1512039

Order

Frofit center

WHE element

Unloading point 230 Social Sciences Goods recipient Bea There|
%  Change display = Repeatacc. ass.on | 3§
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15. Enter the GL Account and the Cost center (or WBS Element).
16. Enter the Unloading point.

17. Enter the Goods recipient.

18. IMPORTANT: Click on the Change display button to display the
Account Assignment for Item screen:

g|rE @@ SR oDhoo FE @
Create: Purchase Requisition: Account Assignment for item 00001
Ia =& »

Req. itermn 1 AccthssCat X Quantity 4 EA
] &R [ Distributian | [=)
[ ] GR non-va Partial invoice

Accl assots

=

.| Quantitypercent Cost ctr GiL acet Order WHS element Profit center [Unloading point  |Recipient
4. 080 1512039 687400 11939393 230 Social Sci.Bea There

1
2
E)
4
B
g
7

njoiojoicioolP

o 5

[

ﬁ

19.If goods receipt is required, place a check in the GR box. If goods
receipt is NOT required, be sure BOTH GR and GR non-val
boxes are unchecked.

20. Select the appropriate distribution method to charge to different
cost objects in the Distribution box, either quantity or percent.

21. Enter the same choice (1 or 2) in the Partial invoice box as
selected in the Distribution box.

22. Enter the appropriate quantities/percentages in the
Quantity/percent fields — for example, 1,2, etc. or 50, 50. The
system will accept only whole numbers, not decimals.

23. Enter the appropriate cost centers in the Cost ctr fields (or WBS
Elements, if applicable).

24. Enter the unloading points (you can have delivery to different
rooms in same building)

25. Enter the Recipients (goods recipients can be different).
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Create a Purchase Requisition for Items
Assigned to Multiple Cost Centers

Purchase requisition Edit Goto  Enwironment  Systern Help

& B AH @@ olE anoa HE @ o
Create: Purchase Requisition: Account Assignment for itemn 00001
oz &
Req. item 1 AcctAssCat X Quantity 3 EA

[ 6R IR Distribution 2

[] GR non-val Partial invoice 2
Acct assots
M..|Quantitypercent Cost Cir GIL Acct QOrder WBS Element Profit Center|Unloading Point | Recipient D A |E|
158 1573070 687400 1199938 011 Broad Tucker ()| |z|
250 1573123 [e740m 230 Broad MKenney () ] [=]
3 ]
4 (i}
5 (i}
B (i}
¥ LI L]

il

26. Follow the menu path given below to repeat the information on
this screen for additional items to be ordered if the information is
going to be the same: Edit— Repeat acct assgt— Switch on.
There will be a message: Repeat account assignment held.

27.Click on the &= Back button or press F3 to display the Delivery
Address for Item screen:

Purchase requisition Edit  Goio  Epvironment  System  Help

gIcHICEa DR ODhoxn EHE @

Create: Purchas
Ll
Plant DUKE Address po2001973 [a)
Req. item Stor. loc. Customer
aterial Vendar SC vendor
Short text
Search terms
| Giy. and date || Title Duke University A SOCIAL SCIENCES
Quantity MName Social Sciences ]
Requisnr. House address
Trackinghlo StreetHouse number West Campus
Postal codeiCity 27708 Durham
District
| aluation cont | Country s usa Time zone EST
Val. price Region NG MNORTH CAROLINA Jurisdic. code NCoOBEaaD

PO box address
Procurement ¢ PO Box

Agreement Fostal code Other city...

Fized wend Company postal code
Infa rec.
Desvendar Cammunication
Language EN English ‘ Other communication
Telephone -
Promotion Standard comm.type
L Motes

w” [[] Adopt ) Reset  Repeataddress on | Repeataddress off | 3§ I>|TRN(1)(4UD) rashie | INS o
= weooa N ™

28. Enter the Address number or select it via matchcode search.
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25. Click on the Repeat address on button to display the Information
screen. You will get a message: “Delivery address held.”

26. Click on the Continue button to display the full address.

27. Click on the [T 28] Adopt button to display the Item Overvi
'H e LuL anan DN ©
Create: Purchase Requisition: item Overview

B ERDOTEBEZGEM&Iy B Act assots. | 55 Fe &

Putchase reguisition Doc. type B

Purchase reguisition itermns

|7 Itermn || [Alhaterial Short text Gity. requested Un CDeliv. date  |PGriMatl group |PInt |SLoc|SPIE (D [T, E
| 1 i computers 4[ER [B2/14420835MH @04 DUKE [=]
| 2 14 DiB2414728035HH DUKE E
| 3 X DiB2/14 72083 5HH DUKE
| 4 X DiB2/14 72083 SHH DUKE
I is ¥ DIAZ 4 44 2ARGISMH DIKF

28. Click on the =] Save button or press Ctrl+S to display the

Information screen.
The following screen is displayed:

quisition  Edit System  Help
@& CHRERIEDO0IEE @B
Create: Purchase Requisition: Initial Screen

20

Goto  Enwiranment

Document type NE
Purchase requisition
Source determination

Default data for items
ftemn category

Information

Acc. assignment cat. X
Delivery date T
Plant DUKE Purchase requisition number 10000007191 created

Storage location

Purchasing group SHH
Material group

Req. tracking nurnber VOK —
Requisioner e H __
Supphying plant

29. Click on the OK button or press Enter to see the Create:
Purchase Reisition: Initial Screen.

30. Click on the &3] Exit button or press Shift+F3 until the initial SAP
R/3 System screen is displayed.
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Enter ME53 in the command field on the main SAP R/3 screen.

1. Enter the purchase requisition number in the Purchase
requisition field:

Purchase requisition Edit  Goto  Environment System  Help

g|IPH @@ DEE Do EE @

Display: Purchase Requisition: Initial Screen

2
Y

Purchase requisition fapeERE1 91 @

2. Click on the &4 Enter button or press Enter to display the Item
Overview screen.
3. Click on the button(s) to the immediate left of the desired item(s

Purchase requisition  Edit Goto  Emwitonment  System  Help

g cHICEad LR aDhon EHE @

Dispiay: Furchase Requisition: itemn Overview
B E B ZF R &L B oactassas | g8 3 | B

Purchase requisition 1000808181 | Doc. type NB

Furchase reguisition tems

| ltem |1 |&|material Shor text aty. requested un |clDeliv. date  [PGH{matl graup [Pint [SLoclsPit D [T (i
[ | i conputers 4En b[p2/14/2003[5MH 004 DUKE B
=

4. Follow the menu path below to display the Purchase Order:
Environment->Purchase Order->Last Purchase Order

urchase dorder  Edit Header Hem  Environment
Hieae OHE DDhasn @R @
Display Purchase order : item 00001

P 2EE S0 E B Actasss | |gh

Systerm  Help

Iterm 4520080105 1 Itemn cat AcctAssCat R
Material Matl group 004 Plant DHEP
Description computer Stor. 1ot
Quantity and price
Order guantity B @ Info rec.update
Net arder price 30 80 usp /1 E& Estimated price
Qty. conversion 1 EA <-= 1 EA v Print price
Deadline moni toring
Delivery date D 18/25/2001 Reminderi O ConfContri Ackn. reqd
Stat del date 10f25/2081 Reminder2 0 Acknowl no

Reminder3 @ TrackingNo
GR prac. time a vend. mat.

GRAR control
Underdel. tal. 0.0 % Stocktype V] GR

Qwerdeliv. tol. 0B % Unlimited Del. compl GR non-val
Tax code Final inv. v IR
Shipping instr. GR-basedly

5. Proceed to Step 4 in the exercise on the next page (page 51):

|
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Display a Purchase Order Using a Purchase
Order Number—ME23

To view a purchase order using a purchase order number, enter the
transaction code ME23 on the main SAP R/3 screen.

The following screen is displayed:

Furchase order Edit Header Item Environment System Help

gIcHICQAQ I EHEE Do EE @D

Display Purchase order : Initial Screen
2 3E

Purchase order |452BDBBWBE@

1. Enter the purchase order number.

2. Click on the &4 Enter button to display the Display Purchase
order: Item Overview screen.

The following screen is displayed:

Purchase order  Edit Header ltem Emwironrnent  System  Help

g PH ca@ 2B ahoan FE @m

Display Purchase order : ffem Ovendew
BEEERED6G AL B E S ZDE B Actassgs | 0&d &3 @

Purchase order 4520000105 Order type WE Order date  10/05/20081

“endar 25428 ALLEGIANCE HEALTHCARE CORP (.. Currency uso

PO items

\_ ltern || |AlMaterial Short text PO quantity Q... |C|Deliv. date  |Met price Fer 0... |Matl group PInt |SLoc/D |R |Batch |E|
1 R computer 2EL D1B/25/2001 30. 081 EL BB4 DHSP [=]

\ [~]

|
3. Click on the button(s) to the immediate left of the desired item(s).

[The Display a Purchase Order Using a Purchase Requisition
Number resumes here.]

4. Click on the button next to the item and click on the Header
details button or go to Header — Details to display the Header
Data screen.
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Display a Purchase Order Using a Purchase
Order Number—ME23

The following screen is displayed:

g cH eae CHE Bnos DR @

Dispiay Purchase order : Header Data

i 4520000105
26428

Administr. fields

FurchOrdetDate 16/05/ 2001
Language key EN Sub-itern inter 1 [ complete deliv.
Validity start Validity end

Itern interval

Terms of delivery and payment

Payment terms N15 Currency usn
Payment in 15 Days B.008 % Exch. rate 1. 0000A [] Exratefs
Payment in B  Days O.66B % Incoterms  FOB Origin Freight A17owed

Payment in o Days net

Reference data

Quotation

Quotation date
Your reference Salesperson
Our reference Telephone
Invoicing party

Suppl. vendor

[ L TRM (13 (400 P2l mashie | INS 2

5. To see any text in the order, click on the <] Text overview button
to display the Header Texts screen.

The following screen is displayed:

| 0 =B e CHE ODnon DR @®

Display Purchase Order : Header Texts

: : _4520081075 -BBWB Iﬁﬁ
DocumentType  HE

‘Purch. Otganization  DUKE.
Vemdor 71

Header texis
TutType  Text
[] Header text

Status

Mare text

["] Header note
APPROVAL PER KURT AVERY

[C] shipping instructions

6. Click on the 8] Back button to display the Item Overview screen:
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R/3: Requisition Processing Step by Step May 2004
Display a Purchase Order Using a Purchase
Order Number—ME23

g rH ea@ SHE D00 AR OB

Display Purchase order : ifem Overview

4520000105 NE 10/05/2001

25428 ush
Itern || [AMaterial Short text PO guantity 0... |C|Deliv. date  Met price Fer O... |Matl group |Pint [SLoc|D R |Batch
1 R computer 2E8 DiG/25/ 2001 30,061 EA (004 DHSP [

ED]

7. Click on the button(s) to the immediate left of the desired line
item(s).

8. Click on the ﬂl Vendor address button to display the Vendor
Address screen:

AEENECEE R

Display Purchase order : Vendor Address

4520880185
10/05/2081
25428

Title A ALLEGIANCE
Mame MLLEGIAMCE HEALTHCARE CORP (WOMRSK) B
WALUELTMK FACILITY

House address
StreetiHouse number

2800 PERIMETER PARK DRIVE STE A

Postal code/City 27560 MORRISWILLE
District
Country us s Time zone EST

MG NORTH CAROLINA Jurisdic. code NCBOBAAAA

Renion

PO box address
PO B

Postal code Other city..

Company postal code

Communication

Language EN English Other comimunication
Telephone G00- 460-9554 -
Fax 410-280-8513 - | & |

[» | TR (1) (400 *2) | mashie INS 7

9. Follow the menu path given below to display the Header Statistics
screen:

Header — Statistics = General

53
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Display a Purchase Order Using a Purchase
Order Number—ME23

The following screen is displayed:

| A BEIeeeIDHE SHLNIER @
Display Purchase Order : Header Statistics

_4528991 o7s
-901 ]

Processing statistics

Created on 03/09/1999 Created by EDWADE44
Lastitem 1 Status

Outline agreement

Procedure RHOOEE

Curnulative values
Delivery valug 0.00 UsD
Invaice value 177.200 USD

[ JPPT 1y ¢1am Pel mashis OVR o

Note: The ID of the person who created the
purchase order is in the Created by field.

10. Follow the menu path: Header =+ Messages to display the
Output screen:

V|DIT-'|'<-&'><|!|'i|"+\!l-'.i;|-:¥lsﬁl‘a|@'i§'

Display Purchase order :: Output

Communication method ||i Processing log || Further data |

Qutput
|Sta...| Cutput ty.. hediu... Far..|Fartner .
u Furchase o..6 ED!| 08 |25428 EN [

10/056/20

11. A green light means the purchase order has been sent to the
vendor. A yellow light means a delay for some reason and a red
light means there is a problem with the purchase order.
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Display a Purchase Order Using a Purchase
Order Number—ME23

12. Click on the [&=] Back button to display the Header Data screen:

g soHcee  DEHBIEOOS DR
1 y Purchase Order : Header Data

_45200010?5 mﬂ IﬁE
DooumentTyps KB | Puch Organization  DUKE
Vendor T

Administrative fields
PO date 8378971999 [tern interval 1
Language key EN Sub-itemn inter. 1 [ Complete deliv.
validity start validity end

Terms of delivery and payment
Paymentterms H3B currency usp
Paymentin 30 Days B.000 % Exch rate 1.00000 [ Exrate

Paymantin 8 Days 8.000 % Incoterms  FOB Origin Fraight Allowed

Paymentin 8 Daysnet

Quotation Date Quotation
Your reference Salesperson
Qur reference Telephone B00-428-5076

Suppl. vendor Invoicing party T4

L [PPT (13 (100y P2l mashie | ovR 2

13. Click on the Overview button to display the Item Overview
screen;

gIbH €@@ LHOE Dnon AR 08

Display Purchase order : item Overview

45200068185 ME 18/05/2081

25428 UsDh
Itern |1 |A|Material Short text FO gquantity L] Deliv. date  |Met price Fer O |Matl group |PInt SLoclD |R |Batch
1 R computer 2E8 Di1@s25{ 2001 30.0af Ef |BO4 DHSP O

D]

14. Click on the button(s) to the immediate left of the desired line
item(s).

15. Follow the menu path given below to display the Item screen:
Item — Delivery schedule

The following screen is displayed:
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Display a Purchase Order Using a Purchase
Order Number—ME23

Furchase order Edit Header Item Environment System Help

g rH @@ o0 E ODLoa AR @
Display Purchase order : Delivery Schedule for item 00001

2P
FPurchase arder 45200068185 CQuantity 2 EA
Material computer
cum. rec. gly. 2} Qld gty. 2]
C|Delivery date|Scheduled quantity  |Time |F|C|Statd.dte  |Purchoreq. |em [Cum. schd. gy, Prev. curm. giy. Previous ofy. GR oty. I... |Fi..
Di1o/25/ 2081 2| Rf1a/25/2081 2|

DI

16. Click on the &£ Back button to display the Item Overview screen.

The following screen is displayed:

Purchase order  Edit  Header [tern  Enwironment Systern  Help

@ rH @@ DR DDhLod BAFE @

Display Purchase order : ifem Overview
EER DA QB S HZ S E B Actassgts &3 3 @

Purchase order 45200081085 Order type WE Order date  18/05/2001

Wendor 25428 ALLEGIANCE HEALTHCARE CORP (.. Currency ush

FPOiterns
Iterm |1 |A|haterial Short text PO guantity O... [C{Deliv. date  |Met price Far O... [Matl group |Pint |SLociD |R |Batch
H R computer 2E8 D@25/ 2001 30.0af EA |BO4 DHSP -

s [N =

17. Click on the button(s) to the immediate left of the desired line
item(s).

18. Click on the Ml PO History button to display the Order History
for Purchase Order NNNNNNNNNN Item screen.
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Display a Purchase Order Using a Purchase
Order Number—ME?23

The following screen is displayed:

List Edit Goto Views Environment Systern Help

2 a0 H ea@ DHE aDhon EE @&

Order History for Purchase Order 4520001075 ftem 00001

@1 | order price unit | Blocked stock | GRIR assignment || ]

||ER(I

Cat.|Doc. no. |Itm |MvT|Pstg.dt Oty.in OUn Yalue in local curr
IR [B100003420|06002 04412709 1 E& 177.20  UsD
Total invoices 1 EA 177.20 UsD

Note: if goods receipt is done, there will be information on the
goods receipt in the Order History.

19. Click on the ¥ Exit button or press Shift+F3 until the initial SAP
R/3 System screen is displayed.
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R/3: Requisition Processing Step by Step May 2004
Individual Release of a Purchase
Requisition—ME54

Some purchase requisitions may require approval before they can be
converted into a purchase order. The approving party may change a
requisition that is subject to approval before it is released.

Enter the transaction code ME54 in the command field on the main

SAP R/3 screen.
The following screen is displayed:

Purchase requisition  Edit  Goto  Emwironment  Systern  Help

gIcH Q@ CEE DO HEE @

Release: Purchase Requisition: initial Screen

2
Y

Furchase reguisition 1eoooent e
Release code a1[=)

1. Enter the purchase requisition number.
2. Enter the release code. In this example, the release code is Al.

3. Click on the Enter button or press Enter to display the
Release: Purchase Requisitions: Item Overview screen:

Burchase requisition  Edit  Goto  Enwironment  Swstern Help

g|rE @@ SR oDhoo FE @

Release: Purchase Requisition: itemn Overview

=)' Release || Release + save | [ Release options

Furchase reguisition 1e00ea1 a1 Doc. type NE

Purchase requisition iterns
Itern |1 |A|Material Shart text Qty, requested Un |C|Deliv. date  |PGr|{Matl group |PInt [SLoc|SPIE D |T..
1 K computers 48 D|B2/1472003 5HHO04 DUKE

s mnn| =1

4. Click on the button(s) to the left of the line item(s) for approval.

5. To select all items, click on Edit— Selections — Select All.

6. When ready to release, click on the Release + save button (not
the Release with the lock) or press F8 to display the Initial Screen.

7. Click on the %3] Exit button or press Shift+F3 until the initial SAP
R/3 System screen is displayed.
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R/3: Requisition Processing Step by Step May 2004

Collective Release of a Purchase
Requisition—MES5

A collective release of purchase requisitions allows several purchase
requisitions to be approved simultaneously and is executed when
several requisitions sharing similar criteria must be released. A
collective release of purchase requisitions functions similarly to list
display transactions. Selection criteria, such as the release code,
purchasing group and plant, are entered in the initial screen. All
purchase requisitions meeting the selection criteria are displayed.

Enter the transaction code ME55 in the command field on the main
SAP R/3 screen.

The following screen is displayed:

Got

erm  Help
ORE SDDa8 B @
Coiieclive Release of Purchase Requisitions

@4 EH

Program  Edit

J410v]

Release code A1

a

Release group o
Release prereguisite fulfilled

Requisns. for overall release

Requisns. f. item-wise release

Purchase requisition ju}
Material 1o
Material group o
Purchasing group SMH o
Scope of list F

Flant DUKE to
Document type ju}
Itern categary 1o
Account assignment category to
Delivery date 12410/2002 to 1¢30/2003] @
Release date 0143072003 o
Materials plannericontroller o
Processing status ju}

[ofefe]e]e]o]o]e]e[Hofe]o]e]

Fixed vendor to

1. Enter the release code.

2. Enter the purchasing group.
Note: You can enter additional information in other
fields such as Document type, Delivery date, etc
which will narrow down your search.

3. Click on the Execute button to display the Collective Release
of Purchase Requisitions screen.
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R/3: Requisition Processing Step by Step May 2004
Collective Release of a Purchase
Requisition—MES5

The following screen is displayed:

List Edit Goto

Enwironment

CEQ CHRE DDOLHD EHE @0
Collective Refease of Purchase Requisitions
& Release strat

Material Short text PGp Mat. ogp. LTl
Requish Item Reguested gty. Un Deliv. date Reguester Pint SLoc
SCROLy. IA& Req. val. Gur Release date Tracko.no. SP1. MC
Release strategy Release indicator Release option
microscope SMH {e]ofe]
1000808180 B4 1 EA D 0173072003 DUKE
MR & NB X 789.00 USD 01/16/2003
g1/e2 8 =500 & Blocked - Awaiting & Release possihle
Desired wendor 27706 SCIENTIFIC DEVICE LAB
microscope SMH [e]cf]
1000808181 B0 2 EA D 01/30/2003 DUKE
MR ANB X 10,450.00 USD  @1/16/2003
B1/03 f,>6K 0 Blocked - Awaitino A Release possible
Desired wendor 27706 SCIENTIFIC DEVICE LAB
11538 CUP, STYROFOAM 16 OUNCE SMH 420
1000808182 BOOA1 10 5L D oO1/30/20083 DUKE
MR ANE X T.70 USD  0O1/29/2083 ili}
a1/a81 A,<500 & Blocked - Awaiting A Release possible
Info rec 5300082259 Vendor BOORR25428 Purch. org. DUKE
11537 CUP, STYROFOAM COFFEE G OUNCE SMH 420
1000808183 BOOA1 3 5L D MAMG6/2003 DUKE —]
W R ANE X 2.01 Ush  o1/16/20083 lilil
014081 f,<500 A Blocked - Awaiting A Release possible
Info rec 5300802258 Vendor 0008025428 Purch. org. DUKE
mirrnerona SMH nng

4. Click on the check box to the left of the desired purchase
requisition item(s) and press F9 to select.
5. Click on the =]l Save button or press Ctrl + S to save the release.

The following green lines (with information on additional release
codes) are displayed:

List Edit

G CHE oaDhon BE @
Collective Rejease of Purchase Requisitions
= Release strat

Material Short text PGp Mat. op L]
Requisn.  Item Reguested gty. Un Deliv. date Reguester P1nt SLoc
SCROLy. I A Reqg. val. Cur Release date Trackg.no. §F1. MC
Release strategy Release indicator Release option
microscope SMH [efe]
108008088180 BOGOE1 1 EA D B1/30/2003 DUKE
W R &NB X 789.80 USD  o1/16/2003
g1/02 & =500 & Blocked - Awaiting & Release effected
~_Desired wvendor 27706 SCIENTIFIC DEVICE LAB
microscope SMH (ele)
1000808181 B0 2 EA D 01/30/2003 DUKE
MR ANE X 10,450,080 USD  @1/16/2003
B1/03 f,>6K 0 Blocked - Awaiting A Release effected
Desired vendor 27706 SCIENTIFIC DEVICE LAB
11538 CUP, STYROFOAM 16 OUNCE SMH 420
1000008182 BOOA1 10 5L D 01/30/20083 DUKE
W R A& NE X T.70 USD  01/29/2083 lilil
g1/e1 f,<800 2 Fully Released for P Release effected
Info rec 5300802259 Vendor 0008025428 Purch. org. DUKE
11537 CUP, STYROFOAM COFFEE 6 OUNCE SMH 420
1000808183 BOOa1 3 5L D 1AMG6/2003 DUKE
MR &NB X 2.681 UsDh 0171672003 nn |—

6. Click on the Exit button or press Shift+F3 until the initial SAP
R/3 System screen is displayed.
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R/3: Requisition Processing Step by Step May 2004
Single Point of Entry for Ordering Materials
STAT and Re-supply: ZM10

You can use the Single Point of Entry for Ordering (ZM10 transaction)
to order materials with a material number (Material Master item). The
result will be either a reservation or a requisition.

The system will create a reservation for the allowable quantity from
inventory (the STAT room in Materials Management) if the order is
marked as STAT.

The system will create a requisition if you:
e have ordered a quantity that exceeds the allowable quantity
stored in Materials Management,
e or, if the item is not in inventory and needs to be ordered from
outside.
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R/3: Requisition Processing Step by Step May 2004
Single Point of Entry for Ordering Materials
STAT and Re-supply: ZM10

1. Enter ZM10 in the command window on the initial SAP R/3
System screen as shown. ZM10 can be in upper or lower case.

2. Click on the &4 Enter button or press Enter to display the Single
Point of Entry for Ordering Materials screen.

The following screen is displayed:

ol @@ SHE fDon AR @m
Single Point of Entry for Ordering Materials

Current Unit parameters

UnittUnloading Point WT839 I/ TEAM

Plant DHSP Duke Hospital

Cost Center 304010001 NURSING I TEAM
OR

Recipient | JTUCKER

[ | TRN 1) (400) P2 mashie | INS
-

Note: The first time you log into ZM10, you will need
to set up the Recipient or person’s name who
will receive the order (see step 3) and the Unit
or delivery place (steps 4-19). If these fields
are correct, go to step 20 to Place An Order.

3. To set up the Recipient, just type the name in the Recipient field
and hit Enter on your keyboard.

4. To add or change an address, click on the Unit info button (next
to the Place an Order button) or press F5 to display the Assign the
unit address for Delivery of Goods screen.

The following screen is displayed:
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Single Point of Entry for Ordering Materials
STAT and Re-supply: ZM10

g0 @@ BlE D00 AR OB

Assign the unit address for Delivery of Goods

B | Own User Parameters || Select ancther Plant |

Unit Number for Order Delivery

P ITRM @1 (4001 P2l mashie | INS 2

5. Click in the Restrict dropdown to units in Plant field; type in
your plant or click on the drop-down box beside it and select the
appropriate plant code by double-clicking on it.

6. To lock in the selected plant on the Assign the unit address for

Delivery of Goods screen, click on either the (%] Enter or click on
the Select another Plant button. You will not get a message.

7. Click in the Unit Number for Order Delivery field (above the
Restrict dropdown field) and click on the drop-down to the right of
that field to display the Unloading point screen.
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R/3: Requisition Processing Step by Step

STAT and Re-supply: ZM10

May 2004
Single Point of Entry for Ordering Materials

The following

screen is displayed:

Assign the unit address for Delivery of Goods

&y Own User Parameters

Select another Plant

Unit Number for Order Delivery

Restrict Dropdown to units in Plant

Either, enter a Unit Mumber and
(orPress F8).

Or, click on Own User Pararnete
department information, if your ¢

Unloading paint

Unloading point Name Cost ctr Pint
Eye-183 OPTHALMOLOGY ADMINISTRATION 8308518 DUKE
Fitch Yeager Building SPORT MEDICIWE CLINIC 8308552 DUKE
HEMATOLOGY /ONCOLOGY Hematology/Oncology Clinic 8308616 DUKE
MRE-131 Weuro-Disorder C11|Neuro-Disorder Clinic 8308652 DUKE
Moreene Rd Clinic 2nd FLA([Dermatology Clinic Morreene Road 1579213 DUKE
Moreene Rd Clinic 2nd FLB(|Dermatology Clinic Morreene Road 1579213 DUKE
Moreene Rd Clinic 2nd FLC|Dermatology Treatment Facility 1579213 DUKE
Morreenne Rd Clinic Aesth|iesthetic Services 4308812 DUKE
NBESE GI Endoscopy Clinic 306040608 (DUKE
N3321 Apheresis Laboratory 1579223 DUKE
Pickett Rd Pediatrics C1 |PICKETT RD PEDIATRICS 8308654 DUKE
R1911D R19110 HEMATOLOGY/ONCOLOGY 8308610 DUKE
RALEIGH PEDS Duke Children Consultative Services 8308732 DUKE
RR-1 Duke Outpatient Clinic Roxhoro Road 8308663 DUKE
RR-2 Duke Outpatient Clinic Roxboro Road 8308663 DUKE
RR-PROC Duke OUtpatient Clinic Roxboro Road 8308663 DUKE
RR-STOR Duke Outpatient Clinic Roxhoro Road 8308663 DUKE
Roxhoro Rd Peds Clinic ROXBORD RD PEDS CLINIC 8308662 DUKE
500324-4 PEDIATRIC CLIWIC CART 8308730 DUKE
500324-8 MPOC Pediatrics Clinic 8308730 DUKE
sezay Adult Immune Clinic 8308639 DUKE
s0227 Dermatology Clinic 8308631 DUKE
50227 DRANGE ZOMNE Dermatolgoy PDC Patient Care 8308631 DUKE
58381C0L0 TRANSPLANT CLINIG 308310 DUKE
503121 GI Endoscopy Clinic 8308637 DUKE
5631368 GI Endoscopy Clinic 8308637 DUKE
50396 MPDC Newrology Clinic 8308633 DUKE
50420 Back and Spine 8308541 DUKE
504290 Employee Dccupational Health Serwices 1579052 DUKE

¢ H &8 ®

[4][+]

E1lD|

b [ TRN (1) (400) P mashie | INS 7

8. Select the unit address for order delivery by double-clicking on it

and proceed to Step 20.

OR

If your unit address isn’t in the list, click the @ Cancel button or
press F12 to return to the Assign the unit address for Delivery of
Goods screen.,

Click on the Own User Parameters button to display the Single
Point of Entry for Ordering Materials screen. This will allow you to
enter an address that isn’t yet included in the Unit Number for

Order Delivery list.
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Single Point of Entry for Ordering Materials
STAT and Re-supply: ZM10

The following screen is displayed:

V‘> H @@ SO0 i EE @
Single Point of Entry for Ordering Materials

Own User parameters

Unloading point EAST DUKE BUILDING
Address Nurmber | @ Iy TEAM
Plant Duke Hospital

Cost Center NURSING I TEAM
OR
WBS element

JTUCKER

Fersons Mame

[N S

10. Enter a specific place for delivery (i.e., Room number, floor
number) in the Unloading point field. In this example, the
Unloading point is East Duke Building.

11. Click in the Address Number field and click on the drop down to

display the Restrict Value Ranie screen:

Address number

Marne |
Street

City

Region

Postal Code

Address group ﬁ

Floar

(o] o|ofe]o]o]o]o]

Restrict number to 500 [] Morestriction

]
v &%

12. Type a department name or building name or part of one with an
asterisk (*) before and after it in the Name field. For example, type
*East* to find the East Duke building. The first letter in the name
may need to be upper case.
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Single Point of Entry for Ordering Materials
STAT and Re-supply: ZM10

13. Click on the Continue button or press Enter to display the
Number of delivery address screen.
The following screen is displayed:

Unlaading point EAST DUKE BUILDING

East Campus Duke University
Durham
East Campus Center
East Campus Duke University
Durham
East Duke Building
East Campus Duke University

Durham
East Campus Library
East Campus Duke University
Durham
East Campus Union
East Campus Duke University
Durham

14. Select your address from the list by double-clicking on the
address line to display the Single Point of Entry for Ordering
Materials screen. The address number should appear.

g °H @@ LHN f0as BE @M

Single Point of Entry for Ordering Materials

Own User parameters

Unloading point ~ [EAST DUKE BUILDING

Address Nurmber 2020020852 East Duke Building
Plant DUKE Duke University
CostCenter 1512057 SOCIoLOGY

OR
WS element

JTUCKER

Persans Narme

15. Enter the appropriate plant (for example, DUKE).
16. Enter either the cost center (or the WBS Element) in the
appropriate field.

66



R/3: Requisition Processing Step by Step May 2004
Single Point of Entry for Ordering Materials
STAT and Re-supply: ZM10

17. Click on the ¥ Execute button or press F8 to display the Single
Point of Entry for Ordering Materials screen.

List Edit Golo Systern  Help

& | 3dH e SHE DDo0 | HEE @
Single Point of Entry for Ordering Materials

DATE B2/04/2003 AT 104237 DUKE UNIYERSITY FRGE 1 =l
FROG : ZMSPEBOS =

Single Point of Entry for Ordering Materials SYSJCLIENT: TRM ¢ 480

ADDRESS

Mame East Duke Building

Street East Campus

City Durham

Region WE

Zip code 27708

Country us

PO Box

Telephone

Fax

a
Unit address

=========> CC, PLANT, UNLDADING POINT <========
Cost center 1512057

WBS element

Plant DUKE

Storeroom Materials DHEP

Unloading point EAST DUKE BUILDING

Please press the Green or Yellow arrow three times to backout
and Proceed to the Place an Order Scresh

18. Confirm that the address information is correct.

19. Click on the Exit button or press Shift+F3 until the ZM10 or

Single Point of Entry for Ordering Materials screen is displayed:

el eae L vooHa FEE @
Single Point of Entry for Ordering Materials

Unitinfo.  Place an Order

Current Unit parameters
UnitiUnloading Point EAST DUKE BUILDING East Duke Building
Plant DUKE Duke University
Cost Center 1512857 SOCIOLOGY
OR

WES element
Recipient | JTUCKER

Check that your Unit, Flant and Cost Center®VBS are correc it

ITthey are incorrect, click on Unit Info to carrect them.

Ifyour Kame has not been entered or is incorrect, please go to
Systern>User profile>0wn data=Address {o enter your name

Or, type in NSU3 in the white box nex to the Graen Chackmark

and this will take you directly to where your Mame is stared in SAP R3.

Note: The new information on this screen will be
your delivery point unless you change it.

20. Click on the Place an Order button or press F6 to display the
Material Item for Order Processing screen.
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Single Point of Entry for Ordering Materials
STAT and Re-supply: ZM10

The following screen is displayed:

g0l e@e DHE anan BE @

Material Item for Order Processing

‘ Process allitemns H Listrecent Res and Reqs for this time ‘

[ | TRN (1) (400

T = = i = i— — i _———

21. If you know the material number, enter the number. Otherwise,
click in the Material field, then click on the drop-down box to the
right to display the search box:

W Plant material by descri plion

22.0n the Plant material by description tab, type the main singular
noun of the material to be ordered with an asterisk (*) before and
after in the Material description field (Ex. *cup* or *needle?).

23. Enter the appropriate plant (or select it from the dropdown box)
in the Plant field.

24. Click on the Continue button or press Enter to display the
Material number screen.
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Single Point of Entry for Ordering Materials
STAT and Re-supply: ZM10

25. Remember that you can create a personal list of materials by
clicking once on the desired material to highlight it and clicking on

the [E] Insert in personal list button at the bottom of the box.
The cursor will jump down one item.

Note: The next time you click on the drop-down in the Material
field, you will see the item in your Personal Value List:

Material Mumber (Fersonal Value List)

Material description Language |Material Flnt

Bur, STYROFOAM 16 OUMWCE EN 115638 DUKE

26. To select the material you want for the current order, click it again
to highlight it.

|Purchase requigition Edit Goto  Environment  System

@ Bld H I ©@e DEHE BTmaal EE
‘reate: Purchase Requisition: lterm Overview

ERE S O @ 27 B £ [1n Account Assignments || 2% Jf |2

Material description Language |Material Flnt
CAFP, FOR B.65 ML CUPS EN 71935 DUKE
CONTAINER, EMPTY CONC CUP 1 LITER EN 16254 DUKE
CUP, COLD DRIMK 10 OUNCE EN 11228 DUKE
CUP, DENTURE W/HINGED LID PLASTIC EN 112239 DUKE
CUP, FLUTED 4 0Z JUICE EN 152439 DUKE
CUP, GI WITH BARIUM EN 12728 DUKE
CUP, MEDICINE UNBREAKAELE 10Z EN 11534 DUKE
CUP, PENCIL IMAGE EBOMY EN 16293 DUKE
CUP, PENCIL SMOKE IMAGE EN 16629 DUKE
CUP, PLASTIC 2.502 EMN 75345 DUKE
CUP, PLASTIC 5 OUNCE EM 11535 DUKE
CUP, PORTION PAPER 51/2 D2 EM 15378 DUKE
CUP, SIPPY 402 EM 300513 DUKE
CUFP, SOUFFLE F/MEDICINE _FS0F EN 11636 DUKE
CUP, SPILLPROOF 1@0Z7 EN 30A514 DUKE
CUP, STYREFOAM 16 OUNGCE EN 11638 DUKE
CUFP, STYROFOAM COFFEE 6 OUNCE EN 11637 DUKE
FORM, REPORT OCCUPATION IMJURY ILLMESS EN 11756 DUKE
LID, COLD DRINK CUP 10 OUNCE EN 166EE DUKE
LID, JUICE CUFP FOR 4 OUNGCE EN 16250 DUKE
LID, STYROFOAM CUP 16 OUNCE EN 11639 DUKE

o F o H 2 =

27. Click on the Copy button or press Enter to display the
Material Item for Order Processing screen (see next page).
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The following screen is displayed:

A IEE = e

iaterial ltem for Order Processing

| Process all items || List recent Res and Regqs for this time |

28. Optional: to see if this item has already been ordered today to
avoid duplicating, click on the List todays Res and Reqs for this
item button or press F6. To go back to the previous screen, click

once on the Back button.

29. Click on the | Execute button or press F8 to display the Read
material master for Order processing screen:

v|>r‘|-«--':--><|!r:ru:i-':-l\:usgrm@'.ta‘

Read material master for Order processing

Order Screen
11887

Material:

Description: BATTERY, C ALKALIME DURBCELL  1.5Y%

Quantity: 4 EA
(1 eachin1each)

Re-supply @ STAT ()

UnitUnloading point: ELST DUKE BUILDING
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30. Enter the Quantity needed. In this example, the Quantity is 4.
(Note the unit of measure information).
Note: The STAT button usually defaults (at DRHS
the Resupply button defaults); if the order is a
resupply, click on the Re-supply button.

30. Click on the 2] Process all items button or press F7 to display
the Place an Order for Material Items screen to view the summary.
Note: An option on this next screen is to press the
Order Another item button. This action
returns you to the Read material master for
Order processing screen to allow additional
items to be added to the order.

The following screen is displayed:

@ H Qe DEE HDhLon BAE @
Nurses front-end - Piace an Order for Material itemms

Generate Request for Materials ~ Add anitem | Change anitern | Delete anitem | Clearall tems | Listtodays Res and Reqs for these iterms

DATE ©  02/04/2003 Cost Center: 1512057 Unloading point: EAST DUKE BUILDING
AT B kR ) Flant DUKE fddress East Duke Building

K

| | Material Hbr ‘Descriptinn |nuant1ty ‘I_IDM | ID‘ Patient Code

|f“| 118e7 ‘EP.TTERY, C ALKALIME DURACELL  1.5W | 4 ‘E.ﬂ. | 1 ‘

31. Click on the Generate Request for Materials button to process
the order.

Note: The other options are: Add an item, Change
an item, Delete an item, Clear all items, and
List todays Res and Reqs for these items.
To change or delete items, you must first
place a check in the box to the left of each
item before clicking on the button.

The following screen is displayed:
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Got ystern Help

gIPH €@ DHBIDDARIEE @
Nurses front-end - Place an Order for Material items

Generate Request for Materials = Add anitem  Change anitern  Delete anitern Clear all items  Listtodays Res and Regs forthese items

DATE 02/04/2003 Cost Center: 1512057 Unloading point: EAST DUKE BUILDING el
AT 11:03. 46 Plant : DUKE hddress East Duke Building [l
| ‘ Material Nbr |Descr1pt1un ‘Uuantwty ‘UUM ‘ 1D | Patient Code

|D‘ 11007 |B.mERv, C ALKALINE DURRGELL 1.5 ‘ 4 ‘E.ﬂ ‘ 1 |

Requisition Messages

The following items will be ordered on ichase requisition nur
Furchase Reguisition 20088008820 for del 0

Material Number Quantity Desc
11007 4 BATT
4 0K Help
[l oo
Back
[«
@ Purchase requisition number 2000000020 created b [TRN (1) (400) mashie | INS 2

32. A reservation, a requisition, or a combination of each will be
generated, depending on the request and the inventory allotment.

33.Click on the OK button or press Enter on the Information
screen.

34.Click on the Back button on the Reservation (or Requisition)
created NNNNNNNNNN screen or press Enter until the Material
Item for Order Processing screen is displayed again.
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v|>[7’|'¢-&'><|!|'1\"+I3l-'.lnﬂn:l-\ggm|€§,Eg'

Material item for Order Processing

@ Process all tems || Listrecent Res and Reds forthis time |

[ [ TRN (1) (400) PE] mashie | INS 2

35. If desired, another order may be placed by repeating the steps
beginning at Step 21.

Note: If you created a Personal Values list, the next time you
click on the Material dropdown, the Personal Values list
will display. If you are ordering an item not on your list,

click on the © All Values button to get to the W search.

36. After completing all orders, click on the %2 Exit button or press
Shift+F3 until the initial R/3 screen is displayed.
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