Ttagrated Title: Faxing A Purchase Order
Enterprise Process : Procurement
Syshesn Sub_Process : Purchase Ordering

End User Procedure (EUP)

Faxing A Purchase Order ME9F

Purpose

Use this procedure to fax a Purchase Order (PO) directly from SAP to a vendor.

Trigger

Perform this procedure to send a PO directly from SAP to a vendor’s fax machine.

Prerequisites
Before beginning this task, verify the following:

e The Purchase Order must be fully approved, if necessary, before it can be faxed

Menu Path
Use the following menu path(s) to begin this transaction:

e Select Logistics=» Materials Management =% Purchasing =% Purchase Order=»
Messages=* Print/Transmit to go to the Message Output screen

Transaction Code

ME9F
Helpful Hints

None
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o e e Title: Faxing A Purchase Order

Enterprise Process : Procurement

S Sub_Process : Purchase Ordering
Procedure
1. Start the transaction using the above menu path or transaction code.

Message Output

i |‘ 0 @@ DEHBE OO08 IR @ m
Message output

Document number 10 E”
Wendor 1o E’]
Purchasing organization io E”
Purchasing group 10 E”
Document type o E”

=

Document date o

Application
Messane type 1o
Transmission time-spat

Processing status o
Creation date

oo oe:Ee

Time created

@ R/O/C/D indicates a field is required, optional, conditional (dependent upon another
selection) or the information defaults (based on previously entered information or
system configuration)

2. As required, complete/review the following fields:
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Syshesn Sub_Process : Purchase Ordering
Field Name R/O/C/D/ Description

Document Number R The unique identification value assigned to a business
event as it is processed in SAP. The system automatically
creates and assigns document numbers as each document
is posted. Manual assigning of document numbers is not
possible.
Example: 4500006207

Processing status R Processing status for document.
Example: 0

3. Select the EXECUTE icon.

Message Output

List Edit Goto

Settings

2ldH eae CHE Do BRE @

Message output
44 »r s B ¥ [ Outputmessage | Display message | Message detail | Trial printout

Doc. date PGr Hame 1 Yendor Furch.doc. L¥
Msg. Lno Partner Role Grested on Time Time M User name Output device Mame  Fax number Ch
0fi/30/2004 602 TRISH'S WENDOR TO TEST 114705 4500086207
(] MEU EN 114785 BL  OF/OD7/2004 15:14:16 3 TELINGER YPCC - Default Windows Printer

I

[0l [«][»]
[ D |Dct (1) ¢120) ¥ detdealu | OVR 7

4. Select the CHECKBOX {  to the left of the appropriate document.

5. Select the MESSAGE DETAIL | Message detail | o
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Integrated Title: Faxing A Purchase Order
Enté‘rpris’e Process : Procurement
e Sub_Process : Purchase Ordering

Message processing, purch. documents: Output

H I &e@ S RIEanan EE @

Message processing, purch. documenis: Output

Communication method Hi Frocessing log || Further data H Repeat output || Change output

H

T D IE]

Eartnat

114705

] ) e ) e e

(o)

6. As required, complete/review the following fields:

Medium R Format that a recipient receives a document in. (printed,
EDI, Fax, etc).

@ Select the DROPDOWN MENU & icon to change
the format to Fax.

Example: Fax

7. Select the FURTHER DATA m button.
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Message processing, purch. documents: Output

O @@a@ I EHEE O0O88 EREIE

Message processing, purch. documenis: Output

07/07/2004 (D 15:.14:16

Dizpatch time Send with application own fransaction
(&) ©e:a0: 00 Time to A0:00:00

@ 0e:00:00 @0 Motprocessed B

[¥] Manually changed Created by TKLINGER
[] Locked

8. As required, complete/review the following fields:

Field Name R/O/C/D/ Description

Dispatch time R @
Select the DROPDOWN MENU & icon for
possible selections.

Example: Send immediately (when saving the
application)
9. Select the BACK n icon.
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Title: Faxing A Purchase Order
Enterprlse Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Message processing, purch. documents: Output

H I &e@ S RIEanan EE @

Message processing, purch. documenis: Output

WE Frocessing log || Further data H Repeat output || Change output

H

T D IE]

Eartnat

114705

] ) e ) e e

(o)

(4 | [r4 | rd | (od | [of | [ | oo | [ | (T | i | | [ | [ | A | (| |

10.  Select the COMMUNICATION METHOD |8 Cammunication method | o

Telecommunication Detail Screen

W Cony %
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11. As required, complete/review the following fields:
Field Name R/O/C/D/ Description
Fax number R Appropriate fax number. Do not include a ‘9’ for outside
line. Include the area code if it is different from dialing
area.

@ If calling a ‘800" number, enter 1-800-number
Example: 705-9112
Or 1-800-555-1212

Country R Country name
Example: us

Release after output

Q DO NOT select this option. If selected this
will delete the job making it impossible to
retransmit if required.

Print immediately R Indicator for printing immediately. Printing is immediate if
this switch is set. Otherwise, the output is held in the
spool.

Example: Select

12.  Select the copy [#_COBY | btion
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Title: Faxing A Purchase Order
Ente_rp se Process : Procurement
S Sub_Process : Purchase Ordering

Integrated

Message processing, purch. documents: Output

g 0 alaBie@e "0k anon BE @F
Message processing, purch. documenis: Output

Communication method Hi Frocessing log || Further data H Repeat output || Change output

H

T D IE]

Eartnat

114705

] ) e ) e e

(4 | [r4 | rd | (od | [of | [ | oo | [ | (T | i | | [ | [ | A | (| |

13. Select the SAVE .i icon.
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Message Output

2ldH ea@ CHE Do BRE @

Message Output
4 4 »r Ml é 'E |] ? & Oulput message | Display message

hessage detail | Trial printout

[a]
Doc. date PGr Hame 1 Yendor Purch.doc. ¥
Msg. Lng Partner Role Created on Time Time W User name Output device Name Fax number Ch
0G/30/2004 GB2 TRISH'S WENDOR TO TEST 114705 4500006207
WEU EM 114705 BA a7 O7i2004 15:14:16 4 X TELINGER YPCC - Default Windows Printer TO5-9112
[]
[+]
[ L [4][+]
| Wessages saved D |Dct ¢y 120 P detdeadu | VR

14. Select the EXIT @ icon until the SAP Easy Access screen appears.
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Integrated

SAP Easy Access

Bl E I C@a DHB ODOD BEE

SAP Easy Access
O R &8 v a

> [ Favorites

< =3 GAP menu

b

b [0 Logistics

D [ Accounting

b L1 Human Resaurces
b [ Information Systems
b [ Tools

D | Det gy ¢120y bE| defdeatu | OVR 0

15. Select the SAP BUSINESS WORKPLACE icon.
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System

Business Workplace of Trish Klinger

Edit Enlder ettin

Cad|

Business Workplace of Trish Kiinger

5 CDHE D000 BE @R

? Mew message [ﬁ] Find folder ['ﬁ'] Find document |E| Appointment calendar | & Distribution lists

= Workplace: Trish Klinger

4
D & Inhox -
> & Outbox Business Workplace
b ¢ Resubmizsions
b ¢® Private folders
I ¢@ Shared falders
> ¢ Folders subscribed to
T Trash
T Shared trash
1 Object histary

D | Det gy ¢120y bE| defdeatu | OVR 0

16. Follow the menu path Workplace=» Outbox=» Documents.
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Integrated

Business Workplace of Trish Klinger

1]
aja B eE@ | DEE T8RRI @

Business Workplace of Trish Kiinger

? Mew message M Find folder M Find document |E| Appointment calendar | & Distribution lists

< fWOrkplace:Tnsh Klinger ||/ﬁ|§|l|g’},\al ﬂ|l|6@|ﬁ ||1i'|\'= |I|@|@\E|? |$IE|N|
i i Outbox

Dacuments
Started workflows
‘Work iterns executed by me
Forwarded work tems
P 8 Resubmissions
b ¢ Private folders
D ¢ Shared folders
D ¢ Folders subseribad to
T Trash
T sShared trash
&8 Object history

o

Cla...|Title |send date | send time |Author Ata..
SAPLMEDRUCK (20040707/151857  07/07/2004 151857  Trish Klinger

[0 |[4][+]

Mo preview available

D | Det gy ¢120y bE| defdeatu | OVR 0

17. Select the UPDATE icon.
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Integrated
Entgnrprise

System

Title: Faxing A Purchase Order
Process : Procurement
Sub_Process : Purchase Ordering

Business Workplace of Trish Klinger

Business Workplace of Trish Kiinger

77 Mewmessage  [R) Find folder | (R} Find documnent Appointment calendar | & Distribution lists

=3

3,’ Workplace: Trish klinger
< & Inhox
&] Unread documents 0
] Documnents 3
b [ wiorkdlow 0
Owerdue entries 0
Deadline meszages 0
Innurrectemries 1]
< £ Outhax
] Documnents
Started workflows
Work items executed by me
Forwarded work itams
b ¢@ Resubmiszsions
b ¢® Private falders
> ¢@ Shared folders
P ¢ Folders subscribed to
T Trash
T Shared trash
5B Object history

@) D) @a[a][ea[0)[s]2 [0:)|Sa) 6l a]e [¥a[H]

Documents 7

Ty..|Title

|#tt..|Send date |Send time |Recipient

| Read|se. |

Mew Purchase Order Printout

070772004 14:36:29

Us 705-9112

2 Mew Purchage Order Printout

070772004 14:17:40

Us 7059112

2 Mew Purchase Order Printout

07/07/2004  12:39:09

s 7059112

2 Mew Purchase Order Printout

07/07/2004  10:36:58

US 3-705-9112

2 Mew Purchase Order Printout

07/06/2004  14:59:55

US 705-9112

2 Mew Purchase Order Printout

07/06/2004 1 4:20:00

S 717-705-112

2 Mew Purchase Order Printout

OEf30f2004  O7:50:57

s 717-705-112

BEeBeee

Mo preview available.

b Pet @ a1m L petappto | INS 0

18. Review the sent status for the following:
Then

Yellow triangle Document is not yet sent
Green circle Document has been sent
Red square Document failed to send

19. Select the EXIT @ icon until the SAP Easy Access screen appears.

20. You have completed this transaction.

Result

You have satisfactorily completed Faxing a Purchase Order from SAP (ME9F).
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Comments

Congratulations!
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