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Assigning and Processing Purchase Requisitions

Once the Purchase Requisitions are generated, additional standard functions are provided by the
SAP System for converting these requisitions into respective purchasing documents (purchase
orders, contract release orders, scheduling agreement delivery schedules, RFQs) as well as the
processing options available thereby in this document.

e Assigning means defining the desired source for each purchase requisition item ie. this
involves assigning source of supply to individual requisition items.

o Further processing (of purchase requisitions via the assignment lists) involves
generating lists of requisitions that have been assigned or flagged as outlined above,
and the subsequent creation of RFQs, purchase orders, or lines of delivery schedule
under scheduling agreements. This involves the manual creation of purchase orders or
delivery schedule lines from a list of requisitions with assigned sources.

Alternatively, in the case of purchase requisition items that were not assigned to sources at the time
of their creation, it is optional of carrying out the processes of source assignment and conversion
collectively using a single transaction. This function is a combination of “Assign Purchase
Requisitions” and “Further Processing of Purchase Requisitions via the Assignment List”. In this
case, choose Purchase Requisition > Follow-On Functions - Assign and Process.

It is possible to trigger the automatic assignment of sources for all selected purchase requisition
items from a list of open requisitions (Edit 2 Source of Supply = Assign Automatically). In this
case, the system will help determines possible sources. If there are several possible sources of
supply of a material, it is feasible to choose the desired one from a list of all possible sources in the
‘Dialog’ box.

If more than one requisition is selected for assignment, the box for the next requisition with more
than one possible source appears. Repeat the process until all requisitions have been assigned to
sources.

It is also probable to assign manually requisitions for which no source can be found to a vendor (Edit
= Source of Supply = Assign Manually) or flag them for RFQ processing (Edit = Flag for RFQ 2>
Without Vendor / With Vendor).

After such assignment phase, either these requisitions can be saved with assigned sources, or the
assignment list is generated in the second step (Go to = Assignment Overview), in order to convert
the assigned items into Purchase Orders, Scheduling Agreement delivery schedule lines, or RFQs.

To confirm the assignment of selected items from within the basic list, choose Edit - Change
requisitions. The system will issue a message confirming that the requisition(s) has/have been
changed.

Noted that if requisitions that have already been assigned are selected, and the automatic source
determination process identifies a different source than the one already entered, the previous source
is overwritten without prior warning. However, if the original assignments are reinstated for the
requisitions, then choose Edit 2 Cancel assignment.

Assign and process purchase requisitions

SAP Menu 2 Logistics 2 Material Management 2 Purchasing = Purchase Requisition 2 Follow-
On Functions = Assign and Process

As of SAP R/3 Enterprise, it is feasible to take full advantage of virtually all the processing and user
interface functions of the Enjoy purchase requisition. It is possible to assign sources and convert
requisition into follow-on documents (Purchase Orders or RFQs) quickly and easily.

The Enjoy transaction for the follow-on processing of purchase requisitions is a user-friendly, single-
screen transaction with three screen areas.
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e Enabling to change individual purchase requisitions. It also allows to access several
requisitions.
Accelerating the process of assigning individual or multiple requisitions to sources
Facilitating the targeted conversion of requisitions into Purchase Orders and RFQs.
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Business Process Procedure

1. Creation of Purchase Requisition

1.1. Access transaction by

Via Menu Logistics > Materials Management > Purchasing > Purchase
Requisition > Create

Via Transaction Code | ME51N
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Fig-01
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1.2. On “Create Purchase Requisition” screen, fill in the data as below:

«|< OigEaa DHE SD00 BEI@

Ereafe Parcliase Reguisy

‘ Document overview on || @ EH Help |@ Personal setting ‘

purenase requistein|

Header note
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Fig-03
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Field Name

Description

R/O/C/D

User Action and Values

Material

Alphanumeric key uniquely
identifying the material

R

Enter the material

Item category

Key defining how the
procurement of a material
or service item s
controlled

R

Enter the item category

A (Account
assignment
category)

Specifies whether
accounting for an item is to
be effected via an auxiliary
account

Enter the account
category

assignment

Quantity

Specifics the quantity to be
ordered, as stipulated in
the purchase requisition

Enter the quantity

Valuation price

Show the price of the
requested material per
price unit

Enter the valuation price

Deliv. date

Date on which the goods
are to be delivered or the
service is to be performed

Enter the delivery date

Plant

Plant in which you produce
or for which you wish to
procure  materials  or
services

Enter the plant

I'H
Click on @® icon to check the
correctness of the data

Click on icon to post the
purchase requisition transaction

Legend: R = Required, O = Optional, C = Conditional, D = Display
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2. Assign and Process Purchase Requisition

2.1. Access transaction by

Via Menu Logistics > Materials Management - Purchasing > Purchase
Requisition > Follow-On Functions = Assign and Process

Via Transaction Code | ME57

dHI a0 SHE atog BRI @m

YA Fasy Hrress
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2.2. On “Assign and Process Purchase Requisitions” screen, maintain information as
specified in the table below:

Z| liBieee QHE NNl BE

ASSIgR and Process Purcliase Beguisifions

& 0]

|

>

EE
e 1

=

m

=

E

Fig-06

Field Name Description R/O/C/D | User Action and Values
Make the proper selection of
various parameters to restrict the
enumeration of only related
purchase requisitions to be
assigned and processed

Click on icon that leads to the
next screen where a list of related
purchase requisitions are
enumerated and assigned with
respective source(s) of supply
Legend: R = Required, O = Optional, C = Conditional, D = Display
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2.3. On “Assign and Process Purchase Requisitions” screen, maintain information as
specified in the table below:

CH e@e DHE oo [FE GE

Assige aud Frocecs Purciace Kegeisiifons
= 4 Assign automatically h Assigneents | ol Aszigonest  Without vendor | Assign masvally

Haterial Short Cext Plip Hat. qp. :
Requisn.  Item Requested qig.  n Beliv. date Requester Flnt Sloc
ECROTY. I A Ordered qty. Un REelease date Teackg.no. SPL. MG
] noans 1rsm0ge OIL SEAL 7USTUBKTZ HH. 114 maone
THANNARANE BOOET LCRCTN O L3 T T T aana
H A 2 HE 15 .12 . 2000 (T3
l LJoas (1) ana) | RANSAPCRPY OUR -
Fig-07
Field Name Description R/O/C/D | User Action and Values

Select the appropriate Purchase
Requisition and then click on

Assign automatically
icon, which triggers the automatic
assignment of possible sources of
supply for this material item.
Legend: R = Required, O = Optional, C = Conditional, D = Display
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2.4. Since the source of supply is not available for this material number and plant location,
the proper RFQ process shall be triggered. On “Assign and Process Purchase Requisitions”

Without vendor icon:

screen, select the purchase requisition again then click on

o o H @@e DN nhoa [E R = e

AsTAgn 2wl FESECST PEECRese Kegaf s Efons

% 8 assign sutnmatically [ essigoaents o3 Assigonent I'Dllhnlzh uendar I Ansingn mamally

Haterial EROPE TeME ©oaoo RGR. Hat. ap.
Bequism. Ttem CRequested giy. Un Belis, date Heguester PFlmt SLoc
s 0R@Ty. 1A Ordered qty.  Un  Beleass date Treackg.no. SPE. MO
:,:: A5 1T Ra0Th OIL SEAL FOXT0OX12 MH. 114 L=l
Anamnansfsa anay 18 R B 1% .47 .7 nah asna
H N Hy 1% 12 2 nay (1.3 1
T LA ] L
[E5 Hot poscible Te atslgn a <ource to all Ltoms L0As (1) {a0@) 4 HAgEAFGEEY | aun o
Fig-08
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2.5. On “Assign and Process Purchase Requisitions” screen, select again the related
Assignments .

purchase requisition number and click on

8 SNE 8N on  EE G

| mf a2 H &8
Fan g awd Frarevs Perchase Kega s s f £ Fmas
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2.6. On “Assign and Process Requisitions: Overview of Assignments” screen, move the
Process assignment

cursor to the assignment list line item and then click on

icon:

List Edit Goto Enuvironment System Help
[+ BlOH Ca@ EHE BDo0 BE @M

Assigr and Process Reguisifions: Jeervies of Assigrmenfs

IFrocess asngnmen! ﬁl Update worklist Reqs. per assgt. All requisns.

POrg OTy. CoCd Outl.agmt. ATy. Valid from .. to PReqs Processing note .
Without vendor
HB SCCC Flagged for RFO processing 2
47
Fig-10
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2.7. On the pop up screen, fill in the data as below:

organization

organization

Fig-11
Field Name Description R/O/C/D | User Action and Values
RFQ type Identifier allowing | R Enter the RFQ type
differentiation between the
various kinds of request
for quotation (RFQ) in the
SAP system
RFQ date Date the RFQ was created | R Enter the RFQ date
Quotation Date by which the vendor | R Enter the quotation deadline
deadline is to submit the quotation
RFQ Alphanumeric key uniquely | O Enter the RFQ
identifying a request for
quotation
Purchasing group | Key for a buyer or a group | R Enter the purchasing group
of buyers, who is/are
responsible for certain
purchasing activities
Purch. Denotes the purchasing | R Enter the purchasing organization

Click on icon

Legend: R = Required, O = Optional, C = Conditional, D = Display

T
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2.8. On “Create RFQ: Header Data” screen, fill in the data as below:

v|< HICaq DHE D00 EHEI@m

Ereafe BFY - feader Bafa

Administrative fields
RFQ date 88.12.2884 Item interval 1
Language EN Quot.dead. 38.12.260684

Sub-item inter. 1

Validity start

Ualidity end
Warranty

Terns of delivery and payment

Reference data
Your reference

Dur reference

) Required entry not made

Salesperson

Telephone

Applic. by
Bindg.per.

T

olcim
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Field Name Description R/O/C/D | User Action and Values
Coll. no. | Number or code facilitating | R Enter the collective number
(Collective the collective management
number) of a number of individual
RFQs in a competitive
bidding procedure
Validity start Date as of which services | R Enter the validity start date
can be performed or
materials delivered
Validity end Date up to which services | R Enter the validity end date
can be performed or
materials delivered
Applic. by | Date by which the bidder | O Enter the closing date of
(Closing date of | must have indicated his applications
applications) willingness to submit a
quotation
Bindg. per. | Date untii  which the | O Enter the binding period for
(Binding  period | quotation submitted is to quotation
for quotation) be regarded as binding
Targ. val. | Total value of all materials | O Enter the cumulative planned
(Cumulative to be released against the value
planned value) contract
Your reference The internal reference | O Enter the internal reference
number of the customer or number
vendor
Our reference Your company’s internal | O Enter the company’s internal
reference number or code reference number
Press ‘ENTER’ to copy the data
Processing Non-Assigned Purchase Requisitions Procedure Training Document 16/22 I
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Field Name Description R/O/C/D | User Action and Values
from purchase requisition into RFQ
document

Legend: R = Required, O = Optional, C = Conditional, D = Display

2.9. On “Create RFQ: Selection List: Purchase Requisitions” screen, select the related

Adopt + details

purchase requisition and then click on icon:

RFQ Edit Header Item Enuironment System Help

& Bl H @@ SHE aDoLa BE @ m

Creafe RFY & Selecfiop (isE: Porcfiase Beguisifions

Adopt + detailg E
Purch.req./Iten [Material Short text Plnt/SLoc|I |a [Cl.|Qty Un |CPeliv. da_|Release dt Fixed
1688880884861 800051748896 0IL SEAL 78%188%12 H[3888 £ o0 168.8868ERA DM5.12.2868415 .12 2004
Cl
=
LDl |[4][+]
4 4
Fig-13
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2.10. On “Create RFQ: Item XXXXX” screen, check all related information which were pulled

from nominated purchase requisition and then click on i

0IL SEAL 7@X180X12 HK.

RF) quantity fe EA Quot.dead. 38.12.2005
Delivery date D 15.12.2004

Reminder 1 5- TrackingHo

Reminder 2 18 Vend. mat.

Reminder 3 20

No. reminders -

Fig-14
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2.11. On “Create RFQ: Iltem XXXXX Additional data” screen, fill in the data as below:

R @

8080851740096 EI:I:I:I
]

Administration

Weights and volumes for 1 order unit
Pl. deliv. time |

Het weight

Revision level Gross weight

Season category Uolume

Kanban indicat. Points

AT-relevant

Reason for ord.

Conditions

Fig-15
Field Name Description R/O/C/D | User Action and Values
Pl. deliv. time | Number of days required | R

Enter the planned delivery time

Click on icon

Legend: R = Required, O = Optional, C = Conditional, D = Display

(Planned delivery | for external procurement
time in days)
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2.12. On “Create RFQ: Item Overview” screen, click on icon to select which vendor
should be receiving this RFQ:

Erpafe FEY & FF

ERELDAD G A0 ESZ D S

= L 27112080
—— an.11 . ey
tem 1 tent RF 1iv. da |Hatl n n
DOB0517%A0%4 IL SEAL 70%100412 1REA D512 2004030100 50 = =
: 1 t S = £
i : =TT
| | r zoen| =
|= | I [zoen| 2
|& o soen| i
_E | o =TT =
- 1 3 e
@ | r zoe0| -
10 | o soe0| 2
11 I Snen|
12 o amen| =
13 v 2omu|
1 | ] LI =
15 | D soe0| i
14 a0 :
[Thr _; amen| = o
18 a0 =
4k
Fig-16
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2.13. On “Create RFQ: Vendor Address” screen, maintain information as specified in the table
below:

Create FEF - Feadar fddress

Hame HAMAFHOL SUPPLY LTD, PRAT.

LTl T AT mun s uuates

Search term 1/2

LE-ELECTRT

Street address )

Sq-rut_ﬁ_l_ml_l nIlI:l_r' 59,09 nu_' F W.nTunIa p.un”anag

Postal codefCity TR a.Aqzl 9

Country ' ™ Thailand  Region

Time zone PUTE+T

PO bow address

F.0. Box

Prstal code

chﬂ'll postal code
Language TH Thai B Dther comssnication...

Fig-17
Field Name Description R/O/C/D | User Action and Values

Maintain the respective vendor to
which the RFQ will be awarded
and then press ‘ENTER’

Click on E icon to save the
assignment of such source of
supply for that RFQ

Continue the assignment of source
of supply to the RFQ (if any)
subject to the local OpCo’s policies
and procedures

Click on E icon to exit the RFQ
document
Legend: R = Required, O = Optional, C = Conditional, D = Display
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Tonn

Street/llomie nunher
Postal codesCity
EOURTH Regien

PO hox address

F.0. Box
Postal codi
Cumpany postal code

Py Py
Linguage: H | other c
Telephone -

i3 LR REL]

FIE I

Arxign awd Frocpsy Fegefsftions: Seerview of fssignesgis

Pracess assigoeent | €F] Update worklist JH Reqs. per assqt. | M r1) Feguisns.
Firg OTy. Cobd Dutl.sget. ATw. Walid  from .. to FReqs Processing note

Without wensor
g SECE Flagged far AP processing 1 R iss. 1

Fig-19
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