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Purchase Requisitions — Customizing Your Desktop Settings

NOTE: The information that you enter below will only have to be entered once! The software will remember the settings henceforth.
The time that you spend creating these settings will be very helpful in your future use of this software.

Favorite Settings — Importing “Favorites”

Make certain you imported folders and favorites into SAP (per Setup/Navigation training). If you have folders under Favorites called
Purchasing and Storeroom (and transactions in those folders), that means that you have successfully completed this portion. If you
don’t have these, Visit this webpage http://ot.bloomu.edu/SAP/navigation.php and review the training document.

Personal Settings

In this section you will be setting up default information that will automatically place text information in the purchase requisition
without you having to type it in. Time spent with this section will save you many, many keystrokes in the future.
» from the ‘Favorites’ folder on the left of your screen and under the purchasing subfolder double click on ME53N ‘Display
Purchase Requisition’.
» when the ‘display purchase requisition’ screen appears click on the ‘Personal settings’ button on the bar. This button is located
on the top third of your screen in the middle, as illustrated below:

FUFCH. Fegiiisition and

0B e SHEB &EDoD I IBE

Dispiay Purch. requisition and
' Document overview on | O ¥4 & | Help Fersonal sefting | ) Accounting documents

» when the pop-up box appears click on the ‘default values’ tab
» click on the ‘More fields’ button, the ‘Change layout’ pop-up text box will appear
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» In the text box to the left, with the tab labeled ‘Line 1°, click on the ‘double arrows right” icon. This will move all the lines
from the ‘Line 1’ text box to the ‘Hidden fields’ text box.

~ lltern category
| lacct assignment cat.
equisitioner

 IReq. tracking number
Deliv. date category
| pelivery date

lAcct assignment cat. 1 [a]

|Currency 5 [~]
Deliv. date category 1

|Delivery date 10

|Document type 4

Aterm category 1

IMaterial group 9

|MRP contralier 3

|Plant 4

|Promotion 10

(|Purchase order price. {1 [
Purchasing group 3 [~]
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Procurement Page 4
In the ‘Hidden fields’ box click on the small box to the left of the following lines: Acct Assignment, document type, item category, plant,
purchasing group and requisitioner. As you click on these fields they will become highlighted.

Hidden fields
Col. content Lnigth

Use the arrow
keys to scroll
down for
requisitioner

_
[4]
[~]
haterial Group
MREF Controller
[4]
[~]

After highlighting these items in the right column, click on the ‘single arrow pointing left” icon. This will move all the highlighted fields
from the ‘Hidden fields’ box to the ‘Line 1 box.
Your ‘Linel” screen should look similar to screen below:

Next, press “Enter”
on your keyboard
to move to the next
screen.

no o
EEEENREEn
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When the ‘default values’ box appears type or choose from the drop down menu following information:

Document Type Purchase requisition

Purchasing Group ~ Bloomsburg

Item Category Standard

Acct.Assig. Cat. Cost center

Plant 10

Requisitioner Put your name in this field. Your screen should look similar to the one below:

~ Basic seftings ~ Default Values |

Document Type Purchase requisition 2
Pur, Group Bloomsburg ]
Item Category Standard z
AcctAssCat Cost center 2
Plant 10
Requisitionar E Nolte

More Fields ...

Click on the ‘save’ icon on the bottom left on your screen
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Default Settings for Purchasing Screens

Click on expand ‘Item overview’ icon to open this section.
Display Purch. reguisition and 10027661

& [aH ¢ SHE DD
This icon toggles on @z Dispiay Purch. requisition and 10021661
and off. Make sure it Document ovendiewon | [ % & | 5] Help Personal setting | Accou
;/C:)Oukiaj‘rl.:sstele} l:ﬁ;?éi?]g ‘@szggase requisition & 10021661 |
across this line. — Ej@@“@-@ﬂﬁlﬁf %IQIEIEQE{(@%@;\%

Click on the very small drop down menu icon to the right of the ‘Select layout’ icon on the Item Overview menu bar.

» Choose ‘select layout’ from the menu.
> Double click on the first line /10 BU PR. This will customize your column headings for the things we need entered at Bloomsburg.

Once again click on the very small drop down menu icon to the right of the ‘select layout” icon. This time click on ‘save layout’
In the ‘save layout’ field, located near the bottom of the screen, type in:

A10_BU_PR. Inthe ‘name’ field type in Bloomsburg PR — do not change. In addition, click on the ‘default’ box so that there is a check
mark in this box. The ‘user-specific’ box should already be check marked. If not, click on this box too. Your screen should look like this:

Sawman. | Sawwin
| Layout * Layoul descriplion Dt getlg
Save jayout A10_BU_PR
Nams Bloomsburg PR - go not change
v Default setting
v X

Press ‘enter’ key on your keyboard.
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Creating a Purchase Requisition - Transaction ME51N

You will find this transaction under Favorites in the Purchasing folder. Before you start, make sure you have funds in the cost center and
commitment area you plan on using. Refer to the Budget training materials to look up budget funds availability.

This screen is divided into 3 main parts....Header, Item Overview, and Item Detail.

Section 1 ~ Header
Make sure the header area is open (it should look like the screen shot below). Then, a header note (info for the Procurement office).

Expand or collapse Texts |
//"

this section by clicking

onthmlcon.lttoggles An Examples of text for this fielﬂ:
off and on. Header note 14
] Guest Speaker BReception, RO#11113
New Vendor: HName, address, phone number

ED Continuous-text . &

The header is the area where you will communicate with Procurement. Please include everything you want Procurement to know about
your requisition. When applicable, this area should include the following information:

Name and phone number of the vendor from whom you received a price or quote.

Name and phone # of the person at Bloomsburg University that Procurement should call in case there are any questions
Documents that you will be forwarding to the Procurement Department. Please include the purchase requisition # on all
documents. Please see instructions to attach a document to your purchase requisition on page 11.

Rush orders.

New vendor name, address, and phone # if you do not find a vendor in the ‘desired vendor’ section noted below.

Information regarding special discounts and payment terms.

YVV VVV

When header is filled out, you may collapse it (click on Header icon) and go to Item Overview.
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Section 2 ~ Item Overview — This is the next section of this transaction

|t||l-le-ader

If this section is not

EIEE ==Y AT

|$E|IEIEI|%IEI|I|Q |E]||Ei@|ﬁl§l|l|||%I|E|I|Default‘u’alues

|
open, click on this /"_/ B\ st... | &em|Desired vendor

Short Text

Quantity

Unit

Val. Price

= Total Value

Delivery Date Matl Group

icon to toggle it open.

FILL IN AS FOLLOWS:

No need to fill in
Item field; system

Enter Part # or
Model #. Short

K is default (for cost center).

If this is a grant purchase,

creates a line # once
all info is entered.

description (Limit
40 characters)

Use drop down No need to
box to choose fill in;

unit (ea, dz, system does
etc). for you.

l

|

change this to G.
If this is a project purchase,
chanae this to P.

|

v v
=il St... | Item | Desired VYendor | Short Text Quantity | Unit | Val.... | Total Value | Delivery Date Material Group |A | Requested By
| 1012087 Part #0012-D32 10 |ea |20.00 03/10/2004 =| K |E. Nolte
T | ! T
Click in this field and use the drop down box to find vendor. Tab Enter Price (is okay to Click in this field and use the
titled Vendors: Purchasing should be used. quantity enter dollar amount drop down box to find the

1) Click on the line called “Name” to search. Start and finish
name with asterisks, eg., *stap* (for Staples) and press Enter.

2) Iflistis long, sort the list by clicking on the word “city” at
the top of the city column.

3) Double click on vendor if found. This will fill your field
with Des. Vendor humber.

4) If vendor is not found, may leave blank (put a note in the

Header area to request Procurement add vendor, supplying
name, address, phone, fax).

with no cents for
whole figures).

material group number.
Click in Material Group
Desc. to sort list by alphabet

expected.

Use drop down box to choose
delivery date appropriate to
when goods/services

delivery date info for June
orders on next page!

*See important

v 84|08 )
Matl Gr... & Material Group Desc, >

ONCE EVERYTHING IS COMPLETE (AFTER ENTERING DELIVERY DATE), PRESS ENTER WHICH WILL OPEN
THE ITEM DETAIL PORTION OF THE SCREEN.

Copyright, Procurement Office, Bloomsburg University
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IMPORTANT: Info regarding orders in June

If you are entering a purchase requisition in the month of June, select a delivery date when you expect to receive the goods or services.
You cannot use a delivery date for the current year in order to roll over funds to the new budget year. (A delivery date of 6/30/20
encumbers current year funds while 7/1/20_ _ will encumber funds from next year’s budget.)

Section 3 ~ Item Detail If you have more than 1 line item under your Item
Overview, click on this drop down box to select

each item. Make certain the G/L number and
Cost Center is correct for each line item.

ITEMS THAT MUST BE FILLED OUT ON THIS SCREEN:

ltermn [10] Part#0012-D32 z ’A}v

-

Material data | Quantitiesidates | Valuation ~ Accountassignment | Source ofsupply | Status | Conta.. ||, LD |

1l

o e o

- S Unloading Point — Building/Room.
i!/| 7 |B| AccAssCat Costcenter & Distribution g J

Single account 3

Recipient — To whom to be
/ delivered. (Limited to 12
; : 3 characters) Note: If you ran out of room
Unloading point VWAB Room 38 rhakim when entering Short Text in the

GiL account no. 625100 < Item Overview section, click on

_ G/L account number (also his | h b
Business area called commitment item) must thisiconto c o_o_se Texts tab.
Then enter additional text under

be entered. o -
CO area Item Text. If this is a multi-line

Cost center 1033000060 order, be certain you have the
Profit center correct line item viewing.

Cost center info must be entered.

Recipient

Commitment item This line will say “WBS
Funds center Fund element’ if you are doing a grant
or project purchase.

Earmarked funds Functional area

» Once Unloading point, Recipient, G/L account no. and cost center are entered, press the Enter key which
fills in the rest of this screen.

> If finished, press the Save icon to save and release to Procurement. If you get a message ‘Document faculty, do you want to park
document or process data?’ choose Park. It is probably a budget issue which you will need to address before Procurement can
process your purchase requisition.

» Write down your purchase requisition number.

» If you need to add additional line items, see ‘Creating a Purchase Requisition With More Than One Line Item’ on page 12.
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Helpful Tips:

Searching for “des vendor” in Item Overview portion of screen ~ Click in the space directly under ‘Des vendor’ — a drop down
icon will appear.

Create Purchase Requisition

Document overvdew on | [ & &a |

Wﬁ Purchase requisition &
T3 Header

= L_] Y IR

5t.. | ItemlBesvendor—Short text

| =5

C|ICk on the drop down and you will see this search window:

jalue range (1)

Vendors: Purchasing B

Name *stap*

:@I

ETT G D Be sure the ‘Vendors: Purchasing’ tab is highlighted.
If not, click on the tablet icon on the far right and
choose ‘Vendors: Purchasing’ from the drop down
menu.

7/~ Mendors by Class Vendors by Material

Search term

Postal code

City

Yendor

» Click your cursor in the ‘name’ field and type in the vendor name. Always start and finish name with asterisks. Less information
is always better than more when doing vendor searches; for example, if you are looking up Staples, *stap™ is better than *staples*.
Hit ‘enter’ key.

> See if the vendor name and city you need is on the list.

» If list is very long, sort the list by the ‘city’ column. This is done by clicking on ‘city’ at the top of the column. One drawback
with the above list is that a street name doesn’t appear.

> Double click on your selection if it is on the list.

» If you do not find the vendor you need to exit from the screen by clicking on the blue X icon. Likewise if your search does not
yield any results (a note advising you of this will appear at the bottom of your screen) exit the screen by clicking on the blue X
icon.

» If you do not find a vendor, open the ‘Header’ area of the screen and request that Procurement add it to the database. Provide the

vendor name, address/phone number in the ‘header note.” Click on the ‘header’ icon again to close this section.
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Finding Vendor Address — Transaction MKO03

If you have a vendor number, there is another SAP transaction you can use to view address/phone number. Use transaction MK03
(Display Vendor). Be sure the address box is checked and hit enter. You will see address/phone information.

Finding Vendors Already Used by BU — Transaction ZMQ08

Type in ZMO08 (Vendor List by University) in SAP Easy Access command field. 10 should be added to Plant field and choose PURC
Address under Address Option. Click your cursor in the ‘name’ field and type in the vendor name. Always start and finish name with
asterisks. Choose Execute icon to generate a list.

Vendor Cross-reference List by University

o€
Selection Parameters
PURC Vendor Mumber to [ 2]
Plant @ to =3
PURC Vendor Name [l *millexf to =3
PURC City to =
PURC State to =
PURC Postal Code to ?
Minority Indicator to =
APAY Vendor Number to ?
PURC Flagged for Delete to =3
PURC Blocked to =
Address Option
® PURC Address
) APAY Address

Attaching a Document

You can attach a quote to your purchase requisition. (If you have an invoice, we need the original sent to us via campus mail.) Click on
the drop down under Services for Object and choose Create Attachment.

Crea te Purchase Requisition

Document Overview On | 1 ﬂ Hold | Personal Setting

| o = S = e S —
Select the document which you have saved on your computer. You can attach a PDF, Word, Excel or Outlook message.

Copyright, Procurement Office, Bloomsburg University 12/18/2015
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Ordering for grant or project accounts

>
>

>

>

System defaults (in item overview section) are set up for cost center purchasing.

If you are ordering for a grant account, find the field to the right of the delivery date (in item overview) that is called “Acct. Assig.
Category” — change the K to a G.

If you are ordering for a project account, find the field to the right of the delivery date (in item overview) that is called “Acct.
Assig. Category” — change the Kto a P.

The Item Detail section will show a field called “WBS element’ instead of ‘cost center’ for grant or project orders.

Creating purchase requisitions with more than one line item

>

YV V

YV V

Complete first item, through and including the Item Detail portion (where you enter unloading point, recipient, G/L number, and
cost center).

Press ENTER after finishing first line item. This will fill out additional fields in the Item Detail portion of the screen.

To enter second item, go back to the Item Overview section.

You can now copy the first line item, which will copy everything for the entire line (including info in the Item Detail portion). This
will save many steps.

To copy, click in the little box to the left of first line item as illustrated:

5 (@ [maz][alRE@we] (@] B]@a@alsz] @] [R)] 2] 6] @@etat vaes |
= St.. | item|Desvendor |Shorttext Quantity| Unit Yaluation price |z Total value|Delivery date |A
<$@\ 101026247 supplies 20 [EA 0.20 4.00 |10/30/2003 K
| K

That will highlight the entire line.

Next, right mouse click and choose the word “Duplicate.”

Note: Instead of a right mouse click to duplicate, you can highlight the line and use the “copy item” icon (to the right of the
magnifying glass icon).

You now will have another line. Make necessary changes in the next line (different short text, quantity, price).
You might also have changes in the Item Detail section (different fund center). If so, go to that section and make certain the
appropriate line # is showing. Then make changes.
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Saving Your Purchase Requisition

WHEN YOU ARE COMPLETELY FINISHED ENTERING LINE ITEMS, PRESS THE “SAVE” ICON ALONG THE TOP MENU
BAR.

» This looks like a little diskette. It saves and releases your PR to Procurement.

> Itis suggested that you write down your PR number once it is saved. This will appear in the bottom left side of your screen.

Using Document Overview (Transaction ME53N)

You should find this transaction under Favorites in the Purchasing folder.

Document Overview - It is very important that you learn the value of the document overview function within this software. The
information contained in the document overview will provide history on all your past purchase requisitions. In addition, it will allow you
to duplicate past purchase requisitions with only a few keystrokes and allow you to copy, modify, and re-release previous purchase
requisitions with the new changes.

Ensuring Correct Settings to Use Document Overview ~ In order for Document Overview to work properly, you must change a
setting within the transaction ME53N. Click on the area that says Personal Setting, as illustrated below:

Display Purch. requisition and 10022392

Document overview offt | [ %% ﬂ[ Help Personal setting

[i Ihmrl Purrhace rannicitinn & 1AA22202

On the next screen:
» click on the Basic settings tab
» click on drop down menu to the right of the ‘selection timetable for by doc’ field and choose ‘no restrictions’.
» Click on the ‘save’ icon at the bottom left on your screen.

See next page for illustration of how this should look.
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Bstic setings | Defo)l veies

Click on the drop
Ea(.o':::::;::w.‘:m' y dock NO restichons ® 4— down and Choose
v Comple doc owerview sulsisticsly no restrictions_

Emironmert wformakon

Envie inf%) In new Se8E0N

PIOLaes me3sagss drecty
v Ennrmessapes

v Waming massages
v BuCCess messages
v

INformaton messages
10 Process messages drechy

Comersnns

Display Ky
2 ERnR T v Click on the Save
o _ icon (diskette) to
A save that change!
Hx

The following steps will only work if you have purchase requisitions in the SAP system!

. . . , Document overview on . .
Next, click on the ‘document overview on’ button | on the top left of your screen. This will open up a column of

information to the left of your screen. Clicking this button on and off will change the button title from ‘document overview on’ to

‘document overview off” and display or hide the information field. For this function please be sure the button says ‘Document Overview
Off’ Document overview off i

From within the ‘Document overview’ box click on the ‘selection variant’ icon ¥ and click on ‘my requisitions’ from the drop down
menu. The display will show all the purchase requisition numbers for requisitions you have previously released.
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Click on the arrow right icon next to each purchase requisition to display the line number for each purchase requisition.

Sa|m|Q)|E]|
Furchreq/Req. item
P 10017031

Click to open > [ 10017030
any purchase > [ 10017014
requisitionto [ > ;:;0113998
see line items. % 20
520

) 10016978

Changing or Deleting Lines in Purchase Requisitions That Have Already Been Saved
NOTE: CHANGES MUST BE MADE THE SAME DAY THAT YOU SAVED THE REQUEST

Before you get started, review the training material titled “How to Use Document Overview.”

Double click on ‘MES3N - Display Purchase Requisition’ from the purchasing folder in Favorites.
> In order to make changes to an existing purchase requisition the following three screen views need to be displayed:
» The ‘document overview’ column must be displayed, if it is not, click on the ‘Document Overview on” button.

» The ‘my purchase requisitions’ list must be displayed under the ‘document overview’ column. If it is not, select ‘my purchase
requisitions’ from the drop down menu under the ‘selection variant’ icon.

Document overview off

Click here and choose ‘my I _3 E
purchase requisitions’ > Q?}Ellgjl@ll }4__|I s

Purch.req/Req. item |
D [2) 10017031
b [ 10017030

D annaThaa

» Depending on which section of the purchase requisition you need to change, the ‘header,” ‘item overview’ and/or the ‘item detail’
sections must be expanded from the main screen display to the right of the ‘document overview’ column.
Copyright, Procurement Office, Bloomsburg University 12/18/2015
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Document overviewoft | [ %% & | Help &
x Purchase requisition & 1 .
2| - Click to expand/open

E"‘p V81 ) g pussiow whichever area you
AL RIS want to revise.
> (2 10017031 e -

D 10017030

A8 A ANNA7TNA 4

> Double click on the purchase requisition you wish to change.
» When you are sure you have the requisition you wish to change, click on the ‘Display/Change’ icon located two icons to the right

of the ‘document overview’ button.
Docurment overview off | @ﬂ ]

This will change the title of the main screen from “Display Purchase Requisition” to “Change Purchase Requisition.” Make your
changes as necessary.

Deleting a Line Item ~ Click on the gray box to the far left of whichever line you wish to delete. The line will now be highlighted.
Click on the trash can icon to delete the line.

= glojoe)alR6Ee) @) Bd

[]@‘jjréi.’f—lﬁteimﬂj&qendnr ghmttext ] Quanﬁﬁ?ﬁﬁiﬁ
Click here to =t 1010208 black rats 5 EA |
highlight line. i1 201020855 \_|black & white rats f 4 |EA |

After highlighting line, click
on trash can icon.

> Click ‘yes’ on the pop-up warning box, which is checking to be certain you really want to delete the line.

» Click on the ‘save’ icon at the top of the menu bar (2 when you are finished with your changes. The new changes will be
released to Procurement.
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Duplicating a Purchase Requisition

Before you get started, review the section titled “How To Use Document Overview.”

Double click on ‘MES1IN — Create Purchase Requisition’ from the purchasing folder in Favorites. In order to duplicate a purchase
requisition the following three screen views need to be displayed:

» The ‘document overview’ column must be displayed. Ifit is not, click on the ‘Document Overview on” button, as illustrated
below:

|@m Display Purch. requis

—» Documentoverviewon | [0 %9 & |

» The ‘my purchase requisitions’ list must be displayed under the ‘document overview’ column. If it is not, click on the ‘selection
variant’ icon which will display a drop down menu. From that choose ‘my purchase requisitions.’
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» The ‘item overview’ section must be expanded from the main screen display to the right of the ‘document overview’ column.
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» Review the purchase requisition you wish to duplicate in ‘document overview’ from the list on the left side of your screen.
» Click on the purchase requisition you want to duplicate.
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» NOTE - If you only want to duplicate a specific line from a purchase requisition then just click on the specific line under the
purchase requisition and not the purchase requisition number itself.
» Click on the ‘adopt’ icon located next to the ‘select variant’ icon within the ‘document overview’ section.
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| Purch.req./Req. ... |
> (210017094
S 10017037

This will automatically place all the items on the purchase requisition in the ‘item overview’ section of the Create purchase requisition’
screen.
» Change, add and/or delete any input fields (qty, price etc) in the ‘item overview’ section. Don’t forget to update the ‘delivery date’
field.
» Expand the ‘header’ section and add all required information.
» Check the ‘item’ section to be sure the ‘unloading point,” ‘G/L’ and ‘cost center’ information is correct.
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Click the ‘save’ icon to release the purchase requisition to the Procurement Department.

Checking the Status of a Purchase Requisition using Document Overview

Before you get started, review the section titled “How to Use Document Overview.”
Double click on ‘ME53N — Display Purchase Requisition” from the purchasing folder in Favorites.
In order to check the status of a purchase requisition the following four screen views need to be displayed:

» The ‘document overview’ column must be displayed. If it is not, click on the ‘Document Overview on” button, as illustrated
below:

(@2 Display Purch. requis
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» The ‘my purchase requisitions’ list must be displayed under the ‘document overview’ column. If it is not, click on the ‘selection

variant’ icon which will display a drop down menu. From that choose ‘my purchase requisitions.’
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Document overview off ‘

» The ‘item detail’ section must be expanded from the main screen display to the right of the ‘document overview’ column.
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» The ‘status’ tab must be selected from the ‘item’ section. Use the scroll bar and/or the tablet icon to locate the ‘status’ tab if it is

not in view.
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» Double click on the purchase requisition you wish to check on, from the list on the left side of your screen.
> In the ‘status tab’ one of two possible text fields will be displayed, as follows:

Copyright, Procurement Office, Bloomsburg University 12/18/2015



Procurement Page 20

> If the field labeled ‘Processing stat:” says ‘not edited’ — the purchase requisition has not been processed by the Procurement
Department and a purchase order has not been sent to the vendor. This is how your screen will appear:

Processing stat Mot edited e}
EYCAGINEE - B EEE] @}OGIE
Doc. category LT |Purchasmg doc. ‘ ItemvShon

> If the field labeled ‘Processing stat:” says ‘PO created’ - the purchase requisition has been processed by the Procurement
Department and a purchase order was sent to the vendor. This is how your screen will appear:

Processing stat PO created 4]

DI DR e

Doc. category LT “iPurchasing doc.
Purchase order 4500015189 10iSche

> Double click on the ‘purch. doc.” number 4500015199 in the sample above to display the purchase order that was created, the
‘status tab’ in the header section of the purchase order will open automatically. If it does not, choose the ‘status’ tab from the tablet
icon on the far right.

» Under the ‘Status’ tab the screen will look like this if the PO has been released and no items have been received in the Receiving

Department.
> Note the quantity ordered is 3 and the quantity delivered is zero.
@ Standard PO 4500015199 Yendor 1014814 CREEHAN, MCHENRY, INC.  Dac.date  10/18/2003
Iﬁl Deliveryinvoice | Conditions. | Texts | Address | Communications data | Partners | Additional data i
3 Notyetsent Ordered 3 EA 3,000.00 USD
55 Mot delivered Delivered 0 EA 0.80 USD
& Notinvoiced Still to deliv. 3 EA 3,000.00 USD
Invoiced 0 EA 0.80 USD
Down paymts 0.00 USD
HEEES {itern |A [l [Material Short text PO guantity 0. |CDeliv. date Net price Curr... |t
I 10 K ‘ restling matts 3EA DP1/17/2003 1,000.00U8D Q1
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» Under the ‘status’ tab the screen will look like this if the PO has been released and all items have been received in the receiving

department:
HJ Standard PO =l 4500015179 ¥endor 1022880 MILLER OFFICE SUPFPLY C.. Daoc. date 1041542003
L"\=:', Texts | Address | Communications data ‘ Partners . Additional data | Orgdata ~ Status \ E}'_ﬂ"
3 Notyet sent Ordered 4 RM 23.16 USD
Bk Fully delivered Delivered 4 RM 23.16 USD
& Notinvoiced Still to deliv. B RM 0.00 USD
Invoiced 0 RM 0.00 USD
Down paymts 0.08 UsSD
f@s tern |4 || [Material Short text PO guantity 0... |CDeliv. date  |Net price curr.. i
\ 10 K letter size paper - blue, U.. 2RM D/11/13/2003 5.79UsD |
)\ 20 K letter size paper - buff, U... 2ERM JD 1141372003 5.79UsD .
i l | | | E

) e e A1

> Note the quantity ordered is 4 reams and the quantity delivered is 4 reams.

To View History of all Your Purchase Requisitions

USE TRANSACTION ME5A ~ you will find this transaction under Favorites in the Purchasing folder.
There are many fields on this screen; two fields require your input:
» Plant— Type in 10.
» Requisitioner — Type in your name as it appears in the ‘requisitioner’ column on the ‘create purchase requisition’ screen. This is
the name you typed in as a default when you set up your initial desktop settings.

Be sure all six boxes are checked midway down your screen on the left side.
‘Scope of List’ and ‘Sort Indicator’ fields should default to A and 1 respectively, if not, you will need to type in this information.
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List Display of Purchase Requisitions
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[v] Released requisitions only

[v! Requisns. for overall release

[v] Requisns. f item-wise release

Viewing Purchase Order History for Specific Cost Center or WBS Element - ME2K

USE TRANSACTION ME2K ~ you will find this transaction under Favorites in the Purchasing folder.

Once required info is filled in and
checkmarks placed in the check boxes, click
on the ‘execute’ icon (clock) located in the
gray bar near the top of your screen, on the
far left, to execute your search.

There are many fields on this screen, three fields require your input

> cost center — type in your cost center

If you are looking up a WBS element, leave the cost center field blank and type in your WBS element in the corresponding

WABS field.
» scope of list — type in best
» plant —type in 10
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Purchasing Documenlts per Account Assignment
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Click on the ‘execute’ icon located in the gray bar near the top of your screen, on the far left (looks like a clock).

to

This is always 10

Viewing Purchase Order History — Actual Dollars Spent per Cost Center & Fiscal Year — ZMO06

USE TRANSACTION ZMO06 — PO INVOICE DOLLARS

There are many fields on this screen, five fields require your input
Cost center/WBS element — type in your cost center or WBS

Purchasing organization — type in locl
Plant — type in 10

Business area — type in 10

Posting date in the document — fiscal year
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PO Invoice Dollars
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