SAP — Create Requisition Quick Reference

Navigating to From the SAP User Menu screen, follow the navigation path:
Create Requisition User Menu =» Role ZMIT = Purchasing =» Requisitions =» Create a Requisition

Or use the transaction code: /nme51

1. Complete Initial Screen O=——"—————sr (Nl —"i———0 8

Document type: NB — External Vendor Purchase requisition Edit Goto Envirohment 5System Help

IP — Internal Provider I8 eae 2HE anaa ®

Acct. assign. cat: X Create: se Reguisition: lnitial Screen
Delivery date: Expected delivery date 2m

Purchasing group: UKN — Ext. Vendor
IP — Int. Provider

Plant: GPLT - Ext. Vendor
H#it#H# - Int. Provider
e

Document type
. . o Purchase requisition
Material group: Commaodity description

Source determination
Use Matchcode u

search.
o Ane . Default data for items
Requisitioner: Name of person
requesting goods Item category
Acct assignment cat. XE 5
Delivery date T 02/06/2001
. S
2. Click the Enter button ﬁ; Plant GPL

Storage location

Purchasing group ukrS
3. Enter description, quantity, and unit Material group L03ne—————
of measure.
Req. tracking humber
Complete line item 10: Requisitioner P. Curie <
Short text: Short description of Supplying plant
goods or services
ordered

[ | SF6 (1) (030) magnolia  INS %

Qty. requested: ~ Number of units

Un: Unit of measure O=————s) ——7—FEIH
Use Matchcode Purchase requisition Edit Goto Environment System Help ?
search. & JH  ea@  EHE Ohan @

Create: Purchase Requisition: Item Overview
4. Click the line item selection box for O @ B 26 & 18 B Act.assots. 5 Je
line item 10.
Purchase requisitign Doc.type NB
5. Click the Details button. Purchase requisitjon items
|Item ..Mﬂlh!l'iﬂl Short text Qty requested |Un|.. |
k_lﬂ ki / N Ricketts 2500 Copier lEA/DE
20 b / Y DEI
X K| (3) o
40\ X \ ]
[+]
S0 ki in]
\ 1\ g
N\l L]
5 Item
[ | SF6(1)(030) P magnolia INS p,j
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6. Enter the price and vendor.
Val. price: Enter the price per item.

Use the Matchcode to
find the vendor number.
Vendor not entered for
internal providers.

Des. vendor:

7. Click the Account Assignments button.

If a dialog box appears that reads, "Not
possible to determine a consumption
account," click OK.

8. Enter the G/L account, cost object, and
delivery information.

G/L account: Use Matchcode.
Cost Center:

Order
WBS element

Enter only one cost
object.

Unloading point: Bldg.-room/phone

Goods recipient: Person to receive goods

9. Choose one option.

To split the cost Click the
between multiple Change Display
cost objects: button. Go to step 10.

-OR -

Click the
Repeat acc. ass. on
button. Skip to step 14.

To charge the
cost only to one
cost object:

Page 2

D 56 (1)(030)%5
Purchase I tion Edit Goto

ronment System Help

T eH DHE atLn @

Create: Purchase Requisition: Item 00010
P T F R &L Acct. assgts. =

Req. item 10 Item cat. AcctAssCat x
Material

Short text

Matl group 1030 Plant GPLT

Nl«][v]

Ricketts 2500 Copier Stor.loc.

Qty. and date

Quantity 1 EA Deliv.date D 0z/14/2001

\

MRP data

Requisnr.

P. Curie Purch.grp UEN Recydate 02/05/2001 Resubmis.

TrackingNo edt 02/05/2001 GRprtime

Valuation control
Val.price 3149.89 USD / EA [] GR IR

[] GRnon-val

Procurement options

Agreement Purchasing org.
Fixed vend -
Info rec.

Deswvendor 1043925

Vendor mat. no.

[

[+ ] |Le][¥]

[ | SF6 (1) (030) [5| magnolia INS [~

[0 =——————— Account Assignment for Item 00010

G/Laccountno. 421818

olm

COarea

Cost center 1777000 € 8
Order

Profit center

WBS element

Commitment iter

Funds center Fund

Unloading point W92-999/253-0000 Goods recipient L.Pasteur

SL [

% Change display Repeatacc.ass.on 3§

x=
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10. Choose how to split the cost between cost
objects.

Distribution: 1 — split by quantity
2 — split by percentage

11. Enter the distribution information.

O

Purchase requisition Edit Goto

SF6 (1) (030)

Environment 5ystem Help

JH\CGS& S HE anonl@

A =]

I

Create: Purchase Re@Kfsfﬁon: Account Asm(‘gr%nt for
10

Req.item\ 10 AcctAssCat x 1 EA
Quantity/Percent: Enter quantity or percent of the [] 6R Distribution 2
purchase charged to the cost GR non-val Partial invoice
object. Acct. assgts
All other fields: Complete the remaining fields in ~|Quantity/percent |Costctr |G/ acct WBS element i
lines 1, 2, etc. as needed 150 1777900 421818
following the instructions in 250 421818 2730100 N -
step 8. 3 AN %
Note: Scroll to the right to see all the fields. ain| D]
N D | 476 (1) (030) =] magnglia INs [~
12. Follow the menu path:
Edit >> Repeat Acc. Ass. >> Switch on
13. Click the Text Overview button.
O SF6 (1) (030) HE

If you charged only one cost object, follow
steps 14-15. Otherwise, skip to step 16.

14. Click the line item selection box for
line item 10.

15. Click the Text overview button.

16. Complete Text Overview screen.

Item text: Enter information to be printed

on PO. Additional lines are
used for extra descriptive text of
the item.
Item note: Justification information.
Delivery text: Special delivery instructions.

Optional: To add more text than fits on this screen:

17. Click on the line item selection box to the
left of the text type you want (Item text, Item
note, or Delivery text).

Purchase requisition Edit Goto Environment System Help

JHeEQ DR at™On @

Create: Purchase Requisition Texts: tem 00010

py [ Longtext [f Deletetext p

Req.item 10

Material

Item category

Material group 1030

Short text Ricketts 2500 Copier

Plant GELT

Stor. loc.

Item texts
TxtType Text

<p Item text

| Item note

E Delivery text

F.Nightengale\W92-888
Ricketts 2500 Deluxe Copier Model X00459

Justification: Lowest bidder.

Other bids from Xerox and Canon

~

More text Status

_/

[0

O]
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18. Click the Long Text button.
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19. Complete Long Text screen.

Enter long text as needed for each of the three text
fields.

20. Return to the Overview screen.
Click the back button g

Click the Back button g again from the Text
Overview screen.

21. Complete next line item.

If needed, create the second line item by repeating
steps 3-20.

22. Save the requisition.

Click the Save button B

Note: Write down the requisition number that
appears at the bottom of the Initial Screen.
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Goto Format Insert System Help ?

Text Edit

* F. Nightengale\W92-883

! Ricketts 2500 Deluxe Copier Model X0O

* Extra memory

* Less Rebate of 3500
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Text Edit Goto Format Insert  System

Change item text: 00010 Language EN
| % B | G Formats || Character formats | | & Gy | o B

F‘arag.formats\ * Paragraph, left-aligned &l Char formats H Character string, highlighted &

F. Nightengale\W9Z-888 -
Ricketts 2500 Deluxe Copier Model XDD459

Extra memory

Less Rebate of 5500=

-
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