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Search for Existing Vendor

STEP 1: Enter transaction code ZMKO3 in main menu search field.

Hit Enter on your keyboard.

= Menu  Edit Ea\ Extras System  Help

- |

S ‘lkE eee SHE

SAP Easy Access Menu
HME S HEB 2 v a

STEP 2:  Check all boxes in General data and Purchasing organization data sections.

STEP 3:  Place cursor in Vendor field, then click the box icon that appears
at the end of the field:

Display Vendor: Initial Screen

E
-
Vendor | NGUL
PurchasingOrganization ing
. General data
v/|Address

2 V! Control
v|Payment transactions

v!Contact Persons

| Purchasing organization data
2 v!Purchasing data
v|Partner functions

rev 5/14
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Search for Existing Vendor

STEP 4: Enter your search terms in any of the fields.
**Use *Asterisks™ to include more results in your search. Words can be truncated.
Search term is a commonly-used search field.
STEP5: Click the green check button or hit ENTER.

umbel

) “vendors by Class

" Vendors: Purchasing |' Vendors by Material

| END]=]

| Search term ! *jason® !I

city . |
Name [ 1
Vendor ]

Purch. Organization [7540 |

Subseq. settlement 1

Maximum Mo. of Hits [s00 |

STEP 6:

A listing of all the vendors with the term *jason™ in their profile for the

field you searched will appear. Vendor number is located in the Vendor
column; this number is required for requisition entry. To view more
information about a particular vendor, double-click vendor number and

proceed to STEPS 7 & 8.

7\

[& Vendor Account Number (1)} 14 Entries found

- NOTE - /7 Vendors by Class /" Vendors: Purchasing } Vendors by Material [|| [l
Any “useothernumber” or “use
BOBCATalog/TSUS MarketPlace” t i L) 3B ) 22 ) (&)
alog arketrlace tags in  SearchTe_“ PostalCode  City Name 1 Vendor| POrg SuSet
the vendor search: FRY, JASON ]?3540 KYLE ERY, JASQIN C 5163827540 [
JASON'S DE ~ 701544436 NEW ORLEANS | DELWEST INC USE 12074 "9592 7540 [
o If the record references another vendor JASON'S DE 772104869 HOUSTON DELT MANAGEMENT INC 6002397540 [
JASON'S DE 77702 BEAUMONT DELT MANAGEMENT INC 12074 ]
number, use the referenced number. JASON'S DE 77702 BEAUMONT JEN-TEX DELIS INC 6067
JASON'S DE 78230 SAM ANTONIO  IDSAILTD 512747
e Ifth d ifi h his i JASON'SDE 78412 CORPUS CHRISTI COASTAL DELT USE 17053  |12539
If the record notifies you that this is a JASON'S DE 78413 CORPUS CHRISTIICDASTAL DELI USE 17053 "10123 =
JASON'S DE 78666 SAM MARCOS  |JASON'S DELI USE BOBCATALY|17588 |7540 [
BOBCATGIOg/TSUS vendor, please JASON'S DE 78666 SAM MARCOS  JEN-TEX DELIS INC 602166 | 7540 [
enter the requisition th rough JASON'S DE 78746 AUSTIN DELIMGMT INC USE 12074  [12261 |7540 [
JASON'S DE 78759 AUSTIN DELIMGMT INC USE 12074  |772  |7540 [
BOBCATang/TSUS MarketPlace! JASONS DEL 78413 CORPUS CHRISTI COASTAL DELIINC 17053 |7540 [
LEE, JASON 77807 BRYAN LEE, JASON T 5080327540 [

rev 5/14
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Search for Existing Vendor

STEP 7:  Once you have double-clicked a vendor it will be added to the search field.
Click the green check button in the top left corner to view vendor
information screen:

& v dH eQQ DHE 8un. [@ .| Display Vendor: Address
P EB
Disp endor: Initial Screen vencor  homes @l
& =2 &2
Hame
7 Title ~
Name JEN-TEX DELIS INC
A _ |DBA JASON'S DELI
T 1 I
=
VE n dﬂr 60216 El _| Search Terms
PurchasingOrganization 7540| TX State Purchasing Search tem 1/2 JASON'S DELI REMTTTO
Street Address
General data House no./street [ 901 TEXAS HWY 80
= City/State/ZIP Cade  |SAN MARCOS [x |[7z666
v|Address Country [os]  usa Texas
|v!Control

7 2 PO Box Address
v!Payment transactions —
PO Box

|v|Contact Persons Postal Code '
Company Postal Code [
Purchasing organization data Communication
") Purchashg data ; Other Communication... |
r_ A Telephone Extension =
lv!Partner functions Mobile Phone ' =
L - —_—— —
Fax Extension =
E Mail =]
Standard Comm.Method e
Comments |04-19-12 ONE TIME ONLY LINKED W/6067

STEP 8:  To return to the main menu, select the Back button twice.

Display Vendor: Address

If vendor is not found using the ZMKO03 search, proceed
to Request Vendor Setup sections.




STEP 1:

Request Vendor Setup: Non-TX State Employee/Student

the FS01 Vendor Maintenance form and submit to Purchsing Office:

Mail:

601 University Drive

JC Kellam Building, Suite 527
San Marcos, TX 78666

E-mail:

vendorrequests@txstate.edu

TEXASYSTATE o 2Eo= ™

UN]\-‘I]_'.RSITY Fhone: (512) 2455284 | (S12) 58517

. - Vendor Maintenance Form § Substitute W-9
SAN MARCOS

SAP Vandor Mumbar
Ieptral)

A mariber of M Tares Slale Unfvivaly Sysfem
Inatructions: Vandor must compists the form, print, sign Sacton © or D and £, and T o the rumber above. Vendor
named herein 3gress 1 Indemmity and hold Texas Stae hamiess for delays In payment due to dsasters or oer

CUMER Tex3s State ampioyess, NGUANG student workers, please Il ot fom F5-02 Instead.

SECTION 4 - VENDOR GEMERAL INFORMATION (Raquired):

Type of Purchaze D) Mmmna () Smnvices () B

Tye= o vendor [ imahcusuSces Propristor []© Somperston [ & Comeration [ Farmarstip [ TrustEstse

] Limted Babsity compary. Enter the tax chaasification (C=Corporaton, 5= Gerpraton, F=Parrershipi ||

[ oter iz IRS W3 Instruction=) | |
[ ssate of Tewas Agency, mmu:le

[ Feerl Agency
[ medicainagal [ Exermet payee

Foreign \endors Oniy [[] Mor-Resident Aller - Home Courtry| ] e |
Pieaze atisch the appropriste IRS Form W-3 (a2 Pubiication $15, Withholdng of Tax on Nonmesidens Alens and Forsgn Entses)

SECTION B - VENDOR DETAILS [Requirsd):
Verdor Name jegal name) [ ]
Business Mame (f different) [ |

Mailng Address: [For Purchase Orders or comespondsnce [ ]
Country [ |

ca ] ste | ]

Form Completion

« Vendor must complete
form and sign:
Sections Cor D, and E.

SECTION D— ELECTROMIC PAYMENT EXEMPTION:

Remit o Addness: (H fferent) I ]
‘Country [ |

= ] smte | ]
w:muFm:| | 'ﬂ:mor=a:r.|
SECTION C — PAYMENT ACCOUNT INFORMATION [for LS. banks only]:
Eark Name [ | -
Account Type QO Crecing O Eavings
e —
L T
[

Emal

| o receive payment notcations

Ove: One

afnancial e e Linked Sestes | recualredy”

| sttt Teoes Siate Lirfosraity-Sar Marccm b= St ry papeents 12 frp fan el iratiusicn setiscaty

| srabaratasns oot Toemsm Sttm Livmsty-Gans Mascim ml reverse ary syt rorce 12 mry st b sie

et urvseratanct Bt Texes Stste Lnnvmraity-Gan aszes wil compiy o of o (Fr
fuflbar inforrraion o s i, phese corect you § el st |

X ]

S g

1 and request payment by state wamant icheck] because: |

X [ I ]

T g =T =3

SECTION E - SUBSTITUTE W-3 [Requirad by LS. Peraons oniy):

Uncher pornsithen of perfaty | cortity that (1) th murrber shaown on B fofm i my cormest taxpeyat identfication nusber of | am walling for @ fusssber 1o be
s 1 P e 2] | s ot it 1 s hillsia s 15) | a LB, permen

e —
e —

Tha ntamal Fevatase Sandcn dom nol fequie pour coimeed. 1o Ny Srevision of Pis documant othar Tan the cetificilios fegued i evid besus
Bty

X [ I ]

Taspayer idenbfcation Number

— — -
SECTION F - TEXAS STATE DEPARTMENT CONTACT INFORMATION:
Cortaciame N —

ol e R w—

Acken: (D) Mew Vendor Bshn (D) Crangs (D) Datete  Hchange ordeiste, SAP Vendor Mumber |:|

If you have questions, contact the

Purchasing Office at (512) 245-2521.

rev 5/14

Vendors that are not Texas State employees or students should complete
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http://www.txstate.edu/gao/fimd/forms.html
mailto:fimdc@txstate.edu

Request Vendor Setup: TX State Student Worker

STEP 1: Complete the online FS02 Vendor Maintenance form to add a current
Texas State student worker as a vendor.

Section A - Vendor General Information

§

Student/Employee Id (i.e. AOOXXXXXX) * | Tip Form Completion

Name ° « As part of the
TRAVELTracks
Section B - Requesting Department Information implementation, ALL

current faculty &

staff are set up as
vendors. Please allow
Requestor Phone * time for a new
employee record to
be created in the
system.

Requestor Name *

Email *

Submit]

If you have questions, contact the
Purchasing Office at (512) 245-2541.



http://www.txstate.edu/gao/fimd/fs02.html
http://www.txstate.edu/gao/ap/travel/travel-tracks-project.html

Create a Local Requisition

Used for requests for goods only

STEP 1: Enter transaction code ME51N in main menu search field.
Hit Enter on your keyboard.

[E Menu Edt Favorites Extr em
&| me51n hd

SAP Easy Access Menu
B & HB 2 v a

Help

@ BHE

Create Purchase Requisition

Document Overview On | [0 &} Hold = &8 [ &rersonal Setting

@ Local purchase req v Source Determination
e

+ [®) Header note

<« » |Continuous-tex.. v

Y @O EFEEED ELED e 5 e @

St S RProc. Item I A Short Text Quantity Unit Val. Pri, £ Total Value GR Matl Group PC_ PGr Des.Vendor
CcpPC
STEP 2: Verify that Local purchase req is selected as document type.
STEP 3: In Header note section add:

- Note giving clear explanation of the purchase. What are you purchasing?
Example: Furniture for Boko Room

- Part Numbers

- CONTRACTS/CONSORTIUMS you are buying off of. (TXMAS, E&lI, etc.)

- Other instructions, e.g. needing a check cut or vendor requests deposit.

- Requisitioner or Department contact information

**|f header section is not visible, click Expand Header button to display.

{my| Local purchase req v ~)Source Determination
- E Header
& (@)@ [&[FEE.) (2% (8] J@& .

[Ed st. S RProc. Item I A | Short Text Quantity | Unit

rev 5/14
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Create a Local Requisition - Line Items

N @oELEFRERELELED EE A -

[Ex st. SR Proc. . Item I

STEP 1:

A
A
K
E

Short Text Quantity ' Unit
Death Star Plans 2 EA
Zombie Survival Guidebook 15 |EA
Doomsday Device 7 EA
Shipping

A (Account Assignment Category) column: Enter K (Cost Center),

F (Internal Order), or S (Statistical Order) for each line item.
(Use down arrow on keyboard to move between lines.)

STEP 2:

STEP 3:

STEP 4:

Short Text column: Enter item short text (What you are purchasing).

Quantity column: Enter quantity. (1 if using AU as Unit of Measure.)

Unit of Measure column: Enter unit of measure code. If unknown, use

the database search for available options.
(Click the button in the lower right corner of the field.)

(CEAR-1R

8¢ .= .

A Short Text
F  Doomsday Device
S  Shipping

i

extra fee, use AU.

rev 5/14

" Restrictions |
Quantity | Unit [_]I_H_H_][_I g[_]
7 EA " f:ﬂlm m‘::entumtm —

Unit of Measure

o EA will be used most often.

o Ifline item is for a Service such as shipping or an

« If all lines are Services, stop building requisition as
Local and create as a Framework or Limit Framework.

1 r A @_T 4 %0 %0 Per mille
[+] D Days
£ < Centimeter/Second
Meter/Minute
Microlter
Microfarad

3.02



Create a Local Requisition - Line Items

@@@ @—@l Default Values]

Valn Price Total Value GR Matl Group PC_ PGr |Des.Nendor Mi Deliv. Date | POrg

20000.00 [ | G1 CPO | 12644 12/31/2013
10.00 [« | G1 CPO | 12644 12/31/2013
10000.00 v G1 CPO 12644 12/31/2013
7.50 151 CPO 12644 12/31/2013
= CPO
B “8 ©
STEP 5: Valuation Price column: Enter the price per item.

**Total Value column will populate when all line items have been entered.
If Total Value is $5,000 or greater, you must attach justification
documentation to the requisition. (See Attaching a Document section.)

STEP 6: GR column: Place a checkmark in the Goods Receipt column if you will be
receiving a tangible item. Do not check this box if the line is for a Service

such as shipping or a fee associated with the goods purchase.

STEP 7: Material Group column: Enter G1 for Goods, Supplies, & Equipment or

S1 for Services. Use the drop-down menu for additional options.

STEP 8: Desired Vendor column: If known, enter the vendor number. If unknown,

use the database to search by clicking the box in the bottom right corner.
(See Search for Existing Vendor section for instructions.) E

**Vendor number should be the same on ALL lines. A requisition should
not have more than one vendor number.

STEP 9: Delivery Date column: Enter date goods will be delivered (mm/dd/yyyy).

STEP 10: POrg column: Leave blank.
**7540 should populate once all STEPS are complete.

rev 5/14
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Create a Local Requisition - Line Items

il Default Values ]
Stor. Loc. Phnt
JCKP Texas State U
JCKP Texas State U
JCKP Texas State U
JCKP Texas State U

Texas State U
Texas State U
Texas State U

D..
NB
NB
NB
NB
NB
NB
NB

Auto_ TBPC _

TBPC

Tracking
bnb57

bnb57
bnb57
bnb57

Requisnr.
jala
jald
jal4
jalq

STEP 11: Storage Location column: Use the database search menu to select the
storage location if you do not know the code for the location.

STEP 12:

STEP 13:

**If you have more than one line item, move to the next line using the down arrow

are creating the requisition.

Tracking Number column: Enter your NetID.

Requistioner column: Enter the NetlD of the person for whom you

on your keyboard and repeat STEPS 1-13 as many times as necessary.

STEP 14: Hit ENTER on your keyboard to generate the Item Tabs section.

rev 5/14
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Create

a Local Requisition - ltem Tab Detail

i
Tip

ﬂ

« After pressing ENTER to complete the line item
additions in the previous section, you will be taken into
the Item Tabs area where funding information is entered.

« The error message ‘No commitment item entered in item...’
means that your account information is required in the
Account Assignment tab.

Item

[ 10 ] Death Star Plns - BB

Material Data | Quantities/Dates | Valuatior}*” Account Assignment urce of Supply | Status | Conftact Person

m AccAssCat | Cost center = | Distribution Single account assignme.. *| CoCode | Texas State ..
Unloading Point Recipient

G/L Account T*

CO Area

Cost Center

Fund D Grant

Functional Area

Funds Center
Earmarked Funds Commitrnent Item

| @ Mo commitment tem entered in item 00010 754 7* I

rev 5/14
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Create a Local Requisition - Item Tab Detail

Navigation between line items in the Tabs section can be

executed by clicking the up or down arrows or selecting the

item field drop-down menu.

E @@EL AL ELE) O E L) [ B B B @

‘A Short Text

A Death Star Plans

K  Zombie Survival Guidebook
F  Doomsday Device

S  Shipping

EX St S R Proc.  Item I
J

]

'Quantity Unit  Valn Price Tota GR MatlGroup PC_PGr  Des.Vendor |

2 EA  30000.00 [v] | G1 CPO 3005
15 (EA 10.00 v | G1 CcPO 3005
7 EA  10000.00 [v] G1 CPO 3005
1 AU 7.50 81 CPO 3005

O CcPO

0O cPO

O CcPO

0.00

. Item lT[ 10 ] Death Star Plans
~ Materil Dat:-[ 10 ] Death Star Plans
[

[ 20 ] Zombie Survival Guidebook
=] Y

[ 30 ] Doomsday Device
[ 40 ] Shipping

E | Source of Supply }/Status YContact Person l/Texts }’

gle ag@punt assignme..." CoCode | Texas State . w

krive fram Account As vl

G/L Acct

|Order Asset ‘SNo. WBS Element Commitment

rev 5/14
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Create a Local Requisition - Item Tab Detail

) tem [ 10 ] Death Star Plans 7 (A=)
Materal Data  Quantities/Dates | Valuatiol Account Assignment  Pburce of Supply | Status - Contact Person ~ Texts - Delivery Address -~ Customer Data
[E][ ] _q AccAssCat | Asset "In'bution Single account assignme.. ¥| CoCode | 1 o v
IInv' ::.'.".::_"' .‘..'_' nt Ac -
E}[S.. S.. Quantity Perce  Cost Ctr G/L Acct Order Asset SNo. WBS Element Commitment Funds Ctr Fund Functional Are[T]
(@1 2.00q
4 » »

Account Assignment Tab — Asset (A)

STEP 1: Enter GL number.
**Correct GL must be used to generate Asset Review workflow.
STEP 2: Contact Materials Management at 245-2294 to obtain a

6-digit Asset number. Enter number into Asset field.

**Fund, Cost Center, and/or Internal Order will auto-populate

when Asset number is entered.

rev 5/14

Asset GL Codes
*Valued at $500 - $4,999.99

737800 | Computers

237800 iPads/Tablets,
Smartphones

737400 | TVs

737400 | Cameras,
Camcorders
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Create a Local Requisition - Item Tab Detail

Item [ 20 ] Zombie Survival Guidebook - [:]M
Material Data {'Quantjties/Dates |4 Valuation e Account Assignment Source of Supply ¢ Status ¢ Contact Person

L
[E@ AcchssCat | Cost center 'Itstrbution [Single account assignme..¥| CoCode | Texas State .. v

Unloading Point Recipient
I ml
G/L Account | 74 s, _

CO Area

Cost Center 2
Fund Grant

Functional Area

Funds Center
Earmarked Funds Commitment Item |

Account Assignment Tab — Cost Center (K)

STEP1: Enter GL number.
**GL/Asset Reference Guide or Database Search can be used if GL is unknown.

STEP 2: Enter Cost Center and Fund.
**Earmarked Funds will be left blank.

rev 5/14 3.08



Create a Local Requisition - Item Tab Detail

Item [ 30 1 Doomsday Device - EB

Material Data - 'QuantjtiesIDates 1 Valuation ,F Account Assignment [ Source of Supply 'r Status '( Contact Person 'r

[Q AccAssCat |Internal Order ¥ /| Distribution Single account assignme..¥| CoCode | Texas State .. |
Unloading Point Recipient
e ——
G/L Account 74| s, _
CO Area

Order '
Fund Grant
Functional Area ' '

Funds Center
Earmarked Funds ‘ Commitment Item

Account Assignment Tab — Internal Order (F)

STEP 1: Enter GL number.
**GL/Asset Reference Guide or Database Search can be used if GL is unknown.

STEP 2: Enter Order and Fund.
**Earmarked Funds will be left blank.

rev 5/14 3.09



Create a Local Requisition - Item Tab Detail

Item [ 40 ] Shipping v] [:”:]

Material Data (quantil:ies/Dates '( 'Vabationfl’f Account Assignment Source of Supply ‘( Status '1 Contact Pe

| AccAssCat |Stat. Internal . v/ I[)strbution ISingle account assignme..¥| CoCode | Texas State .. v|

Unloading Point | Recipient » »
G/L Account E’i j'_

CO Area

Cost Center

Order

Fund | | Grant

Functional Area

Funds Center
Earmarked Funds Commitment Item |

Account Assignment Tab — Statistical Internal Order (S)

STEP 1: Enter GL number.
**GL/Asset Reference Guide or Database Search can be used if GL is unknown.

STEP 2: Enter Cost Center, Order, and Fund.
**Earmarked Funds will be left blank.

rev 5/14 3.10



Create a Local Requisition - Item Tab Detail

) tem [ 40 ] Shipping v 4]+
" Material Data '/Quantﬂ:ieslnateumcount Assignment YSource of Supply }/Status }/Contact Person }

Valuation Price  |7.50 lusp 1/)1 | AU Total Value 7.50 USD
1

Promotion
‘ [ 1Goods Receipt

W!Inv. Receipt

[ IGR Non-Val.

Valuation Tab

STEP 1: Navigate to any Service lines (S1 — shipping, fees, etc.) if
applicable, and uncheck both Goods Receipt and GR Non-Val
boxes. These boxes should be checked only if the line is
for Goods (G1).

GOODS |l LOCALREQUESTJ
SERVICES [ FRAMEWORK

REQUEST
[ rrem 130 ] Doomsday Device <[4+
" Material Data | Quantities/Dates . Valuation |} Account Assignment | Source of Supply | Status “co
Valuation Price  |10,000.00 losp |71 |EA Total Value 70,000.00 USD
Promotion

[v]Goods Receipt
[v|Inv. Receipt
[v/GR Non-Val.

rev 5/14



Create a Local Requisition - Item Tab Detail

Item [ 40 ] Shipping - E]@_
Material Data - Quantities/Dates - Valuation  Account Assignment /V Source of Supply tus - Contact Person
Agreement Purch.Org. 7540 Order Unit
Fixed Vendor Suppl. Plant
Info Record ' '
Desired Vendor 12257 BEST BUY GOV LLC -

Vendor Material No.

[Iﬂ Assign Source of Supply ]

Source of Supply Tab: Verify vendor listed is correct.

Item [ 40 ] Shipping - (e~

e Material Data + Quantities/Dates  Valuation - Account Assignment -~ Source of Supply ¢ ‘Statuﬁ Contact Person !
Created by ‘Brittany N Baker ﬁ Changed on 110/29/2013

Crea. Ind. Realtime (manua v
Requisitioner jal4 -king Number |BNBS7
Purch. Group CPO| Cen. Purch. Office Telephone  5-2521 Fax Number 512-245-2393

MRP Controller

Contact Person Tab: The person creating the requisition will be listed in the Created by
field. Requisitioner will be listed in the Requisitioner field. Other
contact information will be listed. Purchasing will contact this
person if there are any questions/issues with the requisition.

rev 5/14 3.12



Create a Local Requisition - Item Tab Detail

&) 1eem [ 40 ] Shipping M

Material Data Quantities/Dates [ Valuation { Account Assignment Source of Supply 1 Status 1 Contact Perg Texts

Item Texts A...
[2) Item text

+ [8) 1tem note

* [ Delivery text

+ [8] Material PO text

|4 » Continuous-tex.. =

Texts Tab: Insert any notes that you would like printed on the purchase order:

- Part Numbers
If the item you are purchasing has a part or catalog number,
please include here or in the Header Note.

- Special instructions to the Vendor

rev 5/14 3.13



Create a Local Requisition - Check, Save, and Submit

STEP 1: Click the Check icon to ensure there are no errors.

Create Purchase Requisition

Document Overview On |:|I|:| o 6% Personal Setting

SAP will check your requisition and

generate a window that displays found Typ|Message cext
errors. 3] [vencor 207 blockea
-If any errors are found, click the e poser
green check to close the message L %EEE"gzsii;biiiZi“l
window. Double-check your B |c/. tcooune/core e1ement 7+/ has noc been sec up for updazing in gren
requisition to verify you have not ][ venor 2207 brockes
omitted any information. ® %::::‘;et Rt
Bl vendor 2207 blocked
Teem 40 Acct Asage 1
-If you have checked everything and BjEocer oot Cenver
still receive red hard stop errors,
please contact Purchasing at W2 _ear | @) Technical nformaton 1]« > ))& F) B O 60134
245-2521.

STEP 2: If there are no errors, click Save.

@ - qABRee CHE vD00 R @@

STEP 3:  After you have saved, the requisition number will be displayed in the
bottom left corner of the screen. Your requisition number will begin with
10 and follow with six additional numbers, example: 10057615.




Create a Framework Requisition

Used for the creation of Service request

STEP 1: Enter transaction code ME51N in main menu search field.
Hit Enter on your keyboard.

[E Menu Edit Favorites Exty em Help
0""‘"351'7 "'@@ DHE

SAP Easy Access Menu
BE & HEB 2 v a

Create Purchase Requisition

Document Overview On O E? Hold | &B @Personal Setting

@Lual purchase req ET " |Source Determination
2 Framework requisn.

State Non-Auto Cont A, .

4 » |Continuous-tex..

& @@EL EE6EEL (][5 ) 2 vefout: vaes

[E st S RProc. Item I A | Short Text Quantity Unit Val. Pri_ £ Total Value  GR Matl Group PC_|PGr Des.Vendor
N CPC
CcpPC

STEP 2: Select Framework requisn. as document type from the drop-down menu.

STEP 3: In Header note section add:
- Notes giving a clear explanation of the purchase. What are you purchasing?
- DATES of service. Dates are required to ensure PO creation.
- CONTRACTS/CONSORTIUMS you are purchasing off of. (TXMAS, E&lI, etc.)
- Specific instructions, e.g. needing a check cut or vendor requests a deposit.
- Name of event, date, time, location, # of attendees

**|f header section is not visible, click Expand Header button to display.

[\ Framework requisn. | ~)Source Determination

[ FfHeader

0 (&) (@@ (&FE)cEL) (&5 ([B)E J@ )
[ st S RProc. Item I A  Short Text Quantity | Unit
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Create a Framework Requisition - Line Items

S & @EL EFEEEL ELEL) B]E @

[ER st SRProc. Item 1 A Short Text Quantity Unit
K ALA Membership 1 AU
F Magazine Subscription 1 AU
S Conference Registration 1 (AU

=

STEP1: A (Account Assignment Category) column: Enter K (Cost Center),
F (Internal Order), or S (Statistical Order) for each line item.
(Use down arrow on keyboard to move between lines.)

STEP 2: Short Text column: Enter item short text. (What you are purchasing.)
STEP 3: Quantity column: Enter quantity.

STEP 4: Unit of Measure column: Enter unit of measure code. If unknown, use
the database search for available options (click the button in the
lower right corner of the field).
**AU will be used most often. Never use UNT.

./ Restrictons |
v
L) [B1.]5 ) [B) & L& . [ [mRE[E 20 )
G2 (&)%) (S )@ . vEWEEeE]
f f % % Percentage =
A | Short Text _ Quantity r_Umt_l\ 4 TR =
K  ALA Membership 1 A@ o D Days
" . - ) M5 CMS Centimeter/Second
F Magazine Subscription 1 AU 000 000 Meter/Minute
L L Microliter
[T Microfarad
B BB Pikofarad
GOH GOH Gigaohm
GM3 GM3 Gramy/Cubic meter
ACR ACR Acre
AS AS Assortment
KD3 KD3 Kilogramycubic decimeter -
197 Entries found
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Create a Framework Requisition - Line Items

ez L] [ [@)]| 23] 1] 6 Default Values

Val Pri_ E Total Value  GR | Matl Group | PC_ | PGr | Des.Vendor |[Mi | Deliv. Date | POrg
300.00 [ 51 CPO 12644 12/31/2013
150.00 [ 51 CPO | 12644 12/31/2013
175.00 151 CPO | 12644 12/31/2013

CPO

6ng -8 8808

STEP 5: Valuation Price column: Enter TOTAL activity price.
**Total Value will be automatically populated later.

If Total Value is $5,000 or greater, you will need to attach justification
documentation to the requisition. (See Attaching a Document section.)

STEP 6: GR column: All boxes should be unchecked since this is a FRAMEWORK
requisition and should be used for Services only.

STEP 7: Material Group column: Enter S1 for Non-Professional Services or S2 for
Professional Services. (Refer to UPPS 03.04.01 for definition of Professional
Services.) **G1 should not be used for Frameworks.

STEP 8: Desired Vendor column: If known, enter the vendor number. If unknown,
use the database to search by clicking the box in the bottom right corner. E
(Refer to Search for Existing Vendor section for instructions)

**Vendor number should be the same on ALL lines. A requisition should not have
more than one vendor number.

STEP 9: Delivery Date column: Enter date services will be completed. (mm/dd/yyyy)

STEP 10: POrg column: Leave blank.
**7540 should populate once all STEPS are complete.
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Create a Framework Requisition - Line Items

|| &% Defautt values |
Stor. Loc. Phnt D.. AutoReq TBPC  TBPC _ Tracking.  Requisnr.
JCKP Texas State U FO bnb57 jald
JCKP Texas State U FO bnb57 jal4
JCKP Texas State U FO bnb57 jald

Texas State U FO

Texas State U FO
MM Texes state U FO 12 13

STEP 11: Storage Location column: Use the database search to select the
storage location if you do not know the code for the location.

STEP 12: Tracking Number column: Enter your NetID.

STEP 13: Requistioner column: Enter the NetID of the person for whom you
are creating the requisition.

**If you have more than one line item, move to the next line using the down arrow
on your keyboard and repeat STEPS 1-13 as many times as necessary.

STEP 14: Hit ENTER on your keyboard to generate the Item Tabs section.
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Create a Framework Requisition - ltem Tab Detail

i
Tip

ﬂ

« After pressing ENTER to complete the line item
additions in the previous section, you will be taken into
the Item Tabs area where funding information is entered.

« The error message ‘No commitment item entered in item...’
means that your account information is required in the
Account Assignment tab.

Itern |[ 10 ] Event Catering -| mm
Material Data - .Quantitiestates } .Valuationfﬁccwnt Assignment urce of Supply |“status " Contact Person
(B[ 1 ][D] Accasscat [Costcenter ~| Distrbution  [Single account assionme..>| CoCode |Texas State .. v
Unloading Point | | Recipient '
G/L Account {72+ '
CO Area | '
Cost Center
Fund Grant
Functional Area
Funds Center
Earmarked Funds | [ Commitment Itern |

I i No commitment tem entered in tem 00010 754 72* I

rev 5/14
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Create a Framework Requisition - Item Tab Detail

Navigation between line items in the Tabs section can be

executed by clicking the up or down arrows or selecting the

item field drop-down menu.

(s G I =Y S AP -1 2 = = (- T G A=) QT

; St.SRProc. ItemI A Short Text 'Quantity Unit Val. Pri, Z Total Value |
K | ALA Membership 1 AU | 300.00
F | Magazine Subscription 1 AU 150.00
5 | Conference Registration 1 AU 175.00

I 0.00

|[_1[] 1 ALA Mernbership - E]E]

eril [.x_[ 10 ] ALA Membership
i [ 20 ] Magazine Subscription
[ 30 ] Conference Registration

Source of Supply VSL—:rl:us VConL—:lct Persor

D@ unt assignme... *| CoCode W‘
ling PO'I-'it ' | Recipient
‘count 72*
2 1
enter [ ]
Grant |
onal Area | |
Center ' ]
rev 5/14 kedfunds | | | Commitment Item |
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Create a Framework Requisition - Item Tab Detail

Item '[ 10 ] ALA Membership - [:]m

Material Data - 'Quantities/Dates ( Valuation ;"/ Account Assignment ISource of Supply ¢ Status r Contact Person

[ |
|—I”""”"f‘5'33t Costcenter = Woistrbution [Siigk sccount assgnme ~] CoCode [Texas State ]

Unloading Point | Recipient
I /L Account 74 , s, -
CO Area

Cost Center ' )
Fund Grant
Functional Area

Funds Center
Earmarked Funds Commitment Item |

Account Assignment Tab — Cost Center (K)

STEP1: Enter GL number.
**GL/Asset Reference Guide or Database search can be used if GL is unknown.

STEP 2: Enter Cost Center and Fund.
**Earmarked Funds will be left blank.
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Create a Framework Requisition - Item Tab Detail

Item '[ 20 ] Magazine Subscription - BB

Material Data +~ Quantities/Dates | Valuation [ Account Assignment Source of Supply  Status | Contact Person

m | AccAssCat |Internal Order | Iisl:ri:ution Single account assignme.. ¥| CoCode | Texas State .. ¥|

Unloading Point | Recipient
g =
G/L Account r'J‘*| s, _

CO Area
Order
e [
Fund Grant
Functional Area ' '

Funds Center
Earmarked Funds ' Commitment Item |

Account Assignment Tab — Internal Order (F)

STEP 1: Enter GL number.
**GL/Asset Reference Guide or Database Search can be used if GL is unknown.

STEP 2: Enter Order and Fund.
**Earmarked Funds will be left blank.
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Create a Framework Requisition - Item Tab Detail

3 Item '[ 30 ] Conference Registration

Material Data - Quantmes/Dates LVababonp/A.[munt ment Iource of Supply * Status Contact Person

Unloading Point Recipient
G/L Account L_|_ -

CO Area
Cost Center
Order
Fund ’ » Grant
Functional Area '

Funds Center
Earmarked Funds Commitment Item |

Account Assignment Tab — Statistical Internal Order (S)

STEP 1: Enter GL number.
**GL/Asset Reference Guide or Database Search can be used if GL is unknown.

STEP 2: Enter Cost Center, Order, and Fund.
**Earmarked Funds will be left blank.

rev 5/14
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Create a Framework Requisition - Item Tab Detail

Item [107ALA Memhership_ - BB

Material Data |, Quantities/Dates Valuation ccount Assignment |, Source of Supply |, Status |, Contact Person
Valuation Price  ||300.0q| loso | s[1 | am Total Value 750.00 USD
Promotion

- [ |Goods Receipt

W!Inv. Receipt
- __|GR Non-Val.
Valuation Tab

for all Service lines. These boxes should be checked only
if the line is for Goods (G1). SERVICES FRAMEWORK
REQUEST

GOODS | LOCAL REQU EST‘
STEP 1: Uncheck both Goods Receipt and GR Non-Val boxes -

STEP 2: In the Line Items section, uncheck the GR column box for each Service line.
For some reason the system inserts a checkmark in this box after you have
completed adding line items and pressed ENTER to get down into the tab detail section.

Short Text Quantity | Unit| Val. Pri |E To GR |Matl Group

ALA Membership 1 AU 300.00 [] |Services, Mor
Magazine Subscription 1 AU 150.00 [ |Services, Mar
Conference Registration 1 AU 175.00 175.00 | [ ] |Services, Maor
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Create a Framework Requisition - ltem Tab Detail

ﬂltem [ 10 ] ALA Membership
Material Data - .Quant'rtiesf[}ates

7| &)+

valuation |+ Account hssignment//EﬂUfCE of Supply Status . Contact Person

Agreement Purch.Cra. [7540| Order Unit [
Fixed Vendor Suppl. Plant [
Info Record

Desired Vendor 500307 | AMERICAN LIBRARY ASSOCIATION _

[ Assign Source of Supply ‘

Source of Supply Tab:

Vendor Material No.

Verify vendor listed is correct.

Item I[ 10 ] ALA Membership
Material Data -~ Quantities/Dates

"] (&)=

< Valuation  Account Assignment  Source of Supply  Status : Contact Person

Created by Brittany N Baker ﬁ Changed on 10/29/2013

Crea. Ind.

Requisitioner jal4 -king Number |BNBS7
Purch. Group CPO| Cen. Purch. Office Telephone  5-2521 Fax Number 512-245-2393

MRP Controller

Contact Person Tab:

rev 5/14

The person creating the requisition will be listed in the Created by
field. Requisitioner will be listed in the Requisitioner field. Other
contact information will be listed. Purchasing will contact this
person if there are any questions/issues with the requisition.

4.11



Create a Framework Requisition - ltem Tab Detail

Item [ 10 ] ALA Membership - BB

Material Data - Quantities/Dates - Valuation  Account Assignment  Source of Supply | Status  Contact Per Texts

Item Texts
[®) 1tem text
* [& Item note
* [3) Delvery text
* [&) Material PO text

Texts Tab:

rev 5/14

A...
Project Hame: Theater Center Lobby Area

Create an office in the lobbky at the Theater Building.
Service Dates: 2/1/2013 - 2/16/2013

4 » Continuous-tex..~

Insert any notes that you would like printed on the purchase order:

Contract requisitions
- DATES of ENTIRE CONTRACT or SERVICE.
- Brief STATEMENT of WORK.
- If there will be a PAYMENT SCHEDULE for multiple payments,
please convert this requisition to a LIMIT Framework.
See Create a Limit Framework Requisition for instructions.

4.12



Create a Framework Requisition - Check, Save, and Submit

STEP 1: Click the Check icon to ensure there are no errors.

Create Purchase Requisition
Document Owverview On I od | g 6% Personal Setting

SAP will check your requisition and

generate a window that displays found Typ |Message cext
errors. - 1 xlf:::ml-c'ezc-i blocked
-If any errors are found, click the e poser
green check to close the message o %EE";EiEZt”iii:i”l
window. Double-check your .- sccomnr/conr €emenc 7o/ has nor been atc m for waacing i gran
requisition to verify you have not o eoes 2207 brackes
omitted any information. @ cocer orser
-3 'Ez:o:oezm blocked
Ttem 40 Acct Assgr 1
-If you have checked everything and B |erver corv cenver
still receive red hard stop errors,
please contact Purchasing at W)[7_cat J@Ir Technca mromaton 1)< )01 ¥ &9 B R SEH
245-2521.

STEP 2: If there are no errors, click Save.

& - dABRee CHE sD00 R @@

STEP 3:  After you have saved, the requisition number will be displayed in the
bottom left corner of the screen. Your requisition number will begin with
14 and follow with six additional numbers, example: 14057615




Create a Limit Framework Requisition

STEP 1: Enter transaction code ME51N in main menu search field.
Hit Enter on your keyboard.

[E Menu Edt Favorites Extr Help

&| mesin @ DHE

-

SAP Easy Access Menu
BE & HEB 2 v a

Create Purchase Requisition

Document Overview On 0O E? Hold | 4o @Personal Setting

@-Lnal purchase req ET __|Source Determination
2 Framework requisn.

State Non-Auto Cont e .

4 » |Continuous-tex..~

& @ @EL EFmEEL

[Er st S RProc. Item'I A | Short Text Quantity Unit Val. Pri Z Total Value GR Matl Group PC_|PGr Des.Vendor
] CPC
ror

STEP 2: Select Framework requisn. as document type from the drop-down menu.

STEP 3: In Header note section add:
- Notes giving a clear explanation of the purchase. What are you purchasing?
- DATES of service or stay (lodging). Dates are required to ensure PO creation.
- CONTRACTS/CONSORTIUMS you are purchasing off of. (TXMAS, E&I, etc.)
- Specific instructions, e.g. needing a check cut or vendor requests a deposit.
- Name of lodger(s), confirmation/registration #
- Name of event, date, time, location, # of attendees

**|f header section is not visible, click Expand Header button to display.

[{mw| Framework requisn. v " |Source Determination

- Ta]Header
Y (&)o@l [&)F)6)6EF.) (ELEEL (Bl @

St |S/RProc. 'Item/I A | Short Text Quantity | Unit
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Create a Limit Framework Requisition - Line Iltems

It is imperative that the following 14 steps are completed exactly
in the order that they are listed. If information is entered out of
sequence, the system will not generate the LIMITS tab correctly!

STEP 1:

STEP 2:

STEP 3:

STEP 4:

STEP 5:

rev 5/14

&) (@@ (&)=L (=P [Bla @ .

St 'SR Proc. Item 1 A
B K

B F

: I

B 5

Short Text Quantity  Unit
Event Catering 1 AU
Lodging 1 AU
Lodging Tax 1 AU

Building Repairs

I (Item Category) column: Enter a B for each line (use down arrow on
keyboard to move between lines) that will be processed as a LIMIT.

**This step is what makes the Framework requisition a LIMIT Framework.

A (Account Assignment Category) column: Enter K (Cost Center),
F (Internal Order), or S (Statistical Order) for each line item.

(Use down arrow on keyboard to move between lines.)

**A column cannot be changed once STEP 15 is completed.

Short Text column: Enter item short text. (What you are purchasing.)

Quantity column: Enter quantity. (1 if using AU as Unit of Measure.)

Unit of Measure column: Should default to AU. If another code is
needed, either type it in or use the database search for available options.
(Click the button in the lower right corner of the field.)

**Never use UNT.

(EENPUE-TR =) T

A Short Text Quantity rUﬂit_“ MU  Commer  Measurement unit text

K  Event Catering 1 Al Bl o e -
| - ays

F ALA Membersh ID 1 EMS EMS gentmter,fSecond

& et e o 7

. Restricvons |

CALA G E

000000 Meter/Minute

5.02



Create a Limit Framework Requisition - Line Iltems

(3 .|[E@ .= [H] [ 25][fh] & pefault values
Val Pri. E Total Value GR | Matl Group | PC | PGr | Des.Nendor Mi | Delv. Date | POrg
151 CPC 12p44 12/31/2013
a M s1 CPC 12644 12/31/2013
15 CPC 12644 12/31/2013
15 CPC 12644 12/31/2013

™ CPC
B -2

STEP 6: Valuation Price & Total Value columns: Leave blank. They will be entered
in the LIMITS tab once all line entry STEPS are complete.
If Total Value is $5,000 or greater, you will need to attach justification
documentation to the requisition. (See Attaching a Document section.)

STEP 7: GR column: All boxes should be unchecked since this is a FRAMEWORK
requisition and should be used for Services only.

STEP 8: Material Group column: Enter S1 for Non-Professional Services or S2 for
Professional Services. (Refer to UPPS 03.04.01 for definition of Professional
Services) **G1 should not be used for Frameworks.

STEP 9: Desired Vendor column: If known, enter the vendor number. If unknown,
use the database to search by clicking the box in the bottom right corner.
(Refer to Search for Existing Vendor section for instructions) E

**Vendor number should be the same on ALL lines. A requisition should not have
more than one vendor number.

STEP 10: Delivery Date column: Enter date services will be completed. (mm/dd/yyyy)

STEP 11: POrg column: Leave blank.
**7540 should populate once all STEPS are complete.
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Create a Limit Framework Requisition - Line Iltems

|| &7 Defautt Values |
Stor. Loc. | Plant D_ | Auto Req TBPC  TBPC  Tracking Regquisnr.
JCKP Texas State U FO bnb57 jal4
ICKP Texas State U FO bnb57 jal4
ICKP Texas State U FO bnb57 jal4

Texas State U FO
Texas State U FO
Texas State U FO
STEP 12: Storage Location column: Use the database search to select the
storage location if you do not know the code for the location.

STEP 13: Tracking Number column: Enter your NetID.

STEP 14: Requistioner column: Enter the NetID of the person for whom you
are creating the requisition.

**If you have more than one line item, move to the next line using the down arrow
on your keyboard and repeat STEPS 1-14 as many times as necessary.

STEP 15: Hit ENTER on your keyboard to generate the Item Tabs section.
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Create a Limit Framework Requisition - ltem Tab Detail

i
Tip

L ———

« After pressing ENTER to complete the line item
additions in the previous section, you will be taken into
the LIMITS Tab area where funding information is entered.

« The error message ‘Maintain services or limits for Item...”
means that your account information is required in the
LIMITS tab.

« ACCOUNT ASSIGNMENT TAB WILL NOT BE USED.

&) ttem [ 10 ] Event Catering 7 @5

m\ Material Data |- Quantities/Dates } Waluation } Account Assignment } Source of Supphy }

Overall Limit ' [oso | [N limit

Expected value

| @) Maintain services or limits for Iterm 00010 I
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Create a Limit Framework Requisition - ltem Tab Detail

Navigation between line items in the Tabs section can be

executed by clicking the up or down arrows or selecting the

item field drop-down menu.

| @EEYEFRETY ELE BlE IR JE) @ EREE ¢

[E) St S RProc. Tem 1 A  Short Text ' Quantity | Unit Val. Pri_ = Total Value |
@ N 10 B K  Event Catering 1 AU 0.00 0.00

@ N 20 B F Lodging 1 AU 0.00 0.00

@ N 30 B F Lodging Tax 1 AU 0.00 0.00

: @ N 40 B S  Buiding Repairs 1 AU 0.00 0.00

B 0.00

LI

l|r[ 10 ] Event Catering
[ 10 ] Event Catering
[ 20 ] Lodging

30 ] Lodging Tax
40 ] Building Repairs

Item

o

Owerall Limit

Expected value

[ (4]

Ac ignment k/sruurce of Supply

rev 5/14
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Create a Limit Framework Requisition - Item Tab Detail

[E] Item '[ 10 ] Event Catering v E]E]

Material Data | Quantities/Dates | Valuation |~ Account Assignment  Source of Supply |

Overall Limit 9@a.8e ][USD [ INo limit
Expected value  |750.00 ‘
Limits Tab

STEP 1: Enter Overall Limit (cushion amount Accounts Payable can pay up to) in Overall Limit field.

**No limit should never be selected.

STEP 2: Enter Expected value (amount to be encumbered) in Expected value field. This amount is never larger
than the Overall Limit field.

STEP 3: Click the Account Assignment (yellow arrow) button to enter the GL, Cost Center, Internal Order, or
Statistical Order, as well as the Fund.
Account Assignment of Limit menu appears. See next pages for entry instructions.

[© Account Assignment of Limit x
G/L Account 72* Company Code 754

CO Area

Cost Center

Fund ™ Grant [ |

Functional Area ' |

Funds Center
Earmarked Funds Commitment Item |

rev 5/14 @ 5.07



Create a Limit Framework Requisition - Item Tab Detail

[© Account Assignment of Limit
T 1= e
| G/L Account 724 i 4 Company Code 754
CO Area
Cost Center [ | 2
Fund 4] Grant ]

Functional Area

Funds Center

Earmarked Funds Commitment Item | .

Account Assignment of Limit - Cost Center (K)

STEP1: Enter GL number.
**GL/Asset Reference guide or Database Search can be used if GL is unknown.

STEP 2: Enter Cost Center and Fund.
**Earmarked Funds will be left blank.

STEP 3: Click the green check.

| Multiple Funding CANNOT be used on a LIMIT line. l
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Create a Limit Framework Requisition - Item Tab Detail

[© Account Assignment of Limit
I ml
| G/L Account 724 i 4 Company Code 754
CO Area
Order ' |
2 1
Fund ™ Grant

Functional Area

Funds Center

Earmarked Funds Commitment Item | .

Account Assignment of Limit - Internal Order (F)

STEP1: Enter GL number.
**GL/Asset Reference guide or Database Search can be used if GL is unknown.

STEP 2: Enter Order and Fund.
**Earmarked Funds will be left blank.

STEP 3: Click the green check.

| Multiple Funding CANNOT be used on a LIMIT line. l
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Create a Limit Framework Requisition - Item Tab Detail

[T Account Assignment of Limit

T =l el
I G/L Account 724 - Company Code 754

CO Area L-'_1 i

Cost Center £

Order K 2

Fund & Grant

Functional Area I I

Funds Center | '

Earmarked Funds | ] Commitment Ttem |

Account Assignment of Limit - Statistical Internal Order (S)

STEP1: Enter GL number.
**GL/Asset Reference guide or Database Search can be used if GL is unknown.

STEP 2: Enter Cost Center, Order, and Fund.
**Earmarked Funds will be left blank.

STEP 3: Click the green check.

| Multiple Funding CANNOT be used on a LIMIT line. l
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Create a Limit Framework Requisition - Item Tab Detail

Item [ 30 ] Building Repairs v Bm

w
- I
Material Data | Quantities/Dates | Valuation |~ Account Assignmeq 20Urce of Supply tatus

1 'Com:act Person -

i

Agreement Purch.Org. 7540 Order Unit
Fixed Vendor Suppl. Plant
Info Record

Desired Vendor 12644 COOL MINT INC-

Vendor Material No.

B  Assign Source of Supply |

Source of Supply Tab: Verify vendor listed is correct.

Item [ 30 ] Buiding Repairs - BB

Material Data l' Quantities/Dates  Valuation  Account Assignment | Source of Supply r'Siztus Contact Person

Created by Brittany N Baker ﬁ Changed on 10/29/2013

Crea. Ind. Realtime (manua v
Requisitioner jal4 -king Number |BNBS7
Purch. Group CPO| Cen. Purch. Office Telephone  5-2521 Fax Number 512-245-2393

MRP Controller

Contact Person Tab: The person creating the requisition will be listed in the Created by
field. Requisitioner will be listed in the Requisitioner field. Other
contact information will be listed. Purchasing will contact this

s person if there are any questions/issues with the requisition.



Create a Limit Framework Requisition - Item Tab Detail

Eltem [ 20 ] Lodging - BEJ

Texis

Material Data | Quantities/Dates  Valuation - Account Assignment -~ Source of Supply | Status - Contact Perd
Item Texts A... Lodas ~ yr. Darth Vad Hew Facul g
odging for one: {r. Darth Vader, New Faculty Candidate
[E) Item text 1/24/13 - 1/26/13
+ [2) Item note Confirmation # A2378Z
* [B) Delivery text
- @ Material PO text Project I-Iame_:__IhE.?ter Center Lobby Area . .
Create an office in the lobbky at the Theater Building.
Service Dates: 2/1/2013 - 2/16/2013

4 » Continuous-tex..~

Texts Tab: Insert any notes that you would like printed on the purchase order:

Lodging requisitions
- WHO will be staying.
- DATES of their stay.
- CONFIRMATION or RESERVATION number.

Contract requisitions
- PAYMENT SCHEDULE or TERMS with DATES.
- DATES of ENTIRE CONTRACT or SERVICE.
- Brief STATEMENT of WORK.

rev 5/14
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Create a Limit Framework Requisition - Check, Save, and Submit

STEP 1: Click the Check icon to check for errors.

Create Purchase Requisition

Document Overview On |:|Id o 6% Personal Setting

SAP will check your requisition and

generate a window that displays found Typ|Message cexe
errors. [} é:::ml-ﬁezm blocked
-If any errors are found, click the e poser
green check to close the message o %EEE”;eiEZt”iii’;iﬂ
window. Double-check your |G/ scoouns/cone e1ement 7/ has noc been sec up for updazing in gren
requisition to verify you have not o eoes 2207 brackes
omitted any information. @ cocer orser
-3 ézzzoioezm blocked
Ttem 40 Acct Assgr 1
-If you have checked everything and B |erver corv cenver
still receive red hard stop errors,
please contact Purchasing at W)[7_cat J@Ir Technca mromaton 1)< )01 ¥ &9 B R SEH
245-2521.

STEP 2: |If there are no errors, click Save.

V] . 4@@ CHE DO DE Q®

STEP 3:  After you have saved, the requisition number will be displayed in the
bottom left corner of the screen. Your requisition number will begin with
14 and follow with six additional numbers, example: 14057615




Create an RFQ - Requisition Creation

The entire RFQ process can be completed in the SAP web portal.
Some actions can be completed in SAP GUI but other parts require

completion in the Portal, as you cannot print the RFQ in GUI.

STEP 1: Create either a LOCAL or standard FRAMEWORK requisition.
**RFQs cannot be generated from a Limit Framework requisition. After
you have completed the RFQ process, you can trash the line and create
a second line if a Limit Framework is necessary.

| Create Purchase Requisition

Document Overview On D lﬂ @ PersonaISetting

| Local purchase req - E | |Source Determination

| A... [ mFQ IN PROCESS - DO NOT APPROVE!
- Header note o

< » |Continuous-tex.. =/

STEP 2: In Header note section, state that an RFQ is in process so the Account
Manager will not approve the requisition.

**|f header section is not visible, click Expand Header button to display.

EVJ Local purchase req v/ ["Source Determination

- [E Header
S (& (@@L (&= ELEEL) BlE JE

[Ep st.SRProc. Item I A | Short Text ' Quantity | Unit
||

rev 5/14
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Create an RFQ - Requisition Creation

@ ERIE S E R R

ERCEREG DD
St R Proc. Itern I A Short Text Quantity Un'rt Val. Pri |E Total Value
@ 2 inch widgets 1,000 1.00 1,000.00

STEP1: A (Account Assignment Category) column: Depending on your funding, enter

A (Asset), K (Cost Center), F (Internal Order), or S (Statistical Order) for each line
item. (Use down arrow on keyboard to move between lines.)

STEP 2: Short Text column: Enter item short text. (What you are purchasing.)
STEP 3: Quantity column: Enter quantity. (1 if using AU as Unit of Measure.)

STEP 4: Unit of Measure column: Enter unit of measure code. If unknown, use the

database search for available options. (Click the button in the lower right
corner of the field.)

L) (=P (B @

./ Restrictons |
o S 2 inch widgets . '_Unit_’\ 4 [_]I_H_II_H_. D l_l
ncn w
K | Event Caty g LA @_‘ Commer, Measurement unit text
“s s aa ' . “ . % % Percentage =

%0 %0 Per mille

[+] D Days

CMS CMS Centimeter/Second
000 000 Meter/Minute

L L Microliter

[T Microfarad

B BB Pikofarad

STEP 5: Valuation Price column: Enter $1.00.

rev 5/14 6.02



Create an RFQ - Requisition Creation

GR | Maftl Group PC_ PGr  Des.Nendor Mi Deliv. Date | POrg Stor. Loc.
[/] | Goods, Supp RFQ 700015 12/23/2013 7540 Purchasing

[] CPO
on 06

STEP 6:

STEP 7:

STEP 8:

STEP 9:

STEP 10:

STEP 11:

STEP 12:

GR column: Box should be checked for GOODS, unchecked for SERVICES.

Material Group column: Enter G1 for Goods, Supplies, & Equipment or S1
for Services. Use the database search for additional options.

PGr column: Change from CPO to RFQ.

Desired Vendor column: Enter generic vendor number 700015

Delivery Date column: Enter date goods will be delivered or services
completed. (mm/dd/yyyy)

POrg column: Enter 7540 for each line.

Storage Location column: Use the database search to select the storage
location if you do not know the code for the location.

**If you have more than one line item, move to the next line using the down arrow
on your keyboard and repeat STEPS 1-12 as many times as necessary.

STEP 13:

rev 5/14

Hit ENTER on your keyboard to generate the Item Tabs section.
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Create an RFQ - Requisition Creation

[B=1tem [ 10 1 2 inch widgets v [afw]
Material Data | Quantities/Dates |  Valuation 1Amma.ui|nmnl | Source of Supply | Status

" ' AccAssCat |Cost cente|w| Distribution Single account a:=| CoCode Texas Stalw
Unloading Point Recipient
G/L Account 730000
1 4 CO Area 754
Cost Center 14131500
Fund 20000110 Grant NOT RELEVANT FOR_

Functional Area 1800
Funds Center 1413150000
Earmarked Funds Commitment Item 730000

STEP 14: Enter GL and account information in the Account Assignment tab for
each line item.

STEP 15: Click Save. Make note of the requisition number generated in the
bottom left corner of the screen.

@ - qBRee CHE vDo0 R @B

rev



Create RFQ

not generate.

It is imperative that the following 16 steps are completed in the
WEB PORTAL. If this section is executed in GUI, your PDF will

STEP 1:

STEP 2:

STEP 3:

STEP 4:

STEP 5:

STEP 6:

rev 5/14

Create RFQ : Initial Screen

Menu « |

RFQ Type AN

Language Key Eb

RFQ Date 11/18/20
|Quotation Deadiine  [12/15/2013 |

—

‘Organizational Data
Purch. Organization 754

|Purchasing Group |rFal |

Default Data for Items

Item Category

Delivery Date T
Plant 7541
Storage Location

Material Group

Req. Tracking Number

4 | Back | Exit || Cancel || System 4 | [ Overview || Header Details | Copy Document || Reference to PReq

In the SAP Web Portal, enter transaction code ME41.

Enter Quotation Deadline date.

(Date the bids are due.)

Change Purchasing Group from
CPO to RFQ.

Click Reference to PReq button.

Enter requisition number in
Purchase Regq. field.

Click the green check button.

Selection of Purchase Requisitions

Purchase Req.
Requisn Item :l
Purch. Group E
Document Type ' |
Material

MPN Material
Plant

Item Category
Acct Assgt Cat.

Tracking Number |
Supplying Plant | |
[v] Assigned

i

|v| Stock material
[v! Open only

100578 65][m]



Create RFQ

STEP 7: Enter the Coll. No. This will be your initials followed by the requisition
number. Hit Enter on your keyboard.

Create RFQ : Header Data

l‘@ | 4 [ Save “ Back || Exit || Cancel || System « I | Overview ‘ Header Tk

RFQ Company Code 754 Purchasing Group |RF(

RFQ Type AN Purch. Organization 754

WVendor .
Administrative Fields
RFQ Date 11/18/20. Item Interval (10 | Caoll. Mo, Jnl0S786!
Language |ED| Subitem Interv. 1 | QuotDdIn [12/15/20]
Validity Start f | validity End f | ApplyBy | |

Warranty | | Bindg Per. |

Terms of Delivery and Payment

Targ. Val. |
Reference Data
Your Reference | ] Salesperson
Our Reference ] Telephone

STEP 8: Click Select All Items.

STEP 9: Click Adopt + Details.

Create RFQ : Selection List: Purchase Requisitions a a

|Menu‘| K [Back ”Exit ”Cancel]: System .-'I.I:I-I:I'Fi + Dhetaals pdopt | Sedect All Hema felect Al
Pur. Req. Item Material Short Text Plnt SLocI A Cls Qty Un € Deliv. Date Rel. Date
10057865 10 2 inch widgets 754 I-_";rj K O 1.000.000 EA . 12/23/2013 12/23/2013

Create RFQ : Item 00010

[Menua] IR [Save ][Back][Exit]:Cance]]ISyslen NEIt @ Oven
STEP 10: Click Next button until G 10 ItCat. 7541
i 3 Gl | [JcK!
you are baCk at the ﬁélot:tn::xt |2 inch widgets e . . . .
Quantity and Dat
Creatg RFQ Item L —
Overview screen. Delivery Date L[12/23/20:
Deadline Monitoring
1st Rem./Exped. | ] TrackingNo |
2nd Rem./Exped. V. Mat.

3rd Rem./Exped.
rev 5/14 No. Exped. 0
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Create RFQ

STEP 11: Click Header Details. (This option may be located under the More button.)

Create RFQ : Item Overview

Menu 4 4 | save | Back || Exit || Cancel || System . || Select All Items || Deselect All | Select Start/End of Block | Enter Lines || Delete] Header Details
RFQ RFQ Type AN RFQDate |[11/18/20°
Vendor QuotDdln  [12/15/20 11
RFQ Items
Item I Material Short Text RFQ Quantity OU C Deliv. Date Mat. Grp Plaot SLo« D Tex
ho 2 inch widgets 1000 E2 | 12/23/2013 Gl 754 JCK

STEP 12: Click Header Texts.

Create RFQ : Header Data

Menu 4 | | | 4 [ save | Back || Exit || cancel || System | Overvievtl[ Header Texts ]
RFQ Company Code 754 Purchasing Group [RFY
RFQ Type AN Purch. Organization 754 12
Vendor

Administrative Fields

RFQ Date 11/18/20. Item Interval (10 | Coll. No. | JN105786!|
Language EP Subitem Interv. |1 . QuotDdln [12/15/20]
Validity Start _ | Validity End ﬁ | ApplyBy | |

Warranty Bindg Per. |

STEP 13: Click Long Text Screen.

Create RFQ : Header Texts
Menu 4 | | | 4 I Save “ Back H Exit H Cancel H System 4 | Long Text Screen |
Purchasing Doc. Company Code 754 Purchasing Group ¢
Document Type AN Purch. Organization 41
Vendor
rev 5/14
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Create RFQ

STEP 14: A. Enter any message you want the respondents to know; this will appear
on the RFQ.

B. If you use more than one line, enter the + sign in the space next to the
subsequent lines.

C. Leave the * on the first line.

D. Click the Back button until you get to Item Overview.

Change Header text: Language E

Menu 4 n 4| Back cel || System 4| | Select Text || Insert || Line ||
Fc I Row Text E

C bl Bttt 56t A _
% Please submit response no later than 3:00 pm on December 15, 2013

STEP 15: Click Vendor Address. (This option may be located under the More button.)

Create RFQ : Item Overview
[ Mem 4 | 4 [ save | Back || Exit || Cancel | System . |[ Select All Items || Deselect All | Select Start/End of Block | Enter Lines | Delete | Header nd Venudor Adidress
RFQ RFQ Type AN RFQDate [11/18/20
Vendor QuotDdln »)
STEP 16: Create RFQ : Vendor Address
A. Type in vendor number Menu | | C | Save Eack | Exit || Cancel || System « | [ Overview | Header ©
and hit Enter on your RFQ Company Code ~ (754|  Purch.Group R
RFQ Dat 11/18/20: RF
keyboard. — 9 Lpe

Vendor 15909

B. If vendor is not in SAP,
enter a generic vendor

| ﬂhasmg - .

. Title =]

number in the Vendor Name 'DEALERS ELECTRICAL SUPPLY CO

field and type in their k=

Name/AqdreS§ Search Terms

information. Hit Enter Search term 1/2 DEALERS ELECTRICA|

on your keyboard.

. y Y | Street Address |

C. Click Save. House no./street : 'PO BOX 845 '

(A PDF of the RFQ will City/State/ZIP Code SAN MARCOS [Tx | ‘

Country US| wusa Tex:

generate.) T csT | ]

rev 5/14
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Create RFQ

STEP 16: D. Print or Save this RFQ and close PDF. This is what you will send to the

vendors along with your specifications (if any). Do this for all vendors you
wish to solicit.

E. Click Exit button in the Create RFQ screen to get back to the menu screen.
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e 1 mi
=
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Create RFQ : Vendor Address
|
| Menu | | | 4 [save Bacgl@l Cancel || System 4 | | Overview || Header C
RFQ Company Co(
RFQ Date 11/18/20: RFQ Type
Vendor ()
Name
Title | -
Name |DEALERS ELECTRICAL SUFPLY CO |
| |
Search Terms
Search term 1/2 DEALERS ELECTRICA
Street Address
House no./street | PO BOX 845
City/State/ZIP Code  |SAN MARCOS
Country USA
Time zone [csT |

rev 5/14

Purch. Group RE(
Purchasing Org. | 754!

|
|Tx | 78667-08.

Texas
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Create an RFQ - Maintain Quote

In the SAP Portal or GUI, enter transaction code ME47.

STEP 1:
STEP 2: In the RFQ field, enter one of the RFQ numbers and hit Enter on your keyboard
Maintain Quotation : Initial Screen
28
RFQ 16000005851 (7
STEP 3: Enter the amount of the bid in the Net Price column. This will include

shipping, if applicable.
**|f there is a “no Bid,” enter $1.00.

STEP 4: Click Save.

e -1 48 [pne
® . Maintain Quotation : Item Overvré

EEREDOIGIKRLEABZBBE

11/18/2013

RFQ 6000005851 |RFQ Type AN RFQ Date
Vendor 16312 ELLIOTT ELECTRIC SUPPLY INC QuotDdin 12/15/2015
Quotation Items
Item Material Short Text RFQ Quantity OUn C Deliv. Date  Net Price i
2 inch widgets 1,000 EA D 12/23/2013_ 10.00]

10

**Repeat steps 1 - 4 until all RFQ responses have been entered.**

rev 5/14
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Create an RFQ - Price Comparisons

STEP 1:

STEP 2:

STEP 3:

STEP 4:

rev 5/14

In the SAP Portal or GUI, enter transaction code ME49.

In the Collective RFQ field, enter the Collective number.

Click Execute.

Price Comparison List

o] &8

Purchasing Organization

Quotation

Collective RFQ

Vendor
Material

Double click in the area where the bid is.

Price Comparison List in Currency USD

7540

m 1
(IN1057865 _|

4 4 P Pl £ Quotation &pVendor  Additional Info
Material Mat. Group Quot.: 6000005854 6000005856 6000005855
Sh. Text Bidder: 16312 502232 15909
Qty. in Base Unit Coll. No. : |JN10057866 JN10057866 JN10057866
Gl val.: 10,000.00 11,250.00 12,500.00
2 inch widgets Price 4 10.00 11.25 12.50
1,000 EBA Rank: 1 89 % 2 100 % 3 111 %
Total Quot. val.: 10,000.00 11,250.00 12,500.00
Rank: 1 89 % 2 100 % 3 111 %

6.11



Create an RFQ - Price Comparisons

STEP 5:

STEP 6:

STEP 7:

Click the selection box next to Quot. Comment field and choose one of the

options from the pop-up menu.

**For the vendor that will be awarded, choose one of the OK options.

**For vendors not awarded, choose one of the rejection reasons from the
options and check the Rej. Ind. Box.

Click Save.

Follow STEPS 4-6 for all other vendors.

@ -148]

[@® . Maintain Quotation : Item
P AR ABZBE

Item 6000005851 10 ItCat. Plant 540
Material Mat. Grp G1 Stor. Loc. JCKP
Short Text 2 inch widgets

Quantity and Date

RFQ Quantity 1,000 EA | QuotDdin 12/15/2013

Delivery Date D 12/23/2013

Deadline Monitoring

1st Rem./Exped. TrackingNo
2nd Rem./Exped. V. Mat.

3rd Rem./Exped.

No. Exped. 0

Quotation Data
Net Order Price 10.00| USD /|1 EA InfoUpdate

Qty Conv. 1 EA <->|1 EA Info Record
Ly ]
Tax Code
Quot. Comment LOKl_.[ﬂl

[= Internal Comment on Quotation (1)

Rz, Dnd.

 Restrictions

‘r
v R el B 2 . [ ]
Qu " Internal comment: Descr. )
f/ AB1 _;Rejection for price reasons
AB2  Rejection for quality reasons
[AB3  Rejection for delivery reasons
AB4 Reject - See quote header notd
lOK1 OK on price grounds
OK2 OK on quality grounds
OK3 OK on delivery grounds
\ (OK4 OK - See quote header note

VNB  Vendor TNo Bid
VNR Vendor did not respond



Create an RFQ - Review & Revise RFQ

REVIEW

STEP 1: Enter transaction code
MEA4S.

RFQs per Collective Number

fin1057865 |
STEP 2: Enter the Collective

number.

Scope of List ANFR
Selection Parameters

Document Type
Purchasing Group

STEP 3: Change Purchasing Group
from CPO to RFQ.

ant

STEP 4: Click Execute.

You will then see RFQs per Collective Number
a” of the respondents g @Pfil"lt Preview Changes Deltvery Schedule SEMC%
& thell’ prICIng. RFQ Type Vendor Name Date
Item Material Short Text Group
D I S Plnt Quot. Date RFQ Quantity Un Quot .Net Price per Un
6000005851 AN 16312 ELLIOTT ELECTRIC SUPPLY INC RFQ 11/18/2013
Collective RFQ JN1057865
00010 2 inch widgets Gl
A 7540 12/15/2013 1,000 EA 10.00 USD 1 EA
6000005852 AN 15909 DEALERS ELECTRICAL SUPPLY CO RFQ 11/18/2013
Collective RFQ JN1057865
00010 2 inch widgets Gl
A 7540 12/15/2013 1,000 EA 12.50 UsD 1 EA
6000005853 AN 502232 KST ELECTRIC, LTD RFQ 11/18/2013
Collective RFQ JN1057865

REVlSE A 7540 12/15/2013 1,000 EA 11.25 USD 1 EA

STEP 1: Enter transaction code ME42.

STEP 2: Enter the RFQ number you wish RFQ
to revise & hit enter on your
keyboard. You can enter
additional information ODHE D LOD )
(payment, shipping terms) in
the Header Detail option or
revise any other data.

‘AN

Vendor 16312 ELLIOTT ELECTRIC SUPPLY INC
STEP 3: Click Save. [
~ Item I Material Short Text RFQ Q
rev 5/14 10 2 inch widgets
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Create an RFQ - Update Requisition & Finish

STEP 1: Enter transaction code MES53.

STEP 2: Type in requisition number and hit Enter on your keyboard.

1
Purchase Requisition 14022633

STEP 3: Click Display/Change button to open requisition for editing.

STEP 4: Inthe Header note section, enter the Collective Number, Vendor
Awarded, and that the RFQs and Quote are attached.

CPLrHCQR@ MK B OB ®m

Display Purchase Req. 10057865

Overview On | || I &irersonal setting
POS57865 {;?‘P'
Texts
An Collective #jnl1057865
[®) Header note v Awarded to Elliott Electric
RFQ's and quote attached 4

4 » Continuous-texte. W

& (& EEHRE.) (&% (S)dA.R.5E ) [H) (@358 g7 ocfautt values

Stat S R Proc. Sta Item 1 A Short Text Quantity Unit Valn Price * Total Value C
A X 10 K 2 inch widgets 1,000 EA 10.00 10,000.00
10,000.00

STEP 5: Attach all RFQ documents to the requisition. If unsure how to attach
documents to a requisition, see Attaching Documents Section.

rev 5/14 6.14



Create an RFQ - Update Requisition & Finish

STEP 6: Verify that the correct amount and vendor have been brought
forward and that the PGr is CPO.

M2 ST 4O8)E @
y Purchase Req. 10057865
Document Overview On @‘% 75 I &rersonal Setting
: e re + 110057865 E]

{ =) TQ@-:

An... | Collective #jnl057865
- [8) Header note Y Awarded to Elliott Electric
RFQ's and quote attached

4 P vj
Continuous-text
L e -

B Stat  Quantity Unit  Valn Price *
1,000 EA 10.00

STEP 7: Add any additional information in the Text tab, such as special payments or
shipping instructions.

B= | ftem [ 10 ] 2 inch widgets v |alw

Material Data| Quantities/Dates = Valuation | Account Assignment :SarcedSupplv Status | Contact Person | Release strateq

Item Texts An... | Special payment or shipping instructions
+ [B) 1tem text
+ [ Item note

STEP 8: Click Save.
Your requisition is now ready for approval by the Account Manager.




Reprint an RFQ

The following 10 steps must completed in the WEB PORTAL.

If this section is executed in GUI, your PDF will not generate.

STEP 1: Enter transaction code ME42 (change RFQ).
STEP 2: Enter RFQ number.
STEP 3: Select Overview.

Change RFQ : Initial Screen
[Menua| | | 4 [ Back || Exit |[ Cancel || System m : 3 |

RFQ

STEP 4: Select More (double arrow to the right of Header Details button).

STEP 5: Select Messages.

Change RFQ : Item Overview n
[Menua] | | 4 [ Save || Back || Exi |[ Cancel || System 4 | | Select All ltems || Deselect All || Select Start/End of Block | Enter Lines || Delete || Header Det

RFQ 6000005895 |RFQ Type AN RFQ Date 01/27/2014 Vendor Address (F7)
Vendor 17486 MALDONADO GROWERS INC QuotDdin Partner (Ctrl+Shift+F5)
Release Strateqy [CtrI+SthF5}
ift+
RFQ ltems 5 Messages (Shift+F1)
ltem | Material Short Text RFQ Quantity OUr C Deliv. Date Mat. Grp Pint Sloc D Te Additional Data (Ctrl+F1)
10 Grounds-Agricultural/Mursery 1 AU | 02/25/2014 G1 7540 PPOI @ ftem Texts (Ctr+F10)
20 || 02/25/2014 | G1 7540 PPOI Delvery Address  (Cl+FH)
30 || 02/25/2014 | G1 7540 PPOI Delvery Schedule  (Sif+75)
40 I 02/25/2014 | G1 7540 PPOI Senices (Shif+F4)
rev 5/14
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Reprint an RFQ

STEP 6: Highlight the line with the green light.

Change RFQ :: Output

| Menua | | | 4 | Save || Back || Exit || Cancel || System 4 | | New entries || Delete (once)

RFQ.. 6000005895

tatu Output T Description Medium Funci Partner Lang. Cha FHf
OC@ yey  RFQ Print output * N 17486 EN v 0~

STEP 7: Select More (double arrow to the right of Header Details button).

STEP 8: Select Repeat Output.

| Processing log || Further data |

STEP 9: Click Save. **Wait 5-6 seconds.

Repeat output (F6)

STEP 10: Click Back button until you get to the Main Menu. RFQ PDF should appear.

Change RFQ :: Outpn
[ Menua| | I‘ Save || Back \F

RFQ....... 6000005895




Create an RFQ - Generic Vendor Numbers

700005
700006
700007
700008
700009
700010
700011
700012
700013
700015

Native American, Female Owned
Native American, Male Owned
Asian, Female Owned

Asian, Male Owned

Black, Female Owned

Black, Male Owned

Hispanic, Female Owned
Hispanic, Male Owned

Women Owned

Not a HUB




Attach Document to Requisition - GUI

STEP 1: Enter transaction code ME53N in main menu search field.

Hit Enter on your keyboard. The last requisition accessed will appear.

[E Menu vorites  Extras  System  Help

@ mes3n il <] e@@ Qlﬁ

SAP Easy Access Menu
M & HE S v a

STEP 2: Select Other Purchase Requisition.

Display Purchase Req. 14019450

Document Overview On | [ “/ PN P ersonal Setting

STEP 3: Select Document box appears. Enter requisition number in Purchase
Requisition field. Make sure Purch. Requisition is selected.

Purchase Requisition 14019450

%) Purch. Requisttior

[ Other Document ]

STEP 4: Click Other Document button. Requisition will appear.

STEP 5: In upper left corner, next to the words Display Purchase Req., select
Services for Object button.

rev 5/14
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Attach Document to Requisition - GUI

STEP 6: Select Create, then Create Attachment from drop-down menu.

25272

(= Purchase rE|:|u|=rhur| 0014022633

reate external document (URL)

E
Store business document
Ent

o A

STEP 7: Import File box will appear. Select file from wherever you have it saved.

STEP 8: Click Open.

STEP 9: Attachment has been saved to the requisition. SAP will generate a system
message at the bottom left corner of the screen:

[ ttem [ 10 ] Teaching dlasses for ALERRT. - [a]¥]
Limits | Material Data | Quantities/Dates | Vakiation | Account Assignm
Overall Limit [1.00 losp | Mno limic
T

Expected value 1.00

|IEI The attachment was successfuly created |I

rev 5/14
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Attach Document to Requisition - GUI

STEP 10: To view list of attachments for the requisition, repeat STEP 5.
(Select Services for Object button.)

lsplay Purchase Req. 14019450

Document Overview On ' [ %2 &5 [ & Personal Setting

STEP 11: Select Attachment list button.

[= Purchase requisition 0014022633

:- 11 PEECRIERET

STEP 12: Attachment list will appear with your new attachment.

(Onew Jisr|@][2] @) [Q&) [&])F)E)E2[F.) (B)@ .

AttachmentFor0014019450
Icon Title Creator Name Created On~
f) signedrevisedpo-14019450 Brittany N Baker 07/23/2013
f) 4500067695 attach REVISED PO Shonte Gordon 07/16/2013
f] 4500067695 attach Addendum Shonte Gordon 07/15/2013
ff] 4500067696 attach REVISED Coby Bri Shonte Gordon 06/11/2013
) 14019450 Brittany N Baker 04/04/2013
@ fyl3solesource Brittany N Baker 02/06/2013
f) Briehn FY13 Complete Contract Emily Smith 09/10/2012

STEP 13: Click green check or red x button to close window.

7.03



Attach Document to Requisition - Portal

STEP 1: Enter transaction code ME53N in main menu search field.
Hit Enter on your keyboard. The last requisition accessed will appear.

SAP Easy Access Menu

| Menu 4| |me53n | 4 | Log off || System . |

STEP 2: Select Other Purchase Requisition.

2
Display Purchase Req. 10056853 .

| | . _—
[Menua| | | 4 [ Back |[ Exit |[ Cancel || System « | [ Document Ovenview On |[ Create |[ Display/Cha|] Dther Purchase F{e%umtmn I

STEP 3: Select Document menu appears. Enter requisition number in Purchase
Requisition field. Make sure Purch. Requisition is selected.

Select Document

Purchase Requisition 14022633 l[m]

~ Pur. Order

® Purch. Requisition |

STEP 4: Click Other Document button. Requisition will appear.

STEP 5: In upper right corner, select Services for Object button.

f@4]

rev 5/14 704



Attach Document to Requisition - Portal

STEP6: Select Run, Don’t Block, ‘not only for this session, but always.’, and

Yes in the Java Applet windows if they appear.

STEP 7: Select Create... n

B .

Create Attachment I
reate note

Create external document (URL)

STEP 8: Select Create Attachment.

Create__. F
achment s

Private note

STEP 9: Select Allow if Security Warning pops up.

Send g
Workflow 3
My Objects »

Help for object senices

-
Security Warning

(']
Web Site:  https://itsprd.sap.bestate.edu

Application: UNKNOWN
Publisher:  SAP AG

intended to run on this site,

) More information

bw  Allow access to the following application from this web site?

This web site is requesting access and control of the Java application shown above,
Allow access only if you trust the web site and know that the application is

a Allow | Do NotAllow |

L e — E—

STEP 10: Import File box will appear. Select file from wherever you have it saved.

STEP 11: Click Open. Attachment has been saved to the requisition.

rev 5/14
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Attach Document to Requisition - Portal

STEP 12: To view list of attachments for the requisition, repeat STEP 5.

(Select Services for Object button.)
=

STEP 13: Select Attachment list button.

4]
Create_.. 3
Attachment list

Private note

Send r
Workflow r
My Objects 3
Help for object semices

STEP 14: Attachment list will appear with your new attachment.

Service: Attachment list B
AttachmentFor(0014022633
([ New 4 Jie [ R[2] T2 | | ] | IR 4 B
lcon  Title Creator Mame Created On
14 Micola Nichols - 140102 Priscilla Hernandez 09/17/2013

STEP 15: Click green check or red x button to close window.




Check Requisition Status

STEP 1: Enter transaction code ME53N in main menu search field.
Hit Enter on your keyboard.

= Menu Favorites  Extras  System  He
& mesan v dH CQQ

SAP Easy Access Menu
S S #HE IS v a

STEP 2: Select Other Purchase Requisition.

(@ .| Display Purchase Req. 14022582

Document Overview On | [ ‘2’ Personal Setting

STEP 3: Type number into Purchase Requisition field and select Other Document.
Make sure Purch. Requisition is selected.

Purchase Requisition 14022582

OPO
(®)Purch. Requisition

[ Other Document ]

rev 5/14 8.01



Check Requisition Status

STEP 4: Navigate down to the Release Strategy tab.

[ 10 ] OLIGONUCLEQTIDES - [a]~]
daterial Data ~ Quantities/Dates | Valuation |+ Ac 5 signment  © Source of Supply !'l Release strategy h

Z0 Req Release Strategy Code | Description

v ‘o1 Req Release Strategy AM  Account Manager
Sp Sponsored Programs

HM Hazardous Material
PO Purchasing Dept

LR H

or 2 Released for purchas

STEP5: Use the navigation arrows to move between lines and check their
status. All lines must complete the workflow and have green checks
in their Status column before a Purchase Order will be issued.

i
Tip

| —

o Completed stages of the workflow will show a green
check in the Status column.

« Pending stages will show a yellow triangle. &

« Depending on the GL used, a requisition can travel
through other workflows beside the Account Manager
and Purchasing. In the example above, Line 10 has been
approved by the Account Manager, Sponsored Programs,

Hazardous Material, and Purchasing.

rev 5/14 8.02



Check Requisition Status

If a Purchase Order has been issued for a requisition,
it can be found in the STATUS tab under the

Purchasing. Doc. column

M = — |
Ttem [10] Catering 1 (a7 _
_“Material Data - Quantities/Dates | Valuation + Account Assignment | Source of Supp Status ntact Person
Proc.5tatus [PO created vl Ord.Qty [1 |ar  [Release Completed -

Block ID [Mot Blocked '

(&)F)0EFL [ELEL (BE JE =) @

Doc.cat. | Purch.Doc. “filte | Short Descript. ™ Quantity | O
Purchase d 4500079313 10  Sch. Line 1 AU

i
Tip

L

LOCAL Requisitions

. If your requisition is a LOCAL and has been
approved by the Purchasing Dept. but no
PO exists, please call the Office of
Procurement & Strategic Sourcing at
245-2521 or e-mail purchasing@txstate.edu.

. If e-mailing, be sure to provide a requisition
number so we can investigate.



mailto:purchasing@txstate.edu

Approve or Reject Requisition

STEP1: Gointo SAP Web portal and select the Worklist tab.

STEP 2: Select AM Release task to process. You will see the requisition number and line in the Subject line.

Worklist asy mployee Self-Service = BOBCATalog  Training and D

)

Universal Worklist | Worklist Help | Substitution Help | Substitution Report | PCR Approval Help

| History, Back Forwan

Show: | New and In Progress Tasks (20/20)|w | Al | Show Filters Hide PrevieRefresh
__ Subiect From Sent = { Status Substituted For
AM Relesse 2q. 14013056 / 00020 Allbright, Jacque Oct 28, 2013 1  New
AM Release g 14012756 /00040 Allbright, Jacque  Oct 28, 2013 1 New
AM Release 2q. 14012756 / 00030 Allbright, Jacque  Oct 28, 2013 1 New
[=/=[<] Row:[ ttJor20: [-| ||
PO Release - req. 10058370 / 00110 You can also:
Sent:  Yesterday by Salinas, Crystal Status: New Add Memo
Priority:  Normal Manage Attachments
Attachments View History
Type Title

[_..'1 Requisition item: 001005837000110

STEP 3: Follow Approve or Reject steps (pages 9.02 - 9.03).

STEP 4: Following task completion, click Refresh to see the task removed from your worklist.
rev 5/14
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Approve or Reject Requisition

APPROVE [P =W

Release Purchase Req. 1402440

Document Overview On 5? q‘_% 5?2 Personal Setting
(| Framewiork requisn.  w 14024402
==

A...
. Header note 4

DHE sTDo8 BE @ m

4 » |Continuous-tex.. >

&) @) & ]| (@ perout values
St S R Proc.  |Item I A | Short Text Quantity | Unit Val. Pri_ |E Total Value = GR | Matl Group | PC_ PGr Des.Vendor Mi_ Deliv. Date POrg Stor. Loc.
N X % 10 B K  Catering - FOOD - Deans, C 1 AU 24827 2,482.71 [ | Goods, Supp 99 CPC 13234 12/11/2013 7540 President/S
N X % 20 B K  Catering - ALCOHOL - Dear 1 AU 500.00 500.00 [ | Goods, Supp 99 CPC 13234 12/11/2013 7540 President/S

[H] CFC

B .
(B ftarm [[ 201 Catering - ALCOHOL - Deans, Chairs v [al+]

Limnits Wiaterial Data | Quantities/Dates | -Valuationl Account Assignment hjpphr | 'status | contact Pe fRElE‘EE strategy

sl
;e:e“e gf“tp %;Qq ;e:e“e z:’a:eg" Code  Description Sta_|Rel
elease Strategy eq Release Strategy
A Account Manager o | v 4
Release indicator [% Blocked PO PUrChHSiﬂg D'Ept

STEP 1: \Verify accuracy of requisition including storage location, goods receipt, tracking number, etc.

STEP 2: Click Account Assignment or Limits (if Limit Framework requisition) tab to review accuracy of account information.
STEP 3: Select Release Strategy tab to continue with the release.

STEP 4: Click green check with pencil to release. Repeat STEPS 1-4 for each line.

rev 5/14
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Approve or Reject Requisition

REJECT

& *
Release Purchase Req. 140244
2 T &9 Personial Setting

wi[14024402

Document Overview On

B || Framnework requisn

E .~ Texts

EHE sDd8 BE @&

A...
J Header note o

4 » |Continuous-tex.. v

& [ (&[FREFL[ELEEL [CE & L] ) [R]EE]5) []E] [ eut vaues
St |S R/Proc.  JItem I A |Short Text Quantiy Unit Val. Pri T Total Value | GR | Matl Group |PC_ PGr Des.Vendor |Mi_ Deliv. Date |POrg| Stor. Loc.
NX ¥ 10 B K  Catering - FOOD - Deans, € 1 AU 2,482.7 2,482.71 [ | Goods, Supp 99 CPC 13234 12/11/2013 7540 President/s
N X Vé 20 B K  Catering - ALCOHOL - Dear 1 AU 500.00 500.00 [ | Goods, Supp 99 CPC 13234 12/11/2013 7540 President/S g
T [oi:] o} =
0 — - “»
[ ttem [ 20 ] Catering - ALCOHOL - Deans, Chairs v [a]7] T
Limits -~ Material Data | Quantities/Dates Valuation | Account Assignment  Source of Supply - Status - Contact P4 REIEE;E strateg‘,r LIEl
1
Release group L-ti!_Z._lReq Release Strategy
Release Strateay 01] Req o Code | Description Sta | Rel
AM  Account Manager o vy

Release indicator % Blockd

PO Purchasing Dept

el

STEP 1: Select Release Strategy tab.
STEP 2: Click Reject button.
STEP 3: Enter appropriate comments to requisitioner in the Header

note section. The requisitioner will use these comments when
correcting the requisition.

STEP 4: Click Save.

i Tip
Upon rejection, the requisitioner
will receive an e-mail notification
as well as an immediate

Requisition Rejected task in their
worklist to resolve the rejection.




Correct a Rejected Requisition

STEP1: Gointo SAP Web portal and select the Worklist tab.

STEP 2: Select Requisition Rejected task to process. You will see the requisition
number and line in the task description.

Worklist | Access mploy If-Service B! g Training and D

Universal Worklist | Worklist Help | Substitution Help | Substitution Report | PCR Approval Help

| History, Back Forwan

Show: | New and In Progress Tasks (20/20)w||Al v Show Filters Hide Preview|Refresh
_ Subiect From Sent = {0 Status Substituted For
Requisiion Rejected4013056 / 00020 Allbright, Jacque  Oct 28,2013 1 New
Requisiion Rejected}012756 / 00040 Allbright, Jacque  Oct 28,2013 1 New
Requisiion Rejectedq012756 / 00030 Allbright, Jacque  Oct 28,2013 1 New
(2J=]] Row:[ i jorz0: -] |
PO Release - req. 10058370 / 00110 You can also:
Sent:  Yesterday by Salinas, Crystal ~ Status: New Add Memo
Priority: Normal Manage Attachments
Attachments View History
Type Title

ﬁ Requisition item: 001005837000110

STEP 3: Follow Correction steps on next page.

STEP 4: Following task completion, click Refresh to see the task removed from your
worklist.

rev 5/14 10.01



Correct a Rejected Requisition

STEP 3 - CORRECTION STEPS:
To fix all items that caused requisition rejection:

A. Click button to cancel the rejection.
B. Follow message instructions in the Header Notes.
C. Make changes as directed or delete line to cancel.

D. Click Save. (Requisition will re-route to the Account Manager
responsible for approval.)

E. Click Complete Work Item in the pop-up window to complete
this task and close. Cancel will retain the task.

[Menua| | Save cel || System 4 | [ Document Ovenview On || Display/Change || Other Purchase Requisition |[ Check |[ Help || Persanal Setting |
Framework requisn. || 14024
tﬁ Texts

Bequisition approver will enter any comments here to identify reascn
for rejection.

[£] Header note *4

"Framework dates/sufificient documentation not attached. Flease correct,
attaching appropriate documentation s providing dates of service.”

R L | (BB | S B . L | I | YRS | ROIER) | [ peui values |

C Bt 5 Re Proc. St Item | A Short Text Quantity Unit Val Price Total Value GR Matl Group PCC PGr DesVendor  Min. Deliv. Date PCr

N X @ 10B K 57 Pax Motor Coach 1AU  7.400.00 7.400.00 [] Services, Nonf99 CPO 15873 04/13/2014 754 (4]
O CPO
O CPO
O CPO
O CPO
[ CPQ
SAP
enu] | NE=D)
IIE'Tms work tem Has To Be Comgleted Explicitly... =
E‘ I_@Lng IﬁAﬂachmnls BlmAgents |
Requisition REJECTED - 10017631 { 00010
Item [T 10 7 57 Pax Motor coach [=] [a]w]
Limits Material Data Quantities/Dates Valuation Account Assignment Source of Supply Description Objects and attachments
Press "Complete Work Item” when you & Requisition itern
Release group £z |Req Relzase Strategy Code  Description Statu: Relea: a1e frished il 1S ferm CINEInI
Release Strategy 01 Req Release Strategy AM Account Manager v D Press “Cancel" to keep the work item in
PO Purchasing Dept fa Vé yourwaret
Release indicator X| Blocked

o Complete Work tem 3¢ Cancel

STEP 4: Following task completion, click Refresh to see the task removed
from your worklist. (See previous page.)

10.02




Review and Print Purchase Orders

When a Purchase Order is created, a Purchase Order Created workflow
task will route to the SAP Portal Worklist of the requisition creator.

Requisition creators will be sent hourly e-mails to notify them that a

New Workflow has been delivered to their worklist.

STEP 1:

STEP 2:

Go into SAP Web portal and select the Worklist tab.

Select Purchase Order Created task to process.

Universal Worklist | Worklist Help |

Substitution Help | Substitution Report | PCR Approval Help

| History, Back Forwan

8]
Show: | New and In Progress Tasks (20 /20)|w || Al [~] Show Filters Hide Preview Refresh
El
__ Subiect From St = @ Staus  Substituted For
7 Purchase Order Created - 4500077990  Allbright, Jacque  Oct28,2013 1 New
Purchase Order Created - 4500077991  Allbright, Jacque Oct 28, 2013 1  New
2|z]«] Row:[ 11jof20: -]
PO Release - req. 10058370/ 00110 You can also:
Sent  Yesterday by Salinas, Crystal Status: MNew Add Memao
Priority. Mormal Manage Aftachments
Attachments View History
Type Title
r‘] Reqguestion tem: (01005837000110

rev 5/14
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Review and Print Purchase Orders

STEP 3: Select Print Preview. Purchase Order will open in Adobe as PDF.

Local PO 4500077946 Created by Shonte Gordon .
| Menu 4| [ | 4 | Back || Exit || Cancel || System 4 | | Document Overview On || Create || Display/Change || Other Purchase Or|| Print Preview '
Local po '] 4500077946 | Vendor 3178 ONETOUCHPOINT SOUTWEST (| Doc. date 10/17,/2013
Lﬁ Delivery/Invoice Conditions Texts Address Communication Partners Additional Data Org. Data Status Customer Dz

STEP 4: Review the purchase order and select Print. If any information is incorrect,
please contact the Purchasing Office at 245-25121 or purchasing@txstate.edu.

{@ smart.pdf - Adobe Reader
- File [gdit View Window Help

EEEE

STEP 5: Click Save As from the File menu to save a PDF copy to your computer for
your records. Close PDF.

STEP 6: Select Back when finished to return to the prior screen.

|Menu.1| |

STEP 7: Select Back again to return to the worklist.

Local PO 4500077946 Created by Shonte Gordon
| Menu 4 | | | 4

Back |
Local PO (=] 45000779

tﬁ Delivery/Invaice Conditions Texts Address Communication Partners Additional Data Org. Data Status Customer Dz

stem 4 | | Document Overview On || Create || Display/Change || Other Purchase Order || Print Preview |

3178 ONETOUCHPOINT SOUTWEST (| Doc. date 10/17/2013

rev 5/14 11.02
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Review and Print Purchase Orders

= Workplace Edit Goto Folder Environment Settings System Help w
< " JACQRQEHR DB o8 FE @ %

= | ‘el |

[ This Work Item Has To Be Completed Explicitly...

Il 1 l_g'Loa ”ﬂ'lAt‘tachmnts .]mAaents‘

Purchase Order Created - 4500079547

S=E . -
Description Objects and attachments
Press "Complete Work Item" when you +« Purchase Order: 45000795547
are finished with this item. SIE;US Creation Date
12/16/2013 -

?ress "cancel"' to keep the work item @ 12/16/2013 .
in your werklist. @ 12/16/2013

(] 12/16/2013

(] 12/16/2013

) 12/16/2013 =

(] 12/16/2013 -

a

¥ Tips & tricks: Create Attachment...

1080

Objects and attachments -

v Complete Work Item |(x cancel

STEP 8: Select Complete Work Item to complete this task, then Close.

STEP 9: Following task completion, click Refresh to see the task removed from
your worklist.

Welcome BULLUES SAP EasyAccess =~ Employee Self-Service ‘ BOBCATalog  Training and Development

Universal Worklist | Worklist Help | Substitution Help | Substitution Report | PCR Approval Help
| History,

Show: [New and In Progress Tasks (20/20)]w|[Al [+] Show Fiters Hide PreREfTES h

Subiect From Sent = 0 Status Substituted For
PO Release - req. 14013056 / 00020 Allbright, Jacque Oct 28, 2013 1  New
1
1

PO Release - req. 14012756 / 00040 Allbright, Jacque Oct 28, 2013
PO Release - req. 14012756 / 00030 Allbright, Jacque Oct 28, 2013

[z][z][a] Row:| 11]of20: ||

PO Release - req. 10058370 / 00110 You can also:

Sent:  Yesterday by Salinas, Crystal Status: New Add Memo
Priority: Normal Manage Attachments

11.03
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Copy a Requisition

STEP 1: Enter transaction code ME51N in main menu search field.

Hit Enter on your keyboard.

& Menu Eavor'rtes Extras System Help

& | mesin v dH @@ DHE

' SAP Easy Access Menu
S & HEB P2 v a

STEP 2: Select Document Overview On.

| Create Purchase Requisition

| Document Overview On II] IE.‘ Hod go [H @Personal Setting

[ ]Source Determination

STEP 3: Click green check button.

[ Information X

o No data satisfying selection criteria exists

rev 5/14
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Copy a Requisition

STEP 4: Click Selection Variant (blue/yellow/red flower), then Purchase Requisitions.

E[Lod purchase red  ~

Document j =

A...
4 -- -|I, * [2) Header note
Change 4
Remove > _
.‘ »

Purchase orders
Requests for quotations 1

Contracts ][]
Scheduling agreements > R Proc. . Item I |/

General purchasing documents

Purchase Requisitions
My purchase orders

My purchase orders on hold

My purchase requisitions

STEP 5: Enter requisition number to be copied in the Purchase Requisition Number
field.

STEP 6: Click Execute.

Purchase Requisitions

. o
| gerrerat selections

Max. no. of hits Tsoodj
["10pen only

["|Released only

"] Assigned, open, and released

. Program selections

Name of Requisitioner/Reques to
Requisttion (Request) Date to
Purchase Requisition Number [14023946 to
Requirement Tracking Number to

— 0

Purchase Requisition Mumber [14019440 | . .

Purchasing Group [crol to ||
Purchasing Organization 7540 to

rev 5/14 12.02



Copy a Requisition

STEP 7: Select requisition number in the Document Overview pane.

Local purchase req v —|Source Determin

Document :i =

* [2) Header note

<« » |Continuous-tex.. v

& @ @EL) (&R0 B

[E st. S RProc. Item I |A | Short Text

Tip

Document _|

If the requisition to be copied contains
deleted items, DO NOT copy them to the
new requisition.

Select the active lines by clicking the black
arrow pointing to the requisition number,
then the black sun next to the line

number, and proceed to STEP 8.

Purch.Req./PReq. Item
14023946
ok 10

o

STEP 8: Click Adopt.
The copied requisition should now appear in the Create Purchase Requisition
screen. Double-check entries to make sure everything is correct, and make any
necessary changes. Review the account information, especially the fiscal year.
Header notes are not copied into the new requisition.

STEP 9: Click Save. New requisition number will be generated in the lower left corner.

12.03




Requisition to Check Flowchart

Consult the flowchart below to view the full Requisition to Check process:

Vendor Submits
Invoice to Accounts
Payable*

Requisitioner Submits
PO to Vendor

Requisition Created

Purchase Order
Account Manager Created
Approval (e-mail sent to
requisitioner)

Accounts Payable
Pays Invoice
(Net 30 days)

Other Workflow
Approval
(Materials Mgmt,
Tech. Resources, etc.)

Purchasing Approval

*Some vendors will send the invoice directly the department. If you receive an invoice from a
vendor, you are responsible for getting this invoice to Accounts Payable so the bill can be paid
in a timely manner.
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