


Agenda

• Entering a Requisition

– Supply/Commodity

• Changing a Requisition

• Displaying a Requisition

• Requisition Approval

Presenter
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• A request or instruction to the
Purchasing Office to procure a
quantity of a material or service so
that it is available at a certain point in
time.

• Requisitions are created manually by
the user community.

What is a Purchase Requisition?

Presenter
Presentation Notes
All universities will create requisitions manually in SAP.Only those universities with inventory balances and material masters will be able to have MRP (Material Requirements Planning).  All purchases, regardless of supply or service need, will originate with a requisition.  Correct entry of the requisition by the user is critical – errors here will be carried forward through the purchase order, receipt, and invoicing of the purchase.  The system will catch some errors, but not all errors.



What Information is Included?
• What is to be purchased?

• How much is to be purchased?

• How much does it cost?

• Who’s paying for it?

• When is it needed?

• Where does it go when it arrives?

• What additional information is needed,
relative to this purchase?
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What is To Be Purchased?

• Determine if it is a material or a service.

• Note: only use the following Purchasing Group 
Numbers:  453, 454, 460

– Commodity/material – 453

• Angela Jackson – x34831

– Catering (Aramark) – 460

• Angela Jackson – x34831

– Services – 454 

• Bloomsburg - 570-389-2190 
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Presentation Notes
Not all universities will use material masters.  If a material master exists, the user must enter the valid material number representing the supply item.  If no material master exists or is being used, then a detailed description of the item must be entered into the requisition item description.When a service is purchased, it may be necessary to specify activities related to that service, so Accounts Payable can determine if the service provided is complete as purchased.If no material number is entered, a material group must be provided.  The material group represents the category of supply or service item to be purchased and is used in purchasing reporting. SAP fields often contain matchcodes and possible-entry lists so the user can select the right entry for the field.  This field has a matchcode list, also called a drop-down box.



How Much is To Be Purchased?
• The user must specify the quantity to

be purchased, with the appropriate
unit of measure.

Presenter
Presentation Notes
SAP fields often contain matchcodes and possible-entry lists so the user can select the right entry for the field.  The unit of measure field has a list of possible entries.When entering a service, the AU unit of measure always defaults in and cannot be changed.



How Much Does it Cost?

• What is the unit price of the item?

• This, together with the quantity
requested, will be extended to a total
cost of the requisition line item.

• The total cost of the line item will be a
factor in determining who needs to
approve the purchase request.

Presenter
Presentation Notes
Shipping is entered as a separate line item.If the supplier has indicated that no shipping costs are being charged, there should be note included on the requisition.If the shipping costs are not known, use 10% of the total value of the order for an estimate.Do not enter unit price for services – this will be handled later in the entry process.



• What type of purchase is it?

• What department is paying for it?

• What fund is providing the money?

• This information also becomes a factor
in determining who needs to approve
the purchase request.

Who’s Paying for It?

Presenter
Presentation Notes
The type of purchase is defined by the account assignment category on the requisition line item.  Identifying the account assignment category tells the system what other financial information is required.  On the requisition and other purchasing documents, the account assignment category is also called the ‘A’ column.There are possible-entry lists for both the cost center and the general ledger (G/L) account.  These will need to be known prior to entry.It will also be necessary for the user to check the fund responsible for providing the money for the purchase.  The requisition cannot be processed if there are insufficient monies in the fund.



When is it Needed?

• An expected delivery date must be
entered.

• This may be the date agreed to by the
supplier at the time contact was made
by the requisitioner or a requested
delivery date with no contact with the
supplier.
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If it is a rush or an after-the-fact order or requires any special handling, that information must be provided to the purchasing agent in the notes of the document.MRP may also generate a requested delivery date, based on the defined lead time for the item and the date on which the purchase requisition was created.



Where Does it Go When
it Arrives?

• What building/room number should it
be delivered and who should receive
it?
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What Additional Information
is Needed?

• Requisitioner – name of the person
creating the request, or with some
departments the end user

• Desired Vendor – vendor number for the
supplier from whom the material or service
is to be provided

• Purchasing Group – responsible buyer for
the purchase (i.e. – 453, 454, 460)

Presenter
Presentation Notes
The tracking number may be used to group purchase requisitions together when they are all related to the same activity or project.  This is a quick and easy way to look up all requisition activity related to that activity.  The tracking number is strictly optional.Use the purchasing group for your university that ends in zero	350 – Edinboro Purchasing Group	400 – IUP Purchasing Group	600 – Millersville Purchasing Group	750 – West Chester Purchasing Group



How Can I Be Sure There’s 
Enough Money?

This link will take you to the Budget 
Office’s website which will give you step-
by-step instructions on how to check your 
budget.

http://www.kutztown.edu/admin/budget/
pdf/Budget%20Contact2BCS.pdf

Presenter
Presentation Notes
Because this transaction is not a standard SAP transaction, users must create this in their Favorites folder.  Extras -> Favorites -> Insert Transaction.

http://www.kutztown.edu/admin/budget/pdf/Budget%20Contact2BCS.pdf


How Do I Create a Requisition?
• In SAP, you can get to the requisition create transaction two ways:

– Use the menu path:

• Logistics ->Materials Management -> Purchasing ->
Purchase Requisition -> Create

OR-

– Type ME51N in the Dialog Box.

ME51N
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ME51N – Create Requisition
• Header

• Item Overview

• Item Detail
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Presentation Notes
Every purchasing document in SAP has three segments:Header – includes information relevant to the entire document.  Texts, Vendor information (on all but requisition).  On the requisition, the user has only the header text box available.  In this text box, the requisitioner can enter following information:	Vendor name and phone number for price or quote	Contact info for the buyer, if there are any questions	Advice about attachment(s) that will follow	Rush or after-the-fact order notification for the buyer	Information about special discounts/payment terms	New vendor information if the requested supplier is not in SAPItem Overview – includes an overview of each item on the purchasing document – material, account assignment, quantity, delivery date, etc.Item Detail – contains more specific information about the line item – delivery information, status of the line item, specific account assignment information.  This segment is not populated until there is information in the item overview.



How is a Requisition Entered?

1. Enter K for Cost Center, or P for Project
2. Click on drop down, choose material group
3. Enter description of items being ordered, if over 46 characters use

bottom text tab to continue description

4. Enter quantity
5. Enter unit of measure (you can use drop down)

6. Enter delivery date (you can use drop down to click on date)

7. Enter EACH price

1 2  3  4  5  6  7

Presenter
Presentation Notes
Usually, supply requisitions using material numbers going into inventory are generated by MRP and are not typically manually created.  Universities that are not using the inventory capabilities usually will not create supply requisitions, but could at a later date if a material master for a common item is extended to their university.The user enters the material number, quantity, the delivery date, plant.  Press Enter.  The material group, description, unit of measure, unit price, storage location all default in because a material number was entered.  The name of the material group may be typed in, but the description of the material group must match exactly.  Material group is also case-sensitive (must be entered in capital letters).Because the item is going into inventory, no further action is required for account assignment – inventory items default to an inventory account.  These items will be expensed to the appropriate fund when they are issued.The user may also provide a preferred vendor, entering the vendor number in the Desired Vendor field.



(continued)

8  9  10  11 

8. Enter requistioner, or some departments choose to enter the end
user

9. Enter Desired Vendor by locating purchasing vendor number in
SAP (ZM08)

10. Enter Purchasing Group using only 453 for commodities, 454 for
services, and 460 for catering

11. Enter Plant which should always be 45 for Kutztown University



How Are Matchcodes Used?
• When this symbol appears in a field:

this is an indication that a “possible-
entries” list exists.

• Click on the icon and the list appears.

• Use the wildcard (*) to facilitate searches
in the list.

Presenter
Presentation Notes
If you are looking for something within a rather lengthy list and aren’t sure exactly how it appears, a wildcard (*) [shift]8 will allow you to search for an entry if you know part of what it should be.In the case of vendors, the wild card can be used to look up a vendor number or vendor name, e.g., for Houghton Mifflin, press the binoculars (search) and enter Hought* and press Enter.  All vendor names beginning with Hought will be displayed.For Purchasing groups, if the user’s university is West Chester, select the purchasing group field, click on the possible-entries icon in the field.  Press the binoculars (search) and enter 75* for the search and press Enter or scroll down and locate the university’s purchasing groups.The symbol * may be placed at the beginning, at the end or on either side of the search request.



How Do I Enter Texts? 
And Where?

Sometimes, additional information is 
needed on a requisition.

• Free text can be entered either at the
header or line item level.

• Texts are external; notes are internal

Presenter
Presentation Notes
Text objects should be used for information the supplier needs to see.  Examples of text objects are expanded supply or service descriptions, delivery information, packaging information.Note objects should be used for information that the supplier should not see, but is information for the buyer.  Examples of note objects are special instructions to the buyer for managing the purchase or information related to a new vendor request for the purchase.



Example of Header Note
• This information should not print on the

purchase order document

• Example of new Vendor information

Presenter
Presentation Notes
To create a header note item,  go to the text tab and double click on the white text box and type the information you want to include.Press the green arrow to return to the overview screen.  The green check mark will show that your note item is available on this document



Example of Item Text
• Since the line item in the requisition only

allows 40 characters for item description,
the item text can be used to supplement
the information

Presenter
Presentation Notes
Item text is entered, using the same steps for entering the header note, except the user must select the text tab on the item.Select the line item for which text is needed.  Double click on the text box.  Enter the text.  Press the green arrow back, when finished.The item text will be copied over to the purchase order or contract and print on the hard-copy document.In the event there is standard information that should be included for every purchase of a supply item with a material master, standard purchase order text may be used on the material master.  If present, that information should be copied into the requisition and copy forward to the purchase order or contract.



Account Assignment

• Account Assignment Tab - This is where
you indicate to what location items should be
delivered and the cost center where the funds
will be taken to pay for the items.



Valuation (Delivery)
• Valuation Tab - Uncheck Goods Receipt on

BOTTOM Valuation Tab if order is not going to
be delivered through the storeroom, such as
Aramark Catering Orders.



When the Document
is Finished…..

The document MUST be saved!

Presenter
Presentation Notes
Before saving the requisition, the user can press             to check if all the required data are present.  This action will not verify the presence of sufficient funds.  That activity occurs while the document is being saved.



Exercises

Presenter
Presentation Notes
 Do exercise 3, parts 1 and 2.



Additional Requisition
Information

• Requisitions must be approved before
conversion to purchase orders.

• Approval will be limited to the owners of the
funds and possible superiors.

(Example of a released requisition)

Presenter
Presentation Notes
Most universities to date have required only one sign-off based on the line item value of the requisition.This strategy was chosen as, most of the time, only one line item is entered on a requisition.Once a requisition is approved, it typically will not be reviewed again, unless it’s for an asset purchase and is in excess of USD 5000.Release status may be seen on the line item on the tab marked ‘Release Strategy.  The tab shows the release group, the release strategy name and the release code (the individual responsible for the release).  If the box marked status in the grid display does NOT have a green check, the item has not yet been approved.  The buyer cannot place the order until the requisition is released.



Purchases Referencing Projects
• Purchases for project-funded activities will use the

same process as the other requisition entries performed
today.

• Instead of providing a cost center and general ledger
reference, the user will provide a general ledger and
WBS Element

Presenter
Presentation Notes
Grants look a lot like cost centers, except they tend to have a decimal in the entry.



Changing Purchase Requisitions
Requisitions are changed using either

~ Logistics -> Materials Management ->
Purchasing -> Purchase Requisitions -> 
Change

-OR-

~ Transaction Code ME52N

Presenter
Presentation Notes
Add this transaction code to your favorites.



Changes to Requisitions
• Prior to requisition approval or conversion to

purchase order, some data on requisitions can
be changed.

• Any entry that is not grayed out may still be
changed.

Presenter
Presentation Notes
The user may add lines to the requisition, if the document has already been saved and other requirements are relevant.The requisition cannot be released, using this transaction.



What if Someone Wants to 
Review the PR?

The user can either go to:
Logistics -> Materials Management -Purchasing -
> Purchase Requisition -> Display

-OR-

Use Transaction
ME53N

Presenter
Presentation Notes
Nearly all users will have many of the display transactions.In display mode, absolutely no changes can be made to the document.  All fields are grayed out.Interested parties will be able to report on and display requisitions, including during the approval process, but unless they have the authorization to change information on the requisition, no changes can be made.



How Are Requisitions 
Approved?

• Release strategies are defined in SAP

• When a requisition meets with parameters
defined in a release strategy, the requisition is
held from further processing until released.

Presenter
Presentation Notes
The release status will always be on the line item level of the requisition, displayed on the tab marked Release Strategy.In this example, this requisition has yet to be approved.  Only one person needs to approve this requisition.  Notice the yellow triangle in the status and the release indicator (blocked).If someone should call, asking why a requisition has not yet been processed, check this area of the requisition to see if it’s been released yet.  If it’s not released, contact the responsible individual to get it released.With workflow activated for the release request, the approver will see this item in their SAP inbox, indicating they need to approve.Without workflow, the user can generate a report, seeing all the requisitions that are available for their approval.



How is the Release Report 
Generated?

Using the menu path:
Logistics -> Materials Management -> Purchasing 
-> Purchase Requisition -> Release -> Collective 
Release

-OR-

Use transaction
ME55

Presenter
Presentation Notes
This report will generate the list of requisitions for which the approver is responsible.Release can be performed from this report; else the user can also go to ME54N to release a specific requisition, upon request.Only that individual with authorization can approve a requisition – there is no workaround that does not involve requesting the authorization for the approval (submit a footprint to request a substitute, in the absence of the approver).



Sample Output of ME55 [1]

Presenter
Presentation Notes
The approver enters the release code and group for which they are responsible.  Both fields are mandatory.To prevent multiple re-entry, a variant can be created to facilitate the selection procedure.



Sample Output of ME55 [2]

Presenter
Presentation Notes
This report displays the list of available requisitions for approval.  Since approval is at the line-item level, the individual lines must be released.The approver can double-click on the requisition from this report to display the particulars of the line item.If the approver wishes to permit the purchase, simply click on the gray box to the left of the line item (encircled) and press Save.



Approved Requisition [1]
This requisition item is now approved.

Presenter
Presentation Notes
Notice the change in the status of the line item.On the requisition, the line item will now have a green check.



Approved Requisition [2]
Notice the change in release indicator and 
status on the actual requisition.

Presenter
Presentation Notes
Where, before, the requisition was blocked and not yet released, it is now released and available for conversion to a purchase order.If approvers are not using workflow, they need to check ME55 on a daily basis to ensure quick turn-around of purchase requisitions.No notification is sent to the requisitioner upon approval of the document.  The user must check the requisition report (ME5A), using his/her userid.  Enter the requisition number and check the column marked R on the display for an X (blocked) or a 2 (released).



What if the Wrong 
Requisition is Approved?

The approver can correct a mis-released 
requisition by going to ME54N, entering the 
requisition number, opening the line item(s), and 
cancelling the release.

Presenter
Presentation Notes
Click on the encircled icon, which will reverse the approval.Save the document.



How Is An Approval Refused?
The approver must go to ME54N, enter the 
requisition number and for each relevant line 
item reject the release.

Before:

After:

Presenter
Presentation Notes
The reviewer can refuse to approve a requisition by rejecting the release.The reviewer should communicate the rejection by e-mail to the owner of the requisition, explaining the reason for the rejection.   The document may be re-submitted, if necessary.
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