Create, Change, and Display a Requisition via ESS

1. Logon to the Portal website: https://portal.passhe.edu
2. Click on the “Materials Management” tab as shown below:

Welcome Tonya Hager Pennsylvania State
Home Employee Self-Service SAS Internal Tools Materials Management
Information

Note: The portal screen above will vary user to user based on SAP/Portal authorizations. If you do not have the
“Materials Management” tab contact your purchasing department.

3. Click on “Purchase Requisition” links as shown below and proceed:

I Home Employee Self-Service SAS Internal Tools Materials Manac
- Co fareho e Reservatio
Welcome Tonya Hager Pe n n Syl Va n l a ce Warehouse Reservation
Overview
i b |
Detailed Mavigation Purchase Requisition
Home Employee Self-Service SAS Internal Tools Materials . Overview —
P A I Purchase Requisition I
= Purchase Requisition

Warehouse Reservation

| Purch T z
Welcome urchase Ruxslmon . Approve Purchase Regu This_jhge allows you to cre:

Welcome W

Notes:
¢ Attachmentscanbeaddedincreate/change. Ifincreate,youmustsavetherequisitionfirstandthen
select a line to get the attachment tab to appear.
¢ Once saved on the portal, the requisition is immediately created in SAP.
e The portal uses the same security roles assigned in SAP.

¢ Whencreatinganewrequisition, youwillnotseetherelease strategytab (ifapplicable) untilyousavethe
line.

o Foramultiple line requisition, select the appropriate line to the see the line item details.

4. Click on “Create New Requisition”:

H Purchase Requisition

This page allows you to oreate new reguisitions in SAP. This page will also allow you to change or display existing reguisitions. This is an
alternative to transactions MES1N, MESZN, and MES2N.

Select an option and click "Continue.

Create Mew Reguisition

.

Copy an Existing Requisition
Change an Exisiting Requisition

Display an Existing Reguisition

Continue I’


https://portal.passhe.edu/

5. Click on “General” tab to enter Purchasing Group and Basic Order Info :

Line Details

Account Assignment

Texts

Delivery Address =1
Purchasing Group: 453 — Tammy Moyer ﬂ
Material (Warehouse Only): ﬂ
Short Test: Item: 8678 Pentel Blue Pen
Msaterial Group: 00148 |[J| OFFICE SUPPLIES
Quantity: 2| |Each (EA) ﬂ Requisitioner: T.Moyer
Unit Price: 2007 1| Each (EA) Tracking Mumber:
Delivery Date: 7iatzoiz  |E|
Desired Vendar: {lozeas7 3|
Wendor Listing [ZM08)
Goods Receipt
Invoice Receipt
[[] GR Non-val.
Save ltem || Cancel ltem
H “ . ” .
6. Click on “Account Assignment” tab to enter GLA & Cost Center:
Line Short Text Delivery Date Quantity Unit Price Line Total

Add New Line

Line Details

General | ] |

Account Assignment Texts Delivery Address |

Repeat On
Acct. Assign. Cat. K — Caost Center ﬂ Distribution: Single Account Assignment j
Unlgading Point: 2238 Stratton Admin Recipient: :
GIL Account: e20100 |7
Cost Center: 453000000d |
Fund:
Funds Center:

Functional Area:

Earmarked Funds:

Save ltem | Cancel ltem

Click on “Text” tab to enter additional info to be printed on Purchase Order:

Requisition ltems

Line Short Text Delivery Date  Quantity Unit Price Line Total

Add New Line

Line Details

General Account Assignment Texts

Delivery Address =1
«|  finformation that will not fit on short text but needs to be printed on Furchase Oroeq
ltem Note
Delivery Text -

Save ltem | Cancel ltem

When finished with first line item click Save Iltem




Purchase Reg #
{Assigned by SAP):

Header Mote:

Requisition ltems

Line Short Text Delivery Date  Quantity Unit Price Line Total
1 ltemn: 5878 Pente| Blue Pen T/31/2012 2 EA 30.20 /1 50.40

Add Mew Line

Save Purchase Requistion || Hold Requisition |

8. To Save Purchase Requisition cIick@re, your purchase requisition # will appear at bottom of screen and
in the yellow box at the top:

Purchase Req # 0010285195
{Assigned by SAF):

Hesder Note:

Requisition ltems

Line Short Text Delivery Date  Quantity Unit Price Line Total
1 Iltem: 5687% Pentel Blue Pen TI31/2012 2 EA $0.20 /1 s0.40

Add New Line

{é Can delivery date be met?

@ Purchase Requisition 0010382198 has been successfully oeated. If you wish to change this requisition you may do so now or exit the
system.

Save Purchase Requistion I

9. Ifyouwould like to add an attachment, select line item 1....

Requisition items

Line Short Text Delivery Date  Quantity Unit Price Line Total
1 Item: 123 Pentel Blue Pen 73172012 1 EA $0.20/1 $0.20
Add New Line
m Account Assignment Texts Release and Status Delivery Addeess Attachments _g_l
Purchasing Group 453 . Tammy Moyer ﬂ

Material (Warehouse Cnly)



10. An “Attachment” tab will appear:

=]

General Account Assignment Texts Release and Status Delivery Address

The are no documents attached to this requisition.

Attach New Document

Copy Line to New Line | | Edit Selected Item | Delete Selected Item

11. Display Requisition:

Purchase Requisition

This page sllows you to ocreate new requisitions in SAP. This page will also allow you to change or display existing requisitions. This is an
slternative to transactions MES1N, MES2N, and MES2ZN.

Select an option and clic

(" Create Mew Requisition

(" Copy an Existing Reguisition

(" Change an Exisiting Requisiticn
(e Display an Existing Requisition;

Purchase Req # ]l

Continue II

12. Searching for a purchase requisition you created:
Purchase Requisition

This page sllows you to oreate new reguisitions in SAP. This page will also allow you to change or display existing reguisitions. This is an
alternative to transactions MES1N, MES2N, and MES2N.

Select an option and

Existing Purchase Requisition Search

(" Create Mew Reqguisition
¢ Copy an Existing Requisition Enter the dste or dste range the requisition was oreated, then click the "Search™ button.
(" Change an Exisiting Requisiticn

Creaticn Date: 06/20/2012 [ to [07/25/2012[F

(# Display an Existing Requisition
Created By (SAF ID):

Furchase Req #: m
Search

Continue II
Close Window




13. Click on the purchase requisition you are looking for:

Purchase Requisition

Existing Purchase Requisition Search
his page allows you to oreate new requisitions in SAF. This page will alsc al| Enter the date or date range the requisition was oreated, then click the “Search” button.
lternative to transactions MES1N, MES2ZN, and MES3N

Creation Date: eze2012 |0 to (7242012 [

(" Creste Mew Regquisition

(" Copy an Existing Requisition
¢ Change an Exisiting Requisition

(¢ Display an Existing Requisition PR Humber Line Description Created Created By Vendor
[ ootozzevoz 00002 2012 Annusl Membership dues forthe  7/5/2012  45TMOYER  ALBRIGHT COLLEGE
Purchase Req & 5l J 0010381207 00003 Travel for German Consortium 7122012 45TMOYER BLOOMSBURG UNIVERSITY
| ootozse1za 00002 VLA Design and Web Frem 6 License /2712012 45TMOYER DELL MARKETING LF
[ Continue [ J 0010388564 00001 2012 Annual Membership dues for the  7/18/2012 45TMOYER ALBRIGHT COLLEGE
J 0010388565 00001 Catering - Test 1 7/19/2012 45TMOYER ARAMARK
| ootoassise 00001 item: 5678 Pentel Blus Fen 7/24/2012  45TMOYER OFFICEMAX

Select Purchase Reguisition

Close Window

14. This will add the purchase requisition # to search field, click “Continue”™

Select an option and click

Create Mew Requisition

Copy an Existing Requisition

Change an Exisiting Requisiticn
‘a Display an Existing Reguisiticn

Furchase Reqg # 0010338702

Continue I!

15. The purchase requisition is displayed, you can edit, copy, print your purchase requisition.

Purchase Req # 00102268702 Edit Purchase Requisition
{Assigned by SAP)

Header Note:

Requisition ltems

Line Short Text Delivery Date Quantity  Unit Price Line Total
|_ 1 Annual Membership dues for the "Center 5/10/2011 1 LOT 3175.00/1 $175.00
2 2012 Annual Membership dues for the Ti2Z22012 1 LOT S175.00/1 5175.00

Total Purchase Requisition Price: §350.00

ContactInfo: Mary Vink @ 34904 — Pcard
Angela Jackson @34831 Commodities/Catering



