Procurement

Chapter 7 Procurement

z Introduction:

Procurement actions will be initiated by both the Procurement Office/Business Office and
the Facility/Site. There are now several different document types used to procure goods
and services. They are:

Document Type: Used for:
Outline Agreement (MK/WK) “Blanket Purchase Agreements”
Orders Against BPAs (BP) Deliveries/Orders against BPAs

Purchase Order under $25K (PU)  Purchase Orders with totals under $25K
Purchase Order over $25K (PO) Purchase Orders with totals over $25K

Request for Quotations (AN) Request for Quotations (RFQs)
Consignment Orders (CO) Consignment Tickets
NAF Credit Card Orders (CR) Purchases of Articles with NAF Credit Card

Below, we will discuss the usage of these Document types in detail.

Outline Agreements (Document Types MK and WK)

These document types will be used to create Blanket Purchase Agreements. These
documents will represent the contracts to procure goods/services on a routine basis.
These documents will be created by the Central Procurement/Business Office and will
contain all articles (resale/retail inventory items) that are procured on a regular or routine
basis. Outline agreements can be created with either a target quantity (Document type
MK) or a target value (document type WK). These target quantity/value amounts (by
article) can be exceeded and represent a “target” or estimate only. These targets can be
used for analysis purposes and/or to monitor expenditures. Outline Agreements normally
will be created at the beginning of the Fiscal Year (following exactly the same policy
direction as BPAs). Facilities/Sites will request Outline Agreements (providing
information for each vendor, the articles and the pricing).

Several very important items to remember. Multiple Outline Agreements can be created
for the same vendor. If the Outline Agreement is to include many line items (e.g. the
Outline Agreement for the F&B vendor, Sysco), consider organizing the line items by
food type (i.e. Frozen, Chill, Dry, etc.). This will allow for easier usage/review when
creating orders against the Outline Agreement. Outline Agreements should be created so
that they are “all-inclusive” and include all line items to be procured from a given vendor.
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Orders Against Outline Agreements/Blanket Purchase Agreements (Document Type
BP)

Orders/Deliveries against the Outline Agreements/BPAs will be initiated using this
document type. This document is simply a purchase order created “with reference” to
existing Outline Agreements. By referring to an existing Outline Agreement, the user
can easily select from the multiple line items included on the “all-inclusive” Outline
Agreement. Facility/Site personnel will initiate (create) these orders against the Outline
Agreements. These orders will replace what we have commonly referred to as BPA
“calls.”

Phone calls can no longer be made to vendors to order against an Outline
Agreement/BPA. Instead, an purchase order (BP Document Type) must be created for
the actual items that need to be ordered. No release strategies (or authorization
requirements) are required for these BP type documents. In other words, orders will now
be created in the AIMS system and will be directly faxed to the vendor (when fax
numbers are provided). The purchase orders MUST be created in the AIMS system for
the Inventory Management System to function properly. As goods are received (articles/
inventory items), article balances are increased for the quantity received. Conversely, as
articles are sold or used, article balances are depleted for the quantity used or sold. These
daily increases/decreases of inventory balances are referred to as a Perpetual Inventory
Process and this process allows the opportunity to post Cost Of Goods Sold/Expenses on
a daily (as used) basis.

Creating Purchasing Documents

With the exception of creating RFQs and Blanket Purchasing Agreements, all other
purchasing documents are created using the same transaction code (ME21) or following
the same menu path. Only the items that are noted below in the “Special Procedure”
column set the creation of the document apart from the rest. The system treats these
documents differently based on the document type (behind the scenes to the user) and
numbers them using a different number range.

Task Document Special Procedure Number Range
Type

Create delivery BP “hit” REF to Contract to S5XXXXXXXX
against BPA refer existing BPA

agreement. It will “pop” up

automatically!
Create purchase PU Release Strategies apply 65XXXXXXXX
order under $25K after creating!
Create purchase PO Release Strategies apply 66XXXXXXXX
order over $25K after creating!
Credit Card CR Must select “partner” 64XXXXXXXX
Purchase of (Citibank) prior to saving
Inventory Items document.
Create Consignment | CO Put “c” in Item Category. 69XXXXXXXX
Ticket Order
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Purchase Orders Under $25,000 (Document Type PU)

These Purchase Order types may be used to procure articles(inventory items), assets,
services and any other item. These document types will be used by both the Central
Procurement Office and the Facility/Site staff. This type of document has a release
strategy and require authorization(s) (as determined by local policy). For example, a
Purchase Order (PO) is initiated, the PO is then available for review and further “release”
by the Division Manager (or whomever is identified as the individual/position of
authorization). Based on local requirements (and similar to the existing “purchase
requisition” process, a PO may require several “release” steps). The final step in the
process will always be the Central Procurement Office where a final review and the
signature of the Contracting Officer (Warrant holder) will be affixed to the document.
Then and only then will the actual Purchase Order be executed, printed and faxed directly
to the vendor.

Purchase Orders Over $25,000 (Document Type PO)

These Purchase Order types may be used to procure articles(inventory items), assets,
services and any other item. These document types will be used by both the Central
Procurement Office and the Facility/Site staff. This type of document has a release
strategy and require authorization(s) (as determined by local policy). For example, a
Purchase Order (PO) is initiated, the PO is then available for review and further “release”
by the Division Manager (or whomever is identified as the individual/position of
authorization). Based on local requirements (and similar to the existing “purchase
requisition” process, a PO may require several “release” steps). The Purchase Order
Over $25,000 may have additional “release” or authorization steps based on local policy.
The final step in the process will always be the Central Procurement Office where a final
review and the signature of the Contracting Officer (Warrant holder) will be affixed to
the document. Then and only then will the actual Purchase Order be executed, printed
and faxed directly to the vendor. Note: The actual printed document appears slightly
different from that of the “under $25,000” document.

Request for Quotations (Document Type AN)

The documents of this type are created when it is necessary to solicit quotations for
goods/services from several vendors. These documents may be printed and submitted
directly to the vendors for their responses. Resulting quotations can be entered into the
AIMS system and comparisons can be performed and saved for audit purposes. These
documents will be used by both the Central Procurement Office and the Facility/Site
staff.

Consignment Orders (Document Type CO)

The document will be used to place and/or record an order for consignment tickets.
Consignment agreement (standard contract format as provided by Pers 656) should be in
place prior to placing any order for tickets. These agreements serve as the official
contractual agreement with the vendor. This document has no release strategies and will
be printed immediately upon creating and saving the document.
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NAF Credit Card Order (Document Type CR)

Efforts should be made to curtail the use of the NAF Credit Card for the procurement of
inventory or resale items. In cases where the supplier of the goods required accepts only
credit cards as the form of payment (e.g., Navy Exchange, DECA Commissary, etc.), this
document should be used to ensure that the record of inventory articles (items) is updated
for the quantities procured. Failure to follow up and correctly document the usage of the
credit card for the procurement of resale/inventory articles will result in possible negative
stock values, incorrect inventory balances, faulty moving average values, etc.

When it is absolutely necessary to use the NAF Credit Card, it is critical that the
purchasing document be prepared using the vendor that actually supplied the articles,
with the “alternate” vendor for invoicing (this is referred to as the “Partner” function
within SAP). In these circumstances, as noted above, the document must be prepared
“after the fact”, in other words, after the “buy” has already been made. After all the
articles are entered on the purchasing document and prior to saving, the “partner” vendor,
in this case, “CITIBANK”, will be selected for invoicing!

NOTE: Procurement of non-inventory/non-resale items using the NAF Credit Card
should follow the normal procedure with documentation made using the Purchasing Log.
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Z Create RFQ (Requests for Quotes)

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > RFQ > CREATE

Transaction code: MEA41

e A Request For Quotation (RFQ) must be performed for ANY purchase over $10K
(Exceptions to this policy are orders against AFNAFPO and GSA contracts). RFQs
can be verbal, however, with advance planning, creating three documented RFQs and
submitting them to vendors provides a clearly supported audit trail.

e It is possible to create RFQ documents for submission to vendors. These quotation
documents can be faxed or mailed to the vendors who wish to supply quotes.
Resulting quotations are maintained in the AIMS system and are used to prepare a
comparison report. This comparison will aid in making the best possible business
decision and will provide an audit trail for RFQs. A follow-on process can take place
whereby a RFQ can be referenced (or adopted) to a Purchase Order or Contract for
the actual award and signature.

SAP provides the capability of creating and issuing single or multiple item Requests for
Quotes (RFQ’s). Options include the ability to insert standard clauses and other stored
text. Vendors must have master records created or be categorized as “one-time” vendors.

The initial screen appears below:

™ Cieate RFQ : Initial Screen M= ES
BFO  Edit Header [tem Epviionment Spstem  Help -

G  CFeece 2ue anas @30 @

A2 3 [ [QRef toPReq [ Ref tooutl agresment

RFC type

Language kep
RF0 date 12/15/20008
Quotation deadline 12/731/2000
RFO

1] izational data

Purch. organization 2080

EH

Purchasing group 18

Default data for items

Item category

=11

1/31/2001

Site aag
Storage location [:]515) ﬂ

Merchandise category

Delivery date T

EH

Req. tracking number
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The collective number in the header screen of the RFQ is an important method to link the
copies of the RFQ issued to different vendors. SAP treats each issuance to a different
vendor as a separate RFQ document and this collective number can be used as a “search
help” (match code) and to provide comparison reporting.

Input/Required Fields Field Value / Comments
RFQ Type Default is “AN” for standard RFQ
Language Default is “EN” for English
RFQ Date Default is the creation date.
Quotation Deadline Must be prior to required delivery date

specified

Purchasing Org Enter Purchasing Organization identifier
Purchasing group Enter Purchasing group (buyer) number

While most of the required header information in the RFQ will be defaulted based on the
information on the initial screen as shown above, you might wish to check the Header

information to verify the info. Click on the @ icon to see the following screen:

reate HFQ - Header Data
BFO Edit Header Item Enwironment System  Help

@ || N e 2HE anaa PR @
lezaero
RFO I Company code |1 B34 Purchasing group 188
RFQ type IHH Purch. organization |2 515 1i]
Wendar I
Administrative fields
RFL date |ﬂ1l18/2ﬂﬂ1 Call. r. IHHS.BIH
[Huot dead. 8173172881
W alidity start I Walidity end I Applic. by
Bindg. per. I?
Reference data
Your reference Reference no.
Fequis. officer Telephone

As you can see, there are a number of fields where you, as a user, may enter additional
information if you require it.

On the screen “Create RFQ: Item Overview”, you must enter information in the fields as
specified in the table below.
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™ Create RFA : Item Overview [_[=]x]
-

RFQ Edit Header [tem Ensironment System Help

Gl = CFlol¢eae Uk anon IR @

EERLODOEIGADESRZEGES

RFO RFO type [an— AFC) date 1271572000
WYendar l— Quot.dead. lm
RFO items
Item 1] dticle Shart text RFQ quantity |DU Deliv. date Artl group Site | SLoc| D | Texl i
18 000A0000PBBBABT AP TOOTHRPASTE 1,800EA D|81/31/2001 40106702 0001|6061 el
28 000A0000POBBOAT1128|BACON 9,800 CAS D/ B1/31/2001 hl32[11 82  +)81/8861 —
38 D/ B1/31/20Mm a861/88m
48 D B1/31/2881 aae1/ 8881
58 D B1/31/2881 aae1/ 8881
68 D B1/31/2881 aae1/ 8881
7a D 81/31/72881 ae61|aae1
80 D 81/31/72881 0061 0861
99 D 81/31/72881 0061 0861
108 D 81/31/72881 0061 0861
118 D 81/31/72881 0061 0861
128 D 81/31/72881 6061 8861
138 D 81/31/72881 6061 8861
Field Name Description R/O/C User Action/Values Comments
Item Category | Determines if O Enter or select from
standard table. Default is blank —
purchase or other a standard purchase
such as a 3™ Leave blank
party order, etc.

Article Article Number R If processing an article, | All stock
enter article number or | articles must
use the possible entries | have article
dropdown to select numbers

Short Text Short description N/A | Defaults for the article

or Article master, if processing a
text article, type text
here.
RFQ Quantity | Quantity of R Must be numeric
Article requested
for quotation
Delivery Date | Date required if R Must be in correct date
order is placed format
Article group | Group of Articles | N/A | Defaults in from the
in which this Article Master
article belongs
Site Site where the O Enter or select site Site may be
article is required from table left blank if a
system wide
requirement
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Sloc Storage Location O Enter or select Storage | Strictly
where the article location from the table | optional.
will be delivered SLOC may be
and stored if entered later
ordered at the time of
PO creation.

.. . . . ) . [
If additional details are required for any item, select the item and then click on the
details button.

To proceed to the screen that will specify the vendors invited to quote, click on the -
Icon to enter the address information.

| |FoBOx 37045
JACKSONVILLE 32236-7 6845
- Bl

The only required field is the Vendor number field and it must exist in the vendor master
file.

In the example above, the vendor, SYSCO GULFATLANTIC FOOD SERVICES exists
in the master data.

Save the RFQ (Select the Save icon or press F-11). This will refresh the Create RFQ:
Vendor Address screen to allow creation of the same RFQ data to a new vendor by
following the steps outlined above. The system will display the message below:

HFL created under the number
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After the document has been saved, the “vendor address” screen will reappear

You may verify any information regarding the RFQ by using the Transaction Code ME43
— Display a RFQ.
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z Change Request for Quotation

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > RFQ > CHANGE

Transaction code: ME42

® SAP Easy Access SAP R/3 System
Menu Edit Favortes Extraz  Svstem Help

&l B BRCARERT s R el i lalle)
lGElsas 2|~ -
¢ [ Favarites =
=53 SAP standard menu
----- (13 Office
B 3 Logistics
= 3 Retailing

) ME43 - Display
....... @ FE 44 - Maintain supplement
v @ tE 45 - Release

I e N YT

This process becomes important when a RFQ needs changing or additional items need to
be added. The following screen appears when the Transaction code is entered or the

menu path followed.

™ Change BRFA : Initial Screen

BFQ Edt Header ltem Enwvironment System Help

|G| JWece LK anaa AR @
l2a

RFO [ss00000083 ﬂ
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You may enter the RFQ number or use the drop-down arrow to choose a particular RFQ.

Click the green check mark

to Enter.

Screen: Change RFQ: Item Overview

™ Change RFQ : Item Overview == E
BFO Edt Header ltem Epvionment System Help L
g DR cee tHE anon BE| @
ERELDOEZIGALEEZGEE S
AFQ [5680888883 RFd yps [an— RFOdst=  [81/715/2001
Vendor [so0BBRNBZS SYSCO GULFATLANTIC FOOD SERVICES ustdead  [Pa/2e/2007 8|
RFQ items
Itemn 1| Article Short test RFO quantity | ou Deliv. date Artl group Site | Sloc| D | Tex ﬁ
1 10840812 P.ODYSSEY ORG. PTR 1[1[1|EFI D 85/01/2001 4810361 0481 08M Z
2 1004613 PPING &LLY PTR 2[10|Eﬂ D 85/81/208061 4810361 6861 bOA1 —
3 1884611 PLCALWSY ODW'ST, WHT HOT 20668)EA D|B5/781/2061 4818361 6061 6861
L BIG C&RT TO CARRY STUFF 1|EA |D/B5/01/208011 6881 oae @
5 D 85/81/2061 108006060 6861 AAA1
L] D 85/01/2061 100000000 6901 0O
7 D 65/81/20061 100000000 6861 bAA1
8 D 85/81/20861 10000600600 6861 BAA1
9 D 85/81/2061 100000000 6961 0661
_1[| A D 85/81/2061 108006060 6861 AAA1

From this screen, you will be able to make changes, add additional items, change the

required delivery dates, etc. In our example, we have decided that we require a quotation
for two of the “Big Carts To Carry Stuft” rather than just one. WE make the change as
shown on the following screen.

™ Change BFQ : Item Overview

BFQ Edt Header Item Epvironment System  Help

@ |

D0 e 2HE NN on | BER @

EEELDOIEdBARDEBEREE

AFO [5608880063 FFO e [an— RFOdate  [01715/2001

Vendor [4006008025 Sv5SCO GULFATLANTIC FODD SERVICES Quotdead.  |0372872081

RFQ items
Item 1} Article Short text RFO guantity | au Deliv. date Al group Site | SLac Texl
1 10084612 P.ODYSSEY ORG. PTR 100EA D|05/01/2001 4010301 | 0001 0001
2 10084613 F.PING ALLY PTR 200EA |D/05/01/20014010301 | 0001|0001
3 1004011 F.CALWY ODYSY, WHT HOT 200[EA |D|05/01/2001|4010301 |0001|0061
u BIG CART TO CARRY STUFF 2|En [p|e5/01/2001/1000000000001/0001 | 5|
| = NIAC 7R4 72114 ﬂnﬂﬂﬂﬂﬂﬂlﬂﬂﬂ" ARR4

As you can see, the RFQ quantity for the carts is now 2. The following table explains
which fields may or may not be changed in this screen.

Vil-11
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Field Description R/O/C | User Action Comments
I [tem category — O Enter or select | Adding new items only
determines if from table.
standard Default is blank
purchase or other for a standard
type purchase order
Article Article Number R Not changeable | Note: The article
number for an existing
number may not be
changed. The item may
be deleted only. (Use
Edit > Delete)
Short Text Short description O Defaulted from | May be added to or
of the article the article changed for RFQ
master record purposes.
RFQ Quantity of 0) Must be
Quantity articles requested numeric
for quotation
Order Unit Specifies the unit R Enter order Search Help (F4)
in which the unit. Value may | functionality can be
article is to be default from the | used to find the
ordered article master appropriate UoM.
Delivery Date | Date required, if R | Mustbe inthe | Can use (F4) to pull up
ordered correct date a calendar help box.
form
Merchandise | Merchandise N/A | Defaults from
Category Category where the article
this article master
belongs
Site Site where the O Enter or select | New Items Only
article will be site from table
delivered and
stored
SLOC Storage Location O Select from New Items Only

table or enter

If you wish to enter or change additional data at the header level (for all items), click on

the Details icon (the hat symbol)

If you wish to change any details in the Vendor Address screen, click on the vendor

address icon
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™ Change RFA : Yendor Address

BFO Edit Header Item Enwvironment System  Help

=2 FReca2niE anan A0 @
|2a
RFQ |56 apaeeon3 Company code 1834 Purch. graup 188
RFQ date |B1 F15/28m1 RFQ type IHN Purchasing org. |2 aaa
endar IIIBBBBBBBZE]
Hame
Title [
Mame ISYSCD GULFATLAMTIC FOOD SERVICES
|
Search terms
Search tem 1/2 [FaB
Street address
House ro. /strest | PO BOx 37045
City/Rgn/PHCd [JacKsOMvILLE [FL |32236-78u5
Country IUS LIS, Flanida
Time zohe EST Jurisdict. code
PO box address
FO Box I
Foztal Code I
Company poztal code I
Communication
Language I Englizh j Other communicatiar...
Telephone [(984) 786-2600 - -
Fan [(984) 695-8144 - —
E-mail | =
Standard comm.type I j

u
Save the RFQ changes by clicking on the Save icon (or pressing the F11 key). The
system then returns to the Change RFQ: Initial Screen to allow selection of another RFQ

document.

The system will also display the message as shown below.

VII-13
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Information I

1)

Req. for Quatation 5E00000003 changed

d ak, Help

Note: If changes were made and an attempt to exit without saving is tried, the system will
return a pop-up window asking for verification of whether the changes should be saved
prior to exiting. Click on the “Yes” or “No” button to proceed.

Return to the main Purchasing menu by selecting the Yellow up-arrow, , Or use
Shift+F3.

Version 3 — March 2001 Vil-14



Procurement

z Display Request for Quotation (RFQ)

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > RFQ > DISPLAY

Transaction code: ME43

A need arises to display or view an existing request for quotation (RFQ). Changes
CANNOT be made using this transaction. If changes are required , transaction ME42 can
be used. Only one RFQ can be viewed at a time using this transaction. However, list
display transactions (ME4B, ME4L) can be used to view multiple RFQ documents.

Use the menu path or the transaction code to access the initial screen.

Display RFQ: Initial screen

= Dizplay BFQ : Initial Screen

BFE  Edit Header ltem Enwvironment Sopstemn  Help
&l IRCcee SR anaaFE @
|l2a

RFO [F600000003 %|

@

Click on the Enter button

™ Display RFQ : Item Overview M= ES
BFQ Edit Header ltem Enviionment System Help L}

@  FBeca@tue onnhonBER@
EERZAGACEERZR D%

RFO [s600080003 FFO tpe Jan— RFOdatz  [01/15/2001

Vendor [veBBBBRO2S 5vSC0 GULFATLANTIC FODD SERVICES Huctdead.  [B3728/2001

AFC) items
ltem | 1| Article Short text FFQ quantity I OUr 0 Deliv. date Artl group Site | SLoc| D | Text T
1 1004012 P.ODYSSEY ORG. PTR 100[EA D|05/01/2001 4010301 |0001/0061 ]
2 1004013 P.PING ALLY PTR 200/ D|05/01/2001 4010301 |0001/0061 -
3 1884811 P.CALWY DDYSY, WHT HOT 288EA |D/05/01/2001 4616381 |0081/ 0861
4 BIE CART T0 CARRY STUFF 2|En |D|85/01/2801180000806 80018081 | 55
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More detailed information can be viewed by clicking on any one of the following toolbar

icons.

Button Name

Information Returned

Header details (F6)

Administrative field vales and Reference
data

Vendor address (F7)

Vendor name, address, search items,
communication data, etc.

Partners (Ctrl-Shift-F5)

Partner Schema (if applicable)

Release Strategy(Ctrl-Shift-F6)

Release Procedure Information (if
applicable)

Messages (Shift-F1)

Printing information

Item details (F2)

Line item specific data (select line on the
RFQ and then click on the icon)

For example: Header data needs to be displayed. The user may use the menu path

Header > Details or simply clicking on the Hat Icon = . On the Display RFQ: Header
Data screen, the following data will be displayed.

™ Display AFQ : Header Data BEE
RFQ Edit Header [tem Ensironment System Help -
g FHecaafHE anan AR @
AF @B A0
RFd 5608008803  Compary code 1034 Purchiasing group 100
RFO type AH Purch. arganization I2BBB
Wendor LBBABAAB2S  SYSCO GULFATLANTIC FOOD SERVICES
Admi ive fields
RFO date 81/15/28m1 Call. no. AHS . @881
Quot. dead. 83/28/260M1
Walidity start 01/1572001  Validity end 03728/2001 Applic. by B2/28/2001
Bindg per. a5/81/2881
Ref data
“our reference YR Reference no. I
Requis. officer RO Telephone IPHDNE
To return to the main AIMS Easy Access menu, click on the yellow exit up arrow or
use Shift+F3.
Version 3 — March 2001 VII-16




Procurement

z Maintain Quotation

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > QUOTATION > MAINTAIN

Transaction code: ME47
In Purchasing, the RFQ and the quotation form a single document. Prices and conditions
quoted by vendors are entered in the original RFQ document to keep the system up to

date.

Here is the initial screen:

™ M aintain Quotation : Initial Screen

Cluotation Edit Header [tem Environment  System  Help

&l IRCee CHE anaa A @
|2a

RFO |ﬁunnnnnnua ﬂ

We have entered the RFQ number 6000000003 to modify some of the details on this
document to maintain the system and the validity of the data.

&

Press the Green checkmark Enter key.

The Maintain Quotation: Item Overview screen appears:

Quotation Edt Header ltem Enwionment Sustem Help -

e | e ecaee DME aooan | @BE @
BEoBpoDoeawo B nZ S M
a [6006060608 AFQ toe [l a 270772008
vvvvvv [FOGBB60B2E SYSCO SULFATLANTIC FOOD SERWVIC [273172000
Quotation it 6
P T ) T LT s L P oI
uuuuuuuuuuuuuuuuuu s M =
=
N |
@ Fo
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You will note that there is no net price in this quotation yet. We will change this field to
reflect the net price of 1.93 as shown in the screen below.

Maintain Quotation : Item Overview

Quotation Edit Header [tem Enwironment System  Help

gl TFlolcee LBy annd B3R @
EERNIEGIAGCEEER DI

RF0Q Iﬁﬂﬂﬂﬂﬂﬂﬂﬂ3 RFQ type AN RFQ date |12/B7f2|]ﬂﬂ

WYendor Illﬂﬂﬂﬂﬂﬂl325 SYSCO GULFATLAMTIC FOOD SERMVIC Quot.dead. |1 2/31/2000

Quatation items
ltem | Adticle Short text FFQ quantity OUr 0 Deliv. date Met price Fer OPU Al group Site | SLoc| D ﬁ
18 0000060000008 097 TOOTH PASTE 18,000 EA |D|@1/31/72001 1.93 1 Lo16782 |B0O61 0001 Al

We can now save this modification to the RFQ and exit the area by using the Yellow Exit
button or Shift + F3.

z Display Quotation

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > QUOTATION > DISPLAY

Transaction code: ME48

There will be many instances where it is necessary to display a specific quotation. The
initial screen to appear is the “Display Quotation: Initial Screen”

™ Display Quotation : Initial Screen

Huatation  Edit Header ltem Environment Swstern  Help

@ || AW eae CHE anan AR @
L3
RFG [6000000004 2|

If the RFQ/Quotation number is not known, use the possible entries drop-down arrow to
choose the number. After execution, the following screen shows the report.
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™ Display Quotation : Item Overview BE e
Quotation Edit Header [tem Environment System  Help -
@l THece Ml anon RR @
EEREA&BSHZEEE
RFQ 6000000084 RFO type AN RFQ date 12/87 /20088
WYendar 40608AAA2S SYSCO GULFATLANTIC FOOD SERVIC Quot.dead. 12/31/2000
Quotation items
ltem | Article Shart text RFQ quantity ou Deliv. date Met price Per OPL Al group Site | Sloc Dﬁ
18 B00pOA0AAAAAAAT BT TOOTH PASTE 1,808 EA B1/31/2001 2.18 1EA 4618702 06618061 e
20 600pAA0AAAAREA1128 BACON 9,000 CAS D B1/31/20801 1.95 1/CAS 46281062 | BOA1| A061

You may use any of the icons shown to receive more detailed information regarding the

quotation.

BIR2RITiEFER SR

To receive the detailed information that you would like to see, use the following table as

a guide:
Button Name View
X
Header details &
= X
Vendor Address
X
Partners @
X
Messages =
= X
Item Details !
| X
Additional Details =
X
Pricing Conditions &
@ X
Text Overview | |
X
Delivery Address =
Release Documents X
Account Assignments X
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For example, in the event that Header data needs to be displayed, go to Header > Details

or click the Header icon & to see the following Display Only screen enabling all the
header details to be available.

™ Display Quotation : Header Data

Huotation Edit Header [temn Enwironment Swstem  Help

& || = e @O & @

A ih (2 =18 2

i E 68800680084 Company code 1834 Purchasing group 188
RFQ type AN Purch. organization 2088
Wendor 4LAAAAAAA2S  SYSCO GULFATLAWTIC FOOD SERYICES?

Administrative fields
RFO date ’m Itern interzal IT Coll. no. li
Language ﬁ Sub-itern inter. |1— (uat. dead. Im
Yalidity start [ Waldiyend [ ppic by [
li Bindg. per. li

Warranty

Terms of delivery and payment

Payment terms vaas Currency usp

Fayment in ’B_ Days ’m % Ewxch. rate IW [
Fayment in ’ﬂ_ Days ’m % Incoterms I_ |

FPayment in ’l]— Days net Targ. wal | a.8a

Reference data

Quotation date Quotation

Requiz. no. FIIN Mo, |
Fequiz. officer Telephane |

To exit from this process, press the Yellow “Exit” button or Shift + F3.
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z Display Price Comparison Listing

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > QUOTATION > PRICE COMPARISON

Transaction code: ME49

As a result of this process, you may compare the prices from all quotations received as a
result of a competitive bidding process using the price comparison list. The comparison
list ranks the quotations by item from lowest to highest price.

Price comparison can be executed by entering one or more of the following data points:
Quotation, Collective RFQ, Vendor or Article.

If possible, each quotation should have pricing data for the same item. Only then is the
correct interpretation of the mean and total values possible.

If quotations 1 and 2 have pricing data for item 1, but quotation 3 only has price
information for item 2, then the system does not have enough information to accurately
compare the prices of all three quotations.

™ Price Comparison List [_]=]
Program  Edit Goto  Spstem Help o]
3 — B@

&b E

Purchasing organization 2000

Quotation DL Ts 1) ta 65800068804 ¥ o

Collective RFQ to =

Wendor to o

Atticle [ to [ =

Compaiison values

Reference quotation

[T Mean value quotation
[ Minimurn value quatation

Percentage basis

E|_\

Max. no. quotations per page

Price computations
[T Include discounts
[T Include delivery costs

[" Determine effective price
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We have asked for the comparison of the bids numbered 6000000001 through
6000000004.

You may also filter the information using the following comparison values:

Reference Quotation: You can compare the quotations within the list with a sample
quotation. The system displays the percentage deviation between each quotation in the
list and the sample.

Mean/minimum value quotation: The price comparison list can also display a
“fictitious” quotation reflecting the average or minimum value of all quotations. Select
either the “Mean Value” or “Minimum Value” quotation field to chose the type of
fictitious quotation.

Percentage basis: The price comparison list displays the percentage of each item in
relation to the maximum, minimum, or average price. You may enter any of these three
to determine the display type. For example, If we entered the plus sign (+) in the
percentage basis field, we would see that in those items where we have multiple bids, the
highest value would be the one labeled 100% and the others would be lower percentages.
Here is a part of the listing using this scenario:

Article HMdse catgy Quot.: 6000000081 6000000084 60000800082 60000800003
Sh. text Bidder: 4000000825 4000860008825 4LA0080808827 40000800825
Qty. in base unit Hame : SYSCO GULFATLANTI [SYSCO GULFATLAMTI |PY¥A HONARCH SYSCO GULFATLANTI
Lea171888 Val.: 15,0080.88 25,0800.88
car Price: 15, 00806.088 25 ,800.808
1 ERA Rank: 1 68 % 2 188 %

As you can see, the bid for the car from PY A Monarch is the highest at 25,000.00 and is
labeled 100% and the bid from Sysco GulfAtlantic is 15,000.00 labeled 60%.

We can also use the other two percentage scenarios to determine the best way to purchase
and from which supplier.

Price Computations:
You may also add some additional price computations to determine which of the
following should be included in the determination of the comparison price.

e The Cash discount
e The Delivery Costs
e The Effective Price

You may then press the Execute button to see the following listing. (The example will
vary from the actual depending on the parameters that you set).

Version 3 — March 2001 VII-22



Procurement

List Edt Goto Enwironment Spstem  Help

Gl  FHoece DHE aoonn B3R @

€ 4 » Ml 7 Quotation & Aticle G Vendor  Additional info @

Article Mdse catgy Quot.: 668680080881 6008888084 6000888882 6080088883
Sh. text Bidder: L 5 4 5 4 7 4 5
Qty. in base unit Hame : SYSCD GULFATLANTI |SYSCO GULFATLANTI |PYA HMOMARCH SYSCD GULFATLANTI
4A8171800 Ual.: 15,0060.008 25 ,000.00
car Price: 15,888.88 25,000.88
1 En Rank: 1 7% 2 125 %
6008p00BEAAA0G01097 Val.: 2,1008.68
TOOTH PASTE Price: 2.18
1,888 EA Rank: 1 108 %
a00pOBBBANAOBA1027 Val.:
TOOTH PASTE Price: no price
18,0080 Ea Rank:
g00ppeBEHAA00A1128 Val.: 17,558.008
BACON Price: 6.18
188,088 LB Rank: 1 108 %
Total quot. Ual.: 15,0860.088 19,6508.088 25 ,86808.088
Rank: 1 38 % 2 58 % 3 63 %

You may then leave this area of the system using the Yellow Return key.

z Display RFQ’s by Mechandise Category

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > RFQ > LIST DISPLAYS > BY MERCHANDISE
CATEGORY (OR MATERIAL GROUP)

Transaction code:

ME4C

It may become necessary during an involved procurement process to check the status of
the RFQ’s by filtering by a number of different criteria. For example, we will
demonstrate how to display RFQ’s by merchandise category or material groups.

The initial screen allows a large number of filtering tools.
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™ Purchasing Documents per Merchandise Category

Frogram  Edit Goto  Sestem  Help

& || J8le@a@ ole anaa BA|@
“ B & )2 [ Chosss.

Merchahdize categary IW ta l— =3
Purchasing organization mﬂ to I— _ED
Without article number |_ -
Scope of list AMFR

Selection parameters r— to o
Document ype . ta r _'::)
Purchaszing group I_ ta I_ _'::)
Site l— ta l— _'::)
Item category I_ ta I_ _'::)
Delivery date I— to I— _ED
[eadline zubm. of quotations r— ta _'::)
Daocurment number —A tar —A _'::)
Wendor —A to —A _ED
Supplying site . ta r _'::)
Article A o K _'::)
Document date r to | _'::)
Intem. article no. [EANAUPE] & =
“Wendar's articls number to _':D
Wendor sub-range — ta [ _'::)
Promation ta _'::)
Seazon — to — _ED
Seazon year . ta . _'::)
Short ket -
‘Wendar name I

While most of these choices are optional, some are required. The most obvious is the
Merchandise category field that is our main search filter. This can be selected through
the use of a dropdown menu as well as the Purchasing organization that is also required.

After selecting you choice of sort or filtering options to narrow down your search, press
the Execute button.

The screen “Purchasing Documents by Merchandise Category” produces valuable
information.
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™ Purchasing Documents for Merchandise Category

List Edit Goto Environment  Sestern Help

& || =l o8 DHE ODLHO BB @
@ Changes Deliv. schedule Services

RF1Q) Type Uendor Hame SGp RFI date
Item Article Short text Mdse catgy
D I S Site Quot. date RFQ quantity Un  Quot.net price Curr. per Un
600080068683 AN 4000000025 SYSCO GULFATLANTIC FDOD SERVICES 100 12/07/2000
f0818 ARAAPAO0BAOAOA10897 TOODTH PRASTE 4o187 82
0001 12/31/2000 16,088 ERA
6000800884 AN 4000000025 SYSCO GULFATLANMTIC FOOD SERVICES 188 12/07/2000
G0818 0000RR00B006661897 TODTH PASTE La187 82
A 0001 12/31/2000 1,888 EA 2.18 USD 1 EA
60088868685 AN LA0BB0A0A2S SYSCO GULFATLANTIC FODOD SERUICES 188 12/12/20080
B0818 AE0OBBHO0BB0AA61897 TOOTH PASTE La187 82
8881 12/31/2000 18 EnR
60808800886 AN 4000800825 SYSCO GULFATLANTIC FOOD SERUVICES 188 12/15/720088
B0818 B0000A00BR00661897 TOOTH PASTE 49187 82
8061 12/31/2000 ¥1.667 CAS

e As you can see, this screen allows you to view: the RFQ number, vendor, article,
RFQ quantity, quotation net price, site and other items.

e Next, you may gather additional information by clicking on the line item number,
then pressing one of the toolbar icons: Magnifying Glass (Display Document),

Changes, Delivery Schedule or Services (if, it is a service item).

e In our example below, we clicked on the first item and then pressed the Magnifying

glass icon.
™ Display RFQ : Item Dverview [ =]
BFE Edt Header ltem Enwvironment System  Help
(] id Caa Do EE @
EEEREI@FLBEERZEE
RFil 6000008083 RFO type AN RFid date 127087 /2000
Wendor 4000008025 SvSCO GULFATLANTIC FOOD SERVICES Quot.dead. 12/731/2008
RFQ itemns
Item 1| Arlicle Short test FFE quantity OUr 0 Deliv. date Al group Site | Sloc| D | Text
|:|1l] 800PA0BAARAARA1 B9 TOOTH PASTE 108,880EA D|(B1/31/2001 4010702 00810061

This view shows the item overview for that particular line item.

To exit from this area, press the Yellow up-arrow or Shift + F3.
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z Display RFQ’s by Vendor

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > RFQ > LIST DISPLAYS > BY VENDOR

Transaction code: ME4L
It may become necessary during an involved procurement process to check the status of
the RFQ’s by filtering by a number of different criteria. For example, we will

demonstrate how to display RFQ’s by vendor.

The initial screen allows a large number of filtering tools.

Purchasing Documents per Vendor

Program  Edit Gato  System  Help -

& | H ea@ SHE anan BE|@

(B &% [E Choose

Wendar ﬂ to l—ﬂ L
Purchasing organization ,m ta l— ﬁ
Scope of list ANFR

Selection parameters to — =
Dacument type ,— [ ,— _ﬁ>
Purchasing group ,_ [ ,_ _ﬁ>
Site ,— ta ,— =]
llem calegory |— to |— =
Delivery date to =
Deadling subn. of quatations [ _ﬁ>
Document number A to A o
Article L] A _ﬁ)
Merchandise category to _¢>
Document date — to — _:>
Interr, articls e, [EANAIPE) o =
Wendar's article number ta ==
Wendar subrange [ ta [ _ﬁ)
Promation [ to [ _‘f;)
Season — w [ 3
Season year ,— ta ,— =)
Short text -
Wendoar name

None of the fields are required, except the scope of the report, ANFR. Also, it is
important that the user knows the Purchasing organization number, 2000 and if the user
wishes to filter by an individual vendor, this number also should be known.

After determining the filtering criteria, press the Execute button.
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™ Purchasing Documents per Yendor

List

Exit

@ |

Goto  Enwironment

~

System  Help

CEa@ CRE DL BE @
@ Changes Dreliv. schedule Services

You may exit this area by pressing the yellow up-arrow or Shift + F3.

RF1] Type UVendor
Item Article
DI S Site Quot. date

Hame
Short text
RFQ quantity Un

Quot.net price

5Gp RFQ date
Hdse catguy
Curr. per Un

6000006080 AN 4800800025
aga1a
a1 12/15/2000
G000AREAA1 AN  4ARBABAAZS

gaa1a

A 8881 127157208840
68000060082 AN LB0B060a025
00818 AOBEROA0BBABAR1 897

gae1 12731728008
6800080084 AN L4A000808825
G8818 B00B0B000B0A0G61097

A 88681 12731720080
G8820 B00000000B0O0G1128

A 8881 1273172080
In stockkeeping unit
6800000005 AN L4A0000080825
G8818 B00B0B000B0A0G61097

gae1 1273172800
6800000086 AN LB0B060a025
00810 AOBORORORLRARA1 897

gae1 12731720008
00820 A00OVOAORORARG1128

gae1 12/31/2000
6800000082 AN Lagaaaee27

gaa1a
A 8881 127157200880

SYSC0 GULFATLANTIC FOOD
truck
1 EA
SYSC0 GULFATLAHTIC FOOD
car
1 EA
GULFATLANTIC FOOD
PASTE
18,888 EA
GULFATLANTIC FOOD
PASTE
1,888 EA

SYSCO
TOOTH

SYSCOo
TOOTH

BACOH
9,888 CAS
188,080 LB
GULFATLANTIC FOOD
PASTE

SYSCOo
TOOTH
18 EA
GULFATLANTIC FOOD
PASTE
4.667 CAS

SYSCO
TOOTH

BACON
9.888 CAS
PYA HMOHARCH
car
1 ER

SERVICES

SERUICES
15,084,848
SERVICES
SERUICES
2.18
1.9%

a.18
SERUVICES

SERVICES

25,080,848

188 12/787/20080

LaB171088

188 127087 /2000

Loe171000

1 EA

1278772008
L8107 82

usp
188

188 12/97/20040
L1067 82

1 EA
La291082

1 CAS

1 LB
12712720840

L1067 82

usp

usp
usp
1848

188 12/15/20080

49148782

4928182

188 12/787/20080
Le@1710080

1 ER

usp

As you can see, this screen shows you the following items: RFQ number, vendor,
article, RFQ quantity, quotation net price, site and other key information.

Next, you may gain additional information by clicking on an individual line item and
then pressing one of the icons on the toolbar; the Magnifying Glass for displaying
Document, the Changes, the Delivery Schedule or if it is a service item, the Services

icon.
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z Display RFQ’s by Article

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > RFQ > LIST DISPLAYS > BY ARTICLE

Transaction code: ME4M

It may become necessary during an involved procurement process to check the status of
the RFQ’s by filtering by a number of different criteria. For example, we will
demonstrate how to display RFQ’s by article.

The initial screen allows a large number of filtering tools.

™ Purchasing Documents for Article

Program  Edit Gota Sustern Help

& || e cece CHE anaa BE|®
@&EB Choaoze...

Article 1097 3| A

Site to |
Purchazing arganization m to [
Scope of list II’INFR

Selection parameters — to
Document ype

FPurchazing group

Item categony

Delivery date

Deadline subm. of quotations
Document number

Yendor

Supplying site

Merchandize categorny
Document date

Intem. article no. [EAMN/UPC)

Wendor's articls number

Yendor sub-range

Promation

i
|

Seaszon

Seagon year o I

Shart kext

i
I

Yendor name

While none of the fields are required, - the Scope of list, ANFR and the Purchasing
organization, 2000 will default - if you are searching for a particular article which we
have done, entering 1097, Toothpaste for the article search, it is important to know the
article number or use the dropdown menu.

Press the Execute icon when you have decided on which options to place on the selection
screen.
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™ Purchasing Documents For Article

List Edt Goto Epnwironment System  Help

& I

e CHE DHDhLA BE @
@ Ehanges Deliv. schedule Sewices

RFQ Type Uendor
Item Article
DI S Site Quot. date

Hame
Short

60808880883 AN 4aaApaRa2S
08810 B0000BBAAO0B0010897
goo1 1273172000
60000800884 AN 4B08888825%
8aA1A AABAABBAABOAB0T A7
A 8881 12/31/20800
668000008885 AN 4800880825
g8A18 AAOAABBAABOAART A7
8861 12/31/2000
668000008886 AN 4800880825
g8A18 AAOAABBAABOAART A7
8861 1273172000

SYSCo
TOOTH

SYSCO
TOOTH

S¥YSCO
TOOTH

S¥YSCO
TOOTH

SGp RF( date
text Hdse catgy
RFQ quantity Un  Quot.net price Curr. per Un
GULFATLANTIC FOOD SERVICES 188 12787 /2088
PASTE 408187 82
18,888 EA
GULFATLANTIC FOOD SERVICES 188 12797 /20888
PASTE La1a7a82
1,888 En 2.18 USD 1 Ed
GULFATLANTIC FOOD SERVICES 188 12/12/20888
PASTE 4A187 82
18 En
GULFATLANTIC FOOD SERVICES 188 12/15/20888
PASTE 4A187 82
41.667 CAS

As you can see, this screen shows you the following items: RFQ number, vendor,
article, RFQ quantity, quotation net price, site and other key information.

Next, you may gain additional information by clicking on an individual line item and
then pressing one of the icons on the toolbar; the Magnifying Glass for displaying
Document, the Changes, the Delivery Schedule or if it is a service item, the Services

icon.

In the example below, we have clicked on the first line item and then press the
Magnifying glass (Display Document) icon.

™ Dizplay RFQ : Item 00010

BFE Edit Header ltem Enwironment Spstern Help

& | = Cae El @

P 25T
Item 60000000883 |18 Item cat. Site aaa1
Article |l]l]l]l]l]l]l3l]l]l]l]l]l]l]1 a9y At group Stor. loc. aaa1
Short test [TOOTH PasTE

Qty. and date

FFO quatity 14,888 EA Quot.dead.

Delivery date b [o1731/2001

Deadline monitoring

Reminder 1 a Trackingho

Reminder 2 i} POS Iry Mo

Reminder 3 i}

Mo, reminders i}
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This view gives you specific information regarding the individual item within the RFQ.

To exit from this area, press the Yellow Exit button or Shift + F3.

z Display RFQ’s by RFQ Numbers

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
RFQ/QUOTATION > RFQ > LIST DISPLAYS > BY RFQ NUMBER

Transaction code: ME4N

It may become necessary during an involved procurement process to check the status of
the RFQ’s by filtering by a number of different criteria. For example, we will
demonstrate how to display RFQ’s by RFQ numbers.

The initial screen allows a large number of filtering tools.

™ Purchasing Documents per Document Number HEE
Program  Edit Goto Spstem Help

gl = FOol¢ca@ HME anan BE @
@ o B )2 B Choose

Purchasing document ﬂ to I—A o
Purchasing arganization ,ﬁ ta l_ _'9
Scope of list ANFR -
Selection parameters to r— or
Document lype: ’_ to ’_ _'i>
Purchasing group ,— to ’— _'i)
Siter ,— to ’— _'i)
Item categorny |_ to r _¢>
Delivery date ta _'?
Deadline subm. of quatations ko _'1)
Yendor A (] A _¢>
Supplying site ,_ ta ’_ _'?
Ailicle ]t 4 _'i)
Merchandize category — to r _'i)
Document date to — _'i>
Intern. article no. [EAMN/UPC) to _':>
Wendor's article nurmber to _'i)
Wendor sub-range — to . _¢>
Pramation I ko I _'?
Season ,— (] ’— _'i)
Seazoh year ’_ to ’_ _¢>
Shart bext -
Wendar name

None of the filtering fields are required except the Scope of list — ANFR and the
Purchasing organization — 2000. We wish to view all the documents so we are not
entering a value for the Purchasing document field.

Press the Execute button when you finish the selection screen.
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™ Purchasing Documents by Document Humber

List Edit Goto Epvionment System  Help
& || I @ DHRE DDHoLD BE @
@ I:hanges Deliv. schedule Sewices
RF1) Type Uendor Hame SGp RFQ date
Item Article Short text Mdse catqy
DI S Site Quot. date RFQ quantity Un Quot _net price Curr. per Un
6000000080 AN  4AAAAAAA25 SYSCO GULFATLANTIC FOOD SERVICES 188 12/7687/2000
apai1a truck 4LA@171888A
gee1 12/15/2008 1 ER
6000000061 AN  4A000088825 SYSCO GULFATLANTIC FOOD SERVICES 188 12768772800
gaaia car Lea171888
A BA61 1271572008 1 EA 15,8808.88 UsSD 1 EA
60880888082 AN LA00AeAe27 PYA MOMARCH 188 1278772888
age1a car 4LA@1710488
A 8881 1271572080808 1 EA 25,8808.88 UsSD 1 EnA
6000000083 AN  4AAAAAAA25 SYSCO GULFATLANTIC FOOD SERVICES 188 127687728080
88818 0EEAAAAAAAAAAA1897 TOOTH PASTE 4818782
age1 12/31/2088 18,808 EA
60089000804 AN 4000000025 SYSCO0 GULFATLANTIC FOOD SERUVICES 188 12787728088
88818 GEAAAAAAAAAA0A1897 TOOTH PASTE L818782
A B8681 1273172008 1,888 End 2.18 UsD 1 EnA
88820 0OOOAOAOOOAAAA1128 BACOH 4a20102
A 8881 12/731/20488 9,888 Cas 1.95 USD 1 CAS
In stockkeeping unit 180,008 LB a.18 UsSD 1 LB
6000000885 AN  4AAAAAAA25 SYSCO GULFATLANTIC FOOD SERVICES 188 12/12/728080
88818 GEEAAAAOAAAAA0A1897 TOOTH PASTE L818782
pop1 12/31/2000 18 EA
6008088886 AN 4A000008825 SYSCO0 GULFATLANTIC FOOD SERUICES 188 1271572888
86618 0000AAAEOAOA001897 TOOTH PASTE L9108702
ooo1 12/31/2000 41.667 CAS
88820 0OOOADAOOOAAAA1128 BACOH 4920182
a@ae1 12/31/2000 9,808 CAS

As in the previous examples, this screen gives you many items of information. You may
further explore the individual line items by clicking on a line and using one of the
selection icons on the toolbar. In our example, we will click on Item 20 and then
pressing the Magnifying Glass to Display the Document shown below.
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™ Display Quotation : Item 00020

Huotation  Edt Header ltem  Enwionment  System  Help

&l Feeae 2 anaa R @
(XY ¥ 1=
Iten |s0a0808004 |20 ltem cat. [ Site [0001
Aticle [e80en0808000001128 Al group [wezo102 Stor. loc. [0801
Short text |pacon

-Qty. and date

RFO quantity |9, 000 ||:ns Quot.dead. |12.f31.fzaaa
Delivery date IE I Ms31/20m1

- Deadline momitonng

Feminder 1 Iﬂ_ Trackingta I—
Reminder 2 [e POS InvNa |

Reminder 3 Iﬂ_

Mo, reminders Il]_

- Quotation data

Net order price 1.95 Usb  /[1 [eAS  InfoUpdate [
[y, converzion I Cas < I Cas
I_ Tax code I_

Cuot, comment
™ FRejection ind.

After exploring this screen, you may exit this area by using the Yellow up-arrow or Shift
+ F3.
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z Create a Contract

e A contract establishes a long-term agreement with a vendor to supply materials
(inventoriable items). Contracts may be either Value Contracts (WK) or Quantity
Contracts (MK). Value Contracts have a ceiling that is a monetary amount that
should not be exceeded (This is just a warning/advisement message). A Quantity
Contract specifies a ceiling of goods or services that a vendor will supply to us.
Contracts do NOT specify delivery dates; this is determined when purchase orders
(BP) are issued against the contract.

e Contracts (BPAs) are simply Blanket Purchase Agreements representing the overall
agreement between the vendor and the MWR/VQ or NFC. The actual order
submitted to the vendor for a shipment of goods placed against the Contract (BPA) is
called a “Delivery Order”. Orders are document type BP and are discussed in a
separate section called “Delivery Orders”.

e Contracts may be very long documents listing hundreds of line items procured from a
single vendor. You may find it helpful to create separate contracts for different types
of merchandise (from a single vendor) such as a contract for Frozen Goods, a
Contract for Dry Goods, etc. Or, you may find it easier to create one large contract
for a single vendor with all line items but choose to arrange all similar merchandise
together so that for example, lines 1 — 50 representing Frozen Goods; lines 51 — 100
represent Dry Goods. The actual set up or format of the contract will be determined
at a local level.

e Create a contract with Reference to a RFQ. It is recommended that whenever
possible “non-site specific” contracts be created. This simply means that NO site —
specific information is entered into the document. Non site-specific contracts allow
any/all facilities or sites within a Company code to place delivery orders against the
same Outline agreement (BPA Contract). Not only is this a more efficient and
effective way to create a contract but also this method allows for maximum buying
power with a single vendor contract. Please note that only sites that have the articles
listed to them may place orders against these contracts (BPAs).

Office Procurement Staff! Delivery Orders placed against these contracts will be

/ NOTE: This order type (Contract), can ONLY be created by the Regional Business
created by the Site/Activity staff and the Procurement staff.

Menu Path:  LOGISTICS = RETAILING = PURCHASING = PURCHASE
ORDER = OUTLINE AGREEMENT = CONTRACT = CREATE

Transaction: ME31K
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The initial screen appears:

Create contract: Initial Screen

™ Create Contract : Initial Screen

Outhne agreement Edit Header  ltem  Ervironment  System Help

& Ffaleca e anaa BE|@

“ ‘»2 43 [ D Ref. to PReqg D Reference to RFQ

Yendor |uaaannaaz5 ﬂ

Agreement bype HK
Agreement date /1872081
Agreement

Orgamzational data

Purch. organization

-
=
=

Purchasing group

Default data for items

|tern categony

Acct assignment cat.
Site

Storage location aam
Merchandize categary
Req. tracking nurmber

Wendor sub-range

wwwwaﬁﬁ

[ Acknowledgment reqd

Enter the information as outlined in the table below.

Field Name Description R/O/C User Action/Value
Vendor Vendor that the R Vendor number if
contract is for known or use the
search help down
arrow.
Agreement type Specific what kind R For Quantity
of an outline contract, this will be
agreement MK. For value
contract, it is WK.
Agreement Date Date of the Contract R Defaults today’s
date
Agreement Agreement number C Assigned by the
system, leave blank
Purch. Organization for R 2000
Organization which the contract is
valid.
Purchasing Group | Purchasing Group R Select form the drop
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for which the
contract is valid

down arrow.

Item Category

Key defining how
the procurement of
the goods or
services is handled

Leave blank

Account
Assignment
Category

Key to determine
who will be paying
for the consumable
Article or Service

Leave blank

Default data for Line Items
The items listed below do NOT have to be completed, as they are default items for each
line item. If necessary to use these items, you may complete them as you complete the

line items
Site Site Number 0) Enter the site here if
you wish the site
number to be
defaulted in to all
the line items for the
contract. See Note
below!
Storage Location Storage Location O Will only be 0001
No. or 9999 — goods in
transit (overseas
shipping)
Merchandise Merchandise O Defaults from the
Category Category article master
Req Tracking No. | Tracking Number o Not used
assigned on Req.
Vendor sub range | Subdivision of the O Not used
vendor’s range
Acknowledgement | Check box if O Used only if an
required document is to be acknowledgement is
acknowledged by required.

the vendor upon
receipt.

Click the “Reference to RFQ” push button

D Reference to RFO

You must enter the RFQ

number you wish to adopt into the contract as shown on the window below.

- Hpaference to RFQ

RFQ
From RFQ item
To RFQ item

ﬂ
—
—
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You may specify all or select a range of line items from the RFQ to adopt into the
contract. Leave the “From” and the “To” fields blank to select all.

// NOTE: If you do NOT specify a Site under Default data for items, the system will
prompt you to identify your company code!

.= Entry of Company Code [ ]
The puichasing org 2000 has

not been azsighed to a CoCode

Please enter a compary code

Company code 1834 ﬂ

v|x|

™ Create Contiact : Item Overview HEE
Contract Edit Header ltem Epvironment Sestem  Help

G  rFlBl¢ca@ 2np anas BRE @

BEEBOGEIO6ADE S & ZE0E Blact o g

Agreement I— Agresment type W Agmt. date lm
Yerdor [so8BBEEZS 5v5CO GULFATLANTIC FODD SERMC ey usD
Outline agreement items
Item A | Article Short text Targ gy, I OUH Met price Per OPU Al group Site | SLoc| D | Texl ﬁ
1 1175 MIKI MEN'S SHOES 1868 ER 15.8811 EA 4B18282 |A6861 8881 Z
2 aae1 88e1 —
3 8881|8861
4 9081|0861
5 9081|0861
L] 9081|0861
7 9081|0861
8 g0@1/ 0861
9 8881/ eae1
18 8881/ eae1

The screen above shows the line(s) from the RFQ that can be adopted. Select the
appropriate line and click the Adopt icon. After adopting specific lines from the RFQ,
additional items may always be added manually.

Create Contract:Header Data

Enter the information as specified in the fields in the table below.
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™ Cieate Contract : Header Data

Cortiact Edt Header ltem Enwirony

ment System  Help

g Floece2up anasBE|@

ABZABAD

e —  (emoms | s o0
e
o |
Field Name Description R/O/C User Action/Value
Validity Start Beginning date of R Will default today’s date.
the contract period Change if necessary
Validity End Date the contract R Enter the date that will end
expires the contract’s validity.
Payment Terms Terms stipulated by 0 Defaults from the vendor
the vendor master. Change if needed.
Payment in X amount of days O Defaults from the vendor
master. Change if needed
Payment in X amount of days O Defaults from the vendor
master. Change if needed
Payment in X amount of days O Defaults from the vendor
master. Change if needed
Target val Target value for the O/R Required for value
contract. contracts. Enter the dollar
target value for the
contract. If exceeded, will
only issue a warning NOT
an error.
Exch Rate Exchange rate of the O Change if necessary
currency
Incoterms Freight terms 0O Enter FBD (free on board
stipulated by the destination) OR FBS (free
vendor. on board shipping point)
2" field for Enter destination for O Enter destination for which
incoterms shipping the freight terms apply.
Quotation date Date of the O Enter quotation if contract
quotation is in reference to an RFQ
that was previously
performed.
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Your reference

This field does not
print on the contract

Does NOT print on the
document

Reference No.

The internal
reference number of
the vendor

Enter reference number or
notation. The field’s use
can be determined locally.

Requis. Officer

Name of the person
requesting the
products

Enter the Site Mgr./person
requesting the goods

Telephone Telephone number Enter phone number of the
of the requestor requesting individual

Suppl. Vendor Key identifying the Will default from the
vendor vendor master

Invoicing Party Number of the Will default from the

invoicing vendor

vendor master

Press the Enter

&

button

The screen above allows the actual entry of the goods required. The table below outlines
the information required in each field on the Create Contract: Item Overview screen.

Special Note: When ordering generic articles, you can either order each individual
item (noting size, color, or other characteristic referred to as a
“variant”) or you may enter the variant number. If using the
variant number when placing an actual order for the goods, a
“grid” will appear on the screen that will allow you to specify the
quantity of each specific article.

&

Press the green checkmark Enter button.

Click the Header icon to return to the Header screen. From that screen, you may
change any of the header information as necessary. Then click the Document Overview
icon (“Moon over Miami”) to review the entire document.

After entering all the above information, you have the option to use the toolbar icons to
update or view more information that pertains to the contract such as adding /changing
the delivery address, (if the default address is incorrect), header text, item text, etc. Note
that Freight charges cannot be added on this contract. It should be added on the actual
order placed against the contract.

To change the delivery address of a line item, select the item by clicking on it and then
use Item =» More functions = Delivery address
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&

After making any required changes, press the previous screen icon to return to the

line item overview screen.

To change header information, select the line item and use Header = Details or click
the hat icon.

Click the ¢ icon to return to the line item overview screen.
To make any required changes to the Line Item detailed texts, select the item, and use

Item = Texts = Text overview

To change the long text, simply click on the checkbox located beside the text type, then
press the [Long Text] push-button. A screen will appear where the text previously
entered can be changed or new text recorded in a fashion similar to a word processor. To

return to the previous screen when you are finished changing the long text, click &
Click ¢ to return to the line item overview screen.

]
To save the contract including any changes, click , the contract will be created and
the contract number displayed.

z Create Contracts from Scratch (No RFQ)

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
OUTLINE AGREEMENT > CONTRACT > CREATE

Transaction code ME31K
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Create Contract: Initial Screen

™ Create Contract ! Initial Screen
Outline agreement  Edit  Header Item  Enwironimg

& wleee MK

Enter information in the following fields as specified in the table below. Note: In

=2 QLE Ol Ret taPReg [ Reference to AFD
“A S —
Wendor 40000008825
Agreement type W (Huantity contract
Agreement date m
Agreement |
0 izational data
Purch. arganization 2888 MW Purchasing Org
Purchasing group 188
Default data for items
Item categary I_
Acct assignment cat. I_
Site [
Storage location Wﬂ
Merchandize category
Fieq. tracking number
“Yendor sub-range |
[T Acknowledgment reqd

column “R/OQ/C:” R = Required, O = Optional, and C = Conditional.

Field Description R/O/C | User Action and Values Comments
Name
Vendor Vendor for which the R Vendor number known or
contract is for via search
Agreement Specify what kind of R For quantity contract this
type outline agreement will be “MK”.
For value contract this
will be “WK”
Agreement Date of the contract R Defaults today’s date into
Date this field
Agreement Agreement number C Leave blank, if the system | This number
is configured to assign will be
numbers internally or determined
enter desired number internally
Purch. Organization for which R 2000
Organization | the contract
is valid
Purchasing Purchasing Group for R Select from drop-down
Group which the contract is menu
valid.
Item category | Key defining how the 0O Leave Blank
procurement of the
Article or service is
handled.
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Account Key to determine who O Leave Blank

Assignment | will be paying for the

Category consumable Article or

service.

Default Data | The items listed below do

for Line Items | NOT have to be
completed here, they are
default items for each
line.
If you will use multiple
sites, merchandise
categories, etc., do not
complete the "default”
data —you can complete
it as you complete each
line! If using only one
site, it must be entered
here, or the system will
prompt you to enter a
company code.

Site Plant number O Enter site here if you wish
for the plant number to be
defaulted into all line
items for the contract.

Storage Storage location number | O Will only be 0001 or 9999

Location for goods in transit
(overseas shipping for
example).

Merchandise | Merchandise Category O Will default from article

Category master on line item.

Req. tracking | Tracking number o Not used.

number assigned on requisition.

Vendor sub- | Subdivision of vendor’s | O Not used

range product range.

Acknowledge | Check box if document is | O A line will print out on the

-ment to be acknowledged by actual document

required the vendor requesting acknowledge-
ment of receipt of contract
if this is selected.

Select . If “site” was left blank, you will be prompted to enter a company code!

Vil-41
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= Create Contract : Initial Screen

Outline agreement  Edit Header Item Enwironment Systemn  Help
e 11 Tmcoe DMK anaalm

“ ﬁ a3 m D Ref. to PReq D Reference to RFQ

Wendor Ihﬂﬂﬂﬂﬂﬂlﬂﬂ

Agreement type IMH Buantity contract
Agreement date ™ Entry of Company Code pd
Aareement

The purchazing org. 2000 has

not been assigned to a CaCode

Organizational data
Please enter a company code

Company code |1 a3y ﬂ

Purch. arganization

Purchazing group

Default data for itemsz —

Itern category

Acct assignment cat. .'I 3% |
|
|11Ela1

Site

Storage location

After entering company code, select | v | .

Create Contract: Header Data

™ Create Contract : Header Data

Contract Edit Header Itern Enwironment System  Help
g -8 /ce@ Mk anaa @A @
REZzawA2

Aagreement I Company cods 1834 Purchazing group 188 ﬂ
Agreement type IMK Purch. organization |2 L5151 ]

Wendar IHGBBBBBBZS 575C0 GULFATLANTIC FOOD SERVICES
Admini: ive fields

Agreement date B1/26/2881

Walidity start 81726720081 Walidity end I
Terms of ivery and pay

Papment terms W usp
Papment in l_ days %  Exch. rate IW [ Exratets
Payment in I_ days — % Incoteims Iml
Papment in I_ days net

Refi data
Duatation date Quotation
‘our reference Reference no.
Fequisitioner Telephone
Suppl. vendor A Invoicing party A
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Enter information in the following fields as specified in the table below. Note: In

column “R/OQ/C:” R = Required, O = Optional, and C = Conditional.

Field Description R/O/C | User Action and Values Comments
Name
Validity Beginning date of contract R Defaults today’s date into
start period. the field. Change if
necessary.
Validity Date that the contract R Enter the date until the
end expires. contract will be valid — end
date of contract validity.
Payment Terms stipulated by 0) Defaults from vendor
terms vendor master. Change if
necessary.
Payment X amount of days O Defaults from vendor
in master. Change if
necessary.
Payment X amount of days O Defaults from vendor
in master. Change if
necessary.
Payment X amount of days O Defaults from vendor
in master. Change if
necessary.
Target val | Target value of the O/R | Required for value
contract. contracts. Enter dollar
target value for contract
total — this will NOT result
in an error if orders are
greater — a warning only!
Exch. rate | Exchange rate of the 0) Change if necessary.
currency
Incoterms | Freight terms stipulated O Defaults from vendor
by vendor master. Change if
necessary.
2" field Enter destination for Enter destination which
for Inco shipping shipping/freight terms
terms apply.
Quotation | Date of the quotation o Enter quotation if contract
date is in reference to an RFQ
that was previously
performed
Quotation | Quotation number 0 Enter quotation number if
contract is in reference to
RFQ
Your This field does not print R Does not print on
Reference | out on the Contract. Document
Reference | The internal reference R Enter reference number or

VIl-43

Version 3 — March 2001




Retail (MM)

No number of the vendor notation — can be used as
locally determined
Requis. Name of Person R Enter person/Site Mgr
Officer requesting goods requesting goods
Telephone | Telephone Number of R Enter Phone number of
Requestor requestor.
Suppl. Key identifying the 0O Will default from Vendor
vendor vendor Master
Invoicing | Number of the invoicing o Will default from Vendor
Party vendor Master
K
Select to go to the next screen and enter line items.
Create Contract: Item Overview
ME]
Contract Edit Header Item Ernvironment Systern Help
gl  Cldjcee DMk anaa FAF @
ODo&6f&0 6B inZE N Bl st I
Lgresment I— Ligreement type W Ligmt. date Im
Vendor [4000000025 SvSCO GULFATLANTIC FOOD SERMIC Curreney Juso
Oulline agreement items
Item || A Article Shart text Targ.qty. |DUn Met price Per OPUn | kds]
1 1175 MIKE MEN'S SHOES 100 ER 441 ER
2
3
N
5
[]
7
8
2
18
hh!
12
| »
Item l_
Field Description R/O/C | User Action and Values Comments
Name
Item Key defining how the D Will Default
category procurement of the
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material or service is

handled.
Account Key to determine who D Will Default
Assignment | will be paying for the
Category consumable material or
service.
Article Article Number R Enter Article(s) number
Short Text | Description of the C Defaults from material
material or service to be master. Enter a text for
procured material not maintained in
the material master (ex. Non
stock materials)
Targ. qty. The quantity for which O for | Enter the total target
the contract is valid “WK” | (estimate) number of pieces
R for | or amount of service for the
“MK” | contract.
OUn Order Unit D Will Default from Master
Record
Net Price Net price per order unit D or R | Will default from Article
Master if item has been
previously procured. If no
price is available, the user
must specify. If default data
appears it is important to
review and ensure price is
accurate/update.
Per How the material/service | D Per 1, 10, 100, 1000, etc...
is priced Defaults from material
master or info record or
enter pricing unit
conversion. For example if
net price is per 1 each, enter
e
OopPU Pricing Unit D Default from article master
or enter pricing unit
conversion. For example,
net price is per 1 each, enter
“og”
Article Article Group C Defaults from material
Group master.
Site Site number O You only specify the Site if

the contract is Site-specific.
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Will default from initial
screen if it has been

maintained.
Storage Storage location number | O Will default from material
Location master if it has been
maintained

SPECIAL NOTE: When ordering generic articles, each individual article can be
entered with size, color, or other characteristic; or use the option of entering the generic
article number only. If using the generic article number option, when placing an actual
order for the goods a “grid” will appear on the screen for entering specific quantities and
characteristics of each individual article.

Upon entering all of this information, the radio buttons on the menu bar can be used to
update or view more information that pertains to the contract such as adding/changing the
delivery address, header text, or item text. Freight cannot be added on this Contract—it
should be added on the actual order placed against the contract.

& Header details E Item texts
E Delivery address A Item conditions
= Item details 5 Vendor address
u

Click - =" icon, contract will be created, printed, and contract number will be displayed.

z Change Contracts (Blanket Purchase Agreements)
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LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
OUTLINE AGREEMENT > CONTRACT > DISPLAY

Transaction

code:

ME32K

The Access Change Contract Initial Screen will appear. You will see that this is the same
initial screen for displaying the contract.

K2

2

Agreement

[w600000031 &

If the contract/blanket agreement number is known, you may enter it directly or use the
possible entries, dropdown arrow, to enter the correct number.

ange Lonlbract :

Contract  Edit Header Item Environment System  Help

em Uverview

@ = rFioleae2up anaa@mm e

EERLDOE20GALES HFEIE Blact g

Agresment m Agreement type lﬁ Agmt. date lm
Vendar [4808BE08ZS SYSCO GULFATLANTIC FOOD SERYIC Currency usp
Outline agreement items
Item 1] & Article Shait text Targ.qty. | OUr Met price Per OPL Al group Site | SLoc| D | Tex i
18 000BPABEABRAART097 TOOTH PASTE 1,000 EA 2.181 ER (4810702 0061 0081 |
28 B000080880088061128|BACON 9,000 CA 1.951 CAS|hB26102 08081 0061
38 4820162 8061|8061
48 4920162 |BO61/0061
e 4826162 |B6061)08061
68 40820162 |©@6061|0061
7a 4020102 |(0ae1 |86t
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The screen that appears allows changes to the contract. For example, if we wish to

=]

change the vendor address, we would first press the address icon and the vendor

address information screen appears.

™ Change Contract : Vendor Address BEE
Contract  Edit Header [tem Enwironment Spstem Help Lo ]

Gl TFlole¢eae 2up anaa @E @

28
Agreement 46000080831 Company code 1034 Purch. group 16808 =
Agreement date 1278772088 Agresment type IBPIN Purchasing org, 2008
Wendor R Ts ] [T md )
Name
Tite [T
Mame SYSCO GULFATLAMTIC FOOD SERVICES?
Search terms
Search term 1/2 F & B
Street address
House no /strest |Po B 37045
City/Fran/PHCd [ACKSONYILLE IFL |32236—7 845
Country us Usa, Florida
Time zone EST Junizdict. code
PO box address
PO Box
Postal Code
Caompany postal code
C -
Language English 'I Other communication... |
Telephone {(984) 786-26080 - J)
Fai (984) 695-8144 ==
E-mail S
Standard comm. bype 'I LI

The user may change any of the open fields. Press the Enter icon then the Save icon.
The contract will be changed and the contract saved under the original contract number.

Z Display a Contract (Blanket Purchase Agreement)

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
OUTLINE AGREEMENT > CONTRACT > DISPLAY
Transaction code: ME33K

The following screen appears to select the contract (BPA) that you wish to display.
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ko
[

Sareement |uﬁ A0AAAA3 ﬂ

If the number of the contract is not known, use the Possible Entries drop down arrow to
select the contract. In our case, we are using 4600000031 for display purposes.

Press the enter key or the green checkmark‘ v |

EEE2ZG M~ E S Z SN0 Blict s J

Agresment 45000008831 Agreement type BPA1 Agmt. date |1 2/87/2000
Wendor |4B0000080825 S5YSCO GULFATLAMTIC FOOD SERVIC Currency usp

Outline agreement iterns

Item 1| & Aricle Shart text Targ.qty. | OUr Met price Per OPL Al group Sike | SLoc| D | Text
18 00000800BB0BB0109F TOOTH PASTE 1,880 ER 21811 EA 4816762 0081 8861
28 80000868 0BABBB61128 BACON 9,888CA 1.951 CAS 4826162 00681 8061

Once the above screen appears, the user has many options using the icons on the toolbar.
You may wish to view more detailed information as pertains to this contract (BPA). This
is possible by using the icons to access the particular details that you wish to see.

For example, by clicking the Header details icon 43, the following screen will show
these requested details.
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™ Dizplay Contract : Header Data

Contract  Edit Header [tem Epwironment System  Help

|G| ecee oMk anaa AR @
|lcEza®AD
g It Ihﬂﬂﬂﬂﬂﬂﬂ:ﬁ Company code 1834 Furchasing group Im

Aagreement tupe IBPFI1 Purch. organization 2008
Yendor IHBBBBBBBZS SYSCO GULFATLAMTIC FOOD SERWVICES?

Adminiztrative fields

Aagreement date |1 2707 720008 |termn number interyal |1 a Sub-item inter. |1
alidity start [1270772088  validiy end [12/3172008  Language [en

[T GF message

Terms of delivery and payment

Pavment terms IU ans Targ. val. IB . a8 IUSD
Fayrment in Iﬂ days II-]. BBad %  Ewuch rate I 1.80088 [T Eurate s
FPayment in IEI days IE 888 % Incotermz I I

Pavment in IEI days net

Reference data

[Juctation date I— [Juckation I—
Requisition no. I— FlIM Mo. I
Requis. officer l— Telephone I
Suppl. vendor I—-ﬂ Inwoicing party I—-ﬂ

By selecting the proper icons on the toolbar, you may see the various details of the
contract.
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z Display Multiple Outline Agreements (Contracts)

Use this process when a list of purchase orders is needed.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
OUTLINE AGREEMENT > LIST DISPLAYS > BY MATERIAL GROUP

Transaction code: ME3C

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites Exfras System Help
&l iWeae|2n
GRS AR S| v a

&l (3 Office
b3 Logistics
=3 Retailing

= £ Purchasing

[Z Requirements planing
(23 Allocation

EIE Purchase arder

= £ List displays

@ MEZL - By vendar
(7 ME3M - By material
@ ML35G - By service
@ ME3K. - By account azzignment
- I‘-.-1EE:E'b - By material group

By tracking number

If using the menu path, double click “ME3C — By material group” to go to the next
screen.
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Purchasing Documents per Merchandise Category

Program Edit Goto Systern Help
g/ Flo/coe|CHE anaa @A @

ﬁé’ ]{ B Choose. ..

Merchandise category W ta li o
Purchasing organization ,m to I_ _':D
‘ithout article nurnber |¥ T
Scope of it RAHH ﬂ

Selection parameters ta o
Document type ,_ to ,_ _':D
Purchasing araup W ta ,— _':D
Site: ,_ ta ,_ _':D
Itemn category |— to |— _'::)
Account assighment category |_ to |_ _':D
Delivery date to _'::)
Walidity key date -
Range of coverage to
Document number A ta A o
Wendar A ta A _E:)
Supplying site ,_ to ,_ _ED
Aticle S to A _E:)
Document date ta _':D
Intern. article no. (EAN/UPC] . )
Wendor's article number ta _':D
Wendor sub-range | b —— _E:)
Promation ta o
Season ,_ to ,_ _':D
Seazon pear ,_ to ,_ E

Enter information in the following fields as specified in the table below. Note: In
column “R/O/C:” R = Required, O = Optional, and C = Conditional.

Field Name Description R/O/C User Action and Values
Merchandise | Merchandise Category R Choose from pull-down menu.
Category Enter merchandise category to

be analyzed.
Purchasing Purchasing Organization O Enter 2000
Organization | number
Without R An “X” should default into this
material field.
number
Scope of List | Determines format of search | R The user may choose from list
report of drop-down
Items. Use “RAHM” for
Outline Agreements
(Contracts).
Selection Categories that may be 0 The user may choose from list
parameters chosen to limit the search of drop-down items. Use to
narrow search if necessary.
Document Type of purchasing 0) Use to narrow search if
Type document necessary to MK or WK
(quantity or Value contracts).
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Purchasing Purchasing group code O Enter purchasing Group
Group
Site Site to which delivery is to O To narrow search, select Site
be made from drop down menu. Leave
blank to view all.
Item category | Type of outline agreement 0] Use to narrow search if
necessary
Acct. Account where costs are O Use to narrow search if
assignment allocated necessary
category
Delivery Date | Date that the items are O Use to narrow search if
scheduled to be delivered necessary
Validity key | Only items that are relevant | O
date for this date are shown
Range of Date that the outline 0]
coverage to agreement will be fulfilled
Vendor Vendor number o Use to narrow search if
necessary
Supplying Site supplying materials for | O Only use for stock transport
Site stock transport orders orders
Do not use
Article Article Number 0) Use to narrow search to a
specific article. Leave blank to
view all.
Document Date that the document was | O Use to narrow search if
Date originally created necessary
Intern. If material number is not 0) Use to narrow search if
article known, but EAN or UPC is necessary
number known
(EAN/UPC)
Vendor’s Material number for the 0) Use to narrow search if
material vendor necessary
number
Vendor sub- | Subdivision of a vendor's o Use to narrow search if
range total product range according necessary
to various criteria.
Promotion Number identifying a O Use to narrow search if
promotion for which necessary
procurement is to take place.
Season Key that identifies season 0) Use to narrow search if
type necessary
Season Year | Indicates the first season year | O Use to narrow search if
when the material will be necessary
sold
Short Text Short description of the o Use to narrow search if
material necessary

VII-53
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Vendor name | Name of vendor O Use to narrow search if
necessary. Leave blank to
view all.

When finished entering selection criteria, click == to generate report.

Purchasing Documents for Merchandise Category

-® Purchasing Documents for Merchandise Catege
List Edit Goto Ernwironment System  Help
& | ~IH e OHEB DL BE|@
gj [B] PO history  [B] Changes [ Deliv. schedule  [B] Services
Contract Type Uendor Name SGp Agmt. date
Item Article Short text Mdse catgy
DI A Site SLoc Targ.qty. Un Net price Curr. per Un
MK 48008688828 J.L. BAILEY 188 681/086/2001
Agreement start81/06/2881 Agreement end B89/38/2861
a8ee1 10860834 ASHURTH T SHIRT L1811
g881 @pe1 188 EA 8.58 UsSD 1 ER
Open target qty. 188 EA 858.88 USD 168.88 %
aaee2 10868836 T SHIRT LADY LOGO SLULESS 418181
8881 aaet %88 En 5.88 UsSD 1 En
Open target qty. 508 EA 2,500.60 USD 160.00 %
55000000825 MK 40068800038 OFFICE HAX 1808 1/15/7208061
Agreement start@1/15/20081 Agreement end B83/36/2001
aaee1 10868834001 ASHWRTH T SHIRT, 5 418181
8881 aaei 488 En 98.88 USD 1 En
Dpen target qty. 408 EA 39,200.60 USD 166.00 %
g88e82 1080834002 ASHWRTH T SHIRT, H 416161
a8e1 aas1 %88 EA 1685.88 USD 1 ER
Dpen target qty. 588 EA 52,500.80 USD 166.00 %
aaees 180868834 ASHURTH T SHIRT La1e181
a8e1 aae1 1,888 EA 98.88 USD 1 ER
Open target qty. 1,608 EA 98,000.00 USD 100.00 %
a8ee7 10860834 ASHURTH T SHIRT Le181m

This screen displays the contract numbers, vendor, material, target quantity, and plant,
etc. More information can be viewed by selecting the contract number the radio button

&

“PQO History,” “Delivery Schedule,” and “Services” are NOT accessible on
contracts.

To exit, <& back to the selection screen.
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z Display Contracts (BPAs) by Vendor

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
OUTLINE AGREEMENT > LIST DISPLAYS > BY VENDOR

Transaction code: ME3L

The screen “Purchase Documents per vendor” selection screen is shown below.

™ Purchasing Documents per Yendor mE
Program  Edit Goto Spstem Help -

@ i Caea | 2 HE @
@&f}lﬂ Chooze

Wendor 400000025 to

Purchasing organization

6|0

Scope of list
Selection parameters
Document type:
Purchasing group
Siter

Item categorny

Account assignment category

G|&|&|G‘&|&|G

Delivery date
Walidity ey date
Range of coverage to

Document number

Aticle

Merchandise category
Document date

Intern. article no. [EAM/UPC)

Wendor's article nurmber

Wendor subrrange
Promaotion

Season

L

el el el o] o] o] o] o] o] &

Seazon year

Shart text

__7711__1W_1111ﬁjj571%§

WVendor name

This is the same type of selection screen that you have become familiar with. You may
filter the large amount of data available down to a workable size. In our case, we are
specifying the Vendor, 4000000025, the Purchasing Organization, 2000, the Scope of the
list, RAHM and the Purchasing group, 100.

ﬁ .

Press the execute button
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™ Purchasing Documents per Yendor

Lizt  Edit Goto Enwironment  Syztem  Help
& || [ e CRRE HDHH | EE @
@ PO history Changes Deliv. schedule Services
Contract Type Uendor Hame SGp Agmt. date
Item Article Short text Mdse catgy
DI A Site SLoc Targ.qty. Un Het price Curr. per Un
L6O00000B27 BPA3 4000008825 SYSCO GULFATLANMTIC FOOD SERVICES? 100 12/06/2000
Agreement start12/086/20088 Agreement end
88610 68B00BEOO000001697 TOOTH PASTE 4107082
aa81 @881 188 EA 1.88 USD 1 EA
Open target qty. 8 En 8.88 UsD .88 %
88020 00000OABO0000081128 BACOHN 4oZ2o182
8061 8881 588 CAS 1.35 UsSD 1 CAS
In stockkeeping unit 10,0008 LB 8.87 UsD 1 LB
Open target qty. 298 CAS 482 .38 USD 50.68 %
L600000G28 BPA1 4000008825 SYSCO GULFATLANMTIC FOOD SERVICES? 100 12767 /2000
Agreement start12/687/2088 Agreement end 61715720801
soa18 car hooi1710688
K aaai 1 EA 15,888.88 UsD 1 EA
Open target qty. 1 ERA 15,00808.88 USD 1686.88 %
LG6O00BBBO30 BPA1 4OOGOBOBOBO25 SYSCO GULFATLANTIC FOOD SERVICES? 100 12/67/2000
Agreement start12/87/72008 Agreement end 1273172008
80010 0O0O0OPOOOOA0016897 TOOTH PASTE 4106782
aae1 aed 18,888 EA 1.38 USD 1 EA
Open target qty. 18,008 EA 12,0808.08 USD 160.88 %
LG6OAAAABA31 BPA1 4BABABBB25 SYSCO GULFATLANTIC FOOD SERVICES? 1808 12/87/2000
Agreement start12/07/72000 Agreement end 12/31/2008
86818 BOBPAAAAOOOAAA10897 TOOTH PASTE Lo1a7a82
g081 8881 1,888 EA 2.18 Usp 1 EA
Open target qty. 1,888 En 2,188.88 USD 188.88 %
80020 000009BB0000061128 BACOH 420182
geae1 @881 9,808 CAS 1.95 USD 1 CAS
In stockkeeping unit 180,088 LB 8.18 UsD 1 LB
Open target qty. 9,808 CAS 17,558.88 USD 160.88 %

The screen that appears is the “Purchasing Documents per vendor” listing.

The screen shows the Outline Agreement numbers, the vendor, article, quantity and the

site along with some other items.

If you click on the PO number of the line item number, you may also use the following

icons on the toolbar to access additional information: The magnifying glass to display the

document and the “Changes” icon to display any changes.

Version 3 — March 2001 VII-56




Procurement

Z Display Contracts (BPAs) by Article
LOGISTICS > RETAILING > PURCHASING > PURCHSE ORDER > OUTLINE
AGREEMENT > LIST DISPLAYS > BY MATERIAL

Transaction code: ME3M

The screen “Purchase Documents per Article” selection screen is shown below.

™ Purchasing Documents for Article
Program Edit Goto System Help

@ || =l C@a@ | B E | @
5 i [ & [ Choose.

Article |ﬁﬂﬂﬂﬁﬂﬂﬂﬂﬂﬂﬁﬂﬂ1 B9F to

Site ]

Purchasing organization 20088 to

Scope of list RAHH

Selection parameters

Diocument type

Purchasing group

Item category

Account aszignment categomny

Delivery date

lelelelelele [els]e

Yalidity key date
Fange of coverage ta
Diacurent number
Wendor

Supplying site
Merchandize categom
Document date

Intert. article no. [EANUPC)

Wendor's article number

Wendor sub-range

TR
L 1

Promaotion

Seazon

l—
Season year ta
|
|

el el el el el el el el o] o]«

Short text

Yendor name

W’

This is our standard selection screen. Press the Execute button

The following listing appears.
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™ Purchasing Documents for Article [ZE1=]
List Edit Goto Erwionment Spstem Help (-}

@  rFielcoae ocn®k anoan | BE|@

@ PO history Changes Deliv. schedule Services

Contract Type Vendor Hame SGp Agmt. date
Item Article Short text Hdse catgy
D I A Site SLoc Targ.qty. Un Het price Curr. per Un

46000008627 BPA3 4008008025 SYSCO GULFATLANTIC FOOD SERVICES? 188 12/086/2000
Agreement start12/06/2000 Agreement end
80610 0POHOOBOBOOBOBT1697 TOOTH PASTE 4910702
8081 8881 188 EA 1.88 USD 1 EA
Open target qty. 8 ER 8.80 USD a.80 %
L4HAAAOEA3 6 BPA1 4A0BOAAA2S SYSGOD GULFATLANTIGC FOOD SERUVIGES? 188 12/087 /2000
Agreement start12/87/2088 Agreement end 12/31/20088

60610 APAOAARAOAARAE1A9F TOOTH PASTE 4818762
apa1 @ee1 168,868 En 1.38 USD 1 ER
Open target qgty. 16,880 En 13,000.80 USD 168.80 %

46000008631 BPA1 4006008025 SYSCO GULFATLANTIC FOOD SERVICES? 188 12/087/2808
Agreement start12/07/2080 Agreement end 12/31/2800

60010 000800000000001097 TOOTH PASTE 1010702
0001 0001 1,000 EA 2.18 USD 1 EA
Open target qty. 1,000 EA 2,180.80 USD 100.00 %

This listing allows the viewing of the outline agreement numbers, vendor, article,
quantity and the site. (Along with a number of additional items)

More information can be obtained by clicking on the purchase order or the line item
number. Then, click on one of the following toolbar buttons:

Magnifying Glass (Displays the document)
Changes (Displays any changes)

To exit from this area in the system, press the Yellow Arrow button or press Shift + F2.
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z Purchase Order Price History

Procurement staff needs to view and analyze purchase order price history. This report
allows historical data to be researched and compared by one or more purchase orders.

LOGISTICS > RETAILING > MASTER DATA > VENDOR DATA >
PURCHASING INFO REC > LIST DISPLAYS > PURCHASE ORDER PRICE
HISTORY

Transaction code ME1P

Purchase Order Price History

™ Purchase Order Price History
Program Edit Goto System  Help
| |1 B eee /DMK anan PR @
|ole m =
[e) I I
Yendar 4AAABAARZY to A 5
Article 1098 Ao A5
Merchandize categony to =}
Wendar's matenial number ta o2
Wendor sub-range to o2
Wendor's material group to =4
Purchasing organization I to I =
Info categaory I_ to I_ =
Site I ta I o
Options
From date I
¥ Sarted by organization

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Values
Name
Vendor Vendor number O Use to research purchase
orders by vendor
Article Article number O Use to research purchase
orders by article number
Merchandise | Merchandise Category o Choose using drop down arrow
category number
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Vendor’s Article number used by the O
Article vendor
Number
Purchasing Purchasing organization O Always 2000. Can be left
Organization | number blank because it doesn’t
narrow down the search.
Info Type of info record (i.e. O Blank for standard
Category standard, consignment, etc...) 2 for Consignment
Site Site number for the info O Choose from pull-down menu
record.
Purchasing Purchasing group code 0) Use to narrow search if
Group necessary
From Date Enter the date the user wants O Enter beginning date
to analyze order price history.
Display all Check the box to display O
records all records
Sorted by Check the box to sort the O Default setting is checked
organization | records by purchasing
organization
Display all If you check this box the O Check for all prices, if left
records system will display all historic unchecked only the first price

purchase order prices versus
only the first price.

will be displayed

Select i

to generate report.

Purchase Order Price History

List Edit Goto Environment  Svstem Help

= purchase Order Price History

Gl = ~Ime¢cceCHE anon BEEA|®@

1| & Info record

&

Info rec. Uendor Article
53000660601 4006600825 1898

P.org Site InfoCat
2088 8881 Standard PO

Date Het price

Curr.

aty.

Order no.

Item

Uariance

C 12/13/2000 14.99
1.50
14.99
1.58
14._99

1.50

[ 81/11/2081

[ 82/81/2081

usp
usp
usp
usp
usp
usp

e
N | [

CAS
LB
CAs
LB
CAS
LB

5000000016

6700000000

65000806039

aaap1

aaap1

agae1

Info rec. Uendor Article
5300000601 40060000825 1098

P.org Site InfoCat

2000

8812 Standard PO

Date Het price

Curr.

aty.

Order no.

Item

Variance

C 11/29/2088 14.99
1.58
14.99
1.50
14._99

1.58

[ 11/30/2000

[ 12/04/20088

usp
usp
usp
usp
usp
usp

e
| [N |

CAS
LB
CAS
LB
CAS
LB

4500000217

Soe0000000

45008000218

agae1

aaap1

aaael1
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To view a purchase order or or info record, first select a line item by clicking once on the

&

box the the left under the “Date” column. For purchase order, select the icon. For

& ko recard @

info record, selectthe ——_ icon. Select the icon to exit this report.

z Create a Purchase Order Under or Over $25K

The site or activity needs to create a Purchase Order (Where no Outline Agreement
(BPA) exists). This purchase order may include articles, assets or “text” articles. Text
articles are non-inventory, non-article items such as “decorations”, “serving trays”,
“balloons for a party”, “fertilizer”, etc.

Two document types will be valid for this process:
PU — Purchase orders under $25K
PO — Purchase orders over $25K

This order type has “release strategies™ attached to it. There are levels of approvals
required. This type must go through an approval process before the document is
“released” and printed. Release strategies are similar to internal business processes that
require a supervisor, manager, or division head to approve an order before it is placed
with a vendor. The document will ONLY print out after reaaching the final step in the
release process (the Procurement Warrant holder).

Refer to the section of this manual titled “Release Purchase Order” for specific
instructions for releasing the document. AIMS users will follow one of the following
release strategies. Local policies will determine which strategy is to be used.

If the puchase order is Then

Under $25K Step 1 - The user creates the document

Step 2 - His manager “releases” the document

Step 3 - The Warrant holder (Procurement Department)
“releases” at their level and faxes the document to the
vendor.

Over $25K Step 1 — The user creates the document

Step 2 — The manager “releases” the document

Step 3 — The Division Head, or another locally determined
official “releases” the document.

Step 4 - The Warrant holder (Procurement Department)
“releases” at their level and faxes the document to the
vendor.
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Note: This order type is for those items that are NOT on a BPA (Outline Agreement).
Assets and “Text articles” must be ordered using this document type(s). Most orders
against AFNAFPO or GSA contracts will be prepared using this process. You may also
use this type of purchasing documents for ordering articles, if you wish. If you do wish
to use this type of document to order an article, you will also have the option to expense
the article directly. This direct expense option is NOT available if you are using the
normal BP document type — used for deliveries against BPAs.

This procedure outlines the steps involved in creating a purchase order where no BPA
exists or if the order is for an asset or “text article”. When the Purchase Order is created,
the terms (payment terms, pricing, etc.) will default from the contract. You may access
the opening screen by using the following menu path.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
PURCHASE ORDER > CREATE > VENDOR KNOWN

Transaction code: ME21

™ Create Purchase order : Initial Screen

Purchase order Edit Header Item Enviromment Swstem  Help

&l Hece LMK | anaaPAFE @
“ A? EF m D Ref. to FReg D Ref. to contract D Reference to RFQ

Wendor lm

Order type Wﬂ

Purchase order date B3/29/2081

Purchaze order

Organizational data

Storage location
terchandise category
Feq. tracking number

Price date

Purch. organization l_
Purchasing group l_
Default data for items

Itern category I_

Acct azzignment cat. I_

Delivery date IT I—

Site [
I_
l—
l—
li

YWendar sub-range

Promotion

[T acknowledgment reqd

Although there are numerous fields on this opening screen, you do not have to complete
any with the exception of the following five fields.
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Field Name Description R/O/C User Action/Values

Vendor Vendor Number R Enter the vendor
number

Order type Purchase order R Enter “PU” or “PO”

document type

Purchase Order Date of the purchase R Enter the date that

date order the purchase order is
prepared.

Purch. R Use the drop down

Organization arrow to select
“2000”

Purchasing Group | The title of the R Use the drop down

specific purchasing
group.

arrow to pick the
specific purchasing

group

Note: If all the line items on this order will be made for the same “site” or have the same
“delivery date”, you may find it helpful to complete those fileds within the section of the
opening screen labeled “Default data for line items”. See the screen shot below. For any
data that you complete within this section, all lines will be populated with the same data,
saving data entry time if all items have the same delivery date and are to be delivered to

the same site.

Press the Enter key or the green checkmark. @ |
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Screen. Create Purchase Order: Header Data

™ Create Purchase order : Header Data

Purchase order Edit Header Item Environment System Help

@]l

0 e 2HE anaa BIE @

|capawArB e

—

Purchaze arder Company code

Dlocument tupe

|128?
IPU

Purchaszing graup 171

Purch. organization

Payment in I Days I %
Payment in I Daps I % Incoterms
Fayment in I Days net

Yendor Illﬂﬂﬂl]ﬂﬂll11 Py MOMNARCH
Administrative fields
FO date |E13.o'3l]."2ﬂﬂ1
Terms of delivery and payment
Fayment termz IU aas Curency usn

oo

Reference data

Quotation date I Quotation
our reference ISE.&_BDD Reference no.
Requizsitioner IDELE.-’-\DEFI Telephone

—

IF‘YA_MDNAFH:HE?ES

|360-5551212

On the screen as shown above, enter the values as shown on this table.

Field Name Description R/O/C User Action/Values
Payment Vendor Payment terms R Will default from the Master
terms Vendor File. Can be overwritten

for this purchase order if desired.
Use drop down arrow for
alternate payment terms.
Payment In | To identify the payment in O Enter the number of days in the
a specific number of days field if it is necessary to make a
change.
Currency Currency O Default will be USD
Inco Terms | The field specifies the O Most frequently used would be:
shipping terms FBD - Free on board destination
FBS — Free on board shipping
point
Quotation Date of the Quotation O Leave blank unless the purchase
date (RFQ) order is with reference to an
RFQ
Quotation Quotation number (RFQ 0) Leave blank unless the purchase
number) order is with reference to an
RFQ
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Your This field will not print on R Enter
Reference the purchase order
document

Reference To be determined by local R Enter the information if desired.

Number policy For exemple, enter the GSA or
the AFNAFPO number. This
information will print on the
document.

Requis Requestor’s name R Enter the requestor’s name. Will

Officer print on the document.

Telephone Telephone number of the R Enter the requestor’s telephone

Requestor.

number. Will print on the
document.

Press the Enter key or click the green checkmark icon. @ |

™ Create Purchase order : Item Dverview ===
Purchase order Edit Header Item Environment System Help c
g CTHceeLHk DL IR @
D@&=0@am0BE IR EE Bloct s oxd: 8 @
Purchase order l— Order type IT PO date lm
“Wendor LA0AeAAL11 PrAMONARCH Curency usp
PO items
Item I | A | Article Short text PO quantity | 0OUH C | Deliv. date Net price Per OPY Mdse cat Siﬁ
1 18880, WILS0N JUNIOR SET S8EA (D 8373052001 165.8011 ER (4018381 |B1-]
2 D —
3 D
L D
5 D
6 D
7 D
8 D
9 D
18 D
11 D
12 D
13 D
14 D
15 D
16 D
17 D
18 D
19 hd [~
a7 5]
Itemn I1—

On the ‘“Create Purchase Order Overview: Item Overview”, enter the items that you

wish to procure. You may select articles, create assets, or enter “text” articles.
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Field Name

Description

R/O/C

User Action/Values

Account
Assignment
Category

Enter the account
assignment category
for each item

If text articles are to be expensed to
a cost center/GL account, Select
‘GK’,.

If procuring an asset, Select “A”

If the items are to be posted to an
internal/statistical order, Select “F”.

Article

Article number

If procuring an article, enter the
article number. If procuring text
articles or assets, leave blank

Short text

Article name

Will default from the article master

if procuring an article. If procuring

a “text” article, you must type in the
name of the article in this field.

PO Quantity

Quantity required

Indicate the quantity of the article
you wish on this purchase order.

Unit

Unit of measure

Display

Will default from the article master
or it must be typed in for “text”
items.

Delivery date

When the item is
required

Enter the required delivery date for
this purchase order.

Net price

Price of the item

Enter the price of the items.

Per

Purchase Order Price
Unit

Enter th Purchase Order Price unit,
i.e., If the price is for $24.00 per 1

case, Enter 1. If the price is $4.00

per 12, Enter 12.

Order price
unit

Order Unit

Enter the unit, i.e. “case” or “each”

Merchandise
Category

Merchandise category
of the items to be
procured

Will default for the article master if
procuring an article. Otherwise,
select using the drop down arrow
for the broad selection of non-
inventory items.

Valid Merchandise Categories are:
4XXXXXXX — Articles

20500001 — Text Rentals
20700001 — Text/Sup/Services

For Assets, select from the drop
down search arrow. Valid
merchandise categories for articles
are:

4161001 Prepaid NC FF&E (VQ)
4165000 Minor Property (MWR)
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4171000 Vehicles

4171999 Aircraft (NFC)

4712000 MWR CF Vehicles
4173000 FF&E (MWR/NFC)
4173100 FF&E (Whole Room VQ)
4174000 MWR CF FF&E
4175000 Bldg and Facilities
4176000 MWR CF Bldg/Facilities
4177000 Bldg/Facilities
Improvements.

4179000 CIP (MWR/NFC)
4179001 FF&E in progress (VQ)

Site

Site to which the
delivery is to be made

R/O

Enter the site that wishes to procure
the item.

Further Enhancements to the Purchase Order

Now, select the PO item by clicking once on the line item itself to add further details.

The system will default the site’s address as the “delivery address” on the printed
purchase order. If an alternative address is needed, use the following menu path:

Menu Path:

Item > More Functions > Delivery Address

™ Create Purchase order : Item Dverview [_]=]
Purchaze arder  Edit  Header Environment  System  Help
Ii Details F2
d _0 ‘ Delivery schedule Shift+F5 M | anaa | | @
@ D a a4 % Eonhrmaﬁlon.s 3 E Accl. et dng @3 @
Account assignmente  Chil+Shift+F7
Purchase oider | Comls St - PO date 8171172881
Services Shift+F4
Vendor | TR s - D SERVIC Cumency [usp
Invaicing plan
PO items Components r
Tests 3 =
Item | | &) Aticle St;t\st\cs b PO quantity | OUr C | Deliv. date Met price Per OPU A group 1
1 100482 Eon_hgur N S50EA D |81/12/2801 3.591 En 4@18384 (-
2 More functions [venvien D =
3 [Ext D
[{ext detaiscreen
" Delivery address CtrF11 0
s Taxes D
6 Additional data CrhS hift+F8 D
7 ﬂ Shipping data D
3 Fareign trade/customs  Chil+Shift+F10 D
Cash budget mgrat.
? ariamts o
10 MEssanEs D
11 Documents D
12 G5 items D
13 D
14 A D

The following screen will appear:
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- Delivery Address for Item 00001

Site

Stor, loc.

Address

Yendar

[11203
[+000000025,

|»

Mame

Title

Mame

=

GiA MARKETING-SPECIAL EVE

Search terms

Search term 172

Country

Street address

House no. fstrest
City/Fign/PtCd

Time zone

123 IBriggs Street

- acksonville

us | usa

EST

Jurizdict. code

E
[FL [oou13

—

FO Box

PO box address

Postal Code

Company postal code

I

Language

Fax

E-mail

Communication

Telephone

English

Other communication...

— . . |l 1
Vl mAdoptl (#3)] He&etl Repeat address on | Repeat address off | ﬁl

ol o]o

To use this delivery address for all subsequent PO line items, press the [Repeat address

on] push-button. Press the (O Adopt on to record the delivery address.

Use the following inputs for the Screen 1. Delivery address for line item XXXX
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Field

Description/Usage

Address

If the appropriate delivery address already exists in the
system, enter the address code in this field. The search help
pull-down can be used to search for delivery addresses.
Where a delivery address does not exist in the system, leave
this field blank and enter the address information in the
appropriate fields described below. Although the screen
shows that 40 characters can be typed in for the “NAME” of
the delivery address, the system will produce a warning
message indicating that the last 5 characters may NOT print
out properly on the Purchase Order. You can click through
this warning, but you will notice the address does NOT print
in full on the actual PO document. We suggest that you only
use 35 characters to record the NAME.

If the delivery address is used regularly, contact the system
administrator to request that the delivery address be created in
the system.

Vendor

Leave this field blank

Title

Enter the title of the contact person if appropriate

Name

Enter the name of the contact person. This filed must always
have an entry in it.

House Address

Street

Enter the street address, including the building number and
suite number if applicable.

House number

Leave this field blank. It might be used in the future

City/Region/Pstl Code | Enter the City, the State and the ZIP code of the delivery
address

Country The country defaults to “US”. For the pilot areas, the country
will always be “US”.

Time Zone The system default may be accepted

Jurisdic. Code Leave this field blank as neither the VQ or the MWR charges
or pays sales taxes.

Telephone Enter the Tel. No. of the contact person

Fax Enter the fax number of the contact person.

To add planned freight charges to the PO line item, select the item and use Item >

Conditions.
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Screen Purchase Order Create: Item Conditions

™ Purchase order Create: [tem - Conditions mE
Conditiopns  Edit Gaoto  System  Help
g FWecee LB anan BB @
Item 1 Article 1064025 ACE MAGNETIC BRACELET
oy 56 [En Net 179.50 |UsD
CnlTy| Mame Rate Curr. | per Lok Candition value Curr. | NumCCa| OUn | CConDe | Un | Condition value ﬁ
P B 88| Gross Frice 3.59 |USD 1ER 179.58 USD 1EfA 1|Ef 8]~
PBXX|Gross Price usp 1ER a.88 UsD 1ER 1ER 8
Furchaze Price net/n 3.590 |USD 1En 179.58 USD 1En 1En a
FRB1 20.06
Field Description/Usage
CnTy To enter planned freight charges amount
only, Use condition type, FBR1. Using
any other freight condition will cause the
system to print the freight charge on the
Purchase Order. These other condition
types will be accepted by the system
without a warning. Be sure to enter ONLY
FBRI1.
Rate Enter the freight amount as a single dollar
amount
Curr. USD as default
Per Leave this field blank
UoM Leave this field blank
Press ‘ | to record the planned freight amount. The system will now display the

freight value and the total value of the purchase order. The cash discount condition can

be ignored as it will not affect the total value of the purchase order. It is merely showing
the potential cash discount that can be expected if the discount payment terms are met by
the payment program.

Click & to return to the previous screen.
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Note: When entering planned freight (delivery costs) for a line item that uses multiple
account assignment, the system will display a warning message asking whether the
delivery costs should be deleted. Always choose “NO”. The system may display this
message several times. Always choose “NO”. This message appears because at the
present time, the system cannot use planned delivery costs for multiple account
assignment PO line items during the GR and IR stages of the procurement process.
However, MWR and VQ procurement policy dictate that the freight charges must always
appear on the Purchase Order. SAP is developing this functionality for a future release.
Further details as to how the planned freight (delivery costs) will be handled at invoice
receipt are explained in process document MMBP003.

To add detailed long text for a PO line item, select the line item by clicking on it, then
use Item > Texts > Text Overview . Use the pageUp and pageDown icons to move

through the list of text types.

Screen: Create Purchase Order: Texts for Iltem XXXX

Field

Description/Usage

Detailed item text

Use this text type to describe the item
being procured in unlimited detail. This is
useful when the short text is not descriptive
or long enough to fully identify the item.
This text will print on the Purchase Order.

Info Record PO text

Do not use this text type. It is reserved for
further enhancements of the procurement
functionality of the MWR AIMS/SAP
system.

Material PO text

Do not use this text type. It is reserved for
further enhancements of the procurement
functionality of the MWR AIMS/SAP
system.

Item Delivery text

Use this text type to describe the delivery
instructions for the item being procured in
unlimited detail. This is useful when the
delivery requires special instructions that
the vendor must know about.

This text will print on the Purchase Order.

Info Record note

Do not use this text type. It is reserved for
further enhancements of the procurement
functionality of the MWR AIMS/SAP
system.

Quote details

Use this text type to record any information
about the quote(s) received for this
particular item being procured. This text
will NOT print on the Purchase Order but
will be available to the user on-line.

VII-71

Version 3 — March 2001




Retail (MM)

To record unlimited long text, simply click on the checkbox located beside the text type,
then press the [Long Text] push-button. A screen will appear where the text can be
recorded in a fashion similar to a word processor. To return to the previous screen when

e .

you are finished recording the long text, click on the previous screen icon

&

Again click the previous screen icon to return to the line item overview screen.

Do one final review of the entire document.
When you are satisfied that all the information has been entered correctly, save the
=

document by clicking the save icon.

The system will then return a message: “PO under $25,000 created under the number
65X XXXXXXX”
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z Create Utilization, Support and Accountability Practice (USA)
Purchase Order

This transaction should be used for items that are purchased with NAF funds but are
reimbursed by APF funds. When creating a purchase order for a USA purchase, use the
appropriate expense account in SAP. Enter the g/l account to which the PO item costs
should be coded. Encode the item to the original USA expense account (e.g. 701089,
686089, 703089, etc.) Do NOT enter USA Offset account number in the g/l account
field.

Menu path: LOGISTICS = RETAILING = PURCHASING = PURCHASE
ORDER = PURCHASE ORDER=> CREATE = VENDOR KNOWN

Transaction code: ME21

Screen 1: Create Purchase Order: Initial Screen

Field Description/Usage

Vendor Enter the vendor account number for which the purchase
order will be issued. Note that if the vendor has never
been used before, a vendor master record must have
already been created. MWR HQ will create vendor master
records on a request basis

Order type Enter order type NB for Purchase Orders under $25K, or
enter order type NA for Purchase Orders over $25K
Purchase order date | Enter the date for the purchase order.

Purchase order Leave this field blank. System will assign a purchase
order number automatically.

Organizational data
Purch. organization | Always use purchasing organization 2000, which is the
only valid MWR and VQ Purchasing Organization.

Purchasing group Enter the appropriate purchasing group
Default data for items
Item category Leave blank
Acct. assignment cat. | K-Cost Center
A-Asset
F-Internal Order
Delivery date Enter the Desired Delivery Date.
Site Enter the site code for which the requisitioned items are
being procured.
Storage location Leave default numbering
Merchandise Enter the appropriate merchandise category for the items
categories being procured:

2050001 TEXT RENTALS
2070001 TEXT SUPPLIES/SERVICES
Acknowledgement Check this indicator if each purchase order item is to be
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| reqd. | acknowledged by the vendor.

| 2000 8laB Q@8 CHE DnAN BE @@
Create Purchase Order : Initial Screen
2 |[4E |03 | []

_4999999999

_BQ."B1 {2003

b oer1512003 3
-2918
-9991
_29?9991
]

Press the [Enter] key or click the green checkmark @ to continue.
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Screen 2: Create Purchase Order: Header Data

Terms of delivery
and payment

Description/Usage

Payment terms

This field comes in automatically from the vendor master
record. However, it may be changed should there be an
exception to the purchase order being created.

Paymentin %

Enter special payment terms given to a particular purchase
order.

Paymentin %

Enter special payment terms given to a particular purchase
order.

Payment in / Days Enter the days that the net amount needs to be paid in under a
net special set of payment terms.
Incoterms This field represents shipping terms.  Shipping terms

normally used “free on board - destination”(FBD) or “free
on board-shipping point” (FBS) . The second field should
be used to define the BASE location of the delivery
destination (i.e. Naval Station XYZ)

Reference data

Quotation Date

Enter the date the quotation was given if applicable

Quotation

Enter the number of the quotation if applicable

GSA/AFNAFPO no.

This field is used for AFNAFPO contract number or GSA
contract number.

For AFNAFPO enter all of the alphanumeric digits following
the “F”, excluding the dashes. The PO will automatically print
the “F”. Ex: if AFNAFPO is F41999-98-D-6012, you would
enter 4199998D6012 (all digits except the “F” and the
dashes)

For GSA enter all digits excluding the dashes. Ex: if GSA is
GS-35F-0001G, you would enter GS35F0001G (all digits
except the dashes)

This field is required. If you do not have a GSA/AFNAFPO
number you must enter a period. Do not enter any other
information in this field.

PIIN

Enter the 16 digit PIIN number including dashes.
Ex: HDQMWR-02-M-0001

This field is required. If you do not have a PIIN number you
must enter a period. Do not enter any other information in
this field.

Requis. Officer

Enter your own name or the name of the Requisitioning
Officer (Activity Manager). This is a local business office
decision.

Telephone

Enter your telephone number or that of Requis. Officer. The
number should be in the following format ALWAYS (901)
685-9696.
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g i@ eee LHE ODLN BE @®

Create Purchase Order : Header Data

Ouotstiondate  Quetaon

CSMAFNAFPOMO. . [ FIN  WARSDG-03A0001

Requisitioner M GOODWIN | Telephone (75733313333
Invoicing pary

Press the [Enter] key or click the green checkmark @ to continue.

Screen 3: Create Purchase Order: Item Overview

Field Description/Usage

Article Leave blank.

Short text Enter the appropriate reference short text
description.

Oun Order Unit (i.e. EA for each)

Delivery Date If you selected a delivery date in the

document header, the date will carry over
to all line items. If not enter date of
delivery, or system defaults today’s date.

Net price Enter net ordered price

Per Value specifying for how many units of the
order price unit the price is valid.

OPUn Order price unit. Order price units and
Order units are often identical. However,
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you may purchase items that are “prices
(for example) by the case, but are
purchased by individual unit. In these
instances, you will be prompted to provide
the system with a conversion of the
individual unit to case. For example, you
may buy wine by the bottle, but it is priced
by the case — you must provide the
conversion amount of bottle to case
(usually 12 bottles to a case).

R (Returns) Check this box if the item is being returned
to the vendor.
Free Check this box if the item is of no cost.

For example if a vendor offers a “Buy ten
get one free” special, ten items should be
purchase on one line and the free item
should be on another line and checked as
Free.

& ald D ea  EHE DO BA @

[ Create Purchase Order : item Overview

BLO39@ALEXE D30 E e &8 G

[ ] HE 89/01/2003
400800300 us
icle ‘?hnﬁw PO mm c ptice Per o]
1 K [TREADMILL 1EA [0 (0941572003 1500, 98(1 EA [ROFOOBY  [2018 i =]
2 K D [p9/15/2003 2oropet  2e18 (| [=]
3 K D [p9/15/2003 2eFooRt (2018 I
4 K 0 [#9/15/2003 2EFOEET 2018 (|
5 K 0 [p9/15/2003 20rooEt (2018 O
5 K 0 [p9/15/2003 2orooet (2018 ]
7 K 0 [p9/15/2003 2orooet (2018 ]
i K D [p9/15/2003 2eFooRt (2018 1
9 K 0 [#9/15/2003 2EFOEET 2018 (|
L] K 0 [p9/15/2003 20rooat (2018 O
11 K 0 [p9/15/2003 20rooEt (2018 O
12 K 0 [p9/15/2003 2orooet (2018 ]
13 K D [p9/15/2003 2eFooRt (2018 ]
14 K D [p9/15/2003 2eFooRt (2018 I
15 K 0 [#9/15/2003 2EFOEET 2018 (|
16 K 0 [p9/15/2003 20rooEt (2018 O
17 K 0 [p9/15/2003 2orooet (2018 ]
18 K 0 [p9/15/2003 (egalelayl 2 LI =]
19 K 0 [#9/15/2003 2EFOEET 2018 (|
b E———,,e——___eeeeee e (el

Press the [Enter] key or click the green checkmark @ to continue.

Screen 4: Create Purchase Order: Account Assignment for item XXXXX

| Field | Description/Usage
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GR Leave default

GR non-val Leave default

Distribution Leave default

Partial Invoice Leave default

Quantity/Percent Leave this field blank.

Cost ctr Enter the cost center to which the PO item costs should be

expensed.
G/L account Enter the g/l account to which the PO item costs should be

coded. Encode the item to the original USA expense account
(e.g. 701089, 686089, 703089, etc.) Do NOT enter USA Offset
account number in this field — you will receive an ERROR!

D To delete a particular account assignment line item, flag the
corresponding deletion indicator. Press Enter to actually delete
the line item.

A Flag this indicator to display further information on an account
assignment (e.g., display the G/L account that the asset record
will be assigned to).

2]

To go to the next item click —__

2
To review the entries go to <=

To save, click the icon

IMPORTANT: For USA items that have been posted to numerous XXX089
(e.g. 701089, 686089, 703089) USA g/l accounts via good receipts, direct invoices, or
payroll journals, a journal STILL MUST be made at month end. This journal is
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still required in order to post to the USA offset accounts and to the USA customer
(136000 g/1 recon account.)

z Create Consignment Ticket Order

The site or the activity needs to create an order for consignment tickets. This process
will NEVER be used for prepaid tickets, only consignment ticket orders. This document
may be prepared by the Activity/site personnel or by the Regional Business Office
Procurement staff. A consignment agreement (external to the AIMS system) should be in
place with the vendor prior to initiating any orders.

Consignment orders are only authorized for MWR Company codes. Prepaid tickets
should not be included in this document. Order types, PU and/or PO or Credit Card
orders should be used for prepaid tickets. Alternatively, an Outline Agreement (BPA)
could be established for ordering prepaid items.

This order type (Consignment Ticket Orders) has no release strategies assigned and will
automatically create an order. The process will fax or print out the copy immediately.

Although the site may be able to “call” in an order (for example, to the Navy Southwest
Region Military Ticket Program office), failure to complete this electronic processing of
the consignment ticket order, will result in an inability to include those items ordered
through a “call” into the Inventory system. Items will NOT be included in the “on-hand”
quantities and will be reported as “variances” during the physical inventory process!
Remember, this order type is only for use with Consignment tickets.

Note: Consignment tickets are non-valuated at the time of receipt. MWR does NOT
own these tickets. Tickets are only valuated at the time of the settlement of the sales.
These types of orders (CO) cannot be used for prepaid tickets. For those prepaid tickets,
use the PO and/or PU document types. BP document types can also be used for prepaid
tickets if an Outline Agreement (Blanket Purchase agreement) is in place.

Access the beginning of this process using the following menu path:

LOGISTICS > ARTICLES MANAGEMENT > PURCHASING > PURCHASE
ORDER > CREATE > VENDOR KNOWN

Transaction code: ME21
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™ Create Purchase order : Initial Screen

Purchase order Edit Header Itern Erwironment Swstem  Help

@ ||

e e DM anaa BE @

2 43 [0 [ Ret taPReq [ Ref. tocontract [ Reference to RFO

[ Acknowledgment reqd

Wendor Wﬂﬂ'ﬂ'ﬂﬂ
Order type [co Enter the
Purchase order date Iﬂhl 8272881 vendor number
Purchase order I— and “CO” for
L consignment
Organizational data \
Purch. organization Iﬁ
Purchasing group 171
Default data for items
Itern categom IE 'l
Acct azzignment cat. I_ Enter “C” in
Delivery date FI the Item
Site [
Storage location W
Merchandise category I— Enter “0001” in the
Fh?q. tracking number I— Storage Location ’
Price date
Vendar sub-range
Praomation I—

Use the table below as a guide for filling the fields on the initial screen.

Field Name Description R/O/C User Actions/Values
Vendor Vendor Number R Enter the vendor number
Order type Purchase Order R Enter “CO” for consignment

document type
Purchase Order Date of the purchase R Enter the date that the order is
date order prepared.
Purchase Order Purchase Order Leave | The numbers are internally
Number Blank | generated so leave this field
blank.
Purchasing R Use the drop down arrow to
organization select “2000”
Purchasing group R Use the drop down arrow to
make your selection.
Item category Enter “C” for R Enter “C”
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consignment
Account Leave blank 0) Leave blank
Assignment Cat
Delivery date Date of delivery O This is optional
required
Site Enter the site O Enter the site number or leave
number blank
SLOC Enter the SLOC 0) Enter “0001” or leave blank
(Storage Location)
number
Merchandise Merchandise Will
Category category of the default
consignment item upon
selection
of article
Req Tracking Leave | Notused by MWR
number blank
Price date Leave | Notused by MWR
blank
Vendor sub-range Leave | Notused by MWR
blank
Promotion Leave | Notused by MWR
blank

Although there are numerous fields on this opening screen, only the first three and the

fifth, sixth and seventh are required initiating the process.

Note: If all the line items on this order will be made for the same “site”, or will have the
same “delivery date”, you may find it helpful to complete the fields in the section of the
initial screen labeled “Default Data for Line Items”. See the screen shot on Page VII —
73. For any data completed in this section, all lines will be populated with that same data
(saving data entry time if all the items have the same delivery dates and are to go to the

same site.

Press the enter key or click the green checkmark icon. g |

On the “Create Purchase Order: Header Data” screen, enter the values as identified

below.

Field Name

Description

| R/O/C |

User Actions/Values
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Payment terms

Vendor Payment
terms

Will default from the Master
Vendor record. It may be
overwritten if desired. If
necessary, use the drop down
arrow to select alternate payment
terms.

Payment in To identify payment If the payment terms above are
in a specified not adequate, it may be necessary
number of days to enter the actual number of days
from the invoice date when the
payment must be made.
Currency Currency Will default to USD
Inco Terms This field specifies Specify the shipping terms using
the shipping terms the drop down selection aid.
and the destination Most frequently used are:
FBD — Free on Board Destination
FBS — Free on Board shipping
Point
Quotation Date Date of the RFQ Leave blank unless the order is
with reference to a RFQ
Quotation RFQ number Leave blank unless the order is
with reference to a RFQ
Your Reference This field will not User may enter “.” To fulfill the
be printed on the requirement. Will NOT print on
document the document
Reference Reference Enter the information as desired.
information as For example, the Consignment
determined by local Ticket Agreement number
policy
Requis Officer Requestor’s name Enter the requestor’s name
Telephone Requestor’s Enter the requestor’s telephone

telephone number

number.

Press the Enter key or click the green checkmark icon g |

On the “Create Purchase Order Overview: Item Overview’ screen, enter the information

as specified in the table below for the individual consignment articles that you wish to

order:
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™ Create Purchase order : Item Dverview == x
Purchase order Edit Header Item Enwironment System  Help -
gl “Io0jceee LMk anon BE @
EEEODILG@ALEEEFBDE Blact s g dd @
Purchase oider [ Oderyee [co PO dele [au703/2001
“Wendar |4888086571 COMMANDER MNAVY REGION SOUTHWES Currency W
PO items
Item Aurticle Short text PO quantity | OUr C | Deliv. date et pric Per OPL Mdze cat Sie |D | R Fﬁ
1 10886826 |ADVNTR ISLE C'00 1 B[l|Eﬁ D |a4/B572001 4868181 | 8841 = 2
2 18880826 ADVNTR ISL: C'00 200EA D |O4/0572001 41868101 a1 N
3 D r
y D r
Field Name Description R/O/C User Actions/Values
Item Item Number Will | No user action required
default
Article Article Number R Enter the consignment article
number
Short text Article name R Will default from the article
master record
PO Quantity The number of the R Indicate the quantity of the item
item required that you wish on this order
Unit Unit of Measure R Will default from the article
master record
Delivery date When the article is R Enter the required delivery date
required
Purch Req Purchase o Leave Blank — Do Not Use
Requisition
Mdse Cat Merchandise R Will default from the master
Category article record
Site Site to which the R Will default from the initial
delivery is to be opening screen if the
made information was entered at that
point. Enter site number now if
it did not default.
Item category Type of purchase C Will default from the initial
screen

Note: You will note that NO net price appears on this order. This is due to the fact that
consignment tickets are NON-VALUATED until the time of sale. (The MWR fund is not
liable for payment until the tickets are sold.).

Finally, the purchase order may be posted by clicking on the Save icon
menu path PURCHASE ORDER > SAVE.
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Click the
Save icon

™ Create Purchase order : Item Overview =] =
Purchase order Edit Header Item Environmg System  Help G
gl CB¢cee Lk n0on BE @
BEEREBENAGAGACESHEDBE Brows &8 G
Purchase order Order type co PO date Iﬁhf 63/2001
Wendor 48880808571 COMMANDER MAVY REGION SOUTHWES Currency usp
PO items
Item Article Shart text PO quantity | OuUr C | Deliv. date Met price Per 0P Mdse cat Sike | D ﬁ
1 18888 |ADVNTR ISLE C'00 1[|l]|Eﬂ D |B4/85/2001 4866181 |BAM o]
2 18888 |ADWNTR I5LEA DD EZ[H]|EI’I D |84/05/2081 4860181 |B8H
3 | 601
| S

You will receive a confirmation message.

Information x|

Conzignment PO created under the number

0 30000001 4

o k. Help

Upon saving the document, the consignment order will automatically be faxed to the
vendor, if a fax number is maintained in the vendor master record. If no fax number is
available, the purchase order document will be printed locally and will have to be faxed
to the vendor manually.
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z Create a Credit Card Purchase Order

In certain cases, it will become necessary to use the Citibank issued credit card to make
purchases of various items for your facility. This is a slightly different purchase order
creation process than the ones that we have demonstrated before. In most cases, although
not in all, the articles have been purchased and delivered or picked up before the purchase
order creation has taken place. Certain vendors, DECA and the Navy Exchange, in
different parts of the world require the use of a credit card to purchase their items.

Use the following menu path or transaction code to begin this process.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
PURCHASE ORDER > CREATE > VENDOR KNOWN

Transaction code: ME21

Create Purchase orvder: Initial Screen

™ Create Purchase order : Initial Screen

Purchase order Edit Header Ikem Enwvironment System  Help

||l HeceLMk anan AE @

“ A% J3 m D Ref. to PReg D Ref. to contract D Reference to RFQ

ermdar Illﬂﬂﬂﬂﬂ21132|

Order type [H
Purchase order date Bu/a3/s2001

|}

Purchase order

Organizational data

Purch. organization 20808
Purchasing group 171

Default data for items

|term categary

Acct azzignment cat.

Drelivery date T I au/83/20Mm

Site:

=111

Storage location
Merchandize categony
Feq. tracking number
Price date

Wendor sub-range

i

Promotion

[ Acknowledgment reqd
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Field Name Description R/O/C User Actions/Values
Vendor Vendor Number R Enter the vendor number. We
have used the local Walmart
vendor number
Order type Purchase Order R Enter “CR” for Credit Card
document type
Purchase Order Date of the purchase R Enter today’s date because we
date order urge the user to prepare these
documents immediately.
Purchase Order Purchase Order Leave | The numbers are internally
Number Blank | generated so leave this field
blank.
Purchasing R Use the drop down arrow to
organization select “2000”
Purchasing group R Use the drop down arrow to
make your selection.
Item category Item Category R Leave blank
Account Leave blank O Leave blank
Assignment Cat
Delivery date Date of delivery O Enter today’s date, the date you
required picked up the articles
Site Enter the site O Enter the site number
number
SLOC Enter the SLOC 0) Enter “0001” or leave blank
(Storage Location)
number
Merchandise Merchandise Will
Category category of the default
consignment item upon
selection
of article
Req Tracking Leave | Notused by MWR
number blank
Price date Leave | Notused by MWR
blank
Vendor sub-range Leave | Notused by MWR
blank
Promotion Leave | Notused by MWR
blank
@ |

Press the Enter key or click the green checkmark icon
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Create Purchase Order: Header Data

™ Create Purchase order : Header Data

Purchase order Edit Header Item Environment System  Help

-2l B e 2hE anaa AR @
|2epa@mD G

—

|128?

Purchaze arder Company code Purchaszing group 171

Payment in
Payment in

Payment in

I_ Draps
I_ Draps

Draps net

[ %

I % Incoterms

Document type I[:R Purch. arganization 28088
Wendor IIIBBBBB2II32 Wal MART
Adminiztrative fields
PO date I B4/ B3/ 2081
Terms of delivery and payment
Payment terms IU ans Currency usD

[

Reference data
[uotation date
oL reference

Reguizitioner

—
—
DoEiones

Quotation
Reference no.

Telephone

—

IEHEDIT CARD _walLMART

| 3605551212

On the screen as shown above, enter the values as shown on this table.

Field Name Description R/O/C User Action/Values
Payment Vendor Payment terms R Will default from the Master
terms Vendor File. Can be overwritten

for this purchase order if desired.
Use drop down arrow for
alternate payment terms.
Payment In | To identify the payment in O Enter the number of days in the
a specific number of days field if it is necessary to make a
change.
Currency Currency O Default will be USD
Inco Terms | The field specifies the O Do not use for the CR Credit
shipping terms Card type Purchase order.
Quotation Date of the Quotation O Leave blank
date (RFQ)
Quotation Quotation number (RFQ O Leave blank
number)
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Your This field will not print on R Enter
Reference the purchase order
document
Reference To be determined by local R Enter the information if desired.
Number policy For example, enter the store

where you used the Credit Card.
This information will print on the

document.
Requis Requestor’s name R Enter the requestor’s name. Will
Officer print on the document.
Telephone Telephone number of the R Enter the requestor’s telephone
Requestor. number. Will print on the
document.

Press the Enter key or click the green checkmark icon. @ |

™ Create Purchase order : Item Dverview 8] x|
Purchase order Edit Header Item  Erwironment System Help -]

| = -0 eca@cur anon @R @
EERDORA@ACBCE TR E Betas X&3 @

Purchase order [ Order type W PO date lm
Yendaor m WALMART Currency IW
PO items
Item I | A Aticle Short text PO quantity OUr C | Deliv. date Met price Per OPUn | kdse cat Site |D | R Frﬁ |
1 108883 {7524 NEON SUNGLASSES 2008EA (D |B4/B3/2801 15.88/1 EfA 4e16612 8112 [ nd
2 D |B4/03/28M1 a112 r
3 D |84/83/2801 #1112 r
4 D |84/83/2801 #1112 u
5 D |84/83/2861 #1112 r

You must enter an existing article number and the quantity that you have purchased on
the Credit Card. The other information will default from the article master record.

Up to this point in the process, the transaction to create a purchase order is very similar to
the other types that we have illustrated. However, when we have purchased with a Credit
Card, the organization who will be presenting us with the invoice to pay will never be the
vendor from whom we purchased the articles. It will always be the bank who issued the
Credit Card. In our case, this will be Citibank.

AIMS/SAP has taken this anomaly into account and we may use the Partners function

built into the system. To access this function, click on the partners icon from the
application toolbar.

The following “Maintain Partner” screen allows further entry.
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Maintain Partner

™ Mmaintain Partner

Edit Goto  Extras  Swstem  Help

el Hcee DMk anaaEFE0
“E (] T < Patners

Purchaging doc. I
Purchasing org. |2 (i 15]5]

Partner

Part funct. MHurmber Mame 0] ﬂ
UH|endaor LAAAAA243 2wl MART aR=
P =

\ r

-5 partner function x| u

' r

Funct (Hame L

r

Bz ayment recipient r

oA ng Address

UH r

IP sented by r

GS Goods suppli r

r

r

r

v | B|68[ )| % | r

-

—

On the first blank line, click the dropdown arrow to select the Partnex function needed for
our transaction. In this case, we want to enter “IP, Invoice presented by

Click the green checkmark on the window to enter it into the column as shown.

In the column labeled Number and on the row where you entered “IP”, enter the number
of the actual Citibank Government Credit Cardholder.

Note: If you do not know the number of the actual cardholder, contact your local
business office for this information.

In our case, we entered the information as shown on the screen below.
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Maintain Partner

™ Maintain Partner

Edit Goto Extras Swstem Help

|l CiEeceeDHE D000 BAR @
BB D@ erare

Purchasing doc.
Purchasing org. m
Partner
Part. funct. MNumber Mame: 8] ﬁ
UM\ endar 4LA88882432 \WALMART r ;I
IP|Invaice prezented by 30000008278 CITIBANK GOVT CARD SERWICES r ||
r
r
r
r
r
r
r
r
r
r
r
r
r
r
r
r
r
Fage 141

Click on the Green arrow back icon to return to the previous screen and click the Save
icon to receive the following message.

Information x|

Credit Card PO created under the nurmber

0 E40000011E

g ok Help

Make a note of the Purchase Order number because you should do an
immediate “Goods Receipt” to record the reception of the articles.
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Z Goods Receipt

Incoming inventory from a vendor regardless of the purchase order document type must
be posted as a Goods Receipt (Movement type 101). When receiving these goods, the
goods receipt document must always reference a purchase order. Posting a “Goods
Receipt” results in an entry to record the liability of the MWR/VQ activity to pay the
vendor and also to update the inventory quantity (and the value) on hand. Use the
following menu path or transaction code to access the Goods Receipt procedure.

LOGISTICS > RETAILING > MERCHANDISE LOGISTICS > INVENTORY
MANAGEMENT > GOODS MOVEMENT > GOODS RECEIPT > FOR
PURCHASE ORDER > PO NUMBER KNOWN

Transaction code: MBO01

Goods Receipt for Purchase Order: Initial Screen

™ Goods Receipt for Purchase Order: Initial Screen

Goods receipt Edit Goko Mowvement type  Enwironment  System  Help

& Imeae CHRE anaa AR @

“ @ Adopt + detall: Purchaze orders... PO unknown W parameters. ..

Docurnent date I Ba/B3/20M Posting date I Bu/83s20m

Delivery note I Bill of lading I
Do header test I GR/GI slip no. I
Defaults for d k it { . . .
ehauis Tor cocument fems Information identified on the
Movement type |1 ia] Durchase order
Purchase order |6ne080811¢ |
Site |B1 12 Fleazon far movement I
Storage location foaa [ Suggest zem lines
GR/GI shp
O Individual slip
@ Collective slip
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Field Name Description R/O/C User Action/Values

Document date Default is today’s R Date the goods are received.

date Today’s date because we are
using a credit card and doing an
immediate Goods Receipt

Posting date Default is the R Date the goods are received as

current system date identified by the receiving agent.

Bill of Lading Number of the bill O If available, enter the bill of

of lading issued by lading number
the sender

Doc. Header text Document header (0) If available, enter the vendor’s

text and notes that packing list number if desired.

apply to the entire

document not to a

specific line item

Movement type Goods movement R Movement type for goods receipt

type to a storage location is 101, which
is applicable to our use here with
a credit card.

Purchase Order PO number R Enter the Purchase order number
or if you haven’t made a note of
the number, use the drop down
arrow to search and select.

Site Site number O Enter or select the site using the
drop down arrow. If this field is
left blank, the information will be
picked up from the Purchase
Order.

Storage location Storage location O Enter or select a storage location.
If the Purchase Order does not
include this information, it will be
required before posting the goods
receipt.

Reason for Explains the reasons O Leave Blank

movement

Suggest zero lines | Items that have a O Leave Blank

quantity of zero are
suggested on the
screen for possible
goods movements

GR/GI Slip Should this o

document be printed
out
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Adaopt + detals | .
Select the g icon to go to the “Goods Receipt for Purchase Order: new Item

0001 screen.

In our case, using a credit card and doing an immediate Goods Receipt after preparation
of the Purchase Order, we only have one item that we picked up from Walmart. If there
were more than the one, we could click on the next screen icon (the two sheets of paper)
to access the “Goods Receipt for PO: Collective Processing 0001/000X* screen. This
process is explained in detail in the Goods Receipt part of this chapter starting at page
VII-130.

“Goods Receipt forPurchase Order: new Item 0001

™ Goods Receipt for Purchase Order: Mew Item 0001

Goods receipt Edit Goto Mowefment bype  Enwironment  Swstem Help

|| e DRk anaaBE @
o+

Purchase order Iﬁllﬂl-]ﬂﬂm 16 |1 towement type W R goods receipt
Site [e112 MECHANICS CORMER BANGOR

Vendor [+800002432 WALMART

Aticle |1 888371 7524 NEON SUNGLASSES

Stock article I

Ordered I 288 EA tldse cateqor IW
Feceived I a

Qty in

Lnit of entry IP aa IEFI Stor, location IBBB1 Stock bppe I_
\ Batch I

Wendaor batch I
Dl note gty I I_ [ Deliv. compl.
N W
Further information N
EAM in OUn | EAM check [
Unloading paint I
No. of G slips [ \
Text I

Enter the quantity of each item in the field labeled “Unit of Entry”. Click on the Delv
compt. check box to indicate that the delivery of the items is complete. Click on the Save

: = .
icon = to post the Goods Receipt. Make a note of the document number as shown on

the screen shot below.
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Information x|

Document 5000003616 pozted

1

W Ok (@) Hep

Note: Your entry has been posted. If an error is made on this Goods Receipt, it is
always possible to simply “reverse” the entry by using Movement type 102 (in
Transaction code MBO1). If the goods need to be returned to the vendor, use Movement
type 122 (in Transaction code MBO1)
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z Create Purchase Order

While this transaction code and the menu paths are the same as all the other procedures
labeled “Create Purchase Order”, this particular “flavor” of purchase order is for ordering
items where an Outline Agreement (BPA) exists with a vendor. This is essentially the
same process as the existing Blanket Purchase Agreements, where the facility manager
can order what they need without going through the complicated bid process because
there is already a contract spelling out what could be purchased and for how much money
and in what quantity. During the time before SAP, it was possible to call in these “orders
against the BPA” and then log them later. This informality is no longer recommended
now that the process has been institutionalized. Under the new Retailing module, the
process has been “spelled out” in detail and through the steps, all parts of the transaction
from the receipt of the articles to the accounting steps necessary to ensure prompt
payment to the vendors are initiated. These procedures are required to guarantee a viable
and validated perpetual inventory system. They are all parts of the automated system
including the Point of Sale terminals and the management of the inventory itself with
SAP.

To initiate the procedure to create this type of Purchase Order, use the following menu
path or transaction code.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
PURCHASE ORDER > CREATE > VENDOR KNOWN

Transaction code: ME21

Create Purchase Order: Initial Screen

™ Create Purchase order : Initial Screen

Purchase order Edit Header Item Environment System Help

@l -IWece2uny anaal@E|@

23 T [Ref toPReg [ Rel tocortrast [ Reference o RFD

Wendor Ihl]l]l][!l]l]lﬁj
Order type IBP

Purchase order date au/ou/2001
Purchase order

0 izational data

Purch. arganization IZI]I]I]

Purchasing group 173

Default data for items
Item categony I_
Acct astignment cat. |_
Delivery date |T

Site [@184

Storage location aaa1

Merchandize categom ﬂ

Req. iacking number

Price date

“endor sub-range

Prarnotion

[ Acknowledgment reqd
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Field Name Description R/O/C User Action/Values
Vendor Vendor account R This must be the
number which must vendor that has the
already exist in the Outline Agreement
master vendor file already in place
Order Type The type of R Enter “BP” for
Purchase order orders against an
Outline Agreement
(BPA)
Purchase Order The date of the R Defaults to today’s
date order against the date
BPA
Purch The MWR R Enter “2000” or use
Organization organization number the drop down
arrow to select
Purchasing group | The MWR R Use the drop down
purchasing group arrow to select the
appropriate group
Delivery date The desired delivery R Enter the date you
date wish the delivery
made
Site The number of the R Use the drop down
site wishing the arrow to pick the
order correct site which is
ties to the Company
code
Storage Location o There is only one

Storage location per
site 0001

When the required fields are filled in, click on the Ref to Contract icon

(] Rief. to contract

on the application toolbar. You will see a window message appear
requesting the number of the Contract. Enter it directly or use the drop down arrow to

select.

Version 3 — March 2001
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Outline agreement
From agreement item
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e
—
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Press the enter key or click on the green checkmark @ |

™ Create Purchase order : Dverview: Contract Items for Release Order |7 x|
Purchase order Edit Header Item  Enwironment System Help Q

@ | IWCee DHE DDLD BA @
Adopt + detailz m

Agieement 5508080881822 Ageement type IMK Agmt. date |[|3f1 8/28e1

“endor |48888A8411 P4 MONARCH Currency usD

Contract items

Item Article Short text PO quantity au Dieliv, date Purch.req. Item Site | SLoc| | A | Open target qﬁ
1 16888791 CHIX DRUMMETTE BRD TS 25| CAS| D) B4/ B4/ 20081 8184 8061 ] =
2 1086868781 CHIX BURGER CAS|D| B4/ 84/ 2081 8184 0061 a (—
3 1881616 SAIICE BUFFLO “NG TXPET 25 CAS D) B4/ B4/ 2081 8184 a061 ]
L 1881637 SALICE SALSA CHEYM PACE CAS|D|BY4/04/2001 8184 6061 a
5 1082586 KEG BUD LIGHT 1/2BBL 155 .. KEEG|D| B4/ 04/2001 0184 0061 ]
[i] 1082592 KEG LITE 1/2 BBL 155 GAL KEG|D| B4/ 04/ 2001 8184 0061 a

Because you are ordering from an existing contract and the pricing is already in the
master data, all that is necessary to fill in is the quantity of each item needed. In our
example, we are ordering 25 cases of item Number 1 and 25 cases of Item Number 3.
When we have finished entering the required quantities, we click on the adopt icon on the

toolbar. This icon is labeled with the two sheets of paper as shown here

Create Purchase Order: Item 00001

™ Create Purchase order : Item 00001

Purchase order Edit Header Item Enwvironment Swstem Help

@] e DMk anaa A @
“ ’ m Ag 3 ﬁ @ % .ﬂcct. aszgls. ﬁ
Item |1 Item cat. I_ AcctissCat I_
Article 1888791 tdse cat Illl]2 aze1 Site |ﬂ1 84
Short text ICHIX DRUMMETTE BRD TvSONM
Quantity and price
Order quantity |P5 35 Infollpdate IE
Met arder price 14.99 usnh f |1 I[:HS
Qty. conversion 1 CAS < |1 CAs F Fiint price

Deadline monitoring

Dielivery date IEIBIII aL/20081 I &ckn. reqd
Stat. del. date IE‘llhlr a4/2a81

Yend. art. I
GHR/IR control
Underdel. tal % ¥ GR
Overdelis. tal. % [ Unlimited [T GR non-wal

¥ IR
¥ GR-basediy
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At this point in the process as you look at the details of each item, you might receive
warning messages questioning whether the delivery date(s) can be met or that the
quantity or value of this order exceeds the contract by X units or X dollars. These are
merely warnings and should be noted but may be clicked through.

Note: Use the Enter key once or twice to go through these warning messages. Clicking
the OK icon or the green checkmark will not let you bypass the messages. Use the hard
Enter key until you receive the message that the BPA Contract Purchase Order has been
created under the number XXXXXXXXXX as shown below.

Information ' x|

BPA Contract PO created under the number

0 EROON00Z7E

g Ok, Help

z Create Asset Purchase Order

It is suggested that the “Create Asset” function be performed by the
Procurement Office/Business Office. Please contact your local Procurement Office
for guidance.

Warning: This transaction should only be used for creating asset purchase orders. If
you are procuring an asset that is to be funded under the Utilization, Support and
Accountability Practice (USA'd), DO NOT follow these procedures. These items
MUST be created following the procedures for procuring consumables, services, etc.

The item should then be encoded to the general ledger account Minor Property (account
686000). In turn, an asset shell (master record) should be created using the Asset
Accounting module (using the Asset class for APF items). Refer to the Asset Accounting
procedures for further guidance.

LOGISTICS = RETAILING = PURCHASING = PURCHASE ORDER
= PURCHASE ORDER=>» CREATE = VENDOR KNOWN
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Transaction code: ME21

Screen 1: Create Purchase Order: Initial Screen

= Lreate Purchase order : Imitial Screen

gl TFiwiceecnkananDm e
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Field

Description/Usage

Vendor

Enter the vendor account number for which the purchase
order will be issued. Note that if the vendor has never
been used before, a vendor master record must have
already been created. MWR HQ procurement will create
vendor master records on an ad hoc basis for all
bases/funds.

Order Type

Enter order type PU for Purchase Orders under $25K, PO
for Purchase Orders over $25K, MK/WK for Blanket
Purchase Agreements [BPAs]

Purchase order date

Insert date of Approved Manual Purchase Requisition

Purchase order

System default.

Organizational data

Purch Organization

2000 - MWR Purchasing Organization

Purchasing Group

Enter the Base or Region using pull down menu selections

Default data for items

Item Category

Enter (Blank ) for Standard

Acc. Assignment Cat

A — Asset K — Cost center

Delivery Date

Enter the Desired Delivery Date.

Site

Use the Drop-down arrow to choose the location. This
field is tied to the Company Code as shown on the next
screen.

Storage location

There is presently only one storage location per site. Use
the Drop-down arrow to choose.

Merchandise 4161001 — PREPD NC FF&E
Categories 4165000 — PREPD MINOR PROP
4171000 — VEHICLES
4172000 — MWR CF VEHICLES
4171999 — AIRCRAFT & EQUIP
4173000 — FF&E
4174000 — MWR CF FF&E
4173100 — FF&E WHOLE ROOM
4175000 — BUILDINGS & FAC
4176000 — MWR CF BUILDINGS
4177000 — BLDG & FAC IMPRV
4178000 — MWRCF BLDG IMPRV
4179000 — CIP
4179001 - FF&E IN PROGRESS
Acknowledgement Check if the purchasing order is to be acknowledged by
reqd. the vendor. A notation will print on the purchase order

indicating an acknowledgement is required.
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Account assignment (G/L account) has been determined by the material group chosen,
where the last six digits of the material group coincide with the G/L account.

Press the Enter key )

These are the inputs to the following screen:

Field Description/Usage

Incoterms This field represents shipping terms and should default to the
shipping terms from the vendor master record. If the shipping
terms differ from that in the master record (for example,
normally the shipping terms are “free on board -
destination”, but for this contract shipping terms are “free
on board -shipping point” you MUST change this field.
MWR/VQ normally use only FBD OR FBS

Quotation Date Enter the date the quotation was given if applicable

Quotation Enter the number of the quotation if applicable

Reference You may use this field for another data element as determined

(Required) locally.

Reference no. Enter the locally determined requisition number if

(Required) appropriate. If not, you can enter ‘.’ as default or use the field

for another data element determined by local users.

Requis. Officer

Enter the name of the Requisitioning officer (Activity

(Required) Manager)
Telephone Enter Telephone Number of Requis. officer
(Required)
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™ Create Puichasze order : Header Data

Purchaze order Edit Header ltem  Epwvironment  Systerm Help

& | HBcod ke anaa AR @
|lcezaemo e

Purchaze order I Company code |1 a3y Purchazing group 188
Document bype IPU Purch. organization |2 aaa

Wendor Illﬂﬂﬂﬂl]l]ﬂ25 SY5SCO GULFATLANTIC FOOD SERWICES

Adminiztrative fields

PO date Il-]1.v'11p"2l]ﬂ1

Terms of delivery and payment
Payment terms Iﬁ Currency usp
Fapment in I_ Days I— k4
Favment in I_ Days I— % Incoterms Iﬁl
Payment in I_ Days net

Reference data

Quotation date I Quotation I
rour reference I.t’-‘«Bl:D Fieference no. IABCD'I 234
Requiz. officer I.J ozeph Smith Telephone ISD'I 5551214

Press the green Enter icon] |

You will note that there are a number of required fields. The use of these required fields
may be determined based on your local needs.

The following table shows the inputs for the next screen
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Field Description/Usage

Article This is now a required field accessed
through the drop-down arrow.

Short text You may double click while the cursor is in
this field and the system will fill in various
required fields from the Article Master.

Oun Order Unit (i.e. EA for each)

Delivery Date Of you selected a delivery date in the
document header, the date will carry over
to all line items. If not, enter the date of
delivery, or the system will default to
today’s date.

Per The value specifying for how many units of
the order unit (OUn) the price is valid

OPUn Order Price Unit. Order price units and

Order units are often identical. However,
you may purchase items that are priced, for
example, by the case but are purchased by
the individual unit. In these instances, you
may buy wine by the bottle, but it is priced
by the case — you must provide the
conversion amount of bottle to case
(usually, 12).

™ Create Purchase order - Item Overview HEE
Purchaze order  Edit Header ltem Environment System  Help -
@l o e@e 2k anoa BR| @
DOEGA0BESHFEE Bt & dk S @
Purchase order Order type PU PO date a1/11/72081
Wendor 40000000825 SYSCO GULFATLANTIC FOOD SERVIC Curnency usp
PO iterng
Item || A Atticle Short text PO quantity | OUn C | Deliv. date Met price Per OPU Al group ﬁ
1 A (1004025 ACE MAGNETIC BRACELET S8EA D |B1/12/72001 3.591 ER |hoiB3oh |-
2 | 3 D
3 A D
s A b

Press the green Enter icon.

@

VII-103
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™ Create Purchase order : Account Assignment for Item 00001

() o | |
() o | |

N 0 1 0 0 0 0 W W 0 W W W [ W o [ o

VIi-104

Version 3 — March 2001



Procurement

Here are the inputs to the screen above.

Field

Description/Usage

GR

With a single account assignment, the GR checkbox will be
flagged. With multiple account assignments, flag the GR non-
val checkbox as well.

This version of SAP does not currently allow valuation at the
time of goods receipt for purchase order items that use multiple
account assignments. Valuation, in this case, means that the
general ledger is updated.

GR — non val

Check this checkbox to specify that the goods receipt for this
item is not to be evaluated at the time of goods receipt. This
indicator is only required for multiple account assignment PO
items. Many asset purchases require multiple account
assignment (e.g. purchasing 20 computers on a single PO line
item, but each computer needs to be capitalized individually
using its own unique asset master record (inventory tracking

purposes))

Distribution

This field is only used for multiple account assignment. Enter a
“1” to apportion the total value of the PO line item to each
individual asset based on the quantity each asset record will be
assignment (usually a one-to-one basis).

Partial Invoice

This field is only used for multiple account assignment. Enter a
“2” to apportion the partial invoice receipt (IR) quantities to
goods receipt (GR) quantities on a proportionate basis.

Account Assignment
Section

Quantity/Percent

Leave this field blank if a new asset is to be created
automatically by the system. If the cost associated with the PO
item is to be capitalized to an existing asset record, enter the
quantity/percent of the total PO item quantity that should be
assigned to this asset number.

Asset

Leave this field blank if a new asset is to be created by the
system. If the costs associated with the PO item are to be
capitalized to an existing asset record, enter the asset master
number in this field.

The asset number, together with the asset sub-number, identifies
a fixed asset in Asset Accounting.

To delete a particular account assignment line item, flag the
corresponding deletion indicator. Press Enter to actually delete
the line item.

Flag this indicator to display further information on an account
assignment (e.g., display the G/L account that the asset record
will be assigned to).
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To have the system automatically create a new asset master record, press the
[Create Assets] push-button at the bottom of the screen.

Pop-up Window: Create Purchase Order: Account Assignment for item XXXXX

-8 Craate Purchase order : Account Aszzignment for I[tem 00001

e

@ [ To assets to be c

Agsets to be created
Azzet class
Company code £ asset
Mumber of zimilar aszets

I Sub-number

[1e31 |

o

Reference

Company code / asset

Master data

Dezcription

Inventory number
Business area
Cost center

Site

Location

Additional data |

IAEE MAGMETIC BRACELET

|
-

aa81

(" To existing assets

Company code 1834

Main number I

Sub-number I

V||¥|
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Inputs for the screen above.

Field Description/Usage

Asset Class This field should default from the merchandise category
entered for the PO line item. If no value appears in this field,
it is likely that a merchandise category that should not be
used for fixed assets was entered (i.e., services, “non-stock”
goods, “stock’ goods).

Company Code/Asset Leave the default values or leave blank

Number of Similar The value in this field determines the number of individual

Assets asset master records that will be created by the system.

Sometimes, certain assets may be combined in a single
master asset record (e.g., Chairs). Most often, however,
individual asset master records need to be created (e.g.,
Computers) to track them during inventory counts.

The system will default to the quantity entered for the PO
line item.

Sub-number Leave this field blank

Reference Company Leave this field blank

Code/Asset

Description This field will default to the description on the PO line item

Inventory Number

Leave this field blank at this time. The Asset Master Record
will need to be maintained once the asset has been received.
At this time, information such as the inventory number (bar
code number or tag number) can be entered in the Asset
master Record directly.

The Purchase Order does not need to be updated.

Business Area

Leave this field blank, as business areas are not used by
MWR or the VQ systems.

Cost Center

Enter the Cost Center that will be charged with the asset’s
depreciation expense. Generally, this is the “owning” cost
center. Remember, depreciation can ONLY be recorded to a
G&A cost center. For buildings, Building Facilities
improvements, and Vehicles, the “Company Code”, Big
G&A cost center should be used. For FF&E assets, the
G&A cost center for the activity “owning” the asset should
be selected.

Site

Enter the Site where the asset will be located. The system
will default this field to the site for which the Purchase Order
is being created. Remember, Site is now equivalent to a
Facility.

Location

Enter the location code where the asset will be located.
Location codes are provided by the local user MWR HQ
configures them after receiving location data). If no
Location data is available, none has been
provided/configured. You will NOT be able to use this field
unless location information is provided/configured.
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Press ‘ @ | to continue. This system will now assign temporary asset number(s) to all the
master asset records that will be created.

Click ¢ to return to the previous screen.

Further Enhancements to the Purchase Order

Now, select the PO item by clicking once on the line item itself to add further details.

The system will default the site’s address as the “delivery address” on the printed
purchase order. If an alternative address is needed, use the following menu path:

Menu Path:  Item > More Functions > Delivery Address

™ Create Purchase order : Item Dverview [_]=]
Purchaze arder  Edit  Header Environment  System  Help
Ii Details F2
d _0 ‘ Delivery schedule Shift+F5 M | anaa | | @
@ D a a4 % Eonhrmaﬁlon.s 3 E Accl. et dng @3 @
Account assignmente  Chil+Shift+F7
Purchase oider | Comls St - PO date 8171172881
Services Shift+F4
Vendor | TR s - D SERVIC Cumency UsD
Invaicing plan
PO items Components r
Tests 3
Item | | &) Aticle Statistics b PO quantity | OUr C | Deliv. date Met price Per OPU A group
1 100402 S50EA D |81/12/2801 3.591 En 4818384
2 [enien D =
3 [Ext D
[{ext detaiscreen
" Delivery address CtrF11 0
s Taxes D
6 Additional data CrhS hift+F8 D
7 Shipping data D
3 Fareign trade/customs  Chil+Shift+F10 D
Cash budget mgrat.
? ariamts o
10 MEssanEs D
11 Documents D
12 G5 items D
13 D
14 A D

The following screen will appear:
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-H Delivery Address for Item 00001 [ %]
Site aan Address |112l]3 A —
Star, loc. aen1

Wendor Ihﬂﬂﬂﬂﬂﬂlﬂﬂ
Mame
Title |
Name Gid MARKETING-SPECIAL EVE

|

Search terms

Search term 1/2 I

Street address

House no./street 123 IBriggs Street *
City/Fign/FtiCd [ ack sonville IFL |9 a3

Country IUS LISA
Time zone IEST Jurizdict. code I

PO box address

FO Box
Postal Code
Company postal code

Communication

Language Englizh j Other communication...
Telephone - I
Fax I - I
E-mail f

lo]ols

-~ . . T 1
vl m.&doptl (3] Hesetl Repeat addresz on | Repeat address off | ﬁl

To use this delivery address for all subsequent PO line items, press the [Repeat address

on] push-button. Press the 0 Adopt o1 to record the delivery address.

Use the following inputs for the Screen 1: Delivery address for line item XXXX
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Field

Description/Usage

Address

If the appropriate delivery address already exists in the
system, enter the address code in this field. The search help
pull-down can be used to search for delivery addresses.
Where a delivery address does not exist in the system, leave
this field blank and enter the address information in the
appropriate fields described below. Although the screen
shows that 40 characters can be typed in for the “NAME” of
the delivery address, the system will produce a warning
message indicating that the last 5 characters may NOT print
out properly on the Purchase Order. You can click through
this warning, but you will notice the address does NOT print
in full on the actual PO document. We suggest that you only
use 35 characters to record the NAME.

If the delivery address is used regularly, contact the system
administrator to request that the delivery address be created in
the system.

Vendor

Leave this field blank

Title

Enter the title of the contact person if appropriate

Name

Enter the name of the contact person. This filed must always
have an entry in it.

House Address

Street

Enter the street address, including the building number and
suite number if applicable.

House number

Leave this field blank. It might be used in the future

City/Region/Pstl Code | Enter the City, the State and the ZIP code of the delivery
address

Country The country defaults to “US”. For the pilot areas, the country
will always be “US”.

Time Zone The system default may be accepted

Jurisdic. Code Leave this field blank as neither the VQ or the MWR charges
or pays sales taxes.

Telephone Enter the Tel. No. of the contact person

Fax Enter the fax number of the contact person.

To add planned freight charges to the PO line item, select the item and use Item >

Conditions.
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Screen Purchase Order Create: Item Conditions

™ Purchase order Create: Item - Conditions [_]=]
Conditions Edit Goto Sestern  Help

Gl = CFielececny anaa BB @

Itermn 1 Article 1004025 ACE MAGNETIC BRACELET
Oty 50 |EA et 179.58 |USD
CnTy [ Mame Rate Curr. per Uakd Condition walue Curr. MumCCo| OUn | CConDe | Un Condition value ﬁ
PB 88| Gross Price 3.59 |USD 1EA 179.58 USD 1EA 1|EA 9~
PBXX|Gross Price usD 1EA 8.88 UsD 1EA 1|EA 9
Furchaze Price net/n 3.590 |USD 1En 179.58 USD 1En 1En a
FRE1 2608
. . .
Field Description/Usage
CnTy To enter planned freight charges amount

only, Use condition type, FBR1. Using
any other freight condition will cause the
system to print the freight charge on the
Purchase Order. These other condition
types will be accepted by the system
without a warning. Be sure to enter ONLY

FBRI1.

Rate Enter the freight amount as a single dollar
amount

Curr. USD as default

Per Leave this field blank

UoM Leave this field blank

Press ‘ @ | to record the planned freight amount. The system will now display the
freight value and the total value of the purchase order. The cash discount condition can
be ignored as it will not affect the total value of the purchase order. It is merely showing
the potential cash discount that can be expected if the discount payment terms are met by
the payment program.

Click & to return to the previous screen.
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Note: When entering planned freight (delivery costs) for a line item that uses multiple
account assignment, the system will display a warning message asking whether the
delivery costs should be deleted. Always choose “NO”. The system may display this
message several times. Always choose “NO”. This message appears because at the
present time, the system cannot use planned delivery costs for multiple account
assignment PO line items during the GR and IR stages of the procurement process.
However, MWR and VQ procurement policy dictate that the freight charges must always
appear on the Purchase Order. SAP is developing this functionality for a future release.
Further details as to how the planned freight (delivery costs) will be handled at invoice
receipt are explained in process document MMBPO003.

To add detailed long text for a PO line item, select the line item by clicking on it, then
use Item > Texts > Text Overview . Use the pageUp and pageDown icons to move
through the list of text types.

Screen. Create Purchase Order: Texts for Item XXXX

Field Description/Usage

Detailed item text Use this text type to describe the item
being procured in unlimited detail. This is
useful when the short text is not descriptive
or long enough to fully identify the item.
This text will print on the Purchase Order.

Info Record PO text Do not use this text type. It is reserved for
further enhancements of the procurement
functionality of the MWR AIMS/SAP
system.

Material PO text Do not use this text type. It is reserved for
further enhancements of the procurement
functionality of the MWR AIMS/SAP
system.

Item Delivery text Use this text type to describe the delivery
instructions for the item being procured in
unlimited detail. This is useful when the
delivery requires special instructions that
the vendor must know about.

This text will print on the Purchase Order.

Info Record note Do not use this text type. It is reserved for
further enhancements of the procurement
functionality of the MWR AIMS/SAP
system.

Quote details Use this text type to record any information
about the quote(s) received for this
particular item being procured. This text
will NOT print on the Purchase Order but
will be available to the user on-line.
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To record unlimited long text, simply click on the checkbox located beside the text type,
then press the [Long Text] push-button. A screen will appear where the text can be
recorded in a fashion similar to a word processor. To return to the previous screen when

e .

you are finished recording the long text, click on the previous screen icon

&

Again click the previous screen icon to return to the line item overview screen.

Do one final review of the entire document.
When you are satisfied that all the information has been entered correctly, save the
=

document by clicking the save icon.

The system will then return a message: “PO under $25,000 created under the number
65X XXXXXXX”
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z Change Asset Purchase Order

Certain fields of a Purchase Order may be changed. To do so, use the following menu
path.

Menu Path:  LOGISTICS = RETAILING = PURCHASING = PURCHASE
ORDER >PURCHASE ORDER= CHANGE

Transaction: ME22

™ Change Purchase order : Initial Screen

Purchaze arder Edit Header [tem Enwvironment Swestern Help

&l HRCcoe e anaa@E @
|2a

Purchaze arder |65 faeoooaa9 ﬂ

In our example, we used the drop-down arrow to choose the Purchase Order that we had
set up in the previous section.

You might want to inspect the Purchase Order or the Header information by clicking on

o
either the Document Overview icon u < or the Header Information icon

@

Once you are satisfied that this is the correct PO, click the Enter icon.
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Screen: Change Purchase Order: Item Overview

Change Purchase order - ltem Dverview _|m]x

Fuichase order Edt Header ltem Envionment System Help

@ | THCeGe DHE Do BE @

BEEBODTEAGAD B IR Bt &8 & 3 Q

Purchase order [6500080009 0ider e [Po— FO date [e171172001

Vendor 4800008025 5500 GLLFATLANTIC FOOD SERVIC Currency usp

PO items
lem [ 1] 4] Article Shert tent FOquantty | OUY C | Deliv. date | Metprice Per | 0P an a7
1 1004025 ACE MAGNETIC BRACELET sgER D 1/12/2001 3.5901 ER 4eg+]
2 D [01/12/2001 4616 —
3 D [01/12/2001 4010
u D [01/12/2001 4010
5 D [01/1272001 4010
6 D [01/1272001 4010
7 D [e1/12/2001 4010
[] D [o1/12/2001 4010
9 D [o1/12/2001 4010
18 D 171272001 L
11 D 171272001 L
12 D 171272001 41 0|
13 D 171272001 41 0|
1 D 171272001 41 0|
15 D 171272001 461 0|
16 D 171272001 461 0|
17 D 171272001 Lo 0|
13 D e1/12/2001 Lo 0|
19 D [01/12/2001 4010
20 D [01/12/2001 4e10[5]

J ] [

As you can see from the fields that are not grayed out, there is a very limited number of
fields that can be changed in this procedure.

Field

Description/Usage

Account Assignment Category

Change the Account Assignment Category,
if required. Note that the account
assignment details will also have to be
changed. This field cannot be changed
after goods receipt or invoice receipt for
this line item has occurred.

PO Quantity

Change the quantity of the items ordered, if
required. The quantity can be changed
after goods receipt but the system issues a
warning, if the Delivery Complete
indicator was set during a previous goods
receipt. This indicator is set to inform the
user that no further deliveries are to be
expected.

Net Price

Change the net price, if required

Delivery Date

Change the delivery date, if required

To make any required changes, Select Item =» Details

VII-115
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Change Purchase order : Item 00001

Furchaze arder  Edit Header Item  Enwironment  System  Help

& | Oea@CHE anaaBA| @

[P O2CRED DD Blecoses &
ltem [coapsones [1 ltem cat. [ cowssta [
Article |1 aghazs Artl group Illﬂ1 83 84 Site IBBEH
Short text [ACE MAGNETIC BRACELET

Quantity and price

Order quantity IES a tﬁ
Met arder price |3.59 JsD ’ |1 IEH
[y, converzion |1 Ed <> |1 EA, W Frirt price

Deadline monitoring

Delivery date IE I g1/1272001 [ &ckn. reqd
Stat. del. date |ﬂ1 2720

Yend. mat.

GR/IR control
Underdel. tol. [ F GR
Owerdeliv. tal. I_ % [ Unlimited [ Del. compl [T GR non-val

[" Final inv. W IR
¥ GR-basedly

i

Field \ Description/Usage

Quantity and price section

Quantity Conversion Denominator of the quotient representing
the ratio of the order unit to the order price
unit.

To change the delivery address of a PO line item, select the item by clicking on it and
then use Item =» More functions = Delivery address

&

After making any required changes, press the previous screen icon to return to the

PO line item overview screen.
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To change planned freight charges on a PO line item, select the item and use Item =
Conditions

Screen: Purchase Order Create: Item conditions

Field Description/Usage

CnTy Delete the planned freight charges in total by flagging the checkbox next to
the FRB1 condition type. Press the Delete Line push-button to delete the
planned freight amount.

Rate Change the freight amount, if the planned delivery costs are not completely
delected.

@

Press the to record the new planned freight amount.

Click the & to return to the PO line item overview screen.
To change PO header information, select the line item and use Header =» Details.

Screen: Change Purchase order: Header Data

™ Change Purchasze order : Header Data

Purchasze order  Edit Header [tem Ensdironment System Help

& | FAeae DMK anaaBE @
2EpI@RrREG
Purchase order |65 aggpapa9 Company code 1834 Purchasging group |1 an ﬂ
Document bype IPU Purch. organization |2 aen
Wendar IIIBBBBBBBJ!S Sv5C0 GULFATLAMTIC FOOD SERVICES

Administrative fields

PO date |B1/11/2BB1

Terms of delivery and payment
Paprment terms W Currenicy usb
Payment in I— [rays —
Payprnent in I— [raps — % Incaterms W|
Payment in I_ Drays net

Reference data

(uotation date I Guotation I

Your reference AECD Reference no. SBCDTZ234
Fequiz. officer [ozeph Smith Telephone 901-585-1212

a8
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Field Description/Usage
Quotation date Change or enter the date of the vendor’s quotation, if required.
Quotation Change or enter the vendor’s quotation number, if required.

Your reference

Change the MWR/VQ manual requisition number, if required.

Reference no.

Change the data in this field, if required.

Requis. Officer

Change the name of the Requisitioning officer, if required.

Telephone

Change the name of the Requisitioning officer’s telephone
number, if required.

Click the & icon to return to the PO line item overview screen.

To make any required changes to the PO Line Item detailed texts, select the item, and use
Item =» Texts =» Text overview

To change the long text, simply click on the checkbox located beside the text type, then
press the [Long Text] push-button. A screen will appear where the text previously
entered can be changed or new text recorded in a fashion similar to a word processor. To

return to the previous screen when you are finished changing the long text, click <&

Click e to return to the PO line item overview screen.

]
To save the changes made to the purchase order, click
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z Display Purchase Orders

This transaction may be used to display all purchase order types (PO, PU, CO, BP, and
CR)

Menu Path:  LOGISTICS = RETAILING = PURCHASING = PURCHASE
ORDER = PURCHASE ORDER = DISPLAY

Transaction: ME23

Screen 1: Display Purchase Order: Initial Screen

™ pisplay Purchase order : Initial Screen

Purchase order Edit Header Item Environment Swstem  Help

|G| FfalceaaDne anaa BE @
2@

Purchase order [s200000014 4|

After clicking on the Document Overview icon (moon over Miami) the Display Purchase
Order: Item Overview screen is displayed. The purchase order can then be navigated
using the same method as is done when a change is required as illustrated in the previous
section.

™ pisplay Purchase order : Item Dverview =

Purchase order Edit Header Item Environment System Help

@[ CIelece DM DDOD(BEE @
EERRIGADEEHZR0E B &% S G

Purchase order m Order type IF PO date Im

Vendor [400000B571 COMMANDER NAVY REGION SOUTHWES  Curency Juso

PO itemz
Item I | A | Article Short text PO quantity | OuUr C | Deliv. date Met price Per OPL Mdse cat Site | |
1 C 10080, ADVNTR ISLE C'00 1BB‘EFI D |Bp4/05/2001 L4p6e161  |oo4d
2 |4 18888 |ADVNTR ISLE A 00 288EA D |B4/05/72881 La6aie1 (@641
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z Release Purchase Orders

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
PURCHASE ORDER > RELEASE

Transaction code: ME28

Background Information

Purchase orders are subject to a release procedure (approval procedure). The document
must be reviewed and released by the required releasing authority in accordance with
local procedures.

Depending on the Purchase order type and the Purchase order value, the purchase order
will proceed through a proscribed release procedure that will ensure that a proper level of
authority will approve the purchase order before it will be released to the vendor.

The purchase order can only be printed when it is fully released. Only upon printing can
the individual with the appropriate Warrant Authority actually sign the document and
forward it to the vendor!

Release Strategy One Code Release Strategy Two Code
Site Manager Approval (AA) Site Manager Approval (AA)
Local Procurement Approval (BB) Over $10,000 Approval (DD)
Over $2,500 Approval (CO) Warrant Authority Approval (Z22)
Warrant Authority Approval (Z1)

management has decided to use, contact your local or regional

/ Note: To determine which of the Release strategies your Company Code
Procurement Office.
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= SAP Easy Access SAP R/3 System

Memu  Edit Favorites Bxfras

System Help

|

@ ||

Zlwecae | 2mi

ER & @B v

B 3 Logistics
=--£3 Retailing

o =3 Purchase order
=123 Purchase order

----- [Z Create

- @ MEZZ - Change
~fg) ME23 - Display

g @ ME 24 - Maintain zupplement

rmaintensnee

If using the menu path, double click “ME28 — Release” togo to the next screen:

Release (Approve) Purchasing Documents

Frogram  Edit Goto Systern Help

@ | I iceeDHER wnaa PR

2o =

H\aelease code Iﬁ

Release group lﬁ to l_ _'i)I

¥ Setreleass

[™ Cancelrelease

[¥ Release prarequisits fulfilled

[ List with items

Scope of ligt BEST

Puchasing document categomy |F to r £>

Purchasing organization ,— to ’— _'i)

Dacurment nurnber Mﬂ ta A _'9

Document type ,— to ’— _'i)

Purchasing group '_ to ’_ _'?

“endor A to A _'i)

Supplping site ,— to ’— _'i)

Document date to E
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Enter information in the fields as specified in the table below. Note: In column

“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Values
Name
Release Code | Code with which the items | R Enter your assigned release code
of a purchase order may be from pull down menu, cash
released (approved). approval level uses a different
release code
Release Contains one or more R Enter 10 or select Release code
Group release strategies. 10 from drop down menu
Set Release Determines whether or not | O Set the indicator if you only wish
the purchasing documents to see the purchasing documents
must fulfill the release that you can release (approve)
prerequisite for the specified immediately.
release code. Do not set the indicator if you
This comes into play if you wish to see all the purchasing
have a 2- or more step documents that require your
release procedure. If you release (approval)
enter your code and are the
person on the 2" level and
check this box, you’ll only
see the PO’s which have
been released already on
level 1.
Cancel Indicator stipulating that the | O Set the indicator if you wish to
Release system is to suggest for cancel already released purchase
processing all purchasing orders.
documents that have already
been released (approved),
and whose release can be
cancelled (i.e. the approval
revoked) with the specified
release code.
Release Determines whether or not | O Set the indicator if you wish to
Prerequisite | the suggested purchasing see the purchasing documents that
Fulfilled documents must fulfill the you can release (approve)
release prerequisite for the immediately. Do not set the
specified release code. indicator if you also wish to see
all the purchasing documents
List with Key that determines which | O If you check this box the system
Items information is to be will display information on item
displayed in the list. level
Scope of List | Determines format of search | R Enter “BEST” (default value) for
report list Purchase orders
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Purchasing Identifier that allows youto | R Enter “F” (default value) for

Document differentiate different purchasing documents

Category purchasing document types

Purchasing Purchasing Organization O Enter 2000 or leave blank

Organization | number

Document PO Number O Enter PO number to view

Number individual document or leave
blank to review all available for
release

Document Type of purchasing O Enter PO type or leave blank

Type document

Purchasing Purchasing group code O Enter Purchasing group or leave blj

Group

Vendor Vendor number ) Enter vendor or leave blank

Supplying N/A for AIMS users (only O Leave blank

Site stock transport orders)

Document Date that the document was | O Enter date or leave blank

Date originally created

Select the Execute &

4l jcon.

Release Purchasing Documents with Release Code AA

™ Release Purchasing Documents with Release Cc
List Edit Goto Environment Systemn  Help

|l

ol CH® D0Lon | DR @

“ B Release  Cancel release Releasze strat.  Release + save

PO Type Uendor
Release strategy

Hame

Release indicator

S5Gp Order date
Release option

65888868835 PU

66088868816 PO

6688888821 PO

6688008822 PO

6908008813 CO

18/A1 PO >= %$10,000

18761 PO >= 10,000
49AAAAAA25 LAZERS; BOOHERS
18762 PO < $108,008

LA0en0aee25 LAZERS; BOOMERS

650000003 Ol
10704 41U < $18,000

1 Unapproved

LABeAAAR25 LAZERS; BOOMERS
108/A3 PU >= %$10,000

1 Unapproved
LAgeeAAse27 PYA HMOMARCH
1 Unapproved
Logeeeee18 Seallorld

1 Unapproved

1 Unapproved

Loaenaee26 COMHMAMDER HAVY REGION SOUTHWEST 100 61/31/2081
10/A6 CO < $10,000

1 Unapproved

100 61/25/20081
Release possible

188 61/29/2081
Release possible

188 61/26/2081
Release possible

1688 8173072801
Release possible

168 8173172881
Release possible

Release possible

VII-123
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To review an order in detail prior to releasing, double click on the purchase order
number. Review each line item, net price, freight conditions, and account coding for
“text” articles. If satisfied that everything is correct, then the purchase order can be
released.

. o . . & Release
First select the purchase order by clicking on it once, then selecting the icon.
= . N
Release Purchasing Documents with Release Code
List Edit Goto Erwiromnment System  Help
& D co@oNBE anon BRI @
“ gﬂeleasel Cancel release (9] Release shiat. Release + save
PO Type Uendor Hame SGp Order date
Release strategy Release indicator Release option
PU  4006ABAA25 LAZERS; BOOHERS 108 @81/25/72081
18/A4% PU < $10,080 1 Unapproved Release possible
6500000035 FU  4AAAAOAA25 LAZERS; BOOHERS 168 061/29/2061
Confirmation is received via an information screen:
10008825 LAZERS; BOOMERS 188 61;
) i
10808827 | 14

Feleaze effected with releaze code A

: ]
10808610 0 14

i
10AAAA2S

—h
-

—h
-

108AAR26

g r& ok Help

To review the release strategy, select the purchase order again by clicking on it once, then

) Release strat.
selecting__ icon.
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Release Strategy Purchase ord xxxxxx

ndor Hame SGp Order date ‘

]
= Release Strategy Purchase c x|

;“““““‘ e [10 A5 POs and RFas
haeRanI Release strateqgy IE P < 310,000
i]5] Release code Iﬁ Site manager RC
(Ll L5 L3T5] S
o Rel d
T elease codes
iLs) Feleaze prerequizsite
;l]l]l]ﬂl]l Releaszes to date A,
iTsd5151505] Final release A4 CC
|

Feleasze indicator E Site manager approval

Felease already effected

Vl Simulate release | ﬁl

Always click to save transaction after releasing.

Select @ to exit screen.

Note: This release transaction will be repeated by each of the approvers as locally
determined.

Z Display Purchase Orders by Merchandise Category

Background Information

A Purchase order listing by merchandise category enables the purchasing organization
and others to view all purchase orders for articles within one merchandise category for an
individual site or range of sites.

Menu Path  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDER > PURCHASE ORDER > LIST DISPLAY > BY MATERIAL GROUP

Transaction Code @ ME2C
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= SAP Easy Access SAP R/3 System

Menu Edit Favorites Extras System  Help

& Dmcea/amp
AT E AR

=423 Logistics
B3 Retaling
-] Master data
~3 Purchasing
<[ Requirements planning
#- (17 Allocation
=23 Purchase order
=3 Purchase arder
B[] Create

~-FE) ME22 - Change

~[g) MEZ3 - Display
@ ME24 - Maintain zupplement
-~ FE) ME2E - Rslease

@ MEMASSPO - Mass maintenance
=143 List displays

@ MEZL - By vendor

2 ME2M - By material

(L3 By account assignment

E @ WAE ZB - By tracking number

If using the menu path, double click “ME2C — By material group” to go to the next
screen.

Purchasing Documents per Merchandise Category

Program Edit Goto System Help
gl -“la/ece Kk asaa@A@
%J@o J2 B Chooss.
Merchandise category W ta l— =
Purchasing organization W ta l— ﬁ
Without article number |—
Scope of list BEST
Selection parameters | ta =
Document lype ,— ta ,— _Q
Furchasing gioup [188 w [ =
Site ooo1] 3| w [ =
|tem categorn: |— ta |— _*ﬁ)
Account assignment categary |— ta |— _f.)
Delivery date to _‘?
Vialidiy key date — T
Range of coverage to
Docurment number A ta A =
Vendar [ . w [ 4 =]
Supplying site [ o [ =
Atticle At A _Q
Document date [ tar [ _f.)
Intern. article no. [EAM/LIPC) to _‘?
Wendor's articls number to _*ﬁ)
Wendar sub-range [ ta [ _Q
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Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/O/C User Action and Values
Material Material group code 0) Select from drop down menu
Group
Purchasing Purchasing O Choose relevant purchasing
Organization | Organization number organization
Without R This field should be left blank.
material
number
Scope of List | Determines format of R BEST is the default.

search report
Selection Categories that may be o Select from drop down menu
parameters chosen to limit the
search
Document Type of purchasing 0 PO, PU, BP, CO or RP
Type document documents are valid
Purchasing Purchasing group code O Enter Purchasing Group
Group
Site Site to which delivery o Enter Site or leave blank for all
is to be made
Item category | Type of purchase O Select from drop down menu to
order view purchase orders with

specific types of purchases on
them (text article, articles, etc.)

Acct. Account where costs O Select from drop down menu to

assignment are allocated view only specific Purchase

category Orders.

Delivery Date | Date that the items are O Select from drop down menu
scheduled to be
delivered

Validity key Only items that are O

date relevant for this date
are shown

Range of Date that the outline O

coverage to agreement will be
fulfilled

Document Alphanumeric key that O Enter the Document number, if

number uniquely identifies a known, or use drop down arrow.
purchasing document

Vendor Alphanumeric key that O Enter the Vendor number, if
uniquely identifies a known, or use drop down arrow
vendor

Supplying Site | Site supplying O Leave Blank

materials for stock
transport orders

VII-127

Version 3 — March 2001




Retail (MM)

Material Material master O Select from drop down menu
number
Document Date that the O Select from drop down menu
Date document was
originally created
Internet. If material number is O Enter number if known
article not known, but EAC
number or UPC is known
(UPO)
Vendor’s Material number for O Enter number if known
material the vendor
number
Vendor sub- Subdivision of a O Select from drop down menu
range vendor's total product
range according to
various criteria.
Promotion Number identifying a O Leave Blank
promotion for which
procurement is to take
place.
Season Key that identifies O Leave Blank
season type
Season Year Indicates the first O Leave Blank
season year when the
material will be sold
Short Text Short description of O Enter short description for the
the material material
Vendor name | Name of vendor 0) Enter vendor name
Select the Execute button.
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-®Purchasing Documents for Merchandise Categ
List Edit Goto Erwiromment Svstem Help

Purchasing Documents for Merchandise Category

V]

I SImecaeCHE vDLn BE|@

§| PO histolyl Changes Deliv. schedule Services

1]

Type Vendor
Item Article

DI A Site SLoc

Hame
Short text
Order qty.

Un Het Price

6588800628 PU
L] 10808834

4O008008825

8861 8@
5till to be delivered
S$till to be invoiced
aAAA2 10888634001
age1 aeel
5till to be delivered
5till to be invoiced
88882 180086348062
aaA1 aae
$till to be delivered
Still to be invoiced
80084 1800634803
ag81 aeel
5till to be delivered
S$till to be invoiced
88885 1808634084
age1 aael
S$till to be delivered

SYSCD GULFATLANTIC FOOD SERVICES

ASHWRTH T SHIRT
(1]
a
[i]
ASHWRTH T SHIRT,
1
a
1
ASHWRTH T SHIRT,
1
a
1
ASHWRTH T SHIRT,
1
5]
1
ASHYWRTH T SHIRT,
1
a

SGp Order date

Mdse catgy

Curr. per Un

188 61/18/2061
Le1a1e1

1.88 USD 1 EA

a.88 UsD a.88 %

8.88 USD 188.88 %
Le1a1e1

1.88 USD 1 ER

g.88 UsSD .88 %

1.88 USD 108.88 %
La1a1e1

1.88 USD 1 EA

a.88 UsD 8.88 %

1.88 USD 188.88 %
Le1a1e1

1.88 USD 1 ER

a.88 UsSD a.88 %

1.88 USD 1868.88 %
La181e1

1.88 USD 1 EA

a.88 UsSD 8.88 %

In the screen as shown above, the following user actions can be performed to display
further details. Place the cursor on a line item (such as line item number) and use the
following radio buttons in the menu to display further details of the line item of the

purchase order.

Radio Description R/O/C User Action and Values
button
& Display document O Displays details of the purchase
| order
PO history History of the Purchase order O Displays history of the purchase
order such as goods receipts
documents and invoice
documents.
Chargss Changes to the document O Displays any changes to the
header header of the PO
(5] el schedl Delivery schedule O Displays the delivery date, time,
scheduled qty, qty delivered,
and the creation indicator
Service Item O Not used by MWR

Services

VII-129
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z Display Purchase Orders by Account Assignment
Background Information

Purchase order listing, by merchandise category, enables the purchasing organization and
others to view all purchase orders that have been created for an account assignment for an
individual site or range of sites. Account assignment objects include cost center, WBS
element, order, or asset.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
PURCHASE ORDER > LIST DISPLAY > BY ACCOUNT ASSIGNMENT >
GENERAL

Transaction Code @ ME2K

™ SAP Easy Access SAP R/3 System

Menu  Edit Favorites Exfras System  Help

@ || ELICEIEL
EE S EE 2|~ a
-------- (22 Favorites
= 23 SAP standard meru
----- [ Office
B 23 Logistics
23 Retaiing

B 23 Purchaze arder

L—‘_la Purchaze arder

[ [ Create

g} ME22 - Change

< EE) ME23 - Display

@ ME24 - M aintain supplement
@ MEZ2E - Releaze

@ MEMASSPO - Mase maintenance
[=£29 Ligt displays

....... ) MEZL - By vendor

------- @ ME2M - By material

E| ----- 23 By account azzignment
& ‘.}..,.1Eg|::; - General
) M2 . For runisct

If using the menu path, double click “ME2K — General” to go to the next screen.
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Purchasing Documents per Account Assignment

Program  Edit Goto  Systern Help

g  ST0cee@ MK anans @A @
%@9 [ )2 f B Choose..

Cost center 7 ﬂ to I—A _Ebl
WES element A

Order A ] A _'::>|
Asset 1 Sub-no. ,—

Sales document Item [ l—

Metwork. A Trans. ,_

Purchasing arganization 208088 to ,_ _':DI
Scope of list BEST

Selection parameters to 5]
Document type ,_ to ,_ _ED
Purchasing group ,m ta ,— _ED
Site: W to ,_ _':D
Item categomn I— to I— _':b
Account aszignment categony I— to I— _':b
Delivery date to _'::)
alidity key date -
Range of coverage to

Document number ta A 5
‘endar ta A _ED
Supplying site ,_ to ,_ _ED
Article A b A _ED

Enter information in the fields as specified in the table below. Note: In column

“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/O/C User Action and Values
Cost Center | Cost center number usedon | C Cost center number known or
PO via pull down menu. At least

one account assignment
object must be specified

WBS Key identifying a WBS C Leave Blank Not used

Element element

Order Order number O Internal Order Number or via
pull down menu. At least one
account assignment object
must be specified

Asset Asset number C Enter Asset number or select
from pull down menu. At
least one account assignment
object must be specified

Sales Number of sales document | O Not used. Leave Blank

Document

Network O Not used. Leave Blank

VII-131
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Purchasing Purchasing O Enter 2000
Organization | Organization number
Scope of List | Determines format of R “BEST” will default.
search report
Selection Categories that may be | O Select from pull-down menu
parameters chosen to limit the
search
Document Type of purchasing 0 Document types PO and PU
Type document are valid document types for
this search.
Purchasing Purchasing group code | O Enter Purchasing Group
Group
Site Site to which delivery is | O Select from pull-down menu
to be made
Item category | Type of purchase order | O Leave Blank
Acct. Account where costs C At least one account
assignment are allocated assignment object must be
category specified
Delivery Date | Date that the items are | O Select from pull-down menu
scheduled to be
delivered
Validity key Only items that are 0
date relevant for this date are
shown
Range of Date that the outline O
coverage to agreement will be
fulfilled
Vendor Vendor number O Vendor known or use the
drop down arrow to aid in
the search
Supplying Site | Site supplying materials | O Only use for stock transport
for stock transport orders
orders
Article Material master number | O Article number or use the
drop down arrow to aid in
the search
Merchandise | Merchandise Category | O Select from drop-down
Category arrow
Document Date that the document | O Select from drop-down
Date was originally created arrow
Internet. If material number is O Enter number if known
article not known, but EAC or
number UPC is known
(UPC)
Vendor’s Material number for the | O Enter number if known
material vendor
number
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Vendor sub- Subdivision of a Select using the drop-down
range vendor's total product arrow
range according to
various criteria.
Promotion Number identifying a Select using the drop-down
promotion for which arrow
procurement is to take
place.
Season Key that identifies Select using the drop-down

season type arrow
Season Year Indicates the first Select using the drop-down
season year when the arrow

material will be sold

Short Text

Short description of the
material

Enter short description for
the material

Vendor name

Name of vendor

Enter vendor name

Select the‘ @ icon.

™ Purchasing Documents For cost center

List Edit Goto Environment System Help

Purchasing Documents For cost center

@ | W Cc@e CHE 00D PR @
"@ F'D histary Ehanges Deliv. schedule Sewices
A
PO Type Uendor Hame SGp Order date
Item Article Short text Mdse catgy
DI A Site SLoc Order qty. un Het Price Curr. per Un

sae82

6500080822 PU

4LApA0ABAZY PYA MONARCH
BALOONHS

K 8881
Cost center 74
5till to be delivered
$till to be inwoiced

EdA

EA
ER

188 @1/19/20m

208000608

8.19 UsD 1 EA
57.88 USD 160.88 %
57.00 USD 100.88 %

In the screen as shown above, the following user actions can be performed to display
further details. Place the cursor on a line item (such as line item number) and use the
following radio buttons in the menu to display further details of the line item of the

purchase order.
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Radio Description R/O/C User Action and Values
button
& Display document O Displays details of the purchase
| order
PO history History of the Purchase order | O Displays history of the purchase

order such as goods receipts
documents and invoice documents.

Changes Changes to the document O Displays any changes to the header
header of the PO

Delivery schedule 0 Displays the delivery date, time,
scheduled qty, qty delivered, and
the creation indicator

Deliv. schedule

Cavicss | SCTVice Item O Not used by MWR

Z Display Purchase Orders by Vendor

LOGISTICS > ARTICLES MANAGEMENT > PURCHASING > PURCHASE
ORDER > LIST DISPLAYS > BY VENDOR

Transaction code: ME2L

The initial screen “Purchase Orders for Vendors” is shown below.

® Purchasing Documents per Yendor

Program  Edit Goto System Help (-]

Gl = rFOgl¢ea@CHE anaa BE @

& o [l Choose.

Wendor 1L,8600AE 625 e [ o

Purchasing organization 2000 o I— j
Scope of list BEST

Selection parameters e [ =)

Dacument type ,— ta ,— _ﬁ)
Purchasing group [ w [ =]
Site [TTHES o [ E
Item category |— to |— oz

Account azsignment category |— to |— _ﬁ)
Delivery dats o =
Walidity key date T
Range of coverage to

Diocument number A to A o

Aticle At A _ﬁ)
Merchandise category o =
Documen dale — e =
Intem, aricle no. [EAH/UPC] o =
Wendor's article number to _‘f;)
Wendor sub-range [ o [ _ﬁ)
PFromotion — to — _fO
Seavon ,— to ,— =
Sessonyen — . =
Short text T
Yendor name
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// Note: In the screen above, the user may restrict the output by including
more criteria.

In our example above, we have restricted the input criteria to a particular vendor, a
particular purchasing organization, and a particular site. The system will then display all
the purchasing documents that exist ONLY for that vendor and ONLY for that site rather
than all the sites.

w”

Press the Execute button.

The following screen, “Purchasing Documents for Vendor” is the result of this execution.

™ Purchasing Documents per Yendor

List Edit Goto Enwironment  System  Help

@ || = @ CHR DDLH | HE| @
@ FO histary Changes Deliv. schedule Services

PO Type Vendor Hame SGp Order date
Item Article Short text Mdse catqy
D I A Site SLoc Order qty. Un Het Price Curr. per Un
45008080228 HB 408000086825 SYSCO GULFATLANTIC FOOD SERVICES? 1688 12/686/2608
606881 B000BABEOEARAOA16897 TOOTH PASTE L8167 82
aae1 8661 188 En 1.88 USD 1 EA
Contract release order 460808088827 Item aga1a
$till to be delivered 188 ERA 180.88 USD 1608.88 %
$till to be invoiced 188 En 1688.88 USD 16808.88 %
45808088221 HB 48000086825 SYSCO GULFATLANTIC FOOD SERVICES? 1688 12/767/20608
606881 B000BABEOAARAOA16897 TOOTH PASTE L 16782
aae1 B@a1 188 En 1.88 USD 1 EnA
Contract release order 4600000027 Item apaia
$till to be delivered 188 En 1688.88 USD 1608.688 %
Still to be invoiced 188 En 188.88 USD 1680.88 %
45808088222 HB LBAee068625 SYSCO GULFATLANTIC FOOD SERVICES? 166 12767720608
60881 BAAABAABAAAABA1128 BACON La26182
aap1 Beaal 5 CAS 54.99 USD 1 CAS
In stockkeeping unit 188 LB 2.75 USD 1 LB
S$till to be delivered 5 GCAS 274.95 USD 1680.88 %
$till to be invoiced 5 CAS 27495  USD 1680.088 %
45000088224 HB 40000680825 SYSCO GULFATLANTIC FOOD SERUICES? 1686 1276772008
00001 00000RABOAAARA1697 TOOTH PASTE 4e107 82
ga81 8861 188 En 1.88 USD 1 En
Contract release order 4608008827 Item agaia
$till to be delivered 188 En 188.88 USD 1680.088 %
$till to be invoiced 188 En 188.88 USD 1680.00 %
4600008029 HA 400000086825 SYSCO GULFATLANTIC FOOD SERVICES? 1688 127077280808
poee1 hihihihj 100000000
K 8881 1,888 EA 3.88 USD 1 En
S$till to be delivered 1,888 EA 3,8008.88 USD 1680.088 %
$till to be invoiced 1,888 EA 3.800.88 USD 1680.00 %
5080800004 RP 400000086825 SYSCO GULFATLANTIC FOOD SERVICES? 1688 12706/28008
606881 G00PORBEOARAGA16897 TOOTH PASTE 48167 82
gae1 8861 188 En 1.49 USD 1 En

As you can see from the table below, there are some additional options and views that
can be accessed through this screen.
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IF THIS BUTTON CLICKED IS: THE RESULTS ARE:
“ & Details of the Purchase Order will be

The Display Icon I ™ displayed.

P.O. History Displays the history of the Purchase Order.

Changes Displays any changes to the header of the
P.O.

Delivery Schedule Displays the delivery date, time, scheduled
qty, qty delivered, and the creation
indicator.

& &

Press the green arrow button or the exit button to leave this screen.
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z Display Purchase Orders by Article

LOGISTICS > ARTICLES MANAGEMENT > PURCHASING > PURCHASE
ORDER > LIST DISPLAYS > BY ARTICLE

Transaction code: ME2M

The screen “Purchase Orders for Article” selection screen is shown below.

™ Purchasing Documents for Article [_[=]
Piogram  Edit Goto Swstem Help (-]

@ = Caa 2
Eb af @ & H Choose.

Aiticle |BBBBBBBBBBBBBB112P to

Site aa13 to

Purchasing organization 2008 * to

Scope of ligt BEST

Selection parameters

{}|{}|G

Document ype
Purchasing group
Item category

Account assignment category

sl s|s|s]s]s

Delivery date

Walidity key date

Range of coverage to
Document number

Wendor

Supplying site

Merchandise category
Document date

Intern. article no. (E&M/UPC)

Wendor's article number

“Wendor sub-range

I
ST T

Promation

Season

,_
Season pear to
|
|

el sl sl ] s|s] o] o] o] o] s

Short text

Wendar name

As with the other listings in this section, a common criteria selection screen will appear
that allows the data to be filtered, the exact requested data to be shown, and the entire
process to be speeded up.

e

Press the Execute button.

The following screen, “Purchasing Documents for Vendor” is the result of this execution
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™ Purchasing Documents for Article
List Edit Gota Environment Systern  Help

- [=]]
-

@l Flwece CHE a0oan BE|@

& PO higtory Changes Deliv. schedule Services

|»

SGp Order date
Hdse catgy
Curr. per Un

FD Type Uendor Hame
Item Article Short text
D I A Site SLoc Order qty. Un Het Price
45000880222 HB 4B008AAA25 SYSCO GULFATLANTIC FOOD SERUICES?
88081 AAABAAAAAAAAAA1128 BACON
aae1 8a|1 5 CAS 54.99
In stockkeeping unit 108 LB 2.75
Still to be delivered 5 CAS 27495
Still to be invoiced 5 CAS 27495
45000880223 HB 4LB00AARA27 PYA MONARCH
88081 AAABAAAAAAAAAA1128 BACON
aae1 8a|1 5 CAS 68.088
In stockkeeping unit 108 LB 60.08
Still to be delivered 5 CAS 6,00808.088
Still to be invoiced T CAS 6,0080.00
45000880225 HB 4LB00AARA27 PYA MONARCH
88081 AAABAAAAAAAAAA1128 BACON
aae1 8a|1 5 CAS 68.088
In stockkeeping unit 108 LB 60.08
Still to be delivered 5 CAS 6,00808.088
Still to be invoiced T CAS 6,0080.00
5 RP 4 5 SYSCO GULFATLANTIC FOOD SERUICES?
88081 AAABAAAAAAAAAA1128 BACON
aae1 8a|1 1 CAS 1.44
In stockkeeping unit 28 LB .87
Contract release order LG6BABABA27 Item aea28
Still to be delivered 1 CAS 1.44
Still to be invoiced 1 CAS 1.44
80083 AAAOAAANAAAAAA1128 BACON
aee1 8a|1 1 CAS 1.44
In stockkeeping unit 28 LB .87
Contract release order LG6BABABA27 Item asa28
Still to be delivered 1 CAsS 1.44
Still to be invoiced 1 CAS 1.44
5 11 BP 4 5 SYSCO GULFATLANTIC FOOD SERUICES?

1868 12/87/2000

La26162
usp 1 CAS
usp 1 LB

usp 188.88 %
usp 188.88 %
1868 12/87/2000

La26162
usp 1 LB
usp 1 LB

usp 188.88 %
usp 188.88 %
1868 12/87/2000

La26162
usp 1 LB
usp 1 LB

usp 188.88 %
usp 188.88 %
1868 12/87/2000

La26162
usp 1 CAS
usp 1 LB

usp 188.88 %
usp 188.88 %

La26162 |
usp 1 CAS
usp 1 LB

usp 188.88 %
usp 188.88 %
1808 12/087/2000

The screen above shows the listing that includes all the purchase documents for this one

article from all vendors.

As you can see from the table below, there are some additional options and views that

can be accessed through this screen.

IF THIS BUTTON CLICKED IS:

THE RESULTS ARE:

.
The Display Icon “ =

Details of the Purchase Order will be
displayed.

P.O. History

Displays the history of the Purchase Order.

Changes

Displays any changes to the header of the
P.O.

Delivery. Schedule

Displays the delivery date, time, scheduled
qty, qty delivered, and the creation
indicator.

&

Press the green arrow button

Version 3 — March 2001
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@
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z Display Purchase Order

Use this process when a list of purchase orders is needed.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
PURCHASE ORDER > LIST DISPLAY > BY PO NUMBER

Transaction code: ME2N

= SAP Easy Access SAP R/3 System

Meru Edit Favorites Extras  System  Help

Al SN
=z 82|~

=--£3 Logistics

B aHetailing

= £ Purchasing

|:| Requirements planning

[ Allocation

El--E£3 Purchase order

EIE Purchase arder

B[] Create

@ MEZ22 - Change

@ ME 23 - Dizplay

@ ME 24 - Maintain supplement
@ MEZ22 - Releaze

@ MEMASSPO - Mazs maintenance
-2 List digplays

@ MEZL - By vendar

@ MEZM - By material

- 7] By account assignment
@ MEZC - By maternial group
@ MEZB - By tracking number
o hAE 2M bE: PO number
) ME 2w ~By supplying plant

If using the menu path, double click “ME2N — By PO number” to go to the next screen.
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= Purchasing Documents per Document Number

Program Edit Goto System Help

Purchasing Documents per Document Number

Al

“ %ﬁf (& )2l B Choose..

Scope of list

Document type

Site

Itern categary

Drelivery date

Walidity key date
endor
Supplying site

Article

Document date

Prornation

Purchazing document

Purchasing organization

Selection parameters

Purchasing group

Account assignment categary

R ange of coverage to

Merchandise category

Intern. article no. (EAMAUPC)
Wendor's article number

Wendor sub-range

S He@@ KR anaa R @
4 O e
r to . _':D
BEST -
. ®
— o [ =
. o [ =
W to — _'::)
r o I =
B o [ =
to E
14000000025 | oo A %
[ to | _'::)
e B
to _':D
to _':D
ta _':D
to _'::)
_— W [ =
[ o [ ==

Enter information in the following fields as specified in the table below. Note:

In

column “R/OQ/C:” R = Required, O = Optional, and C = Conditional.

Field Name Description R/O/C User Action and Values
Purchasing Alphanumeric key that o Document number or
Document uniquely identifies a numbers

document
Purchasing Purchasing Organization O Enter 2000.
Organization | number
Scope of List | Determines format of R BEST is default.
search report
Selection Categories that may be o Select using the drop down
parameters chosen to limit the search menu
Document Type of purchasing o Document types PO, PU, CO,
Type document BP, RP are valid.
Purchasing Purchasing group code O Enter Purchasing Group
Group
Site Site to which delivery is 0) Enter site number or leave
to be made blank for all.
Item category | Type of purchase order O Leave blank
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Acct. Account where costs are Select using the drop
assignment | allocated down menu
category
Delivery Date that the items are Select using the drop down
Date scheduled to be delivered menu
Validity key | Only items that are Select using the drop down
date relevant for this date are menu

shown
Range of Date that the outline Select using the drop down

coverage to

agreement will be
fulfilled

menu

Vendor Vendor name Vendor known or via drop
down menu
Supplying Describes site from which Not used by MWR.
Site material is supplied.
Article Article Number Article number or search
via drop down menu
Merchandis | Merchandise Category Select using the drop down
e Category menu
Document Date that the document Select using the drop down
Date was originally created menu
Intern. If material number is not Enter if known
article known, but EAC or UPC is
number known
(EAN/UPC)
Vendor’s Material number for the Enter if known
material vendor
number
Vendor sub- | Subdivision of a vendor's Select using the drop down
range total product range menu
according to various
criteria.
Promotion Number identifying a Not used
promotion for which
procurement is to take
place.
Season Key that identifies season Not used
type
Season Year | Indicates the first season Not used

year when the material will
be sold

Short text Short description of the Enter a description
material

Vendor Name of the vendor Enter if known

Name

VII-141
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Select the

to generate list.

-®Purchasing Documents by Document Number
List Edit Goto Ernwironment Systemn  Help
@ || SIwmeoce DHE vDLan B @
g' F'D history Ehanges Dellv. schedule Serwces
PO Type Uendor Hame SGp Order date
Item Article Short text Mdse catgy
D I A Site SLoc Order qty. Un Het Price Curr. per Un
Still to be delivered 1,858 EA 1,576.42 USD  160.68 %
Still to be invoiced 1,858 EA 1,576.42 USD  160.68 %
800682 1884050 S0DA BAROS ROOTBEER 2802 1010607
80061 8861 1,885 EA 2.58 USD 1 EA
Contract release order 5500000618 Item aaae2
Still to be delivered 1,885 EA 2,712.58 USD  189.08 %
$till to be invoiced 1,885 EA 2,712.58 USD 160.68 %
NB 4000000025 LAZERS; BOOMERS 1688 81/24/2001
80661 1884046 COKE, 12 02 CAN 4810607
80061 6a61 868 En 8.65 USD 1 ER
Contract release order 55080808827 Item agae2
Still to be delivered 868 En 48.48 USD 160.80 %
Still to be invoiced 868 En 48.48 USD 160.80 %
5AAAA0AAAY RP  408AAAA625 LAZERS; BODMERS 100 12/11/2060
800681 1097 TOOTH PASTE 4810702
L 8061 B8a61 188 EA 2.49 USD 1 ER
Still to be delivered 8 EA 8.00 USD 0.00 %
$till to be invoiced 8 ERA 6.88 USD a.688 %
000682 1097 TOOTH PASTE 4010702
L 8001 ea61 200 EA 1.49 USD 1 EA
Still to be delivered 8 EA 8.80 USD 0.00 %

In the output screen as shown above, the following user actions can be performed to
display further details. Place the cursor on a line item and select a radio button to “drill
down” into the report.

Radio Description R/O/C User Action and Values Comments
Button
Display Display the PO o Display details of the Highlight purchase
Icon purchase order order number first
PO History of the Purchase o Displays history of the If more than one
History order purchase order including line item is listed
goods receipts and invoice for a purchase
documents. order, one line
item must be
highlighted
Changes | Changes to the O Displays any changes to the
document header header of the PO
Deliv. Delivery schedule 0] Displays the delivery date, If more than one
Schedule time, scheduled qty, qty line item is listed
delivered, and the creation for a purchase
indicator order, one line
item must be
highlighted
Services Service Item O | Not used by MWR
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For example, place the cursor on the purchase order number, highlight it by clicking

once, then select ! . The purchase order document overview screen appears. Select a

&

line item to view more detail about that item. Click the to return to the purchase

order list.
Display Purchase order: Item Overview
™ Display Purchase order : Item Overview - =] X
Furchase order  Edit Header  Item Brwironment  System Help L

@ | ST elcoeeCHuk nban BR|@
ERBGIRALEBTEDENM Bro: AEHBQ

Purchagse order 4500000237 Order lype HB FO date 81/24/2801
Wendor 4000A0BB25 SvSCO GULFATLANTIC FOOD SERVIC Currency UsD

PO iterns

Item || A Article Shart text PO quantity OUn C | Deliv. date Met |
k|1 1004046 d s08 81/29/2001
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z Goods receipt

Incoming inventory from a vendor as the result of purchase orders initiated
by the purchasing department must be posted as a goods receipt (movement
type 101). When receiving goods from the vendor, the goods receipt must
always reference a purchase order. Posting a goods receipt results in an entry
to record the liability of the MWR/VQ activity to pay the vendor, and update
the inventory quantity (and value) on hand.

Goods movements from one site to another site will be conducted via a transfer posting
(goods movements 303/305). Transfer posting will be addressed in a separate training
document.

e Complete the Goods Receipt for Purchase Order Initial Screen.

e Depending on the type of receipt, complete the Goods Receipt for PO
Selection Screen.

e Post the Goods Receipt document, and look for the posted document number
at the bottom of the screen to verify that it has been successfully completed.

e Run the report “Purchasing Documents by Document Number” to verify
entries.

LOGISTICS > RETAILING > MERCHANDISE LOGISTICS > INVENTORY
MANAGEMENT > GOODS MOVEMENT > GOODS RECEIPT > FOR PURCHASE
ORDER > PO NUMBER KNOWN

Transaction code: MBO01
™ SAP Easy Access SAP Retail

Menu Edit Favorites Extras System  Help

@ |l FlEecae| Qmel s
BRE &S| &EB 2| v

-+ Favoiites
=3 SAP standard meru
(21 Office
== Logistice
=23 Retailing

- (] Master data
B [ Purchasing
H--{Z Merchandise Ingistics
-+ (2] Goods receipt
- [ Merchandise distribution
B2 Inventory management
=24 Goods movement
E--£3 Goods receipt
23 For purchase order
&% % MED1 - PO numbsy known

[ - MEL - P rumbernkncsn
o FE) MBIC - Other

If using the menu path, double click on “MB01 — PO number known” to go to the next
screen:
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Goods Receipt for Purchase Order: Initial Screen

® Goods Receipt for Purchase Order: Initial Screen
Goods receipt  BEdit Goto Movement type  Enwironment  System Help

& TWeeeDME anaa AR @

“ m Adopt + detailz  Purchaze orderz.. PO unknown WM parameters. ..

Document date Pozting date

|E11f1 as2a81

Doc header text I

|ﬂ1f1 a/2a81

Bill of lading |

You can use the
drop-down arrow

 Defaultz for document itemsz

M ovement type
Purchasze order
Site

Storage location

Im
' X

-
e\

Site and storage

-GR/GI slip

location should be
identified in the
purchase order

Reazon for movement

[ Suggest zem lines

@ |ndividual sip

Enter information in the fields as specified in the table below. Note: In column “R/O/C”; “R” =

required, “O” = Optional, “C” = Conditional.
Field Description R/O/C User Action and Values
Name
Document | Default is current R Date that the goods are received.
date system date
Posting Default is current R Date that the goods are received
date system date (as identified by receiving agent
on the purchase order)
Bill of Number of the bill of O Enter bill of lading number if
lading lading issued by the available.
sender.
Doc. Document header text. O Enter vendor’s packing list
Header Contains explanations or number if available.
text notes that apply to the
document as a whole.
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Movement | Goods movement type. Enter the number for the

type movement type or choose a
movement type using the
drop down arrow.
Movement type is 101 for
goods receipt to storage
location.

Movement type is 102 for
reversals in case of errors.
Movement type is 122 in
cases where subsequent
returns to vendors are
required.

Purchase Purchase order number Enter the purchase order

order number. You can use the
drop down arrow to select
it, if necessary.

Site Site number. Enter or select Site from the
drop down menu. If the site
is left blank, it will be
picked up from the purchase
order.

Storage Storage location Enter or select a storage

location location. If the purchase
order does not contain a
storage location, this field
will be required before
posting goods receipt.

Reason for | Key that allows you to Leave blank.

movement | call up a standard text

stipulating the reason for
the movement
Suggest Indicates that items with Leave blank.
zero lines a quantity of zero are
suggested on the
selection screen for
goods movements with
reference to purchase
orders or orders.
GR/GI Key that specifies if GR
Slip slip should be printed.
Adopt + detailz . .
Select the icon to go to “Goods Receipt for PO: New Item 0001” screen:
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Goods Receipt for Purchase Order: New Iltem

™ Goods Receipt for Purchase Order: New Item 0001

Walue assignment  Edit Goto Exfras  System  Help

&l Bceae CHE anaa B0 @

“ Maode...
Next ccreen |
Article {1175
Site [e001
Purchasing doc. |6508080006 / |1

Lluantity I?B Iﬁ

Seszion: entry quantity

Size HMen's Shoes E&l@l@@l

Width HMen's Shoes

Total Regular | wide
10 38 20 18 B
18.5 Lf 38 18 l—
Fi:] ca 28

LI
N ]

This purchase order has a generic article in multiple sizes. Select “next screen” to go

to the “Goods Receipt for PO: Collective Processing” screen.

™ Goods Receipt for PO: Collective Processing 0001

Goods receipt  Edit Goto Movement type  Environment  Systern Help
@ |l vle@elatﬂmla@a@ll@
2 & & Puchase order Dizolau purchase order
Posting date IE Save
Items
Item  Cluartity Eln Article Site SLoc PO Itemn S DCl
BUn  Article desciiption Batch F M«T 5 T
[1[se [en [1175 [ooo1 [o001 [650000m006 [1 ™
NIKIMEN'S SHOES [t [+
[ 218 [en [1175001 [oo81 o001 [65000B00s 2
NIKI MEN'S SHOES, 10, Regular [1e1 [+
[ae [En [1175002 [ooe1 [ooe1 [65000mBREs 3
NIKIMEN'S SHOES, 10, wide [1e1 [+
[u1s [En [1175088 [ooe1 [ooo1 [650000B005 [x
NIKI MEN'S SHOES, 105, Fiegular [1e1 [+
[s[s [En [1175002 [ooe1 [0001 [650008BREs [
NIKIMEN'S SHOES, 105, Wide [1e1 [+
[ afan [En [1oou048 [o001 [ooe1 [6500000006[6 &
COKE, 12 0Z C&N [re1 [+
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Enter quantities of each size item, and save your entry with the icon.

You will see the following screen for each line item where the quantity received is less
than the purchase order amount. The Delivery Complete Indicator is automatically
selected; however, if you enter a quantity less than the purchase order amount, you will
have the opportunity to change the indicator. Unless you de-select this block, the line
item will be considered closed by the system.

= Goods Receipt for Purchase Order: Details 0002

Goods receipt  BEdit  Goto Movement type  Erwironment  System  Help
=2l TR ea@ oM anaaPAE @

“ 4 ’ @ A? EES Messages Purchase orders...  wihi details...

Purchaze order 6580000085 |2 Movement type 181 GR goods receipt
Site W G&A Marketing-S pecial E vents
Wendor (4880888825 SYSCO GULFATLANTIC FOOD SERYIC
Incaterms FEBD
Aticle 1175881 WIKI MEM'S SHOES, 10, Regular
Ordered 208 EA Mdze categom IW
Received I a
Aty in

Unit of entry |1 a F Stor. location Iﬁ

Del. nate gty I v Deliv. compl.

Deselect if you expect to
receive the rest of this order

EAN in OUn | EAN o :
Mo, of GR slips |1 Company code 1834 Fizcal wr |2 as1
Text I

Further information

Enter through all the line items. Record the document number displayed at the
bottom of the screen: . Your entry has been posted. If an
error is made on this Goods Receipt, it is always possible to simply “reverse” the entry by
using Movement type 102 (In Transaction Code MBO1). If the goods need to be returned
to the vendor, use Movement type 122 (In Transaction code MBO1)

z Verify Goods Receipts

You may wish to verify your goods receipt. Upon saving the goods receipt, you can
simply go to Goods Receipt > Display, or to review the entire status of the Purchasing
Document(s) use the report, Purchasing Documents per Document Number.

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER > LIST
DISPLAYS > BY PO NUMBER

Transaction code: ME2N
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™ SAP Easy Access SAP Retail

Memu  Edit  Favorites

Extras Systern  Help

G | -lacae|omMi

BE & EE 7| v

(2 Difice

B 5 Loagistics
=3 Retailing
(2 Master d
Ba Purchazi
- D Feq

o8&

[

=

ata
ng
Liremznts planning

- [ Allocation
=3 Purchase oder

Purchase order

(Z Create

B} ME22 - Change
B ME23 - Dizplay
@ MEZ24 - Maintain supplement
g MEZE - Release

@ MEMASSPO - Mass maintenance
29 List displays

@ MEZL - By vendor

£} MEZM - By material

-3 By account assignment

Ga MEZC - By material group
Ga MEZE - By tracking number

&= o MEZN - By PO number
@ ME2w - By supplying plaht

If using the menu path, double click on “ME2N - By PO Number” to go to the next
screen, enter purchase order number or range of purchase order numbers, and select the

Execute button

* Purchasing Documents per Document Number

Program Edit Goto  System

Help

|G|

SO0 e MR anaa BE G

“%&EHEMM

Purchasing document
Purchasing organization
Scope of lizt

Selection parameters

Diocument bpe

(6500000086 &

BEST

s
.
-
-

£
|_|
——
[
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Purchasing Documents per Document Number

PO Type Uendor Hame 5Gp Order date
Item Article Short text Mdse catgy
DI A Site SLoc h: Muedowe aty) . Un Het Price Curr. per Un

Headers
6500000808686 PU _LA00A T GOCFATLANTIC FOOD SERUICES 188 61/168/2881
geae1 1175 PONnmher  |MEH*S SHOES 4182082
aea1 aaed 88 EA 15.88 USD 1 EA
3till to be delivered 48 EA 6868.088 UsD 50.88 %
$till to be inuvoiced 88 EA 1,286.88 USD 168.088 %
geae2 1175801 HIKI HMEH'3 SHOES, 18, Regular ho182082
aoa1 @ae 28 EA 15.88 USD 1 EA
3till to be delivered 18 EA 1568.688 UsD 58.88 %
$till to be inuoiced 28 EA 386.88 UsSD 168.080 %
peae3 1175882 NIKI MEH"S SHOES, 18, Wide 410202
apa1 @aed 28 EA 15.88 USD 1 EA
3till to be delivered 18 EA 156.08 UsD 5@.88 %
$till to be invoiced 28 EA 386.688 UsSD 168.088 %
poeaes 1175083 NIKI MEW'3S SHOES, 18.5, Regular 410202
aea1 @ae 38 EA 15.88 USD 1 EA
3till to be delivered 15 EA 225.08 UsD 50.88 %
$till to be invoiced 38 EA 4L5B.88 USD 168.088 %
peaas 11750684 HIKI MEW'S SHOES, 18.5, Wide 410202
aea1 @a61 18 EA 15.88 USD 1 EA
3till to be delivered 5 EA 75.88 USD 508.88 %
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z Logistics Invoice Verification

This method of invoice verification must be used for all purchase orders.

LOGISTICS > RETAILING > PURCHASING > LOGISTICS INVOICE
VERIFICATION > DOCUMENT ENTRY > ENTER INVOICE

Transaction code: MIRO

-® Post Invoice X]

Compary code |1 a3y ﬂ
x|

Company code is required. Enter it on this pop up window and select the green check to
continue. This window pops up the first time you select this transaction. To pay invoices
for a different company code after the first invoice is entered, use the icon

£ ¥ Switch company code

to change to a different company code.

Information on the invoice is entered via a series of tabs. The first tab is shown below
with an explanation of each field in the following table.

Invoice Verification Basic data tab

¥ Invoice Verification =
Invoice document  Edit Goto  System  Help
gl FlHlecee 2Kk anan BE|
Show PO stuctue | Hold [ Sinuicte | €3 Switch company code | Hessages [l HeR
Transaetion [Invaice =] QOO Balance
Basicdta | Payment | Detais | Tas | Contacts | Note |
Invoice date o4/ 03/2001
Fosting date o4/ 03/2001
Fieference INUQA500
Amount 74 [T Calculate tax
Tax amount 10 187P sales tan, 0%) 52|
Company cade 1034 MWR NAS JACKSOMVILLE Jacksanyille
Purchase order/scheduling agreement = | [Goods/semvice tems =1
Display varfant B
ltem | Amount 5 | Quantiy Un 2 | Puchase order POitd Test |
[T 1
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Enter information in the following fields as specified in the table below.

Note: In column “R/O/C:” R = Required, O = Optional, and C = Conditional.

Field Name

Description

R/O/C

User Action and Values

Transaction

Specifies which
transaction you can
choose for processing in
Logistics Invoice
Verification.

R

You can choose between the
following transactions: Invoice,
Credit memo, Subsequent debit,
Subsequent credit.

Basic data

The first tab

Invoice date

The document date is
the date on which the
original vendor invoice
document was issued —
date on invoice

Enter Vendor’s Invoice Date

Posting date

Date which is used
when entering the
document in Financial
Accounting or
Controlling

Enter posting date, defaults to
today’s date.

Reference

The reference document
number can contain the
document number of the
customer/vendor’s
invoice. However it may
contain a different value

Enter Vendor’s Invoice number

Invoice
amount

The gross invoice
amount is the sum of the
net item amounts
together with the tax
amounts

Enter the gross amount on the
invoice

Calculate tax

If you select this field,
the system calculates the
taxes automatically
during simulation or
posting

DO NOT SELECT, leave blank

Tax amount

Tax amount in
document currency

Leave blank

Tax code

The tax code stands for
a tax category, which
must be taken into
consideration when
making a tax return to
the tax authorities.

Defaults to 10 (Do not change)
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Select the next tab “payment.” You will see the following information message
concerning open periods:

| Information

" € icwed posiing perods: T8 H00T 7 08 STV T2

2000

49

x|

Click the green checkmark to close the window and enter in the “Payment” tab.

™ Invoice Verification |

Invoice document  Edit Goto  System  Help

@l

@@ DMK DO BE @

“ Show PO structure | Haold ’ESimuIate | ”‘E&Switch company code | Meszages Help

Tranzaction

Ilnvoice

Bazic data  Payment | Detailz | Tax | Contacts I Mate |

BaselineDt I Prant terms ImBBS 3 Days

Days

[

@00 Balance I

—
—

Dizcount I I_ Days net
Priint meth. I_ Protit meth. sup. I_ Pront block IFree for payrment ;I
I reef. I I
Part. bank I— House bank. I—
Fapment ref. I
Purchase order/scheduling agreement ;I |65 ageea167 I _':DI IG:--:-dsf&ervice itermnz ;I
Diigplay wariant
Item Amaunt S | Quantity Un Purchage order PO ibg Text
o 1
Field Name Description R/O/C User Action and Values
Payment The second tab
Terms of Key for defining O Select via pull down menu. This
payment payment terms will default from the purchase
composed of cash order.
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discount percentages

Baseline date

Date to which the
periods for the cash
discount deadline and
the due date for net
payment refer. This is
the case for line items in
open item accounts.

This will default from the invoice
date entered previously. It can be
changed.

Cash discount
days 1

Period within which a
payment must be made
in order to take
advantage of the first
cash discount terms.

Will default based on Payment
Terms

Cash Discount
Percentage 1

Cash discount
percentage rate applied
to the shortest payment
period.

Will default based on Payment
Terms

Cash discount
days 2

Period within which a
payment must be made
in order to take
advantage of the second
cash discount terms

Cash Discount
Percentage 2

Cash discount
percentage rate applied
to the second payment
period.

Cash discount

Cash discount amount in
document currency

Enter cash discount

to

Days Net Standard settlement
period (in days).
Payment Payment method with
Method which this item is to be
paid.
Payment Characteristic in an open
method item for the grouping of
supplement payments.
Payment Block | Specifies why a Enter block if necessary
Key document is blocked for
payment.
Invoice Number of the Invoice Used for credit memos. Enter
Reference the Transaction Belongs SAP/AIMS invoice number if

credit memo should be
linked/referenced to invoice.

Click on the “Details” tab. The same information message will appear as before. Click
the green checkmark to continue.
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Invoice Verification Details tab

= Invoice Verification
Invoice document  Edit Goto  System  Help

|| B ce@ohk 0o R @

“ Show PO gtructure | Hald ESimulate | ﬂSwitch company code | Meszages Help

Tranzaction IInvoice hd I @DO Balance [

Bazic data | Payment  Details | Ta:-:l Eontact&l Nu:utel

Urnpl. del. cats (1.00
Currency usD Ex. rate IW
Doc. type IVendur PO invoice ;I Iree. party W
Inv. recpt date [ | (a00) s07-042..
Azzignmment I G/L account Im ﬁ
Header texts I
Bank acct I_
E—
IF'urchase orderdzcheduling agreement ;I |65 aaaaR1G67¥ I _':bl IGDDdS.-"SEWiCE items
Dizplay varia
Field Name Description R/O/C User Action and Values

Details The third tab

Unplanned This field is for entering 0) Enter unplanned delivery costs

delivery costs | unplanned delivery costs without taxes. Note that the system

will allocate delivery costs entered
among the individual items.

Document type R DO NOT CHANGE THE

DEFAULT!

Invoicing party | This number denotes the Will default from Vendor Master, if
vendor (creditor) partner vendor is identified within
invoicing the ordered the Vendor master this vendor will
material or services appear. If an alternative payee is
performed, to whom the necessary, enter the new vendor
amount due is payable. number here.

Invoice receipt O

date

Assignment The assignment number 0O
is an additional
information reference
field in the line item
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Header texts The document header (0]
text contains
explanations or notes
which apply to the
document as a whole,
that is, not only for
certain line items.

Below is a view of the “Tax” tab. The same information message will appear as before if
you click this tab. Do not make any changes. Click the green check to continue.

%™ Invoice Verification =
Irvoice document  Edit Goto  System Help
il B coee LHE D00 BE @

“ Shaow PO structure | Hald @Simulale | ﬁSwitch compaty code | Meszages Help

Trangaction

@O0 Balance I

Basic data | Pawment | Detailz  Tax | Contacts | Hote I
Tax doc.curency Tax code E
I8 (A/P sales L &= Calculate tax r
*
¥ & et propasal 0| (B00) 807-042...
Hi~ = Delete line TF
« ] 3
Bank acct I
Tax tatal |6.60 jusp |
Purchaze order/scheduling agreement ;I |65 00888167 I ':bl IGoodsHsewice items ;I
Dizplay wariant
[bem Arnaunt 5 | Quantity Un Purchaze arder PO ite Text

il |

Remember: Do not make any changes on this tab!

Select the “Contacts” tab. The same information message will appear as before. Click
the green check to continue. No action is required on this screen.
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= Invoice Verification

Invoice document  Edit Goto System Help

2l S0 coe2HE D00 DB

“ Show PO structure | Hold ﬁSimulate | ﬁSwitchcompanycode | B Meszanes Help

Trangaction I Invoice hd I

Bazic data | Payment I Details | Tax  Contacts | Mote |

Contact perzon for item |1

SODA COKE CLASSIC 12PK CAN

R equizsitioner Unknown
Buyer Debbie krauze
GR processor [ebbie krause

Select the “Note” tab to add any notes or import a local file.

™ Invoice Verification
Invoice document  Edit Goto Systern Help

|| B ee@ CcHE anna @R

" Show PO structure | Hold ﬁSimulate | ﬂSwitch company code | B Messages Help

Transaction IInvoice hd I

Bazic datal Payrnentl Detailsl Taxl Contacts NoteM

AR DK 2E

r|INS |Li 1,Col Lh1-Lnlofllines

Underneath the tabs are the entry fields for reference information.
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Logistics Invoice Verification screen

* Invoice Verification _ =]
Invoice document  Edit Goto  System Help
&l Bcee | cHkE anon | EE @
“ Show PO structure | Hold ESimulate | ﬁSwitch company code | Meszages Help
Transaction IInvoice ;I @O Balance I

Bazic data | Payment | Detailz | Tax I Contacts | Mate |

Company code

Irwvoice date m

Posting date m

Reference IHUQAS BB

Aot 73 [T Calculate tax
Tax amount 10 (&P sales tax, 0%) LI

1034 Mw'R NAS JACKSOMNVILLE Jacksonvile

Purchase order/zcheduling agreement

= | |6560B06167 * 2| [Goods/service tems =l

Digplay wariant IE
Item Amount 5 | Quantity Un L& | Purchase order PO it Text
Field Name Description R/O/C User Action and Values
Middle line Allocation area
Reference Specifies the document | R Choose either purchase order or
document category to which the vendor
category invoice refers. When you enter the application
again, the system suggests the last
document type that you chose.
Item for Depending upon the R For vendor you can enter the number
reference reference document or part of the name, then the system
document category specified to the searches for the relevant vendor or
category left of this box, the suggests several for you to choose
system is looking for an from.
appropriate item, such For purchase order enter the order
as purchase order number. If you want to work with
number or vendor. more than one PO, click on the
jlindicator to bring up a box to
enter multiple items.
Display Determines which R Choose a display variant that is best
variant columns are displayed in suited for the processing of invoice
which order in the item items. You should be able to see the
list. most important information in the
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item list without scrolling.

[ Simulate

Review the document by hitting the Simulate icon ——____. If the document is in
|

balance, select save

If any errors exist, you will not be able to post it. The system will generate a message
“Invoice document still contains messages.” All errors must be resolved prior to posting.

After correcting the errors, select save

If the document is in balance and no error messages exist, you will received a message
with a document number.

Remember: If you are entering invoices for multiple company codes, to use the

L4 g
&g Switch company code | | . L. .
icon to change company codes prior to entering invoices!

Enter invoice: Selection screen for purchase order items

™ Enter Invoice: Selection Screen for Purchase Order

Document  BEdit Goto Exfras  Brwironment  Inwoice Verification  System Help

|l B eee CME a0 AR @

“ 2 Lo SiEuIatel Acct assighment...
FO [term S& A Aticle Shirt text Site
Amnount Guantity Ref. doc. Rt Delivery note GR-

 [s5e0000020[ 8| o[ [1103 |CHIPS TORTILLA REST ST [T
{16].98 2 [Bac [Sose0e8392 | 8| 2

To enter unplanned freight costs, use the menu path: Edit > Delivery costs > Unplanned
to go to the following screen:
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= Enter Invoice: Documentﬁdj,ﬂﬁﬁ%!:f;,; SD :
Document Edit Goto EBxtras Enwironment Inwvoice Verification System  Help

& || imcee LHNR anan 5A| 0
‘ n'ﬂﬁ Simulate  Adjustment ondoff  Taxes
Itm Pk Acclat/asset/vend FO [tem Quantity Amount
Marmne
[001 [31 [1080008025 [11.98-

LAFERS: BOOMERS

[o02 [ [1103 ™ Unplanned Delivery Costs x|

CHIPS TORTILL

Urplanned del. costs |5 .88

gl

k]

Select 48 Simulate
clec

be performed.

If “simulate” is successful, post (save) the document by selecting the

prior to posting the document to determine if Invoice Verification can

icon. Record

the document number on the original invoice.
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Materials Replenishment Planning

z Replenishment Planning

LOGISTICS > RETAILING > PURCHASING > REQUIREMENTS PLANNING >
REQUIREMENTS PLANNING > TOTAL PLANNING

Transaction code: MDO01

The SAP system has been configured to enable the user to determine replenishment
requirements of an article based on reorder points established within the article’s master
record. When an “RP run” is performed, the system will propose the procuring articles
that are marked for Replenishment Planning. It will propose the number of articles
necessary to ensure the inventory never falls below the reorder point based on the
quantity on hand at the time of the RP run.

The RP run creates purchase requisitions for the articles needed. These requisitions can
be reviewed, changed, or deleted if desired. The final step is to assign source of supply
(vendors) to those requisitions that have not been automatically assigned, then run the
process to automatically create purchase orders. It is important to note that these
purchase orders are NOT subject to Release Strategies — remember MRP will be
used ONLY for those articles with outline agreements (BPA’s) in place.

The Replenishment Planning process is a multi-step process as outlined below;
however, only those transactions in BOLD are required steps:

MDOI1 - MRP Run for all articles marked for MRP
MDO04 - Display Stock Requirement List

MDOS5 - Display RP List

MDLD - Print List

MESA - List Display Purchase Requisitions

ME3S3 - Display Purchase Requisitions

MES2 - Change Purchase Requisitions

MES56 Assign Source of Supply to Requisition
MES59 — Automatic Generation of Purchase Orders

LRI R WD =

Although optional, it is recommended that for the first few months, managers
perform the transaction “MDLD — Print List” to ensure RP runs are achieving
desired results.

There are three types of planning runs:
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1. NEUPL — regenerative planning
2. NETCH - net charge planning
3. NETPL — net change in planning horizon (NOT USED BY MWR)

NEUPL — Regenerative Planning processes the complete articles data base for a site.
This type will only be used once—the very first time you run replenishment. After that
use the second type (NETCH). Using NEUPL again won’t ruin the data in your system,
but takes longer to run. Since it takes into account ALL articles, not only those which
have changed, the run time is much longer than if NETCH is used.

NETCH - Net Change Planning uses the planning files so that RP only processes
articles that have changed.

NETPL- Net Change in Planning Horizon is not used by MWR because it is designed
specifically for a manufacturing environment.

™ SAP Easy Access SAP Rf3 System

Menu Edit Favorites Exfras System  Help

|| meae | 2H
EL- N EARES
I:l Favaorites
EE SAP standard menu
@ [ Office
EIE Logistics
B =3 Retailing

= £ Purchasing

E'S R equirements planning

- B[] Profile

[:l Forecast

EI'S Requirements planrning
o ¥ MDO1 - Tatal planning
- fp) MDET Motal ping (bokgmd)
L B BTV Dlan by oo

If using the menu path, double click “MD01 — Total planning” to go to the next screen.
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™ Requirements Planning

Planning Edit Goto  Settings

Requirements Planning

System Help

FAlWecae CHE anaa BB @

ngu [

Scope of planning

Site aae

RP control p
Frocessing key HETCH Met change for total horizon
Create purchase req. IT Purchaze requisitions in opening periad
Schedule lines Hﬂ Schedule ines
Create AP list [T RP s
Flanning mode IT Adapt planning data [hormal mode)
Scheduling IT Bazic dates will be detemined faor plann
Flanning date I a2/21/720e1

P control p

[ Parallel proceszing
[ Diigplay list

Llger exit key

Llzer exit pararmeter

User exit: select articles for pl.

—

Enter information in the fields as specified in the table below.

“R/O/C,” R = Required, O = Optional, C = Conditional.

Note: In column

Field Description R/O/C User Action and Values
Name
Scope of N/A for MWR at this point. O Leave blank
planning
Site Site number R Site for which the RP run is to
be executed.
Processing Key Specifies type of planning R NETCH or NEUPL.

Select NETCH (Net Change)
unless there is a real need for
total regeneration
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Create purchase
Req.

For articles procured
externally, this indicator
controls whether the system:
Creates purchase requisitions
for the total planning horizon

(1) Creates purchase
requisitions within the
opening period and
planned orders outside of
the opening period.

(2) Creates planned orders

for the total planning horizons,

which will be manually
converted into purchase
requisitions.

Choose “1”

Schedule lines

This indicator controls whether
during the planning run the
system: Never creates delivery
schedules. (1)

Choose “1”. AIMS will not
include working with delivery
schedules.

Create RP list This indicator controls whether Choose Option 1
the system: Always creates an
MREP list for all Planned article
(1), Creates MRP list for
certain article depending on
exception messages (2), or
Never creates MRP lists for
planned article.

Planning Mode | This indicator controls how Choose planning mode “1,”
order proposals (purchase indicates whatever was
requisitions, planned orders, planned before will be re-
delivery schedules) from the adjusted if needed (only
last planning run are dealt requisitions, the system will
with when quantities and end NOT touch already created
dates still correspond to the purchase orders).
new requirements situation

Scheduling Determines whether only the Choose option “1”.

basic dates are determined for
the newly created planned
orders, or whether lead time
scheduling is carried out as
well.

Lead time scheduling is not in
use.

Planning date

Date MRP run is to be run

Defaults to current date, can be
changed but only to future date

Parallel
processing

Parallel processing can either
run on several servers or in
several sessions

Indicator button on/off

Leave turned off. Servers will
have to de defined in
Customizing MRP
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Display List Creates a list of planned O Check if you would like to see
articles, shows the results of the list of planned articles
the MRP run when the
process is complete.
User exit key Parameter Control via user O Not used
exit
User Exit Input control to user exit. (0] Not used
Parameter.
Select | g . The system asks you to check your input parameters.

Confirm with | g | This will bring up a pop-up box.

Start Planning Run

™ Requirements Planni

Planning Edit Goto Seftings System  Help

& || Flmeee 2CME anan FE| 6

Scope of planning

- Information
Process con

[~ Parallel pr 0 iTo start the planning mn, press enter:
[V Displap lis

Site aaa1 MR ADMINISTRATION

RP control p ters
Processing key IHET[:H Met change for tatal harizon
Create purchaze req. E Purchaze requisitions in opening period
Schedule lines E Schedule lines
Create AP list [ RP i
Planning made F Adapt planning data [normal mode]
Scheduling F B asic dates will be determined for plann
Planning date |ﬂ2f1 3728m1

k) 1

User exit: se |®|
User exit key

Hit enter on your keyboard or select the | @ | to continue. The following report will be

generated:
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Requirements Planning

= Requirements Planning

List Edit Goto Enwironment  Systern Help
gfr " TIeecee CHE DL BE|@
P list Curr.list Except.grp

Planned articles

Displa| Time Lev | Site Article Selection group
1 14.53.26 999 8081 1004046 7
2 14.53.27 999 6061 1084647 7]

Statistics

Articles planned 2

Articles with new exceptions 2

Articles with terminated RP list

Parameters S 8881 F HNETCH 2 3 1 11 / 8271372001

Database statistics

Run-time statistics

Start of planning run 14:53:28
End of planning run 14:53:27
Plng run time 88:808: 87

Not all of the report is shown in the above illustration. Print or use the scroll bars to view the
entire report.

Actual results can be seen with the RT list. You can get the list through transation MDLD —
Print RP List.

From the screen “Requirements Planning,” you can do the following:

RP list

view list by article

Curr. list

display stock requirements list

Escept.gp

view the meaning of the codes in the column “selection group”

Select @ to exit this report.
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z Display Stock Requirements List

User wishes to review the details of the Replenishment (RP) Run. The Facility/Site
manager for whom the RP run has been created will most likely use this transaction. This
transaction will show “requirement” information and current availability/stock level of an
individual article. This information will be used to analyze the requirements and decide
on a course of action. The list enables the RP controller to determine effectiveness and
efficiency of established planning.

LOGISTICS > RETAILING > PURCHASING > REQUIREMENTS PLANNING >
REQUIREMENTS PLANNING > STOCK REQUIREMENTS LIST

Transaction code: MD04

™ SAP Easy Access SAP Rj3 System

Menu Edit Favorites Exfras System  Help

&l Cimeae|2n
- AR
-------- [Z Favorites
B £ SAP standard menu
----- ([ Office
El-£3 Logistics
EE Fetailing

B3 Purchasing
=l+-£3 Requirements planning

B =3 Requirements planning

@ D07 - Tatal planning
) MDBT - Tatal ping (bokgmd)
) MOW - Plan by vendar
@ D03 - Shg-tem, sng-level
(27 Planning file entry
T MD04 -b Stock/reguirements list

If using the menu path, double click “MD04 — Stock Requirements List” to go to the
next screen.
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Stock/Requirements List: Initial Screen

® Stock/Requirements List: Initial Screen
List Edit Goto Settings Svsterm Help

&l SHece 2R anaa BE @
|

Individual access | Collective access

Aiticle |1[19? ﬂ TOOTH PASTE
Site |m:m1 b ADMINISTRATION
[T with filter

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Values
Name
Article A unique number that identifies R Enter Article Number or use
the article. the drop down arrow to search
Site Unique number identifying a R Enter site number

site. It is the site that contains the
article number.

With Allows search to be limited O Leave unchecked to see all
filter items

Select the Execute icon| @ | to go to the next screen.
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Stock/Requirements List of of xx:xx Hrs

IR

List Edit Goto Settings Enwvironment System  Help o

|& | DIWce@ CHE D000 @A

“ Show overvientiee | 2 | @) B

EI Article 1897 ﬂ TOOTH PASTE

Site [6001  APups [UB  aticke type HAWA  Urit [ea [

Date RF elemg RP element data Rescheduling df Ex Rec./reqd.qty Available gty Storagﬁ
8271472801 |Stack 96 495- el
B2/14/72801|55fe5t  |Safety stock 18- 585- —

g 81/18/2881|01-5L 45080088234 /00081 a7 58 L455- 8881
g 81/29/72881|01-5L 45000008235 /00001 a7 799 344 88681
g 82/1272881|01-5L 6400000000/ 00001 28 188 444 8861
g 82/1272881|01-5L 67000006160/ 00001 28 188 544 88681
g 82/1272881|01-5L 670000061868/ 00002 28 5 549 8861
g 82/28/2081|01-5L 6708000611 /800881 28 168 649 |BA61
Kl | [+
A et e Y N = s I e I I O Custamer Page 171
Field Name Description R/O/C User Action and Values
Article A unique article number. R Defaults from Initial Screen
Site Site where article is located R Defaults from Initial Screen
RP Type Reorder Type- R Defaults from Article Master
Determines how the article record.
is planned. VB means: manual reorder
point planning
Article type | Article type R Defaults from Article Master
record
Unit Unit of measure R Defaults from Article Master
Date Opening date R Defaults to opening date on
planning run
RP Element | A description which stands R The MRP elements we’ll see at
for the corresponding RP MWR are:
element, i.e. STOCK, Stock = Stock balance
ORDER, etc. SaveST = Safety stock
OI-SL = Order item schedule
Line
RP element RP element data refers to C Safety Stock - minimum
data the MRP element field. The allowable stock level for this
meaning changes depending article
on the RP element field 4xxxxxxxxx (Purchase Order
number and the line item)
Rescheduling N Blank
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Exceptions Lists exceptions for specific C By hitting the drop down
line items search you can review the
definition of each exception.
Rec/Reqd Quantity suggested by the C Quantity proposed by the RP
Quantity RP run run.
Available qty | Quantity available to user R Shows expected stock levels
depending on lead times based on proposed Purchases
Requisitions/Purchase Orders.
Defaults from planning run

You can display more information based on the following options:

|J Date

AP elem

|§ 82 /1472001

Stock,

Select the magnifying glass to the left of the first line of the

report labeled “Stock.” This action brings up the following screen:

Stock Statistics
[7=F  FAif T=nfm affinas Fradronment wetarn  Haln
| ™ Stock Statistics x|
| wWareh stock
Stk avail. for pla Other stock
Unrestr.-use stock I—!IQS—
Elocked a
Resticted-use stock a
To qual. inspection a
Returns 8
In transfer (site) I—B
Ir transfer [SLoc) —[1
Unrestr. consignment a
Blacked consignment a
Fiestr. consignment a
Chzat in inspection a
‘al. stock at vendor 8
Oty insp.stek-vendor (5]
Tatal site stock I—IIQE— Stock in trangit l—ﬂ
In/i
Fired receipts 1,154 Flanned receipts a
Fized issues —[1 Planned issues a8
zl@l Sales statisticsl Stack gverview

Select the stock overview button to view breakdown of unrestricted, qual. inspection, and

reserved stock.
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Stock Overview: Company Code/Site/Storage Location/Batch

= Stock Overview: Company Code/Site/Storage Locat

List Edit Goto Extras Enwironment System Help
=2 Seglee DHE anon IR @
3

lazrama

firticle 1097 TOOTH PASTE

Article type  HAWA Trading goods

Unit of measureEn Base unit of measureER

Cl/CCfSitesSLoc/Batch D Unrestricted use| Qual. inspection Reserved
Total 495 _A00- a.aan a.aan
1034 HWR HAS JAGCKSOHUIL 495 _AA0- a.aan a.aan
Afe1 MWR ADMIHMISTRATI 495 _AA0- a.aan a.aan

Aff1 Default SLOG 495 _AA0- a.aan a.aan

Go back to the Stock Statistics screen by selecting the © icon. From this screen, select

the =

to see how many items from purchase orders are outstanding:

Totals Details

- Totals Details X|

: I B Scheduling agmts. Iﬂ
Receipt reseration I B Contracts Iﬂ
Furchaze orders I 1,154
Consignment order I a

v|

Close this window and the Stock Statistics screens by clicking the | @ |

|§| 91102061 01st Back in the initial screen, click the magnifying glass next to
the first line marked with RP element OI-SL (Order Item-Schedule Line).
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Additional Data for RP Element

-*™ Additional Data for RP Element

P [s50m000232 [1 |4 Scheduled ay. | 50 [En

Deliver date I a1/1852081 Delivered I a IEFI
Met price I 3.99 / |1 IEFI Target quantity I a IEI’I

YYendor Ih[‘l[‘lﬂﬂﬂ[‘ll331 SOUTHERM WIMES AMD SPIRITS
E xception Iﬁ = IFiniSh date in the past

v 4| 2| &|E| B %]

This screen shows that the purchase order document #4500000234 ordering 50 units is
still outstanding and has not been received. It also reports the delivery date from the
purchase order, vendor name, and vendor number. The exception code is listed and
explained as well.

Select the | g | to close this window. All line items on the RP list can be investigated in
the same manner as this one.

If you select , the screen changes to show you total quantity expected (using delivery
date) by days, weeks or months.

Stock/Requirements List: Period Totals as of xx:xx Hrs

= Stock/Requirements List: Period Totals as of 10:07 _|= X
List Edit Goto Settings Erwironment Systern  Help L

g CTiwegeeCHB nnon BEE @
Show overview tree |£|E] ?

EI Aiticle ||1 897 ﬂ TOOTH PASTE
Site [os01 RP typs [UB  adicke type HAWA  Unit [En =l
[ays | Weeks | Maonths |
| Peiiod/segment| Plnhd ind.regmts | Requirements | Receipts Avail. quantity | ATP quantity | Actual cov ﬁ
585- a 8.8 =
EHla1/10/01 a L} 58 455- 58 8.8 —
EHle1/29/01 a L} 799 344 799 | 999.9
Elezs12/01 a 8 285 549 285 | 999.9
Ele2s20/01 a L} 188 649 188 | 999.9
Kl [»]
& Date | @ GR | B 5Ton| Page 171

The illustration depicts receipts planned in days; select other tabs to view weeks and
months.
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The column “Actual cov” is an indicator of how efficient stock planning is for this
article.

=l . .. s
Select the !l icon to go back to original screen. Select @ to exit this report.

z Requirements Planning List

User wishes to review the details of the Replenishment (RP) Run, and to review the
availability of an article. This transaction is almost identical to MD04 — Display Stock
Requirements List.

LOGISTICS > RETAILING > PURCHASING > REQUIREMENTS PLANNING >
REQUIREMENTS PLANNING > RP LIST> INDIVIDUAL DISPLAY

Transaction code: MD05

= SAP Easy Access SAP R/3 System

Menu Edit Favorites Exftras System  Help

& Swecoe | DMB
T EYAR
-------- [ Favarites
= =3 SAP standard menu
----- [ Office
E--E3 Logistics
EIE Retailing

=3 Purchasing
E--Z3 Requirements planning

B =3 Requirements planning

@ D07 - Total planning
@ MDET - Tatal pihg [bekarnd)
oK) MDW - Plan by vendor

- IE) MDO3 - Sng-item, sngevel

If using the menu path, double click “MD0S — Individual display” to go to the next
screen.
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RP List: Initial Screen

™= RP List: Initial Screen

List Edit Goto Settings Systern Help
|| Sinece CHE anaa A @

|

Individual access | Collective access

Atticle [1804046 A
Site [o001] £|
[ with filker

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Values
Name
Article A unique number that identifies R Enter Article Number or use
the article. the drop down arrow to search
Site Unique number identifying a R Enter site number

site. It is the site that contains the
article number.

With Allows search to be limited O Leave unchecked to see all
filter items

Select the Execute icon | g | to go to the next screen.
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RP List as of xx/xx/xxxx, xx:xx Hrs

*RP List as of 02132001, 14:53 Hrs _|=| %]

RP list Edit Goto Settings Erwironment Systern  Help =

& || S W eee CHE DDLan BE @

Show overview tree | g | ? | o On
El Auticle |1 a4 844 ﬂ COKE, 12 0Z CAN L
Site IBBB1 RF type UB  Article type HAWA  LUni IEH I @

Date RP elemd RP element data Rescheduling di Ex Rec freqd.qty Available gty Storagﬁ
8271372881 |5tock Ly 358 -l
dd.dats for elementpfeSt  [Safety stock 10~ L4, 348 -

§ 8172972881 0/-5L 6500000035 /00801 28 L ,.889 49,3408 (9881

Efle1/30/2081)015L 6600000020/000061 2B| 1,008 5e,348 @981
&l 02/01/2001|01-5L G66A0AAAA22 /A88082 2l]| 1 58,351 8881
Efl o2/ 81/2081|01-5L 68000AAA13 /88881 2l]| 2 58,353 9ae1
&t 02/05/2001|01-5L G700O0OAAG6 88881 2l]| 188 50,453 9881
Efl 02/ 06/2081|01-5L 6700000004 /00881 2l]| 4,610 55,863 9881
&l 02/15/2001|01-5L 6400000002/00001 ZB| 1@ 55,873 @a81
&l 02/15/2001|01-5L 65 00000A56 /008082 2l]| 14 55,883 @881
&l 02/15/2001|01-5L 6500000056/ 00001 ZB| 108 5.,.183 @881
& 02/15/2001|01-5L GEO0AAAAAE S Aaaa1 2l]| 5 55,188 (9861 |

1 [
@Iﬂl%lﬁl_ulﬁlﬁl & Date | GH IST onl@ On | Wendor | Cuztarner | Page 142

Field Description R/O/C User Action and Values
Name
Article A unique article number. R Defaults from Initial Screen
Site Site where article is located R Defaults from Initial Screen
RP Type Reorder Type- R Defaults from Article Master
Determines how the article record.
is planned. VB means: manual reorder
point planning
Article type | Article type R Defaults from Article Master
record
Unit Unit of measure R Defaults from Article Master
Date Opening date R Defaults to opening date on
planning run
RP Element | A description which stands R The MRP elements we’ll see at
for the corresponding RP MWR are:
element, i.e. STOCK, Stock = Stock balance
ORDER, etc. SaveST = Safety stock
OI-SL = Order item schedule
Line
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RP element RP element data refers to C Safety Stock - minimum
data the MRP element field. The allowable stock level for this
meaning changes depending article
on the RP element field 4xxxxxxxxx (Purchase Order
number and the line item)
Rescheduling N Blank
Exceptions Lists exceptions for specific C By hitting the drop down
line items search you can review the
definition of each exception.
Rec/Reqd Quantity suggested by the C Quantity proposed by the RP
Quantity RP run run.
Available qty | Quantity available to user R Shows expected stock levels
depending on lead times based on proposed Purchases
Requisitions/Purchase Orders.
Defaults from planning run

You can display more information based on the following options:

|J Date RF elem

|§ 8271472081 |Stock

report labeled “Stock.” This action brings up the following screen:

x|

Infoutward movements

Fixed receipts I 30,908 Flanned receipts I

Fized izsues I (1] Flanned izsues I

Wl@l Sales statistics I Stock overview |
1

Select the magnifying glass to the left of the first line of the

== T T T T T

This screen shows that 30,908 units are to be received.
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If you hit ]Ml from here, the system displays the actual stock situation:

™ Stock Overview: Company Code/Site/Storage Locat
List Edit Goto Extras Erwironment System  Help
@ | Zlh¢ee CHE DL BE @
"5
s 4P HG
Article 1004046 COKE, 12 0Z CAN
Article type HAWA Trading goods
Unit of measureEAR Base unit of measureER
Cl/CC/SitesSLoc/sBatch D Unrestricted use| Qual. inspection Reserved
Total 44 450. 000 8. 080 8. 080
1834 MUR HAS JACKSOWUIL 44,458,088 8. 888 8. 888
8881 HWR ADMINISTRATI 44,458,888 8. 888 8. 888
8861 Default SLOC 44 450. 000 8. 080 8. 080

Select ¢ to go back to the “stock statistics” screen.

&

From this screen, select the to see how many items from purchase orders are

outstanding:
Totals Details

™ Totals Details X|
I B Scheduling agmts. IB

Fleceipt rezervation I B  Contracts Iﬂ

Furchaze orders I 368,908

Conzignment order I i)

v

Select | g | twice to close the pop-up windows.

[EHlo1/29/2001 015 65008000635/ 00001 | 29 5,000 | 49,340 0001

Select the magnifying glass on the line indicating “OI-SL” (open item):
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Additional data for RP Element:

= Additional Data for RP Element X|
|65 88888035 |1 1 Scheduled ghy. | c 008 IEFI

Deliveny date |ﬂ1 F29/528Mm Delvered I 5] IEFI

Met price I a.es / |1 IEH Target quankity I 5] IEFI

Yendor IHBBBBBBBZS SYSCO GULFATLAMTIC FOOD
Exception Iﬁ = IEanu:eI process

IE = IFiniSh date in the past

¥ |se| 2 | (|| B |

This screen shows that the purchase order document #6500000035 ordering 5000 units is
still outstanding and has not been received. It also reports the delivery date from the
purchase order, vendor name, and vendor number. The exception code is listed and
explained as well.

Select the | g | to close this window. All line items on the RP list can be investigated in
the same manner as this one.

RP List as of xx/xx/xxxx, xx.xx Hrs

=RP List as of 02/13/2001, 14:53 Hrs

RP list Edit Goto Settings Erwiromnment System Help

[

|| CmleoeDHB Do BE| @
“ Show overview tree | =2 | B | % On
Bl.ﬂuticle fit BB2 816 ﬂ COKE, 12 0Z CAN &
Site IﬂﬂEﬁ RP type UB  Adticle type HAWA  Unit IEFI I
|Date RP elemd RP element data Rescheduling df Ex Rec./reqd.qty Awvailable gty
% 8271372881 Stock Ly, 358
8271372001 5afeSt [Safety stock 18- L4y, 3408
%3112912331 al-sL 65880000835/ 008801 28 c,88a 49,348
81/38/2881/01-5L 66000008208/ 80881 2Eﬂ 1.888 58,348

If you select , it shows you total quantity expected (using delivery date) by days,
weeks or months.
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RP List: Period Totals as of xx:xx Hrs

® RP List: Period Totals as of 02132001, 14:53 Hrs _|= |j
RP list Edit Goto Settings Ernvironment Systern  Help ’
& S mleae DHB Do BE| @

“ Show overview tree | ‘2 | ? | o On

T tutcle [1e8u0u6 #| COKE 1202 CAN %
Site [0801 RF type [uB  aticle type HAWA  Unit [En Z

@ Dayz | ‘Weeks | tdonths I

Period/segment| Flnd ind.regmts | Reguirements | Receipts Arval quantity | ATP quantity | Actual cow E
EElstock 44,348 44,358 | 999.9 z
Ele1/29/01 a a 5,888 49,340 5,808 | 999.9 —
Erle1/30/01 a a 1,888 58,340 1,808 | 999.9
Gl azs01 /701 a a 13 58,353 13 | 999.9
EEl 92705701 a a 1688 58,453 168 | 999.9
EEl 92706/ 01 a a 4.618 55,063 4,618 | 999.9
EEle2/15/701 a a 138 55,193 138 | 999.9
=Xlez2727/701 a a 28,855 75,248 28,855  999.9 |~

] [+]
& Dae | B R | B sTon| Pags 141

The illustration depicts receipts planned in days; select other tabs to view weeks and
months.

The column “Actual cov” is an indicator of how efficient stock planning is for this
article.

=l . .. s
Select the !l icon to go back to original screen. Select @ to exit this report.
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z Print RP List

After the RP run is complete, the user (most likely, the Site/Facility Manager) will review
the purchase requisitions created from the run. This transaction will provide a list of
purchase requisitions that the system has determined are necessary to ensure stock levels
are maintained within limits required.

The system creates RP lists during the planning run according to how the creation
indicator is set. These lists contain the planning result for the article. The RP list always
displays the stock/requirements situation at the time of the last planning run and it also
provides a work basis for the RP controller. Changes that are made after the planning
date are not taken into consideration until the next run. In other words, this report’s
information is based only on the information MDO1 RP lists, at a single point in time. RP
lists are stored in the system until they are either deleted manually or replaced by new
lists from a subsequent planning run.

LOGISTICS > RETAILING > PURCHASING > REQUIREMENTS PLANNING >
REQUIREMENTS PLANNING > RP LIST > PRINT

= SAP Easy Access SAP R/3 System

Menu Edit Favorites Extras  Systern Help

& || lmeae i
EE S| EHE 2| a
o [ Favarites
£ SAP standard menu
----- (23 Office
= 23 Logistics
= 3 Rietailing

Ela Purchasing
-3 Requirements planning

[ @ MO0OT - Total planning
2 MDBT - Total plng (bokamd)
i @ MO - Plan by vendor

@ D05 - Individual dizplay
gD MDOE - Collective display

If using the menu path, double click “MDLD — Print” to go to the next screen.
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™ Print RP List

Print RP List

Processing date

Stock coverage

Feceipts coverage  to

Program Edit Goto Systemn  Help
@ | g cea@ DK anaa A @
%& B
Site [0001 | ==
Stock planner 188
_—
RP date 81/24/2001] *|

ko

[ Mew: openir

[~ General mes:

Exception groups

g date in the past

[~ Mew; start date in the past
[~ Mew: finish date in the past

3a0Es

[~ Exception during BOM explosion
[~ Exception during availability check
[~ Exception during rescheduling

[~ Teminations

Processing indicator
[T Only unproceszed RP lists
[~ Only processed RP lists

[~ Only with new exceptions

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Values
Name
Site Key uniquely identifying a 0 Enter site or select using
site the dropdown icon at the
right-hand end of the field.
Stock Stock planners are assigned O Enter “001”
Planner to the article master.
We only have a default
stock planner “001” at the
moment.
RP Date Selects those lists, which (@) Use the date the RP run
were created in the specified was performed
period.
Processing Selects those RP lists that O
Date have been processed in the
period specified or given the
processing indicator.
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Stock Selects the lists of those O You can leave this field
Coverage To | articles, for which the blank

current site stock does not

suffice without receipts until

the specified date.
Receipts Selects the lists of those O You can leave this field

Coverage To

articles, for which the

current site stock does not
suffice without receipts until

the specified date.

blank

Exception groups
Section Header
If you wish to print a list with all exceptions, don’t check any of the exception

New; Causes RP lists for this O If you only wish articles
opening date | exception group to be with this exception
in the past selected and displayed indicator to be selected,
check this field.
New; start Causes RP lists for this O If you only wish articles
date in the exception group to be with this exception
past selected and displayed indicator to be selected,
check this field.
New; finish Causes RP lists for this o If you only wish articles
date in the exception group to be wiéh this ex%epti(in ;
past . indicator to be selected,
selected and displayed check this ficld.
General Causes RP lists for this o If you only wish articles
messages exception group to be With this exception
selected and displayed indicator to be selected,
check this field.
Exception Causes RP lists for this o If you only wish articles
during BOM exception group to be with this exception
explosion selected and displayed indicator to be selected,
check this field.
Exception Causes RP lists for this o If you only wish articles
during exception group to be with this exception
availability selected and displayed indicator to be selected,
check check this field.
Exception Causes RP lists for this o If you only wish articles
during exception group to be with this exception
rescheduling selected and displayed indicator to be selected,
check this field.
Terminations Causes RP lists for this o If you only wish articles

exception group to be
selected and displayed

with this exception
indicator to be selected,
check this field.
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PO’s or Purch. Requisitions.

Only Prints all RP lists which have Select indicator as

unprocessed - . . .

RP list not already been printed appropriate - This option

15ts before. will be taken by the

system if nothing has
been checked.

Only . . . g

Prints all RP lists which were Select indicator as

processed RP . .

lists already printed before. appropriate.

Only with Prints all RP lists where new Select indicator as

Eizeptions exceptions were assigned to appropriate.

Display Control Parameters
Section Header

RP list w/o

display

ATP Select to exclude ATP Select indicator as

) quantity display appropriate. Will default
quantity "ON"
igll)m with Select to include ATP Select indicator as
quantity quantity display appropriate.
Period totals Select for period totals Leave Blank

With period

States in which intervals the
consumption and forecast
value of the article are
managed.

Only needs to be set to P
if fiscal year variant is
selected, otherwise leave
Blank

Fiscal year

The fiscal year variant is

Enter if relevant and

variant used to define the fiscal year. period totals have been
set, or leave Blank
Plzllnn(;ng Three character number N/A
calendar (numeric or using letters)
that specifically identifies a
PPS-planning calendar.
Period split Key that identifies the N/A
individual period split for the
period totals display.

Select the Execute icon

&
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to go to the next screen.
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Print Parameters

= Print Parameters

Oufput  Edit Goto System Help
@ | Imecee 2ME anaa B0 @

Continue E] User-specific print parameters

£
Output device

|
Mumber of copies |1—

Mumber of pages

ﬂ HO Comp 5wes in HR War Room

® Frint al
) Print from page I to I
Spool request
1 amme: IHMDLDHBB_HIJ_
Title |

Autharization I

Spool options

¥ Frint immediately Cover sheets

v Delete after autput IE SAP cover page

v MNew spoal request IH OperSys cover page

Frint priority IE b edium Recipient W
Retention period IE Daplz) Department I—
Archiving mode IF'rint anly LI

|-Plint zettings

SAP R/3 ‘Print Parameters’ screen appears.

If required, populate or change any parameter as required (such as changing the printer to

be used) and select the M‘ icon to print.

The printed lists will display detailed information regarding each article that will be
affected by the RP run. Current stock levels will be printed as well as safety stock levels,
outstanding purchase orders, and proposed requisitions as a result of this RP run. You
will be able to review the Purchase Requisition prepared by the RP run and edit, change,
and/or delete it if necessary. Use transaction code MES3 “Display Purchase
Requisition” to review the actual Purchase Requisition or MES2 “Change Purchase
Requisition” in cases where quantity changes are necessary.

If no changes to the RP run are required, proceed to transaction code ME56 “Assign
Source Supply.”
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z List Display of Purchase Requisitions by Group

This transaction is optional, but may be useful during the first months of use of the RP
function. Use this process to display all outstanding purchase requisitions for an article
or site. To display an individual purchase requisition, use MES53.

LOGISTICS > RETAILING > PURCHASING > REQUIREMENTS PLANNING >
PURCHASE REQUISITION > LIST DISPLAYS > GENERAL

Transaction code: MES5SA

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites Exfras  System  Help

|G Slme@ae DM
le=s &z s~
-------- [C3 Favorites
= £ 5AP standard menu
----- (L1 Office
E--£3 Logistics
= =3 Retailing

=--E3 Purchasing
B 3 Requirements planning
----- [ Profile
----- ([ Forecast
----- (23 Requirements planning
= 3 Purchase requisition
....... @ MERT - Create
....... @ MERZ - Chanage
------- ) MES3 - Display
-7 Releaze
=3 List displays

o MES& . G

If using the menu path, double click “MESA — General” to go to the next screen.
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List Display of Purchase Requisitions

™ List Display of Purchase Requisitions
Frogram Edit Goto System Help

G ||

S0 @@ M anan BF @

Article

Scope of list
Site
Document type

Item categom

Delivery date
Release date

Stock planner

Fixed wendor
Fequisitioner
Short text

Sort indicator

Purchasing group

Merchandise categom

Requirement tracking number

Account assignment category

Processing status

[ Closed requisitions

"_g}é@»&-]:@.

Purchaze requisition

lelofs|olo]s|slele [o]e|s]s]s

BRI

¥ Assigned purchaze requisitions

¥ "Partly ordered" requisitions

Enter information in the fields as specified in the table below. Note: In column
“R/0O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Values
Name
Purchase Alphanumeric key uniquely 0 Enter a range of numbers or leave
Requisition identifying a purchase the field blank to display all
requisition
Purchasing Key for a buyer or a group of O Enter Purchasing Group or Leave
Group buyers, who is/are responsible blank. Purchasing Group field
for certain purchasing will most likely be utilized by the
activities. Procurement Office
Article Alphanumeric key uniquely O Enter article number for which
identifying the Article you wish to display ALL
purchase requisitions.
Merchandise | Key specifies a group of O Enter a Merchandise Category to
Category Articles or services with the display all requisitions for that
same attributes. category - or Leave Blank for all
Requirement | N/A O Leave blank
Tracking
Number
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Scope of List | Parameter that determines Default is “A,” select the view
how the list is edited. For you are most comfortable with
example, the lists can be
shown in one-line form,
without detailed information,
or in multi-line form with
detailed information.

Site Specifies the key for a Enter specific site or leave blank
production facility or branch for all.
office within the company
(that is, the company code).

Document Allows a distinction to be MWR would only have “NB”

Type made between various kinds document type for purchase

of purchase requisitions.

requisitions. You can leave this
field blank

Item Category

Key defining how the
procurement of an article or
service item is controlled.

e Standard

e Consignment

Leave blank
Consignment articles not subject
to MRP planning

Account Specifies whether N/A for MRP planning for MWR
Assignment accounting for an item is
Category to be effected via an
auxiliary account (such as
a cost center).
Delivery Date | Date on which an item is to be Enter a specific date or a range of

delivered or the service
provided.

dates

Release Date

Specifies the date on which
the purchase order should be
initiated on the basis of the
purchase requisition. The
release date is based on:

e The purchasing
department processing
time defined for the site

e The planned delivery time
from the article master
record or purchasing info
record.

e The delivery date

e The goods receipt
processing time from the
article master record.

The planned delivery time from
the purchasing info record and the
GR processing time are only
taken into account if the purchase
requisition was generated via
articles planning.

Stock Planner

Specifies the number of the
MRP controller or group of
MRP controllers responsible

Leave blank.
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for article planning for the
article.

Processing Specifies the current Use drop down arrow to narrow
Status processing status of the your search
purchase requisition leave blank has the same effect as
N
Fixed Vendor | Number of the vendor defined Leave Blank
as the fixed source of supply
for this purchase requisition.
Requisitioner | Note on the purchase Leave blank
requisition indicating for
whom the article or service is
to be ordered.
Short Text Short description of the article

Sort Indicator

Specifies the sort criterion by
which the list of purchase
requisitions is to be sorted.
You can re-sort the list that is
displayed.

Use “1” to sort by purchase
requisition number, or use drop
down arrow to sort by other item

Assigned Specifies whether or not the Select the field if also you want to
Purchase list display is also to include display purchase requisitions that
Requisitions assigned purchase have already been assigned to a
requisitions. source of supply.
Closed Select the field if purchase Select this field if you wish
Requisitions requisitions that have already closed purchase requisitions (no
been assigned to a source of open quantity left) to be shown on
supply are to be listed. the list.
Partly Specifies whether purchase Select the field if you wish such
Ordered requisitions in respect of requisitions to be shown on the
Requisitions which only part of the list.
requested quantity has so far
been ordered are to be
included in the list display.
Released Specifies whether the list N/A
Requisitions display is also to include
already-released (approved)
purchase requisitions.
Requisitions If you set this indicator, the Even though Purchase
for Overall system lists all purchase requisitions are not subject to
Release requisitions that have to be release strategy this field or the
released (approved) in their next has to be checked.
entirety.
Requisitions Select purchase requisition See previous field description.
for Item-Wise | items for item-wise release
Release
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Cost Center | Key uniquely identifying a cost
center
WBS Key identifying a WBS N/A, leave blank
Element element
Order Number which identifies an N/A, leave blank
order within a client
Asset This is the number which, N/A for purchase requisitions,
together with the asset sub- leave blank
number, identifies a fixed asset
in Asset Accounting.
Asset Sub- Asset Sub-Number N/A for purchase requisitions,
Number leave blank
Network Key identifying the network N/A for purchase requisitions,
used for account assignment. leave blank
Operation Production Planning N/A for purchase requisitions,
Number Determines in which order the leave blank
operations of a sequence are
carried out.
Project System
Number that identifies an
activity.
Sales Order Sales order number N/A for purchase requisitions,
leave blank
Sales Order | The number that uniquely N/A for purchase requisitions,
Item identifies the item in the sales leave blank

document

Select the Execute icon

&
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List Display of Purchase Requisitions

™ List Display of Purchase Requisitions

List Edit Goto Erwironment System Help

& Simecee DHB oL BE@

“ 7] Assignments Sewices
Article Short text SGp Her .cat.
Requisn. Item Requested qty. Un Deliv. date Requester Site SLoc
SCROTy. I A Ordered qty. Un Release date Trackg.no. SP1. HC

I~ 10998 FRANK-BEEF 6/1 188 4B28181
100006661 06010 5 LE D 12/06/2008 3tock planne @861 0891
N B HB 12/086/2000 ae1
Info rec 530000880881 Uendor 4900080808825 Purch. org. 2888

™ 1188 BEEF GRND CHUCK FINE 88/28 188 4@28181
1880008062 9686810 5 LE D 12/87/2008 Stock planne @861 8891
N B HNB 12/86/2000 ae
Info rec 53opeeeee2 UVendor 490008006825 Purch. org. 2088

I 1998 FRANK-BEEF 6/1 188 4828181
100000635 06010 S LB D 8171172001 8061 eea1
N R NB a1/11/2881
Info rec t3eeoaena1 Uendor LOeeaeee25 Purch. org. 20688

[ 1888691 HAM, BUF CK WA M PRH 188 4028182
3700000082 @0810 1088 OHE D 82/88/2861 Stock planne @861 8891
N B NB 0172972001 ae
Info rec 53008088255 Uendor 498000808825 Purch. org. 2888

The above report tells you for requisition number 100000001, article number 1098, a
vendor was assigned (number 4000000025), and BPA number 5300000001 is referenced.

To see more detail, select a line item by clicking on it once, then select = . This
displays the actual purchasing requisition.
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Display: Purchase Requisiton: Item 00010

* Display: Purchase Requisition: Item 00010

Purchase requisition  Bdit Goto  Brwironment  System  Help

gl FTegee ok anaa @R @

[ = 1y tech assgls. gh
Rieq. tem 100000001 |18 lter cat. [] becthssCat |
Aticle 1098 Mdse cat IIIBZ e Site Iﬂﬂ[ﬁ
Shirt test FRANK-BEEF 6/1 Star. loc. II]I]I]1
Qty. and date

Cluantity |5 LE Deliv.date IE 12/86/2000
RP data

Requisnr. IStock planne Purch. grp 100 Req date 12/86/2888  Resubmis. I

Stek pler 891 Releaze dt 12/86/72888 GR pr.lime Il]
[ Fized ™ Closed

Yaluation control

al. piice 1.50Jusp ¢ [q LE Fa W

[T GR noneval

Pi t options

Agreement L Purchasing arg. IZBBB Order unit I

Fixed vend L4Beeaaeea2E SYSCO GULFATLANTIC FOOD Suppl.site I

Info rec. S30080088Y

Des vendor A

Select < to return to previous screen.

Services Azgignments .
The button = does not apply to MWR. Select to display an

overview of the assignment status of the selected purchase requisitions.

= List Display of Requisitions: Overview of Assignme
List Edit Goto Environment Systern Help

| &l e jcee DHR DN BE @

“ Reqgs. per assqt.

POrg O0Ty. CoCd Outl.agmt. ATy. Valid from .. to PReqs Processing note
Vendor 4800000025 SYSCO GULFATLANTIC FOOD
2008 HB 1634 W/o outl. agmt. 4

Some requisitions are “w/o source” meaning they have not been assigned a source of

.. i Fegs. per assgt.
supply or vendor. If you place the cursor on a line item and select lii , the
system displays the specific requirements.
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List Display of Purchase Requisitions

* List Display of Purchase Requisitions

List Edit Goto Environment System  Help

|| S8 gee cHR D0on B @

k]

“ = [ ssignments  [B] Services

Vendor 480680888825 Purch. org. 2808
Article Short text SGp Her.cat.
Requisn. Item Requested qty. Un Deliv. date Requester Site SLoc
SCROTy. 1A ordered qty. Un Release date Trackg.no. SP1. HC

[~ 1008 FRANK-BEEF &/1 188 4Bz e181
100000661 08618 S LB D 1278672888 Stock planne @661 8861
H B HB 1270672000 881
Info rec 5308860861 Vendor 40080000825 Purch. org. 2088

" 1108 BEEF GRHD CHUCK FIME &8/20 188 L4aze1e1
100000062 08618 S LB D 12/07/2880 Stock planne @661 8861
H B HB 1270672000 881
Info rec 530888008062 Uendor 4@000006825 Purch. org. 2088

[~ 1098 FRAHK-BEEF 641 184 Laze1m
10008006835 0de18 S LB D @1/11/2881 aea1 aam
H R HE g1/11/2881
Info rec L3goeape|1 Uendor 400680080825 Purch. org. 2000

" 1808691 HAM, BUF CK WA M PRH 184 Laza182
3700000002 00818 188 OHE D B82/88/2881 Stock planne @881 #a@m
H B HE 8172972881 am
Info rec £3apean255 Uendor 4AaAaaavez2s Purch. org. 2008

If the vendor is determined by the info record, or if there is a fixed vendor to be used, it
will be displayed here. With a “fixed vendor,” an article is always procured from this
vendor.

&

Select to return to previous screen.

Select @ to exit this report.
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z Display Purchase Requisition

The Facility/Site Manager wishes to display the purchase requisition created through the
RP run. This transaction can be used to individually look up and display requisitions.

LOGISTICS > RETAILING > PURCHASING > REQUIREMENTS PLANNING >
PURCHASE REQUISITION > DISPLAY

Transaction code: MES53

= SAP Easy Access SAP R/3 System

Men Edit Favorites Exiras Swstem  Help

(=2 Timeee|2m
le=leas |~ -
-------- [Z Favorites
- £ 5AP standard menu
----- (23 Office
= 23 Logistics
EIE Fietailing

[:l M azter data

EIE Purchasing

EIE Fiequirements planning

- (2] Frofile

- [7] Forecast

- [C] Requirements planning

23 Purchase requisition
-1} MEST - Create
1) MES2 - Change

If using the menu path, double click “MES3 — Display” to go to the next screen:
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Display: Purchase Requisition: Initial Screen

™ Display: Purchase Requisition: Initial Screen
Purchase requisition Edit Goto  Environment  System  Help

“%JII SHleee 2HE | anaa IR @

Purchaze requisition |1 8008008083, ﬂ

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Values
Name
Purchase Purchase requisition R Enter Purchase Requisition number
Requisition | number

Select the Execute icon| @ |t0 continue.

Display: Purchase Requisition: Item Overview

= Display: Purchase Requisition: Item Overview - =] %
Purchase requisition Edit Goto  Environment System  Help ¢
& || SR e HME 0non | IE|@
|BEB BR S &I Bac s &3
Doc. type IHB
Purchasze requigition items
Item 1| & Article Short text Gty requested Un Deliv. date PGr| Mdse cat ﬁ
14 1165 5004, COKE CLASSIC & PK C4 6EA |D|01/16/2001/1084048181 |(=]

Select a line item by placing a cursor on the line and click once on . The detail
screen for that line item will be displayed:
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Display: Purchase Requisition: Item xxxxx

* Display: Purchase Requisition: Item 00010
Purchase requisition  Edit Goto  BErwironment  System  Help
@ | Fimecae Ok nnan 0E|@
» (S ﬁ%l [B] ot assate. g8
Req. itsm 108008834 [18  Deleted Ik cat [ bocthesCat |
Article 1165 Mdze cat Illﬂll a1e1 Site aaa1
Short text S0D&, COKE CLASSIC B PE CaM Star. loc. aaa1
Oty. and date
Gluantity IIIS EA Deliv.date IE I a1/16/2001
RP data
Requishr. IStock planne Purch. grp 1808 Feq. date B1/11/2881  Resubmis. I 5]
Stk plne I ae1 Releaze dt B1/11/2881 GR pr.time I 5]
™ Fixed [ Closed
Valuati ol
Val. price 8.38 jusp /|1 E& FGR FIR
[T GF noreval
Pr t opti
Agreement 55086888822 |1 Purchaszing org. |2 aaa Order unit I
Fixed wend 488888883 SOUTHERM WINES AMD SPIRITS Suppl.site I
Infa rec. A
Dies.vendar A

In the above example, you will note that for this purchase requisition (document number
100000034) the article will be ordered if this requisition is approved and a purchase order
prepared. For this item, an outline agreement (BPA) is in place with vendor number
4000000031 Southern Wines and Spirits. Expected delivery date is 1/16/2001.

(14,

Select to display statistical data for this requisition item.
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Display: Purchase Requisition Statistics: for Item xxxxx

™ Display: Purchase Requisition Statistics: for Item 00(
Furchase requisiion  Bdit Goto  Brwironment  Systern Help

=2l TeeoeCHe anaa A @

“ b B & (B acct assge g5 e £

Aticle |1 65 SODA, COKE CLASSIC B PE CAM
|tem categomny I_ Standard PO

Acct azsig.cat. I_

Site [8001  hiwR ADMINISTRATION

Star. location Iﬁ Default SLOC

Administrative data

Creation ind. IE fram RF Created by Im
Processing stat Iﬁ Mot processed Changed on Im
[T "Fired"ind. Mo. resubmiss. II-]—
Relzase ind. I_ Last resubmiss. I—

Fel. strategy I_ Tatal value I 2.28 USD

Order statistics

Order quariity

B4

Purchaze order

FO date I

RF data

Shortage I B EA Stck. plnr 881 FReserv.no. Iﬂ
Plnd dely time Il] SetReseriMo |[|

The total value of the order is $2.28. To exit, select @ .
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z Change Purchase Requisition

During the review process, the Facility/Site Manager may determine that a change in
quantity is necessary on the requisition proposed during the RP run. Additional changes,
including the vendor, are also possible using this transaction. You can also delete line
items or all line items (to delete the entire requisition) if necessary.

LOGISTICS > RETAILING > PURCHASING > REQUIREMENTS PLANNING >

PURCHASE REQUISITION > CHANGE

Transaction code: MES2

™ SAP Easy Access SAP Rf3 System

Menu Edit Favorites

Extras

Systemn  Help

< | Fmeae 2R

B S EB 2|~ a

B £ Logistics
=3 Retailing

EI ----- £ Purchasing

----- (23 Profile

----- (L3 Forecast

= 9 Requirements planning

If using the menu path, double click “MES2 — Change” to go to the next screen:
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Change: Purchase Requisition: Initial Screen

™ Change: Purchase Requisition: Initial Screen
Purchase requisition  Edit Goto  Erwironment  Systern Help

&l DWeae oKk anaa FE @
|2 @

Purchase requisition ||1 a000a8835% ﬂ

Select the Execute icon| @ | to go to the next screen.

Change.: Purchase Requisition: Item Overview

™ Change: Purchase Requisition: Item Overview — =] x|
Purchase requisition  Edit Goto  Environment  System  Help -
gl “locee@ LKk 2000 BE| @
0 m@@ B 08 Blacct aos ¥ Fe
Doc. type IF
Purchase requisition items
Item I} A4 Article Short text Oty requested Un Deliv. date FGr| Mdse cat ﬁ
10 1098 FRAMK-BEEF 6/1 SlLB |p|e1/11/2001100/4020101 |(2]
11 b|p1/11/20011688/ 8020181 |
12 D|61/11/2001108/402 8161
13 D|61/11/2001108/402 8161
14 D|61/11/2001108/402 8161
15 D|01/11/2 001|100/ 402 01061
16 D|01/11/2 001|108/ 402 8161
17 D|01/11/2 001|108/ 402 8161
18 D|61/11/2 081|108/ 402 8161
19 D|61/11/2001|108 402 8161
20 p|o1/11/2 001|108/ 4028181
21 p|o1/11/2 001|108/ 02 8161
22 b|81/11/2 081|168/ 402 8161
23 D|61/11/2001/188/40281681 |(|
K1l [+
Item ||1l3

Only fields in white can be changed. You also have the option to delete the requisition if

you wish. Mark the line item and select the trash can icon . After being marked for
deletion, the system displays a check mark in the column “D.” To cancel the delete
mark, use the menu path Edit > Reset deletion Ind.

There are more options:
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Select a line item and click the once. You will see the following detail screen:

Change: Purchase Requisition: Item xxxxx

® Change: Purchase Requisition: Item 00010
Purchase requisition Edit Goto  Ernwironment  Swstern  Help

& J@Q&@Mamulanaﬂ@

“ P O DS &0 Beco s &
Req item 100080035 |10 ltem cat. [ pocthesCat |
Article 1008 Mdse cat [ue2@181 sis 0001
Shart text FRAME-BEEF 61 Star. loc. aaat

Qty. and date

Quantity |5 LB Dieliv.date |E|31f11f2 153

RP data

Requizhr. I Furch. gip |1 aa Req. date B1/11/2881  Resubmis. I
Stek plnr I Releaze dt a1/11/2081  GR prtime I
[ Fixed [~ Clozed

¥aluation control

Val price 1.58fusp /|1 LB FGr IR
[T GR noneval
P it oplions
Agresment I—A I— Purchasing arg. Iﬁ Order unit l_
Firedvend  [4000008025 SvSCO GULFATLANTIC FOOD Supplste [
Infa rec. m

D ez vendor I A

This purchase requistion has been assigned to a source of supply because an outline
agreement BPA is in place for this article. You may change this vendor, but it too MUST
have a BPA in place for this item!

If the L icon is selected, statistical data is displayed:
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Change: Purchase Requisition Statistics: for Item xxxx

™ Change: Purchase Requisition Statistics: for Item 00
Purchiase reguisition Edit Goto  Environment System  Help

&l Fleleceonk anan AE| @

“ P E B Acct ast: g %

Release ind.

Rel strateqy I Tatal walus

Lazt resubmiss.

Article |1 898 FRaMK-BEEF E/1

Item category I_ Standard PO

Acchaszig cat. I_

Site [8001  MwR ADMINISTRATION

Star. location aae1 Default SLOC

rAdministrative data
Creation ind. IE Created manually Created by IW
Procezsing stat Iﬁ Mot proceszed Changed on Im
[ "Fived" ind. M. resubmiss. IB—

—

7.58 LSD

-Order statiztics

Qrder quantity a LB

Purchase order PO date

—

-RP data

Shortage

Plnd dely time IE

a LB Stck plr I Reser: no.

SetReserto

—
E

Make the necessary changes, then select
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z Assign Supply Source

For any purchase requisitions that the system could not determine a source of supply, the
user has to assign a source with this procedure. This situation will rarely (if ever) occur
for MWR RP runs. Only in cases where there are multiple, possible sources does this
procedure ever become necessary. If the article has only one source, the system will
automatically assign it. Remember, all articles subject to RP runs are required to be
covered by a BPA (outline agreement) to be eligible for the replenishment

LOGISTICS > RETAILING > PURCHASING > REQUIREMENTS PLANNING >
PURCHASE REQUISITIONS > FOLLOW ON FUNCTIONS > ASSIGN SUPPLY
SOURCE

Transaction code: MES56

™ SAP Easy Access SAP Rf3 System

Mer Edit Favorites Exfras System  Help

@I Dmcae oM
IR
o[ Favarites
=3 SAP standard meru
& (13 Office
B3 Logistics
E1--£3 Retaiing

D Master data
[=}-23 Purchasing
-3 Requirements planiing

EE Purchase requisition
------- ) MEST - Create

------- 2 MESZ - Change
------- @ MES3 - Display

If using menu path, double click “MES6 — Assign supply source” to go to the next
screen:
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Assion Source of Supply to Requisitions

= Assign Source of Supply to Requisitions

Program Edit Goto  Systern Help

Gl

~0ee@ CHE anaa A @

"%&&Hm@

Purchase requisition
Purchazing aroup

Article

terchandise category
Requirement tracking number
Scope of list

Site:

Document type

Item category

Account azzignment categorny
Delivery date

Releaze date

Stock planner

Processing status

Fixed vendor

Requizsitioner

Shart text

Sort indicator

[ Assigned purchase requisitions

[T Clozed requisitions

V¥ "Partly ordered" requisitions

BIE LG

|&|5|&|4}|{5|5|&|&|& |&|&|5 4}|4}

I

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Values
Name
Purchase Alphanumeric key uniquely R Enter Requisition number,
Requisition identifying a purchase range of numbers or use drop
requisition down arrow to search.
Purchasing Key for a buyer or a group of O Leave blank
Group buyers
Article Alphanumeric key uniquely O Leave Blank
identifying the Article
Merchandise | e Key that groups together O Enter merchandise
Category several Articles or Category(s) or leave blank
services with the same
attributes
Requirement | N/A O Leave blank
Tracking
Number
Scope of List | Parameter that determines O Default is “A,” select the
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how the list is edited. For
example, the lists can be
shown in one-line form,
without detailed information,
or in multi-line form with
detailed information.

value that gives you the list
that is most useful to you

Site Specifies the key for a Enter Site number
production facility or branch
office within the company
Document Allows a distinction to be MWR will only use “NB”
Type made between various kinds purchase requisitions. You
of purchase requisitions. can leave this field blank
Item Key defining how the Leave blank. Consignment
Category procurement of an article or articles are NOT subject to
service item is controlled. MRP planning
e Standard
e Consignment
Account Specifies whether N/A
Assignment | accounting for an item is
Category to be effected via an
auxiliary account (such as
a cost center).
Delivery Date | Date on which an item is to Enter a date or range of dates

be delivered or the service
provided.

to narrow your selection.

Release Date

Specifies the date on which
the purchase order should be
initiated on the basis of the
purchase requisition. The
release date 1s based on:

e The purchasing
department processing
time defined for the site

e The planned delivery
time from the article
master record or
purchasing info record.

e The delivery date

The goods receipt processing

time from the article master

record.

The planned delivery time
from the purchasing info
record and the GR processing
time are only taken into
account if the purchase
requisition was generated via
articles planning.

Stock Specifies the number of the MWR only has default Stock
Planner MRP controller or group of planner 001, you can leave
MRP controllers responsible this field blank.
for article planning for the
article.
Processing Specifies the current Use drop down arrow to

VII-203
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Status processing status of the search.
purchase requisition
Fixed Vendor | Number of the vendor Leave Blank
defined as the fixed source of
supply for this purchase
requisition.
Requisitioner | Note on the purchase Leave blank
requisition indicating for
whom the article or service is
to be ordered.
Short Text Short description of the Leave Blank
article
Sort Specifies the sort criterion by Option “1” sorts by purchase
Indicator which the list of purchase requisition number, use drop
requisitions is to be sorted. down arrow to select other
You can re-sort the list that is sorting options
displayed.
Assigned Specifies whether or not the If you want to assign sources
Purchase list display is also to include to Unassigned requisitions,
Requisitions | assigned purchase leave this field unchecked.
requisitions.
Closed Select the field if purchase Select this field if you wish
Requisitions | requisitions that have already closed purchase requisitions
been assigned to a source of (no open quantity left) to be
supply are to be listed. shown on the list.
Partly Specifies whether purchase Select the field if you wish
Ordered requisitions in respect of such requisitions to be shown
Requisitions | which only part of the on the list.
requested quantity has so far
been ordered are to be
included in the list display.
Released Specifies whether the list N/A
Requisitions | display is also to include
already-released (approved)
purchase requisitions.
Requisitions | If you set this indicator, the Even though Purchase
for Overall system lists all purchase requisitions are not subject to
Release requisitions that have to be release strategy this field or
released (approved) in their the next has to be checked.
entirety.
Requisitions | Select purchase requisition See field before
for Item- items for item-wise release
Wise Release
Cost Center | Key uniquely identifying a Leave blank
cost center
WBS Key identifying a WBS N/A, leave blank
Element element
Order Number which identifies an N/A, leave blank

Version 3 — March 2001
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order within a client

Asset This is the number that, o N/A for purchase requisitions,
together with the asset sub- leave blank

number, identifies a fixed
asset in Asset Accounting.

Asset Sub- Asset Sub-Number O N/A for purchase requisitions,

Number leave blank

Network Key identifying the network 0) N/A for purchase requisitions,
used for account assignment. leave blank

Operation Production Planning O N/A for purchase requisitions,

Number Determines in which order leave blank

the operations of a sequence
are carried out.

Project System

Number that identifies an

activity.
Sales Order | Sales order number O N/A for purchase requisitions,
leave blank
Sales Order | The number that uniquely 0) N/A for purchase requisitions,
Item identifies the item in the leave blank

sales document

Select the Execute icon @ to continue. In our example, the requisition without a source
of supply is displayed on the next page.
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Assign Source of Supply to Requisitions

* Assign Source of Supply to Requisitions

List Edit Goto Environment Systern Help

& || -IBceeCHNB D000 BE @

Agsign automaticall}ll Assignments @Assignment Azsign manually
Article Short text SGp Mer .cat.
Requisn. Item Requested qty. Un Deliv. date Requester Site SLoc
SCROTy. I A Ordered qty. Un Release date Trackg.no. SP1. HC

v 10014046 COKE, 12 0Z CAH 1688 4818687
370000686818 88861 568 EA D 83/01/2861 BLG 8a81 8881
H R HB 82/23/2801 ae1

C . . . Az tarmatically | .
Select requisition by checking the item and then select the s SRR fcon. Review

the assignments proposed by the system. Outline agreements are displayed in red.

= Assign Source efSupBl !
List Edit Goto Environment Help

el I ACceQ DMk anaa A @

‘ = Assign automaticaly [ Assionments 1) Assignment  Assign manually

Article Short text SEp Mer .cat.
Requisn. Item Requested qty. Un Deliv. date Requester Site SLoc
SCROTy. I A Ordered qty. Un Release date Trackg.no. SP1. HC
-* Source Overview for Purchase Requisition 3 X|
N 1804846 |EOKE. 1202 CaN
L Guantity cae IEH
Wendaor MName Info/agmt, I Item Met price | Curr. Fiealistic date F'Drgl site |10
4LB8ABAAO3 BOFFICE Max 5380000380 B.25|USD B2/26/20m1 2l]l]l]| L]
LB8800880827 Fra MONARCH 5300000142 l].12|USI) a2/21/280 2l]l]l]| —
4LB8ABAAB25 SYSCO GULFATLANTI.. 5300800128 B85 UsSD |82/22/2801 20808
< [+]
vfl &y Source of suppl_l,ll @Vendorl [ Price simulationl [ Price simulationa’alll &y Vendor eval. |

In this case, the system found more than one competing source. The user has to make the
decision which one to select. Since the article has more than one source, the assignment
of a source could NOT have happened automatically.

Version 3 — March 2001 VII-206



Procurement

| (] Price simulation/all

function. Select the icon.

To find the vendor with the lowest price, compare pricing with the price simulation

&

™ Price Simulation for Articl

[ Incl. cash discount

be  Pricing date 02/23/2001 %|
E Simulation quartity caa

B8 Base unit of measure EA

a

| [ Delivery costs
| [ Effective price

| xlxl

Quantity defaults from requisition. Select | @ | to continue.

Price Simulation for Sources of Supply

= Price Simulation for Sources of Supply

List Edit Goto Environment Systemn  Help

-2l SR gee DHE DL BEA| @

“ G Condition rec. & Yendor & Info record i Dutl. agreement

Calculation of Het value for purchase of
506.0808 EA in mater. group 4818687 on 62/23/2801

Vendor P.org. Info rec. Site Info category
LOofooooBe830 2008 5300000380 0081 Standard PO

Looegeae27 2008 53000688142 0661 3Standard PO

Calculated value 125.88 USD

ATy. Description Amount Curr. per Un Condition val.

PBXX Gross Price a.25  UsD 1 EA 125 .88
Purchase Price ne 8.25 USD 1 ERA 125.88

Vendor P.org. Info rec. Site Info category

Calculated value 68.88 USD
ATy. Description Amount Curr. per Un Condition wal.
PBBB Gross Price 8.12 USD 1 EA 60.80

VII-207

The system has provided a comparison of the pricing based on the unit costs from each
vendor. Highlighted in Green, the system even prompts the user as to which vendor
provides the BEST PRICING for this procurement action!
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Uendor P.org. Info rec. Site Info category
L4LOAOADABZS 2080 5%;3393128 a@8e1  Standard PO

Best price in this comparison

Calculated wvalue 25.88 USD

ATy. Description Amount Curr. per Un Condition wval.

PBEBA Gross Price a.a85 UsD 1 EA 25.00

PBXX Gross Price 6.08
Purchase Price ne g.85 uUsD 1 ER 25.89

You can use the icons at the top of the price simulation screen to further view the
condition record, vendor master record, or outline agreement (BPA).

e .

To go back to the “Source Overview” screen, select

Source Overview for Purchase Requisition Xxxxxxxxxx Xxxxx

T
M ™ Source Overview for Purchase Requisition 3 x|
1 Adicle 1884846 |COKE. 12 0Z CAN
L Quartity 508 IEH
Yendor | Mame Imfosagmt. | Item Met price Cuarr. Realistic date F'Dlgl Site: ﬁ
llﬂﬂﬂﬂﬂﬂl-]3ﬂ|DFFIEE [l c3000AA3EA B.25 US> (8272672801 2E1E|E|| =
HBBBBBBB2?|F"M MOMARCH C3o0008142 8.12|UsDd (8272172861 ZBBB| | —
IIBI*]I]BB[ES & (500 GULFATLANTI |53 00088128 8.85UsSD (@2/22/72001 200808
g 1 [*]
ﬁl G Source of suppl_l,ll g Wendar | B Frice simulationl B Price simulationa’alll G Vendar eval, |

Select a vendor by clicking on the line item, then select | g | Repeat for all requisitions
without assigned vendors.

In the green highlighted area, the vendor selected will be displayed. The outline
agreement document number (BPA) will also be shown on this line.
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Assion Source of Supply to Requisitions

= Assign Source of Supply to Requisitions

List Edit Goto Environment System  Help
& | SlBlece cnB nonn BE @

“ =] Azzign autornatically Assignrﬁnts ) Assignment  Assign maruallp

Article Short text SGp Mer .cat.

Requisn. Item Requested qty. Un Deliv. date Requester Site SLoc

SCROTy. I A Ordered qty. Un Release date Trackg.no. SP1. HC
[~ 1004046 COKE, 12 0Z CAH 188 418687

370080008160 80001 588 EA D 83/891/20801 BLG aee1 @aet

HE HB 82/23/2001 a1

Info rec 538868868128 Uendor L4 088A8BA25 Purch. org. 2080

]

Save your selections by selecting the Save icon . It is possible to create a purchase
order for this item from here. Since there may (most likely) be several open requisitions
in the system, it is more efficient to use MES9-Automatic Generation of Purchase
Orders to process ALL requisitions into purchase orders at one time.

To exit, select yellow Exit icon @ on the standard toolbar.
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z Info Records

Info Records, within the IS Retail modules, serve as a source of information for
Purchasing. The Info Record contains information on a specific Article and the primary
vendor supplying the Article. The Info Record allows the buyers to quickly determine
which Articles have been previously offered or supplied by a specific vendor or which
vendors have offered or supplied a specific Article.

z Display Info Records by Article

LOGISTICS > ARTICLES MANAGEMENT > PURCHASING > MASTER DATA
>INFO RECORDS > LIST DISPLAYS > BY ARTICLES

Transaction code: MEIM

The initial screen “Info Records per Article” is shown below.

" |nfo Records per Article HEE
Program Edit Goto Spstem Help

G  Floecae oM anaa BE| @

& B
Aticle 000000000000001128 to (=
Yendar A (] A _¢>
Merchandise category — to _'i>
Wendar's material number (] _'i)
Wendor sub-range — to | _'i)
Wendor's material group to _¢>
Purchasing organization 2088 ta ’— _'9
Infa categarny I_ ko r _'1)
Site: W ﬂ to ’_ E
Purchasing group '_ ta ’_ i
Price computations - - Resthictions -
[ Include cash discount ™ Onlp those that are relevant
[ Include delivery costs I Only site-specific
[ Determing effective price I Only those flagged f. deletion

¥ Onlp with purchasing arg. data

While none of the fields shown on this screen are required to execute the listing, by
filtering our choices as we have done (1128 for the Article, 2000 for the Purchasing
organization and 0011 for the site), we can speed up the listing process and receive only
the information required for our needs.

You may use as many or as few of the fields as necessary to narrow down the volume of
data and to filter your choices.
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After pressing the Execute button

I

, the following screen, “Purchasing Info Records

for Article” will allow a number of additional viewing options.

Purchasing Info Records for Article
List Edt Gota Enwiroriment Systern Help

gl Fimecee DHR o002 RR/@

H @ & Price smulation [ Simuiation

Article GBOBRAAOBRAGAE1128 BACON
Uendor Hame Info rec. Rule De
P.0rg InfoCat Site $Gp Plan time  HMinimum qty. Un Uar
Price origin  Met price Currency Qty. Un Document Item qop
LOAa0aaez25 SYSCO GULFATLANTIC FOOD SERVICES?  G3mpomeaes X
[ 2080 Standard PO 188 1 Days B CAS
Condition 54.99 usp 1 CAS Het 12/31/9999
Pur. order 54.99 usp 1 CAS 5000000014 0e8ae1 1271272000
LOAAoAAE27 PYA WOMARCH L3naeaAA32
[T 2008 Standard PO 180 8 Days 8 CAS
Condition 60.08 usp 1 LB Het 12/31/9999
Pur. order 608,808 usp 1 LB L450A086225 08681 12/87/2@08

By clicking one or more of the icons on the toolbar,

Price zimulation

to simulate the price or the

the price.

to display, to change,

Sirnulation .
to view how the system calculates

For example, you may check the checkbox in the left column of the display and then

click the Display pushbutton

to see the details of the Info Record as shown below.
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™ Dizplay Info Record: Purch. Organization Data 1

Inforecord Edit Goto Ewstraz  Enwironment  Syztern Help
& || r RGN 5 & | @

General data  Conditions  Tests

I repcond L3000688aas5

Vendor [4epBBOBB2E SYSC0 GLILFATLANTIC FOOD SERVICES?

Alicle |Bﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ1128 BACOM

Mdze categom IW FORE

Purchazing org. 20848 |Standard FO

Control
Flnd dely time |1_ Days Underdel. tal. Iﬁ 4 [
Purch. group |‘1[|I-] * Overdeliv. tal. Iﬁ 4 [
Stardard ghy. |1 lm [ CanfCantik. l_
MirimiLimn gty |[| cas [ Tax code I_
Rem. shelf e @ o ~
Shipping instr. l_

Y aluation type Exp/imp proced.
b asirnurm gty |ﬂ CAS  RoundingProfile Unit group

Conditions

Net price | sy 99 fusp /1 [cAS  validto [12/31/9999
Effective price | 54.99 [usp /|1 [cas

[y, conversion |17 ]ﬁ £ |17 lm Condition aroup ’_

Fr. date cat. r Mo contral

Inc:oterms | |

As you can see from this view, all the pertinent data is available in one location including
pricing data and vendor information.

To exit for this area of the system, press the yellow “up arrow” @ or press the Shift +
F2 keys.
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B Display Info Records by Vendor

INFORMATION SYSTEMS > LOGISTICS > PURCHASING > VENDOR >
VENDOR EVALUATION > INFO RECORDS

Transaction code: MEI1L

The initial screen “Info Records per Vendor” is shown below:

™ Info Records Per Yendor

Program  Edit Goto Swztem  Help

& || = CE@ O 2l @
© & )2 B
Yendaor lm b4 to ,7 o
Article | to | —':f>
Merchandize categorny li ta ,7 _':f>
Yendor's matenal nurnber | ta | _'::>
Yendor sub-range l— to l— —'::>
Yendor's material group | to | —'::>
Purchasing organization lm ta l_ —':f>
Info categarny |_ ta |_ _':f>
Site IW ta ’_ _E(>
Purchasing group l_ to l— —'::>
Price compltations ------------ R Estlichinng -
[ Include caszh dizcount [ Only thoze that are relevant
[ Include delivery costz [~ Only zsite-zpecific
[~ Determine effective price [~ Only thoze flagged . deletion

W Only with purchazing org. data

The required field is the Vendor and, if known, can be entered directly or may be entered
using the possible entries dropdown arrow. In our example above, we are using the
vendor 4000000025.

All fields except for the Vendor number are optional, as this transaction is search based.
It is possible with this transaction to display Purchasing info records by vendor, to do

price simulation or view general data, conditions and text.

Once program is executed in this step, the system returns a list of relevant purchasing
info per selected vendors as shown below.
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™ Purchasing Info Becords for Yendor

List Edit Goto Epwionment Supstem  Help

@ | r Ce@ CHE DDLH BEE| @

e 7 Piice simulation [ Simulation

Uendor 4080000825 SYSCO GULFATLANTIC FOOD SERUVICES?
Article firticle short text Info rec De
P.0rg InfoCat Site SGp Plan time Minimum gqty. Un VUar
Price origin Het price Currency Qty. Un Document Item Qbp
B00000000080081897 TOOTH PASTE 5380000008
[ 28880 Standard PO 188 8 Days 8 CAs
Condition 1.49 uspD 1 CAS Het 1273179999
Pur. order 1.49 usp 1 ERA 5000000018 068081 1271372000
00000 ANAAAARNG1 898 FRAHNK-BEEF 6/1 53a8a000801
[ 2088 Standard PO 188 8 Days 8 CAS
Condition 14.99 usD 1 CAS Het 12/31/9999
Pur. order 14.99 usp 1 CAS 56888088812 G881 12/18/2080
H08000800000081188 BEEF GRHD CHUCK FINE 88/28 38866808462
[ 2888 Standard PO 188 8 Days B CAs
Condition 1.57 usp 1 CAS Het 1273179999
Pur. order 1.57 usD 1 CAS 50000000891 068082 1278572000
000000000 BA0001102 BEEF CORHED BRIKT RAW CAB 5300000003
[ 2088 Standard PO 188 8 Days 8 CAs
Condition 3.29 usp 1 LB Het 1273179999
Pur. order 3.29 uspD 1 LB 50008000088 060081 12/87/2000
00000000AAABAB1103 CHIPS TORTILLA REST 3TY L3a0000004
[ 28880 Standard PO 188 8 Days B BAG
Condition £.99 usp 1 BAG Het 1273179999
Pur. order £.99 usp 1 BAG 56000000008 G08862 12/07/2080
B0000000008808801121 SALAD-CAESAR CHICKEH 5388000831
[ 2888 Standard PO 188 8 Days 8 EA
Condition 2.58 usD 1 ER  Het 1273179999
000000000 BA00A1128 BACOH 5380000005
[ 2088 Standard PO 188 1 Days 8 CASs
Condition 54 00 uspD 1 CAS Het 12/31/9999
Pur. order 5,880.88 usp 1 CAS 508086808617 608881 12/12/720688
H08000600000861129 LETTUCE-SHREDDED 4/5# L388668080846
[ 28688 Standard PO 188 8 Days 8 CAR
Condition 14.25 usp 1 CAR Het 1273179999

If you wish to checkmark an item and press the “Price Simulation” button, the following
screen appears:
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-5 price Simulation for Article 000000000000001098

Pricing date 1271572008 *

Simulation quantity |1 a
Base unit of meazure LB

[ Incl cash dizcount
[ Delivery costs
[ Effective price

x|

At this point in the process, you may simulate the price for a definite quantity. This
function becomes very important if the vendor scales prices based on quantity. In our
example, we have changes the Simulation quantity to 20 and after clicking the Green
checkmark button you will see the simulated price.

™ Price Simulation for Info Records

List Edit Goto Epvironment  System  Help
& | = e DRE ODL8a BRE @

&y Condition rec. & Vendor S5 Info record & Outl, agreement

Calculation of Het value for purchase of
?08.008 LB of article BGGGAAAAAAABAA16098 on 1271572088

Vendor P.org. Info rec. Info category
LAAARAARZS 2008 £3008006A61 Standard PO

Best price in this comparison

Calculated value 29.98 USD

ATy. Description Amount Curr. per Un Condition wal.

PBAA Gross Price 14.99 USD 1 CAS 29.908
Purchase Price ne 14.99 USD 1 CAS 29.908

This is a calculation of Net Value for purchase of 20.000 LB of article, etc.

You may exit the “Purchasing Info Records per Vendor” screen by clicking on the yellow
up arrow icon, or Shift-F3.
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z Analysis of Order Values

LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDER >
ANALYSIS > ORDER VALUE ANALYSIS

Transaction code: MES1

If there is a need to do further analysis of purchasing documents, the Analysis of Order
values is available.

There are three options in the system that we may use:

e Totals Analysis
e Analysis using comparison periods
e Frequency Analysis

The two required fields for the following selection screen are the Currency — USD and
the Purchasing organization — 2000.

= Analysiz of Order Yalues

Program Edit Goto  Spstern Help

G| 0 ce@ SR anan @A @
(e =Y

Currency for analyziz II.ISD

FPurchasing arganization mﬂ [Tl I— o2
Purchazing document I— to I— _I::)
Purchazing group I_ 0] I_ _':5
Yendor I—ﬂ o I—ﬂ _E:)
Article I A o I P
Merchandize categom I— to I— _ED
Document date I— to I— _E:)
Document type I_ ta I— _c:)
Site [ o . o
Item category I_ to I_ E

- i =

Account assignment category
W Interactive analysis

[ with descriptions

Press the Execute icon © to produce the following sort screen.
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= Analysis of Order Yalues

Program Edit Goto System Help

& || FlBea@ SHE anaa @A @
& & EH
Sort sequence Output sequence

Purchaszing org. Met order walue

Purchaszing group Average value per item
Wendor

Site

Average value per PO

Mo, of iterns

2 2 T (. Y
L.

Merchandize categany Mo. of purchaze orders

2 0 e (.

Article

ABC analysis acc. to sort field 1

A percentage ® Met order value

HEl

Percentage ) Awerage value per item
O Average value per PO
) Mo, of items
O Mo, of purchaze orders
Analysis with comparison period. Freq p analysis
Order date 1 from — Met walue 1 r usp
Order date 1 to [ Met walue 2 — usp

Order date 2 from I Met value 3 I usD
Order date 2 to I Met value 4 I usp

This screen allows sort sequences to be entered depending on how you, the user, wish to
see the data. You may also set additional analysis criteria depending on your needs.
With the sort and output sequencing we are using in our example, here is the output the
system produced.
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™ PD Value Analysis in Curtency USD: Totals
List Edit Goto Spstem Help

& | | =] <@ O EE 0o EE @
AEC analysis

Article Het order wvalue |Average value/P0 |Ho.itm|Ho.POs
14 17474 1,898._36 14 13
Site HAa19 14 17474 1,898_36 14 13
75 .76 25 .25 3 3
Site Ma3L 75 .76 25 _25 3 3
G .80 G .68 1 1
Site M176 G .80 G .68 1 1
Uendor 1000800000 14,256 .50 838 .62 18 17
75,004,082 _27F 675, F11.73 124 111
sSite 16819 75,884,082 27 675 ,F11.73 124 111
25 ,758.88 12,875 .88 2 2
Site 1834 25 ,758.808 12,875 .88 2 2
1,733.86 288 .98 2] i}
Site 8172 1,733.86 288 .98 2] i}
24,511.28 12,255 .68 2 2
Site HB19 24,511.28 12,255 .68 2 2
Vendor 1668660806085 75,855,997 .33 628,297.58 136 121
48,458 .22 24,229 11 2 2
Site 8172 48,458.22 24,229 11 2 2
Vendor 1686806600886 48 ,458.22 24,229 11 2 2
L3272, 4089 .71 17,296 .39 27 25
Site 1619 L32,4089_71 17,296 .39 27 25
1688,3308.14 25,882 54 L L
Site 16834 1688,3308.14 25,882 .54 L L
L8 ,425_80 19,475 _688 3 3
Site 8172 L8 ,425_80 19,475 ._688 3 3
Uendor 100868600010 501,164 _85 18,473 .98 34 32
26,000,008 26 ,000.88 1 1
sSite 16819 26,000,080 26,000.808 1 1
51,0858 .22 12,764 .56 = I
Site B172 51,858 .22 12,764 .56 & I
Uendor 18088808011 F¥,B58 . 22 15, 411.64% i =3
153 ,758.808 153 ,75-8.88 1 1
Site 1019 153,758.808 153 ,758.88 1 1
Vendor 166886688612 153 ,7508.688 153 ,7508.68 1 1

To exit from the area, press the Yellow Exit button
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ZPurchase Group Analysis

Purchase group analysis provides information to Regional Accounting and others for
auditing purposes and resource planning. Vendor purchases by time period and total
amount can be viewed and reported in one document.

View historical data by vendor, time period, and total dollar amount purchased/invoiced.

LOGISTICS > LOGISTICS CONTROLLING > PURCHASING INFORMATION
SYSTEM > STANDARD ANALYSES > PURCHASING GROUP

Transaction code MCE1

Purchasing Group Analysis: Selection

™ Purchasing Group Analysis: Selection
Purch.Grp, Analysis Edit Goto  View Exiras Settings System  Help

&l SBece@ ok anaaRA|@
“%& B User settings &y Standard drilldown

Characteristics

Purch. organization 2008 to I o

Purchasing group 188 to I o

Y erdar I A to I A o
Period to analyze

tanth |12/2ﬂﬂﬂﬂ ta |B1!2BB1 ':Dl
Parameters

Analysiz currency I

Exception I

Enter information in the fields as specified in the table below. Note: In column
“R/0O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action and Comments
Name Values
Purchasing Denotes the R Enter 2000
Organization | purchasing
organization
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Purchasing Key for a buyer or a Enter specific group to | Can be saved as a
Group group of buyers, who be analyzed or variant if one’s
is/are responsible for monitored. own group is
certain purchasing routinely analyzed.
activities.
Vendor Alphanumeric key By entering the vendor | Enter vendor
uniquely identifying a number, one can number if
vendor determine the total appropriate.
value and number of
PO’s by vendor a
purchasing group has
issued
Month Month or range of Enter date/period for
months in to be analysis.
analyzed
Analysis Currency key, in Leave blank Only specify a
Currency which the data is to currency if a
be shown. conversion appears
necessary.
If no entry is
made, the data will
be given in the
original currency.
Exception The name that clearly Leave Blank

identifies an
exception.

Select &

Double click on the purchasing group name to see all vendors for that group.

Purch.Grp. Analysis

to generate the report.

Purchasing Group Analysis: Basic List

Edit Goto ‘View Extras

™ Purchasing Group Analysis: Basic List

Settings  System  Help

@ || Sl e cHe anon BE @

Gl (B TG 85 s Swichdildown . gn &F O & T TopN. [@& 4 )

Ho. of Purch. group: 1

Purch. group

Order value

Invoiced amount

POs

Total

311,517.98 USD
311,517.98 USD

95,542.94  USD
95,542.94 USD

155
155

HWR HAS JAX %
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= purchasing Group Analysis: Drilldown
Purch.Grp. Analysis  Edit Goto ‘Wiew Exiras Settings System  Help

@G|l B ece DHB Dan BE| @
G [ TF (1f &5 o5 Swichdildown.. &5 & B & F TopN. (@ 4

Purch. group HWUR HAS JAX =%

Ho. of Uendor: 11

Vendor Order value Invoiced amount POs
Total 311,517.98 USD 95,542 .94  USD 155
APPLES & DRAHWGES L 24 247288 USD a.aa  USD 2
ADUANTAGE DART SUP 2,424 88 USD a.aa  USD 2
Seallorld a.aa  USD a.aa  USD 2
HICKEY HOUSE 21,6808.88 USD a.aa  USD 18
J.L. BAILEY 1,828.18 USD £35.32 UsD 4
SYSCO GULFHTLHNTQ& 132,881.86 USD 93,815.28 USD 187
COMMANDER HAUY R 62 ,468.82 USD a.aa  USD 18
PYA MONARCH 7,877.58 USD 987.18 UsSD 18
HERIAL LIMITED 49 .481.32 USD 285.32 UsSD 2
OFFICE HMAX 9,274.88 USD B.88 USD 2
SOUTHERH WIHES AHD 1,199.58 USD 8.8 USD 4

Double click on vendor name for period totals for that vendor:

®™ Purchasing Group Analysis: Drilldown

Purch.Grp, Analysis  Edit Goto  Wiew Extras Setfings Systemn Help

& | B e@e oHR anLn BE @

G E TR & 2 swichdiidown, & G A F TN, @H (P

Purch. group HUR NAS JAX &, vendor SYSCO GULFATLANTIC FO&),
Ho. of Honth: 2

Honth Order value Invoiced amount POs

Total 132,0081.86 USD 93,815.28 USD 107

12/2000 79,314.98  USD 55,021.88 USD u8

81/2001 52,686.96 USD 38,793.48 USD 59

&

To exit, select .
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