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Overview of SAP Requisition/Purchase Order Document Types: 
 
NB: Used by hospital areas for purchases typically not related to direct patient care 
ZB: Used by hospital areas for purchases typically related to direct patient care 

Note: Consult the NB/YB Matrix on the Hospital Purchasing webpage for more  
information at: http://www.uky.edu/Purchasing/docs/zbnbmatrix.pdf  

 
YB: Used by Facilities (PPD/Stores) areas that purchase goods and services as part 
of the Plant Maintenance (PM) module. 
 
 
Begin at T-code ME21N 
 

 
 
If needed click Document Overview On to open left document pane 
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Each buyer has a “Variant” – a mechanism that pulls requisitions assigned to them 
only. Buyers can also pull requisitions from other Buyers’ variants if needed. 
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After the variant loads, requisitions ready for processing will appear in Document 
Overview window. 
 

 
 
Double click the requisition to display contents. You can also pull quotes or other 
attachments from requisitions using the Services for Object icon. 
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When ready to process requisition to a purchase order, start with a fresh (blank) 
ME21N screen. Highlight the requisition and click the Adopt icon. You can 
alternatively drag the requisition to the Shopping Cart icon. 
 

 
 
Note: For some requisitions, the Buyer may only be assigned specific line items. For 
multiple line requisitions, the buyer can also select which lines to pull, if desired, by 
highlighting those lines only within Document Overview. 
 
Example 1: Some orders (usually 3000 requisitions) have multiple lines, some of 
which are logged to other Buyers. In this case, only line 3 is logged to a given 
buyer and that is the only line that will move to the PO screen. 
 

 
 
 



University of Kentucky 
Purchasing Division 

 

Document Number:  
 

09-05-03 
 

 

Title:  
 

SAP – Process SAP NB 
Purchase Orders 

 

Page 5 of 15 

 

Example 2:  If you only want to process line item 1 to a PO, highlight only that line 
item and click Adopt. 
 

 
 
The initial purchase order adopts information from the requisition, appearing similar 
to below: 
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Confirm vendor selected is correct. The PO vendor address must match address on 
the quote. If vendor is not matched correctly, perform vendor search to assign 
correct vendor. 
 

 
 
Set the PO Document type: 

 If pulling a 1000 requisition, set PO document type to NB 
 If pulling a 2000 requisition, set PO document type to ZB 
 If pulling a 3000 requisition, set PO document type to YB 
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Set terms as to whether a freight charge applies. This can only be Prepay and Add 
(if there is an additional freight charge involved) or Prepay and Allowed– if there is 
not a separate freight charge involved. 
 
Note: Hospital purchase orders use only FRE – Pay Freight or NFR – Do Not Pay 
Freight 
 

 
 
Header text: Free hand any text that might need to be conveyed to the vendor such 
as quote number, job name, special order details, rush order, etc. This will print on 
the PO to the vendor.  
 

 
 
You can also place internal notes if needed under “Header Note”. This does not print 
on the PO. 
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Set the transmit method. Click Address Details: 
 

 
 
Transmission method operates based on an If/Then sequence: 
 

 If there is a fax number on the vendor record, PO will automatically fax. 
 If there is no fax number, but an email address, PO will email. 
 If both fax number and email spaces are empty, PO will email to the buyer 

through Outlook. 
 
Note: Many vendors within hospital, and a minor number within Central Purchasing, 
transmit based on Electronic Data Interchange (EDI). POs for these vendors 
transmit via EDI automatically and supersede any transmit options Buyer may 
select on the purchase order.  
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Check/confirm Buyer assignment. If you are pulling the req from your queue, it 
automatically sets you as the Buyer on the PO. If you are pulling this from another 
Buyer’s queue, you may need to set the Purchasing Group to your own number. 
Confirm if correct; change as necessary. 
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If purchase order is an NB document type against a hospital cost center, Buyer 
must set the Bill to UK Healthcare box with an X on the UK Fields tab.  
 

 
 
Navigate to the middle “Item Overview” section 
 
Item description should match what is on the quote with the quantity, unit of 
measure, etc. Correct or re-format as needed.  
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Assign Material Group. Click on the search icon. Select group that best describes 
the physical nature of good or service. Utilize the Material Groups prefixed with “C”.  
 

 
 
Assign contract Tracking information. If good or service is on a contract or bid, 
insert the corresponding number here. 
 

 If over $40K, this box must have a valid bid/contact/SS entry 
 If less than $40K, insert word “Quote” 
 If Sole Source, put “Sole Source” 
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15. Move to bottom line item detail section 
 
If item has any type of catalog or product number, insert into Vendor Material 
Number cell. Otherwise, leave blank. If multiple line item purchase order, navigate 
among lines as needed to make entries. 
 

 
 
Navigate to Account Assignment tab. Review GL Account. If capital equipment (over 
$5000 per item), GL must start with 55XXXX. Otherwise, no changes are needed. 
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Line item text tab: If desired, insert text here that may be applicable to the line 
items (e.g., additional item description, special item details, etc.). This will print on 
the purchase order beneath the line item.  
 

 
 
Delivery address tab: Confirm delivery address is correct and complete. Some 
departments have a preset address identified by a number. Requisitioners for other 
areas may free hand the delivery address. If there are multiple lines on the PO, 
click Repeat Address button on line item 1 to repeat for all lines. 
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Click Print Preview button at the top. Review hardcopy preview for issues or items 
that need corrected. Click yellow button at top to return to screen. 
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Click Check button to confirm no errors. Click Save icon to finish and process. 
 

 
 
If you selected FAX or Email as transmit type, PO automatically delivers to 
destination. 
If you cleared both, it emails to you as the Buyer. Exception: EDI vendors place 
electronically and automatically regardless of Buyer settings. 
 
If there problems while creating a PO, you can leave it at any time using the yellow 
or green buttons at the top to exit and start over. 
 
If needed, there is also a Hold button that can be used to place the order on hold to 
finish later. A Held PO does not transmit to the vendor. 


