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Trigger

Perform this procedure to create a deferred budget requisition for materials.

Business Process Description Overview

This pro9cess describes how to create a deferred budget requisition for materials.

Input - Required Fields Field Value/Comments
Account Assignment K
Des.vendor 100011
Vendor Material Number 12X24X36BTX
Short text Cube, blue TX
Quantity 1
Unit of Measure ea
Value 2400
Requisnr. Dr. Moreau
Address 24815
Delivery Date 7/29/06
Req. Date 7/03/06

Output - Results Comments

Purchase Requisition for deferred Budget items

Tips and Tricks

To accurately post the deferred budget purchase requisition, the [ @uantitiesidates ' Tab must be
completed before the Account Assignment tab
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Purpose
Use this procedure to create a deferred budget requisition.

Trigger
Perform this procedure when a requisition must be created in the current fiscal year and will be
delivered and paid for out of the new fiscal year.

Prerequisites

None

Menu Path
Use the following menu path(s) to begin this transaction:
e SAP Menu<Logistics<Materials Management<Purchasing<Purchase
Requisition<MES51N Create
Transaction Code
MES51N

Helpful Hints
The quantities/dates tab and the account assignment tab for each line will need to be created

individually. Do not use the “repeat on” 1 icon as this function will not carry forward the
deferred budget request. Each line requires individual creation for a deferred assignment.
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Procedure
1. Start the transaction using the menu path or transaction code.

SAP Easy Access

Vi |1 Hage DHE DO BEE @@
SAP Easy Access

EE || EHE2 ]

(T Faworites
b (7 8AF menu

2 — ]

<]l 1 T D)

[> | SESSION_MANAGER 'Sl ragasa0l NS

2 Click ? [JSAP menu

3. Click P [ Logistics

4. Click ? (3 Materials Managemeni
5. click ® (3 Purchasing

6. Click ? (3 Purchase Requisition

7. Double-click & MES1N- Create
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Create Purchase Requisition

sdB @@ DHE B hos HEE

Create Purchase Requisition

onmentoerewan | 3 6§ o
N6 Puchace reisii B |

Any...

[«][¥] 1 Continuous-t.. &

|Q | | @W| iDefauIt values I

| |Deswendor [vendorMaterialMumber  |Shorttet | Guantity| Unit | val. price|s Total value|Delivery date |Reguisnr. | Tracking...

Shem et g ]

[ | MES1N P8l | r3gasant | INS

8. As required, the following fields must be completed:

Field Name R/O/IC Description

Account Assignment R |Description of the Account Assignment
Example: K

Des.vendor R |Description of the Desired Vendor
Example: 100011

Vendor Material Number O |Description of Vendor Material Number
Example: 12X24X36BTX

Short text R |Description of the Short text.
Example: Cube, blue TX

Quantity R |Description of the Quantity
Example: 1
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Field Name R/O/C Description
Unit of Measure R |Description of the Unit of Measure
Example: ea
Value R |Description of the Value Price
Example: 2400

9. As required, complete the Delivery Date field with the deferred budget delivery date.

Q Delivery date must be after July 1 of the fiscal year.

Create Purchase Requisition

Purchase requisition  Edit Goto

RN = - 5

Create Purchase Requisition

Environment

CEHE ST on BR @B

Docurment overview an ‘ O & Hold ‘ fal Personal setting

[t MB Purchase requisiti. @ [v] Source determination
E Texis |
Any. Free Text
[ Header note
[«J[»] 1 Gontinuous-t.. &
= N E I ERIE R ER R R R EE G E s
5t Item A |l Cesvendor |Vendor Material Number |Short text Quantity) Unit| Yal. price| & Total value Delivery date |[Requisnr. | Tracking
k 100011 12H24XIBETH Cube, blue TX 1|EA 24DEI|
\Iem 1 New item B EIE‘
[ [ [ MESTIN PEl | r3gasa0t | INS y

10. Click @ icon in the Delivery Date field to choose desired date.
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Calendar

03/29/2006 L]

Wit [ Mo | TU [ wE | TH | FR | 8A | SU [«
21|22 23 24 25 3 21 18 [5
22129 30 M 1 2 3 4 B
225 6 7 8 9 10 11
12 13 14 15 16 17 18
25113 20 21 22 23 24 25
26|26 27 28 29 30 1 2
273 4 5 B 7 8 4

20065
P2
T

§ 128010 11 12 13 14 15 18
S129/17 18 19 20 2 22 23 |-

00 24 25 26 27 28 20 30 L

M3 1 2 3 4 & &
w32/ 7 & 8 10 11 12 13
€334 15 16 17 18 13 20 B
Rl3dl21 22 23 24 25 26 27

512a 20 3 1 1 2 a2 (7]
v X

11. Select date, press ¥ or Enter

Create Purchase Requisition

Create Purchase Requisition

Docurnent overview on ‘ O & Hold ‘ g} Fersonal setting

[twr| MB Purchase requisiti. @ [v| Source determination
Texis |
Any. Free Text
[2) Header note
1 Continuous-t.. @
ERNEmERIEREE R R R R ERIE R R
St ItemA |l Deswvendor |Vendor Material Number |Short text Guantity Unit| Val. price £ Total value Delivery date Requisnr. | Tracking...
) K 100011 TIXZAXIEETH Cube, blue TX 1 |EA |2,400.00 07/03/2006,
\tem 1 New itern =] EIz‘
[ D [ MESTIN Pl | r3gasa0l | INS y
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12. Asrequired, complete/review the following fields:

Field Name R/O/C Description
Requisnr. R Name of the Requisitioner
Example: Dr. Moreau

13. Press Enter

14, Click | Deliveryaddress | 5y,

Create Purchase Requisition

guisition Edit Goto  Engironment

BAE e CHE SDO0 EE @
Create Purchase Requisition

Docurnent overview on ‘ O ﬂ’l ga 4p Personal setting

[twr| MB Purchase requisiti. @ [v| Source determination
Texis |

Any. Free Text
[2) Header note tv s

1 Continuous-t.. @

HFERIREEEREEERIEEE R ERI R R
St ItemA |l Deswvendor |Vendor Material Number |Short text Guantity Unit| Val. price £ Total value Delivery date Requisnr. | Tracking...
TIK = 100011 TIXZAXIEETH Cube, blue TX 1 |EA |2,400.00 2,400.00 | 0710372006 |Dr. Mareay
=
=]
[’=item 1[1] Cube, blue T 0 BE
Material data h Quantities/dates k Waluation h Account assignment k Source of supply k Status h Contact persan h Teuts Delivery address |
Title bl & Address details
MName University of Kentucky
House noJstreet South Limestone
City/State/ZIP Code Lexington 40586 Address
Country us United States Customer
‘“endor []8Cvend

[ | MESTN Pel| r3gasa0t | INS y

15. As required, complete/review the following fields:

Field Name R/O/C Description

Address R Description of the Address.
Example: 24815

16. Click [ Suantities/dates |tab.

Q | Quantitiesfdates | st pe completed before the Account Assignment tab.
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Q The quantities/dates tab for each line will need to be created individually. Each line
requires individual creation for a deferred assignment

Create Purchase Requisition

Engironment

Hla@ e I DHEISDO0 BE @
Create Purchase Requisition

Docurnent overiew on ‘ O Qf"‘ qo 4 Personal setting

[t MB Purchase requisiti. @ Source determination
Texds ‘
Any... | Free Text
[2) Header note "4

1 Continuous-t.. @

&) [m|Fe) &< w2z S @ a@ e =) 5|2 22 6] @k vaes
@ St.| ltem|A || |Deswendor |Vendor Material Number Short test Quantity|Unit|val. price|z  Totalvalue|Delivery date |Reguisnr. [Tracking..| [
@ 1K 100011 1IK24X36BTH Cube, blue TX 1 |EA |2,400.00 2,400.00 |07/21/2006 |Dr. Maroe [
(25 em 1[1]Cube, blue TX B [a]v
Material data = Guantiies/dates h Waluation h Account assignment k Source of supply k Status k Contact person h Texts h Delivery address
Quantity 1 E® Delivery date D @7/21/2806
Quantity ardered o ER Req. date 03/28/2006
Open guantity 1 EA Release date 03/28/ 2006
[]closed Pind dely time
GR proc. time
@ Flease maintain a delivery address ] [MESWN rigasall INS %
17.  As required, the 7B0. date 03/23/2008 44te must be changed to first working day of
new fiscal year:
Field Name R/O/C Description
Req. date R Change the Req. date.
Example: 07/03/2006
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Create Purchase Requisition

guisition Edit Goto  Ernvironment
eE@ LHE Dnoas R e,
Create Purchase Requisition

Docurnent overview on ‘ O ﬂ’l ga 4p Personal setting

m

NB Purchase requisiti. @ Source determination

Glojaz alw|@HlFe (@) 2o ) || E] g 5] Eostut vaues
St Itern & |l Desvendor |Vendor Material Nurnber |Short text Quantity) Unit| Val. price |z Total value Delivery date |Reguisnr. | Tracking
@ 1K #| 100011 12X24%3BBTH Cube, blue TX 1|EA |2,400.00 2,400.00 |07/03/2006 |Dr. Moreau
D
=
2,40000 =]
[’=item 1[1] Cube, blue T 0 BE
Material data~ Quantitiesfdates k Waluation h Account assignment k Source of supply k Status h Contact persan h Texts h Delivery address |
Quantity 1 EA Delivery date D 87/83/2008
Quantity ordered [t} EA Req. date D?/DE#ZDDE
Open quantity 1 EA Release date 03/29/2006
[ closed Plnd dely tirme

GR proc. time

[ | MESTN Pel| r3gasa0t | INS y

18. Clickl Account assighment |

Q The account assignment tab for each line will need to be created individually. Do not

use the “repeat on” 1 icon as this function will not carry forward the deferred budget
request. Each line requires individual creation for a deferred assignment

19. Asrequired, complete/review the following fields:

Field Name R/O/C Description
G/L Account No. R Description of the G/L Account No.
Example: 540334
Cost Center R Description of the Cost Center.
Example: 1058735600
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Create Purchase Requisiti

solo  Enwironment €

A E

quisition  Edit

The IRIS Project Training Department

on

Help

MTIEREENERIEE

Create Purchase Requisition

Docurrent overiew an ‘ O r&\ ga % Persaonal setting

MNB Purchase requisiti. & [v| Source determination

Header
BlEERIERE R ERERIEER R ERIE I R E T
St.| ltem(A |1 Deswendor |Wendor Matetial Mumber Shar text Quantity|Unit| Val. price|z Total value|Delivery date | Requisnr. | Tracking..
@ 1K e?| 100011 T2H24HIBETH Cube, blue T 1 |EA |2,400.00 2,400.00 |07i21/2006 |Dr. Moroe
[2]
-]
(= tem 1[1]Cube, blue TX al [a]~]

Material data k Quantities/dates h valuation

[l ¢ /= AccAssCat KCosteenter B Distribution

Account assignment k Source of supply k Status k Contact person h Texts h Delivery address

Single account assign.. & CoCode VKOO Univer.. &

Unloading Point Recipient

GIL Account No

Business Area

GO Area

Cost Center

Order

Fund Grant
Funrtional Area

Funis Center Commitrnent itern

Earmarked Funds

‘@ Please maintain a delivery address

U | MESTH Pl ramasall | IS

G

20. Asrequired, complete/review the following fields:

Field Name R/O/C Description
G/L Account No. R Description of the G/L Account No..
Example: 540334
Cost Center R Description of the Cost Center.

Example: 1058735600

21. Click [ Delivery address
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Create Purchase Requisition

quisition  Edit Enir

18 @
Create Purchase Requisition

nent ¢ Help

IDHS D000 DE @

Docurrent overiew an ‘ O & Hold | P Personal setting

MNB Purchase requisiti. & [v| Source determination

.| ftem|A |1 Deswendor |Wendor Matetial Mumber Shar text Quantity|Unit| Val. price|z Total value|Delivery date | Requisnr. | Tracking..

@ 1K e?| 100011 T2H24HIBETH Cube, blue T 1 |EA |2,400.00 2,400.00 |07i21/2006 |Dr. Moroe B
[
=

2,400.00 [=]
[’=/tem 1111 Cube, blus T o
Material data i Quantities/dates h Waluation h Account assignment i Source of supply i Status i Contact person h Tents ' Delivery address \
Title =] Address datails
Mame University of Kentucky
House no.fstreet South Limestone
CityStateiZIP Code Lexington 40506 Address
Country us United States Fa]  Customer
Yendor [5G vend

I [MESTN ¥ r3masall NS V.

22. Asrequired, complete/review the following fields:

Field Name R/O/C Description

Address R Description of the Address.
Example: 100011

23. Click .

Q For each line that is entered a system message may or may not generate. If a
message displays, press “enter” until the system displays the requisition number. If the
requisition contains multiple lines, keep pressing enter.

@ The system displays the message, "Purchase Requisition XXXXXXXXXX."

24. You have completed this transaction.
@ MESSAGE to the Approvers: Upon saving the approved requisition, multiple

messages will generate for each line that is created and “enter” must be pressed until
the system displays the requisition number or the approved document “saved”
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message displays. Generally for one line item, two messages will be created, so if you
have 2 line items, then 4 times the enter key must be pressed.

Result

You have created a deferred budget requisition

Comments
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