Quick Reference Card
How To Process ME57 Manual Queue

How to run T-code ME57 to process manual queue of bulk requisitions

Role: Supply Chain Buyer Staff Frequency: As Needed

e Click the “Variant” icon, then the “Execute” icon - this will set up the orders in your queue
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e Click the “Execute” icon to access the queue

Assign and Process Purchase Requisitions
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**This screen shows your open orders, if the screen doesn’t open you have no open

[ )
orders
(B [2]F]|[@] %R (B Pkl (=] )& ==L (&)
Sel. PR... Stat... Doc...|Fixed Vendor SPk | Cat Agreement Item CoCd LCurr |OTyp POrg PGr = Mo.of tms = PReqgs
10 0
Vendor/supplying plant 121136 Medline Industries Inc 10 0
O & ZB 121136 K 4800003634 170 UKOOD USD ZB  UKOOD 113 1 0
O & 7B 121136 K 4800003649 70 UKOOD USD ZB  UKOOD 113 2 0
O & 7B 121136 K 4800003705 40 UKOOD USD ZB  UKOD 113 1 0
O & 7B 121136 K 4800003705 250 UKOOD USD ZB  UKOD 113 1 0
O & 7B 121136 K 4800003805 2900 UKOOD USD ZB  UKOD 113 1 0
O & 7B 121136 K 4800003805 2910 UKOOD USD ZB  UKOD 113 1 0
O & 7B 121136 K 4800003805 S800 UKOOD USD ZB  UKOD 113 1 0
O & 7B 121136 K 4800004230 80 UKOOD USD ZB  UKOOD 113 1 0
O & 7B 121136 K 4800004842 150 UKOOD USD ZB  UKOOD 113 1 0
B s.. Purch.Req. Item |P..IL. 5..R.. L. A. Materil Short Text Quantity  U... D Delvery D... P.
| |20531468 [l; j = K 38817 STOPCOCK MANFLD 5-GANG ... 100 EA D 08/08/2023 11
| Jo0s31618 340 @ 205278 PHILIPS PERFORMAX XL SE 12 EA D 08/08/2023 11
| 20531718 1 ] 1230 TUBE ET 6.5MM UNCUF SFT 20 EA D 08/22/2023 11
|_|'}FI'-'.'21_.|"'}':. 1 '_| T6112 CIIRETTE A Nkl 2254 1 EA T N2 Masr20272 11
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e Click all boxes underneath ONE vendor to populate orders for that vendor, click “hazard”
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e The next screen is where you create the Purchase Order (PO) for the respected Vendor
e **Notice the different requisitions on the left-hand side (20531771, 20531468, etc.)

e **Also notice the different storage locations (0002, 0001, etc.) under review
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e **Each PO will ONLY have ONE storage location

e **If more than one is inputted it will not go through correctly or “bomb”

e **T can select more than one req under the SAME storage location, but for 0002 location
it is important to separate requisitioners on to different PO’s

e Click the desired requisitions, click the “Adopt” icon - this will transfer the selected to the
PO

e **Notice all lines have the SAME storage location “warehouse”
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e Click the Date, Click the Edit box to bring up the calendar
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e Choose the date that is 3 business days out, Click the check (3 days is general lead time)
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e This changed Linel of the PO
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¢ To make a “Fast Change” for all lines, Click the Date column, Click “"Fast Change” icon
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CURETTE 4.0M 3354 1BX D 08/08/2023
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**This has quickly changed all lines on the PO

0... C Deliv. Date  Met Price
2BX D 0371472023
1BX DO3f14752023
1BX DO3f1472023
10B¥ D oO8/14/2023

e Once the PO is ready to send to vendor, Click the “"Save” icon at the top to output
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e **If this message ever pops up, just Click Save

*[Z[ Header text

Systemn messages issued

Do you want to save document or process data?
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Save ] I Edit I IK Cancel
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e **This will generate your PO# at the bottom of the screen (can be ignored unless needed)

4§ Itern 1 Mew

PO Healthcare created under the number 4700885285




