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

 Role: Supply Chain Buyer Staff Frequency: As Needed 
 

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

 
 

• **This screen shows your open orders, if the screen doesn’t open you have no open 
orders 
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• Click all boxes underneath ONE vendor to populate orders for that vendor, click “hazard” 
icon 

 
 

• The next screen is where you create the Purchase Order (PO) for the respected Vendor 
• **Notice the different requisitions on the left-hand side (20531771, 20531468, etc.) 
• **Also notice the different storage locations (0002, 0001, etc.) under review 
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• **Each PO will ONLY have ONE storage location 
• **If more than one is inputted it will not go through correctly or “bomb” 
• **I 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 
• Click the desired requisitions, click the “Adopt” icon – this will transfer the selected to the 

PO 
• **Notice all lines have the SAME storage location “warehouse” 

 
 

• Click the Date, Click the Edit box to bring up the calendar 
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• Choose the date that is 3 business days out, Click the check (3 days is general lead time) 

 
 

• This changed Line1 of the PO 
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• To make a “Fast Change” for all lines, Click the Date column, Click “Fast Change” icon 

 
 

• Input desired date, Click the “Execute” icon 
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**This has quickly changed all lines on the PO 

 
 

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

 
 

• **This will generate your PO# at the bottom of the screen (can be ignored unless needed) 
 

 
 


