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How to setup no-charge purchase order 
 
 
 

 Role: Supply Chain Buyer Staff Frequency: As Needed 
 

• Go into transaction ME21N – Create Purchase Order 

**The initial request will come from a Coordinator via email: 

 
 

• In the Supplier field, type the name of the vendor (the above is Stryker), hit Enter 

**The vendor # itself is not important, just the vendor name, select one that works 
**If it bombs and an error message says “vendor blocked”, use a different one 
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• Insert “K” in the Account Assignment (A) column on the line, hit enter 

 
 

• Insert the description request (replacement, procedure, part#, etc.) in “Short Text” 
• Insert 1 in “PO Quantity”, EA in “OUn” (Order Unit), enter 0.01 in “Net Price”, hit Enter 

**Multiple lines are not needed as multiple item #’s can be placed in “Text” later 

 
 

• Insert 20 in “Matl Group”, hit Enter 
• Insert Storage Location provided (0001, 0002, 0003, etc.), hit Enter 

**Descriptions for these areas will auto-populate 
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• On the bottom, go to “Account Assignment” tab 
• Insert the G/L Account “540020”, hit Enter 
• Insert Cost Center provided (every location has a different cost center), hit Enter 

**Other fields will auto-populate 
• Put the requesters name in the “Unloading Point” 

 
 

• On the PO, slide over to the right and check the “Free” box 

**This will change your price to 0.00 (no charge) 

 
 

• On the bottom, go to “Delivery” tab and uncheck the Goods Receipt 

 
 

• On the bottom, go to “Texts” tab 
• Insert relevant information from the request: item #’s, DOS (Date of Surgery), Doctor, 

etc. 

**The below will suffice, can add multiple item #’s here if needed 
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• At the top, go to “Delivery/Invoice” tab to adjust Freight Terms 
• Change Incoterms (Freight) to “NFR” and the text to “Allow” 

**This means Vendor Pays Freight if applicable 

 
 

• Attach the email request by clicking the drop-down icon at the top left 
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• Click Create -> Create Attachment 
• Drag email over, Click “Open” 

**Save to your desktop and you can delete after 

 
 

**At the bottom, there will be a confirmation “Document Created” when attached successfully  

 
 

• Send the PO to yourself and attach it to the email request 

 


