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Processing Watchman Orders 
 
 
 

 Role: Supply Chain Buyer Staff Frequency: As Needed 
 
**An email will be sent from the Charge Capture Tech, the requisition will also be in your 
queue 
**Watchman orders typically have 4 lines but can sometimes have a 5th line. 
**The first 2 lines are essentially Pay-Only’s where the GR Indicator can be removed 
**The other lines are replacement items that are no charge and can be marked free 
**The below steps are how to process from your queue 
 

 
 

• Go into ME57 – Assign and Process Requisitions  

 
 

• Click the variant icon at the top 

 
 

  

 This is what the email 
will look like. 
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• Click the execute icon on the pop-up 

 
 
 

• Click the execute icon at the top to access your queue 

 
 

• Select the boxes under one vendor and select the hazard icon to populate 

 
 

• Select the same req #’s and select the adopt icon 

**You can select more than one by holding CTRL and selecting  
**If all the requisitions under the storage location are the same, you can also select the 
storage location rather than the individual requisitions 
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**Notice the Short Text says WATCHMAN 

 
 

**This requisition only populated 3 lines 
 

• Slide to the right and double-click the requisition for more information 

 
 
**Within the requisition, you can see there are 4 lines for this order 

 
 

• Click the green back button at the top to go back to the Purchase Order 

 
 

**Looks like we are missing Line 3 of the requisition on this Purchase Order 
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• Copy the requisition #, paste to the bottom of the Purchase Order with Line 3 beside it, 

hit enter 

     
 

**The bottom 2-3 lines are no charge items so we need to mark them free 
 

 
 

• Slide to the right, select the Free boxes and hit enter to populate the change 

**Make sure you’re on the correct lines 
**The Net Price column for these lines will become blank, indicating no charge 

     
 
**The first 2 lines are considered pay-only, we don’t expect product to ship in, remove the GR 
indicator 
 
**Make sure you’re on the correct lines 

• On the Delivery tab on the bottom, uncheck the “Goods Receipt” box 
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• Copy the text from the Texts tab on the bottom to the Header Text at the top 

 
 

 
 

**Fix delivery dates for the bottom 2 Lines accordingly  
 

 
 

• When done, click the save icon at the top to send out the Purchase Order 

**Watchman orders are set-up to go out via EDI 
 

 
 
 


