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How to perform substitution order for the same vendor 
 
 
 

 Role: Supply Chain Buyer Staff Frequency: As Needed 
 
**Same UOM subs can be done on the same line, the below steps are for subs with a different 
UOM 
 
• Go into transaction ME12 – Change Purchasing Info Record 

 
 

• Enter the Supplier# and Material#, hit Enter. 
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• Change the Order Unit and Conversion appropriately 

**You cannot change the OPU measure (meaning I cannot change the below ROL to EA or BX, 
etc., only the quantity can be altered here). 
 

 
 

• Hit Enter through the next few screens until you see “Save Info Record”, click yes or hit 
Enter again. 

 
 

**It’s EXTREMELY IMPORTANT you return the UOM back to the original when done, repeat the 
steps. 
 
• Go into transaction ME23N – Display Purchase Order 
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• Input purchase order with original item needing subbed, either click “Other Document” or hit 
Enter. 

 
 

 
 
• While in edit mode, copy/paste the requisition and line# to another line on the purchase 

order 

 
 
**If new sub line doesn’t show correct UOM as adjusted, delete contract sections (Outline 
agreement, Contract item) and hit Enter, SAP will refresh/update to new UOM 
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• Now the sub line UOM has changed, ensure both UOM columns match 

**It’s EXTREMELY IMPORTANT OUn/OPU columns match to avoid duplications, GR/Invoice 
issues, etc. 
 

 
 

• Change the OPU to BX and hit Enter. Now the OUn and OPU match. 

 
 
**Double-check the UOM under the Quantities tab at bottom to ensure the new line is correct 
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• Void the current line by highlighting the line, clicking the “trash can” icon, and yes on the 
pop-up 

 
 

 
 

**This is how the voided/deleted line looks. 
 

 
 
• Under Material Data tab, enter Sub# in Vendor Mat. No. and uncheck InfoUpdate 

**It’s EXTREMELY IMPORTANT you do not leave InfoUpdate checked as it will override the info 
record 
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• Adjust sub line for desired quantity, appropriate delivery date, pricing, UOM 

**It’s EXTREMELY IMPORTANT OUn/OPU columns match to avoid duplications, GR/Invoice 
issues, etc. 

 
 
• In Header note, create a note of the change: Date, CSR name, new order Conf#, and 

signature 

 
 
• Click “Messages” at top of PO to begin saving process 

 
 

**The top white line is your change, anything below are previous outputs 
 
• Click the “Trash” icon and the Check on the pop-up to delete any new output 
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• Click the “Save” icon at the top 

 
 


