Quick Reference Card

Substitution Order-Same Vendor

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

= -1
| ME12 - Change Purchasing Info Rmam:nnd_I

Enter the Supplier# and Material#, hit Enter.

Supplier
Material
Purchasing Org.
Plant

Info record

Info category

=) Standard

" Subcontracting
“IPipeline
~)Consignment

|121136
34

TED0
TEQ0
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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).

Purch. Org. Data 1 | Condftions ~ Texts

Info record 5300081729
Supplier 121136 Medine Industries Inc
Material 34 TAPE POROQUS STANDARD 3 X 10 YD
Material Group 07 Dressing

Vendor Data Origin Data

1st Rem./Exped. EDayS Certif. Cat.

2nd Rem./Exped. |3  Days Certificate

3rd Rem./Exped. 10 Days Valid to

Vendor Mat. No. Ctry of Origin ]
Vendor Subrange ] Region [ ]
VSR Sort No. [ ] Nurmber

Vendor Mat. Grp Manufacturer

Points |7 1ot

Salesperson Supply Option
Telephone Avaiable from

Return Agmt ] Avaiable to

Prior Vendor [_IRegular Vendor

Purchase Order Unit of Measure

Order Unit [ov
Conversion [x lev | <> Jror
Var. Order Unit || Hot active

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

[= End of transaction reached

Save data of current

9 info record?

**It's EXTREMELY IMPORTANT you return the UOM back to the original when done, repeat the
steps.

e Go into transaction ME23N - Display Purchase Order

r .

=
* 5.7 ME23N - Display Purchase Order
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e Input purchase order with original item needing subbed, either click "*Other Document” or hit

Enter.

PO Healthcare 4700884039 Created by Brandan Chaney

Document Overview On D 59’ fﬁ Cf)_jPrint Prewview Messages [i] @Personal&iettin

¢ While in edit mode,

@ZB PO Healthcare *||4700884039| Supplier 118456 Zoll Medical Corp
] Delivery/Invoice - Conditions Texts | Address - Communication - Partners
[= Select Document x
[y
Pur. Order 4700994038 Q
(®) Pur. Order

() Purch. Requisition
)SRM Contract

Other Document E

copy/paste the requisition and line# to another line on the purchase

order
N UrD ALLL FIOOADSI. ALL JOLFTIENLDY UVEK 123U -
LBS CALL TRIOSE 366-241-226%3 EXT 204 FOR -
5 - L= e oo oo oo ST
i 1 Continuous-t...
B S..1tm A |IM Material Info rec. R... |F... T..Purch.Regq. |Reg... Outline ag... Con... Central Co... Cent. Con... RFQ
Dl K 724398 5300027... [ ][] 20531390 1 4800004585 30
2 K 724398 5300027... [ ][] 20531390 1 4800004585 30
ﬂ M

**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

Regmt Ma.
CET3glN
CET361N

Requisitioner | IM Material Info rec. | R... F... T..Purch.Req. Req... Outline ag... Con...
72498 s300027..0 ][] 20531380 1 400004568 (30
72498 5300027 [ [ 20531390 1 4600004568 (30
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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.
0... C Deliv. Date |Met Price Curr... Per 0... Matl ¢
1CY D02s09/2023 114.991T75D0 1 CY  Monitx
1BX D02/07/2023 114.991T75D0 1 CV  Monitx

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

U [ [DEI. Ddte  [TVEL FTICE T [FET Toa [T
1ICY Dos/059/2023 114.53050 1 Cy
1B DoOos/07,2023 114.530U50 1 BX M

USD

**Double-check the UOM under the Quantities tab at bottom to ensure the new line is correct

em |1 [1]72498 , PAD DEFIB PEDS MULTI FUNCT...* ‘:Jm
Material Data /Qualﬁﬁes.-'Weigl’lts } Delivery Schedule Delivery | Invoice | Conditions  Account Assignn
PO Quantity 1| cvV Order Unit <-= Ord. Price Unit 1 CV |<-> |1 CV
PO Qty in SKU € PRA|  Order Unit <-> SKU 1 llow | <> [6 | |pan|
Ttem [272772498 , PAD DEFIB PEDS MULTI FUNCT.. ~ BE]
~ Material Data /Qumﬁﬁes;'Weights } Delivery Schedule - Delivery ¢ Invoice - Conditions | Account Assignn
PO Quantity 1|BX Order Unit <-> Ord. Price Unit 1 B |<—>|1 BX
PO Qty in SKU 4| PRR|  Order Unit <-> SKU 1 |Bx |<-—>a Pan|
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e Void the current line by highlighting the line, clicking the “trash can” icon, and yes on the
pop-up

B s.tm A1 |Materal Short Text PO Quantity 0... C Deliv. Date  Net Price
‘ljgl K 72498 PAD DEFIB PEDS MULTI . 1CV D 08/09/2023 114.

n

L

[

n

n

L

[

n

n

L

U

LI

|:| ‘j‘ Default Values J { Addl Pnning

Caution!
The selected iterns wil be
deleted.

9 Perform function?

I Yes " No ” ®  Cancel

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

(= BAs..tm A |1 |Material Short Text PO Quantity
i x| 72498 PAD DEFIB PEDS MULTI ...
Az k| 72488 PAD DEFIB PEDS MULTI ...
1

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

**[t's EXTREMELY IMPORTANT you do not leave InfoUpdate checked as it will override the info
record

Item 117172498, PAD DEFIB PEDS MULTI FUNCT... ™ Um

Material Data ]r Quantities/Weights | Delivery Schedule | Delivery | Invoice | Conditions | Account Assignment + Texts

Material group LISB J Revision Level
Vendor mat. no. [s200-2045 | EAnjuPC
—
Vendor sub-range
—
Batch @ Vendor Batch [JInfoUpdate
e
MPN material 72498 PAD DEFIB PEDS MULTI FUNCTION
—
Mir Part Number  |£200-2085 | Manufacturer 118456
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e 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.

PO Quantity |DUr1 C|De|h.r. Date  Met Price Curr... Per OPU Mz
40BX D |l2/18/72023 7.6005D |1 B¥ Lat
TS0

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

ﬂnmlﬂuﬂm = 4700884038 Suppler 1184% Zol Medical Corp Doc. date  |08/03/ 3023
| o Dubewryfirvoios | Condbions JSENESRN Addnss [ Comemmicibon | Parnemy AddtondlData ¢ Ong. O3ty | Statws | A

Header Tests ’ E/3 Linel woided with CSE Bob, Linel ordered sab ConféllI%é - BIC
* [B] Headar text
+ [¥] Header note o
+ [§] Priong types .
» [ Deadines - —
LI 1 Continuous-{._ = i

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

PO Healthcare 4700885304 Created by Brandan Chaney

Document Overview On D 699 L_ﬁ @Pnnt Preview Messages III §.|Per50na|5etting

1rr| Z8 PO Healthcare v | 4700885304 Supplier 121136 Medline Industries Inc Doc.
E Delivery/Invoice | Conditions ./ Texts | Address | Communication " Partners |~ Additia

Header Texts | l
- [ vendor memo (sped +# SHIP COLLECT VIA FEDEX ACCT $#168429304.
(=% IF IINABLE TOQ SHTP FEDEX. SHTP COLLECT VIR

**The top white line is your change, anything below are previous outputs

e Click the “Trash” icon and the Check on the pop-up to delete any new output

Change Pur. Order :: Output

E‘} ﬁ [i] @Communimtion method Processing log Further data Repeat output Cl

Pur. Ordef.......... 4700885304

Qutput
St... |Outp... Description Medium Fu... Partner La... |C...
O"_\O[EEU1 rchase ord.. & EDI v VN 121136 EN | @
CCENEU Purchase ord... &€ EDI VN 121136 EN | []

- (m|

=
lil I_lIJutput MEU can be created again automatically in
language EN for partner 121136
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Click the “Save” icon at the top

V] “l«H @@

Change Pur. Order :: Output
E @ [ & communication method  [iil] Processing log

Pur. Order.......... 4700885304
Output
St... Outp... Description Medium Fu... Partner La... C... Processing... | Tin|
OCEI_NEU 1Purchase ord...6 EDI VN 121136 EN  [] 08/09/2023 09:
| - o

0080 00 e

Further data Repeat output Change output




