
ME51N
SELECT PURCHASE REQUISTION: Click on drop down and select Purchase requisition or Dept Framework Requisition.  For a standard one time purchase, select Purchase requisition. If the PO will be used for multiple purchases throughout a specific time period use the Dept Framework Requisition option.   
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ACCOUNT ASSIGNMENT CATEGORY:  Enter a K, A or U. Enter a K when using a standard Purchase requisition not requiring an asset.  Use a U when entering a Framework order. Use an A when entering an asset (minor sensitive equipment costing $1000- $4,999 and major equipment cost exceeding $5,000).
SHORT TEXT: Enter a short description of item or service.
QUANTITY:  Enter quantity of line item 
UNIT:  Select the proper unit of measure. Most cases use each or lot.
DELIVERY ADDRESS:  Enter expected date. Must be at least two weeks or system will issue a warning message.
VALUE PRICE: Enter price of each item or total of lot. 
DESIRED VENDOR:  Enter vendor number or click drop down and select vendor. If the vendor is not in IRIS a vendor number will need to be requested. For vendor request, use transaction ZXK1.
REQUISITIONER:  Enter the name of entry person or the person to contact for questions.

 (
Enter a K, A or U per instructions above.
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MATERIAL GROUP: First time users should set up default values. To set up, click on Default Values icon. A box will appear and enter the following settings: 
Purchasing Group – Unassigned      
Item Category – Standard              
 Material Group - 99
Plant – M
Material Group – 99

Check the box for Always propose and hit save. 
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Hit enter after each line item is entered and enter the g/l code and cost center or WBS element for the purchase.
You will not enter the cost center or G/L code when using Account Assignment U for a framework order. The cost center and g/l will be entered at time of invoice entry in MIR7.


TEXTS TAB/ITEM DESCRIPTION: To enter additional details per line item.  Click on the drop down and select the line item. 
ITEM DESP/SPECS:  Click on Item Desp/Specs on left side, enter text or copy and insert text into field.
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DELIVER ADDRESS TAB:  Do not enter address in the blanks on the left side of screen.  On the right side, click the Address drop down box. On the company name field, enter the department name with an asterisk (Business Affairs*) or use the search term field (Business*).  Double click on the department and the number will populate the field, hit enter and it will populate address field to the left. If the department is not entered, go to MEAN and create the department an address. 
[image: ]

Check the requisition for errors and hit save at the top of the page.  Keep a record of the requisition number.
RELEASE REQUISITION:  The requisition must be released to enter workflow for approval.  Go to ME54N, Click on green arrow and release requisition into workflow.  The requisition should go the departmental review, to department head and then to Purchasing.  
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