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ME51- How to Create a Purchase Requisition  
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Acct Assignment code is K. 

 
Delivery date is at least 2 weeks out. Use the drop down calendar 

Plant is School Number plus 0. 

 
 
 

Purchasing group (see attached list). Material group click on the drop down and choose. 

 
Requisition tracking number (Is a number that you choose to keep track of requisitions internally). 
Example: 150001, 150002 etc. 

 
Requisitioner field use your email address excluding the okcps.org. 
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Enter the information in the short text field, include description and item 
number when possible. 

 
Enter the quantity requested 

 
In the UN put ea or use the drop down button and choose. 
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Put the price of the item. 

 
 
 
 
 
 
 
 
 
 

Put the vendor number. Use the 
drop down to find the vendor 
number. 
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Press enter and enter the Account Assignment information: 
 
 
 
 
 
 
 
 

ENTER YOUR 

G/L ACCOUNT 

COST CENTER 

ORDER 

Refer to your OCAS Manual 
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To enter more text (Long 
Text) Highlight the line and 
click on the pencil. 
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If additional information will fit in 
this area, you can put it here on 
the first two lines only. 

 

 
 
 
 
 
 
 
 
 
 
 

If more room is needed, click the Item text box and 
then click on the Long Text Screen icon. 
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This screen will appear and you can enter all of 
the information needed.   Make sure you only 
put information that needs to appear on the 
printed PO. Everything on this screen will print 
on the finished PO. You can then use the 
green back button to get back to the 
requisition and continue on to the next line. 


