OKLAHOMA CITY PUBLIC SCHOOL
MES5A Instructions for Opening List of Open Purchase Requisitions
Revised March 2017

This program is used to review all draft or released PRs.

= L3 =
Menu  Edit Favorites Extras Systerm Help

& | - D dHeaa DR anan | EE @M
SAP Easy Access
LA=] =) s ][] [ ] [= ]

=~ =3 Favorites
Y_OKD_42000114 - AF invoice status overview
ME12 - Change Purchasing Info Record

b3 - tioumal antoy- Click on MESA
MEZ22M - Change Purchase Order
MEZ3M - Display A Purchase Order
MEZM - Furchase Orders by PO Mumber
MESZM - Change Purchase Requisition 4
MES2 - Change Purchase Requisition If you don t have the
MES3 - Display Status Of Purchase Reqguisitions . .
MESY - Assign and Process Requisitions tra nsaCtlon |n yOlJr' menu,
MES1 - Create Purchase Requisitions
MES1M - Create Purchase Requisition i
HKEO1 - Create vendor (centrally) then type MESA In the
HKOZ - Change vendor (centrally)
K03 - Display vendor (centrally) Command bOX
MESA - Purchase Requisitions: List Display!
MEZL - Furchase Orders by Wendor
MIGO - Subsequent Delivery
MR11 - GRAR account maintenance
MESK - Reqguisitions by Account Assignment
REY - Funds Management-= Budgeting -= Transfer Posting -= Park
S03 - Display Asset Master Record
__OKD_42000019 - Actual ws Budget (annual)
" OKD_48000045 - Expenditure Summary by Object
" OKD_48000066 - Actual vs Budget (no carnforsard)
MEZ2K - Purch. Orders by Account Assignment
MMAY - PO Status Report {report for school to run to see PR's)
MCES - FURCHIS: Yendor Furchval Selection
MELB - Transactions per Tracking MMumber
R58 - Funds Management -= Budgeting -= Transfer Posting -= Transfer
ME3L - Purchasing -= Outline Agreement -= List Displays -= By Yendor
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OPTION 1 — PURCHASE REQUISTION - To view an individual requisition, insert the PR number and click the Clock
to execute. This view will display the total of the requisition and the amounts per line.
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Purchase requisition 101591T9| ta E %
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Requirerment tracking number E\
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Release Date ta = .
Materials PlannenController to E 3- CIICk on the CIOCk to eXECUte
Frocessing Status o 2
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FReqg. processing state to 2
Blocking indicator to 2
Requisitioner
Short Text
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The individual PR line items will be display the total amount of the PR and the amounts for each line item.
Columns widths can be adjusted by clicking and dragging the column line. The bottom bar is used to scroll
across the display to see all of the columns.
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List Display of Purchase Requisitions
Flant| Per|Rel|Req. Date [item[s]a [Des vendarDesired vendar [Shart Text Guantity| Un| Deliv. Date] Por[Requisitioner]s Mo PReq [s Totalval|
=-m 6 == 375.00
- 6 = 375.00
3600) 1 (2 [08M7/2011) 30[N[K (301415  [HOMELAND INC|**12/2011 DonutsfMuffins parental EA|20110831 102 [edwilliamsan 1 62.50
3600 1|2 |08M7/2011 | 40 N K (301415  HOMELAND INC 12012 Donuts/Mufiins parental EA|20110831 102 cdwilliamsan 1 62.50
3600 1|2 |08A7/2011| 50 (MK (301415  |HOMELAND INC | ~"2/2012 Donuts/Mufiing Parental | B2. EA|20110831 102 |cowilliamsan 1 62.50
3600 1|2 |08M7/2011 A0 N K 301415  HOMELAND INC **3/2012 Donuts/MUfins Parental | 62500 EA 20110831 102 cdwilliamsan 1 62.50
3600 1|2 [08M7/2011) 70|MN|K [301415 |HOMELAND INC *4/2012 Donuts/Mufiins Parental | 62.50 201108321 102 |cdwilliamsan 1 62.50
3600 1|2 |08M7/2011| 80 M K 301415 | HOMELAND ING “"5/2012 Donuts/Mufing Parental | B2.500 \EA 20110831 102 | cdwilliamsan 1 62.50
L

Use the bar at the Total Value: Shows the total

bottom to scroll over amount of the requisition and

to see the columns. totals for each line item.

A Change column width by
dragging the column line.
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OPTION 2: COST CENTER - To view a requisition by Cost Center, insert the Plant Number and/or Cost Center
and click the Clock to execute.
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Scope of List
Flant

BT 1. Choose ALV (Excel format)
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2. Type in Plant Number.
(Example 3600)

Delivery Date

Release Date

Materials PlannerController
Processing Status

Fixed Wendor

FPReqg. processing state

ElmeiE eleeiy 3. Type in Cost Center
(Example 36011511)
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[¥] As=igned Purchase Requisitions

[ Ellzzed e EloyE 4. Click Clock to execute.
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This display will show all of the PRs by Cost Center, the total amount of the PR and the amounts for each line
item. Columns widths can be adjusted by clicking and dragging the column line. The bottom bar is used to scroll
across the display to see all of the columns.
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Purch.Req|Rs  [Plant| Per[Rel|Req. Date [tem|[s[a |Des vendaMame of Desired vendar |short Test | @uantity|un[Deliv. Da
SH

101591749 3600 1 2 a8M 72011 30N K 301415 HOMELARND INC **1 202011 DonutsfMufiins parental 62500 EA 2011083
101591749 3600 1 2 asM Frzo11 40 MK 301415 HOMELARND IMNC **11201 2 Donuts/Muffins parental G2.500 EA 2011083
10159179 3600 1 2 ogm 72011 S0 MK 301415 HOMELARD IMC 212012 Donutsituffins Parental B2.500 EA 2011083
10159179 3600 1 2 ogm 72011 GO MK 301415 HOMELARD IMC =201 2 DonutsiMuffins Parental B2.500 EA 20110832
10159179 3600 1 2 ogm 72011 TO MK 301415 HOMELAMD IMC *4)201 2 DonutsiMuffins Farental 6G2.5900 EA 2011083
10159179 3600 1 2 08M7i2011 B0 M K 301415 HOMELARD IMC 512012 DonutsiMuffins Parental B2 500 EA 2011083
101611582 3600 12 09272011 30 MK 307298 SMART START CEMNTRAL OKLAHOMA ™1 0/6201 1 Smart Start literacy activity 1 D 2011100
10162643 3600 1 % 1150452011 10 M K 302560 STUDY ISLARND Oklahoma 3rd grade comprehensive 394 EA 2011112
10162643 3600 1 = 1150452011 20N K 302560 STUDY ISLAND Oklahoma 4th grade comprehensive 394 EA 2011112
10162643 3600 1 = 1150452011 30 MK 302560 STUDY ISLAND Oklahorma 5th grade comprehensive package 625 EA 2011112
10162643 3600 1 = 1150452011 40 MK 302560 STUDY ISLAND renewal fee TO.B50 EA 2011112

Use the Scroll Bar to move display to the

far right in order to view the total

amount of the PR and the total amount

per line item. This display contains a lot

of valuable information.
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