Create/Maintain Purchase Requisition

 
If printed, this document is considered an uncontrolled copy to be used for training or reference purposes only.
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Before the SAP R/3 session:

Complete/obtain approved requisition support documentation.
 
During the SAP R/3 session:

 
Notes:

To create/maintain a purchase requisition (PR) through the HTML GUI, start at procedure I.

To create a PR through the SAP GUI, start at procedure II.

To copy a PR, go to either procedure I or II as applicable, and then to procedure XIV.

For NASA Supply Management System (NSMS) procedures, go to procedure VIII.

 
I.  Create/Maintain Purchase Requisition (HTML GUI Version).

SCREEN:  SAP R/3 System

            1.  Enter web address https://ifmits.ifmp.nasa.gov.
            2.  Click <Enter> after entry, or click on the link in step I.
            3.  Enter Log-on information.
            4.  Click <Start SAP Easy Access>.
 
Note:  To create a PR, “go to” procedure II; to change/maintain a PR, go to procedure X.

 

Note:  The user must go to System > Log off to exit SAP.  If the application is not shut down properly, there will be a waiting period before the user can proceed with another document.

 
II.  Create Purchase Requisition (SAP GUI Version).

SCREEN:  SAP Easy Access

            1.  Use Menu Path:
       Logistics
       Materials Management
       Purchasing
       Purchase Requisition
       Create
or use transaction code ME51N.
 
Note:  To copy a PR, go to procedure XIV.

 
III. Complete Header.

SCREEN:  Create Purchase Requisition

            1.  Select Order type.
            2.  Click in Header Note Dialog Box, if applicable.
 
Note:  Do NOT select Bankcard PR or Fedmil-NSMS PR.

 

Note:  Organization code/name, telephone number of the Technical Point-of-Contract (POC), recommended vendor sources, short description (title) of items, and any notes are recorded in the open dialogue box.  Place cursor in open dialogue box and enter note(s).  Click <Return> after each entry.

 

Note:  It is extremely important that the correct Order Type/Purchase Requisition Type be selected to ensure the appropriate approvals are obtained.  The five most common are:

1. Regular NASA PR

2. NASA Hazardous PR

3. NASA Construct/AE PR

4. NASA IT PR

5. NASA Quality Sensitive PR

 
IV. Complete Item Overview.

SCREEN:  Create Purchase Requisition

            1.  Enter Account Assignment Category.
 
Note:  For planning PRs, options, or no-cost line items, enter unknown account assignment “U”.  For reimbursable funds enter “Y”.

 
            2.  Enter Item Category.  For shipping/freight charges, select item category ‘D’.
            3.  Enter Material Group.  For grants, material group IC or ID must be selected.
 
Note:  This field cannot be changed after the document is saved.  User will have to delete line item and re-enter a new line item with the correct material group.

 
            4.  Enter Short Text (short description of item being requested).
            5.  Enter Quantity.
            6.  Enter Unit of Measure.
            7.  Enter Delivery Date.
            8.  Enter Requisitioner organization code.
 
Note:  The Requisitioner organizational code determines the release strategy routing of the PR, and must be identical (even to the point of using all uppercase or all lower case) on all PLI’s, or else the correct release strategy will not process.  Additionally, the Requisitioner organizational code is case sensitive when performing a search function.

 
            9.  Enter Tracking Number (optional).
        10.  Enter POrg (specific NASA center).
 
Note:  For consolidated contract initiative (CCI) actions and grants and cooperative agreements if part of the grants consolidation, enter “NASA” for the POrg; otherwise enter the POrg for your Center.

 

        11.  Enter Plant.  
        12.  Enter Storage Location.
        13.  Enter PGrp (Procurement Team Lead, supporting your organization, unique buyer code).
 
Note:  For consolidated grants processing, enter the designated Grants Purchasing Group for your Center.  Your Center’s Grants Purchasing Group may be identified by the following naming convention:

Purchasing Group 1st Character – Center Identifier (i.e., S-Stennis, D-Dryden, K-Kennedy)

Purchasing Group 2nd Character – G

Purchasing Group 3rd Character – #1-9

 
        14.  Enter Outline Agreement number, if known or applicable.
        15.  Enter Item number, if known or applicable.
 
Note:  For SAP GUI, the POrg, outline agreement and item number are located in both the item overview and in the item details (<Source of Supply> tab).  For the HTML GUI, the POrg is located in the item detail.

 
        16.  To enter additional procurement line items (PLI), press <Tab> to go to next line item, or move <Cursor> to account assignment category field to start entry for next (PLI).  Then repeat steps 1-15 above.  If no more PLIs are to be entered, press <Enter> to go to Item details, or click <Item Details> below Item overview block.     
 
V. Complete Item Details.

SCREEN:  Create Purchase Requisition

            1.  For service line items with single or multiple account assignments, click <Services> tab.
a.       Enter Short Text.
b.       Enter Qty (you MUST enter the committed dollars for this line here).
c.       Enter UOM.
d.       Enter Gross Price (this will always be $1.00).
e.       Click <Enter>.
 
Note:  You MUST dollarize the quantity on the services tab by entering only dollars in the Qty field and entering gross Price of $1.00.

 

Note:  The <Services> tab should also be used for line items with account assignment category U.  The Qty field should be populated with .01 and the net price should be $1.00.

 
Note:  Proceed to steps 5 through 11.

 
            3.  For supplies, click <Valuation> tab.
a.       Enter Valuation price.  This is the commitment amount.
 
Note:  The GR non-valuated box is checked, by default, and unchangeable on Supply PLIs with multiple-ALIs, only.  Services should not have this box checked nor should single PLI/ALI supply items.

 
            4.  Click <NASA Data> tab, enter estimated price (per price unit).
 
Note:  For U account assignment, it is necessary to enter .01 on the <NASA Data> tab.

 
            5.  Click <Account Assignment> tab (<Enter> or <tab> will default to this tab).
a.       For services, the distribution indicator will be defaulted to distribution by percentage; however, distribution can still be entered either by quantity or by percent.
b.       For supplies, if multiple account assignments, select the applicable distribution either distribution by percentage or distribution by quantity.  The partial invoice indicator will default to Distribute Proportionally; leave this selected as Distribute Proportionally.
            6.  Enter Cost Center.
            7.  Enter Order.
            8.  If project account assignment, enter WBS Element will appear for project account assignments only.
            9.  If network account assignment, enter Network and Operation Number (i.e., activity number).  This will appear for network account assignments only.
        10.  If reimbursable account assignment, enter Earmarked Funds and Item Number.
        11.  Enter Fund.
 
Note:  When using the services tab, you will enter one account assignment line per service sub line item entered; therefore, your quantity percentage will always be 100% or your quantity entered on the account assignment page will always be equal to the quantity entered on the services tab for that service sub line item.

 

Note:  If it is discovered that incorrect account assignment data has been entered (i.e., the wrong Cost Center or Fund was used), the account assignment line item must be deleted and recreated with the appropriate account assignment data.  This will ensure correct derivation of funding elements.  For supply line item, highlighting the account assignment line item and clicking the <Delete> icon in the <Account Assignment> tab will delete the account assignment line item.  For service line items, delete the procurement line item, and recreate the procurement line item and associated accounting data; the procurement line item may be deleted by highlighting the line item and clicking the <Delete> icon in the item overview section of the transaction.

 

Note:  For services with single or multiple account assignments where the <Services> tab has been populated, the valuation price is derived from the summation of the value of your service sub lines.

 
        12.  Repeat necessary steps above for each additional accounting line.
 
Note:  If procedure V has been completed, go to procedure VI. 

 
VI.  Complete Item Details:  All Other Tabs.

SCREEN:  Create Purchase Requisition

1.    Click <Material Data> tab and review for accuracy; make changes where necessary.
2.    Click <Quantities/dates> tab and review for accuracy; make changes where necessary.
3.    Click <Source of Supply> tab.
a.       Enter POrg.  In the SAP GUI, POrg is also located in Item overview.
b.       Click <Assign Source of Supply>.  If a source of supply exists for the selected material group, a selection box will display.  
c.       Click <Selection> to select the appropriate source of supply, if desired.  
 
Note:  This is primarily used to issue orders against indefinite delivery/indefinite quantity contracts, Basic Ordering Agreements (BOAs), or Blanket Purchase Agreements (BPAs).  Only the requisitioner, requisition approver, or procurement team lead can assign sources of supply.

 
d.       Click <Assigned Source>.  If a source of supply doesn't exist, then exit this tab.
4.    Click <Contact Person> tab and review for accuracy; make changes where necessary.
5.    Click <Texts> tab and input data where necessary.
a.       Select the Item Text from the menu.
b.       Enter descriptive information required for line item.
6.    Click <Delivery Address> tab.
a.       Click <Address Details> button.
 

DIALOG BOX:  Delivery address

b.       Go to Street Address and click <More Fields> icon.
c.       Enter Building code/number.
d.       Enter Room.
e.       Enter Floor.
f.         Click <Enter>.
 

DIALOG BOX:  Change delivery address

g.       Click <Yes>, if applicable to all other procurement line items.
 
Note:  Repeat step 6 if delivery address is different for each procurement line item.

 
VII.  Save Purchase Requisition.

SCREEN:  Create Purchase Requisition

            1.  Click <Save>.
 
Note:  A dialog box will appear that will have a button to allow you to place the purchase requisition on hold.  If you wish to put the purchase requisition on hold, click the hold button.  Otherwise, click <Save Anyway> to save the document.

 
SCREEN:  Create Purchase Requisition (new entry window)

 
Note:  Upon save, a message will appear in the bottom left hand corner of a new purchase requisition window stating "Purchase requisition number 42XXXXXXXX created".

 
VIII.  NASA Supply Management System (NSMS) PR.

 

Note: The Requisitioner will not use this step.  When the PR is routed through cataloging for approval, if any line items have a national stock number, cataloging will input the vendor material number and the items will automatically be removed from the PR and routed/created on a new PR.  The cataloger/logistics approver adds this information during the routing for approval.  

 

1.    Open Item Overview, if applicable

a.    Select Desired Vendor.

 

Note:  Desired vendor will be either GSA or DLA/DOD.

 

2.    Open Item Details
a.    Click <Source of Supply> tab.

b.    Enter Vendor Material Number.

 

Note:  The vendor material number is the National Stock Number (NSN) for each line item.  Validate that the NSN and the material group are compatible (i.e., first 2-4 digits are the same).

 

3.    To save changed document, go to procedure XVI. 

 
IX.  Print Purchase Requisition.

SCREEN:  SAP Easy Access

            1.  Use transaction code ZMM_PR.
 
SCREEN:  NASA Purchase Requisition

            2.  Enter the following:
a.    Purchase Requisition number(s) (required).
b.    Purchasing Group(s) (optional).
c.    Created By (optional).
d.    Created on (optional).
            3.  Enter Printer (required).
 
Note:  Printer will be populated by your default SAP printer (see Set Up Default Printer).  If printer field is blank, click drop down, enter Center abbreviation followed by * (i.e., GRC* or MSF*) in the output device, then click <Enter> and double click desired printer.

 
            4.  Click <Execute> icon.
 
X.  Change/Maintain Purchase Requisition.

SCREEN:  SAP Easy Access

1.  Use Menu Path:
       Logistics
       Materials Management
       Purchasing
       Purchase Requisition
       Change
or use transaction code ME52N.
 
SCREEN:  Change Purchase Requisition 42XXXXXXXX (opens most recently created purchase requisition)  

            2.  Click <Purchase Requisition> on menu bar to open drop down menu.
            3.  Click <Other Requisition>.
 
DIALOG BOX:  Select Document 
            4.  Click <Purchase Requisition>.
            5.  Enter Purchase Requisition number.  
a.       If pull-down menu is used, click <Menu> to select the desired search menu.
b.       Enter data in desired search fields. 
            6.  Click <Other Document> to open the selected purchase requisition.
            7.  Make changes to the purchase requisition.  
 
Note:  Please be aware that for each procurement line item (PLI) in the item overview section there is a corresponding set of tabs in the item details section.  Make sure you select the correct PLI when you view or change data in the item details section.  You can select the correct PLI by clicking on the “paper” icon in the white box above the item details section, or by clicking on the up (previous), or down (next) arrows just to the right of the box.

 

Note:  Changes to existing lines on the <Limits> tab will no longer be possible.  If changes are necessary, the line item(s) must be deleted and re-entered, using the <Services> tab.

 

Note:  To make changes to the account assignment, delete the line item and re-enter the line with the correct account assignment data.  Also, change the estimated price on the NASA data tab for each item affected.  The material group at the Item Overview level cannot be modified.  User will have to delete the line item and re-enter a new line item with the correct material group.

 

Note:  The Status tab MUST be checked to determine if a PR has been obligated prior to making ANY changes to the PR.

 

Note:  Before DELETING any line items in a Purchase Requisition you MUST check the <Status> tab on any line item you wish to delete to determine if it has already been obligated on a Purchase Order/Contract.  If the Purchase Requisition line item(s) have been obligated, then you will see the PO and line number listed on the status tab.  If the Purchase Requisition has not been obligated, you will see the text “Not Edited” on the status tab and can proceed with the line item(s) deletion.  If the Purchase Requisition has been obligated, you MUST contact the Buyer for that Purchase Order/Contract so that funds can be de-obligated prior to deletion/de-commitment.

 

Note:  Requisitioners should not modify requisitions that have been associated to an inside bankcard user order log (i.e., inside bankcard users requisition numbers will have “PC . . .” in the requirement tracking field).  Rather the inside bankcard users will modify the order log when there are changes to the requisition.

 
Notes:  

To add funding to an obligated PR, add a new line item.

To assign sources of supply, go to procedure VI, step 3.

To add attachments, go to procedure XI.

To print attachments, go to procedure XII.

To remove attachments, go to procedure XIII.

To save changed document, go to step XVI.

 
Note:  The STATUS tab MUST be checked to determine if a PR has been obligated, prior to making ANY changes to the PR.

 
XI.  Attach Supporting Documentation, if applicable.

 
Note:  The PR must be saved before attachments can be created.

 

SCREEN:  Change Purchasing Requisition 42XXXXXXXX

1.    Select System from the menu bar.
2.    Click <Services for Object>.
3.    Click <Create Attachment>.  
4.    Select <File(s)> from applicable directory(s) and proper file folder(s), for attaching to purchase requisition.
5.    Click <Open>.
 
Note:  Message at bottom of screen appears – “Service ‘Create’ is started.”

 
6.    Repeat steps 1-4 until all attachments have been attached.
 
Note:  It is not necessary to click <Save> to attach documents.  Once step 4 has been completed, the document is attached and must be deleted to be unattached.

 
7.    Click <Exit>.
 
XII.  Attach Supporting Documentation, if applicable (Web).

 
Note:  The PR must be saved before attachments can be created.

 

SCREEN:  Change Purchasing Requisition 42XXXXXXXX

            1.  Click <Services for Object>.
            2.  Click <Create/Create Attachment>.
 
SCREEN:  Import PC Document

            3.  Click <Browse>.
            4.  Select <File(s)> from applicable directory(s) and proper file folder(s), for attaching to purchase requisition.
            5.  Click <Open>.
            6.  Click <Import>.
 
Note:  Message at bottom of screen appears – “The attachment was successfully created”.

 
            7.  Repeat steps 1-6 until all attachments have been attached.
 
Note:  It is not necessary to click <Save> to attach documents.  Once step 6 has been completed, the document is attached and must be deleted to be unattached.

 

Note:  A completed NF1707 Certification and Special Approvals for IFM Purchase Requisitions form shall be attached to PRs.  If the form is attached to the requisition within SAP, the attachment in SAP would reflect the name of the approver and date signed.  Any additional determinations required for Section 508 Compliance, Affirmative Procurement waivers, or other special approvals not obtained through the established SAP release strategy, must be provided in hardcopy.  When the form is not included as an attachment in SAP, the hardcopy of the form must include the name and signature of the approving official and the date signed along with any other required determinations. This form is also available on the OLQR under Purchasing Job Aids/Requisistions.  

 
            8.  Click <Exit>.
 
XIII.  Print Attachments.

SCREEN:  Change Purchasing Requisition 42XXXXXXXX

            1.  Click <Services for Object>.
            2.  Click <Attachment list>.  
            3.  Double click <Attachment> to be printed.
 
Note:  It is recommended that you print attachments from within the open document and not use the print function within the attachment listing dialog box within SAP.  There are two reasons for this procedure.  The first reason is that it requires less effort to print from the opened attachment than it does to configure the printer setup within SAP.  The second reason is that you are forced to at least open the attachment, which may lead you to review the attachment before printing. 

 
            4.  Close the external application containing the Attachment.
            5.  To save changed document, go to step XVI.
 
XIV.  Remove Attachments, if applicable.

SCREEN:  Change Purchasing Requisition 42XXXXXXXX

            1.  Click <Services for Object>.  
            2.  Click <Attachment List>.  
            3.  Click <File> to be deleted under Type.
      4. Click <Delete>. [image: image1.jpg]



            5.  To save changed document, go to step XVI.
 
XV.  Copy Purchase Requisition.

SCREEN:  Create Purchasing Requisition

 
Note:  Make sure Variant menu is displayed by clicking “Document overview on” button.

 
            1.  Click <Create>.
            2.  Click <Variant> menu.  [image: image2.jpg]



            3.  Click <Purchase Requisition>.
 
Note:  Purchase requisitions cannot be copied from a prior fiscal period.

 
SCREEN:  Purchasing Requisitions

            4.  Enter Purchase Requisition to be copied, if known.  If purchase requisition is not known, leave blank and fill any other data fields to narrow the search.
            5.  Click <Execute>.
            6.  Highlight Requisition to be copied.
            7.  Click <Adopt> or drag to shopping cart.
 

Note:  Make changes to the copied purchase requisition as necessary.  Also, any existing attachments may not carry forward to the new purchase requisition.  If applicable, all new or existing attachments will have to be attached/re-attached to the new purchase requisition after it has been saved.

 
            8.  For attachments, go to procedure XI to XIII, or to save, go to procedure XVI.
 
XVI.  Save Changed Purchase Requisition.

SCREEN:  Create Purchase Requisition

            1.  Click <Save>.
 
DIALOG BOX:  Update date recorded in Funds Management

            2.  Enter FM Posting Date.
            3.  Enter Period.
            4.  Enter Document Date.
            5.  Click <Enter>.
 
SCREEN:  Display Purchase Requisition and 42XXXXXXXX

 
Note:  When a changed purchase requisition is saved, the screen will change to "Display Purchase Requisition and 42XXXXXXXX" (displaying the changed purchase requisition in display mode) and a message will appear in the bottom left hand corner stating "Purchase requisition 42XXXXXXXX changed."

 
XVII.  Initializing Release Process after PR Rejection.

SCREEN:  SAP Easy Access

            1.  Use Menu Path:
      Logistics
      Materials Management
      Purchasing
      Purchase Requisition
      Change
or use transaction code ME52N.
 

Note:  Once a purchase requisition is rejected, the Requisitioner field will need to be updated in order to re-start the approval process.

 

SCREEN:  Change Purchase Requisition 42XXXXXXXX

            2.  Enter Reset in the Requisitioner field. (Item Overview)
            3.  Click <Save>.
 
DIALOG BOX:  Update date recorded in Funds Management, if applicable.
            4.  Enter FM Posting Date.
            5.  Enter Period.
            6.  Enter Document Date.
            7.  Click <Enter>.
            8.  Click <Save>.
 
DIALOG BOX:  Save Document

            9.  Click <Save>.
 
Note:  Once the Requisitioner field has been updated, there is a need to re-enter the original office code of the Requisitioner.

 

SCREEN:  Change Purchase Requisition 42XXXXXXXX

        10.  Click <Display/Change>.
        11.  Enter Requisitioner. (Original office code)
        12.  Click <Save>.
 
After the SAP R/3 session:

Within SAP, upon save, the purchase requisition is automatically forwarded for approval through workflow release strategy.
