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INTRODUCTION

IFMP – Integrated Financial Management Program (http://ifmp.nasa.gov/)

The Integrated Financial Management Program (IFMP) is an agency-wide effort to modernize NASA’s financial and administrative systems and processes. IFMP is implementing a series of new enterprise software systems and business processes in the form of module projects that will help improve employee productivity and operations efficiency, and also increase NASA’s fiscal and management accountability by delivering more reliable information.
Core Financial: Core Financial is the IFMP backbone providing management and technical leadership for Agency wide implementation of standard systems and processes necessary to support NASA's financial management activities. Other IFM Program projects will be integrated/interfaced with Core Financial, where applicable. The Core Financial Project scope includes: standard general ledger; accounts receivable; accounts payable; budget execution; purchasing; cost management; and general system management. Core Financial allows NASA staff to provide timely, consistent, and reliable information for management decisions and provide an accounting and budgeting structure to enable full-cost management. 
With implementation of the Core Financial software and business processes, NASA will have the backbone for its first fully integrated financial management system. This will give the Agency timelier, more consistent and reliable information for management decisions. It will also have improved accountability to enable full-cost accounting. The Core Financial Project and its use of SAP will also help NASA achieve efficiencies and operate more effectively, thereby improving its information exchange with customers and stakeholders.

SAP (Systeme, Anwendungen, Produkte or Systems, Applications and Products)

Founded in 1972, SAP is the recognized leader in providing collaborative business solutions for all types of industries and for every major market.

Headquartered in Walldorf, Germany, SAP is the world's largest inter-enterprise software company, and the world's third-largest independent software supplier overall. SAP employs over 28,900 people in more than 50 countries, with 12 Million Users, 64,500 Installations, 1,500 Partners and 23 Industry Solutions. 


SUMMARY

What is Purchase Requisition?

Is the procedural method by which departments may request the purchase of goods and / or services, which require processing by Procurement Services, usually because of the dollar value, the nature of the purchase, or the type of goods and services
· Purchase Requisition identifies a Specific Need for Services or Supplies
· Purchase Requisition identifies Source of Funding

· Funds are committed upon saving purchase requisition in SAP.  However, the funds cannot be obligated without approval (i.e. releasing the PR)
About Requisitioner and Requisition Approver Roles…

· Requisitioner can create, cancel and print purchase requisitions
· Requisitioner can attach supporting documents along with the purchase requisitions
· Requisitioner can track the status of their purchase requisitions and subsequent resulting documents from initiation of the request through receipt of delivery and payment
· Requisition Approvers receive the newly created purchase requisition, along with its attachments, reviews it and either approves or rejects it.

· Once the appropriate personnel approve the purchase requisition, funds are committed. 

SAP R/3 module consists of many components; some of them are following:

FI – Financial Accounting

FM – Funds Management

PS – Project Systems

CO – Controlling

SD – Sales Distribution

MM – Materials Management

The Purchase Requisition functionality resides in Materials Management (MM)

LOGON SAP

With a valid user ID and password, user can access SAP via desktop gui [image: image1.png]


or IE (https://access.ifmp.nasa.gov/pc/default.html)

a) Logging on SAP (SAPgui)

	· Double click the SAP logon icon located on the desktop [image: image2.png]



· Double click the desired Description to select the appropriate server.

· Type the Client number in the Client field (should be defaulted).

· Type the User ID in the User field (this field is not case sensitive)
· Type the Password in the Password field (this field is case sensitive)
· Type EN in the Language field, ENTER (this is not a required field)
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b) Logging on SAP (Web Based Access - Internet Explorer) 

 

Make sure that Internet Explorer (IE) Ver. 6 is installed on your PC.  To download IE Ver. 6, contact your local Help Desk. Click on the SAP R/3 and enter the user ID and password

 

Launch IE and go to: https://access.ifmp.nasa.gov/pc/default.html.
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	Click on the SAP R/3 link.

 

Client

Enter "600" if it's not already there.

 

Login

Enter your unique ID.  This field is not case-sensitive.

 

Password

Enter the password, this field is case sensitive 


CREATING PURCHASE REQUISITION

For references, also see the OLQR: http://olqr-cf.ifmp.nasa.gov
From SAP menu:


(Click on Logistics



( Click on Materials Management




( Click on Purchasing





( Click on Purchase Requisition






(Click on ME51N - Create 
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OR

Enter ME51N in the transaction code field, then click on the green check mark or hit enter
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Blank PR

Details: 
In order to complete a PR, there are 3 sections need to be filled out; 

1) Header Text

2) Item Overview

3) Item Details

Blank PR Illustration:
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Header Text:

Details: 
Select Order Type (this document is based upon NASA PR) from the drop down list menu.

Text Tab – Header notes. The header note text tab is the only area in which you are providing the Contracting Officer the information he/she needs to successfully place your funds on the NASA contract. 

Although you can have as many as lines on the header, but only the first 4 lines of this data is printed on the PR. 

Sample 1:
Incremental funding for task order that exists: Incremental funding for Task Order “XXXXX” for the “XYZ” Project (Name of Effort).  This increment of funds brings the total 2004 UPN XXX-XX funding provided to date to “$XXXX.XX” on Task Order “XXXX”.   The anticipated exhaustion date of these funds is   “Date”.  

NASA POC:  Name of NASA Program Manager or Executive with Phone Number

NASA Program Analyst:  Name and Phone Number

The underlined language is REQUIRED in the header note text tab.  If the NASA contract specialist has a question, he/she needs to call the NASA program contact for help, not the contractor.

Important: DO NOT SENT AWARD FEE on a PR incrementally funding a task order.  

Sample 2:
Initial funding for a new effort.  (Task order does not exist yet)

Initial Funding for Task Plan “XX-XXXXX” for the “XYZ” Project (Name of Effort) this is a new effort.   The anticipated exhaustion date of these funds is   “Date”.  

NASA POC:  Name of NASA Program Manager or Executive with Phone Number

NASA Program Analyst:  Name and Phone Number

Note that Task Plan is another term for proposal.  It is used as the statement of work (SOW) on the NASA task order.  

Any additional information you want to convey to the contract specialist on this new effort can be conveyed via e-mail or as an attachment to the PR.

Sample 3: 
Award Fee: Award Fee funds must be on separate PRs from the task order funding.

Award fee funds are provided on UPN “XXX-XX” from “Enterprise or Center Name” this brings the amount provided to NMO for award fee in “PY” to $xxx.xx

NASA Program Analyst:  Name and Phone Number

Item Overview:

Details: 
The Item Overview section is filled with data fields that need to be filled out correctly or the PR will not make it through the SAP system successfully.  In other words, the Regional Finance Office (RFO) or the NMO will reject the PR if the data isn’t correct.   

Illustration:
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Field Details:

St - (Status): 

Details: 
When creating a PR, leave this field blank. 

Required: 
No

Item:

Details:
If it is the first line, recommend to enter a “1”.  This section has the procurement lines on it, which correlate to the accounting lines in the third tab, Item.  The data in this tab will be carried into the purchase order as a new procurement lines on the purchase order, hence the need for accurate information.  You must enter a number here- if you are only sending funds on one UPN – this needs to be a “1”.

Required: 
Yes

A – Account Assignment Category: 

Details: 
There are 16 possible options in this category (see the illustration). User needs to use the drop down list menu to choose the appropriate Account Assignment Category.

Required:
Yes

Example:
Majority NMO PRs are funding a task order on the Caltech contract and 99.9% of them are related to program or project, so ‘P’ is normally the correct choice.

Illustration:
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I – Item Category: 

Details: 
There are 6 possible options in this category (see the illustration). User needs to use the drop down list menu to choose the appropriate Item Category.

Required:
Yes

Example:
The contract with Caltech is considered a services contract so the only answer is “D”.

Illustration:
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Matl group – Material Group:

Details:
There are 125 possible options in this category (see the illustration). User needs to use the drop down list menu to choose the appropriate Material Group. This is an important field to someone – probably used for reporting for either accounting or procurement, but this field is a difficult one for budget types.  

Required:
Yes

Illustration:
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Short Text: 

Details: 
This data displays in PR searches.  Prefer the UPN Number followed by a comma and then shorthand UPN title. 

Required: 
Yes

Quantity – Quantity requested:  

Details: 
For services, the REQUIRED answer is “1”.  

Required: 
If the Item Category is for D (Services), YES

Unit - Unit of measure:

Details: 
There are 269 possible options in this category (see the illustration). User needs to use the drop down list menu to choose the appropriate Unit of measure. 

Required:
Yes

Illustration:
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C – Delivery Date Category:

Details:
There are 4 possible options in this category (see the illustration). The common format is ‘D’ (Day format)

Illustration:
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Delivery Date:

Details: 
User needs to use the drop down list (calendar) to choose the appropriate Delivery Date.  This field is supposed to contain the date that on a normal purchase order you need to have the goods in hand at NASA.  

Required: 
Yes

Illustration:
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Agreement – Outline Agreement: 

Details: 
This is the contract number that NASA has with the vendors.  The contract is an Outline Agreement in SAP.  The Outline Agreement has procurement lines on it.

Required: 
If funds to a task order, the REQUIRED answer is “Yes”.  If funds for Material Group “M”, the REQUIRED answer is  “No”

Item - Princ. Agreement Item:  

Details:
???

Required: 
No

Created by:

Details: 
This is a system-generated field, users ID automatically populates

Required: 
Yes, System generated

Requisner – Requisitioner:

Details: 
This field invokes the release strategy (PR Signature cycle) for the appropriate code.  The requisitioner code has to be valid, and the letters have to be in CAPS. 

Required: 
Yes

Tracking – Requisition Tracking Number: 

Details: 
This is not a required field and can be left blank.  Suggest putting in the UPN number - supposedly you would then be able to pull up all of the PRs for that particular UPN.  

Required: 
No

Plant:

Details: 
User needs to use the drop down list menu to choose the appropriate plant.

Required: 
Yes

Illustration:
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Stor.loc. - Storage Location:

Details: 
User needs to use the drop down list menu to choose the appropriate storage location.

Required: 
Yes (HQ or NMO)

Illustration:
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Purchasing org. – Purchasing Organization:

Details: 
User needs to use the drop down list menu to choose the appropriate Purchasing Organization.

Required: 
Yes


Illustration:
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PGR - Purchasing Group: 

Details: 
This is the shorthand text used to stand for the Contract Specialist for a particular task order.  User needs to select the appropriate Purchasing group from the drop down list menu.

Required: 
Yes

Illustration:
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Estimated Total Value:

Details: 
This is a system-generated field (automatic population)

Required: 
Yes (system generated)

Item Details:

Details: 
After the completion of Item overview section, expand the Item Details and for service line items with single or multiple account assignments, click <Services> tab
Illustration:
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Services:

Detail: 
For service line items with single or multiple account assignments, click <Services> tab.  The <Services> tab should also be used for line items with account assignment category U.  
Fields:
The following fields need to be filled out.  



Line: 


System generated field



D:


Deletion indicator, no entry needed



Service Number:
???



Short Text:

Short text message



Quantity:

Enter the committed dollars for this line 


Unit of measure:
Select from the drop down list menu



Gross Price: 

Always 1.00

Cost Center: 
Select the appropriate code from the drop down list menu

Order: 
Select the appropriate code from the drop down list menu

WBS element: 
Select the appropriate code from the drop down list menu


Note: The Qty field should be populated with .01 and the net price should be $1.00, in other words, dollarize the quantity on the services tab by entering only dollars in the Qty field and entering gross Price of $1.00.
Illustration:
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Valuation:

Detail: 
Commitment amount will be entered in this field. 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.
Fields:

The following fields need to be filled out.  

Valuation price: 
Enter the commitment amount

Job:


Always ‘1’

Total value:

Calculated system generated field

Illustration:
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NASA Data:

Detail: 
Estimated price per unit will be entered in this field. For U account assignment, it is necessary to enter .01 on this tab.

Fields:

The following fields need to be filled out.  

Estimated Price: 

Enter the commitment amount

Job:



Always ‘1’

Est. Total value:

Calculated system generated field



Total Est. Requisition Amt.:
Calculated system generated field

Illustration:
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Account Assignment:

Detail: 
Most fields in Account assignment tab are system generated. For services, the distribution indicator will be defaulted to distribution by percentage; however, distribution can still be entered either by quantity or by percent. 
For supplies, 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
Fields:
The following fields need to be filled out.  

Cost Center: 

Enter the cost center from the drop down list menu

Order:
Enter the order number from the drop down list menu

WBS element:
Enter the WBS element from the drop down list menu (only for Project account assignment)

Earmarked funds:
Enter the Earmarked funds from the drop down list menu (only for reimbursable account assignment)



Fund:


Enter the Fund from the drop down list menu

Illustration:
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Save Purchase Requisition:

Detail: 

Click on the scale icon 



An error message will be issued if there are any.

Open Header tab to verify Release Strategy (see the illustration) tab populated next to the Texts tab. 

Illustration:
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Click on the Save icon  

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.
System generated Purchase Requisition number will appear at the bottom of the screen. Record the PR number immediately. 

LOG OFF SAP 

Select System>Log off from the menu bar or click the close button 
[image: image25.png]


.  If data is not saved before attempting to log off SAP, a window appears:

 

Click Yes to log off of SAP.

Click No to return to SAP and save the data.

Illustration:
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TIPS FOR HQ PURCHASE REQUISITIONS


General Section

· End Users should setup defaults (Personal Setting).  These entries will be used in the Item Overview section and can be overwritten for those entries that are different from the defaults.  

· The majority of PR’s are NASA PR.  Make sure that the appropriate selection has been selected in the Document Type, before saving the PR.

· If entering a multiple line PR, complete the Item Overview and Item Detail for each line before starting on a new line entry. (25 lines are maximum)

· Multiple line PR’s, must have the same Requisitioner (i.e. AAA00) / Release Strategy
· DO NOT makes entries in dithered (grey fields).  NOR, can you change a dithered field.

· Printing of a PR can be thru ZMM_PR (individual) or ME5A (list).

· You should only makes changes to a PR as long as the Status Tab in Item Detail does not have a PO attached to it.

· There are differences between the software functionality with SAP GUI and IE. 

· Changes in the Number of Hits can only occur with the SAP GUI product.

Header Section

· When entering data in the Header Section of the PR, do not leave a blank link.  The print program ZMM_PR will only print the first 4 lines of the header.  The first line could be a summary of the entire PR.

· After balancing the PR (by clicking on the scales), and before you save the PR, make sure there is a valid Release Strategy.  The Requisitioner field comprises release Strategy (ie.  AAA00)

· Requisitions should have as much data as procurement would see in Block 13 of the old PR.

Item Overview

· Do not make an entry in the Item of Requisition field.  This will automatically be filled in during the other entries in the line.

· Most PR’s will require the following entries:  Account Assignment Category, Item Category, Material Group, Short Text, Requisitioner, Plant, Storage Location, Purchasing Organization, and Purchasing Group.

· Many of these can be defaults (Personal Setting).

· Purchasing Organization is not an option when selecting your defaults for (Personal Setting).

· Requisitioner and UOM fields must be all CAPS.

· DO NOT enter data in the AGREEMENT unless BOA, IDIQ, BPA.  You may have to delete the entire PR.  The data does not clear out of the field correctly.  Contract numbers should be included in the HEADER!!!

· Purchasing Group is the procurement individual at Goddard associated with the Release Strategy.

· If a PR was cancelled, user makes the corrections.  In order to reactive the PR, user can put RESET in the Requisitioner field.  Save it and then change it back to the original office code for the release strategy.  See OLQR.

Item Detail

· Most of the time, Services Tab should be left blank.

· The dollar amount in the Overall Limit and Expected Value in the Limits tab should equal.

· In the Limits Tab, click on the Green Box with the Yellow Arrow to proceed to the Account Assignment Tab.  After completing the entry of data in the Account Assignment Tab, click on the green M&M with the check mark and then the green M&M with the arrow pointing to the left to return to the item detail tabs.

· When entering monies in the Item Detail tabs (Limits/Valuation/NASA Data), you can use decimals but no commas and no dollar signs.

· The Contact Tab announces WHO created the PR.  If you want to find out if a PO has been cut, use the STATUS tab.

TYPES OF QUESTIONS ANSWERABLE IN SAP/BW
	No.
	Question
	R/3 Report(s)
	BW Report(s)

	1. 
	What PRs have expiring funds on them?
	
	PRRPT27 (PR)

	2. 
	How many PRs have been in the Procurement Office for over 30 days with no activity?
	Zmm_pr_analysis
	PRRPT30 (PR Age)

	3. 
	How much time did the awarding of a certain PR take?
	Zmm_pr_analysis

Zmm_pur_workflow
	

	4. 
	How do I find bankcard purchases (PRs and POs) 
 in SAP or BW?
	Zmm_pr_analysis

Zmm_pur_award
	PRRPT30 (FY Amounts)

PRRPT29 (FY)

	5. 
	How many 8(a) awards have been made in a given month, quarter, fiscal year by center?
	Zmm_pur_award

Zmm_pur_val

Zmm_pur_docstat 

PPC – PF and PS
	PRRPT9* 

(PPC= PF, PS)

	5A.
	What was the dollar value for the 8(a) awards made in a given period?
	Zmm_pur_award

Zmm_pur_val
	PRRPT7 (FP)

	5B.
	What type of contracts was awarded?
	Zmm_pur_award
	PRRPT7 (FP)

	6. 
	How many awards and what is the dollar value of the awards made to small businesses?
	Zmm_pur_award

PPC – F*, G*, H*, I*, K*, N*
	PRRPT7(Amounts), PRRPT9(Counts)

	7. 
	How many non-competitive awards were made in a given period and to what type of contractor?
	Zmm_pur_award

PPC – D*, E*, I*, M*, N*, P*, S*, W*, Y*, Z*
	 EIS 8.48

	8. 
	How many open contracts/POs does a center have with Boeing Aerospace?
	Zmm_pur_award

Zmm_pur_vendor_list

Zmm_pur_val*

Vendor name – *BOEING*
	EIS 7.40 

	9. 
	How many Award Fee contracts are open?
	Zmm_pur_val

Zmm_pur_award*
	 EIS 8.48

	10. 
	Which POs have cancelled funds on them?
	
	PRRPT27 (PO)

	11. 
	How many task/delivery orders have been issued against a specific contract and what is the dollar value of those task/delivery orders? 
	Zmm_pur_award*

Zmm_pur_docstat

Doc types – YC and YD
	EIS 8.48

EIS 18.11

	12. 
	What GSA contracts have we issued task/delivery orders against?
	Zmm_pur_award*

Zmm_pur_docstat

Doc type - YD

Your Reference – GS*
	EIS 8.48

	13. 
	What contracts have expired POPs and what is unliquidated obligation value?
	Zmm_pur_award with 

MB5S
	PRRPT24

	14. 
	How many contracts/POs have cited Columbia Disaster funding (72-371 and 72-372) and what are the contract/PO numbers? 
	ME2J

WBS – *-371* and *–372*
	BERPT2*

	15. 
	How do I find the COTR on a Contract?  
	Go to ME23N or ME33K and retrieve applicable document.  Select the Texts tab. Select Header Note.  The COTR name and phone number should be recorded as the first 60 characters.
	PRRPT29 

Use Goto for PO Mand

Add PO Hdr Note

	16. 
	How can I find what items are in my team lead’s inbox awaiting approval?
	SWI5*

Type – US

ID – Last name of team lead
	

	17. 
	What awards have been made to foreign vendors?
	Zmm_pur_vendor_list

Country – Exclude US
	PRRPT9

PPC – V*, X*, Y*, Z*

	18. 
	What is the obligation/cost/disbursement on Contract NAS1510000?
	MB5S
	PRRPT29*

EIS 5.17

	19. 
	What are the obligations/costs/ disbursements across the Agency for NAS8-01098, NAS8-01099, and NAS8-01100?  Broken down by Center?
	MB5S
	PRRPT29*


Note:  * by the report name indicates easiest/best solution based on CC assessment.

Order Type Options
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