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VENDOR LOOKUP FOR PURCHASE REQUISITION
Purchasing Transaction - ZMO08

This transaction will help you find the correct purchasing vendor number to create a
purchase requisition.

A purchasing vendor # HAS TO BE PARTNERED with a Slippery Rock University accounts payable
vendor to create a purchase requisition correctly.

Purchasing Transaction ZM08

Double Click Transaction Code: ZMO08 — Vendor List by University

SAP Easy Access
BE| S| EE|2

= &Y Favorites
b (3 BCS- Budget
' (J LIST DISPLAYS
< &3 PURCHASE REQUISITIONS
Bel MES1M- PR Create
[ MEAZM- PR Change
[l MES3N - PR Display
Be] Zm08 - Vendor Lisi by Universiy
[#] MK03 - Display PURCH Vendor
[ MES4 - Release Furchase Requisition
I (J PURCHASE ORDERS
I [CJVENDOR
I (J FUND RESERVATIONE
b (J REFORTS
I (J STORES RESERYATIONS
b (O PAYROLL
= &Y GAP menu
(3 D Office
I 3 Cross-Application Componants
b (7 Logistics
[ 3 Accounting
b (J Human Resources
[ (3 Information Systams
b 3 Tools
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VENDOR LOOKUP FOR PURCHASE REQUISITION
Purchasing Transaction - ZM08

The screen below appears.
On this screen type in the following areas:
Plant 70

(By placing 70 in the plant this will allow only Slippery Rock University vendors that are partnered
and ready to use to create a requisition to appear in the list).

Name of Vendor Type a portion of the vendor name you are looking for within * *,
(example) *Grafix* just a portion of name works best.

Postal Code To narrow the search you can type the postal code if you know it.

Then Click on “the clock icon” — to execute the list.

gl el Bie@e DHE ODON AR @B
Vendor Cross-reference List by University

Selection Parameters

PURC Flagged for Delete jul
PURC Blocked o
Purchase Crganization jul

FURC Vendaor Nurmber to =
Flant ] to =
FURC Vendar Narme *arafixt to =
FURC City to =
FURC State to =
PURC Fostal Code 16057] to =
Minarity Indicator o =
APAY Vendor Number to =

=)

=)

=)

Address Option
® PURC Address
(O APAY Address
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VENDOR LOOKUP FOR PURCHASE REQUISITION
Purchasing Transaction - ZM08

The following screen shows all the vendors in the Slippery Rock University vendor list that are
possible partnered vendors that you are searching for to create your requisition.

You need to choose the correct purchasing vendor by confirming address, phone, etc. The vendor #
that starts with 10 is the purchasing vendor that you need to have when you create your

requisition.

Suggestion: Write down for when you reach that point in your requisition creation.

List Edit Goio m  Help

TH eae DHE Dnon @ @

Vendor Cross-reference List by University
&Y F @ ST e |

vendar | Plant AP Vendor Minarity Ind.| Pur Name Fur Name 2{Fur Street Fur City Fur State{Pur Zip| Pur Fhone  |Pur Fax Tax Code 2[VWithholding Tax|Pur Pt Terms| Purch Org. Pre A/C No.|Purch Block| Deletion In [
1020743|70 |2034999 |MJR GRAFIX BUSINESS SOLUTIONS 1451 STAFF RD | SLIPPERY ROGK |PA 1B05T |724-794-6700 |724-794-6701 0008 LOCL GRRES00

1020791(70 |2034998 |WBE ZZ_DNU_GRAFIX BOXTTT SLIPPERY ROCK|PA 16057 | 724-794-6857 0oos LOCL GRAF550

1030791|70 2034899 |MIR Z7_DNU_GRAFIX BOXTTT SLIPPERY ROCK|PA 1B05T | 724-794-6857 0005 LocL GRRESON

] 1[«][+]

[ d 7

You can use the green or yellow arrows to return to the Easy Access screen to Create your requisition.

NOTE: If you choose to see all the Slippery Rock University partnered vendors — only put the 70 in the
plant and execute the transaction. You will then see the complete listing for Slippery Rock University
partnered vendors.
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DISPLAY VENDOR INFORMATION
Purchasing Transaction - MK03

Choose TRANSACTION CODE - MKO03 DISPLAY VENDOR from your SAP Easy Access Screen

Access In Favorites — quickest & easiest way OR Type MKO3 in white box in toolbar at top of screen and enter
SCREEN WILL APPEAR CALLED: DISPLAY VENDOR: INITIAL SCREEN

VENDOR: BLANK (leave blank)
PURCH ORG: LOCL (type)

CLICK THE BOXES IN THE GENERAL DATA & PURCHASING ORGANIZATIONS SECTIONS.
(this lets you see each screen of information about the vendor)

GO BACK TO VENDOR box (first line on screen).
PLACE CURSOR in vendor box then CLICK ON ICON at end of box.

g aaEeaeIDHE anLnIRE B
Display Vendor: Initial Screen

=
PurchasingOrganization  LOCL.

[v] Address
[v] Contral
[v] Payment transactions

[v] Purchasing data
[v] Partner functions
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DISPLAY VENDOR INFORMATION
Purchasing Transaction - MKO03

NEW SCREEN
SEARCH FOR VENDOR - QUICKEST WAY
Go to: VENDORS: PURCHASING tab
Then to: NAME (Type vendor name* or portion of name)
(example — STAP* for Staples)
Then: ENTER or (click on the GREEN CHECK MARK)

Wendor Account Mumber (13 32 Entries found
// Yendors by Class " endars: Purchasing k Yendars by Material l“ E m
Search term
Faostal Cade
City
Nare [l stap
Yendor
Purch. Organization =| LocL

Subzeq. zettiement

I axirnurn Mo, of Hits 500
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DISPLAY VENDOR INFORMATION
Purchasing Transaction - MKO03

NEW SCREEN -  LIST OF VENDORS IN YOUR SEARCH

CHOOSE VENDOR FROM SEARCH LIST NOTE - Purchasing vendors begin with a “1” (ALWAYS CHOOSE)

Accounts Payable vendors begin with a “2” (APAY ONLY)

_ // Yendors by Class / Wendors: Purchasing L Wendors by Material DD.
5

P EEEEE

Searchler...”[PostalCode [City [Name 1 \Vendor [POrg [Suset
STAPLES 15012 BELLE VERMOR STAPLES 1022293 LOCL 1
STAPLES 15401 UMIOMTOWR STAPLES 1025124 LOGL |
STAFLES 14701 INDIAMNA STAPLES, INC. 1055119 LOCL m|
STAPLES 16214 CLARION STAPLES 1012087 LOCL |
STAFLES 16319 CRANMBERRY STAFLES, THE OFFICE SUPER 1014713 LOCL m|
STAPLES 17201-8677 CHAMBERSBURG ~ STAPLES CONTRACT & COMMER 1076173 LOCL |
STAPLES 17411 CLARK SUMMIT STAPLES 1021130 LOCL |
STAPLES 18052 ALLENTOWYMN STAPLES 1012086 LOCL |
STAPLES 19014-3196 ASTON STAPLES TECHMOLOGY SOLUT 1002989 LOCL |
STAFLES 19335 DOWVNINGTOWN STAFLES 1052626 LOCL m|
STAPLES 19380 WEST GOSHEN STAPLES 1017488 LOCL |
STAFLES 88901-6721 THE LAKES STAFLES BUSINESS ADVANTAG 1030943 LOCL m|
STAPLES BU 13850 VESTAL STAPLES BUSINESS ADVANTAG 1026751 LOCL |
STAPLES BU 17070 MEW CUMBERLAND STAPLES BUSINESS ADVANTAG 1012088 LOCL |
STAPLES BU 19154-3885 PHILADELPHIA STAPLES BUSINESS ADVANTAG 10120890 LOCL |
STAPLES BU 19164-3885 PHILADELPHIA STAPLES BUSINESE ADVANTAG 1012081 LOCL |
STAFLES CR 50368 DES MOINES STAFLES CREDIT FLAN 1012093 LOCL m|
STAPLES CR 60368-3020 DES MOINES STAPLES CREDIT FLAN 1012092 LOCL |
STAFLESIM 13840 VESTAL STAFPLES INC 1027967 LOCL m|
STAPLESIN 17201 CHAMBERSBURG ~ STAPLES INC 1012094 LOCL |
STAPLESIN 41042 FLOREMNCE STAPLES INC 1081342 LOCL |
STAPLES PR 51041-0147 ORAMNGE CITY STAPLES PROMOTIONAL PRODU 1070961 LOCL |
STAPLESTE 01702 FRAMINGHAM STAPLES TECHMOLOGY SOLUTI 1073017 LOCL |
STAFLESTE 15205 PITTSBURGH STAPLES TECHNOLOGY SOLUTI 1002971 LOCL m|
STAPLES, 01702 FRAMINGHAM STAPLES, INC 10581261 LOCL |
STAPLES, 75248 DALLAS STAPLES, INC 1051259 LOCL m|
STAPLES, | 17701 WILLIAMSPORT STAPLES, INC 1012096 LOCL |
STAPLES, | 19608 READING STAPLES, INC. 1012087 LOCL |
STAPLES, |  84130-0298 SALT LAKE STAPLES, INC. 1030582 LOCL |
STAPLESIM 01701 FARMINGHAM STAPLES, INC. 1012095 LOGL |
STAPLEY, L 19335 DOWVNINGTOWN STAFLEY, LISA 1059451 LOCL m|
SUZANME ST 18448 MIGHOLSON STAPLES, SUZANNE 1078593 LOCL |
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DISPLAY VENDOR INFORMATION
Purchasing Transaction - MK03

Check the list of vendors for the correct address that you need to complete your requisition. DOUBLE CLICK on the desired
line. This automatically returns you to the original screen and places the VENDOR NUMBER you chose in the VENDOR FIELD.
Note: WRITE DOWN THE VENDOR NUMBER - to use when creating purchase requisition. *You can also add the vendor
number to your personal list — see other page of instructions on how to create a personal vendor list.

g|  ndHeee CHl nooo AN @B

Display Vendor: Initial Screen

fmmgaz [a
PurthasingOrganizaion  LOCL

[v] Payment transactions

[v] Purchasing data
[¥] Partner functions

PRESS ENTER (Page through the vendor information by PRESSING ENTER).

This will let you view vendor information — address, purchasing data, and partner functions.
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DISPLAY VENDOR INFORMATION
Purchasing Transaction - MK03

When you arrive on the partner’s function screen — click on the ALTERNATIVE DATA button.

g| 30l ece CHE anon HE @R
Display Vendor: Partner functions
|& Alternative data HEI Partner address |

foaass [
Furshasing Org.  LOCL

4

[2]
E =1
iDDDDDDDDDDDDDDDDDDDDDDDD 3
=]
=]
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DISPLAY VENDOR INFORMATION
Purchasing Transaction - MKO03

A screen will open to tell you what accounts payable vendors are partnered with the purchasing vendor you are displaying.
Slippery Rock University must appear in the screen with an “X” in partner column showing that Slippery Rock accounts payable
vendor is partnered with the purchasing vendor you are displaying. (If Slippery Rock University is partnered then you have
found a correct vendor number to use to create your requisition). (If Slippery Rock University is not partnered — then you
should not use the purchasing vendor you have chosen. BUT in your purchase requisition header — you should give the
purchasing office the purchasing vendor number that begins with 1____ and ask them to partner for SRU).

G|  aaEe@@ DHE OHhon FAR QB
Display Vendor: Different data
Purchasing ‘ Parners HA‘?. Pur. uuemew‘

1030943 [a)
Furshasing Org.  LOCL

Altemative Data

Plant
=
S1ippery Rock University

Purc Pariner

[+]0] e < E

I — s 1]

FPage 1 From1

Press the Green Back arrow button (to go back to partner function screen and Press Enter).

After paging through all screens for your chosen vendor, a POP UP SCREEN will appear asking, “Would you like to exit the
display of this vendor?”

CLICK -YES toreturn to the DISPLAY VENDOR: INITIAL SCREEN.
TO SEARCH FOR ANOTHER VENDOR (follow directions again) or EXIT.

TO EXIT VENDOR DISPLAY MODE (MKO03 TRANSACTION)

At the top toolbar of screen, CLICK on the GREEN ARROW BUTTON TO RETURN TO
SAP MENU SCREEN.
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PERSONAL VENDOR LIST CREATION
(MKO03 Display Vendor)

A Personal Vendor List can be created to help expedite the desired vendor choice in your purchase
requisition. (A list of frequently used partnered vendors for Slippery Rock University is attached for
your use).

Use your instructions for Display Vendor Information. Once you reach Page 3 - this screen will show you
the list of the specific vendor that you are searching for. Once you have found the vendor that has the
correct address information and is partnered for SRU on this list you can add it to your personal list —
click once on the vendor name line (it will become highlighted), then go to the row of icons and click
once on the icon that is a square with a plus sign and starburst on it. This will automatically put the
chosen vendor in a personal list for you. To exit this screen - click on the X at the right hand corner of
the vendor list display screen you are in.

The next time you choose to search for a vendor the screen below will appear (Personal Value List).

ount Murmhber (1] Walue Lis dor 1t MU 43 Entries found
“Wendors [General] L “endaors by Country/Company Code k Wendors by Company... I “ E m
|,_= v
v | B | |68 SRS
SearchTerm “|PostalCode |City |Name 1 |Ven(lor |
15221 FITTSBURGH ALLIED ELECTROMICS 1054888 [+]
16801 DLIBOIS BDI 1071141 Iz‘
27185 BURLIMNGTOM CAROLIMA BIOLOGICAL SUPPL 1002096 ]
48106-2750 ANM ARBOR ARBOR SCIENTIFIC 1000869
G0197-4471 CAROL STREAM PURCHASING AMAZON 1073424
29048 PAHRUMP TYNER ING 1077389
92126 SAN DIEGO GEMESEE SCIEMTIFIC CORPOR 1072145
945471801 HERCULES BIO-RAD LABORATORIES INC 1001463
APPLE COMP 78754 ALISTIM APPLE COMPUTER 1028411
BAKER &TA 30384 ATLAMTA BAKER & TAYLOR 1057799
BaLIMAR OFF 15010 BEAVER FALLS BALIMAN OFFICE EQUIPMEMT | 1028470
BUTLER EAG 16001 BUTLER BUTLER EAGLE 1001864
CAMPBELLB 16057-0340 SLIPPERY ROCK CAMPBELL BUS LINES 1032347
COW GOVERM BOO0E1 YERMOM HILLS COW GOVERMMENT 1002185
COLLEGE BO  20190-5662 RESTON COLLEGE BOARD 1047094
COLT PLUMB  170480-8957 MECHAMICSBURG  COLT PLUMBING COMPARNY, IN 1002679
0.J. HESS 148108 CORAQPOLIE D.J. HESS ADVERTISING 1029814
DELL MARKE TEESZ ROUND ROCK DELL MARKETIMNG LP 1003502
DELUCCAGL 16057 SLIFFERY ROCK DELUCCA GLASS CONTRACTING 1030732
DERIMG 8IG 15214 FITTSBURGH DERING SIGN COMPANY 1031413
DoBIL 16223 FITTSBURGH DOBIL LABORATORIES, IMNC. 1014395
EPLUSTECH 19464 POTTSTOYN EPLUS TECHMOLOGY OF PA 1004362
FEDERAL EX 15280-7461 PITTSBURGH FEDERAL EXFRESS CORP. 1030424
FISHER 5CI 15238 FITTSBURGH FISHER SCIEMTIFIC COMPANY 1048560
GAZETTEFPR 15701 IMDIAMA GAFETTE PRINTERS 1048642
GIAMNT EAGL 16057 SLIFFERY ROCK GIAMT EAGLE 1030755
GRAFIXBUS 16057 SLIFFERY ROCK GRAFIXBUSINESS SOLUTIONS 1030743
GRAIMGER | 15238-2997 PITTSBURGH GRAINGER ING 1013595
GRAYBAREL 15212 GRAYBAR ELECTRIC COMPANY, 1005286
E 01030784

r'rp vendor Account Mum. .. r Inb

So how do you search again for another vendor? Go to the bar above the row of icons where the
upside down triangle appears and click once on the triangle — the search screen will appear again.
Repeat the process to add other desired vendors to your personal list.
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Purchasing Vendors to Add to Personal Vendor List
These are frequently used partnered vendors for

Slippery Rock University.

1PostalCode |City . - - [Name 1 e e L e Vendor::
15221 PITTSBURGH ALLIED ELECTRONICS 1054888
15801 DUBOIS BDI 1071141
27215 BURLINGTON CAROQOLINA BIOLOGICAL SUPPL {1002096
48106-2750 |ANN ARBOR ARBOR SCIENTIFIC 1000869
60197-4471 |CAROL STREAM PURCHASING AMAZON 1079424
890485 PAHRUMP TYNER INC 1077389
92128 SAN DIEGO GENESEE SCIENTIFIC CORPOR [1072145
94547-1801 |HERCULES BIO-RAD LABORATORIES INC 1001463
78754 AUSTIN APPLE COMPUTER 1028411
30384 ATLANTA BAKER & TAYLOR 1057799
15010 BEAVER FALLS BAUMAN OFFICE EQUIPMENT |~ [1028470
16001 BUTLER BUTLER EAGLE 1001864
16057-0340 [SLIPPERY ROCK CAMPBELL BUS LINES 1032347
1|60061 VERNON HILLS CDW GOVERNMENT 1002185
20190-56662 |RESTON COLLEGE BOARD 1047094
17050-8957 |MECHANICSBURG |COLT PLUMBING COMPANY, IN 11002679
15108 CORAOQOPOLIS D.J. HESS ADVERTISING 1029814
78682 ROUND ROCK DELL MARKETING LP 1003502
16057 SLIPPERY ROCK DELUCCA GLASS CONTRACTING [1030732
15214 PITTSBURGH DERING SIGN COMPANY 1031413
15223 PITTSBURGH DOBIL LABORATORIES, INC. 1014395
19464 POTTSTOWN EPLUS TECHNOLOGY OF PA 1004362
15250-7461 [PITTSBURGH FEDERAL EXPRESS CORP, 1030424
15238 PITTSBURGH FISHER SCIENTIFIC COMPANY  [1048560
15701 INDIANA GAZETTE PRINTERS 1048642
16057 SLIPPERY ROCK GIANT EAGLE 1030755
16057 SLIPPERY ROCK GRAFIX BUSINESS SOLUTIONS [1030743
15238-2997 |PITTSBURGH GRAINGER INC 1013595
‘115212 PITTSBURGH GRAYBAR ELECTRIC COMPANY, [1005286°
| |16057 SLIPPERY ROCK GROSSMAN CONSTRUCTION C0Q.[1030784 |
80539 LOVELAND HACHCO - 1019563
16603 ALTOONA HITE COMPANY THE 1005762
44505 YOUNGSTOWN INNERSOURCE, INC 1031210
21279-0464 |BALTIMORE INVITROGEN CORP. 1028450
‘116512 ERIE JANITORS SUPPLY INC 1006466
44146-1341 |BEDFORD HEIGHTS|L & M TOOL & INDUSTRIAL 1029736
47909 LAYFAYETTE MODERN BIOLOGY INC. 1008575
97501 MEDFORD MUSICIAN'S FRIEND 1008748
94145-0800 |SAN FRANCISCO NEQOPOST INC 1055015
16066 CRANBERRY TWP |OFFICEMAX ENTERPRISE SOLU |1019297
95661-9011 |ROSEVILLE PASCO SCIENTIFIC 1009709
15147 VERONA PRINT & COPY CENTER 1030999
07006 WEST CALDWELL [RICOH AMERICAS CORPORATIO |1066143
16057 SLIPPERY ROCK THE ROCKET 1031300
16001 BUTLER SAM'S CLUB 1035785
16057 SLIPPERY ROCK SGA BOOKSTORE 1031306
88901-6721 |THE LAKES STAPLES BUSINESS ADVANTAG [1030943
14586 WEST HENRIETFA |WARD'S NATURAL SCIENCE ES [1052087
03229-0097 |CONTOOCOOK YBP LIBRARY SERVICES 1014034

Slippery Rock University — SAP Purchasing Instructions
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Slippery Roclk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

00852 605110 Postage Bulk mailing. Pre-sort postage. Internal postage chargebacks. Electronic address updates. All postage related expenses
(including Postage permit fees) except commercial carrier.
00852 605130 Freight/Shipping Commercial carrier ("freight out") services (i.e. UPS, FedEx). Freight/shipping charges attached to invoices for

equipment/supply delivery.

00748 607100 Advertising Public notices, regulatory notices (DEP).

00748 607120 Advertising-Personnel; Non Faculty Search fees and advertisements for non-faculty personnel and students (e.g., ad for student trustee).

00748 607130 Advertising-Personnel; Faculty Search fees and advertisements for faculty personnel.

00748 607200 Public Relations and Promotions This account is for advertising (billboards, posters, brochures, etc...) related to campus programs that are non-course
related; such as a Performing Arts event, a campus promotional program, camps (SEEK, Summer athletic camps, etc...),
Public Relation and Promotion Events (non-food related - use #665110 for food services) not related to Student Recruitment
(student related use #607210).

00748 & 607210 Advertising Student Recruitment This account is for advertising (billboards, news radio, TV commercials, etc.) with the purpose of attracting students to
00132 Slippery Rock University of PA. This includes general advertisements, advertising expenses associated with grant sponsored

programs, advertising for specific course-related programs (off-campus classes, summer school classes, nursing, computer
forensics, etc.), as well as Public Relation and Promotion Events (ex: banners for a SRU booth to recruit) related to Student
Recruitment (non-food related activity) - Please use #665110 for food related services .
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Slippery Roclk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

00116 608110 Subscriptions Subscriptions for periodicals (technical and scientific journals, magazines, newspapers, databases, etc.), either hard copies
or online.

00188 609100 Memberships & Dues Membership and/or dues paid to organizations and associations.

00908 610100 Printing & Duplicating Copies made at off-campus venues, as well as on-campus through the University Copy Center (Chargebacks).

Directional and/or informational signage used for rooms or events (non-contracted vendor).

00908 610130 Printing Services, Contracted Contracted off-campus printing services - brochures, The Rock Magazine, business cards, directional and/or informational
signage used for rooms or events.

00220 615100 General Travel All travel (lodging, meals, public transportation, etc.) and mileage expenses for non-university students/personnel -
speakers, performers, consultants, high school students on campus under award programs, travel related to contracted
services (when specifically broken out on contract), etc.

00220 615110 Training/Develop Travel Faculty and staff expenses relating to attending conferences/workshops/training, including conference/seminar registration
fees. Also includes reimbursement to employees for job skill related courses, credit or non-credit.

00220 & 615120 Administrative Travel All non-training related faculty, staff and COT travel. VISAs for faculty/staff travel abroad. All allowable moving expenses.
00868 All grant-related travel.
00220 615130 Teaching Travel Mileage to teach courses in other locations or supervise student teachers/interns.
00220 615170 Student Recruitment Travel Travel related to student recruitment, college fairs and registration fees.
00220 615175 Student Travel All University student travel expenses (buses, tickets, field trips, etc.).

Slippery Rock University — SAP Purchasing Instructions Page 14



Slippery Roclk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

00260

620110

Hardware Equipment Maintenance & Repair

Use this account for all system access and hardware repair and maintenance. Examples include HP Maintenance, Dell, EMC -
Clarion CX30, Juniper Support, Cisco Smartnet, APC Mainetnance, AT&T Wireless Maintenance, Tanberg Edge, Sophos
Digital, Oce Pringer, Convocation Encoder, Smart Classroom Maintenance, Mediasite, Touchnet, Blackboard, Camera
Maintenance, Door Lock Maintenance and Cisco (please note: invoices for these charges may need to be allocated between
Hardware and Software Maintenance). Not for use with maintenance agreements for desktop computers and laptops - use
630225.

00252

620200

Software

Software expenses such as PC and mainframe software, operating systems, and data base management systems.

00252

620230

Software License Fees

Software licensing fees. Phone Paging System and other actual licensing fees

00892 625310 Consulting Services Consulting services are professional services of an advisory nature or performance of a study which results in
recommendations for university consideration and decision-making - examples include services relating to strategic
planning, 49-2 Requirements and university branding project.

00916 625315 Architect, Study and Design Fees Architect, design and study fees.

00564 625330 Hazardous Waste Removal Hazardous waste.

00860 625335 Clinical Services Physician services. Athlete physicals. Medical testing and analysis (blood samples, flu shots...). Ambulance (paramedic)
services. Psychiatric or psychological consulting services.

00892 625399 Other Professional Services Use this account for all other professional services that are not specifically defined in other 625 accounts. Examples include
tutors, training fees, purchasing names for student recruitment searches, interpreters, photographers, writers, web
designers, and dual employment paid to other universities.

00196 625410 Honoraria - General An honorarium is a payment made in appreciation for a professional favor provided to the University by an individual who
cannot, or does not want to, charge for his/her special professional services. Use this account when the University
determines the amount to be paid to the individual (sometimes the individual may suggest an amount for reimbursement,
but does not have a specified rate). Different from Speaker Fees (see 625430).
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Slippery Roclk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

00196

625420

Stipends

Stipends are payments to non-campus personnel to defray expenses or encourage participation in research. Stipends are
generally associated with grants and payment is usually made to the project director and/or an appropriate responsible
individual, who is responsible to distribute the funds to the participants, who in turn, must sign a form verifying receipt and
specified dollar amount of receipt. Examples include payments to research subjects for participating in a study or funds
given to Upward Bound students to cover field trip expenses. This can also be used for scholastic awards for high school
students.

00204

625430

Speaker Fees

Speaker fees are payments in which the amount to be paid for a specific service is determined by the speaker. Speakers may
include subject-matter experts, guest authors, artists and performers. The speaker must provide an invoice as
documentation for payment of the fee. Note: associated travel, when broken out separately from the fee, should be
charged to General Travel (615100).

Loo.k at 630100 Maintenance and Repair Services Service./ Repair.calls t.hat are not part of a regular maintenance / repair contract. Examples include safety glass repair,
List typewriter repair service calls, etc...
Look at 630200 Contracted Services This account is to be used for contracted services for maintenance, repairs or personnel services that are not professional
List (see 625 above) or office equipment/hardware (620110), or software (620235) related. Included in this account are non-
Under capital construction contracts (general, plumbing, HVAC, electric), furniture and equipment installation services, asbestos
Services testing and removal, online survey creation and processing, 1098T processing, piano tuning, bacteria testing, Inservco
workman's comp fees, internet streaming, life drawing models, contracts for portable toilets and bus services for non-
university related personnel (camps, grants, etc.), vehicle inspections and maintenance contracts on equipment (police,
fitness, lab, media, food service, duplicating, etc..). Maintenance contracts from outside sources for building and grounds
related services: elevators, pest control, janitorial, air handling, window, carpet and duct cleaning service, security systems,
sprinkler inspections, fire alarms, fire extinguisher, etc. University approved tailoring.
00876 630225 Contracted Maint. - Office Equip Maintenance contracts on all office equipment - computers, copiers (including overages), printers, laptops, mailing
equipment, etc.
00892 630300 Athletic Related Services Athletic use only. Non-Contracted services related to athletics.
00892 630310 Game Support Personnel Athletic use only. Examples: ticket taker, scoreboard operator, ball boy, chain crew, etc...
00892 630315 Game Officials Athletic use only. Examples: Officials on field / court.
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Slippery Roclk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

00692 630320 Entry Fees Athletic use only. Examples: Entry Fees for sport tournaments.
00212 & 630325 Game Guaranties Athletic use only. Game guaranties - a set dollar amount from an agreement between SRU and opposing university
00236 & sporting team regarding an upcoming game. Dollar amount may be substituted with hotel stay / room expenses or food
00892 supplied to opposing team per guarantee agreement.

00644 & 650110 Rental/Operating Lease-Equip. & Machinery [Sound & lighting equipment rental. Construction equipment rental (ex: lifts, aerators, etc.). Copiers and Mailroom
00668 Equipment Lease/Rentals.
00676 650999 Rental/Operating Lease - Other Meeting room rentals (ex: Smith Center, Alumni House, Maltby). Occasion rentals (ex: tents).
Booth rentals (ex: Student Recruitment).
00148 660100 Office Supplies Printer paper, shredder bags, envelopes, letterhead, check stock, pens, pencils etc.
(day-to-day office supplies ONLY)
00156 & 660120 Printing Supplies Toner, cash register tape (PCard), and ticket tape (Parking and Transportation Dept).
00164
Look at 660125 Equipment (noncapital) Equipment under $5,000 - examples include police equipment (riot gear, gas masks, vests, etc.), musical instruments, lab
List equipment, typewriters, calculators and fitness equipment. Please note: Do not use this GL for Computers or Copiers -
Eq_Sp_ Computers use #660230, Copiers use #650110 if a Lease/Rental.
00332 660130 Furniture & Furnishings & Fixtures (noncapital)|ltems under $5,000 - examples include blinds and curtains, paintings, carpets, stand alone panels and furniture.
00260 660200 Technology Related Supplies Cables, connectors, misc hardware.
00260 660210 Telecommunications Parts/Supplies Parts and supplies used with telecommunications equipment - management cards, cables, parts for phones, etc.
00260 660225 Media Equipment (noncapital) Media equipment under $5,000 - examples include projectors, cameras, DVD players and audio/visual materials and
supplies. This would also include speaker mounts, storage cases for such media equipment, etc...
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Slippery Roelk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

00260 660230 EDP Equipment (noncapital) Computer equipment under $5,000 - examples include computers, hard drives, printers, laptops, ipads, televisions and
servers. Please note: Do not use for care plans or license agreements - Please refer to the GL area of #620 Computing &
Data Processing.

00100 660300 Educational Supplies Classroom and educational supplies - text books, blackboards, maps, musical supplies, training materials, computerized
test units for student testing, etc.

00436 660315 Lab Supplies Supplies used in a lab - includes flasks, test tubes, vials, trays, solutions and solvents, centrifuge tubes, thermometers, etc.
Also includes live animals and supplies related to their care, upkeep and testing.

572 660330 Chemicals Chemicals for laboratories and sciences.

00284 660400 Maintenance Supplies Replacement and repair parts for buildings, grounds and equipment (except motor vehicles). Examples include replacement
lamps, gravel for road repairs, deicing salt, swimming pool maintenance, electrical supplies, and demurrage charges resulting
from the lease of tanks.

00300 660415 Agricultural Supplies Facilities use only - trees, shrubs, plants, hanging baskets, grass seed, mulch, fertilizers, topsoil, small maintenance tools for
upkeep of lawn.

00428 660420 Housekeeping Supplies Paper towels, toilet tissue, hand soap, cleaning supplies, bedding, kitchenware.

00588 660425 Lubricating Oil/Lube Facilities use only - oil for campus vehicles and equipment.

00588 660430 Motor Fuels/Gasoline Gasoline for state vehicles and motorized equipment.

00532 660435 Motorized Equip Supplies Parts necessary for operation of motor vehicles - tires, batteries, etc.

00396 & 660510 Medical Supplies (Other than drugs) Hearing aids, first aid kits, bandages, gloves, masks.

00460

00556 660515 Drugs Health Center and Athletic use only. Prescription/nonprescription drugs, flu vaccine, Tylenol or any other ingested or
injectable medicine.

00356 660600 Athletic Supplies Athletic use only. Supplies relating to NCAA SRU Athletics that are not used for team practice or competition - Any "field"
related supplies, detergent for cleaning uniforms, etc... (Practice / Competition expenses use #660610)

00356 & 660610 Athletic Game Clothing & Equipment Athletic use only. NCAA Athletic expenses related to a SRU teams practice or competition. (Ex: jerseys, uniforms

00548 (including embroidery services), game balls, screen printing...)

00356 660615 Athletic Awards & Banquets Athletic use only. All expenses related to Athletic Awards (seniors, special athletic recognition) or Banquets (seniors, SRU
individual team event)

00140 660700 Other Supplies Account is for supplies that do not fit into any other 660 account. Examples include trophies, plaques, awards or any other
approved token of appreciation, flowers for University ceremonies and approved promotional items (mugs, pens, hats,
etc.), holiday cards, pepper spray.

00356 660710 Recreational Supplies Cost of supplies relating to intramural, sports camps, and outdoor activities - examples include batting cage nets, baseballs,
portable goal posts, camping supplies.

00548 660715 Wearing Apparel Clothing - examples include police uniforms, facility personnel shirts, and T-shirts that are allowable expenditures according
to the E&G Spending Guidelines.
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Slippery Roclk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

660800 Library Materials & Supplies Library use only.
660815 Library Binding Library use only.
660820 Library Journal Subscriptions (Print) Library use only.
660825 Library Journal Subscriptions (Micro) Library use only.
660827 Library Journal Subscriptions (Electronic) Library use only.
660830 Interlibrary Loan Library use only.
660835 Library Electronic Database Subscriptions Library use only . Subscriptions and on-going fees for electronic databases.
660836 Library Books (Electronic) Library use only . Subscriptions, on-going fees, and one-time payments for purchases of ebooks.
660840 Library Electronic Database Purchases Library use only . One-time payments for purchase of library electronic databases.
660845 Audio-visual/Multi Media Equipment Library use only.
660846 Library A-V (Video) Library use only . Visual materials.
660847 Library A-V (Audio) Library use only. Audio materials.
660850 Library - Other Library use only. Other materials (curriculum).
00236 665110 Contractor Food Services Food services not related to student billing and falls within the allowable expenditures according to the Public Funds
Spending Guidelines. (ex: University Contracted Food Services is currently AVI)
00236 665130 Other Food Supplies Allowable food supplies - bottled water, dispensed container water, allowable banquet events and grocery store food

purchases that fall within the allowable expenditures according to the Public Funds Spending Guidelines.

00236 665135 Athletic Meals Athletic use only. Examples would include pre-game student athletes meals, meal tickets for recruits that do not require
travel paperwork, etc...
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Slippery Roclk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

All costs associated with the purchase or construction of a building. Does not include the cost of land. Examples include
the Smith Center . Any charges to this account must be assigned to a WBS (fund center that ends with a point and digit,

710000 Buildings

e.g., 156xxxxxxx.1 ). (Accounting assigns number)

All costs associated with improvements or enhancements to existing buildings which extend the useful life of the building.
Examples include the Smith Student Center, North Hall, Maltby roof, and Boozel Dining Hall. Any charges to this account
must be assigned to a WBS (fund center that ends with a point and digit, e.g., 156xxxxxxx.1). (Accounting assigns number)

720000 Building Improvements

See List 740000 Equipment and Machinery Equipment and machinery with a purchase price greater than $5,000. Examples include shuttle buses, lawn mowers,
Eq_Sp_ servers, copy machines, appliances, forklifts, projectors, spectrometers, espresso machines and floor scrubbers. Include in
the asset value all costs associated with placing the asset in service, including freight, installation, site preparation and

professional fees.

Slippery Rock University — SAP Purchasing Instructions Page 20



Slippery Roclk University of Pennsylvania

Material Group and Commitment Item / GL Account Listing and Descriptions

00332

750000

Furniture and Furnishings

Furniture and furnishings with a purchase price greater than $5,000. Examples include carpeting, lab workstations, floor
tiles, curtains, auditorium seating, works of art, and conference tables. Include in the asset value all costs associated with
placing the asset in service, including freight, installation, site preparation and professional fees.

00108

760000

Library Books (Print)

This account should only be used for hard copy books that are added to the library collection. This account should not be
used for periodicals, subscriptions, microfiche, compact discs, videos or similar items.
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CREATING A PURCHASE REQUISITION -ME51IN

DESIRED VENDOR #:
Vendor # should be looked up before starting to create requisition.
See attached instructions for finding vendor #’s.

ME51N Transaction Code DOUBLE CLICK to create purchase requisition

On Create Purchase Requisition Screen, there are 3 sections to fill in various fields listed
below:

Help

@CHB LoD B @D

Create Purchase Requisition
Document Overview On || 01 6 | (68 &8 [l | & Personal Setting

equisition 2 | Source Determination [

[«][»] Continuous-tex.. &
ElEEFRIRGEERERE RN R PR R R R R

1| |Mat Group| short Text Quantity| Unit| Delivery Date| Vain Price|s Total Val. Requisnr. |Trackin... | Des.Vendor |Fix. ..|Created by|PGr |Plant |POra |Material |Star. ..[Ag
111162011 0.00 0.00 70KP O 700 |Slipp..|LOCL]

700 [Slipp.
700 |Slio.
700 [Slipp.
700 linp.
700 [Slipp.
700 [Slio.
70 |Slio.
700 [Sliop
L7

et ees O
= 11 al [a[~]

Material Data | QuanttiesfDates | Waluation | AccountAssignment | Source ofSupply | Status | Contact Person " Tedts | Delivery Address

[l

Itern Tests Any.
2 temtext
@ temnote
[B) Delivery text
[ Material PO text

[«][+] Continuous-tex..&

SECTION 1 - HEADER:
Texts Header Note: (DOES NOT PRINT ON THE PURCHASE ORDER) Internal notes.

1. Enter the JUSTIFICATION for the requisition in the header (it does not need to
print on the purchase order — it is an eternal note).

2. Enter ALL NOTES that help the Purchasing Department or Agent in placing the
order.

a. Indicate if you cannot locate a vendor # AND Enter all vendor
information in the header note for purchasing to create the vendor -
Include Vendor Name, Address, Contact Person, Phone, Fax, E-mail
and Web Site.

b. Indicate if order is a CONFIRMING ORDER (so purchasing does not
duplicate sending the order to vendor). ATTACH INVOICE to PR with
APPROVAL SIGNATURE. Purchasing will print invoice and send to
accounts payable for payment. *DO NOT attach after PO has been
created — purchasing will not see it once PO is created.

c. Indicate if subscription renewal, quotes, estimates or any other
paperwork has been attached to the purchase requisition to help
purchasing process the requisition.
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CREATING A PURCHASE REQUISITION- ME51IN

SECTION 2 - ITEM OVERVIEW:

Columns to be filled in:

1) Item Enter which Line # beginning with 1.

2) AcctAssgtCat Choose from Dropdown or type K (Cost Center) G (Grants)
P (Project) (default through personal settings

3) Material Group Choose from dropdown or see attached material group list.

4) Short Text Type specific item description - this text appears in your budget
reports up to 22 characters. (Examples: HP Laser Black Toner
Dell Computer ~ Name Tags Envelopes). Note: You will type
more description regarding each item in the next section
Overview Detail in TEXT tab.

5) Quantity Type in the quantity you want to order.

6) Unit of Measure Choose from dropdown.

7) Delivery Date Choose dropdown calendar or type date in example: 01012011
(Give at least 2 weeks to 30 days from date requisition entered

for delivery).
8) Valuation Price  Type in Unit Price.
9) Requisitioner Type person’s first initial/last name who initiated order.

(Example JDOE).

10) Tracking Number Should match the fund center that you are entering for the PR.

11)Desired Vendor Enter Vendor # you found before starting to create requisition.
If vendor is not found in vendor tables, enter all information for
the vendor in the Header Notes field explained in Section 1
above.

12) Fixed Vendor DO NOT USE THIS COLUMN.

13) Purchasing Group Enter 700 (default through personal settings). This 700 drives
the requisition through the electronic process to the purchasing

office.

14) Plant 70 for Slippery Rock University (default through personal
settings)

15) POrg Choose dropdown or type LOCL.

(Note this is the last column to fill in Section 2).
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CREATING A PURCHASE REQUISITION - ME51IN

Example screen of Item Overview Section Columns

=& A[w[M[ [¥ol[E0[Fs] BlOERE | 0] [8]E]0)] Foun

=
u
-
i
u

= 183.00
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CREATING A PURCHASE REQUISITION - ME51IN

SECTION 3 — ITEM DETAIL: (Tabs appear across the top of this section).

Only complete the account assignment tab (budget) and texts tab (specific ordering
information).
Other tabs are filled in automatically. Delivery is defaulted to central receiving.

1) ACCOUNT ASSIGNMENT TAB: (Determines BUDGET information)
Unloading Point: Department Name (default) can be changed as needed
Recipient: Contact Person in department (default) can be changed as needed
G/L Account No: See attached GL/Commitment Item List.
Cost Center: Enter department cost center. (If Grant funded, you will
need to change the “K” in the Item Overview Section to a “G”, then you will
enter the grant fund # in the WBS Element section instead of the cost center).
The same for Project funding.

Ql ﬂlﬂﬂ\@@&\@ﬂﬂlﬁﬁﬂﬁll@! E

Display Purchase Req. 10347255
Document Overview On | | [1 %7 &5 | | &1 Personal Satting

Purchase requisition 2 18347258

G (al?|W ¥ 8% Qlcn|@n]=n)|H| @) 2] 0] @ocu vaw:
L[ Rem[A |1 |Matl Groug|Shart Text Guantity Uil Delivary Diate|_ Valuation Price| =
[] 1/< | [TONER_ |HPGBODA Black Toner 1 EA [080572011
2K | |TONER__ HPGBOO1A Cyan Toner 1 [EA joaanont
3K TONER_ . HPQBEOD2A Yellow Toner 1 EA |OBDS2011
4K TONER_ . HPQEDD3A Maganta Toner 1 EA |DBDS2011

Total Vaiue|Requisnr._[Tracking._|Des Vendor

Fied Vendor|Crasted by
TOKPOWELL.

TORPOWELL
TOKFOWELL
TOKFOWELL

D ———————————————————————— 222 [OO]

| 1] HPOBODA Black Toner B alw

Material Data | CusnibesiDates | valustion = AccountAssignment | Source of S Status | ContactPerson | Release Teds | DelveryAddress
| Accasscat [costeemter! @ Distnbution  Single atcountassignm.@  CoCode State Syste. 3
Unioading Paint 005 OLD MAIN Reciplent KPOWELL.
GIL Account 668188
Businessarea 79
CO Ares. SSHE

Cost Center 7011490200

Profit Center 7

Fund 7811881688 Grant NOTRELEVANT
Functional Area 4758

Funds Center 7811498200

Earmarked Funds o Commitment ltem 660100
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CREATING A PURCHASE REQUISITION - ME51IN

2) TEXTS TAB: THIS INFORMATION WILL PRINT ON THE PURCHASE ORDER.
Type additional information regarding item being ordered —
continue from your short text entered in the item overview section:
Type part number(s), specifications, quote number(s), etc in this
section. This gives the vendor all the specific information needed to

place the order for each line item. (Make sure Item Text is
Highlighted — this will print on Purchase Order).

iR DHo0 RE @8

Display Purchase Req. 10347255
Dowmentcvervew on | () %7 & | B @ Personai seming

| TOMER FOR GTUDENT AREA FRINTER N PURCHASING OFFICE.
REMAN TONER CARTRIDGES.

[ Material PO text

{[][%] Comtnuous-lex &

Click on the SAVE Icon (top row of icons)
System will assign a Purchase Requisition Number.

NOTE:
Numbers beginning with 10 are Purchase Requisitions
Numbers beginning with 45 are Purchase Orders
Numbers beginning with 40 are Service Contracts
Numbers beginning with 43 are Blueback Contracts
Numbers beginning with 39 are Construction Contracts

For general reference and status of your purchase requisition:
1. Check the RELEASE STRATEGY Tab to see if requisition has been electronically

release and moved onto the purchasing department to process into a purchase
order.
2. Check the PR STATUS tab to find your Purchase Order # 4500
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Personal Setting — Purchase Requisition

Personal Settings - Purchase Requisition (1 time entry to setup)

In create requisition screen, click on the Personal Setting icon.

I8 Qe 2HE HNo0 DE @
Create Purchase Requisition
Dacument Overiewon | (0 @5 Hold | 3 I @3 Parsonal Seting

Purchass requisition =

DT & i A A oj@a(sn | || €D chut Vishses.
t..| ttam|a |1 |Watl Group| Shor Text Qus Deltvary Date|  Vahuation Prica z. Total Vaiug| Requisnr. |Tracking., |Des.vandor |Ficea Vander Crasted by
K| [Ebucar
K| [EDUCAT
K| [EDUCAT.
K| [EDucaT
K| [EDUCAT
K| [EDUEAT
K| [EDUCAT
K| [EDUEAT
K| [EDUCAT
K| [EDUEAT

The screen below will appear. (Make sure you are on the Default Values tab).

The fields that are filled in on the screen are what you will need to have filled in. (These fields will populate your
purchase requisition columns — saving a lot of typing for you.

Default values

Fur. Group Slippery Rock =[] Aways propose
ltermn Category Standard = [ Always propose
AcctassCat Zostcenter = [] Always propose
Plant 7o [ Always propose
Requisitionar kpowell [ Always propose
Tracking Mumber 7011498686806 [] Always propose

hore Fields |

B =
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Personal Setting — Purchase Requisition

If all the above fields do not appear on the screen above, click on the More Fields button and the screen
below will appear.

Move the hidden fields over to the display fields to make changes or vice versa. Click once on the line
you want to move to highlight it and then press the single arrow button for the direction you want to
move the field (display or hidden). After your selections are complete click on the green checkmark and
you will return to the previous screen (make sure the information is filled in and correct). Then press
the save disk at the bottom of that screen.

Change Layout

Line 1

Display fields Hidden fields

Column content FPos. |Leng... E D Col. content Lngth D
Flant! 4 [«] Docurnent Type [+]
Item Categary 1 [~] Source Determination [~]

Acct Assighment Cat. 1 Storage Location

12
10 Deliv. Date Category

4
1
4
Material Group 9
1
3 Delivery Date 10
3
1
1
4
4

Requisitioner
Feq. Tracking Mumber

T | A= | o R —
|
I~ 3]

Purchasing Group

MRFP Controller
Purchase Order Price

2]~

Promotion

Currency
Supplying Plant

D]l
(][]

Line width 38 E‘]

Listwidth a8

o Copy G ¥ B

| Settings
Basic settings ' Defaultvalues |
Pur. Graoup Slippery Rock = [ Always propose
ltermn Category Standard = [] Always propose
AccthssCat Cost center = [ Always propose
Plant 70 [ &lways propose
Requisitioner kpowell [ Always propose
Tracking Mumber 7011490000 [ Always propose
Mare Fields |
x
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Personal Setting — Purchase Requisition

Your create purchase requisition will populate the columns. You will not have to fill these columns in

each time.

£
Create Purchase Requisition
|0 s |5 R sy

Purthass requistion &

1 [Mal Groug Shart Texl_| elery Dae]|__Valusaen Price s Des vensar

3 |kowall_[Ta11480. 700 |Sapp.

K koowsll  [TO11480.. 1700 | Sipo.

K koowell  |TO11480.. WEEE |

K KOOWEll  |T011480... o0 [sawe ||

3 Koowal__[7011490.. OEE
Voowsll[TOT40. 760 [Sap
Foowell (7011480 730 [Sip

K kpowell  |[TO11480. 1700 | Sapo.

3 koowall _|7011480.. 1700 |Eape.

3 Faowell [TOT14AD.. e

Hew e a
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DUPLICATE LINES IN PURCHASE REQUISITION
SAP SHORT CUT

STEP 1

Follow Instructions to Create a Requisition.

Once you have completed the first line item creation process.

STEP 2

Return to Item Overview Section 2
1. Right Click on the first gray box to the left of item 1 (which highlights the entire line yellow).
2. CHOOSE ‘duplicate’ from the drop down menu, this will create a duplicate of your entire first line

(including Item Overview Section 2 and Item Detail Section 3 including Account Assignment, texts
and all other tabs in Section 3 ltem Detail). This creates line 2.

You may continue duplicating the line for as many lines as you need for your order 3, 4, 5 etc. you
will just need to make the changes listed step 3 for each line duplicated.

STEP 3

Make necessary changes to the short text, quantity, and valuation price fields on each line you
duplicate to reflect what you want to order.

IMPORTANT NOTE: Section 3 Overview Detail

Account Assignment: If you are charging specific items on each line, to different cost centers or G/L
accounts you will need to make changes to the account assignment tab to reflect the budget you want to
use.

Texts: If you entered information in texts tab for line 1 it will be duplicated into the duplicated lines - you
will need to change the texts to correspond with the item you are describing in your short text item.
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SPLIT COST CENTER IN ACCOUNT ASSIGNMENT TAB

QUANTITY OR PERCENTAGE BASIS

Enter Item line in the item overview for whatever you are ordering.

If the PR will be paid by two different cost centers or more,split the cost center
charges on the account assignment tab.

Go to ACCOUNT ASSIGNMENT TAB - Click on the first icon on left that looks like 3 books.

| 00 a|iB ¢ee EHE 000 PR @
Create Purchase Requisition
scumsnoveniew o | 0 | 68 @8 [0 @ porsoaioting

=l

£ B E AT T EE = T R G i e e rEmrer=y
Em_DehvewDatE Valuation Price|z  Total Value|Requisnr._[Tracking .. |Des endor |Fixed vendor | Created by PGr|Plant |POmy |Material Stor. Lo
1 1 [EA [Dorz8izont 10.00 10.00 [KFOWELL |7011480.. (1018287 7OKPOWELL | 700 [Slipp...|L [
700 | Slipp...
700 [Slipp.
700 [ Slipp.
700 | Slipp...
700 |Slipp.
700 [Slipp.
700 | Slipp...
700 |Slipp.

Slem ieeeeeroour | lalv]
—

Account Assignment ¢

AccAssCat Costcenter @ Distribution Single accountassignm. .21 CoCode State Syste. &
Unloading Point PURCHASING Recipient KPOWELL
GIL Account
Business Area
CO Area
Cost Center
Prafit Center
Fund
Functional Area
Funds Certer
Earmarked Funds Commitment ltem
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SPLIT COST CENTER IN ACCOUNT ASSIGNMENT TAB

This will put you in the screen that looks like the one below.
Here you can split the ordered item(s) either by quantity or percentage.
Go to Distribution and do drop down from single account assignment.

Choose either quantity basis or percentage basis. (see below for specific splits)

SO0 EE @0

a0 [¥a [Elesmsl=z] B Bl

mﬂm Delivery Date Total Value Tracking... |Des Vendor |Fixed vendor|Created by PGr|Plant |Pomy |Material Stor. Lo

1 1 [EA [Dorz8izont KPOWELL |7011480..[1019287 7OKPOWELL | 700 [Slipp...|L =]
700 | Slipp... -
700 |Slipp.
700 [Slipp.
700 | Slipp...
700 [Slipp.
700 [ Slipp.
700 | Slipp...
700 [Slipp |E‘

T o ——
T (][]

Slem ieeeeeroour | lalv]
—

Account Assignment ¢

AccAssCat Costcenter @ Distribution Single accountassignme B CoCode State Syste. &
Partial Inv. Derive from AccountAss.. B

.. Quanti Perce  |CastCir GIL Acet BusA|Commitment Funds Ctr Fund Functional Area Grant Earmarked... [tm |Profit Center I
1.000
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SPLIT COST CENTER IN ACCOUNT ASSIGNMENT TAB

Quantity Split

Example if quantity of 1 item ordered — you would have to put .5 in the first line quantity column and
then tab across and fill in the Cost Center column then the GL Account, Unloading Point and the
Recipient columns. Then tab to the second line and fill in the same columns changing the fund center.
(If more than two cost centers, you would continue to do the same procedure for other lines).

A ELEERERERE R R ERIE R R E T
Short Text Quantity| Unit| Delivery Date Valuation Price|z Total Value|Requisnr. | Tracking... |Des.Vendor |Fixed Vendor|Greated b
FAPER PRODUCT 1 |EA [Darz8rz011 10.00 10.00 [KPOWELL |7011480..[1019297 TOKPOWE (=]

K
K
K
K
K
K
K
K
K
"

[«

Slem Geweseroouct  af lalvd
—

Account Assionment

[QI i Ié é AccAssCat Costcenter ) Distribution Distrib. on quantity basis & CoCode State Syste. &
Partial Inv. Distribute Proportionally 8

5. Quanti Perce Caost Ctr GIL Acct BusA Com_. |Funds Cir  Fund Functional Area Grant Earmarked... [Itm |Profit Center Unloading Point REE\EiEnI
1B GO0 606 7E11496200 BGE10E 70 BGO100 70114802 70110010 6330 WOTR 78 PURCHASING KPOWELL
B G0 606 7114596800 BGE10E BGO108 70114880 . 70110010 5260 WOTR 78 CONTRACTS KPOWELL

- @ ...«

J &IF[F5]

(T) Can delivery date be met?
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SPLIT COST CENTER IN ACCOUNT ASSIGNMENT TAB

Percentage Split

Example if Percentage Split of 1 item ordered — you would like to pay 33% from one cost center and
remainder from another cost center in the first line Percentage column and then tab across and fill in
the Cost Center column then the GL Account, Unloading Point and the Recipient columns. Then tab to
the second line and fill in the same columns changing the percentage amount and the fund center. (If
more than two cost centers, you would continue to do the same procedures for other lines entering the
correct percentage for each cost center line).

Create Purchase Requ
ol

B it Birle e
Quamw_: Total Value|Requisnr. |Tracking...|Des.vendor |Fixed Vendor|Created b
1 |EA

087282011 1000 10.00 |KPOWELL (70114080, 1010287 TOKPOWI

PAPER PRODUCT

BiiEEEEE R

Shiom nieeerereout o) afx]
 AnantifiecMatace L Yaliatine

Account Assignment

AccAssCat Costcenter & Distribution Distribution by percenta.. B CoCode State Syste. &
Partial Iny. Distribute Proportionally &
Quantity Ferce Cost Ctr GIL Acct BusA | Com... |Funds Cir  Fund Funstional Area|Grant |Earmarked...|ltm_|Profit Genter |Unloading Point__|Recipient
0.330 33.0 7811490200 660100 70 BEO100 70114802, 70110010, 6330 WOTR... e PURCHASING KPOWELL
0.670 67.0 7811490000 660100 660100 70114800, 70110010.. 6250 WOTR... e CONTRACTS KPOWELL

\_Elmllllllllla

- @ ...

Complete the purchase requisition as you would for any requisition and save.
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ATTACH DOCUMENTS TO PURCHASE REQUISITIONS

1. ENTER YOUR PURCHASE REQUISITION AND SAVE TO GET YOUR REQUISITION #.

2. INDISPLAY MODE (USE ME53N TRANSACTION TO — DISPLAY YOUR REQUISITION).

3. CLICK ON ICON BELOW GREEN CHECKMARK THAT LOOKS LIKE A SHEET O PAPER WITH
LINES. SEE EXAMPLE BELOW, 3

Any. |
o | Toner for office calor printer

[([¥] Continuous-tex..&@
&l m[aE| (a7 ] |2 [SE o @ a]wm) (5] @] 2] 6] [Eemva |

.| ttem I |Mall Group|Short Text Quaniity| Unit| Delivery Date|  Valuation Price|z Total Value|Requisnr. [Tracking...|Desvendor |Fixed Yendor|Created b
TOMER_ | Dell 5130cdn Magenta ta. 1 EA 117212011 236 64 236 4 Debbie W  |7011360.|{1003502 FOCYYHIT
TOMER_ | Dell 5130cdn Yellow ton 1 EA 1172172011 236.64 23664 |Debhie W |7011360..{1003502 FODWWHIT
TONER_...|Dell §130cdn Cyan taner .. 1 EA 1172172011 236.64 236,64 |Dehhie .. |7011360..|1003502 TODWHITI
TOMER_ | Dell 5130cdn Black toner 1 EA 1172172011 127.40 127.40 | Debbie W . |7011360..{1003502 FOCWHIT

A

K

K

K

K

K EDUCAT.
K EDUCAT
K EDUCAT.
K EDUCAT.
K EDUCAT,
73 LICAT
[«

M [ ][]

1
2
3
4

= 4] Dell §1 30¢dn Blacktoner can zl alv
— e

ftem Texts Any. ‘ Quote Dell 1010853584678
(B tem text ¥
B ttem note
[2) Delivery text
B Material PO text

[«][+] Continuous-tex. @

The screen below will open. Click on the first icon, a dropdown will appear. Choose “create attachment”.

IEE AR R R =R
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ATTACH DOCUMENTS TO PURCHASE REQUISITIONS

Then the screen below appears. Find the file in your computer that you want to attach to the requisition
and double click the file — it will immediately attach that file to the requisition.

CAUTION: MAKE SURE YOU CHOOSE THE CORRECT FILE BEFORE DOUBLE CLICKING.
ONCE AN ATTACHMENT HAS BEEN ADDED YOU CANNOT DELETE IT YOURSELF.

[rmport file
Look in: [ Desktop El ..
! u:'|l"-'1';.f Documents
-J My Cormpuker
My Metwork Places
by Recent Doc...| [ Picass 3
@ =] common use ricoh device 09 22 11
) Scans
Deszktop
W,
by Documents
ty Computer
by Metwork Pla...
Filez of type: Al Files [%.%) El

Once you have attached the file to the requisition, the second icon will go from grayscale to black and
white. Then the attachment will appear under the second icon in the attachment list.

You can add multiple documents to any requisition by simply repeating the same steps listed above.

After attachments are added to a requisition, a pop-up box will appear when anyone displays the requisition
indicating there are attachments. Note: PDF’s work the best for attachments.
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ATTACH A URL ADDRESS TO PURCHASE REQUISITION

(attaching the exact site info to the PR will expedite it’s processing time)

FIRST: Go to the online page that shows the item that you are ordering and highlight the address.
Hit Control C

= fui~d sheet sheet linens-Pocket Nurse - Windows Internet Explorer. provided by Slippery Rock University

%, - Ketnurse, com/Fitted Bed-Shest-l -54-5HFT/ ][4 [%] [coog IE2E|

Eile Edt View Favorites Tools  Help

B - ©cnet - Bt

* I fitted sheet, sheet,inens-Pocket Nurss ]_‘ B - & v [rpage v (3 Tooks -
—— . k RS EXCLUSIVE A
1] N \ 2
- A [ -
..c et Nurse’ T
3 Medical Supplies for Education and Simulation e DISTRIBUTOR

Home  AboutUs Site Map Account Login  Shipping Quick Order Wish List Return Merchandise Contact Us  Terms/Conditions

P e

DEPARTMENTS

Specals Fitted Bed Sheet * Non-Returnable
Summertime Savings

CLOSEOQUTS
NEW PRODUCTS Item Number: 04-84-SHFT

L o
STUDENT BAGS F 4 SO0 00 Be the first to review this item
CUSTOM HEALTH TOTE i Unit Price: $10.63

_—

STUDENT
Quantity

ACCESSORIES
suy Now )

DIAGNOSTIC
INFECTION CONTROL
400 T0 WsH LIST))

PATIENT CARE
FURNITURE
GASTROINTESTINAL
DEMO DOSE®
PHARMACY/TV

CRITICAL CARE
PRODUCTS

RESPIRATORY

SURGICAL

MEDIA

ANATOMICAL MODELS

SIMULATORS / Country of Origin pakistan UNSPSC Category 42132105 9
hittp: [, pocketnur se, com] & & Internat H100% v

Ox290
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ATTACH A URL ADDRESS TO PURCHASE REQUISITION

(attaching the exact site info to the PR will expedite it’s processing time)

SECOND: In your Purchase Requsition:

CLICK ON THE PIECE OF PAPER ICON FOR ADDING AN ATTACHMENT
DROP DOWN TO CREATE
NEXT BOX - DROP TO THE THIRD ITEM CREATE EXTERNAL DOCUMENT (URL)

B0 S CHE anan B @m

Display Purchase Req. 10345306
 Sowumont vendowon || 3% |
5]

Ay | POCKETMURSE .COM
2 Header nate %4

[«][»] Continuous-tex.. &

B ERERERERIE ER R ERIC G RS

IlemA_\ Matl Group Short Text Guantity| Unit| Delivery Date Waluation Price £ TotalValue Requisnr. | Tracking... |Des Vendor |Fixed Vendor |Created by

1K EDUCAT_ FITTED SHEET 2 BEADBEZ22011 10.63 21.26 | BElwell 7016362 7TOSELWELL

2K EDUCAT... SHIPPING 1 |EA |0@i2ziz011 755 7.55 |SElwell 70168352, TOSELWELL
) 28.81

[1T1FITTED SHEET

Material Data | GQuanfiiesiDates | Valuation | AccountAssignment | Source of Supply ContactPersan | Release strategy ~ Texts Delivery Address

tem Texs any. [ Fittes Sheet - Twin
* White 200 T¢
) Hom text v ) thite 200 T
[2 ftem note Iten Number: 04-84-SHFT|
[2) Deliverytext
) Waterial PO fext http: /fwew_pocketnurse con/Fitted-Bed-Shast -Non-
Returnablesproductinto/ns-64-5HFT/

[«][»] Continuous-tex.. &

You will see this little box, name the attachment on the title line

Then HIT Control V on the Address line

Fitted sheet link
comiFitted-Bed-Sheet-Mon-Returnablefproductinfof04-34-5SHF TS

Click the Green Check mark and that’s it.
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How to Duplicate Previously Created Purchase Requisition

(This saves retyping all the information)

Display a previously created purchase requisition that you wish to duplicate.
Click on Document Overview On (the screen below will appear with No variant defined).

Click on the (red, yellow, green tree) and a drop down list will appear. Choose purchase requisitions.

@ B0 H @@e SHe 0o n BE @mE

Display Purchase Req. 10346710
D%

Purchase requisition | 18346710
S Teuts
L4 Ay

Erael ) E R EEE] [2) Header note

Hierarchy

[[»] continuous-tex.. &

S (@)lalw]s] [FE) BEEE) S| 0@ 6 B) B850 Goovee
5t..| Mem[A I |Matl Group|Short Text Guantity| Unit| Delivery Date|  Waluation Price|= Total Value|Requisnr. | Tracking... |Des endor |Fixed Vendor |Created by
W‘K \ \COMPU \vux C55.6 MASTER COLL \ 2 |EA \nanatzuﬂ \ 522 54| 104508 \L NEVVTONlY[HEBEIEI \musana \ |7[ILNEWTON

|

1.045.08
s ] (][]
[1]VLACS5.5 MASTER COLL =] alw
Material Data Quaniities/Dates Waluation Account Asgignment Source of Supply Stalug Caontact Person Release strateny Texts Delivery Address

Release oroup [P8 SlipneryRockReleas  [Code |Description Processor Stat
Release Strategy 7O Library Sen,lbida LB |Library Staff TOCMARSHALL o
DB |Dir Library Srve PHILIP TRAMDACK

Release indicatar X Blocked

e |1p
T
o]
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How to Duplicate Previously Created Purchase Requisition

The screen below will appear. Click on the icon that looks like a “clock” to execute. (note you will only
want a PR# and Plant 70 to be filled in on this screen.

v\< D@ CHE DDLL I BER @m

Requisitions

General selections
Max. no. of hits 5060
] open only
[IReleazed anty
[ Assigned, open, and released

Program selections
Name of RequisitionerReques 1o
Requisition (Request) Date o
Purchage Reguisition Number 10346710 to
Requirement Tracking Number o
ltermn Number o
Dacument Type 1o
Purchasing Group o
Purchasing Organization o
MPN Material to
MName of Processar to
Fixed Vendar o
Account Assignment Category 1o
Outline Agreement Number to
Qutline Agreemeant [tem 1
Desired Yendor to
Material Group o
Material to
ltem Category 1o
Supplhying Plant o
Plant
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How to Duplicate Previously Created Purchase Requisition

The screen will below will then appear.

Click on the icon beside Document Overview Off that looks like a piece of paper (this icon will bring a
new create document up on the screen).

@ BAH S@e SHlE a0 0n BE @ -
Display Purchase Req. 10346710
oscumert v or | 1%
Purchase requisition @ 10346718
S Teuts
L4 Ay
45 | [0 I EETRE S [2) Header note
Pureh.Req./PReq. ltem | Shott... |F
b [ 10346710
[«][¥] Continuous-tex.. @
S (@lalw]s] [Fe) BEEE)[S]e 0@ aEn) B 85[0 Goeve
(Bt | tem|a |1 Mail Group|Short Text Quantity| Unit| Delivery Date|  Waluation Price|= Total Value|Requisnr. | Tracking... |Des endor |Fixed Vendor |Created by
1\K \ \COMPU \VLACEEEMASTERCDLL\ 2|EA \naﬂatzuﬂ \ 52254| 1,n45na\L NEWT0N|7D153DD \muaana \ |7[ILNEWTON
| - 1,045.08
Wl [ [« )[+]
= [1]VLA C85.5 MASTER COLL ol |a|v
Material Data | QuantitiesiDates | Waluation | AccountAssignment | SourceofSupply | Stalus | ConfactPerson ' Releasestrateny | Teds | Delivery Address
Release graup 78 Slippery RockReleas  [code [Description Processor Stat
Release Strategy 70 Likrary Ser, /o8 LB [Librany Star TOCMARSHALL I
D8 |Dir Library Sre PHILIP TRAMDACK
Release indicator X Blocked
i)
J
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How to Duplicate Previously Created Purchase Requisition

The screen will now look like below. Click and drag on the icon beside the PR# in the Document
overview section and DRAG to the shopping cart. This will CREATE the New PR with all the information
from the original PR. You can change any of the information that needs changed (change short text,
guantity, valuation price, purchasing group to 700, long text)and SAVE — you will then have your new PR
without retyping all the information.

@ B 0H e@e SHE oo n BE @m
Create Purchase Requisition
Dosamentoronie o | 0@ Hoa | 48 868 Psnaistn

E
L4 Ay

$3| M TN
Purch.Req.PReq. ltem | Short... |F
b (2 10346710

[«][+] Continuous-tex.. &

&2l [ Z=Es[Cee| @)l @ g 5] | @@ostut vaes

Matl Group Short Tesxt GQuantity|Unit| Delivery Date “Waluation Price = TotalValue Requisnr. | Tracking.. Des\endor Fixed WVendor|Created by
010000
Q10000
010000
010000
010000
010000
010000
010000
010000
010000

enveven

WD)
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WHAT IS THE STATUS OF MY PURCHASE REQUISITION?

Display Purchase Requisition (ME53N)

Go to the Release Strategy tab (screen shot 1 below) and make sure the releaser has a green check mark
by their name. If a yellow triangle appears, the PR is blocked until it is released to be processed to a PO.
Also, check the purchasing group #, if it is 700 the purchasing director has not released to process yet.

Screen Shot 1 — Release Strategy Tab

iE? Purchase Requisition ~ Edit  Envionment ~ System  Help w

@ MBI @@ BHE OO FE Q®m

Display Purchase Req. 10457717
Document Overview on | [ %% & & parsonal Setting

&

~[10457717

.~ Texts

* [) Header nots

4 » |Continuous-tex.. v

@ EEEE B Q6 ) @) EEEE) @b )

S... Ttem A |I|MatlGro... Short Text Quantity | Unit Delwv. Date Valuation Price |2 Total Val. |Requisnr. | Trackin... | Des.Vendor | F.. Createdby | PGr|Phnt |pt
T 7 1 K  EDUCAT. Cow orcaF eyes preserv,. 3 PL 03/24/2014 77.00 231.00 Falso 701632, 1052067 70DANDREWS 704 Slpp... LC
231.00

4 “»

Hitem [17 Cow or caf eyes praserved cot.# 697183 ~| [« ¥]
Material Data f Quantities/Dates | Valuation -~ Account Assignment - Source of Supply |~ Status - Contact Person Release strategy Texts -~ Delvery Address

Release group 70/ Slippery Rock Releas Code | Description Processor SE
Release Strategy 01| Dean CHES D1 Dean CHES MARY ANN KING o
Release indicator 2] RFQ/purchase order

l > 'PRD (1) 300 ¥  enlamiga ' INS
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WHAT IS THE STATUS OF MY PURCHASE REQUISITION?

If the PR has been released, Go to Status Tab (screen shot 2 below) in the Item Detail (bottom section of
PR).
You will see the Purchase Document column. If the PO# has been processed you will see the PO#

45000 listed. If there is no purchase order number, the PR may not have been released.

Double click on the PO# 45000 , this will open a new screen which will be the actual Purchase
Order. (Screen Shot 3 — Purchase Order)

Screen Shot 2 — Status Tab

iE’ Purchase Requisition ~ Edit ~ Environment  System  Help

- B IC@R CHE D040 BER @m

Display Purchase Req. 10457717

Document Overview On | [1 %% & @ Personal Setting

@:; chase requisition 10457717
23| Header
B () L) (L ) [ 2] [ ) ) (2 ) e values |
S...|;em A |1|MatiGro... short Text Quantity | Unit| Deli. Date | Valuation Price = Tatal Val. |Requisnr. | Tracki... | Des.Vendor ... Created by  |PGr| Phant |pt
1 K EDUCAT. Cow or caf eyes presary.. 3 PL 03/24/2014 7700 23100 Fabo 701632 1052067 FODANDREWS 704 Slipp.. LC
231.00
4 L
[Httem [17 Cow or caf eyes preserved cot.# 697183 ~|  [a]v]

Material Data | Quantities/Dates | Valuation |~ Account Assignment  Source of Supply . Status Contact Person | Release strategy | Texts |~ Delivery Address

Proc.Status -: ord.Qty 3 . [R -
Block ID I ~
&) 3) 02 )| (B (B @ ==L ]
Doc.cat...” | Purch.Doc. It... Short Descri... Quantity O...
Purchase = 4500425441 1 Sch. Line 3 |PL
Invoice receipt 3 L
l SAl > PRD (1) 300 | enlamiga = INS
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WHAT IS THE STATUS OF MY PURCHASE REQUISITION?

Screen Shot 3 — Purchase Order

Click on the Status Tab. You will see if ordered, delivered and invoiced.

IE? Purchase Order Edk  Goto  Enywonment  System  Help

iy
[ B Ie@e CHE fndo0 BB @
|® . Pre-Approvd Purchase 4500425441 Created by BRENDA GRUBER

Document Ovendew On O %7 & APt Preview  Messages [ Personal Settng
e =|[4500425441] Vendor

(1052067 WARD'S NATURAL 5CI_ | Doc. date
finvoice |~ Conditions [ Ti

[o3/21/2014]
Address | Communication

Partners | Addbonal Data |

i
H actve Ordered 289.38 USD
D semt Debvered 0.00 USD
[ Mot Delvered Stil to debv. 0.00 USD
& Fuly Invoiced Invoiced 283.38 USD
Down paymts 0.00 UsDh
& s.mma 1 Materml short Text PO Quantty O... Delv. Date  Stor. L... Requstioner  Net Price Per 0. Purchase... Req... MatiGroup |InfoRec. Pint Rear(Z]|
1 K Cow or caf eyes pre_ IPL 0372472014 Fabo 77.001 PL 10457717 1 EDUCATION Sipp _7T01€ =~
2 K Shipping 1EA 03/24/2014 Falso $8.981 EA EDUCATION . Sipp 7016 T
il L 0
@ BEEL [es UE aFTE @ " >
| (%) mem petai

¥ PRD(1)300 ™  enbmiga INS
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WHAT IS THE STATUS OF MY PURCHASE REQUISITION?

Screen Shot 4 Header Note

This will show detailed notes regarding the order.

W’I’ Purchase Order ~ Edt Goto Environment  System  Help

S @ FIHEIC@R  CHE D080 BE @m

Pre-Approvd Purchase 4500425441 Created by BRENDA GRUBER

Document Overview On | [ % B | ¢Hprint Preview  Messages & Personal Setting

|y

[Pre-Approvd Purc ~/[a500425441] vendor 1052067 WARD'S NATURAL SCI.. | Doc. date  |03/21/2014
[ Delivery/Invoice | Conditions ' Texts | Address | Communication | Partners ” Additional Data | Org. Data + Status
Header Texts # 3/21 Bg - called vendor, spoke to Kim, placed order using P-card; added
+ [B) Accts Payable note |« freight charges, will ship out Mon/tues te arrive Weds/Thurs. Confirm
- B Header note V| aceached.
* [ RTK Subject Matter =
- [ RTK Exac Date (MM~ .
0 tinuous-tex. ¥
EES.. Itm|A I Materal Short Text PO Quantty O... Delv. Date  Stor. L... Requisitioner |Net Price Per O.../Purchase ... Req... Matl Group |Info Rec. Pint Reav
Lk & Cow or calf eyes pre 3PL 03/24/2014 Fako 77.0011 PL 10457717 1 EDUCATION slipp 701€ ~
2 Shipping 1EA 03/24/2014 Falso 58.981 EA EDUCATION Sipp..701¢ ~
[ < 1“0

&)
(=]

Addl Plnning

| (T3] em petat

> PRD (1) 300 | enlamiga = INS
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WHAT IS THE STATUS OF MY PURCHASE REQUISITION?

Screen Shot 5 — Attachments for order

Any attachments (confirmations, quotes, proposal, etc) that are in the purchase requisition will follow to
the purchase order. You can open (double click on the attachments) to view any of the order

information.
[= Service: Attachment list x
[Onew .S |@)[ <] @)[2) Q&) [&)[F]0) 5 ®L) [E)E@ =]
AttachmentFord500425441
Icon | Title Creator Name Created On~
[@ j Ward's Confirmation 8014388441 _ BREMDA GRUBER 03/21/2014

%)
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CHANGE REQUISTION BEFORE PROCESSED TO PURCHASE ORDER

In SAP Easy Access Screen DOUBLE CLICK ON ME52N-PR CHANGE

REMEMBER — IF THERE IS A PO# IN THE STATUS TAB — “DO NOT MAKE ANY CHANGES”. You must call purchasing
and have them make the changes in the PO since the order is already processed.

008 HEE @6

SAP Easy Access

= & PURCHASE REQUISITIONS
[ ME23N- PO Display

[l MESTN - PR Create
[ MESF - Message Qutput Purchase Orders

EE| &
= & Favorites [«]
I (3 BCS - Budget =]
= €5 LISTDISPLAYS 8
[l MESA - PR List Display General §
[l ME2B - PO REQUIRED TRACK#
[l ME2K- PO LIST ACCT ASSIGH
[E ME2L- PO List Display VENDOR
[ ME2M - Purchasge Orders by Material
[l ME2N - Purchase Orders by PO Number
[ MELB - PRIFO List Displzy Tracking Mumber| [~
[l MESK- PR LIST Acct Azsign
[l MESS - Collective Release of Furchase Rene

[s] MES3N - PR Display

[l MES4 - Release Purchase Requisiion

= €3 PURCHASE ORDERS
[ ME21M - Create Purchase Order
[& ME22H - Change Purchase Order
= £ VENDOR

[ FBLIN - vendor Line tems

[ FKD1 - Create Vendor (Accounting)

[&] FKD2 - Change Vendor (Aceounting

[El FK03- Display Vendor (Accounting)

[& Mi01 - Create PURCH vendar
[l MK0Z - Change PURCH Vendor
[ M0 - Display PURGH Vendor
[l Zmo8 - vendor Listhy University
P (J FUND RESERVATIONS
I (] REPORTS
I (] STORES RESERVATIONS
b (J PAYROLL
[
=]

= €5 5AP menu
b [ offce

(D]

o
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CHANGE REQUISTION BEFORE PROCESSED TO PURCHASE ORDER

You should see the screen below. You will need to click on the icon that looks like (orange box & white box with
arrow over top — next to the glasses and pencil icon).

g| @ uiB cde CEE G080 BE @
Change Purchase RegK10341006
 Document Overvew n_ | [
]
=

Il [ Sia] =] [Gl@n@se :

-ShonTexl Quamw_: Total value|Requisnr. |Tracking...|Des.vendor |Fixed Vendor|Created by
EG_SP_ . |concessions 1 |EA | 0BME2011 48127 481 27 |Shaffer 7013155 1035785

010000
010000
010000
010000
010000
010000
010000
010000
010000
010000

(Sften itjeomsessons @] |afv]
e e —————————

Release sirategy

Release group [ SiipperyRockReleas  [Coda |Description |Processor |stat
Release Strateqy 61 Intreall Athleticiia Intreollegt Athletic LUEKEN PAUL \/

Release indicator 2 RFGpurchase order

The screen below will appear. Type your requisition number in the Purhcase Requestion yellow area and then click on Other
Document. (This will bring your PR that you want to change up on the screen).

10341006 (@)

]
@]

| Cther Document |®

All white areas can be changed. Anything that is gray cannot be changed.

After making your changes — click the save disk icon.

REMEMBER — IF THERE IS A PO# IN THE STATUS TAB — “DO NOT MAKE ANY CHANGES”. You must call purchasing and have them make the
changes in the PO since the order is already processed.

Also if the requisition has started through the release strategy process — you may not be able to change the quantity or price of line items. The
approver would need to remove his release or you would have to delete the line item and re-enter it.
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MES5 — RELEASING PURCHASE REQUISITIONS

RELEASING PURCHASE REQUISITIONS-ME55

Enter your 2 digit release code and click on (execute icon) and all releasable PR’s will appear as
per the screen below.

Collective Release of Purchase Requisitions

L]

Reirase

FRekase group
 Release Prerequste Fuliled
+ Requisns for Overal Relase

o Requins for Itam Wise Rekasa

Purthase Requasition
Materal

Mazeral Group
Purchasing Groun
scopa of Lst

Plarit

Document Type
Tem Categary
Account Assignment Category
Dalvary Date
Rekease Date
Materals Plannar Controder
Procssng Status
Foed Vendor
Biodng indicitor
Requestionir

Short Texe

Sart Indicatar

Cost Center

W5 Element

Orer

Asset

Astat Subnumbar
Network

Operation number
Sales Order

el @@ S

g8 g g§ge@gd

g

Click once on the green checkmark and pencil icon under the column labeled “Release” The
icon should change to a green checkmark only. This must be done for each purchase
requisition line you are releasing.

[ st fde Goto Views GEmwenment Semngs  Symam  Heb
L] kS ece =n
af. Requisiti

A ATFTE BE% &

IRl Ead 0 B

 Release Iﬁumm,‘ A 1 M., |Short Text

y o ‘iOSS‘S‘ﬂ 1K

* 3K
\", 3K
¥ 10SSEEE2 1K
- 2K
% 3K
ff 4K
% sk

= 10558680 1K

DIRECTORY LETTERS, NUMBERS & PUNCT 3

DIRECTORY LETTERS, NUMEERS & PUNCT 17

FREIGHT TO SLIPPERY ROCK

50950 DURABAG DUFFEL - LARGE BLUE
B9-947 DURABAG DUFFEL - LARGE RED
E0-066 MAGHLS KIDKART STORAGE CART
H507 FOLOING EGUIPMENT WAGOH
SHIPRING

MAGNETIC NAME TAG W/SRU LOGO

Qua... Uni

1 EA
1 EA
1 EA
I EA
2 EA
1 EA
3 EA
1 EA
1 EA

aln Price T

16372
6308
40,00
3595
3595

430,00

134.10
5379

.75

Total Valie Delv. Date |Mat Gr...

134139

163.72 20160819
63.08 20160619
40,00 20060819
107.85 201560930
71.90 20160930
ATI00 20160630
40230 20160930
5379 20160530
9.75 20160930

00132
0013z
00540
oo100
00100
00100
00100
00100
00146

Flant

70

70
70
70
70
70
70
70

PGr Requsnr.

700 KDLS
700 KDLS
700 KDUS
700 R Hchok
700 R Hchoks
700 & Hchoks
700 R Hchok
700 R Hichoks
700 R Hichols

Tradkng...

7011380
7011380
7001380
7016350
7016350
T016350
016350
7016350
7011350

Des.Ve... Hame of Desred Vender EHa. P...

1016611 LARIDGE PRODUCTS
1006611 CLARIDGE PRODUCTS
1016611 CLARIDGE PRODUCTS.
1005208 GOPHER SPORT
1005208 GOPHER SPORT
1005308 GOPHER SPORT
1005208 GOPHER SPORT
1005208 GOPHER SPORT
1029614 D). HESS ADVERTISING
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Purchase Requisitions by Account Assignment not
processed to a Purchase Order - ME5K

From your SAP Easy Access screen: Double click on the ME5K transaction.

SAP Easy Access
BE> @82 |y

= 3 Favorites

b (JLISTDISPLAYS.
= €3 PURCHASE REQUISITIONS
(8] MESIN- PR Create
(8] MES2N - PR Change
(8] MESIN - PR Display
(8] w03 - Disglay PURCH Vendor
[ 208 - vendor Listoy Untversity

v

b CVENDOR

b 03 FUND RESERVATIONS

b CIREPORTS

) STORES RESERVATIONS

b 03 PAYROLL
= €3 8AP many
b 0 Offce

Enter your cost center on this screen and click on the clock icon (F8) to find any purchase requisitions
that have been created in this cost center that have not been processed to a purchase order.

| 7016320124 [a)

UL
N | B
[ |5]
I E
oo B
o | E
[ E
i | B
] E
U E
. I E
o E
R | E
I E
] E
o | E
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Purchase Requisitions by Account Assignment not
processed to a Purchase Order - ME5K

List of purchase requisitions will appear if they have not been processed to a purchase order. If after
you have executed the icon, no list appears then all purchase requisitions have been processed.

List Edit Goto Environment & Help

3dH e BHRE DDO0 BE @
Purchase Requisitions per Account Assignment
& Assighments Services

][]

Cost Center 7016320124

Material Short Text PBp Mat. Grp
Requisn  Item Requested Oty Un Deliv. Date Requester Flnt SLoc
SCROTYy. 14 Ordered Oty Un Release Date Trackg No SP1.MHE
A photographic &tlas for Anaomy Lab 708 00100
18363655  BB0D1 8 EA D 01/85/2012 Layne 78
MR X NB K 1202212011 716328124
Desired Vendor 1029440 SHENANGD VALLEY QUIKPRINT
Crow Bolt #18x1B0Ft. Jack Chain Zinc 780 88180
18364171 08081 1 EA D B1/12/2012 Jerry 78
MR X NB K 61/06/2812 7016320124
Desired Vendor 1028602 HOME DEPOT

Al
(o]
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Purchase Requisitions and Purchase Orders by Fund Center-ZMO05

Transaction - ZMO05
This transaction displays a REPORT of your purchase requisitions and purchase
orders entered into SAP. Note: This report only contains orders that have a
SAP requisition created for a purchase order.

From the SAP Easy Access screen , double click on ZMO05 transaction:

¥ €3 PURCHASE REQUISITIONS
WESIN- PR Create.
& MES2N- PR Change.
(8] MESIN - PR Disptay
{8 W03 Display PURCH Vendor
& 2408 Vendor List by Urwersty
WES!

b CJ FUND RESERVATIONS

b CJREPORTS

¥ (] STORES RESERVATIONS

b O3 PATROLL

= €3 347 menu

b O 0mee
Cross-Agplication Companents
Logusics

On this screen type your fund/cost center in the funds center field then click the clock
icon to execute the report (F8). NOTE — Leave the plant and business area should be
“70” -- if any other fields are complete — space bar all that information out.

Purchase requistion number
Hem pumber of purchasa requ
Requistion ireques() date
Furchasing Document Humber

Hem Humber of Purchasing Do

Furchasing documet type

L account number

Funis cenfer To183z0124
Fung

Flant ™

Business Area ™

Hem delvery date

“Dellvery completed” ndicat

Final invoice Inicator

Account assignment categoey

Wenor's account number

Furchasing documer dale

Purchasing proup.

Furchasing prganizaion

Dieleton indicator in parcha
Furchase order nal yel compl

Hame ofrequisionerieques

Hame of Person who Crested

Material groun

Outpa format
B 5P List Viewer

EEEEEEEEEEEEEEEEEEEEEEE
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Purchase Requisitions and Purchase Orders by Fund Center-ZMO05

A listing of the fund center purchase requisitions with the purchase order and detail
information will appear.

i Dnon BE@

PR-po report |
AT T 2% @ OI@TLR B @

|PR:po repart |

Purcnreq, |~ tem Purchsoe. 1~ em|Shon e Deliv date | PO quantity|z Natvaiue|vendor  |Dac.date | GLacid [Fundscr (A |Fund e
10042024 00010 |4500051983 00010 |LEICA ME18 Z0OM STEREOMICROSCOPE 110452008 1000| 7,448.00 1028166 10 4/2004 |1804D0 |7D16320128 A 7016001824
10042024 2y - T
10056164 |00001[4300057821 00001 [REPAIR SWALL GENERATOR [Zfamo0s | 1000] 6675 [1090768 15153004 [s30io0 [Fo1a3z013a[R [7oieoniaze| [7a
10056164 23 - s
10067174 | 00001 4500088502 [00001 [5-C C-112 31120 5W BOK WIEARE [03i0 232005 TO00] 174481029726 [022892005 [66040D ¥_[7ot60019z4] _[70
00007 100003 |HUE CR20 RECPT STR 2P3VV20A DUFLEX BROYAN (03027005 | 100000 | 12000 [1028736 022812005 |@G0400 7016320124 K 7016001924| |70 |
00003 00003 | LEV 95008 26 B0X MT WAL FLATE BROVIN CELFFILE T000| 63101029726 (02082005 |660400 |7016320124 [€ 7016001924 (70 |
00004 100004 [EMT 12 CONDUIT ENT 1/2 INCH (030272005 1000| 7554 (1024726 (020812005 |660400 K |roieooiazs| |10
| 00005 100005 [8-C TC2218C 112 0/C (030272005 0500 485 (1028726 | 022602005 |660400 K [roteooiaz| |10
|G005 | 0005 5-C TKAZ1-8C 112 DI 618 COUPLING CELFFITE [ET] 533 (1020726 | 0Z202005 (660400 W Toieoaiaz| |10
|oo7 | 100007 [WIN MED 30 CLAWF COND ENT 1H 112 [03i0272005 1000|1258 1028726 |022813005 |8604DD K |roteooiazs| |70
(] (G008 [EWT 1 CONDUIT EWT 1 INGH [0az7005 T000| 60471009736 |0220/2005 (660400 |T0163Z013¢ | |701G001aZE| |70
00003 100008 [HOF ABGEHERENK BOX PULL loai 22005 2000| 2454 (1029726 |022612005 |6604DD_|7018320124 [ 701EDDIA2E| (70
0010 G0010[5-C 53171-12-34-€ 450 80% [oam 22005 U240| 22771029736 |02913005 |660400 K_[7oteooiazs| |10
0001 1 0011 [5-C 53-C-1 456 FLAT BLANK COVER. (030 232005 0240 504 1029726 022602005 (660400 |7018320124 €
{0012 100013 [THHH 1750LBL 50LID BLACK joanzzons | 1000 | 1028726 02812005 [GG040D | 7016320124 K
00013 100013 [THHHN 1 Z50LWH SOLID WHITE 030 22005 1000|  4552(1024726 (0262005 (66000 [7016320124 K
|onD1a| 1280LGRN SOLID GREEN 030272005 0500|7376 102876 |023B13005 |6604DD K
[60073| 00015 [BUC B3-1 RED CELFINE 000 93 (102726 | 02202005 [660400 3
00018 00016 [WC 122 LITE- 250' CABLE MG LIET 12 [03i0272005 0250| 63341028726 [022813005 |8604DD K
o007 | 190017 |WC 12/3-LITE-250' CABLE MC LITE 127 0310273005 0750 BE50 (1028726 022003005 660400 |701632013¢ K | 7016001824] |70
00018 100015 [5-C G- 280 6 DIC 25CR BX CONNECTOR loai 212005 1000|1505 1020726 |022612005 |6604DD _|7D18320124 | 701EDDIA2E| (70
0013 {00018 [0 HOWTZ020 BREAKER 172020 FL [Pw0z7005 | 70000 58440 (1028726 |0Ze005 |6604D0 | 7018320124 |K |7016001924] |70
10062124 1, S
0075415 4500074787 B 007 34655 172 SCALE WUSC ANATOFIGU |08i26005 T000| 456210 [1030418 |0801/2005 [ [roteootazs| 70|
BID) 007 725 LIFE GIZE WU AATOMY 6T (G005 000 | 310571 1030416 (060112009 K |Toigoaiazs| |10 |
A2T GIANT § PART EVERALL l08r2672005 1000|1887 1030416 |0B®I/I005 (660315 K |roteootaz| |10
R35 GIANT 3 PART E3R (EFEFI T000| 31466 1030416 (060113005 |660315 K |Toigoaiaz| |10
HEART OF AMERICA EFEFIT I000| 43062 (1030416 [0601/3005 [660315 W oieoaiazi| |10
AST DELUXE KIGNEY [0ar26i2005 00| 218331030416 |0A1/2005 |660315 |701320134 K  701EDDIAZE| (70
0007 [ 81D 007 SJ66K ULTRAFLEX FULL FUNCT KHEE (08202005 T000|  6562[10J0418 |0B01/2005 [660315 |701632013¢ [ |7016001a3¢] |70
10075415 3, - 839331
D (00001 [FT-13-1738 Chiargormonas 545 1017096 [09w3005 660315 7018320138 K
00002 |HT-13-1750 Dinofiageliales: 545 1002096 |026/2005 (660315 [7016320124 K 7016001324 |70

You can export this report to an excel spreadsheet.

Click on the 10™ icon on the icon bar to export. The screen below will appear.
Choose spreadsheet and click the green checkmark.
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Purchase Requisitions and Purchase Orders by Fund Center-ZMO05

The screen below will appear. Choose the directory you want to save your file
to. Name your file name and click on the “Generate” button.

FR-po report

Directany CiDocuments and Settingsikathy. powellDeskiop
Fila Marme PRPOreportxs|

0.0

Generate | Replace || Extend | |3

An excel spreadsheet will be saved to your hard drive for use.
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INSTRUCTIONS FOR HONORATIUM REQUESTS

Effective April 1, 2011, Honorarium Request forms will no longer be accepted to request the
services of speakers/performances. Requests for these services should be submitted via a
purchase requisition on SAP. Honorariums under $1,500 should be sent to Purchasing
Group 700; Honorariums $1,500 and over should be sent to Purchasing Group 703.

When requesting this type of service, please provide the same information previously entered
on the Honorarium Request including speaker’'s name, home address, social security
number/Federal ID Number, detailed description of services to be provided including subject
matter, date, time and place of presentation and purpose/justification. A telephone, fax number
and e-mail address of the speaker are also very helpful and can be entered in the header text.

The speaker’s fee should be inserted as Line 1 of the purchase requisition. If there are
travel expenses being reimbursed to the speaker enter them on Line 2 and indicate what the
reimbursement is for (i.e. meals, lodging, airfare, mileage, etc.). Any expenses paid to a
third party (i.e. Lenz Travel, Airport Orbit, Applebutter Inn, etc.) on behalf of the speaker
should be entered as Line 3, 4, etc. indicating the necessary vendor code in the Des.
Vendor field.

Enter all purchase requisitions for honoraria to Purchasing Group 703. The new Material
Group is 00196 and the G/L number to be used on the Account Assignment tab for
honoraria/stipends/ speakers is 625400.

Attach to the SAP purchase requisition any additional forms received from the Contractor (i.e.
schedule for speaker/consultant, speaker’s contract if required, technical rider, etc.). Contracts
will be reviewed by the Purchasing Office and/or University Legal Counsel for any terms and
conditions that are prohibited by the Commonwealth of Pennsylvania prior to signing. Only the
President or other party specifically delegated by the President in writing may sign a contract.
No persons should sign a contract on behalf of the university unless they are specifically
delegated to do so. A person without delegation who signs a contract will be acting outside the
scope of his or her employment and will be held personally liable for obligations created by the
inappropriate signing of the contract.

The University cannot pay for services exceeding $1,499.00 per contractor per fiscal year
without a pre-approved contract. Under no circumstances are services to start prior to the
effective date of the contract. If the contract is not approved before the date the service is to
be performed, SRU cannot pay the Contractor.

It is extremely important that requests exceeding $1,499.00 arrive in the Purchasing Office at
least four (4) weeks in advance of the date of commitment to the Contractor. This lead time is
to provide the time needed to get the contract approved by University Legal Counsel and the
Office of Attorney General in Harrisburg when necessary.

Services under $1,500 do not need pre-approved by University Legal Counsel, but you do
need to be submitted in advance of the service being performed.

Provide a complete and detailed description of all services to be provided. This description
assures that the Contractor clearly understands the service they are to provide. The
description must be explicit enough to be enforceable in the event of a dispute.

If request exceeds $10,000, submit a Justification Memo along with request stating why you
have selected this person, their qualifications, etc. This justification will be reviewed by
University Legal Counsel when they consider the contract for approval.
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INSTRUCTIONS FOR HONORATIUM REQUESTS

Honoraria cannot be paid to employees or officials of the Commonwealth of Pennsylvania
including employees of other Pennsylvania State Universities. Under some circumstances a
dual employment/extra compensation payment is a possibility. Contact the University Human

Resources Office for details.

Honoraria cannot be paid to SRU students. They should be paid via the student payroll system.
Paying students on the student payroll for their services assures that they are covered by the
Commonwealth’s liability insurance and Worker's Compensation insurance.

Employee-type work (services performed over a period of time, not a onetime service as well as
other factors) should be paid via the payroll system so that federal and state taxes can be
withheld. The University is required to withhold social security and taxes when persons perform
employee-type work. Factors used to determine if a service is an independent contractor or
employee-employer relationship are indicated on the attached guidelines provided by the State
System of Higher Education. Any combination of these factors determine an employee
relationship. Contact the Human Resources Office regarding employee-type services.

Since the Honorarium Request form will no longer be returned to the department to confirm that
the services were provided upon completion of the service the requisitioner will need to submit a
General Invoice to Accounts Payable for payment. Complete this Word form online, then either
print it or click “save as”, rename it (example DoeHonorarium) and save it to your computer. If
paying mileage to the speaker, list on the general invoice and attach a map Quest from
speaker’'s home-SRU-speaker’s home to calculate the mileage. If reimbursing other travel
expenses, list on the general invoice and attach receipts.

Questions should be directed to Patti Doyle @ patricia.doyle@sru.edu or Ext 2252.
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INSTRUCTIONS HOW TO COMPLETE BUS TRANSPORTATION
PURCHASE REQUISTION

Bus Transportation Service Requests should be submitted electronically via a purchase requisition on SAP.

The department will be responsible for contacting Campbell Bus Co. to setup the trip. After obtaining your trip
information, please complete a purchase requisition in SAP for payment of the invoice.

Vendor # 1032347
CAMPBELL BUS CO
BUCO Transportation Inc
PO BOX 57 258 GROVE CITY RD
Slippery Rock PA 16057
Contact: Todd Campbell
Phone 724-794-2440 Email: todd@zoominternet.net

How to create a purchase requistion in SAP using transaction ME51N Create PR.

Three sections: Header Item Overview Item

Header Section - Type — CAMPBELL BUS CO TRANSPORTATION REQUEST (see example below).

& purchase Requistion ~ Edit  Envionment  System  Help w
g FdB @@ CHE TLo0 ER @@
Create Purchase Requisition

Document Overview on | [ &Y Hold | & & Personal setting

[r] Purchase requistion  ~| | [T Source Determination

E

A... CAMPBELL BUS CO BUS TRANSPORTATIOM
* [3] Header note

4« » | Continuous-tex..|v|

[&e] @& E) e ) () (S R ) 6] (2] ) e vetaut vales]
S.. Item A 1 MatlGro... Short Text Quantity Unit Delv. Date Valuation Price E Total Value Requisnr.  Trackin... Des.vendor Fix.Vend.  Created by
K kpowel 701149
kpowel 701149
kpowel 701149
kpowel 701149,
kpowel 701149
kpowel 701149,
kpowel 701149
kpowel 701149,
kpowel 701149
kpowel 701149,

BRI

> | PRD (1) 300 ~ | enloptima | INS
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INSTRUCTIONS HOW TO COMPLETE BUS TRANSPORTATION
PURCHASE REQUISTION

Item Overview Section - Type the information as pertains to your request (use the print screen below as an
example):

Use: Material Group 00956 (SRV-TRANPORTATION)
Short Text BUS-“Where Trip is to”
Delivery Date Date of Trip
Desired Vendor # 1032347 CAMPBELL BUS CO
Purchasing Group# 706 (Contracts)

SUIRERT | NES RIS R N e | v O
[®@iz| create Purchase Requisition
on| | O s |

&[9 (W] [¥5] B3] 0@ a[@ )0 H)] 220 (@]

hort Text eliv. Date [va
BUS - PITTSBURGH BENEDUM CENTER 0B/30/2011 | 400.00

[ erated by Pr [Pl Pong]
706 i LOCH

ackinghlo
7011430000 1032347
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INSTRUCTIONS HOW TO COMPLETE BUS TRANSPORTATION
PURCHASE REQUISTION

Item Section - ACCOUNT ASSIGNMENT (TAB) - Type the information as pertains to your request (use the print
screen below as an example):

Unloading Point:

Recipient:
G/LAccount #: 650999 (RENTAL-OTHER)

Cost Center:

[ Pucteseronvstion & |
ffem | 11)5U5- PITSBURGHBENEOUN CENTER_ |

ENEDUM CE|
. Valuation

AccAssCat [Costcenter  ® Distribution  Sing ssignm.. & CoCode St
Unloading Paint  PURCHASING Recipient KPOWELL
GIL Account
Business Area
COArea
Cost Center 7011490000
Profit Center e
Fund ]
Functional Area
Funds Center ol
Earmarked Funds Commitment ltem 650999
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INSTRUCTIONS HOW TO COMPLETE BUS TRANSPORTATION
PURCHASE REQUISTION

Item Section - Next in the TEXT TAB - Type the information as pertains to your request (use the print screen below
as an example):

¥l = iR ecee LHE NDON IR @B

Create Purchase Requisition

oumentoenon | 3 @ v | 68 B8 € rerson sens
] Purchaserequsion & ||

T
S - ooz councares ol

MenTexts  [Any.. [ REQUESTING DEPT:PHYSICAL EDUCATION
REQUESTOR: DR. LIU PHONE 724-738-2072
TYPE OF BUS AND # OF BUS(S): SCHOOL BUS - 1 EACH
@ ftem note CITY OF DESTINATION: FRANKLIN PA
[ Delivery text DESTINATION IN ABOVE CITY: CENTRAL ELEMENTARY SCHOOL
B Material PO text PLACE OF DEPARTURE: SRU MORROW FIELD HOUSE
PLACE OF RETURN: snu HORROY FIELD HOUSE
DEPARTURE D. TINE: APRIL 19, 2011 9:15 A M.

([«][*] Continuous-tex...
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INSTRUCTIONS HOW TO COMPLETE BUS TRANSPORTATION
PURCHASE REQUISTION

this is a full view of your text*

@R LHR LoD B @E
Change item text: # 1 00001 Language EN
| 52 [ | @ Formats |25 character Formats| T | B |2 & B | o B

Parag.Formats * Paragraph, |eft-aligned Bl char.Formats -]

IREQUESTING DEPT: PHYSICAL EDUCATION -
REQUESTCOR: DR. LIU PHONE 724-738-2072

TYPE OF BUS AND # OF BUS(S): SCHOOL BUS - 1 EACH

CITY OF DESTINATICN: FRANKLIN PA

DESTINATION IN ABOVE CITY: CENTRAL ELEMENTARY SCHOOL
PLACE OF DEPARTURE: SRU MORRCH FIELD HOUSE

PLACE OF RETURN: SRU MORROW FIELD HOUSE

DEPARTURE DATE AND TIME: APRIL 1%, 2011 9:15 A.M.

RETURN DATE AND TIME: APRIL 19, 2011 11:00 A.M.

UMEER OF PERSONS TAKING TRIP: 22 STUDENTS PLUS 1 FACULTY
(TOTAL 33)

*

[AME OF CLASS/GROUP: PRAC INTRO TEACH
PURPOSE OF TRIP: OESERVATICH

B

e

Once your purchase requisition is created, please attach your confirmation or invoice to the purchase requisition.
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	5. SRU - GL Account List with Material Group (Eff SEPT 2016).pdf
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