
Requisition Reports/Features 

Agenda

• Copying a Requisition

• My Requisitions

• Requisition Report

• Exercises
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Scenario:  Last month I created a requisition for black ballpoint pens and I need to replenish the supply.  SAP provides the ability to copy a requisition in a new requisition.  

Transaction ME51N

Click on ‘Document overview on’ icon (note:  if the icon reads ‘Document overview off’ then skip to the next step)

Click on the ‘Selection variant’ icon circled above and select ‘Purchase requisition’ from the list
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Enter the requisition number on the search screen (circled above)

Click on ‘Execute’ to bring the requisition back to your ME51N screen
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Single click on the requisition number (in document overview) to select the requisition. 

Drag that selected requisition number to the shopping cart (circled above). 

All the information on copied requisition is now in the new requisition.  Make any desired changes and click on ‘Save’ for requisition number.   
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Scenario:  I would like to review all the requisitions I created last week.    

Click on the ‘Selection variant’ in document overview and select ‘My purchase requisitions’.

The requisitions that you created will now display in the document overview window.

	Note: The document overview defaults to display requisitions within a certain time period, however this period can be changed.  Click on the ‘Personal Setting’ icon and adjust the document overview timeframe accordingly. 
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Use transaction ME5A for the Requisition Report to produce a list of requisitions that meet certain criteria.  Fill in the desired criteria and execute to see the results.

Examples:

A list of all requisitions created for our cost center with a delivery date between 01/01/2008 – 06/30/2008 .    
Plant = 50
Cost Center = 50xxxxxxxx
Delivery Date = 01/01/2008 to 06/30/2008
Closed requisitions =‘Check’


A list of my requisitions not yet processed by Procurement for our cost center
Processing Status = N
Cost Center = 50xxxxxxxx










COMPLETE EXERCISES
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