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1.  Create Purchase Orders
To order SplendaTM and soy protein, we will have to create two purchase orders, because we cannot buy both materials from a single vendor.  To create a purchase order, follow the menu path:

Logistics (Materials Management (Purchasing (Purchase Order (Create (Vendor Unknown
which will produce the following screen:
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Make sure Order type NB is entered, enter ##B for Purchasing Group, then enter the default data listed below:

Delivery date:  a date two weeks into the future

Plant:  ##PT
Storage Location: 100

Default data entries will be copied to each line item on the purchase order.  Click on the enter icon ([image: image2.png]


), and the following screen will appear:
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When you have entered the data as shown above and click on the enter icon ([image: image4.png]


), your screen should look like the following:
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Clicking on the enter icon ([image: image6.png]


) causes the SAP system to call up data from the material masters in the database.  Next, we need to assign vendors to these materials:
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To select both items from the requisition, we can select them individually or use the Select all items icon ([image: image8.png]


).  After selecting both items, click on the Assign supply source icon ([image: image9.jpg]Assign Source of Supply




).  It won’t seem like anything happened, but it did.  Remember that there is only one supply source for each material (remember that you only entered one purchasing info record for each material, tying it to one vendor). 

Click on the Select all items icon ([image: image10.png]


) to again select the soy protein and SplendaTM, then click on the Generate purch. ord. icon ([image: image11.png]


) to generate the purchase order.  You should get the following screen:
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This screen shows that vendors were assigned.  Because the materials have to be purchased from two different vendors, two different purchase orders must be created.  Although SAP is not being very explicit about it, this screen is asking you which vendor to create a purchase order for.  Double-click on ## Grand Rapids Grains to select it, and you will get the following screen:
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Close the EnjoySAP window, then slide the border for the Document overview panel over so that the requisition information is visible:
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Click on the line Open Requisition line in the Document overview, then click on the adopt icon ([image: image15.png]


).  This will add the soy protein to the purchase order:
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If you don’t see the header details, click on the expand icon ([image: image17.jpg]


) next to the Header line and then click on the conditions tab:
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Note that the total price for the purchase order is $2,500.  Click on the save icon ([image: image19.png]


) and you will get the following message:
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There is no output device specified for the purchase order.  As Fitter Snacker is a virtual company, this is not a problem.  Click on the Save icon ([image: image21.jpg]Save.



).  The purchase order will be saved and you will be returned to the purchase requisition screen:
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Double-click on ## Adrian Additives and create a purchase order for the SplendaTM.
After creating the purchase order for Splenda, click on the back icon ([image: image23.png]


) to get back to the SAP Easy Access screen.

4.  Record a Goods Receipt
When the ordered material arrives, it needs to be recorded in the SAP R/3 system.  To do this, follow the menu path:

Logistics (Materials Management (Inventory Management (Goods Movement (Goods Receipt (For Purchase Order (GR for Purchase Order

to get the following screen:
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Use the search function Purchasing Documents per Vendor with purchasing organization ##PR and purchasing group ##B to find your first purchase order:
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Click on the enter icon ([image: image26.png]


) and you will get a list with two purchase orders:
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Double-click on the first order (for soy protein) to select it, then click on the enter icon ([image: image28.png]


) to call up the purchase order data:
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Click on the close detail data icon ([image: image30.png]


) to make it easier to process the receipt.  You will now be able to click on the OK checkbox to confirm receipt of all 5,000 lb. of soy protein:
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Click on the save icon ([image: image32.png]


), and you will get the following message at the bottom of the screen to confirm the material receipt:
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Repeat the process to receive the SplendaTM for the second purchase order.

5.  Verify Material Receipt

To verify the material receipt, follow the menu path:

Logistics (Materials Management (Inventory Management(Environment (Stock (Stock Overview

To get the following screen:
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Enter ##R430 (soy protein) and ##PT for plant, then click on the execute icon ([image: image35.png]


) to get the following screen:
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Click on the print icon ([image: image37.png]


) to print this page.  Use the stock overview to verify the stock level for SplendaTM and print the stock overview report.

Staple both stock overview reports together, put your name on them, and hand them in
Make sure Order type NB is entered,


Enter ##B for Purchasing Group





Enter the following default data:





Delivery date:  a date two weeks into the future


Plant:  ##PT


Storage Location: 100





Then click on the enter icon





Enter the following data:


Material	Quantity	


##R430	5000		


##R440	1000		





Then click on the enter icon





Data retrieved from the material master database





Select both items, then click on the Assign supply source icon





Double-click on ## Grand Rapids Grains to select this vendor





Click on the close icon to close out the EnjoySAP “advertising” window, then slide the divider over to see enough of the Document overview pane





Click on the line Open requisition line, then click on the adopt icon





Make sure the header data is open and click on the Conditions tab





Ignore the warning and click on Save





The SAP R/3 system has created a purchase order and has returned you to the purchase requisition screen so you can create a purchase order for the SplendaTM





Use the search Purchase Documents per Vendor to find your PO





Make sure Vendor is blank





Double-click on the first purchase order, which should be your order for soy protein





Close the detail view so you can process the material receipt more easily





Check the OK box to confirm the receipt, then click on the save icon





Enter ##R430 (soy protein) and ##PT for plant, then click on the execute icon





The SAP system shows 5,000 lb. of soy protein in storage location 100 in plant ##PT
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