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Creating Purchase Orders for Non-Stock Goods and Services

Work Instructions

Follow these work instructions if you are involved in creating Purchase
Orders for services and non-stock goods for your agency and you are a
Buyer or a “backup”.

These instructions outline the ME22N Change Purchase Order procedure for
completing a Purchase Order in the SCEIS Procure-to-Pay process for
services and non-stock goods. The procedure is initiated in the ECC system
and is used to process state-standard Purchase Orders originating in the
SRM system. NOTE: These work instructions do not cover the procedure for
creating Purchase Orders for inventory items (stock).

The ME22N Change Purchase Order procedure is the fifth procedure of the
SCEIS Procure-to-Pay process for procuring services and non-stock goods.
Procedures one through four are covered in the document Shop and Order
Non-Stock Goods and Services. You can retrieve that document from the
SCEIS uPerform system at https://uperform.sc.gov in the content area

Materials Management Quick Reference Cards (QRC).

ME22N Change Purchase Order is a transaction in the SCEIS ECC system.

Once the Buyer creates a state standard Purchase Order in SRM, SCEIS
uses that data to create a state standard Purchase Order in ECC.

In ECC, the Buyer can change the state standard Purchase Order to another
type of Purchase Order such as a Sole Source or Blanket Purchase Order.

ECC is the SCEIS
SAP Enterprise
Central Component
system. ECC contains
the master data
needed to complete
SCEIS accounting
transactions. All
SCEIS applications
are integrated with
ECC.

Unlike the SRM
application, business
process procedures in
the ECC system have
a transaction code
and a transaction title.
In this case, “ME22N”
is the transaction
code to change a PO.
Periodically, you may
hear or read
references to this
procedure (ECC
transaction) as simply
“ME22N”.

Changes made by the Buyer may need approval by the SRM Approver for that purchase.

When modifying Purchase Orders, the Buyer adheres to South Carolina Procurement Code and

Regulations, internal policies and best practices.
To change/modify a Purchase Order in SCEIS ECC system, the Buyer will:

Locate the Purchase Order.

Display (Review) the Purchase Order.
Change the Purchase Order type, if required.
Add tax, freight and goods receipt, if required.
Make any other changes, if required.

-~ o a0 o

Save, print and mail Purchase Order to suppliers (vendors).

]
Be sure to Save
especially if you are taking some time to complete your efforts

the Purchase Order following any changes and periodically,

Begin this business process procedure by going to the SCEIS website and login to ECC.
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Business Process Procedure: ME23N Change Purchase Order

1. Click SCEIS Logins.

" Site Map | Privacy | Disclaimer
South Carolina

(( Tt [
SC Budget and Control Board

ierer | et Sl el HoE S e T R S

About SCEIS

Agency Implementation
Guide

Agency Support Teams

Training
Knowledge Transfer
Program
Finance
HR & Payroll
Materials Management ~ % "
Reporting B R _
Imaging South Carolina Enterprise Information System Reminders & Tools
Technical The Seuth Carolina Enterprise Infarmation System (SCEIS) is consalidating more than 70 state  Data Conversian
agencies onto a single, statewide enterprise system, built on SAP software, for finance, materials Decuments
o  ~ management and human resourcesipayroll T —

2. Click Citrix.

South (_.'arolina . [ | siteMap | Privacy | D mer
Enterprise Information System =

SC Budget and Control Board

Meetings Contact Us News & Updates SCEIS Logins Service Desk

About SCELS SCEIS Logins

Data Cleansing &
Conversi

MySCEmployee

Cutover

Agency Support Teams  \/¥SCEMployee Tooks - Link

rence Guide: Changing Y our MySCEmployee Password - 351k: PDF)

nce

HR & Payroll Citrix

Materials Management

Reporting (Quick Reference Guide: SCEIS Production System Lagin - 466kb PDF)
Imaging

3. Click SAP Logon Pad.
SWEIS

Preferences «

4.

5.

Descriptiony | System Descrip «

IELPROD - ECC Production System

-
e
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As a first-time ECC user you will receive the below. Respond to the system by clicking the green

checkmark . SAP Easy Access screen next appears. Think of this as your ECC homepage.

I_E?Copwight /
SAP user name JCUNNINGHAM T =t sA
First system logo @ w20 ]aH @@ DHE D000 DR @8

SAP Easy Access

GE &l B2

Copyright [c) SAH LG 2082,
811 rights reserved.

License w/o eypiration
This softwarg product, marketed by SAP 4G
or its distrfibutors, includes proprietary

software copponents of Microsoft Corporation.

® 1988-2005 Microsoft Corp.
W11 rights reserved

Microsoff{® is a registered trademark of
Microsoft Corporation. Windows(TH) is a
trademgrk of Microsoft Corporation

6. Type ME22N in the Command Box and click Enter.

That is, strike the Enter key on the keyboard or click the Green Check @ button.

= [mN=NEE) g
Menu Edit Favorites Extras  Systern  Help

H e SRR D002 HE @ H

SAP Easy Access

B &l EEls]l~]-]

I [ Favorites
= ] BAP menu
b O Office
[ Cross-Application Components
[ Logistics
] Accourting
[ Hurnan Resources
[ Information Systems

[ Tools

b B S .

7. The transactions ME22N and ME23N. The first time you enter transaction ME22N
Change Purchase Order, ECC will switch to transaction ME23N Display Purchase Order and
offer “Help” (highlighted below). This is because the system knows you have not previously
“changed” a Purchase Order. The next time you enter ME22N, ECC will open ME22N and display
the last Purchase Order you viewed.

12/14/2010 Page | 5 Creating Purchase Orders for Non-Stock Goods, Services



Since you will receive assistance in this document, exit the “Help” by clicking Close.
Next, find (look-up) the PO to be viewed and changed. -

=4

Burchase Order Edit Goto Enwironment  System  Help

& o 4|0®®|QM%\@@@@,\"\@I

—

—

[@iz] Display Purchase Order

—
—
-

IE.. I |‘jrmk?ﬁwew H Messages |.|i Personal Setting H! Go to Document Builder

[=Back. [romard | EACIA] I T Vendar [ | Doc.date %
= E e Conditions . Texts . Address . Communication . Parners  Additional Data | Org. Daty |
User Interface for the Purchase
Order m
Three screen areas, which can be (PR WEHiiS I_ =z M
expanded and collapsed individually, Payrent in 0 |days 0.000 |% Exchange Rate [ Exch Rate Fixed
allow you to determine which data is Payment in 0 | days [0.900 |%
displayed Paymentin o | days net
Faulty items Incoterms | | [ GR Message
You can pracess system i
directly or Zolleat them far [S|Es.Jtm (& [ [Materiai [ShortText [PO Quantity [o... [c[oeliv. Date_|Net Price [curr.
subseguent processing —
Further functions - o o
1 ECC transactions display your last
e Self-Definable Document ||
Ovarvew 1 document processed and keeps
s Fast and Straightforward | . .
Ascess to Relevar Data L history of field values entered. So,
e Put Incomplete Purchase [ . .
Orders “On old” am the next use of ME22N will display
« Copy ot Convert Documents
into Purchase Orders |
T am the last Purchase Order that was
« Maintain Personal Settings [
e Enter Account Assignment | L processed by yOu.
« Display Release Strateqy ]
s Invoke Print Preview Direct —
frormn Purchase Order aji/ -
« Further Information
O O o e e e i O
For more infarmation about the — =
busginess background, see Halp > ;l A0l T ol
| a7

Look-up a Purchase Order (PO) when you know the PO#. You may only need to
use this approach the first time you use ECC and ME22N. Thereafter, you will most likely use the

approach in step #9.

A. Click Purchase Order.
B. k Other Purchase Order.
REE E
Burchage Ordér  Edi/ Gols  Emdronment  Syttem  Help L
€ Othar Pure shiFs @@ DMHE DD0hOo0 BE @M
9 Creale FE
= Displa¥Change F7 pr
[t 1 Print Preveee || Messages | i) [é Personal Suting || 0o ta Document Buler |
E Wndor Dioc, dabe
:EI SMHu.m,m,'w.mm.mm"m.'mm
i ift+
PoymentTerms || [) Curmeney
Pagrient in (] dxs G068 % Eﬂ[hﬂrﬁgﬂ Ratis
Papment in 0 dws 0D.000 X
Pagriint in (1] diys il
IRotimns
HES Jom  [& [ Justens [snon Text [P0 Qusnity [o_ [cloew pate_[netFrice [owr_[Fer o Jusn sroup [Pint
C.
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D. Enter PQ number. In this example, the PO# is 4500000012.

III:' Select Docurnent \

= = select Docurment Bl

@F0 PO 45000009 2([=)
O Purch. Requisition

@F0
O Purch. Requisition

——[Tovermueimen][x]
E. Click Other Document.

/
F. If the PO exists, ECC will display it. Be careful to type zeroes and not “O’s” --a common
mistake for new ECC users. Notice a zero contains a “dot” in its center.

G. NOTE: If you click the Matchcode button, a list of POs will appear. You could select
your desired PO from that list, however, this list grows as POs are created in the system
and you may not be able to “find” a specific PO without its date or vendor. See step #9.

Proceed to step #11.

9. Look-up a Purchase Order when you do not know the PO#.

ECC transaction ME2N Purchasing Documents per Document Number is recommended for this
task. This transaction is documented in the SCEIS uPerform system. It allows you to search for
and list Purchase Orders by any combination of twenty-five (25) fields, including delivery date,
validity dates, item category, plant, vendor, purchase order type, material group, financial account
assignment, etc. Go to the SCEIS uPerform system and Search for the ME2N document. SCEIS
uPerform can be accessed at https://uperform.sc.gov.

ECC ME2N Transaction search screen

=4 1= [
Prograrn  Edit Goto  Systern  Help

@ 1 IBIe@e  BHE Hnos R @B
Purchasing Documents per Document Number
Furchasing document to E
FPurchasing organization to 2

| Scope of List ALY -
Selection Parameters to 5
Document Type 1o 2
Purchasing Group 1o 2
Flant tn L
Itern Category 10 2
Account Assignment Category io o
Delivery Date 10 2

walidity Key Date
Range of Coverage to

wendor to (=]
Supplying Flant io ;
Material 10 B
Material Graup 1 =
Daocument Date to ?
Intern. Article Mo, (EANIUPC) to ?
Wendor's aterial Mumhber to ;
wendor Subrange 10 B
Promotion to ;
Season to ?
Season Year 10 E

Short Text
Wendar Mame

[ b [Eca iy 20y B sceisecoaps [INs | | 7

Proceed to the step #11.
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10. Look-up a Purchase Order when the PO displayed is not the one you need.

11.

If a Purchase Order is displayed in ME22N but it is not the PO you want to view/change, you can
switch to a different PO by finding the needed PO# via step #8 or step #9, and then clicking the

[+
button for ME23N, and entering that PO#.

=
Putchase Order  Edit Goto  Enwironment  Systern Help

| & 290G BNE Hnag
State%nda@ PO 4500000012 Created by CHAI
DI ZIEIE | [ pintproven | Wessases | ][

m State Standard PO (4500000012 Wendor 7000037741 DELL hA

E Deliverylinvoice '| Conditions 4
I

Address . Communication

Proceed to step #11.

(Print) Preview a found Purchased Order.

Using one of the look-up methods (above) in the example below, Charles Abbott found a State
Standard PO# 4500000012 that was created in SRM and was workflowed to ECC to him.

Review your Purchase Order details.

Click Print Preview (circled below) to review the look-and-feel of the printed version of the
Purchase Order that will be sent to the source of supply (vendor).

=4 E = E
Furchase Order  Edit Goto  Enwitonment  Systern Help

| & NIHe@e SHE D000 BR @
State Standard PO 4500000642-Created by CHARLES ABEOTT
IE Print Previgw H h)essages | FPersonal Setting | Goto Document Builder

m State Standard PO = (4500080812 vendor 7000037741 DELL MARKETING .. | Doc. date 1241342007
= Deliveryinvaice | Conditions 4 Address | Communicaion | Patners | Addiional Data | Org Data | Status | PaymentProcess.. ||
Header Texts Ja]
Header text E
[B] Headernote
Pricing types [2]
E1 Neadlines [=]
D] | Sontinuous-tex. B

[=IE0sJim & || |waterial |Shon Text PO Quartity [o... [c|oeliv. Date [metPrice [curr. Jrer  Jo. [wati Group [Pint
10 A Carnputers 1EA D 2i21/2007 a71.71usp 1 EA |Data Proces. Wil Lou Gray
|:28 A Computers 1EA D 1242142007 ar1.71usp 1 EA |Data Proces. Wil Lou Gray
G Carnputers 1EA D H2s2172007 gr1.71UsD 1 EA |Data Proces. il Lou Gray
K0 I[+
EE mEIE G E [ Defauitvaiues | | addl Planning

Item [10] Computers ] |ZIZ|

Material Data .I Quantitiesieights 4 Delivery , Invoice , Conditions  AccountAssignment . Purchase Order History N

3. [c|Delivery Datefsched. aty [Tirme [stat. Del. Dte[GR oty |Purchase . [Req... [N [open Quantity |sch. Jp.
| |olizi212007 1 12421420087 1/100088AZ50 (10 1 []
| o |
| o | ]
[ o [ ]
[l 1[4
E (]
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Sample SCEIS Purchase Order

PURCHASE ORDER
Wil Lou Gray Opportunity Sch Fagel of 1
Purchasing Office: Invoice To:
Wil Lou Gray Opportunity School Wil Lou Gray Opportunity School
Attn: Procursment Office Attn: Accounts Payable
3300 West Campus Road 3300 West Camput Road
West Columbia, SC 29170 Calumbia, 5C 29170
Phone: (803) 296-6480 Phone: (803) £96-6420
Fax: (803) 896-6467 Fax: (803) 8966511
Purchase Order: 4500000928 Payment Terms:
Date Issued: 05/14/200% within 22 Days 0.000 Percent Discount
PO Fumbermuet appear on all booicss and D livery Skipe
Vendor: 7000025876 | Deliver To:
HERNDON CHEVROLET INC Wil Lou Ghay Op portunity School
PO Box 339 3300 WEST CAMPUS ROAD
LEXINGTON SC 25072 West Colurbia, 5C 291702134
Ush
INSTRUCTIONS TO VENDOR
Item |Quantity | Unitof [Description Unit Price Amount
No. Measure
00010 1 AT [2008 Chewy Uplander Mird-Van 2161400 2161400
[Bt. Comtract: 08-57608- 413403, Base: 17220 00 Estended

Recall that Shopping Cart creators can add notes to vendors for any
Shopping Cart item and that these notes are added to the Purchase Order. It
is best practice for Buyers and Approvers to review these notes.

12. Click the Back arrow & to return to ME22N.

13. Ifrequired, change the State Standard Purchase Order into a Purchase

Order of another type. Recall that the Carry Out Sourcing procedure creates a State
Standard Purchase Order. However, your Purchase Order type may need to be changed to a type
such as Blanket PO. SCEIS has designed the different types of Purchase Orders in the system for
reporting purposes. Below is only a sample of the types of Purchase Orders in SCEIS.

[r| State Standard PO &
B Auction PO ]
— [Blanket Agreement PO =
Blanket PO

Capital Lease PO
Case Management PO
Do not use-Dummy FO
Do not use-Standard
Do notuse-Stock Tr
Emergency PO
Exemption PO

(D]l

For additional information on Purchase Order types refer to the uPerform
document Purchase Order Document Types in the content area Materials
Management Quick Reference Cards (ORC).
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14. Add tax to the Purchase Order.

Click the Invoice tab I IMYBIEETT Notice the example is in transaction ME22N.

=4 CEE
Purchase Order  Edit Goto  Environment  Systim  Help

& | 190 QA SHE oo BRI e®

State Standard PO 46000009%{3 Created by CHARLES ABBOTT

[ Document overview on || Document overview o | | 3] |[][ T cancel || dR Print Preview || messages ||| [& Personal seting

WliElate Standard PO B)| 4600000928 Yendor ‘70000258?6 HERMDOMN CHEVR..l Doc. date O5/14/2008

Deliveryinvoice | Conditions 4

Address\' Cormunication | Farners | Additional Data | Org. Data | Status | PaymentFrocessing

\

Header Texts |a.]
12 Header text B
2 Header nate
B Pricing types [2]
[Z1 naadiinec :
[ | Continuous-tex.. =)

X
[SElsftm 2 ]| [Material [Short Text [Po Quantity\ [o_ [c|peliv. Date  [net Price [cur _Jrer o [Matl Group [Pint
|:|1B ) 2008 Chewy Uplander Mi.. 10U D 05152008 21,614 ooUsSD 1 Al Passenger .. Wil Lou GrayOppD
|:|29 A 2008 Chewy Uplander Mi.. 18U D 0541472008 21,614 pouse 1 Al Passenger . Wil Lou GravOppE
L] U5D
DT \ LM
R EEEEEEEE EG [ Devitvaiues | [ AcuiFlanning
[ item [[10] 2008 Chevy Uplander Mini-van EIEN B
hWaterial Data . QuanttiesiVeights . Delivery Schedule | Delivery g Conditions . AccountAssignment | Purchase Order History ||||E
¥ Inv. Receipt Tax Code
Final Invoice Jurisd. Code
[v] GR-Bsd IV
DF Category [ =]}
/
[ / b | Eca iy 20y B[ sceisecoaps [ove | [ 7

Click the Tax Code text boxl:l. and the Matchcode button =+ will appear. Click the button.

I T2 code (1) 5 Entries found

MBI EEEE
Tx |Description |
10 AP Tax Exermpt

I AF Sales Tax |

00 AR Tax Exempt

01 AR Sales Tax

L1 AP Self Azzezsament Llze Tax

Five (5) tax types will appear. Select your tax type. You will only select either “A/P Sales Tax” or

“A/P Self Assessment Use Tax” (Use Tax).

A/P is “Accounts Payable.” In the above example, “A/P Sales Tax” will be selected.
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Click and the tax type will be added to the Purchase Order. The tax amount is then
automatically calculated by ECC based on this selected tax type and the Tax Jurisdiction Code of
the Ship-To Location’s Zip+4. The tax line does not display as a line item on this screen and is
calculated in the background and is available in the Display Taxes screen.

Notice below that Tax code is selected and tax jurisdiction is entered but the latter is not editable.

=4 E=E
Purchase Order Edit Goto  Environment System  Help

& 190 0@e SHE SDo0 DR @m
State Standard PO 4600000928 Created by CHARLES ABBOTT
| Document Owverview Cn || Document Cverview Off‘ :@ | T cancel | Frint Preview || Messages | FPersonal Setting

m State Standard PO )| 4600000928| vendor 7000025876 HERNDOMN CHEVR..| Dac. date 05/14/2008
E Delivendlnvoice '| Canditions

Address . Communication | Partners  Additional Data | Org Data . Status | Payment Processing [

Header Texts |A |
[E] Header text
[E] Header nate
B Pricing types [2]
[=]

[E1 neadlines L —
[ | Sontinuous-tex.. =

=Bl lim  [& | |msterial [Short Text [P0 Guantity [o.. [c|peliv. Date [net Price [curr. Jrer  Jo.. [Mati Group [Pint
|:|1B L 2008 Chewy Uplander Mi.. 10U D e5H16/2008 21,614 oouse A1 Al Passenger .. Wil Lou GravOppg
|:|2E| A 2008 Chewy Uplander Mi.. 1AU D O5414/2008 21,674 oousey 1 Al Passenger .. Wil Lou GravOppE
L] U5D
K1 3| |[«[*]
BI@I@EI EI%‘I?I | Default Values | | Addl Planning
= [110] 2008 Chew Uplander Wini-van o [af=]

Invaice Conditions i Account Assighment i Furchase Order History “l B m

Material Data |, Quantitiesieights | Delivery Schedule | Delivery 4

V] Inv. Recelpt

[¥] Final Invaice

Iv| GR-Bsd I

DP Category | ]|

4106306900

Once taxes are calculated by ECC, you can click the Ta}xes button (see below) to Display Taxes.

||:7 | = w
Burchase Order Edit Goto  Enwironment  System  Help |
l@ 2198 €00 BHE DnLy PRIDEB

State Standard PO 4600000928 Created by CHARLES ABBOTT
| Document Owverview On || Document Overview Off‘ @ | | T Cancel | Print Preview || Messages | Personal Setting
I

ur | State Standard PO 7| 4600808928 vendor 7000025876 HERNDOM CHEVR...|| Doc. date  [85/14/2888
|
Ja T Tmaterial Shart Text [Po Guantity [o_ [c[peliv bate [niet Price [cur _JPer o [Matl Group  [Pint [
13 2008 Chewy Uplander bi... TaU D 05415 2008 21,614 pOUSD 1 ALl Passenger .. Wil Lou GrayOppE
13 2008 Chewy Uplander Mi.. 180 [0 DE;’M'.QBBS 21,614 oouser 1 Al Passenger .. Wil Lou GrayOppE
usD
I D)
I usD
| usD
f )
' usD
: usD =
X usD =
I |[«[+]
el mEE Al [ oefauttvaies | I addl Pranning
I
nem [[10] 2008 Chevy Uplander Wini-an = E|E| |
//Quamitieaﬂu’\iewghls '| Delivery Schedule  Delivery IR Conditions . ApcountAssignment | Purchase Order History | Texts | Deliv..“lElEl
¥l Inv. Receipt | Imvaicing Plan Tax Code IW
Final Invaice JJurisd. Gode (4106308908 |
[V] GR-Bsd IV
DP Category ‘ ]|
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Display Taxes Transaction

Click the Back arrow 'c' to return to the Purchase Order.

= =R ES|
Conditions  Edit Goto  System  Help

|& 2H0H e@e CHE Boon O QW
Display Taxes
(L ]
ltern 10
Met 21,614.00 |USD
Tax i 1,512.98 [
Pricing Elements <{
I |CnT\t|Name Amount |Crcv |per |U |Cnnditmn valug |Curr |Etatu5|Num |0Un |CCnn |Un |C|m—|
@ BASE Pase Amount 21,614,088 USD o 2]
] Calculated Call 21 614 88 USD 1 21,614 88 |USD o o g
] Shared with GIL 21 614 88 USD 1 21,614 B8 |USD o 2]
] @ XP11 AP Sales Tax 1 Inv. 6.8B0 % 1,296.84 |USD o L2} |
70 K21 AP Sales Tax 2 Inv. 1.000 % 216.14 USD o L2}
70 KP31 AP Sales Tax 3 Iny. o.egg % 0.08 UsD o L2}
|| @ P41 AP Sales Tax 4 Inv 0.000 % 0.08 USD 1] g
[ | @ P51 AP Sales Tan 5 Inv 0.000 % 0.00 USD 0 g
B @ XPEI AP Sales Tax 6 Inv. 0.888 % o.68 |USD o L2}
] Expensed 23, 126.98 USD 1 23,126.98 USD o o
B Self-assessment 23,126.98 USD 1 23,126 .98 USD ] ]
] | rued 23 ,126.98 USD 1 23,126.98 |USD o 2]
N =]
=
[0 I 1[0+
@ | |€d’ Condition rec. | Analysis

[ b [Eca ) z0) P sceisecqaps [ovR [ [ 7

15. Indicate whether Goods Receipt and Goods Receipt Non-Valuated are
required.

A Goods Receipt (GR) is an official document in SCEIS that acknowledges receipt of a Purchase
Order item(s). For non-stock items, goods receipts tell Finance processors that items have been
delivered. For State Standard Purchase Order (non-stock) items, Goods Receipt and Goods Receipt Non-
Valuated are required and are checked on the Purchase Order by default.

Click the Delivery tab m (circled). Notice the example is in transaction ME22N. The
Buyer has indicated the following:
A goods receipt is required (Goods Receipt is checked).
Financial posting is not triggered to occur automatically, allowing opportunity to change the
funding source or fund split, if necessary, when the invoice is to be paid (highlighted).
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= [=]
Burchase Order Edit Goto  Emironment  Systerm Help W
@ IBeae DHE HnLs B @
State Standard PO 457502273 Created by Susan Stenstrom
D[] [ [g®] | [ print Preview || Messages |[I][& Personal Setiing | [E2 Goto Document Bulder |

State Standard PO =4600061673| vendor |7000002030 INFOFUSION | Doc.date 0871972008

F1| Header

SElEJtm o [ [material [shor Text [P Quantity [o... [c|peliv. Date [wetFrice [eurr. Jrer oo [Mat Group [Pint
’:1EI K Bizhub digital copier TEA D12214/2088 1.0oUse 1 EA  Multi-Functi.. CumptrullerGenED
(] USD =
1 usp =]

KD KDy
WEE G [ Defauttvalues | [ addiPlanning |

[ tem

[[107 Bizhub digital copier

Overdeliv. Tal :| % [JUnlimited 1stRem./Exped. | | Goods Receipt
Underdel. Tol s 2nd RemJExped. | | GR Non-Valuated
Shipping Instr, E‘ 3rd RemJExped. [ [1 Deliv. Campl.

No. Exped. o |
Stock Type [Unrestricted use a| PI. Deliv. Time [ ]

GRProc Time | | LatestGRDate | |

Refm. Shelf Life o] Incoterms |
\

QA Cantrol Key E‘

b [Ecay@in B sceizecqapz [ovR [ [ 7

16. Add freight (shipping costs).

Freight is added under the Conditions tab — of the Purchase Order.
Freight charges are applied in the line item details.

Select the "Insert Row" icon E‘! to add freight cost. This will add a new line to the Purchase Order.
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Click the Matchcode menu code to select the freight type

. Alist of options is displayed. Select the appropriate freight. For
instance, to enter freight by a predetermined dollar amount, Double-click <7 8 Freight value)
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17.

18.

lE? Condition Type (1) 34 Entries found

Restrictions
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Click Save and the freight will be added to the cost.
Save the Purchase Order.

]
Click Save =".

Preview and Print the Purchase Order.
Send/Mail the Purchase Order to your Source of Supply, as appropriate.

19. Return to the SAP Easy Access screen.
Click <& .
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