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Work Instruction

Set Personal Settings

When to Use

Users are encouraged to use this functionality to ease the creation of a purchase order. Personal
settings establish user default data to fields for creating a purchase order (i.e. Purchasing group). These
settings remain within the user's profile and are defaulted into the purchase order each time a user
begins creating a purchase order. If necessary, users can change the default data entered from
personal settings while creating the purchase order.

Steps

1. Create your personal settings by entering the default data in the appropriate fields. Only complete
the fields which will remain constant for your purchase orders.

2. Save your personal settings.

Note

The SAP input screen for this transaction contains many fields/tabs, this reference guide will only
include information for those fields/tabs that are used in processing UofT transactions.

Detailed Procedures

Access the transaction using:

Menu Logistics >> Materials management >=>
Purchasing >> Purchase Order >> Create
Purchase Order

Transaction |ME21N
code

Screen: Create Purchase Order
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Create Purchase Order

Document ovendewon | ) @ Hold |ﬂj| ¢ Print preview | Messages [l Help (@8 Personal setting

| MNEB-Standard PO I Vendor
T Header Select to access Personal
setling screen
|73 ttem overview g
ng itern details
. |

Burchase order Editt Goto Emvironment  Systerm Help
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Fersonal Seftings

Basic settings kljefaultvalues |

Document overview

—1

Selection timeframe for my docs.

—1

Compile doc. overview automatically

—1

Header data: Furchase Drder/
Maintain arganization data via Standard setting &l

Ernvironment information

[ 1 Enwir. infa in new session

Process messages directly

Error messages
Warning messages
Success messages
Infarmation messages

10 Process messages directly

Conyersions
[ Display Key
Intelligent Search Help On

Field Required |Description of Field Content
Name (R) 7/
Optional
©)

This field determines the time frame (date
range) for displaying your purchase orders
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Selection requisitions in the Document overview. The

time default is for 7 days (one week) but can be

frame O changed to display purchase orders in any date

Lor my range from 1 day to (i.e. "No restrictions"). Use
ocs.

the pick list matchcode E & button to select a
time frame.

Leave all other settings as is in this tab.

Click on the Default values tab ( Defaultvalues |).

PO header

Click on PO item sub-tab ( l).

Basic setings  Defaultvalues |

PO header | POitem |

=|‘:
1 Documenthype  NB:StandardPO B
| Purchasingorg.  Univ. of Toronto E
j Purch, group These are the fields that
Company Code should be dlsplay ed, if not
select, More fields to
reveal additional fields.
[ More fields ... B
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Use arrows to move fields between Display fields and
Hidden fieids until the Display wiew is as above.

when selection is complete.

Field Name Required |Description of Field Content
R/
Optional
©)
Defaults to NB Standard PO . Select the document type
Document type 0 most commonly processed. Use matchcode button for
possible entries (i.e. Lease orders, Standard PO).
Purchasing org. R Enter Univ. of Toronto (1000) or U. of T. - EBP (2000).
Purch. group R Enter your Purchasing group. Use matchcode button for
possible entries.
Company Code R Enter UOFT for University of Toronto. Use matchcode

button for possible entries (i.e. FLDI for Fields Institute).

Click on PO item sub-tab (
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Fersonal Settings

Bagic seftings | Defaultvalues |

POheader ' POitem |

1
‘| ltern categony Standard Alweays Propose
Acct assignment cat, =] Abways Fropose
‘ Deliver date
Flant Always Propose

Starade lacation Abways Propose

Material aroup Always Propose
Reguisitioher Abways Propose
Ren. tracking numhber Abways Propose

Fromaotion Alweays Propose

(][] o] ][] [o] (O] O] [

[] Acknowledgment regd Abways Fropose

These are the fields that should be
| IR L%" dizplayed, if not select, Wore fisids to
teveal additional fields.

Do not select Always propose . The system automatically defaults settings when creating
a purchase order.
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Change layout
Line 1
Display fields y Hidden fields
r Column cantent Pos. |Len... E D r Col. content Lth. D
|Plant 1|4 [] ~ |Price date 1 =]
Storage location z @ _Ilncnterms 3 E'
{term categary 3 1 - |In|:|:|terms (part 28
Acct assignment cat. 4 1 m Season categany —
JRequisitiuner A 12 u J 1Season year
_IReq. tracking numhber ] 10
] _Ihﬂaterial group T ] n il
_IF'rnmutinn ] 10 m |
_IDeIiv. date category q 1
|De|iverg.f date 10 (10
Acknowledgment regd 11 1 E' \ E'
Use arrows to move fields between Display flelds
iCine width] 75 and Hidden fields until the Display view is as
—————— - above.
List wicith 75 m' when selection is camplete.
¥ Cooy |6 | ¥ B[R]
Required |Description of Field Content
Field Name (R) 7/
Optional
©)
Item category (0] Defaults to O Standard . Leave as is.
Acct assignment o) Use the pick list | button to select either Cost Center or
cat. Orders.
Code should be within 1XXX or 2XXX. Use matchcode
button to find your Plant code; if a specific one is not
Plant R available, use general campus code (ie. 1000 for
Scarborough Campus, 1500 for Mississauga Campus 2000
for UofT St. George Campus).
Storage location R Enter your storage location. Use matchcode button to
find your departmental Storage location .
Enter the material group. Unless you are creating several
purchase orders with this material group, leave this field
Material group (0]

blank. Use matchcode button for possible entries (i.e.
RADIATION for ALL radioactive purchases).
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Requisitioner

Enter the requisitioner's name. Unless you are creating
several purchase orders for this requisitioner, leave this
field blank.

Req. Tracking
number

This is an open text field that can be used to further track
postings. (10 character field similar to the ASSIGNMENT
field).

Acknowledgement
reqd

Select this box. This will enter a line at the top of the
purchase order requesting the vendor acknowledge receipt
of your purchase order. This can be very valuable when
faxing purchase orders to ensure your purchase order was
faxed to the correct vendor.

Save

Saves your personal settings.

End of procedure.
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