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1. Start the transaction using the menu path or transaction code.

SAP Easy Access

=
Menu Edit Favorites Extras System Help
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SAP Easy Access
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< & Favarites

[l 107 - Create Material &

B Mmo2 - Change Material &

[ w103 - Display Material &

[E MMSC - Enter Storage Locations Collectively
[ K01 - Create vendor (Purchasing)

[l MK02 - Change vendor (Purchasing)

[l MK03 - Display vendor (Purchasing}

B MES1 - Create Purchase Requisition

[# WES2 - Change Purchase Requisition

& WES3 - Display Purchase Requisition

[ WES4 - Release Purchase Requisition

[l ZPR - Transaction for Purchase Requisition
[l ME41 - Create Request For Quatation

B ME42 - Change Request For Quotation

[ WE43 - Display Request For Quotation

[E WE9A-Message Output RFQs

[l WE47 - Create Quotation

[l WE43 - Price Comparison List

[l ME21 - Create Purchase Order

[ ME22 - Change Purchase Order
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2. Double-click ME28 - Release Purchase Order tree item Etl ME28 - Release Purchase Order
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3.

As required, complete/review the following fields:

Field R/O/C | Description
Release Code R Example:

PO
Document R Example:
Number 44

Click 4400013395 list item S#EE813353

Click Cancel Release check box [ Cancel Release

Click button .

Friday, July 22, 2011

05C PO Release Cancel and
Change.udc

4/14




Release Purchasing Documents with Release Code PO
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Release Purchasing Documents with Release Code PO

[ Retease |[ canceiRelease |[[@ Release stat || Release + save || PrintPreview |

PO Type Vendor Name PGp Order Date
Release Strategy Release Indicator Release Option

4409013305 ZIMP 118468  Training Manual Vendor Import 008 22.07.2011
01/P0 PO Release R PO Release Release already effected

10
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Click label 4420013383,

Click Cancel Release button | Cancel Release
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Click button .
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Release (Approve) Purchasing Documents
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10.

Click button e .
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SAP Easy Access

=4
Menu Edit Favories Exiras System Help
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SAP Easy Access
= EE

= &3 Favorites
[ 1101 - Create Material &
[ Wm02 - Change Material &
[l 11102 - Display Waterial &
[l MMSC - Enter Storage Locations Collectively
[ MK01 - Create vendor (Purchasing)
[# WK02 - Change vendor (Purchasing)
& WK03 - Display vendor (Purchasing)
[ WES1 - Create Purchase Requisition
[l MES2 - Change Purchase Requisition
[ MES3 - Display Purchase Requisition
[ MES4 - Release Purchase Requisition
[# ZPR- Transaction for Purchase Requisition
[H WE41 - Create Request For Quatation
[# WE42 - Change Request For Quotation
[l ME432 - Display Request For Quotation
[ ME9A - Message Output RFQs
B ME47 - Create Quotation
A WE49 - Price Comparison List
[# WE21 - Create Purchase Order
[ WE22 - Change Purchase Order
[l MEZ3 - Display Purchase Order

‘B WBO1 - Post Goods Receipt for PO
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(] Logistics
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(3 Information Systems

1 Tools
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11. Double-click ME22 - Change Purchase Order tree item B ME22 - Change Purchase Order
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Change Purchase Order : Initial Screen
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Change Purchase Order : Initial Screen

Purchase Order 44‘]']‘]13395
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12. As required, complete/review the following fields:

‘ Field R/O/C Description
Purchase R Example:
Order 4400013395
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Change Purchase Order : ltem Overview
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Change Purchase Order : Item Overview
O

Purchase Order 4488013395 Order Type [zzme] PO Date 22 87 2611
Vendor (118460 | Training Manual Vendor Import Cumeny _[EUR
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13. Asrequired, complete/review the following fields:

Field ‘ R/O/C ‘ Description

Deliv. Date R
/Test 10

Example:
26.07.2011

14.

Click button .
15. Press "Return”.

16. Press "Return".
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Save Document
IlI?'Save Document

Mo message record could
e found for output of
message.

@ Save anyway?

Yes Mo |3 cancel

17.  Glick Yes button Yes

Change Purchase Order : Initial Screen
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18.  Gilick button &
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[ 1101 - Create Material &
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[l MMSC - Enter Storage Locations Collectively
[ MK01 - Create vendor (Purchasing)
[# WK02 - Change vendor (Purchasing)
& WK03 - Display vendor (Purchasing)
[ WES1 - Create Purchase Requisition
[l MES2 - Change Purchase Requisition
[ MES3 - Display Purchase Requisition
[ MES4 - Release Purchase Requisition
[# ZPR- Transaction for Purchase Requisition
[H WE41 - Create Request For Quatation
[# WE42 - Change Request For Quotation
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19. Double-click ME28 - Release Purchase Order tree item El ME28 - Release Purchase Order
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Document Number
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20. As required, complete/review the following fields:

Field R/O/C |Description
Release Code R Example:

PO
Document R Example:
Number 44

21.  Click 4400013395 list item S=H2EE13355

22, (Gjick button &,
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Release Purchasing Documents with Release Code PO
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Release Purchasing Documents with Release Code PO

[ Retease |[ canceiRelease |[[@ Release stat || Release + save || PrintPreview |

PO Type Vendor Name PGp Order Date
Release Strategy Release Indicator Release Option
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23. Click label 4408013395
24,

Click Release + Save button | Release + Save
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