Title: Release a Purchase Order
Category 1 : Procurement
Category 2 : Release

Work Instruction

Release a Purchase Order ME28

Purpose

Use this procedure to release (approve) a Purchase Order.

Trigger

Perform this procedure when a purchasing document needs to be approved.

Prerequisites

e A purchase order must exist in the system with a purchasing group that coincides with the
approvers release strategy.

e All prior approvals must be complete.

Menu Path

Use the following menu path(s) to begin this transaction:
e Select Logistics > Materials Management > Purchasing > Purchase Order > Release.

Transaction Code
ME28

Helpful Hints

As some colleges use multiple purchase groups, it is important to remember to change the
purchasing group to see different groups in the system. To see all purchasing groups available
at a location, leave the Purchasing group field blank.
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Title: Release a Purchase Order
Category 1 : Procurement
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Procedure

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

SAP Easy Access

aldE e CRE DA BAE @

SAP Easy Access

S| & 52| v

[ Fawarites
v
D [ office
= 4 Logistics
=7 {1 Materials Management
=2 {3 Purchasing
< {3 Purchase Order
[ [ Create
2 Change
17 Display
172 Maintain Supplement
172 Release
@ Mass Maintenance
[ [0 List Displays
[ [ Reporting
B [0 Inbound Delivery
[ 1 Follow-Cn Functions
D 3 Messages
> [ Purchase Reguisition
> [ZJ Outline Agreement
b (3 RFa/Quotation
I [ Master Data
I» [ Erwironment
b [ Inventory Management
b [ Logistics Invoice Yerification
[ 3 Physical Inventory
I» [ valuation
> [ Material Reqguirements Planning {MRF)
[> [ Semwice Entry Sheet

Filename: RELEASE A PURCHASE Version: Rev 1 Work Instruction
ORDERWI Last Modified: 8/4/2003 12:28 PM Page 2/10
Reference: 1.0



Title: Release a Purchase Order
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Release (Approve) Purchasing Documents

gl B ee@ RHE D00 R QE
Release (Approve) Purchasing Documents

o -

2. As required, complete/review the following fields:

Release code R Enter your release code.

@ Each approval level has a designated release code
which is linked to the user's profile. Release codes
should default in and not need to be changed.

Example: Cv
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Field Name

R/O/C

Description

Purchasing group

Check your purchasing group. This information defaults in
based on your profile and should not need to be changed.

& As some colleges use multiple purchase
groups, it is important to remember to change
the purchasing group to see different groups in
the system. To see all purchasing groups
available at a location, leave the Purchasing
group field blank.

Example: CPG
3. Click .
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Release Purchasing Documents with Release Code CV

List Edit Goto Environment

Bl H e CHEB DL RAE @B
Release Purchasing Documents with Release Code CV

& Releaze  Cancelreleaze Release strat | Releaze + save | (fJ Print prawiew

FO Type Mendor Name FGp Order date L¥
Release strategy Release indicator Release option
4500020240 PO 1860311 BOISE CASCADE OFFICE PRODUCT CPG O7/02/20083
CP/13 Contracted Yendor 1 Blocked Release possible
4500020504 PO 1800311 BOISE CASCADE OFFICE PRODUCT CPG B7/10/2003
CP/13 Contracted Vendor 1 Blocked Release possible
4500020590 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003
CF/B1 C = $5000 1 Blocked Release possihle
4500020591 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003
CP/O1 C < $5000 1 Blocked Release possihle
4500020592 PO 1804808 LOS MWGELES CITY COLLEGE CPG O7/14/20083
CP/O1 G =< $5000 1 Blocked Release possible
45008020599 PO 1806537 ACROPRINT CPG O7/14/20083
CP/O1 C < $5000 1 Blocked Release possible
4500020618 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003
CP/A1 C = $5000 1 Blocked Release possible
4500020612 PO 1000266 BERJO'S CPG B7/14/2003
CF/B1 C = $5000 1 Blocked Release possihle
4600020613 PO 1800311 BOISE CASCADE OFFICE PRODUCT CPG O7/14/20083
CP/13 Contracted Vendor 1 Blocked Release possihle
4500020615 PO laaoapg OFFICE DEPOT CPG O7/14/2003
CP/13 Contracted Yendor 1 Blocked Release possible
4500020616 PO 18611390 KIEFER ASSOCIATES CPG O7/14/20083
CP/O1T C < $5000 1 Blocked Release possible
4500020633 GO 1003430 Stokes Frank CPG B7/30/2003
CP/B3 C == $59600 Contr. 1 Blocked Release possible

U [ As (1) (400) b5l od INS 2

4. Only a limited amount of information is available on the Release list. Click the PO number to
see the line items for the Purchase Order to be approved.
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Release Purchasing Documents with Release Code CV

List Edit Goto Environment

Bl H e CHEB DL RAE @B
Release Purchasing Documents with Release Code CV

& Releaze  Cancelreleaze Release strat | Releaze + save | (fJ Print prawiew

FO Type Mendor Name FGp Order date L¥

Release strateoy Release indicator Release option

4500020240 PO 1860311 BOISE CASCADE OFFICE PRODUCT CPG O7/02/20083

CP/13 Contracted Yendor 1 Blocked Release possible

4500020504 PO 1800311 BOISE CASCADE OFFICE PRODUCT CPG B7/10/2003

CP/13 Cortracted Yendor 1 Blocked Release possible

4500020590 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003

CF/B1 C = $5000 1 Blocked Release possihle

4500020591 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003

CP/O1 C < $5000 1 Blocked Release possihle

4500020592 PO 1804808 LOS MWGELES CITY COLLEGE CPG O7/14/20083

CP/O1 G =< $5000 1 Blocked Release possible

45008020599 PO 1806537 ACROPRINT CPG O7/14/20083

CP/O1 C < $5000 1 Blocked Release possible

4500020618 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003

CP/A1 C = $5000 1 Blocked Release possible

4500020612 PO 1000266 BERJO'S CPG B7/14/2003

CF/B1 C = $5000 1 Blocked Release possihle

4600020613 PO 1800311 BOISE CASCADE OFFICE PRODUCT CPG O7/14/20083

CP/13 Contracted Vendor 1 Blocked Release possihle

4500020615 PO laaoapg OFFICE DEPOT CPG O7/14/2003

CP/13 Contracted Yendor 1 Blocked Release possible

4500020616 PO 18611390 KIEFER ASSOCIATES CPG O7/14/20083

CP/O1T C < $5000 1 Blocked Release possible

4500020633 GO 1003430 Stokes Frank CPG B7/30/2003

CP/B3 C == $59600 Contr. 1 Blocked Release possible

U [ As (1) (400) b5l od INS 2
4500020633 |

Example: CR/B3 C ==
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Display: Purchase Order: Item Overview

| 0 2aHICee -k anoan AR Q@6
[®@=]| Dispiay Purchase Order : item Overview
a8 kD B 08B @ actasses & T B QS

5. Click n to return to the list.
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Release Purchasing Documents with Release Code CV

List Edit Goto Environment

Bl H e CHEB DL RAE @B
Release Purchasing Documents with Release Code CV

& Releaze  Cancelreleaze Release strat | Releaze + save | (fJ Print prawiew

FO Type Mendor Name FGp Order date L¥
Release strategy Release indicator Release option
4500020240 PO 1860311 BOISE CASCADE OFFICE PRODUCT CPG O7/02/20083
CP/13 Contracted Yendor 1 Blocked Release possible
4500020504 PO 1800311 BOISE CASCADE OFFICE PRODUCT CPG B7/10/2003
CP/13 Contracted Vendor 1 Blocked Release possible
4500020590 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003
CF/B1 C = $5000 1 Blocked Release possihle
4500020591 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003
CP/O1 C < $5000 1 Blocked Release possihle
4500020592 PO 1804808 LOS MWGELES CITY COLLEGE CPG O7/14/20083
CP/O1 G =< $5000 1 Blocked Release possible
45008020599 PO 1806537 ACROPRINT CPG O7/14/20083
CP/O1 C < $5000 1 Blocked Release possible
4500020618 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003
CP/A1 C = $5000 1 Blocked Release possible
4500020612 PO 1000266 BERJO'S CPG B7/14/2003
CF/B1 C = $5000 1 Blocked Release possihle
4600020613 PO 1800311 BOISE CASCADE OFFICE PRODUCT CPG O7/14/20083
CP/13 Contracted Vendor 1 Blocked Release possihle
4500020615 PO laaoapg OFFICE DEPOT CPG O7/14/2003
CP/13 Contracted Yendor 1 Blocked Release possible
4500020616 PO 18611390 KIEFER ASSOCIATES CPG O7/14/20083
CP/O1 C < $5000 1 Blocked Release possible

Lo 1003430 Stokes Frank CPG B7/30/2003

$59600 Contr. 1 Blocked Release possible

U [ As (1) (400) b5l od INS 2

6. Click the Purchase Order number of the PO you want to approve.

7. Cliok [ Release].

Filename: RELEASE A PURCHASE Version: Rev 1 Work Instruction
ORDERWI Last Modified: 8/4/2003 12:28 PM Page 8 /10
Reference: 1.0



Title: Release a Purchase Order
Category 1 : Procurement
Category 2 : Release

Release Purchasing Documents with Release Code CV

List Edit Goto Environment

Bl H e CHEB DL RAE @B
Release Purchasing Documents with Release Code CV

& Releaze  Cancelreleaze Release strat | Releaze + save | (fJ Print prawiew

FO Type Mendor Name FGp Order date L¥
Release strategy Release indicator Release option
4500020240 PO 1860311 BOISE CASCADE OFFICE PRODUCT CPG O7/02/20083
CP/13 Contracted Yendor 1 Blocked Release possible
4500020504 PO 1880311 EOISE CASCADE OFFICE PRODUCT CPG B7/18/2003
CP/13 Contracted Vendor 1 Blocked Release possible
4500020590 PO 1004808 LOS AMGELES CITY COLLEGE CPG B7/14/2003
CF/B1 C = $5000 1 Blocked Release possihle
4500020591 PO 1004808 LOS AMGELES CITY COLLEGE CPE B7/14/2003
CP/O1 C < $5000 1 Blocked Release possihle
4500020592 PO 1804808 LOS MWGELES CITY COLLEGE CPG O7/14/20083
CP/O1 G =< $5000 1 Blocked Release possible
45008020599 PO 1806537 ACROPRINT CPG O7/14/20083
CP/O1 C < $5000 1 Blocked Release possible
4500020616 PO 1004808 LOS AMBELES CITY COLLEGE CPG O7/14/2003
CP/A1 C = $5000 1 Blocked Release possible
4500020612 PO 1000266 BERJO'S CPG B7/14/2003
CF/B1 C = $5000 1 Blocked Release possihle
4600020613 PO 1800311 BOISE CASCADE OFFICE PRODUCT CPG O7/14/20083
CP/13 Contracted Vendor 1 Blocked Release possihle
4500020615 PO laaoapg OFFICE DEPOT CPG O7/14/2003
CP/13 Contracted Yendor 1 Blocked Release possible
4500020616 PO 18611390 KIEFER ASSOCIATES CPG O7/14/20083
CP/O1 C < $5000 1 Blocked Release possible

GO 1003430 Stokes Frank CPG O7/30/2003

$59600 Contr. 1 Blocked Release set
@ Release effected with release code CV [ [QAS (13 (400 od |INS o

8. Click .

The system displays the message, "Releases saved."
9. Click & to exit.
10. You have completed this transaction.

Result

You have approved a Purchase Order.

Comments

None.
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