	
	
	


	[image: image7.jpg]South Carolina Enterprise Information System




	Sales Contract Conversion Guide



	[image: image1.png]South Carolina Enterprise Information System






	Open Purchase Orders Conversion Guide

	January 2010

	

	

	


	


Open Purchase Orders Conversion Overview
Open purchase orders will exist in the legacy systems currently in use by the various agencies in the state.  In order to facilitate a smooth transition from the agency’s legacy system to SCEIS, open purchase orders will need to be uploaded into SCEIS. 
The initial data load of open purchase orders is due from agencies on July 9, 2010.  The final data load from agencies is due as soon as possible after the close of business July 16, 2010.  Agencies will have a freeze period of two weeks beginning at the close of business on July 16, 2010, until go-live on August 2, 2010. No activity should occur in the agency’s legacy system after the close of business on July 16, 2010. 

Open Purchase Order Quantity is the total quantity yet to be received on a purchase order in the legacy system.  The following examples can help in determining the open purchase order quantities in the legacy system when the freeze period begins. 
1. If a purchase order in the legacy system was created for the quantity of 100 for a particular item and nothing was received against the purchase order, then the open purchase order quantity converted to SCEIS would be 100.
	PO Quantity of item
	100
	ea

	Quantity received against PO
	-0
	ea

	PO Quantity converted to SCEIS
	100
	ea


2. If a purchase order in the legacy system was created for the quantity of 100 for a particular item and 100 items were received against this purchase order, but no payment was made to vendor, then open purchase order quantity would be 0. This purchase order should not be converted to SCEIS. Pending payment to vendor should be done in legacy system.
	PO Quantity of item
	100
	ea

	Quantity received against PO

	-100
	ea

	No conversion to SCEIS


	    0
	ea


3. If a purchase order in the legacy system was initially created for a quantity of 100 for a particular item and there were two goods receipts against this purchase order, one for a quantity of 20 and the second one for a quantity of 45, and the vendor was paid for both the quantities of 20 and 45, then the open purchase order quantity to be converted to SCEIS would be 35.
	PO Quantity of item
	100
	ea

	Goods Receipt 1, vendor paid
	 -20
	ea

	Goods Receipt 2, vendor paid
	 -45
	ea

	PO Quantity converted to SCEIS
	  35
	ea


4. If a purchase order in the legacy system was initially created for a quantity of 100 for a particular item and there were two goods receipt against this purchase order, one for a quantity of 20 and the second for a quantity of 45, and the vendor was paid for only 20 numbers. Now, the open purchase order quantity for this order would be 35 (100-20-45). Pending payment for 45 numbers should be made in legacy system.

	PO Quantity of item
	100
	ea

	Goods Receipt 1, vendor paid
	 -20
	ea

	Goods Receipt 2, vendor not paid
	 -45
	ea

	PO Quantity to converted to SCEIS
	   35
	ea


Each agency will be responsible for the extract of their open purchase orders. The data should be staged and sent back to the SCEIS Data Migration Team using the formatted spreadsheets embedded in this document and the process described in the Agencies Approach and Plan for Data Conversion document.

Reports should be generated in the Legacy system to be used to validate the SCEIS system once the purchase orders are loaded.  A designee from each agency will verify that all orders are loaded and all data is correct on the SCEIS Purchase Orders. 

Data Cleansing

· SCEIS Vendor number can be found using the SCEIS Vendor Master Search. http://webprod.cio.sc.gov/SCVendorSearch/vendorSearch.do
· SCEIS contract numbers and NIGP codes can be found using following link http://webprod.cio.sc.gov/SCNIGPCatgWeb/displayCatalog.do . Please note that this link only has ITMO and MMO created contracts.
· Reference table for Unit of Measure is attached.
· Reference table for Purchasing Group and plant is attached.
· Only current or open Purchase Orders should be loaded into SCEIS.  Expired or completed Purchase Orders should not be included in the data.
· Purchase Order with other state agencies should not be included on spreadsheets.
· Purchase Order Types should be correct and a valid SCEIS Purchase Order type. Purchase orders have been categorized in different document types for reporting purposes. 
	Document Type
	   Description
	Use

	ZSTD
	State Standard PO
	Should  be used for standard purchase orders

	ZAUC
	Auction PO
	Should be used for Auction related purchase orders 

	ZCAP
	Capital Lease PO
	Should be used for Capital Lease related purchase orders 

	ZEMR
	Emergency PO
	Should be used for Emergency purchase orders

	ZEXP
	Exemption PO
	Should  be used for purchase orders for Exempt items

	ZOPE
	Operating Lease
	Should be used for operating lease related purchase orders such as copiers, mail machines, etc.

	ZSOL
	Sole Source PO
	Should be used for sole source purchase orders

	ZBPO
	Blanket Agreements
	Should be used in accordance with SC procurement code R19-445.2100(B).

	ZBLT
	Blanket orders
	Should be used for PO’s that do not meet the definition of a Blanket Agreement PO.

	ZBEM
	Blanket Emergency
	Should be used for PO’s set up as a Blanket Agreement that has been justified as an emergency.

	ZBEX
	Blanket Exemption
	Should be used for PO’s set up as a Blanket Exemption.

	ZBSS
	Blanket Sole Source
	Should be used for PO’s set p as a Blanket Sole Source.

	FO
	Framework Order
	Should be used for purchase orders that do not encumber any funds. Funds are consumed at the time of invoice entry.

	ZFOA
	Framework Order Agreement
	Should be used for purchase orders that do not encumber funds and the SC Procurement Code for Blanket Agreements apply to this PO type.

	ZFEM
	Framework Order Emergency
	Should be used for purchase orders that do not encumber any funds and have been justified as an Emergency. Funds are consumed at the time of invoice entry.

	ZFEX
	Framework Order

Exemption
	Should be used for purchase orders that do not encumber any funds and have been justified as an Exemption. Funds are consumed at the time of invoice entry.

	ZFSS
	Framework Order Sole Source
	Should be used for purchase orders that do not encumber any funds and have been justified as an Sole Source. Funds are consumed at the time of invoice entry.


Legacy Data Extraction and Mapping 
The field definitions below are to be used in identifying what legacy data corresponds to the SCEIS data and should aid with the mapping process.  This list includes the attributes of the SCEIS fields (length and type) and whether the data is mandatory or optional.

	Description
	Structure (For Internal Use)
	Field Label
	Type
	Length
	Comment

	Legacy Purchase Order
	BAPIMEPOHEADER
	COLLECT_NO 
	Char
	10
	From Legacy Purchase Order data.  Map to 'Collective Number'

	Purchasing Organization
	BAPIMEPOHEADER
	PURCH_ORG
	Char
	4
	Purchasing Org; Default to SCPO.

	Purchase Order Type
	BAPIMEPOHEADER
	DOC_TYPE
	Char
	4
	Valid SCEIS Purchase Order Type; Reference table supplied.

	Create date
	BAPIMEPOHEADER
	CREAT_DATE
	Date
	
	Date on which PO is created  – Default to PO load date

	Company Code
	BAPIMEPOHEADER
	COMP_CODE
	Char
	4
	Company Code – Default to SC01

	Currency
	BAPIMEPOHEADER
	CURRENCY
	Char
	5
	Currency – Default to USD

	Purchasing Group
	BAPIMEPOHEADER
	PUR_GROUP
	Char
	3
	Valid SCEIS Purchasing Group; Reference table supplied.

	Vendor Account Number
	BAPIMEPOHEADER
	VENDOR
	Char
	10
	Use SCEIS Vendor Master search link to get valid vendor codes.

	Payment Terms
	BAPIMEPOHEADER
	PMNTTRMS
	Char
	4
	Payment terms – Default to NT30

	Validity Start Date
	BAPIMEPOHEADER
	VPER_START
	Date
	 
	Required only for

document types ZBLT, ZBPO, ZOPE, ZCAP, FO and ZFOA 

	Validity End Date
	BAPIMEPOHEADER
	VPER_END
	Date
	 
	Required only for

document types ZBLT, ZBPO, ZOPE, ZCAP, FO and ZFOA

	Legacy Purchase Order Item Number
	BAPIMEPOITEM
	PO_ITEM
	Num
	5
	Legacy Purchase Order Item Number

	Short Text
	BAPIMEPOITEM
	SHORT_TEXT
	Char
	40
	Item Description Short Text (40 Char)

	Plant or Agency
	BAPIMEPOITEM
	PLANT
	Char
	4
	SCEIS Agency Code. Valid SCEIS Plant; Reference table supplied.

	Storage Location
	BAPIMEPOITEM
	STGE_LOC
	Char
	4
	Storage location. Default to 0001

	Material Group
	BAPIMEPOITEM
	MATL_GROUP
	Char
	9
	Valid SCEIS Material Group (NIGP code)
Use the link provided in conversion guide to locate relevant NIGP code.

	Quantity
	BAPIMEPOITEM
	QUANTITY
	Num
	13,3
	Required. 

For document type ZBLT and ZBPO enter total value of order in this field.
For document type FO and ZFOA default this to 1

For all other document types enter open order quantity

	Order Unit
	BAPIMEPOITEM
	PO_UNIT
	Char
	3
	For document type ZBLT and ZBPO default this to EA

For document type FO and ZFOA default this to AU
For all other document types Use reference table in conversion guide to look up relevant SCEIS Unit of measure

	Net Price
	BAPIMEPOITEM
	NET_PRICE
	Num
	13,3
	For document types ZBLT and ZBPO default this to 1

For all other document types enter net price  including the vendor's discounts or surcharges

	Price per
	BAPIMEPOITEM
	PRICE_UNIT
	NUM
	5
	Price unit

For document types ZBLT and ZBPO default this to 1
All other document types it would depend on vendor quote

	Order price unit
	BAPIMEPOITEM
	ORDERPR_UN
	NUM
	5
	Order price unit

For document types ZBLT and ZBPO default this to EA.

For all other document types it would depend on vendor quote

	Item Category in Purchasing Document
	BAPIMEPOITEM
	ITEM_CAT
	Char
	1
	Required. Default   B  for document types FO and ZFOA.
For all other document types default  - Blank (no entry)

	Contract Number
	BAPIMEPOITEM
	AGREEMENT
	Char
	10
	SAP Contract this PO refers to (Optional entry). Refer to SCEIS link to search relevant contract number.

	Contract Item Number
	BAPIMEPOITEM
	AGMT_ITEM
	Num
	5
	Item number of SAP contract (required if contract number is entered)

	Goods Receipt Indicator
	BAPIMEPOITEM
	GR_IND
	Char
	1
	For document types FO, ZFOA,ZBLT and ZBPO default - Blank (No entry)

For all other document types

Default - X

	Goods Receipt Non-Valuated
	BAPIMEPOITEM
	GR_NON_VAL
	Char
	1
	For document types FO, ZFOA,ZBLT and ZBPO default - Blank (No entry)

For all other document types

Default - X

	Account Assignment Category
	BAPIMEPOITEM
	ACCTASSCAT
	Char
	1
	Required K - Cost center,
P - Capital projects,         A –Assets. 

Default U for document types FO and ZFOA

	Delivery Date
	BAPIMESCHEDULE
	DELIVERY_DATE
	Date
	 
	Required

	Overall value limit
	BAPIMEPOITEM
	LIMIT
	NUM
	13,2
	Maximum value that can purchased against this line item.

Required only for document types 

FO, ZFOA

	Expected value
	BAPIMEPOITEM
	EXP_VALUE
	NUM
	13,2
	This field value should be same as "Overall value Limit"

Required only for document types 

FO, ZFOA

	Sequential number of account assignment
	BAPIMEPOACCOUNT
	SERIAL_NO
	NUM
	2
	Use only for multiple account assignments

	Distribution Percentage in case of Multiple Account Assignment
	BAPIMEPOACCOUNT
	DISTR_PERC
	NUM
	3
	Use only for multiple account assignments

IF YOU USE THIS FIELD, DO NOT FILL ANY VALUE IN NEXT FIELD

	Distribution Value in dollars in case of Multiple Account Assignment
	BAPIMEPOACCOUNT
	NET_VALUE
	NUM
	13,2
	Use only for multiple account assignments

IF YOU USE THIS FIELD, DO NOT FILL PERCENTAGE IN PREVIOUS FIELD

	GL Account Number
	BAPIMEPOACCOUNT
	GL_ACCT
	Char
	10
	Required

	Cost Center
	BAPIMEPOACCOUNT
	COSTCENTER
	Char
	10
	Required; Valid SCEIS Cost Center

	Order
	BAPIMEPOACCOUNT
	ORDERID
	Char
	12
	Optional entry

	Work Breakdown Structure
	BAPIMEPOACCOUNT
	WBS_ELEMENT
	Char
	24
	Required if Account Assignment Category is P.

	Fund
	BAPIMEPOACCOUNT
	FUND
	Char
	10
	Required; Must be valid in SCEIS

	Functional Area
	BAPIMEPOACCOUNT
	FUNC_AREA_LONG
	Char
	16
	Required; Must be valid in SCEIS

	Grant Number
	BAPIMEPOACCOUNT
	GRANT_NBR
	Char
	20
	Valid in SCEIS Grant Master

	Asset Number
	BAPIMEPOACCOUNT
	ASSET_NO
	Char
	12
	Required if Account Assignment is A.

	Asset Sub Number
	BAPIMEPOACCOUNT
	SUB_NUMBER
	Char
	4
	Required if Account Assignment is A.

	Tax Code
	BAPIMEPOACCOUNT
	TAX_CODE
	Char
	1
	Sales Tax Code


Formatted Purchase Order with Data Template

These spreadsheets are to be used for staging the Legacy data.  Fields that are marked as ‘Required’ must be filled in completely.  Information/columns that will be defaulted as part of the Data Load will not require any action and are hidden on the spreadsheet.
Separate purchase order templates have been provided for ease of data entry.  You only need to use the templates that relate to the type of purchase orders that you are converting. The data template marked “Master Template” combines all the templates and can be used if you choose.  If you use the “Master Template” do not complete the other templates.
	Standard Purchase orders (ZSTD)
Emergency Purchase Orders (ZEMR)

Sole Source Purchase Orders(ZSOL)

Exemption Purchase Orders (ZEXP)
Auction PO (ZAUC)
	
[image: image2.emf]Standard Purchase  Order.xls



	Capital Project Purchase Orders

Capital Project PO can be created with all the PO document types listed above – ZSTD, ZEMR, ZSOL, ZEXP or ZAUC. 

Account Assignment category will be the WBS number that has to be provided by your Finance or Project Office prior to completing this spreadsheet.
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	Blanket Agreements and Blanket Orders

Blanket Agreement (ZBPO) as specified by the SC Procurement Code
Blanket Order (ZBLT) are ongoing PO’s for the year that do not meet definition of Blanket Agreement
Operating Leases (ZOPE) – copiers, mail machine, etc.
Capital Leases (ZCAP) without WBS
Blanket Emergency (ZBEM) are ongoing PO’s for the year that have been justified as an Emergency

Blanket  Exemption (ZBEX) are ongoing PO’s for the year that have been justified as an exemption

Blanket Sole Source (ZBSS) are ongoing PO’s for the year that have been justified as a Sole Source.
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	Framework Purchase Orders

FO – Purchase orders without funding
ZFOA – Framework agreements without funding.  The SC Procurement Code for Blanket Agreements apply

ZFEM - Framework PO’s without funding for Emergency PO’s

ZFEX – Framework PO’s without funding for Exemption PO’s

ZFSS – Framework PO’s without funding for Sole Source PO’s
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	Unit of Measure spreadsheet
(For reference information only)
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Purchasing Groups and Plants

	Agency  Name
	Pur. Group #
	Plant

	SC Department of Health and Environmental Control
	HAA - HRH
	EC01

	DHEC Central Office
	HAA
	EC01

	DHEC Buyer 2
	HAB
	EC01

	DHEC Buyer 3
	HAC
	EC01

	DHEC Buyer 4
	HAD
	EC01

	DHEC Buyer 5
	HAE
	EC01

	DHEC Buyer 6
	HAF
	EC01

	DHEC Buyer 7
	HAH
	EC01

	DHEC Buyer 8
	HAI
	EC01

	DHEC Buyer 9
	HAJ
	EC01

	Health Regulations Administration
	HBA
	EC01

	Certification
	HBB
	EC01

	EMS
	HBC
	EC01

	Health Licensing
	HBD
	EC01

	Radiological Health
	HBE
	EC01

	Commissioners Office
	HCA
	EC01

	Financial Management
	HCB
	EC01

	Business Management
	HCC
	EC01

	Information Systems
	HCD
	EC01

	Public Health Preparedness
	HCE
	EC01

	PHSIS
	HCF
	EC01

	Drug Control
	HCG
	EC01

	Personnel
	HCH
	EC01

	EQC Admin Purchasing
	HEA
	EC01

	Underground Storage Tanks
	HEB
	EC01

	Health Services Operations
	HHA
	EC01

	Lab
	HHC
	EC01

	OCRM
	HOA
	EC01

	Health Region 1
	HRA
	EC01

	Health Region 2
	HRB
	EC01

	Health Region 3
	HRC
	EC01

	Health Region 4
	HRD
	EC01

	Health Region 5
	HRE
	EC01

	Health Region 6
	HRF
	EC01

	Health Region 7
	HRG
	EC01

	Health Region 8
	HRH
	EC01


SCEIS is a project of the SC Budget and Control Board, Division of State Information Technology. 
© State of South Carolina, All rights reserved.
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_1326722905.xls
Purchase Order

		O - Optional				R - Required (Mandatory)

				Header Data																														Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details										Item Details		Item Details		Item Details		Item Details		Item Details

		SAP Screen Tab		Additional Data						Org.Data				Delivery/Invoice		Org.Data		Org.Data		Delivery/Invoice		Additional Data		Additional Data		TEXT_ID		TEXT_LINE								MATNR														Limit		Limit																		Delivery		Delivery		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Invoice

		Field Label		COLLECT_NO		DOC_TYPE		CREAT_DATE		COMP_CODE		VENDOR		PMNTTRMS		PURCH_ORG		PUR_GROUP		CURRENCY		VPER_START		VPER_END		Header Text ID		Header Text Line						PO_ITEM		MATERIAL		ACCTASSCAT		ITEM_CAT		SHORT_TEXT		QUANTITY		PO_UNIT		DELIVERY_DATE		LIMIT		EXP_VALUE		NET_PRICE		PRICE_UNIT		ORDERPR_UN		MATL_GROUP		PLANT		STGE_LOC		AGREEMENT		AGMT_ITEM		GR_IND		GR_NON_VAL		SERIAL_NO		DISTR_PERC		NET_VALUE		GL_ACCOUNT		WBS_ELEMENT		ASSET_NO		SUB_NUMBER		COSTCENTER		BUS_AREA		CO_AREA		FUNDS_CTR		CMMT_ITEM		ORDERID		FUND		FUNC_AREA_LONG		GRANT_NBR		TAX_CODE

		Field Type		CHAR		CHAR		DATE		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		DATE		DATE		TEXT_ID		TEXT_LINE						NUM		CHAR		CHAR		CHAR		CHAR		NUM		CHAR		DATE		NUM		NUM		NUM		NUM		CHAR		CHAR		CHAR		CHAR		CHAR		NUM		CHAR		CHAR		NUM		NUM		NUM		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR

		Field Description		Collective No. (Legacy PO number)		Document Type		Purchase Order Date		Company Code		Vendor Code		Payment terms		Purchasing Organization		Pur. Group		Currency Key		Validity Start date		Validity End date		CHAR		CHAR				Field Description		Line Item Number		Material Number		Account Assignment Category		Item Category		Short Text		Purchase order quantity		Purchase Order Unit of Measure		Item Delivery Date		Overall Limit		Expected Value		Net price		Per		Order price unit		Material Group		Plant		Storage Location		Outline agreement (SAP contract number)		Item number of outline agreement (SAP contract)		Goods Receipt Indicator		Goods Receipt, Non-Valuated		Sequential Number of Account Assignment		Distribution Percentage incase of Multiple Account Assgt		Distribution Value in dollars incase of Multiple Account Assgt		G/L Account		WBS Element		Asset number		Sub Asset number		Cost Center		Business Area		CO Area		Fund center		Commitment item		Internal Order		Fund		Functional Area		Grant		Sales Tax Code

		Length		10		4				4		10		4		4		3		5						Text ID		Text						5		18		1		1		40		13,3		3				13,2		13,3		13,2		5		3		5		4		4		10		5		1		1		2		3		13,2		10		24		12		4		10		4		4		16		24		12		10		16		20		2

		Default								SC01				NT30		SCPO				USD						4						Default				18		K																																X		X																				SC01

		Example		1234567890		ZSTD		09/13/2009		SC01		7000000023		NT30		SCPO		100		USD		09/13/2009		09/13/2010								Example		1		"1001330"		"K"				Paper Shredder		1		EA		12/01/2010		1000.00		1000.00		37.45		1		EA		20839		E120		0001		4400001194		1		X		X		1		100		25.36		5030010000		Z.E120.0003.AAA02		140000000013		0		E120A00010		E120				E120A00010		5030010000		30000022		10010000		E120_0000		NOT RELEVANT		I0

		R/O		R		R		R		R		R		R		R		R		R		R		R				09/13/2010						R		0		R		R		R		R		R		R						R		R		R		R		R		O		O		O		R		R		R		R				R		R		R		R		R		R		R		R				O		R		R		R		O

		NO ENTRY REQUIRED IN THIS FIELD		Legacy PO Number


(Can use upto 10 characters)		Identifier allowing differentiation between the different kinds of purchase orders in the SAP system.
Choose one from the following:

ZAUC Auction PO
ZEMR Emergency PO
ZEXP Exemption PO
ZSOL Sole Source PO
ZSTD State Standard PO		Date on which the purchasing document was created

Default - Date on which PO is loaded.		Company Code		SAP number of the vendor (external supplier) from which the materials are to be procured.

(Use link provided in conversion guide to look up SAP vendor numbers)		Payment terms

Default - NT30		Purchasing Organization

Default to SCPO		Key for a buyer or a group of buyers, who is/are responsible for certain purchasing activities.

(Use reference table in conversion guide to look up relevant SAP purchasing group)		Currency key for amounts in the system.

Default - USD		Validity Start date		Validity End date		O		O				NO ENTRY REQUIRED IN THIS FIELD		Lline item number on the Purchase Order		Not required for most Pos that are non-Inventory.		The account assignment category determines which account assignment data  is necessary for the item.

Always - K for cost center		Item Category

For these orders

Default - Blank		You must enter a short text that describes the material.

(Can use upto 40 characters)		Quantity ordered by the buyer, to be supplied by the vendor.		Specify the unit of measure in which the material is ordered.

(Use reference table in conversion guide to look up relevant SAP Unit of measure)		Date on which the goods are to be delivered or the service is to be performed.		Maximum value that can purchased against this line item		Expected Value

This field value should be equal to "Overall Limit"		Net price per price unit.

The net price  including the vendor's discounts or surcharges		Priice unit



Default - 1 if left blank		Order price unit



Default - PO unit of measure if left blank		A material group comprises several materials or services having the same attributes
(NIGP Code)

(Use the link provided in conversion guide to locate relevant NIGP code)		Agency for which you wish to procure materials or services.


(Use reference table in conversion guide to look up relevant SAP Plant)		Name of the storage location at which materials are stored. There can be one or more storage locations within a plant.

Default - 0001		Specify the number of the outline agreement (contract) that this purchase order refers to.

(Use the link  provided in conversion guide to locate relevant SAP Contract number)		Specify the line item number of the outline agreement (contract) that this purchase order refers to.

(Use the link  provided in conversion guide to locate relevant SAP Contract line item number)		Specify whether the item involves a goods receipt

Default - X		Specify if the goods receipt for this item is not to be valuated.

Default - X		Sequential Number of Account Assignment




Use only for multiple account assignments		Distribution Percentage in Case of Multiple Account Assgt



Use only for multiple account assignments


IF YOU USE THIS FIELD, DO NOT FILL ANY VALUE IN NEXT FIELD		Distribution Value in dollars incase of Multiple Account Assgt



Use only for multiple account assignments


IF YOU USE THIS FIELD, DO NOT FILL PERCENTAGE IN PREVIOUS FIELD		G/L account in a chart of accounts.		WBS Element		Enter the number of the asset to which the item is to be assigned		Enter sub asset number		An organizational unit within a controlling area that represents a defined location of cost incurrence.		Business Area






Should Derive Automatically		CO Area

Default - SC01




Should Derive Automatically		Fund center

Default - Same as Cost center



Should Derive Automatically		Commitment item

Default - Same as G/L account



Should Derive Automatically		Internal Order number





(Enter only if applicable)		Fund number		Functional Area		Grant number


(Enter only If grant is used for procurement)		The tax code represents a tax category which must be taken into consideration when making a tax return to the tax authorities.

Use one of the following:

I0    A/P Tax Exempt
I1    A/P Sales Tax

																										Text ID              Default '01'		Text                                                                                                                                                                                                                                                                                                                                  Enter client information using semi-colon as separator                                                                                                                                                                                                                        Name, Date of Birth, Client Number



&CPurchase Order Data Sheet
&"Arial,Bold"Standard, Emergency, Sole Source, Exemption and Auction POs&"Arial,Regular"
Sole Source, Emergency & Exemption
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_1339403584.xls
Blanket PO

		O - Optional				R - Required (Mandatory)

				Header Data																														Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details										Item Details		Item Details		Item Details		Item Details		Item Details

		SAP Screen Tab		Additional Data						Org.Data				Delivery/Invoice		Org.Data		Org.Data		Delivery/Invoice		Additional Data		Additional Data		TEXT_ID		TEXT_LINE								MATNR														Limit		Limit																		Delivery		Delivery		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Invoice

		Field Label		COLLECT_NO		DOC_TYPE		CREAT_DATE		COMP_CODE		VENDOR		PMNTTRMS		PURCH_ORG		PUR_GROUP		CURRENCY		VPER_START		VPER_END		Header Text ID		Header Text Line						PO_ITEM		MATERIAL		ACCTASSCAT		ITEM_CAT		SHORT_TEXT		QUANTITY		PO_UNIT		DELIVERY_DATE		LIMIT		EXP_VALUE		NET_PRICE		PRICE_UNIT		ORDERPR_UN		MATL_GROUP		PLANT		STGE_LOC		AGREEMENT		AGMT_ITEM		GR_IND		GR_NON_VAL		SERIAL_NO		DISTR_PERC		NET_VALUE		GL_ACCOUNT		WBS_ELEMENT		ASSET_NO		SUB_NUMBER		COSTCENTER		BUS_AREA		CO_AREA		FUNDS_CTR		CMMT_ITEM		ORDERID		FUND		FUNC_AREA_LONG		GRANT_NBR		TAX_CODE

		Field Type		CHAR		CHAR		DATE		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		DATE		DATE		TEXT_ID		TEXT_LINE						NUM		CHAR		CHAR		CHAR		CHAR		NUM		CHAR		DATE		NUM		NUM		NUM		NUM		CHAR		CHAR		CHAR		CHAR		CHAR		NUM		CHAR		CHAR		NUM		NUM		NUM		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR

		Field Description		Collective No. (Legacy PO number)		Document Type		Purchase Order Date		Company Code		Vendor Code		Payment terms		Purchasing Organization		Pur. Group		Currency Key		Validity Start date		Validity End date		CHAR		CHAR				Field Description		Line Item Number		Material Number		Account Assignment Category		Item Category		Short Text		Purchase order quantity		Purchase Order Unit of Measure		Item Delivery Date		Overall Limit		Expected Value		Net price		Per		Order price unit		Material Group		Plant		Storage Location		Outline agreement (SAP contract number)		Item number of outline agreement (SAP contract)		Goods Receipt Indicator		Goods Receipt, Non-Valuated		Sequential Number of Account Assignment		Distribution Percentage incase of Multiple Account Assgt		Distribution Value in dollars incase of Multiple Account Assgt		G/L Account		WBS Element		Asset number		Sub Asset number		Cost Center		Business Area		CO Area		Fund center		Commitment item		Internal Order		Fund		Functional Area		Grant		Sales Tax Code

		Length		10		4				4		10		4		4		3		5						Text ID		Text						5		18		1		1		40		13,3		3				13,2		13,2		13,2		5		3		5		4		4		10		5		1		1		2		3		13,2		10		24		12		4		10		4		4		16		24		12		10		16		20		2

		Default								SC01				NT30		SCPO				USD						4						Default				18		K																																X		X																				SC01

		Example		1234567890		ZBPO		09/13/2009		SC01		7000000023		NT30		SCPO		100		USD		09/13/2009		09/13/2010								Example		1		"1001330"		"K"				Cleaning Service		1000		EA		12/01/2010		1000.00		1000.00		1		1		EA		20839		E120		0001		4400001194		1		X		X		1		100		25.36		5030010000		Z.E120.0003.AAA02		140000000013		0		E120A00010		E120				E120A00010		5030010000		30000022		10010000		E120_0000		NOT RELEVANT		I0

				R		R		R		R		R		R		R		R		R		R		R				09/13/2010						R		O		R		R		R		R		R		R						R		R		R		R		R		O		O		O		R		R		R		R				R		R		R		R		R		R		R		R				O		R		R		R		O

		NO ENTRY REQUIRED IN THIS FIELD		Legacy PO Number


(Can use upto 10 characters)		Identifier allowing differentiation between the different kinds of purchase orders in the SAP system.
Choose one from the following:
ZBLT for Blanket Orders
ZBPO for Blanket agreements
ZOPE for Operating Leases
ZCAP for Capital Leases
ZBEM for Blanket emergency
ZBEX for Blanket exemption
ZBSS for Blanket Sole Source		Date on which the purchasing document was created

Default - Date on which PO is loaded.		Company Code




Default - SC01		SAP number of the vendor (external supplier) from which the materials are to be procured.

(Use link provided in conversion guide to look up SAP vendor numbers)		Payment terms

Default - NT30		Purchasing Organization

Default to SCPO		Key for a buyer or a group of buyers, who is/are responsible for certain purchasing activities.

(Use reference table in conversion guide to look up relevant SAP purchasing group)		Currency key for amounts in the system.

Default - USD		Validity Start date		Validity End date		O		O				NO ENTRY REQUIRED IN THIS FIELD		Lline item number on the Purchase Order		Not required for most Pos that are non-Inventory.		The account assignment category determines which account assignment data  is necessary for the item.

Always - K for cost center		Item Category

For these orders

Default - Blank		You must enter a short text that describes the material.

(Can use upto 40 characters)		Quantity ordered by the buyer, to be supplied by the vendor.

For these PO's enter total Dollar value of line item in this field		Specify the unit of measure in which the material is ordered.

For Blanket Orders and Agreement

Default - EA		Date on which the goods are to be delivered or the service is to be performed.		Maximum value that can purchased against this line item		Expected Value

This field value should be equal to "Overall Limit"		Net price per price unit.
For Blanket Agreement

For Blanket Order and Agreement this field will default to 1		Priice unit



Default - 1 if left blank		Order price unit



Default - PO unit of measure if left blank		A material group comprises several materials or services having the same attributes
(NIGP Code)

(Use the link provided in conversion guide to locate relevant NIGP code)		Agency for which you wish to procure materials or services.


(Use reference table in conversion guide to look up relevant SAP Plant)		Name of the storage location at which materials are stored. There can be one or more storage locations within a plant.

Default - 0001		Specify the number of the outline agreement (contract) that this purchase order refers to.

(Use the link  provided in conversion guide to locate relevant SAP Contract number)		Specify the line item number of the outline agreement (contract) that this purchase order refers to.

(Use the link  provided in conversion guide to locate relevant SAP Contract line item number)		Specify whether the item involves a goods receipt

Default - Blank		Specify if the goods receipt for this item is not to be valuated.

Default - Blank		Sequential Number of Account Assignment




Use only for multiple account assignments		Distribution Percentage in Case of Multiple Account Assgt



Use only for multiple account assignments


IF YOU USE THIS FIELD, DO NOT FILL ANY VALUE IN NEXT FIELD		Distribution Value in dollars incase of Multiple Account Assgt



Use only for multiple account assignments


IF YOU USE THIS FIELD, DO NOT FILL PERCENTAGE IN PREVIOUS FIELD		G/L account in a chart of accounts.		WBS Element		Enter the number of the asset to which the item is to be assigned		Enter sub asset number		An organizational unit within a controlling area that represents a defined location of cost incurrence.		Business Area






Should Derive Automatically		CO Area

Default - SC01




Should Derive Automatically		Fund center

Default - Same as Cost center



Should Derive Automatically		Commitment item

Default - Same as G/L account



Should Derive Automatically		Internal Order number





(Enter only if applicable)		Fund number		Functional Area		Grant number


(Enter only If grant is used for procurement)		The tax code represents a tax category which must be taken into consideration when making a tax return to the tax authorities.

Use one of the following:

I0    A/P Tax Exempt
I1    A/P Sales Tax

																										Text ID              Default '01'		Text                                                                                                                                                                                                                                                                                                                                  Enter client information using semi-colon as separator                                                                                                                                                                                                                        Name, Date of Birth, Client Number
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_1326722980.xls
Framework Orders

		O - Optional				R - Required (Mandatory)

				Header Data																														Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details										Item Details		Item Details		Item Details		Item Details		Item Details

		SAP Screen Tab		Additional Data						Org.Data				Delivery/Invoice		Org.Data		Org.Data		Delivery/Invoice		Additional Data		Additional Data		TEXT_ID		TEXT_LINE								MATNR														Limit		Limit																		Delivery		Delivery		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Invoice

		Field Label		COLLECT_NO		DOC_TYPE		CREAT_DATE		COMP_CODE		VENDOR		PMNTTRMS		PURCH_ORG		PUR_GROUP		CURRENCY		VPER_START		VPER_END		Header Text ID		Header Text Line						PO_ITEM				ACCTASSCAT		ITEM_CAT		SHORT_TEXT		QUANTITY		PO_UNIT		DELIVERY_DATE		LIMIT		EXP_VALUE		NET_PRICE		PRICE_UNIT		ORDERPR_UN		MATL_GROUP		PLANT		STGE_LOC		AGREEMENT		AGMT_ITEM		GR_IND		GR_NON_VAL		SERIAL_NO		DISTR_PERC		NET_VALUE		GL_ACCOUNT		WBS_ELEMENT		ASSET_NO		SUB_NUMBER		COSTCENTER		BUS_AREA		CO_AREA		FUNDS_CTR		CMMT_ITEM		ORDERID		FUND		FUNC_AREA		GRANT_NBR		TAX_CODE

		Field Type		CHAR		CHAR		DATE		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		DATE		DATE		TEXT_ID		TEXT_LINE						NUM		MATERIAL		CHAR		CHAR		CHAR		NUM		CHAR		DATE		NUM		NUM		NUM		NUM		CHAR		CHAR		CHAR		CHAR		CHAR		NUM		CHAR		CHAR		NUM		NUM		NUM		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR

		Field Description		Collective No. (Legacy PO number)		Document Type		Purchase Order Date		Company Code		Vendor Code		Payment terms		Purchasing Organization		Pur. Group		Currency Key		Validity Start date		Validity End date		CHAR		CHAR				Field Description		Line Item Number		CHAR		Account Assignment Category		Item Category		Short Text		Purchase order quantity		Purchase Order Unit of Measure		Item Delivery Date		Overall Limit		Expected Value		Net price		Per		Order price unit		Material Group		Plant		Storage Location		Outline agreement (SAP contract number)		Item number of outline agreement (SAP contract)		Goods Receipt Indicator		Goods Receipt, Non-Valuated		Sequential Number of Account Assignment		Distribution Percentage incase of Multiple Account Assgt		Distribution Value in dollars incase of Multiple Account Assgt		G/L Account		WBS Element		Asset number		Sub Asset number		Cost Center		Business Area		CO Area		Fund center		Commitment item		Internal Order		Fund		Functional Area		Grant		Sales Tax Code

		Length		10		4				4		10		4		4		3		5						Text ID		Text						5		Material Number		1		1		40		13,3		3				13,2		13,2		13,2		5		3		5		4		4		10		5		1		1		2		3		13,2		10		24		12		4		10		4		4		16		24		12		10		4		20		2

		Default								SC01				NT30		SCPO				USD						4						Default				18		U		B																														X		X																				SC01

		Example		1234567890		ZSTD		09/13/2009		SC01		7000000023		NT30		SCPO		100		USD		09/13/2009		09/13/2010								Example		1				"U"		B		Paper Shredder		1		AU		12/01/2010		1000.00		1000.00		37.45		1		EA		20839		E120		0001		4400001194		1		X		X		1		100		25.36		5030010000		Z.E120.0003.AAA02		140000000013		0		E120A00010		E120				E120A00010		5030010000		30000022		10010000		E120_0000		NOT RELEVANT		I0

		R/O		R		R		R		R		R		R		R		R		R		R		R				09/13/2010						R		"1001330"		R		R		R		R		R		R						R		R		R		R		R		O		O		O		R		R		R		R				R		R		R		R		R		R		R		R				O		R		R		R		O

		NO ENTRY REQUIRED IN THIS FIELD		Legacy PO Number


(Can use upto 10 characters)		Identifier allowing differentiation between the different kinds of purchase orders in the SAP system.

FO for framework Orders

ZFOA for framework agreement orders		Date on which the purchasing document was created

Default - Date on which PO is loaded.		Company Code




Default - SC01		SAP number of the vendor (external supplier) from which the materials are to be procured.

(Use link provided in conversion guide to look up SAP vendor numbers)		Payment terms

Default - NT30		Purchasing Organization

Default to SCPO		Key for a buyer or a group of buyers, who is/are responsible for certain purchasing activities.

(Use reference table in conversion guide to look up relevant SAP purchasing group)		Currency key for amounts in the system.

Default - USD		Validity Start date		Validity End date		O		O				NO ENTRY REQUIRED IN THIS FIELD		Lline item number on the Purchase Order		0		The account assignment category determines which account assignment data  is necessary for the item.

Default - U		Item Category

For Framework Order and agreement this field will default to B		You must enter a short text that describes the material.

(Can use upto 40 characters)		Quantity ordered by the buyer, to be supplied by the vendor.

For Framework Order and agreement this field will default to 1		Specify the unit of measure in which the material is ordered.

For Framework Order and agreement this field will default to AU		Date on which the goods are to be delivered or the service is to be performed.		Maximum value that can purchased against this line item		Expected Value

This field value should be equal to "Overall Limit"		Net price per price unit.

The net price  including the vendor's discounts or surcharges		Priice unit



Default - 1 if left blank		Order price unit



Default - PO unit of measure if left blank		A material group comprises several materials or services having the same attributes
(NIGP Code)

(Use the link provided in conversion guide to locate relevant NIGP code)		Agency for which you wish to procure materials or services.


(Use reference table in conversion guide to look up relevant SAP Plant)		Name of the storage location at which materials are stored. There can be one or more storage locations within a plant.

Default - 0001		Specify the number of the outline agreement (contract) that this purchase order refers to.

(Use the link  provided in conversion guide to locate relevant SAP Contract number)		Specify the line item number of the outline agreement (contract) that this purchase order refers to.

(Use the link  provided in conversion guide to locate relevant SAP Contract line item number)		Specify whether the item involves a goods receipt

Default - X		Specify if the goods receipt for this item is not to be valuated.

Default - X		Sequential Number of Account Assignment




Use only for multiple account assignments		Distribution Percentage in Case of Multiple Account Assgt



Use only for multiple account assignments


IF YOU USE THIS FIELD, DO NOT FILL ANY VALUE IN NEXT FIELD		Distribution Value in dollars incase of Multiple Account Assgt



Use only for multiple account assignments


IF YOU USE THIS FIELD, DO NOT FILL PERCENTAGE IN PREVIOUS FIELD		G/L account in a chart of accounts.		WBS Element		Enter the number of the asset to which the item is to be assigned		Enter sub asset number		An organizational unit within a controlling area that represents a defined location of cost incurrence.		Business Area






Should Derive Automatically		CO Area

Default - SC01




Should Derive Automatically		Fund center

Default - Same as Cost center



Should Derive Automatically		Commitment item

Default - Same as G/L account



Should Derive Automatically		Internal Order number





(Enter only if applicable)		Fund number		Functional Area		Grant number


(Enter only If grant is used for procurement)		The tax code represents a tax category which must be taken into consideration when making a tax return to the tax authorities.

Use one of the following:

I0    A/P Tax Exempt
I1    A/P Sales Tax

																										Text ID              Default '01'		Text                                                                                                                                                                                                                                                                                                                                  Enter client information using semi-colon as separator                                                                                                                                                                                                                        Name, Date of Birth, Client Number								Not required for most Pos that are non-Inventory.
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 Purchase Order

				R - Required (Mandatory)

		Header Data																										Item Details				Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details		Item Details

		SUBMI		BSART		BEDAT		BUKRS		LIFNR		ZTERM		EKORG		EKGRP		WAERS		KDATB		KDATE				Field Name		EBELP				KNTTP		PSTYP		TXZ01		MENGE		MEINS		EINDT		SUMLIMIT		COMMITMENT		NETPR						MATKL		WERKS		LGORT		KONNR		KTPNR		WEPOS		WEUNB								SAKTO		PS_PSP_PNR		ANLN1		ANLN2		KOSTL										AUFNR		GEBER		FKBER		GRANT_NBR		MWSKZ

		Additional Data						Org.Data				Delivery/Invoice		Org.Data		Org.Data		Delivery/Invoice		Additional Data		Additional Data																						Limit		Limit																		Delivery		Delivery		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Account Assignment		Invoice

		COLLECT_NO		DOC_TYPE		CREAT_DATE		COMP_CODE		VENDOR		PMNTTRMS		PURCH_ORG		PUR_GROUP		CURRENCY		VPER_START		VPER_END						PO_ITEM				ACCTASSCAT		ITEM_CAT		SHORT_TEXT		QUANTITY		PO_UNIT		DELIVERY_DATE		LIMIT		EXP_VALUE		NET_PRICE		PRICE_UNIT		ORDERPR_UN		MATL_GROUP		PLANT		STGE_LOC		AGREEMENT		AGMT_ITEM		GR_IND		GR_NON_VAL		SERIAL_NO		DISTR_PERC		NET_VALUE		GL_ACCOUNT		WBS_ELEMENT		ASSET_NO		SUB_NUMBER		COSTCENTER		BUS_AREA		CO_AREA		FUNDS_CTR		CMMT_ITEM		ORDERID		FUND		FUNC_AREA_LONG		GRANT_NBR		TAX_CODE

		CHAR		CHAR		DATE		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		DATE		DATE						NUM				CHAR		CHAR		CHAR		NUM		CHAR		DATE		NUM		NUM		NUM		NUM		CHAR		CHAR		CHAR		CHAR		CHAR		NUM		CHAR		CHAR		NUM		NUM		NUM		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR		CHAR

		Collective No. (Legacy PO number)		Document Type		Purchase Order Date		Company Code		Vendor Code		Payment terms		Purchasing Organization		Pur. Group		Currency Key		Validity Start date		Validity End date				Field Description		Line Item Number				Account Assignment Category		Item Category		Short Text		Purchase order quantity		Purchase Order Unit of Measure		Item Delivery Date		Overall Limit		Expected Value		Net price		Per		Order price unit		Material Group		Plant		Storage Location		Outline agreement (SAP contract number)		Item number of outline agreement (SAP contract)		Goods Receipt Indicator		Goods Receipt, Non-Valuated		Sequential Number of Account Assignment		Distribution Percentage incase of Multiple Account Assgt		Distribution Value in dollars incase of Multiple Account Assgt		G/L Account		WBS Element		Asset number		Sub Asset number		Cost Center		Business Area		CO Area		Fund center		Commitment item		Internal Order		Fund		Functional Area		Grant		Sales Tax Code

		10		4				4		10		4		4		3		5										5				1		1		40		13,3		3				13,2		13,3		13,2		5		3		5		4		4		10		5		1		1		2		3		13,2		10		24		12		4		10		4		4		16		24		12		10		16		20		2

								SC01				NT30		SCPO				USD								Default						P																																X		X																				SC01

		1234567890		ZSTD		09/13/2009		SC01		7000000023		NT30		SCPO		100		USD		09/13/2009		09/13/2010				Example		1				"P"				Paper Shredder		1		EA		12/01/2010		1000.00		1000.00		37.45		1		EA		20839		E120		0001		4400001194		1		X		X		1		100		25.36		5030010000		Z.E120.0003.AAA02		140000000013		0		E120A00010		E120				E120A00010		5030010000		30000022		10010000		E120_0000		NOT RELEVANT		I0

		R		R		R		R		R		R		R		R		R		R		R						R				R		R		R		R		R		R						R		R		R		R		R		O		O		O		R		R		R		R				R		R		R		R		R		R		R		R				O		R		R		R		O

		Legacy PO Number


(Can use upto 10 characters)		Identifier allowing differentiation between the different kinds of purchase orders in the SAP system.
Choose one from the following:

ZAUC Auction PO
ZEMR Emergency PO
ZEXP Exemption PO
ZSOL Sole Source PO
ZSTD State Standard PO		Date on which the purchasing document was created

Default - Date on which PO is loaded.		Company Code		SAP number of the vendor (external supplier) from which the materials are to be procured.

(Use link provided in conversion guide to look up SAP vendor numbers)		Payment terms

Default - NT30		Purchasing Organization

Default to SCPO		Key for a buyer or a group of buyers, who is/are responsible for certain purchasing activities.

(Use reference table in conversion guide to look up relevant SAP purchasing group)		Currency key for amounts in the system.

Default - USD		Validity Start date		Validity End date				NO ENTRY REQUIRED IN THIS FIELD		Lline item number on the Purchase Order				The account assignment category determines which account assignment data  is necessary for the item.

Always - P for Capital Projects		Item Category

For these orders

Default - Blank		You must enter a short text that describes the material.

(Can use upto 40 characters)		Quantity ordered by the buyer, to be supplied by the vendor.		Specify the unit of measure in which the material is ordered.

(Use reference table in conversion guide to look up relevant SAP Unit of measure)		Date on which the goods are to be delivered or the service is to be performed.		Maximum value that can purchased against this line item		Expected Value

This field value should be equal to "Overall Limit"		Net price per price unit.

The net price  including the vendor's discounts or surcharges		Priice unit



Default - 1 if left blank		Order price unit



Default - PO unit of measure if left blank		A material group comprises several materials or services having the same attributes
(NIGP Code)

(Use the link provided in conversion guide to locate relevant NIGP code)		Agency for which you wish to procure materials or services.


(Use reference table in conversion guide to look up relevant SAP Plant)		Name of the storage location at which materials are stored. There can be one or more storage locations within a plant.

Default - 0001		Specify the number of the outline agreement (contract) that this purchase order refers to.

(Use the link  provided in conversion guide to locate relevant SAP Contract number)		Specify the line item number of the outline agreement (contract) that this purchase order refers to.

(Use the link  provided in conversion guide to locate relevant SAP Contract line item number)		Specify whether the item involves a goods receipt

Default - X		Specify if the goods receipt for this item is not to be valuated.

Default - X		Sequential Number of Account Assignment




Use only for multiple account assignments		Distribution Percentage in Case of Multiple Account Assgt



Use only for multiple account assignments


IF YOU USE THIS FIELD, DO NOT FILL ANY VALUE IN NEXT FIELD		Distribution Value in dollars incase of Multiple Account Assgt



Use only for multiple account assignments


IF YOU USE THIS FIELD, DO NOT FILL PERCENTAGE IN PREVIOUS FIELD		G/L account in a chart of accounts.		WBS Element		Enter the number of the asset to which the item is to be assigned		Enter sub asset number		An organizational unit within a controlling area that represents a defined location of cost incurrence.		Business Area






Should Derive Automatically		CO Area

Default - SC01




Should Derive Automatically		Fund center

Default - Same as Cost center



Should Derive Automatically		Commitment item

Default - Same as G/L account



Should Derive Automatically		Internal Order number





(Enter only if applicable)		Fund number		Functional Area		Grant number


(Enter only If grant is used for procurement)		The tax code represents a tax category which must be taken into consideration when making a tax return to the tax authorities.

Use one of the following:

I0    A/P Tax Exempt
I1    A/P Sales Tax
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Sheet1

		

				UOM		UOM Description

				%		Percentage

				%O		Per mille

				D		Days

				CMS		Centimeter/second

				0		Meter/Minute

				µL		Microliter

				µF		Microfarad

				IB		Pikofarad

				GOH		Gigaohm

				GM3		Gram/Cubic meter

				ACR		Acre

				KD3		Kilogram/cubic decimeter

				QML		Kilomol

				NI		Kilonewton

				MN		Meganewton

				MGO		Megohm

				MHV		Megavolt

				µA		Microampere

				BAG		Bag

				BX		Box

				BT		Bottle

				RF		Millifarad

				M/M		Mol per cubic meter

				M/L		Mol per liter

				NA		Nanoampere

				C3S		Cubic centimeter/second

				R-U		Nanofarad

				NMM		Newton/Square millimeter

				CCM		Cubic centimeter

				CD3		Cubic decimeter

				CM		Centimeter

				CM2		Square centimeter

				CV		Case

				CL		Centiliter

				A/V		Siemens per meter

				TOM		Ton/Cubic meter

				VAM		Voltampere

				DEG		Degree

				DM		Decimeter

				DR		Drum

				DZ		Dozen

				EA		each

				EU		Enzyme Units

				EML		Enzyme Units / Milliliter

				FT		Foot

				FT2		Square foot

				FT3		Cubic foot

				G		Gram

				G/L		gram act.ingrd / liter

				GAU		Gram Gold

				GJ		Gigajoule

				GLI		Gram/liter

				GAL		US gallon

				GPM		Gallons per mile (US)

				GM		Gram/Mol

				GM2		Gram/square meter

				GPH		Gallons per hour (US)

				µGQ		Microgram/cubic meter

				GRO		Gross

				GAI		Gram act. ingrd.

				H		Hour

				HA		Hectare

				HL		Hectoliter

				2 2

				3 3

				YR		Years

				JKG		Joule/Kilogram

				JKK		Spec. Heat Capacity

				JMO		Joule/Mol

				CAN		Canister

				CAR		Carton

				KG		Kilogram

				KGM		Kilogram/Mol

				KGS		Kilogram/second

				KGV		Kilogram/cubic meter

				KAI		Kilogram act. ingrd.

				CRT		Crate

				KJK		Kilojoule/kilogram

				KJM		Kilojoule/Mol

				KM		Kilometer

				KM2		Square kilometer

				KMH		Kilometer/hour

				KMN		Kelvin/Minute

				KMS		Kelvin/Second

				KPA		Kilopascal

				KT		Kilotonne

				KVA		Kilovoltampere

				KIK		kg act.ingrd. / kg

				L		Liter

				LMI		Liter/Minute

				LB		US pound

				AU		Activity unit

				LHK		Liter per 100 km

				LMS		Liter/Molsecond

				LPH		Liter per hour

				M		Meter

				M/S		Meter/second

				M2		Square meter

				M-2		1 / square meter

				M2S		Square meter/second

				M3		Cubic meter

				M3S		Cubic meter/second

				MEJ		Megajoule

				MG		Milligram

				MGL		Milligram/liter

				MGQ		Milligram/cubic meter

				MI		Mile

				MI2		Square mile

				µM		Micrometer

				MIN		Minute

				MIS		Microsecond

				ML		Milliliter

				MLI		Milliliter act. ingr.

				MM		Millimeter

				MM2		Square millimeter

				MM3		Cubic millimeter

				MNM		Millinewton/meter

				MON		Months

				MPG		Miles per gallon (US)

				MPS		Millipascal seconds

				M3H		Cubic meter/Hour

				MSE		Millisecond

				MS2		Meter/second squared

				M/H		Meter/Hour

				MVA		Megavoltampere

				MWH		Megawatt hour

				NAM		Nanometer

				NM		Newton/meter

				NS		Nanosecond

				OCM		Spec. Elec. Resistance

				OM		Spec. Elec. Resistance

				OZ		Ounce

				FOZ		Fluid Ounce US

				P		Points

				PAA		Pair

				PAC		Pack

				PAL		Pallet

				PAS		Pascal second

				PRC		Group proportion

				PMI		1/minute

				PPB		Parts per billion

				PPM		Parts per million

				PPT		Parts per trillion

				PRS		Number of Persons

				PS		Picosecond

				PT		Pint, US liquid

				QT		Quart, US liquid

				RHO		Gram/cubic centimeter

				ROL		Role

				ST		items

				HR		Hours

				DAY		Days

				TS		Thousands

				TO		Tonne

				TON		US ton

				TR		Trips

				1

				µGL		Microgram/liter

				MSC		Microsiemens per centimeter

				MPL		Millimol per liter

				VAL		Value-only material

				WK		Weeks

				WMK		Heat Conductivity

				WKY		Evaporation Rate

				YD		Yards

				YD2		Square Yard

				YD3		Cubic yard
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