SAP Electronic Ordering

How to enter details on an electronic order requisition

Open Outlook
Go to File — New — Choose Form
Select SAP Order Requisition —V 1.3

B SAP Order Requisition - - Message (Rich Text)

JEiIe Edit Yiew Insert Tools Ackions Help

@ Jéiend|né|é{,ﬁ,||%|§¢ ! $|Y|Ogti0ns‘..|@,

Order Details I Items Page 1 I Items Page 2 I Mare Information I

External Order Requisition:

Order Date: |11,f11;’2003|

Please complete all White Boxes. Use More Items
and More Information pages if necessary.

In TO box enter the

IT Orders Zone*

To.. ||
Authorised By ||

mailbox

If you receive a copy of this form as the Authoriser, but do not agree with the

contents, then please contact Ext 4242,
Fram... | I

S u p p | | er name Subject: |SAP Order Requisition -

Order
Motes:

Wendor Details: Delivery Date: |25,|’1 172003
Co. Mame: I Currency: IPounds Sterling

C:;tact- . | PURCHASE GROUP: |

ddress 1: | COST CEMTRE CODE: |
Address 2: | INT ORDER CODE: |
Address 3: | MATERIAL CODE: |

Address 4! I
GL CODE:

Paost Code:

Enter vendor and s ASSET CODE:
delivery address details Contacts | S
Address 11 | Tracking Ref:

LIl

Address 2: | Date on SAP:  |12(11{2003
Address 3 I GRN No:
Address 4: I

Post Code:

In Items Page enter the

®

equipment details & prices

& SAP Order Requi

| Eile Edit view In

- - Message {Rich Text)

bols  Actions Help

| =nd | 3

LI B | A4 |O|1ti0ns... | @ .

Order Details ] b

IDescription

Age 1

(1)

@

()

4

()

(8

(7

8

9

(1o

Tokal Cost Exc VAT ID.DD Total Cost Inc YAT

Qty |u

Items Page 2 I More Information I

|

Unit Price | 0,00

Disc {000 Cost[0.00
Qb ID Uit PriceID.DD
Disc {0.00 ost[0.00
Qb ID Unit Price ID.DD
Disc {000 Cost[0.00
Qb ID Uit PriceID.DD
Disc {0.00 Cost|0.00
Qby ID Uit PriceID.DD
pisc {0.00 cost[0.00
qty |u Unit PriceID.DD
Disc [0.00 cost[0.00
Qb ID Uit PriceID.DD
pisc {0.00 cost[0.00
Qby ID Unit Price ID.DD
Disc [0.00 Cost [0.00
Qb ID Uit PriceID.DD
pisc {000 Cost[0.00
Qby ID Unit Price ID.DD
Disc {000 Cost[0.00
0.00



& SAP Order Requisition - - Message (Rich Text)

JEiIe Edit Yiew Insert Tools Ackions Help
|=send IG5 2R E(@e ! 4|y sopms. B,

Crder Details | Items Page 1 I Items Page 2 I More Information I

External Order Requisition:

Order Date: |11,f11;’2003|
To... ||
Authorised By | I

Please complete all White Boxes. Use More Items
and More Information pages if necessary.

If you receive a copy of this form as the Authoriser, but do not agree with the
contents, then please contact Ext 4242,

Fram... ||

Subject: ISAP Order Requisition -

Details to be
checked by IT o |

Team Leader e

IVendor Dietails: Delivery Date: |25,il 1/2003
Currency: IPounds Sterling

Co. Name: I
Conkack: I
PURCHASE GROLIP: I
Address 1: I
COST CENTRE CODE: I—
Address 2; I
INT ORDER CODE: l—
Address 3 I
MATERIAL CODE: I
Address 4! I
GL CODE: l—
Post Code: I—
A5SET CODE:
Contact: I SAP PO No: I
Address 1: I Tracking Ref: I
WI” then FORWARD Address 2: I Date on SAP: Im
to School/Service Addreswl e

Address 4

IT Orders mailbox postCodes |



¥ SAP Order Requisition - - Message (Rich Text)

JEHE Edit Wiew Insert Tools Actions Help
end A& 5 BB @Be| ! ¥y Eomens. 3,

Order Details I Items Page 1 ] Items Page 2 I More Information I

External Order Requisition:

Order Date: [11/112003]
To... ||
Authorised By ||

If you receive a copy of this form as the Authoriser, but do not agree with the
contents, then please contact Ext 4242,

P, .. ||

Subject: ISAP Order Requisition -

Please complete all White Boxes. Use More Items
and More Information pages if necessary.

Order
Naotes:
IVendor Details: Delivery Date: [25/11/2003

Co. Name: I Currency: Pounds Sterling
Conkact: I

PURCHASE GROLP: I
Address 1; I

COST CEMTRE CODE: I
Address 2: I

INT ORDER CODE:
Address 3 I

MATERIAL CODE: I
Address 4 I

GL CODE: I
Paost Code: I

ASSET CODE; I

IDeIivery Dretails:

Conkact: I SAP PO Mo I
Address 1! I Tracking Ref: I
hddress 2: | Date on SAP: |12,f11;’2003
Address 3: I AN Na I
Address 4 I

Post Code: I

Costing Details to
be entered by
School/Service

Will then FORWARD
to the budget holder
to be authorised



i SAP Order Requisition - - Message (Rich Text)

JEiIe Edit Yiew Insert Tools Ackions Help
@ == @S| memEet 3]y | Eowms. | Q.

Order Details I Items Page 1 I Items Page 2 I More Information I

External Order Requisition:

Budget holder will check order. over Dot [1171 /200

Please complete all White Boxes. Use More Items
and More Information pages if necessary.

Click FORWARD and then in the

To... ||
TO field choose IT SAP. ithorsed 5| |
Enters authorisers name in T e o S or e it oot sre e

Authorised By field then SEND. o, ||

Subiject: ISAP Order Requisition -

Crder
Motes:

‘Wendor Details: Delivery Date: 2571172003
Co, Mame: I Currency: IPUuru:Is Sterling

Caontack: I
PLURCHASE GROUP: I
Address 1 I
COST CEMTRE CODE: l—
Address 2: I
INT ORDER CODE: l—
Address 3 I
MATERIAL CODE: I
Address 4: I
GL CODE: [
Post Code: l—
ASSET CODE: I
Contact: I S&P PO Mo: I
Address 1 I Tracking Ref: I
ddress 21| Date on SAP: |12;’1 1/2003
Address 3: I RN ho: I—

Address 4: I

Post Code:



¥ SAP Order Requisition - - Message (Rich Text)

JEi\e Edt Wiew Insert Tools Actions Help
end | G| 5 BB E (@R[ ]| o 3.

COrder Details I Items Page 1 I Items Page 2 I Mare Information ]

External Order Requisition:

Order Date: |11/11/2003
To... ||
Authorised By I

If you receive a copy of this form as the Authoriser, but do not agree with the
contents, then please contact Ext 4242,

FErom. .. | I
@ Subject: ISAP Order Requisition -

Order
Notes:

Please complete all White Boxes. Use More Items
and More Information pages if necessary.

IT Services enter order
on SAP and then IVendorDetaiIs: DeliveryDate:IZS,l’ll,l’ZDDS

post order form to public ot : oo T
folders area S PURCHASE GROUF:

|

|

|

Co. Mame;

COST CENTRE CODE:

111

Address 2:

INT ORDER CODE:
Address 3

MATERTAL CODE:
Address 4

GL CODE: l—
Post Code: I—

ASSET CODE: I

IDelivery Details:

Contact: I SAP PO Mo I
Address 1; I Tracking Ref: I
acress 2 | DateonSar:  [12/11/2003
Address 3 I RN No: I—
Address 4! I

Post Code: I



