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Creating An Order In SRM 

 
1) First go to www.myworkplace.state.pa.us 
2) SRM Requisitioner and then Shop. 
3) Next click on the Catalog you are using (COPA Internal Catalog), depending on what you are 

looking for. 
 
 

 

This is the 

COPA Catalog 

for DGS again it 

depends on what 

plant or service 

you are ordering 

from as to 

which one you 

need to use. 

SRM 

Requisitioner 

& Shop 



4) This is the screen you should get. 
5) If you know the product # (Material #) that you are looking for, type that number into the search 

box and then click on GO (as in the example; Storage Carton/Record Center Box). 
 

 

Type in product 

number or description 

you are looking for. 

If you are unsure of what you are 

looking for click on the catalog and 

open up the entire catalog and manually 

search for that item. 



NOTE:  If you use the catalog option, it will bring up the catalog by pages for you to search manually for 
those items. 

 
 
 
 

 

Use this to page 

through the catalog. 



6) You will need to highlight the line or lines that you want to order. 
7) Enter the quantity of the item or items that you are ordering.                               
8) Click on Add to Shopping Cart. 

 
 
 
 
 

 

Highlight the lines you 

are ordering and enter 

the quantity and click 

on Add to Shopping 

Cart 



9) This is the screen you get.  Do not be too alarmed about the error messages at the top, as you 
input information they will go away as long as the information you input is correct. 

 
10) Now click on the Details button. 

 
 
 
 
 

 

Details 

Button 



11) This is the screen you get. 
12)  Here make sure you select the drop down on Purchasing Group and pick the one you need. 

 
 
 
 

 

Purchasing 

Group 



13)  Next you need to click on the Cost Assignment area. 
 
 
 
 
 
 

 

Click on 

Cost 

Assignment 



 
14) Here you enter your Cost Center & GL Account information.  You then click on the Details button. 
 

 
 
 
 

 

Input your Cost Center & GL 

Account number and then 

click on the Details button 



15) This is the next screen. 
16) Here you will enter the Fund number. 

 
 
 

 

Enter Fund 

Number and 

use Scroll to 

move down 

Scroll down 



17)  Next Scroll down to the Continue button and click on that. 
 
 
 
 

 

Make sure you click on 

Ship to Address to verify 

the address is correct. 



NOTE:  Always check your Ship To Address to make sure you have the correct one.  If the address is 
NOT correct use the binoculars to search. 

 

 

Use the binoculars to 

search for your correct 

address. 



 
 

 

Now you can continue. 



18)   This is your next screen 
19)   Here you can input any notes to your approver. 
20)   Next click on Check and as long as there no error messages you can now Order. 

 
 

 

Notes to Approver and then click on 

Check and if there are no error 

messages click on Order. 

Check and 

Order 



21) This is the next screen you will get. 
22)  Here you can print off your shopping cart, check status or create a new shopping cart. 
 

  NOTE:  You should always print off your shopping cart to have your cart number for future reference if 
you need to inquire or track it down. 

 
 

 

Print out your Shopping Cart for reference 

in case you have to call customer service or 

the warehouse to check on your order.  All 

your information will be on that including 

your shopping cart number. 

Shopping 

Cart 

Number 



Material Replenishment Planning ( Mrp Run) 

 
1) Type in transaction MD01 

 

 
 



2) Enter plant number: 1500.   
3) Make sure Create Purchase Reg is a 1, if not than change to a one. 

 

 
 
You will get a message to check Input perimeters than hit execute 

Enter 
Plant 
Number 

Execute 

Make sure 
that you 
change this 
to a 1 



  
4) Click on the check mark in the blue box to continue 

 

 

Click on 
this 



5) This is the screen you will get.  Then you will back out of this screen to continue on the 
next step. 

 

 

Use this to 
back out 



6) Type in transaction ME57.  When you get this screen click the execute with the clock in 
it. 

 

 

Execute 



7) This is the screen you get.  You then select the print icon at top, on the next screen 
click on continue and print your copy of the materials that need to be ordered. 

 

 

Print 



Create A Purchase Order 

 
 

1) Type in transaction ME52n to change purchase req.  This is the screen you will get. 

 

 



2) Select purchase req at top and choose other requestion. 

 

 

Select to get 
drop down 

Other 
Requestion 



3) This is the screen you will get.  In the Select Document box you will enter the Purchase 
Requistion Number. 

 

 

Enter req. 
number 
here. 

Next select 
other doc. 



4) This is the screen you get.  When document comes up you can change or delete.   
5) Then you select save. 

 

 

Save 



6) Type in transactionME21n for OFF CONTRACT PO’s.  This is the screen that you will 
get. 

7) Click Document Overview on 

 

 

Document 
Overview 



8) Click on the Balloons 

 

 

Balloons 



9) Select Purchase Req. 

 

 

Select 
Purchase 
Req. 



10) This is the screen you get.  Here you will enter Purchasing Group and Plant. 
11) Then click on Execute. 

 

 

Purchasing 
Group 

Plant 

Execute 



This is the next screen. 

 

 



12) Drop down little box and select save layout. 

 

 

Click on 
the box. 

Click on 
Save Layout 



13) Click on Save on the top box, Then on Click on Green check on bottom box.  The 
Layout save will reopen, close out by clicking on the X 
This will save your purchase req. screen if you are doing more than one purchase 
order. 

 

 

Save X to close out 
this box after 
save. 



14) Find Purchase req that you need and drag and drop into the shopping cart and then you 
can turn the Document overview off. 

 

 

Pick out your 
Pur. Req. 

Drag and Drop 
into Shopping Cart 

Turn 
off 
after 
you 
drag 



15) Enter Vendor Number, Price, Currency and Per Pack Quantity. 

 

 

Vendor 
Number 

Price 

Currency 



16) Under Delivery Tab, Enter 10%   

 

 

Delivery 
Tab Enter 10% 

Here 



17) Under text enter Delivery Instructions. 

 

 

Delivery 
Instructions 



18) Enter the correct Delivery Address. 

 

 

Delivery 
Address 
Tab 

Enter 
Correct 
Delivery 
Address 



19) Do a print preview and make sure all your information is correct. 
20) Hit the go back arrow and then click on save. 

 

 

Go 
back 

Click 
on 
save 
in 
next 
scree
n 
(when 
you 
back 



21) Your Purchase order number is on the bottom of your screen. 
22) You will then open up a new session and go to ME9f 

 

 

Purchase 
Order 
Number 

Creates a 
new session 



23) All information should already be here.  Next click on Execute with the clock. 
 

 

Execute 

Purchase 
Order 
Number 



24) This is your next screen.  Check the box and the click on Output message. 
25) The PO will print out if it is under $3000.00,  If it is over it will go to the comptrollers 

office for approval. 
 

 

Check this 
Then select 
output 
message 



26) If your PO is over $3000.00, go to ME23n and take a screen shot of this for in the file 
until it comes back from comptrollers office approved. 

 

 

Drop 
down and 
select 
Hardcopy 
to print 
screen 
shot 



27) You will have to check periodically to see if they are approved.  Go to ME22n and  pull 
up the PO in question.  Open up the top header and select Release Strategy.  If there is 
a yellow triangle it is still not approved.  When you get a green check mark it is 
approved and you will be able to print it off by going into ME9f. 

 

 

Released 

Top 
Header 

Release 
strategy 
tab 



Receiving Std Forms From Print Shop 

  
1) Get the Work Order from purchasing agent. 
2) Call Greg Juris at 787-8884 for price of quantity actually ordered 
3) Type in transaction MIGO click on Enter. 
4) General Tab – enter the Work Order number 
5) Material Tab – enter the Material number 

 

 

Material 
Number 

Work 
Order 
Number 

Goods 
Receipt & 
Others 



6) Quantity Tab – enter the amount actually received not ordered.  Enter the number not 
the unit of issue. 

7) Enter the dollar amount. 

 

 

Amount 
Received 

Enter 
Dollar 
Amount 



8) Where Tab - enter the Plant and Location 
9) Hit Green check or enter.  You will now have a new tab. 

 

 

Where 

Enter 

Acct. Ass. 
Tab 

Enter 
Plant and 
Location 



10)   Acct. Ass. Tab – Here you will put your Funds Center, Cost Center and Fund.   
11) Make sure the Item OK box is checked. 
12) Click on Check.  In the lower left corner of your screen you will get a message of 

Document OK.  If there are any red stops you must correct these before completing. 
13) Click on Save.  Your Material Document number will be on the lower left of your screen.  

In red write the Material Document number, sign and date the Work order and return to 
Purchasing Agent. 

 
 

 

 

Check 
Item Ok 

Funds Center 
Cost Center 
Fund 

Material 
Number will 
be here 

Check 

Save 



Receiving Commodities 

 
1) Type in transaction MIGO and click enter. 
2) Type in PO Number and click on enter. 

 

 

Type in PO 
number 

Enter 



This is the screen that you will get.   
3) On the Qty. tab, enter the amount that was actually received. 

 

 

Enter the 
amount 
received 



4) Click on the Where tab, here you check to see the if the storage location is correct.  
If not, change to correct plant. 

5) Click Item OK, then click on Check. 

 

 

Item OK 

Check 

Storage 
Location 



This is the screen that you will get.   
6) You can just X out of this. You will get green or yellow light.  If you get red stop you 

will receive message at the lower left hand corner telling you what needs to be 
corrected. 

 

 

X 
out 

Yellow Stop 



7) Click on Save.  A Goods Receipt will appear on the lower left toolbar. 
8) You will write the Goods Receipt number on the PO, along with the amount received 

and the pallet count in red ink.  You also need to sign and date the document.  
Return the PO to Purchasing Agent. 

 

 

Save 



Receiving Health Forms From Print Shop 

 
1) Call Greg Juris at 787-8884 for price of quantity actually ordered. 
2) Type in transaction MIGO and click on enter 
3) Make sure drop down boxes are Goods Receipt and Others. 
4) Receipt for work order should be a 901. 
5) Material Tab – enter the material number you are receiving. 

 

 

Goods 
receipt & 
Others 

Make sure 
this a 901 

Put work 
order 
number 
here 

Material 
number 



6) Quantity Tab – enter the quantity that you actually received. 
7) Ext. amount LC – enter the dollar amount, which you get from Greg. 

 

 

Enter 
Quantity & 
Dollar Amt. 



8) Where Tab – enter the plant number and the storage location. 
9) Click on enter. 

 

 

Plant and 
Storage 
Location 

Enter 



10) Click on enter.  You will get one new tab. 
11) Acct. Ass. Tab – You will enter your cost center and your fund and make sure   your 

Item ok box is checked. 
12) Then click on Check.  
13) If there are no errors you will get a document OK message at the bottom left of your 

screen. 
14) If you get any error messages you must correct these before you can continue.  

 

 

Cost 
Center 
and Fund 

Check 

Document 
OK 

Item Ok 



15)   Click on Save. 
16) Your Material Document number will be on the lower left corner of   your screen. 
17) In red, write your Goods Receipt Number on the work order, sign and date. 
18) When the Goods Receipt prints off (901), It is then filed in the shipping office. 

 

 

Save 

Material 
Document 
Number 



Create A Stock Transport Order (Sto) 

 
1) Type in transaction ME21N.  
2) Open the top header and put in Purchasing group and Supplying plant.   

 

 

 Purchase 
Group & 
Plant No. 

Close 
when 
done with 
group & 
plant 



3) Close the top header and begin to put the material numbers and quantity amount for 
order. 

 

 

Input 
Material #’s 
and quantity  

Close this 
header 
when all 
material 
and 
quantity 
are input 



4) Close Item Overview, put GL Acct, Cost Center, and Fund numbers in for each line 
item.  Then click on check. 

 

 

Use this to 
go from 
one line to 
the next 

GL – Cost 
and Fund 

Check 



5) Put in the correct ship to address, use the tabs to select delivery address, (or the 
drop down), select check 

 
 

 

Drop 
Down 

 Address 
( Ship To) 

Check 



6) The next screen will put the address on each line item so you do not have to type 
each line separate. 

 

 

Click on 
this 



7) The next screen will tell you if you are missing any GL or acct numbers.  Just click 
on the green check 

 

 

Click on 
This 



8) Click on Save and then on the blue pop up box click on save again. 

 

 

Save here 
first 

Then click on 
this save 



9) Here is where you get your STO number.  The STO is complete. 

 

 

This is 
your STO 
number 



View And Print Orders 

 
1) Type in transaction ZME2W and execute. 
2) This is the screen that you will get. 
3) Type in Plant number and Storage Location ( which is at the very bottom, you will 

have to scroll down a little ).  You may have a second plant number show up; take 
that out. 

4) Click on Execute with the clock. 

 

 

Plant and 
Storage 
Location 

Execute 

If you have a plant 
number here take it 
out. 



This is the screen that you get. 
5) Here you will click on Select All and then Automatic Goods Issue. 

 

 

Select All 
Automatic 
Goods 
Issue 



This is the screen that you get. 
6) Here you will get a report that will tell you how many lines posted and how many 

went into failure 
7) Then select the Print Icon. 

 

 

Print 



This is the screen you get.   
 

8) Here you will click on Continue and your report will print out. 

 

 
 

Continue 



Print Orders Using MB90 

 
9) Type in transaction MB90 and execute.  
10) This is the screen that you get.   
11) Type in your Output Type (wa03) and take out the Material Document number and 

click on Execute with the clock in it. 

 

 

Type in 
wa03 

Take this 
out 



This is the screen that you will get. This shows all orders for all supplying plants. 
12) You will have to right click on the word Plant. 

 

 

Right click 



You will get a drop down. 
13) Select Set Filter 

 

 

Select Set 
Filter 



This is the screen you get. 
14) Here you will highlight the Plant and Storage Location 
15) Click on the arrow to move them to the other column. 
16) Then click on the Green Copy Check. 

 

 

Plant & Storage 
location on this side-
Highlight them 

Click on this arrow 
to move them to 
the other side 

Then 
click 
on this. 



17) This is next.  Here you will input your Plant and Storage Location. 
18) Next click on the Green Check. 

 

 

Enter Plant 
and Storage 
Location 

Click on 
Check 



This is the screen you get.   
19) Here you will click on the Print Icon – this will print out a report of the orders you are 

posting. 
20) Next you will click on Select All and then execute.  This will print your orders out of 

the system. 

 

 

Print 

Select All 

Execute 



Print Orders Using ZMMPPS 

 

Change Collective Box 

 
You will only need to use this if you are going to use ZMMPPS to 
print orders. 
 

1) You will need to go to MIGO. 
 

 

Type in 

MIGO 

Execute 



2) First Box should be Goods Issue, 2nd Box should be Others or Purchase orders. 
3) Go to System, User Profile, Own Data. 
4) Click on Own Data. 

 
 

 

System, User Profile, 

then click on Own 

Data. 



5) This is the screen that you will get.  Here you will click on the Parameters tab. 
6) Scroll down till you find NDR. 
7) Under Parameter value, Delete the X. 
8) Once you delete the X, Make sure that you Save. 
9) You will need to complete this screen if you are going to print in ZMMPPS.  This Movement 

will keep your STO’s from showing up in MB90. 

 
 

 

Parameters 

Tab 

NDR and X.  You need to delete 

the X. 

Save 



10) Once you save, Go back into MIGO and you will see that your Collective Slip box is no 
longer checked 

 

 

Collective Slip 

Box no longer 

checked 



Print Orders Using ZMMPPS 
 

1) You will need to go to ZMMPPS 
 

 

Type in 

ZMMPPS 

Click on 

Execute 



2) This is the screen you will get. 
3) The Goods Issue Date will be there( the current date ) 
4) Type in Supplying Plant and Storage Location 
5) Type in Goods Issue Numbers ( From and To ) 
6) Example:  4500325698  to 4500325705 
7) Click Execute 
8) You will get a message at bottom that says “Printing will begin” 

 
 

 

 

Current date should be 

already there.  Type in 

Supplying Plant, Storage 

location and Goods 

Issue Numbers that you 

are going to print. Execute 



Hardcopies 

 
1) Type in transaction MIGO.   

 
This is the screen you get.   

2) Make sure that it is a goods issue, others and GI is 251.   
3) Also open up the Head data and make sure collective slip box is checked. 

 

 

Make sure 
this box is 
checked 

Goods 
issue 

Others 

GI - 251 

Top 
Header 



4) Close top header and begin to put in information 
a. Material tab:  Enter material number 
b. Quantity tab:  Enter quantity requested 
c. Where tab:  enter plant ( 1500 ) 
                         storage location ( 001 ) 
                         goods rec: ( your name) 
                         text:  old SE number (from STD 174 ) 

 

 

Use these 
tabs 



5) Hit enter and two new tabs appear 
d. Partner tab:  enter customer number ( you get this from list) 
e. Account tab:  GL – 5104000 

  Cost Center – 1522640266 
  Fund:  5000904001( the 4 changes with the current   year ) 

 

 

Two new 
tabs 



6) If there are more than one material: 
Hit second box on the bottom tool bar, this will change to the next number. And 
repeat steps starting at Step 2 with Material tab. 

7) When you have completed putting all information in for each line then you move on to 
the next step/ 

 

 

Use this to 
go to next 
line item 



8) Click on the Check Icon ( any errors will appear, if there are errors, they must be 
corrected before saving) 

9) Click on save (orange disk ) 
10) Goods Issue Number is given on bottom toolbar 
11) Write Goods Issue Number on STD-174 

 

 

Check 

Save 

Goods Issue No. 



Print goods Issue in ZMMPPS For Hardcopies 

 
1) You will need to go to ZMMPPS 

 

 

Type in 

ZMMPPS 

Click on 

Execute 



2) This is the screen you will get. 
3) The Goods Issue Date will be there( the current date ) 
4) Type in Supplying Plant and Storage Location 
5) Type in the Material Document Number 
6) Make sure you check the Walk up box. 
7) Click Execute 
8) You will get a message at bottom that says “Printing will begin” 

 

 

 
 

Current date should be 

already there.  Type in 

Supplying Plant, Storage 

location and Material 

document number. Also 

make sure you check the  

Walk up box 

Execute 



Invoicing For Hardcopies 

 
1) Type in transaction FB70.  This is the screen that you will get. 

1) Enter Customer Number 
2) Invoice Date 
3) Reference (SE Number ) 
4) Amount 

i. Add price of all line items 
ii. Take line items total and add 20% mark up fee (line items total x .20 ) 
iii. The end figure is your total cost 
iv. Then add $4.00 processing fee (see attached sample ) 

 

 

Customer 
Number 

Invoice 
Date 

SE 
Number 

Total 

Click on 
text drop 
down 



2) Click on Text drop down and this is what you get. 
3) Double click on the first line ( 001 Central Warehouse ) 

 

 

Double 
click 



4) This is the screen you get next.  Click on Tree on. 

 

 

Tree on  



5) This is the screen you get.  Next click on the triangle to drop down.  Then double click on 001 
warehouse.  Next click on Tree off.  

 

 

Tree off 

Triangle 
Double 
Click on 
this 



6) This is your next screen.  Put your total amount in the Amount of currency column.  Make sure it 
says credit.  Then select save.  Your invoice will be on the lower left. 

 

 

Total 
Amount 

Invoice 
Number 

Credit 

Save 



Invoice Printing 

 
1) Type in transaction ZFINVPRT.  This is the screen you get. 
2) Type in your Document number ( Invoice Number – 1800239758) 
3) Take out the 2004 
4) Click on Six Column Format 
5) Execute with the clock 

 

 

Make sure this 
box is empty 

Invoice 
Number 

Click on 6 
column format 

Execute 



6) This is the screen you get. 
7) Click on Print Immediately and then on Print. 
8) Attach a copy for entire packet, which should include the following: 

i. Original Invoice 
ii. Copy of STD-174 
iii. Copy of Goods Issue Slip 

9)  Send packet to Agency’s Comptroller Office for further processing 

 

 

Check 
this box 

Click on 
this. 



 

Credits/Stock Denials/Returns 

 
1) Type in transaction ME23n and click enter. 
2) This is the screen that you get.  Here you will do the drop down for Purchase Order, 

select other purchase order. 

 

 

Purchase 
Order 

Other 
Purchase 
Order 



3) Type in your STO number and click on other document. 

 

 

STO 
number 

Click on 
other 
documents 



4) This is the screen that you will get.  Here you will have to check your Purchase Order 
History tab to see what movements you will have to do. 

5) In this example, the PO History shows that a 101 and a 351 has been done.  You will 
have to do a 102 and 352 to do your credit. 

 

 

Purchase 
Order 
History 
tab 

101 & 351 



6) Type in transaction MIGO and click on execute. 
7) This is the screen that you will get.  Here you will do the drop downs and select Goods 

receipt, Purchase order, type in your STO number and make sure that the last box is a 
102. 

8) Once that is done you click on execute and you will get all information on that STO.  
Scroll through the Line items until you find the one you are doing a credit for,  

 

 

Select Goods receipt, 
Purchase order, type in STO 
number, and make sure last 
box is 102. 



9) Here you will Highlight the line item that you are doing the credit for.  Then you will 
check item OK at bottom left.  If there are multiple lines do this step for each line. (Only 
lines that you are doing a credit for). 

10) Select Check, if there are no errors you will receive a document OK message at 
bottom left, if there are errors you will get a message and must be corrected before 
continuing.  Then, click on Save. 

 

 

Highlight line item to 
do credit for and 
check Item Ok. 

Check Save 



11) This is the screen you get.  This will give you your 102 posting number.  You will 
write corresponding number on that Goods Issue Slip.  ( 102-than the number ). 

 

 

Write this number 
on the Goods Issue 



12) Goods Issue, Purchase Order, STO number, and movement 352.  Click on execute 
and then Execute again on blue pop up box. 

13) Once you input all that information this the screen you will get.   

 

 

Select Goods Issue, 
Purchase Order, Type in 
STO and Movement type 
(352) 



14) Select the Quantity Tab.  Here you will put in the amount that you are putting back 
in stock.  Example:  If you have 20 and 2 are coming back then you put in 2. 

 

 

Enter quantity 
that you are 
putting back in 
stock 



15) Where Tab – you will enter the Storage location, your name, and reason for return 
and click Item OK box. 

16) Select the check, and than save. 

 

 

Storage Loc., Your 
name, Reason for 
return, and Item OK box. 

Check 

Save 



17) Write the corresponding number on the Goods Issue Slip. (352 – and then the 
number ). 

 

 

Write this number 
on the Goods 
Issue slip (352) 



18) Type in transaction ME22n and execute. 
19) This is the screen you get.  Here is where you will make your changes.  If you are going to 

change quantity, find the line to change and click in that box.  Change quantity and save.   
20) If you are going to trashcan a line, you highlight the line you are going to trash, and click on 

trashcan.  You will get a blue pop up box asking if you if you want to do this, click yes 

 

 

Click on box to 
change quantity 
and change 
quantity 

Save 

Trashcan 



21) Click on save. 
22) Click on save on blue pop up box. 

 

 

Click on 
this save 
first 

Click on 
this save 
next 



23) Then you will get a message that your STO has been changed. 

 

 

STO has 
been 
changed 



Inventory Transactions 

 

Create Inventory Document 
 
1) Type in transaction Mi01 and execute. 
2) This is the screen that you will get.  Here you want to type in your Plant number and Storage 

Location.  Then click on execute. 

 

 

Plant & 
Storage 
Location 

Execute 



3) This is the screen that you will get. 
4) Here you will enter the Material Numbers that you are going to count and click on Save.  You will 

get an Inventory Document Number.  Write this down for reference. 

 

 

Material 
numbers 

Save 



5) Type in transaction MI21 and execute. 
6) This is the screen that you get.  Input your Inventory Document number and click on execute with 

the clock. 

 

 

Inventory 
Document 
Number 

Execute 



7) Make sure that Print Immediately is checked and click on Print. 
8) This will print your first Inventory Document. 
9) Give Inventory Document to Clerical Supervisor 
10) Clerical Supervisor will give list to floor staff to count 

 
 

 

Print 
Immediately & 
Print 



Enter Inventory Counts 
 

 
1) Type in transaction MI04 and execute. 

This is the screen that you will get.   
2) The Inventory document number should already be there.  Then, click on execute. 

 

 

Inventory 
Document 
Number 

Execute 



This is the screen that you will get.   
3) Here you will enter your quantities.  If there are zeros (0), check  mark the ZC Box.  

You may have to page down if you have more than one page of numbers.   
4) Click on Save. 

 

 

Enter Quantities 
if zeros check 
the ZC box. Save 



5) Type in transaction MI20 and execute. 
6) Take out the Material Number and execute. 

 

 

Take out 
material 
number 

Execute 



This is the screen you will get.  This will give you a list of the differences. 
7) Select Print and on the next screen select continue 

 

 

Print 



8) Type in transaction MI11 and execute 
This is the screen you will get.   

9) Your inventory document number should already be there.  Select Execute 

 

 

Inventory 
Document 
Number 

Execute 



This is the screen you get.  
10) Here you will click on the check marks that DO NOT need to be recounted.  Leave 

the check marks in the boxes that have differences, these will have to be 
recounted.  If you have more than one page, you will have to page down. 

11) Click on save. 

 

 

Click on boxes that DO 
NOT have to be 
recounted 

Page 
down 

Save 



You will get this screen with a new Inventory Document number at the bottom.   
12) Write this number down for reference then back out of this screen.  (This is the 

second count) 

 

 

New Inventory 
Document 
Number 



13) Type in transaction MI21 and execute. 
14) This is the screen you will get.  Your new Inventory document number should already 

be there. 
15) Click on execute with the clock. 

 

 

New Inventory 
Document 
Number 

Execute 



16) You want to click on Print immediately and then Print.  This will print your new 
Inventory Document. 

 
NOTE:  If you have to do a third count, repeat above steps 1 thru 17. 

 

 

Print 
Immediately & 
Print 



17) Type in transaction MI07 and execute. 
18) This is the screen you get.  Type in Inventory Document number and then execute. 

 

 

Inventory 
Document 
Number 

Execute 



This is the screen you get.   
19) Here all you want to do is Click on Save. 

 

 

Save 



20) You will get a message that Inventory was posted. 

 
 

 

Inventory 
Posted 
Message 



INVENTORY ADJUSTMENT 
 

 
1) To adjust inventory without inventory document 
2) Type in transaction mi09and click on enter. 
3) Enter Plant and Storage location then click on enter. 

 

 

Plant and 
Storage 
Location 



4) This is the screen that you get.  Here you will enter material numbers and quantities.  
5) Click on Enter. 
6) It the quantity would be a zero put a check mark in the ZC bo 

 

 

Material 
Numbers 
& Quantity 

Enter 

ZC Box 



7) You will get an Inventory document at the bottom left of your screen.  Write this 
number down to reference to.  

 

 



8) Type in transaction  MI20 and click on enter. 
9) Delete the Material Number and then execute. 

 

 

Delete 
Material 
Number 

Execute 



10) This is the screen that you get.   
11) Click on the Print Icon 

 

 

Print 



12) Click on Continue 

 

 

Continue 



13) You will come back to this screen, just back out of it. 

 

 

Go Back 



14) Type in transaction MI07 and click enter. 
15) Enter Inventory document number and execute. 

  

 

Inventory 
Document 
Number 

Execute 



16) This is your next screen.  Here all you have to do is save. 

 

 

Save 



Change Or Delete Order Amount 

 
1) Type in transaction ME22n.   
2) Click on Execute.   
3) This is the screen that you will get.   
4) Do your drop down on Purchase Order.   
5) Click on Other PO. 

 

 

Drop 
Down 

Other 
Purchase 
Order 



6) Type in your STO Number and click on other document. 

 

 

Type STO 
number 
here and 
click on 
other 
document 



7) Once your STO has come up.  Go into the Purchase Order History tab and check to see if 
the order has pulled off the system.  If it has you will have to do a 352 and 102 to reduce 
the amount (which is a credit and a reversal).  If it has not pulled off the system, you can 
highlight that line and make corrections that need to be done. (If it has not pulled off of the 
system there will be no Purchase History tab).   

8) Once you make your changes be sure to click on Save. 

 

 

Save 

Purchase 
Order 
History 



9) To trash can something, highlight the line item, click on the trash can and then click on 
yes in the blue pop up box. And save. 

 

 

Highlight 
line item 

Click on 
trashcan 

Click on 
yes to 
complete 
and then 
save 



Check Stock 

 
1) Type in transaction MD04.  This is the screen you will get. 
2) Type in Material and Plant Number 
3) Click on execute. 

 

 

Execute 

 Material & 
Plant 
Numbers 



4) This is the screen you get. 

 

 

Material 
Number 

Available 
Stock  



Check Stock And Location 

 
1) Type in transaction MMBE and hit enter.   
2) This is the screen that you will get.   
3) Enter the material number, plant, and location and  
4) click on enter. 

 

 

MM  Material 
Plant 
Storage Location 

Execute 



5) This is the screen that you will get.  It will give you total on hand and the location where it is kept. 

 

 

Current on 
hand 

Location 



Track By Material Number   

 
1) Type in transaction MIGO and hit enter.  This is the screen you get.  
2) Enter the Material Document Number and execute. 
3) You will get the same screen but you will get all your tab information. 
4) Click on the PO Tab and then Double click on the Purchase order number and it will take you 

to the STO in ME23n. 

 

 

Material 
Document 
Number 

Execute 

Purchase 
Order Tab 

Double 
Click to go 
to ME23n 



5) Here you can check on Delivery Address, purchase order history, etc. 

 

 



Reprint An Order 

 
1) Type in transaction MB90 and  
2) click on execute.  This is the screen that you get.   
3) Make sure that your Output Type: is wa03, and change processing mode to a 2, and if you 

have a particular order that you are reprinting put that Material Document number in.   
4) Then click on execute with the clock in it. 

 

 

Execute 

Material 
Document 
Number 

 
Output 
Type and 
Processing 
Mode 



5) This is the screen that you get.  Check the box for the Material Document and click on 
execute with the clock.  Your copy of that order will print out. 

 

 

Check this 
Box 

Execute 



To Enter Another Screen From The One You Are In 

 
1) If you are in ( example ) MMBE and you need to go to zme2w,  In the search bar at top left, type 

in the following:  /nzme2w.  This will take you to that screen. 

 

 

/n plus 
screen will 
take you 
to that 
screen 



View Description/Unit Of Measure 

 
1) Type in transaction MM03 and click execute. 
2) This is the screen that you will get. 
3) Here you will type in the Material Number and Click execute. 

 

 

Material 
Number 

Execute 



4) This is your next screen. 
5) Select Accounting and then execute. 

 

 

Select 
Accounting 
& Execute 



6) Type in the plant Number and execute. 

 

 

Plant 
Number 

Execute 



7) Here is your next screen. 
8) You can check price and how they are sold. 
 
NOTE:  This is the screen that gives us our price, what we pay for the merchandise.  To figure out 
what we charge to our Agencies, add 20% administration fee.  DO NOT inform agencies of this 
screen, It is for our use only. 

 

 
 
 

Unit of 
Issue & 
our Price 


