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1- Item Over View :

We need to fill this table 
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* Item: 10

* A: K (for Cost Center- for grant and project put “p”)
* Material: press the windows in the right and write *Printshop* then Enter ,,  Choose from this Table your Job you need it

* Quantity: ( As you want )

* Unit: EA (Each)

* Delivery: 5 working Days 

* Material Group: Printed Matters (22-00-004)

* Plant: A110

* PGr (Purchase Group): L10

* Requisnr: your Name and Ext

* Tracking Num: Your Department

* Des . Vendor : ------------

* Fixed Vendor : ----------

* POrg: A1

Then Press Enter
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2- Item:

 * SAP need Cost Center or WBS and Fund
 Put your cost center or WBS and fund  , then press Enter
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* Then you must put Valuation Price for Each 

If you don’t know the price please check with Mr. Michel (Ext. 4111) or put 1.00 LE

[image: image5.png]Purchase requisifonEdit Goto Environment_ System _ Help

(4 /a8 ICe@ CHE SDo0 EE
Create Purchase Req

Departments PR & [source getermination
Header

Hern overview

tem (1] 8|

vatatonprce [ e 1[I | Totalvalus 000 £op

Goods receipt
Inv. Receipt
[ GR Non-val.

&> [PRD (1) 300 Pl saprp

Na| |/





3-Header:

If you want to put any Description you can put it in the header text 
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Last Step:
When you finished please press Check

Ctrl+Shift+F3

If SAP gives you “No Message Issued during check “

 Then Press SAVE and take the Num in the Bottom 
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If you need help Please Call Marian 4110
 Thank you 

Marian Ramzy 

AUC Print Shop 
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