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Store Business Document (Create Attachment) in purchase
requisition

PURPOSE

Use this procedure to attach (store) a business document to a purchase requisition in the
myEMS (SAP) desktop application, which will make the document available to other users. Also
use this procedure to:

o Display an attached document
e Delete an attached document

Prerequisites

The document that you want to attach must be in Word document (doc), Portable Document
Format (PDF), Outlook Message Format (msg) and Excel Workbook (xIs).

Menu Path
e Logistics — Materials Management — Purchasing— Purchase Requisition— Change
Transaction Code

MES52N

PROCEDURE

Start the requisition using the menu path or transaction code.

The data shown in this procedure is for example purposes only. When you perform this
transaction, enter the applicable data for your requirements.

Change Purchase Requisitions

1. Click the arrow g of the Services for Object button.
Select the Create =# Store business document list items.

= Purchase Requisition Edit Environment  System  Help

& ~ B SEe@ CHE o8 HE @
ol || Change Purchase Req. 100001020 - Checked Inf
Dol Create... DI Create note ' Check InjOut

Attachment list Create external document (URL)

@ Private note I Store business document

5| | send »|  EnterBarC
AL =
Waorkflow » 3: 100003402 - Amendment o
My Objects » icercise Optional Year 1: -
Help for object services crease Line 90 by 90,400 to create line 140 -

v » i
4 ¥ 4 ¥ |Line editor - |ﬁ|
Y @O EYEETDENED G JED @) B0 St v
St | em A I Material Short Text Quantity |Unit |C Delivery Date Matl Group Plant Stor. Loc.  |PGr

ﬂ' 10 K E-Account 500.000 EA D 31.03.2015 Consulting . NCR - Ottawa 018
'ﬂ' 20 K E-Account 500.000 EA D 31.03.2016 Consulting . NCR - Ottawa 018
ﬂ' 30 K E-Account (FY 16-17) 500.000 EA D 31.03.2017 Consulting . NCR - Ottawa 018
'ﬂ' 40 K E-Account 1.000. EA D 321.03.2016 Consulting  MNCR - Ottawa 018
'ﬂ' 50 K E-Account (FY 14-15) 350.000 EA D 31.03.2015 Consulting . NCR - Ottawa 018
M 60K E-Account (FY 15-16) 1.150. EA D 31.03.2016 Consulting _ NCR - Ottawa 018
ﬂ' 70 K D E-Account (FY 14-15) 1 AU D 31.03.2015 Informatics . NCR - Ottawa Co .
i) 80 K D E-Account (inital period ¢ 1 AU D 28.06.2015 Informatics _ MCR - Ottawa Co .
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2. As an example, select the Statement of Work list item to highlight it.
Locate the file on your computer that you would like to store.

In our example, the Storing Files in Document window is displayed, as well as the Archive from
Frontend pop up box.

e You will probably need to re-size your Storing Files in Document window so that you can
also see the Archive from Frontend pop up box.

e In Storing Files in Document window you may need to navigate to locate the file that you
want to attach.

Click on Open for document that you want to attach from the Storing Files in Document window.

Scenario: Assign then Store Drag & Drop: Drag your
¥ files into the empty field -+
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3. Now, in the right side of the Archive from Frontend pop up box, the message "Number of
Files: 1" is displayed, which means the file that we "stored" is successfully attached
(stored) in the myEMS (SAP) transaction.

Click the Continue button to close the window.
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4. Display the document that we attached.
Click the arrow g of the Services for Object button.

Select the Attachment list list item.

= Purchase Requisition  Edit  Environment  Systemn  Help

1V ~dE @@ CHE DT BAE & m
.| Change Purchase Req. 100001020 - Checked In!
D Create... Ld 5a Personal Setting & History Check In/Out

Attachment list

(g Private note 20 ["1Source Determination

Send b
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Relationshi ]
Workflow b ) 100003402 - Amendment J
My Objects p cercise Optional Year 1: a
Help for object services crease Line 90 by 90,400 to create line 140 -
T o M L

{4 » 4 » |Line editor v
&) @)@ ) [&)[F)E]EEL) (& L)% ) [2)E @ =] ] [@)[2) ] B oefut vaes |

B St Item A 1 Material Short Text Quantity Unit |C Delivery Date Matl Group | Plant Stor. Loc.  PGr
i 10 K E-Account 500.000 EA D 31.03.2015 Consulting . MNCR - Ottawa 018
ﬂ' 20 K E-Account 500.000 EA D 31.03.2016 Consulting = MNCR - Ottawa 018
ﬂ' 30 K E-Account (FY 16-17) 500.000 EA D 31.03.2017 Consulting . MNCR - Ottawa 018
ﬂ' 40 K E-Account 1.000.. EA D 31.03.2016 Consulting = MNCR - Ottawa 018
'ﬂ' 50 K E-Account (FY 14-15) 350.000 EA D 31.03.2015 Consulbng . NCR - Ottawa 018
'ﬂ' 60 K E-Account (FY 15-16) 1.150.. EA D 21.02.2016 Consufting . MCR - Ottawa 018
'ﬂ' oK D E-Account (FY 14-15) 1 AU D 31.03.2015 Informatics . MCR - Ottawa Co .
M 80K D E-Account (inital period ¢, 1 AU D 28.08.2015 Informatics  MCR - Ottawa Cco .

5. Alist of the attached documents is displayed.

As an example, double-click the Statement of Work Doc Attachment to open the document.
The attached document will be displayed in an Internet Explorer window.

[E Service: Attachment list x

AttachmentFor0100001020

Icon | Title Creator Name Created On
8 1. Statement of Work 17.03.2016 |
TAOU1 eAccount Cerchia-5eale Melanie Degardins 11.06.2015
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6. Delete the attached document

If the document that you want to delete is not already highlighted (as in our example), click on
the applicable line item to highlight it.

Click the Delete button to delete the highlighted document.

[E Service: Attachment list

0|29 [&)F)E)E(FL

AttachmentFor0100001020

Icon | Title Creator Name Created On
d8 1. Statement of Work 17.03.2016
TAOUL eAccount Cerchig-5eale Melanie Desardins 11.06.2015

7. Click the Yes button.

[E SAP Archivelink

9 Delete link?Caution: Last link!

l Yes I No “R Cancel I

8. Click the Yes button to confirm the deletion.

[ SAP Archivelink

9 Delete Archived Document?
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10. The document that we deleted is no longer displayed in the list.
Click the Close Ebutton to close the Service: Attachment list pop up box.

[= Service: Attachment list

[Onew .J&|[@][#]@]2)]) S [&)[F)E)6E)F L) ([S)E .=EL

AttachmentFor0100001020

Icon | Title Creator Mame Created On
L 1 | TAOD1 eAccount Cerchia-Seale Melanie Desjardins 11.06.2015

A
X|

11. Click the Back (F3) & button to exit the transaction.

In some transactions (unlike in our example), if you only attached a document and did not make other
changes to the transaction, you do not need to save the transaction before exiting.

[Z purchase Requisition  Edit  Environment  System  Heb

-l«B[Clee CHE 000 B OB

7@ |.| Change Purchase Req. 100001020 - Checked In!

&

Document Overview On | [ ﬂ? qﬁ* g PersonaISett\ng B History Check In/Out
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* 51 Project Title (Englisl ¥ pocransa Line 90 by 90,400 to create line 140
* [ Project Tie (Frencly” ir
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St ItemA I Material Short Text Quantity Unit C | Delivery Date Matl Group  |Plant Stor. Loc. | PGr
'ﬂ' 10 K E-Account 500.000 EA D 31.03.2015 Consuling _ NCR - Ottawa 018
W 20K E-Account 500.000 EA D 31.03.2016 Consuling _ NCR - Ottawa 018
M 30K E-Account (FY 16-17) 500.000 EA D 31.03.2017 Consulting . NCR - Ottawa 018
W 40K E-Account 1.000. EA D 31.03.2016 Consuking _ NCR - Ottawa 018
'ﬂ' 50 K E-Account (FY 14-15) 350.000 EA D 31.03.2015 Consuking = NCR - Ottawa 018
M 60k E-Account (FY 15-16) 1.150. EA D 31.03.2016 Consultng  NCR - Ottawa 018
'ﬂ' 70 K E-Account (FY 14-15) 1 AU D 31.03.2015 Informatics . NCR - Ottawa Co..
o 80K E-Account (inital period ¢ . 1 AU D 28.06.2015 Informatics  NCR - Ottawa Co..

12. Click the Yes button.

Do you want to save the

@ document first?

Yes

RESULT

You have successfully attached (stored), displayed and deleted a document in a purchase
requisition, in the myEMS (SAP) desktop application.
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