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Personal Settings — ME51N

Personal Settings

Personal Settings within ME51N are a one-time task unless SAP is re-installed on your
computer. Personal Settings save time when entering a requisition and diminish input errors.

e Click the Personal Settings button when in the transaction code, ME51N (A)

|E?Eurchase Requisition  Edit Goto  Erwironment  System Help
| & , 2190 Qe@ICHE BT BE @®
Create Purchase Requisition A
“Document Overvew on E| (][] Feld Pereonal Setting
RO Regular Requisition =) [ Source Determination
E Header

e Onthe Basic settings tab, click the drop-down button for Selection Period for My
Docs which indicates the period from which the purchase orders are to be taken.

e For example, if you choose the selection timeframe One year, the system will display
all the purchase orders you created during the last year (B)

I= Personal Settings

Default values

Document overyiew

Selection Period for My Docs -180 6 months g
Compile doc. overview automatically -1 Yesterday

-14 Two weeks

-180° & months o

Enviranment information

CIEmwir. info in new session -30 1 month

365 1 year

-7 One weaek I
Process messages directly 9999 Mo restrictions
[#WWarning messages h Today

Success messages

)
4/28/2008 — PRISM Project QRC Page 1



e Onthe Default values tab, click the More Fields button (C)

= Personal Settings

Basic settingal.

Itern Categary 1 Standard ] O akways propose

AcctAssCat ] [ akways propose

Delivery Date ||

Reguisitioner C [ Always propose

Tracking Mumber [ Always propose
W are Fields I

e Click the Show All Fields button (D) and then Copy (E)

F@Change layout
Display fields Hidden fields
Column content |F'os ILength| gl |_| Col. content |Lngth ||_|
| |tem Categary 1 1 [+] | [Document Type 4 [«]
_Acct Assignment Cat. 2 1 E‘ _Source Determination 1 I;l
Reguisitioner 3 12 Plant 4 -
| |Req. Tracking Mumber 4 10 B »| | [Storage Location 4
| |Deliv. Date Category 5 1 » Group 2}
| |Delivery Date B 10 D ntroller B
|| e Order Price 1
|| ol A ramation 10
|| | [Currency B
|| | |Purchasing Group ]
|| E‘ | |Supplying Plant 4 |§|
-] =]
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e The following fields should appear as:

OO0OO0OO0OO0OO0O

e Click Save to return to the Purchase Requisition form (F)

Document Type: RO Regular Requisition
Pur. Group: 107 University Dept.
Item Category: 0 Standard
AcctAssCat: K Cost center
Plant: NKO1

Requisitioner: example, dawsonml (your network identifier)
PO Price: Do not adopt

I= Personal Settings

Basic Default values

Stor. Location

Wlaterial Group

Requisitioner dawsonm 1]
Tracking Number

Pramation

MRP Controller

PO Price Do not adopt
Currency

Supplying Plant

[ Source Determination

Document Type RO Regular Requisitio &
Pur. Group 107 University Dept.
ltern Category 0 Standard

AcctAssCat K Cost center

Delivery Date

Plant HED1

| More Fields ...

~

m)

il

Bl

O Always propose
O always propose
[ Always propose

O Always propose
O always propose
O Always propose
O always propose
[ Always propase
O Always propose
[Jalways propose
O Always propose

[ Always propose
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e The Document Overview area of ME51N can be used to display purchase
requisitions for the Selection Period chosen within Personal Settings (F)

=

Purchase Reguisition  Edit  Goto  Emvironment  Systern  Help
& afdH e CRESDO8 (FE| @
Create Purchase Requisition

oo rnvew o] [ [

ar Requisition @ [ Source Determination

Drop-down
button | B[R E D BB R ER

lte |A II IShor‘t Text | Quanmyl Waln Pric
"4

Purchase orders

Requests for quotations
Contracts

Bcheduling agreements
General purchasing docu
Purchase requisitions
My purchase orders

Purchase orders on hald

My purchase requisitions
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