
Select PR from drop down
menu Enter material #, plant, SLOC, QTY, and Req Urgency

Once complete hit ‘enter’ and remaining data will auto 
populate



Data above populates after you hit the enter key



Ensure your Functional Area is correct – If not correct check you Fund Code
in the Customer Data tab



Ensure your Fund code is correct



Use this drop down to enter the RDD as needed



Enter Advice Code if required

Once complete click the ‘Park’ button



Make a note of the PR ’10’ series number created



If you have this error check the 
Drop down menu next to the 
Shopping cart to ensure PR is 
Selected



If you have this error ensure you enter your
Cost Center below



If you have this error click the “Assign Source of 
Supply” button below
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