
SAP-PLANT MAINTENANCE MODULE (PM) 

Procurement of External Services in O&M 

(Creation of Purchase Order against Purchase Requisition)  

 In O&M of EHT Sub stations and lines, various works are got executed 
through external agencies. The selection of external agency is done through 
open tenders/Limited tenders/nomination process as per the delegation of 
powers in AP Transco. 

  The functional process of selection of contractor for execution of the 
required work is not mapped in SAP application implemented in AP Transco. 
Choosing of contractor is done outside SAP ERP through either the                 
e-procurement process or otherwise, depending upon the value of contract.  

  Whenever financial commitment is involved in execution of any activity, 
a maintenance order should inevitably be created in SAP since the O&M 
expenditure is booked to the concerned cost centre, through maintenance 
order only. The necessary work estimate for procurement of external services 
is also created through maintenance order.  

 In SAP, the work estimate is denoted as Purchase Requisition (PR).         
Any agreement with external agencies either for procurement of materials or 
services is denoted as Purchase Order.  

 The purchase order can either be created directly or with reference to 
Purchase Requisition (i.e. by adopting PR).  It is desirable to create purchase 
order against purchase requisition in order to have a link with the concerned 
maintenance order. 

  In this document, step by step procedure of creation of Purchase Order 
for procurement of external services against Purchase Requisition no: 
5000001165 created in maintenance order no: 100000834 is illustrated, 
with relevant SAP screen shots.  

 

STEP-1: Enter T-Code ME21N in the command field and click enter button as 
indicated below. 



 

STEP-2:  In the create purchase order screen, Click Document overview on 
button as indicated below. 

 

 



STEP-3: In the order type field select the order type as Field works Po from 
down arrow.  

 

 

STEP-4:  Click search button beside purchase organization field, select 
APTRANSCO from the pop up window and click enter button as indicated 
below. 

 



STEP-5:  Click the search button beside vendor field. In the search window 
enter search parameter for fetching the required vendor. In the example shown 
below, *SIEME* is entered as input in name field for fetching the vendor 
SEIMENS LTD. Now click enter button in the window as indicated below. 

 

 

STEP-6: From the displayed list, select the required vendor and click enter 
button as shown below. 

 



 

STEP-7: Now click enter button in create Purchase Order screen, as 
indicated below. 

 



STEP-8: Click search button beside purchase group field as shown below. 

 

 

STEP-9: Select purchase group of concerned official who is creating Purchase 
Requisition and click enter button as indicated below. 

 



STEP-10: Now click Delivery/Invoice tab. 

 

 

STEP-11: In this tab the payment terms code is required to be entered by 
selecting same from search button, as shown below. 

 It may be noted that the payment codes as mentioned below are 
applicable for field purchase orders placed for procurement of external services. 

i)  In respect of O&M purchase orders for which payments are made at field 
level through LOC funds, payment code ‘LC3A’ is to be selected. 

ii)  In respect purchase orders for of RMI and other capital works for which 
payments are made through LOC funds, payment code ‘LC1A’ is to be selected. 

iii)  In respect of purchase orders for RMI and other capital works for which 
payments are made at Vidyut Soudha, head quarters through LOA, payment 
code ‘LA45’ should be selected. In this case it is also mandatory to incorporate 
the funding agency which has funded the capital scheme, in the item detail of 
P.O. 

                            



 

 

 



STEP-12: Click enter button as shown below. 

 

STEP-13: Now click Texts tab as indicated below. 

 



STEP-14: In the Header texts select Name of work as indicated below and 
enter the brief description of work to appear in the PO. 

 

STEP-15:  Click the External PO/Work Commencement tab as indicated 
below.

 



STEP-16:  In this tab the PO number assigned manually by the PO issuing 
authority in the PO register if any maintained in their respective office can be 
entered. Further, date of Letter of Intent (LOI) if any issued for the work prior 
to issue of PO can also be incorporated as indicated below.  

 

STEP-17: Press enter as indicated below. 

 



STEP-18: Click Selection variant button as shown below and select 
Purchase Requisitions option from the list displayed. 

 

STEP-19: In the screen displayed, enter either purchase requisition number 
or requirement tracking number (i.e Maintenance order number through 
which purchase requisition has been created), as indicated below, and click 
execute button as shown below. 

 



STEP-20:  Now the Purchase Requisition number would be displayed in the 
create purchase order screen as shown below. 

 

STEP-21: Now select the purchase requisition number and click adopt 
button as indicated below, for updating the PR lines in create purchase order 
screen. 

 

STEP-22: A pop up window as shown below would be displayed. Click the 
enter button as indicated below.  This pop up window would be displayed 



repeatedly as many times as the number of service items of each of the PR 
lines. In the present example, it may be noted that there are two service items 
against the one main line of PR. Hence the pop up window would be opened 
two times as indicated below. Each time the enter button should be clicked as 
shown below. 

 

 

 



STEP-23: In the invoice tab at the item level, enter the tax code by selecting 
through search button available beside the tax code field as shown below.        
If the tax code 01 is selected, the system would automatically consider the 
applicable GST rate based on the SAC code (Service Accounting Code) for the 
service item and the location of vendor. 

  Note:- It may be noted that the tax code is incorporated at line level for 
each item separately. Hence the same tax code would be applicable for 
all the services under the item. In case a different tax code is required to 
be made applicable for any service, the same should be created as a 
separate line item.   

 

 

 



STEP-24: Now click enter button as indicated below. 

 

STEP-25: It may be noted that purchase requisition line is updated in the item 
over view of Purchase order creation screen as shown below.                                                                                        

 The Account assignment category ‘F’ indicates that the service item is 
originated from maintenance order. (Since PR created in maintenance order is 
adopted) 

The Item category ‘D’ indicates that the item is a service item.                                                                                                                      

 



The various services included under the item can be seen in the services tab 
at item detail level, as shown below. It may be noted that net price indicated 
at the line level i.e 31,328 is the sum of gross prices of two services at item 
detail level i.e 17902 and 13426.50 respectively. 

Note:- i) It may be noted that though PR is adopted in the PO, these prices 
are not updated from the PR. They are updated directly from the service 
master. If prices are not available in the master data, the price field 
would be blank. 

 ii) The prices need to be modified as per the actual contractual 
prices.   

 

 

 

STEP-26: Now before saving the purchase order, click the check button as 
shown below to find whether there are any errors. 



 

STEP-27: It may be noted that in the status bar, system has displayed                
“No messages issued during check”. This message confirms that there are 
no errors in the PO creation and hence PO can be saved. Click the save button 
as indicated below. 

 



It may be noted that in the status bar, system has displayed that field works 
PO with number 5000002105 is created, as shown below. 

The created PO can be modified and displayed with t-codes ME22N and 
ME23N respectively.  
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