Materials Management
Navigation & Display

Integrated Resource
Information System

Course Content

* General IRIS System Navigation

* Demonstration
Display Material Master Data - MMO3
Display Storage Location - MB52
Display Hospital Requisition - ME53N
Display Hospital Purchase Order - ME23N
Display Purchase Orders by Material - ME2ZM
Display Purchase Orders by Vendor - ME2L
Display Purchase Orders by Cost Object - ME2K
Display Vendor Master Data - XK03

MM_HI_220 MM Navigation and Display



0
Course Learning Objectives é‘ﬁlR[S

* Be able to navigate in the IRIS system

* Become familiar with the various transaction codes to
display Materials Management master data and other
related information
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Prerequisites and Roles é‘élR[S

* Prerequisites
PC and Windows experience

* Roles

End users who had View access in the ESI system and
now need to become familiar with the SAP system
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General IRIS System
Navigation
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Logging into the IRIS Portal

1. Open the IRIS Portal
(The SAPGUI software must first be installed on your machine)

Click on the myUK icon on your Desktop

https://myuk.uky.edu/irj/portal
1. Enter your Active Directory User ID and Password

2. Click on the Log on pushbutton or press the Enter key
UK UNIVERSITY OF KENTUCKY Dy - Chattenge - Suse

Welcome to myUK
Use your Active Directory User D to log on to this portal

ft is ot reguired to Use the domain hefare the usermame
e adhor mey

Ipasswora —

William T Young Library
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Logging into IRIS or the Training Sandbox }f‘flR[S

* Once you are logged into the IRIS Portal no further ID or
password is needed to open the displayed clients

* Click on the IRIS icon to enter Production

* Click on the Training Sandbox icon to practice the
various transactions

I IRIS Launch Pad

Welcome to the University of Kentucky myUK Portall

‘ °IRIS
‘ °Training Sandhbox
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SAP Easy Access Menu ﬁ‘ilR[S

* Once logged in, the SAP Easy Access screen appears

* Access the various transaction screens by:
Clicking through the SAP menu tree structure
Entering the transaction codes in the Command Field

Adding commonly used transaction codes to the Favorites
folder

Command
Field

Favorites

SAP Easy Access
(&= | 2| & BB 2

Tree | Mo e
Structure | e

% ‘3 Logistics
(Z3 Materials Managemant

P (1 5ales and Distribution

> [ Logistics Execution

I» (3 Production

[» (3 Production - Process

UK ovivessiny o KeNTUCKY]
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Screen Elements
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Navigating from Transaction to Transaction ;‘élRI»-S
* Type “/n” before moving from one transaction code to
another.
See example: “/nME53N”
Create Purchase Requisition
& 2 dH e
* However, you do not need to type “/n” if you are
navigation from the SAP Easy Access menu.
WK vivERSITY OF KENTUCKY] 10
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Screen Elements - Status Bar

* The Status Bar displays different types of system-
generated messages:

Information: |@ Diocument 100000107 was posted in company code 1001

Warning: |® Terms of payment changed: Check

Error: |F@ Make an entry in all required fields |

* Double-click on the message to display further
information

K UNIVERSITY OF KENTUCKY]

Use the mouse to
display a menu

NOTE: Click this triangle
button to collapse/expand
the Command Field.

Type the transaction code [T-code]
in the Command Field

UK universiry oF kenTucky]
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Displaying Transaction Codes ﬁ‘flR[S

1. From the Menu Bar select Extras -> Settings
2. Click in the Display technical names checkbox
3. Click on the Continue icon[#

Settings

This is used to specify settings

[ Display favorites atend of list

[7] Do not display menu, only display favorites

[] Donaot display screen L Fawnrites

= [ 8AF menu;

v Displaytechnicalnames < I |~ :=5aF meny;
Display technical names T
B [ cross-application Cormponents
= ‘3 Logistics
= {3 Materials Management
= {3 Purchasing

I~ B [ Purchase Order

= 4 Purchase Requisition
v B % \ @ MESTN - Greate
) MESZN - Change

) MES3N - Display

2 MEMASSRG - Mass Maintenance
b [ Release
B [ List Displays
& (1 Follow-0n Functions
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Creating a List of Favorite Transactions }félR[S
1. From the Menu Bar select - T
Favorites -> Insert SAP Easy| S I
transaction = |3l oeete Shif+F2
OR "> T Favorias] | mserttolder Ctrl+Shift+F5
. . - VmanL Inserttransaction Ctrl+Shift+F 4
R|ght—C||Ck on the Favorites ?Epomca Add other ohjects Clrl+Shift+F7
folder and select Insert i
transaction :
Manual eniry of a transaction
2. Enter a Transaction code SRS
v X
3. Click on the Continue icon—
or press the Enter key e
B52 - ListofvWarehouse Stocks on Hand
E53M - Display Purchase Requisition
4. Repeat these three steps Bl e P e
for each transaction code e o e et
K03 - Display vendor (centrally)
K vniveRsITY OF KENTUCKY] 14
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UK-Specific Help

* Two methods of accessing UK-Specific help:

From within an IRIS transaction select Help - MyHelp-
myUK Help from the Menu Bar

® Various job aids available: Simulations, Work Instructions,
Quick Reference Cards, etc...

Search

Transaction Code: MES3N
Home = MES3N

Usethe links below to get more information on MEA3N,

Tasks
I Display Purchase Requisition-Campus
55 mEs3n- Display a Purchase Requistion

MES3N - Display a Purchase Requisition

Simulation Stens - MES3M Dignlay & Purchase
Requisition

[

Go to the IRIS myHelp website
= http://myhelp.uky.edu/rwd/nav/content.htm

K UNIVERSITY OF KENTUCKY]

!
Field-level Help - the F1 Key &IRIS

™R 5td PO Hospital 4700000091 Created by Kevin R Stevens

Documantoveramwon | | [ %2 2 | 3 Printpreview  Mesaages [ (62 Personal zemng

Click in a field and ——]=" s [ cfE

[Er] sapobeswea @ sTunsesoo Vener 100153 Cwens and Ninae Docame &

press the F1 key on | o>

Faymnt in
Tarms of ment Ke
Paymont in b g pay, Y

your keyboard S [

Incoloms FOR pf| PEvment pericas

rdurs, purchage orders, and invoices. Terms of pament
ot

an managerent

» Dunrirg procedures

0 S 101 T SIS OF DAryTHAE by ) VATISUIS WS 88
satn

The SAP Performance _| L.
Assistant wm_dow will PR sl procedure
appear and display a [ ] s

. ﬂl e ey the master recoed of the customenivendor in question
other sections of Fune I i P e
i n fo r m at i 0 n re I ate d SR i ::::,mn Ky flom e cusinmsestvendor master rcard by antaring = in tha
to the selected field s v,

S e | HEE = Papment franssctions
Data can be antaned
Nniti Matesial data | Quanf
eriniton as well as T s T—
Funcional Ared L] does not default the key from the master recced. Desphe this, you tan
o fhom il n Saet crders

© Pater v in purthise onters sod invoices

UK universiry oF kenTucky]
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Search with the Possible Entries Icon }f‘flR[S

* The Possible Entries icon appears on the right side of the
field containing the cursor

* Clicking on this icon allows you to perform a search for
the desired value for the field using various criteria

* For example, if you do not know a Vendor number, place
the cursor in the Vendor field and click on the Possible
Entries icon (or press the F4 key on your keyboard)

Wendor Ascount Number (1)
Wendars [General] k “Wendors by Country/Company Code k
Display Vendor: Initial Screen
El Search term |
Fostal Code
vendor | Ciy
Company Code UKBA  University of Kentucky
Furch. Organization ukea R
Vendar
Magimum no. of hits 500

K UNIVERSITY OF KENTUCKY]
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igati RIRIS
Navigating through Tab Pages Aok
Click the Scroll buttons or the Tab List button to move
quickly to a tab page
Scroll buttons
Wendar Account Murmber (1)
“endors (General) L Wendors by Country/Company Code HI !IIIE
| Tab List button
Search term |
ar Account Mumber £1)
Postal Cods ¢
Vondors (Gisnersl) | Vendors by Counti/Company Code NanE
Cit
& « Yendors (General)
Name Search term |
Wendors by CountrCompany Code
Wendor Fostal Code Wendars by Company Code
City “Wendors by Country
Masimum no. of it Name Wendars by Personnel Number
“Wendors by Address Aftributes (Fuzzy Search)
Vendat Wendors by Add Attribut
= endors by Address Aftributes
Proceed Initially According to Creditor Sub-Ledger Account
Maximum no. of hits 500 “Wendors by Class
Wendors: Purchasing
o |4 . Wendors by Material
Wendors with Plant Reference
UK Vendor Search
K vniveRsITY OF KENTUCKY] 18
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RIS
l/f s

ol Demonstration
_i"-"-—_' Please refer to the Quick Reference

Cards in your handout as we walk
B through the steps for each
R transaction.

r‘".’f]

Materials Management
Navigation & Display

Integrated Resource
Information System
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