
New Process:  
 
Collective Release of Purchase 
Requisitions by Account Manager - 
Web (ZME55) 

Purpose 

Use this procedure to collectively or 
individually review purchase requisitions and 
either approve and release, or reject the line 
items of a requisition. 

Trigger 

Perform this procedure when a purchase 
requisition has been created and awaits 
approval by an authorized Department 
Requisition Approver. 

Prerequisites 

A purchase requisition has been created and 
saved by a Requisitioner. The Department 
Requisition Approver is authorized to approve 
one or more line items of the requisition. 

Menu Path 

Use the following menu path(s) to begin this 
transaction: 

•          Select Logistics ! Materials 
Management ! Purchasing ! Purchase 
Requisition ! Release ! Collective 
Release to go to the Collective Release of 
Purchase Requisitions (1) screen. 
 

Detailed work instructions for this transaction can 
be found in the Help section on the FAS website: 

http://www.fas.txstate.edu/site/fas_help 
 

 
 
 

 
 
The FASt Steps to SAP Support 

 
Step 1 
Self Service: 

•  Check online for help and training 
documentation at: 

o http://www.fas.txstate.edu/site/ 
 
Step 2 
Local Help: 

•  Ask a co-worker who may be able to help 
you. 

•  Ask your CDSP for assistance. 
The CDSP list is provided at: 
http://www.fas.txstate.edu/site/ 

 
Step 3 
Contact SAP Help Line: 

•  Tel:  245-4SAP (5-4727) 
•  Email:  saphelp@txstate.edu 
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This tri-fold supports the 
approval or rejection of 
Purchase Requisitions 
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Changes to the ZME55 
Transaction Code: 
 

 
 
This is the selection screen that allows 
Account Managers to generate a list of 
Purchase Requisitions pending approved 
charged to their department. 
 
At a minimum, you will be required to enter 
AM as the Release Code.   
 
Enter additional search criteria as required, to 
further narrow the list of Purchase 
Requisitions returned. 

 
 
 

 
 
 
 " # $ % 
This window will appear for individual 
approvals.  The window displays the header 
note located in the Purchase Requisitions. 
 
If you want to: Then 
Display Purchase Requisition Click % 
Approve Purchase Requisition Click " 
Reject Purchase Requisition Click# 
Cancel the approved or 
rejected Purchase Requisition 

Click $ 

 
 
 
 
 
Detailed work instructions for each transaction 
listed may be found at: 

http://www.fas.txstate.edu/site/fas_help 
 
 

 
 
 

 
 
This is a list of Purchase Requisitions line 
items pending approval, based on the 
criteria entered.  From this screen, you have 
two options: 
1. Collectively approve all the Purchase 

Requisitions line times. 
 Click  
 Click  
 
2. Individual may review a Purchase 

Requisition line item and either 
approve or reject it. 

 
& Place cursor on a line item 
& Follow the menu path: 

  Go to 'Individual release 


