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Work Instruction


Create Material Master Record
MM01

Purpose

Use this procedure to create a new Material Master.

The unique details of any individual item that is purchased by the University can be entered into the SAP system as a Material Master Record.

Advantages of using Material Master Records:

Material Master Records (MMR’s) provide added strength as every item purchased / entered into SAP can be tracked throughout the system.

Helps to avoid duplication of data.

Automatically determines the G/L account code at requisition and / or Purchase Order Point.

All items purchased on a regular basis and, in particular, those based on a contract will have a Material Master Record created for them.

Vendor details can be referenced (indirectly) to the Material Master Record, i.e. Catalogue / Vendor material numbers.

Future purchases of items can be made against a Material Master Record rather than re-writing the full details.

Vendor Material numbers are stored in SAP and can be used as search facility.

The main exception to using Material Master Records will be for materials that will only ever be purchased on a single occasion.

For additional Information regarding Material Master Records please see the Material Master Policy http://www.leeds.ac.uk/purchasing
Material Types are directly involved with the creation of Material Masters.

The University of Leeds currently uses three Material Types within the SAP System.  (The code references are based on their German origins).

Code:  ZLAG - Non-Stocked materials - These will make up the vast majority of the materials purchased by the University.  They may be a material purchased quite regularly but not specifically defined as a "Stocked Item".  By definition Non-Stocked materials can never have an official stores location. See ZAWA below.

Code:  ZAWA - Stocked materials - Defined as "Valuated stock held in an official University store". All stock items require a Material Master Record and will always have a stores location.

Code:  ZIEN - Services - More or less self-explanatory.  Services include consultancy fees, maintenance agreements, fees for professional services etc.  Once again these materials can obviously never have a stores location.

Trigger

Perform this procedure when a new Material Master is required in the system.

Using Material Master Records.

Material Master records may be created and changed centrally or by authorised users within individual departments.

The University of Leeds operates the following policy for creating and maintaining Material Master Data:

Repetitively Purchased items.

Regularly Purchased items within a department.

These items are to be created and maintained locally by authorised users within a University Resource Centre. 

Contracted Items.  University, Consortia or National Contracts & Agreements.

These items are to be created and maintained by authorised users within the Central Purchasing Office.

Valuated Stock Items.

These items involve Material Requirement Planning and Forecasting, and will be created and maintained by the Central Purchasing Office.

Intrastat Items.

All Intrastat items must have a Material Master Record and are to be created and maintained locally by authorised users within a resource centre.

Text Entry Items.

Text entry line items may be used for non-repetitive items. 

(One-Off never to be purchased again).

No maintenance is required for Text entry items, but the advantage of automatic determination of G/L Account code, and detailed analysis and reporting is lost.
Prerequisites

None.

Menu Path

Use the following menu path to begin this transaction:
· Select Logistics ( Materials Management ( Material Master ( Material ( Create General ( Immediately to go to the. Create Material – Initial screen.
Transaction Code

MM01
Additional Information

None.

Procedure seq steps \r0 \h 
1. SEQ substeps \h \r0 
Start the transaction using the menu path or transaction code MM01.

Create Material (Initial Screen)
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2. SEQ substeps \h \r0 
As required, complete/review the following fields:

Field Name
R/O/C
Description

Material

Leave Blank.

Industry sector
R
Defaults to University.

Material type
R
Enter Non-stock material or Service as appropriate.

3. SEQ substeps \h \r0 
Perform one of the following:

If
Then

You are creating a Material Master for a material that is very similar to an existing material.
Enter the number for the existing material in the Copy from… Material field.  This will cause many of the fields to default in to the new record.

Not
Leave blank.

4. SEQ substeps \h \r0 
Selecting Default from the main menu will enable you to select the relevant defaults for:

Field Name
R/O/C
Description

Industry Sector
R
University.

Views (Screens)

Those shown opposite are standard for Non-stock Materials and Services
R
Basic Data.

Purchasing.

Purchase Order Text.

Accounting.

Organisation Levels
R
Company Code = UNIV.

Plant = UOL.

5. SEQ substeps \h \r0 
Click on [image: image2.png]
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6. SEQ substeps \h \r0 
As required, complete/review the following dialogue boxes.
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These entries will default if you have completed the entries in the above table.

Select View(s)
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7. SEQ substeps \h \r0 
Click on [image: image5.png]


 .

Organizational Levels
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8. SEQ substeps \h \r0 
Click on [image: image7.png]


 .  The following screen appears.

Create Material xxxxxxx (Basic Data, Non-stock material)
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9. SEQ substeps \h \r0 
As required, complete/review the following fields:

Field Name
R/O/C
Description

Language
R
Defaults to EN.  If not enter EN.

Material description
R
Enter a description of the material required.

See below for standard format – Do not use “U” to indicate unit as this is often confused with micron.

Base unit of Measure
R
Use EA for Each wherever possible.

Material Group
R
Enter or select a suitable material group from the matchcode.

Material Description format.

Please use the following format:

1. Main Noun.

2. Descriptive adjectives.

3. Unit of Measure description.

Example:
Gloves Rubber Red Large (Pack 10)

10. SEQ substeps \h \r0 
Once complete, click on [image: image9.png]


 .

Create Material xxxxxxx - (Purchasing, Non-stock Material)
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11. SEQ substeps \h \r0 
As required, complete/review the following fields:

Field Name
R/O/C
Description

Purchasing group
R
Enter your own purchasing group or select from matchcode.

Example:
PA

12. SEQ substeps \h \r0 
Click on [image: image11.png]


 to go to the next screen.

Create Material (Material Number) - Purchase Order Text, Non-stock Material)
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13. SEQ substeps \h \r0 
If required, enter any additional text regarding the material, which is to appear on the purchase order.

14. SEQ substeps \h \r0 
Click on [image: image13.png]


 to move to the next screen.

Create Material xxxxxxx - (Accounting, Non-stock Material)
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15. SEQ substeps \h \r0 
As required, complete/review the following fields:

Field Name
R/O/C
Description

Valuation class
R
The valuation class creates a link to the GL Account Code.  Use the matchcode search to find the relevant code.  

Example:
542C = Stationary.

Price control
R
Enter ‘V’.  Moving average price / periodic unit price.

Mov. Avg. price
R
Enter the current price from the vendor who you will be linking the MMR to via the PIR / Contract.

This price does not need to be altered in the MMR when creating subsequent PIR’s / contracts to other vendors.
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The Last data screen reached screen appears. 

Last data screen reached
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16. SEQ substeps \h \r0 
Click on [image: image17.png]


 to save the data.  
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The system displays the message "Material xxxxxxx created".  The Create Material (Initial screen) appears.

17.
You have completed this transaction.

Result

You have created a Material Master Record (MMR).

Comments

None.

This page is intentionally left blank.

Filename: MM01_PWI.DOC
Reference: MM-Req/POP-MM01
Version: Prelim
Last Modified: 08.23.2001 16:07:00
Page 4 =  \* charformat 
4
 of 13

 DOCPROPERTY "Footer_Text"  

Filename: MM01_PWI.DOC
Reference: MM-Req/POP-MM01
Version: Prelim
Last Modified: 08.23.2001 16:07:00
Work Instruction
Page 1 =  
1
 of 13


[image: image19.png][image: image20.png](Rwp E—



