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A ZMOG (Materials Ordering Guide) allows you to create a template 
for frequently ordered items that are in the Material Master. You can 
create guides for a department, a lab, types of materials, or certain 
vendors. ZMOGs may be shared by anyone with access to the same 
purchasing group. 
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1. Key ZMOG in the command field on the main SAP screen. 

 
2. If you know the name of the ZMOG, enter it into the Ordering 

Guide field and click Item Overview. 

 
3. If you do not know the name of the ZMOG, click on the search 

button in the Ordering Guide field. 
4. In the Restrict Value Range dialog box, search using the 

Ordering Guide Search Help by Name tab. 

 
5. Leave the Ordering Guide Name field blank and click on the 

Continue button. This will produce a list of all ZMOGs.  
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6. When you have found the name of ZMOG, double click on the 

name. This will place the name of the ZMOG in the Ordering 
Guide Name field. 

7. Click on the Item Overview icon. 
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8. On the ZMOG screen, click on the Submit  icon. 
9. Today’s date will default as the Delivery Date. 
10. To change the Delivery Date, enter the desired date in the 

Delivery Date for Non Stock Items field and click the Apply to All 
button. 

 
11. In the Quantity field, enter the numbers of items you wish to 

order. If you do not wish to order an item that appears in the list, 
leave the Quantity field blank. 

 
12. Once you have entered all the quantities, click the Create 

Requisition icon. 
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13. The Requisition number will display. 

 
14. If you wish to review your order, click the Requisition button on 

the dialog box. 
15. Click the Cancel button to close the dialog box. 
16. Click the Exit icon to return to the main SAP screen. 
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1. Key ZMOG in the command field on the main SAP screen. 

 
2. In the Ordering Guide field, enter a name for the Ordering 

Guide. 

 
3. If your Plant did not default in the Plant field, click on the Search 

button. 
4. In the resulting Plant list, find your plant and double click on the 

line where it appears. 
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5. Click on the Create button. 

 
6. Click on the search button in the Document Type field. 

 
7. Double click to select the appropriate Purchasing Document 

Type. For standard Purchase Requisitions, you will select NB. 
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8. In the Descript field, add a description for the ZMOG. 
9. If you know your Purchasing Group, enter it in the Purchasing 

Group field. 
10. If you do not know your Purchasing Group, click on the Search 

button to reveal the list of Purchasing Groups. 
11. From the list, double click on your Purchasing Group. 

 
12. In the Account Assignment field, click on the search button. 
13. Select the appropriate Account Assignment Category. Use X 

for all Non-Asset Goods or R for Item Goods Receipt. 
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14. Enter your Cost Center in the Cost Center field. 

 
15. Enter a room number of a specific location for Unloading Point. 
16. Enter the person’s name who will receive the goods in the 

Recipient field. 
17. In the Address number field, click on the Search button. 
18. Enter the name of the building in the Company name field and 

click the Continue button. Note: You may search using a portion 
of the Building’s name and asterisks as search wild cards. 
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19. In the Delivery Address box, double click on the desired 
building. This will place the assigned number in the Address 
number field. 

 
20. You may use the Ordering Cycle field to indicate a specific time 

for your orders using this ZMOG. For example, every Tuesday. 

21. Click on the Item Overview  button to view the line item 
screen. 

22. On the first line item, click on the search button in the Material 
column. 
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23. The first time you search, the Restrict Value Range box will 
offer different ways of searching for material numbers on the 
tabs. Use the default “M” tab: Material Number/Material 
Description. 

 
 

24. Search for the desired material, using asterisks as text wild 
cards. For example: *syringe*. 

25. Review the items in the resulting list. 

 

26. To insert the item in your ZMOG, double click on the item in the 
list. The material will appear in the Material column. 
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27. Click on the Enter icon. The other columns will populate with 
relevant information from the Material Master. 

 
28. Continue to add items to the ZMOG by repeating the search-and-

add process. 
29. Once you have completed the entire ZMOG list, click the Save 

icon. 
30. You will receive a confirmation message that the ZMOG was 

saved. 
31. Click the Exit icon to return to the main SAP screen. 
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1. Key ZMOG in the command field on the main SAP screen. 
2. Enter the name of the ZMOG you wish to edit in the Ordering 

Guide field and click the Enter icon. 
3. On the initial ZMOG screen, click on the Display icon. Notice 

how some fields turn from gray to white, meaning they can be 
edited.  

 
4. Make any changes you wish on the initial screen and click the 

Save icon. 
 
To Add Materials: 
1. Key ZMOG in the command field on the main SAP screen. 
2. Enter the name of the ZMOG you wish to edit in the Ordering 

Guide field and click the Item overview icon. 
3. Click on the Display icon. 
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4. Click on the Insert button. New line items will always become the 
first line in the list. 

 
5. Add a new Material to the ZMOG by following steps 22-27 in the 

previous section. 
6. Click the Save icon to save the additions. 
 
To Delete Materials: 
1. Key ZMOG in the command field on the main SAP screen. 
2. Enter the name of the ZMOG you wish to edit in the Ordering 

Guide field and click the Item overview icon. 
3. Click on the Display icon. 
4. Highlight the line you wish to delete by clicking on the box in the 

far left column of the line. 

 
5. Follow the menu path EditDelete. 
6. Click the Save icon to save the deletions. 


