Display a Purchase Order Use this Job Aid to:

e Learn how to display a

USing ME23N Purchase Order using

the ME23N transaction.

BEFORE YOU BEGIN
You need to have identifying information for the order (the Shopping Cart number, vendor, and/or date, etc).

Display a Purchase Order using ME23N

Perform this procedure when you need to display a purchase order established by another requisitioner, using the ME23N
transaction.

1. Select “ECC.” At the top level of SAP, select [ g somce JOHNS HOPKINS P

the “ECC” tab. Note that this tab was called veeicome X ¥ Report enter TR

Alerts | Go Shopping | Appr....

the “R/3 Inbox” prior to the upgrade in May Alerts I
2010.

Shopping Alerts:

Here are some important things you need to know about
shopping in the new system. Please review them before you
continue. To continue, click on "Shop".

P Attention ShoppersiApprovers - Important survey regarding training
for the SAP Upgrade

Select the Knowledge Network tab at the top of your screen to take the survey. In May
2010, the SAP software will be upgraded and changes are coming to the shopping
cart. The look and feel of the screens will be different, but the functionality and
business process will not change. ou will be receiving more detailed information
around this upgrade in the near future. The training teams would like to know your
preferred method of receiving information about this upgrade. Please select one.
FastFacts — live and recorded Job aids that include simulations of different processes
Instructor-led, hands-on, classroom training on “what's the new look of shopping cart
mean to me?* Auditorium demonstrations/workshops 1-on-1 coaching using desktop
streaming software e-mail me information directly All of the above Other — please
describe
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P Having trouble locating a shopping cart?
Check the “Including Completed Shopping Carts” checkbox in the Extended Search
screen in Check Status. For step-by-step instructions, please select the link below to

2. Select “ME23N.” Select “ME23N — SRM
Requisitioner - Display Purchase Order”
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3. Enter the PO Number. The most recent
Purchase Order you viewed will appear by
default. Click the “Select
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Document” icon, and then enter

the PO number of the purchase
order you would like to find.

e Click “Other Document”
when the PO number has

been entered.

4. Review the PO. The purchase order will
be displayed with the general information
at the top. It also shows several tabs,
each of which contains different
information about the PO.

e Toview the “Item Detail,” click the
icon next to “Item Detail” at the
bottom of the screen. This will
expand the item detail and show
additional tabs, including Account
Assignment (indicating the chart of
accounts related information for the
PO), Purchase Order History, and
Invoice (indicating the status of goods
receipt and invoices processed).
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5. View the Purchase Order History.
Once the Item Details section is
expanded, you'll see a set of tabs. Click
the “Purchase Order History” tab.

e Goods Receipts information is
shown under the documents labeled
GR.

e Invoicing information is shown
under the documents labeled IR-L.

e You may only display the details
about invoices and goods receipts
for one item in the order at a time.
You may scroll through the items,
however, by clicking the up and
down arrows (located where the
large red arrow is pointing).
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