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 Exercise  

 

1.Purchase Order Release List ME28 

2.Release of Purchase order ME29N 

        2.1. Purchase order (PO) release process 

 2.2. Purchase order rejection process 

 

1. Purchase Order Release List: 

 

To view the list of Purchase  Order for release, access the transaction using one of the options below: 

 

SAP R/3 Menu Path Logistics -> Materials Management -> Purchasing -> Purchase  
Order-> Release->Collective release 

Transaction code ME28 

 

The following screen will display: 
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1. Enter the Release code & other details as shown in above screen shot. 

2. Click  to display the list of Release of Purchase orders screen. 

The following screen is displayed: 
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3. To view the order in detail, simply double-click on the Order Number. When done viewing, use the back 

arrow to get back to the list  

4. Copy the PO number and proceed as per the below steps. 

Example: PO # 45000000032 

 

2.1.To release purchase order, access the transaction using one of the options below: 

 

SAP R/3 Menu Path Logistics -> Materials Management -> Purchasing -> Purchase 
Order -> Release  

Transaction code   ME29N 

 

The following screen is displayed: 
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1. If the PO number on the screen is not the right one, click the Other Purchase ordericon  

A prompt will appear 
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2. Enter the PO number and press enter. 

Note:Focus on the Top portion of the screen called Header detail.  If not visible, expand it byclicking the 

Expand Header Details icon  
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3.  Clickon the  tab in the header details.  

 

4. To approve the PO Click . 

Note:The icon  becomes  i.e. this requisition is released. 
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Note: 

Now AE_stores has released the PO, it will move to EE_Stores for the approval.   

For the PO to be completely released all the levels should be approved. 

 

5. Each approver can write their comments against their Id’s as shown below: 
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6. Complete release of PO: 
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Note: 

       Befor PO release .After PO is completely released it changes to  

.  

5.Click the Save icon. 

 

6. Click  or press Shift+F3 until the initial SAP R/3 System screen is displayed. 

 

7. You have completed this transaction. 
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2.2 Reject a purchase order. 

To reject a purchase order, access the transaction using one of the options below: 

 

SAP R/3 Menu Path Logistics -> Materials Management -> Purchasing -> Purchase 
Order -> Release 

Transaction code ME29N 

 

The following screen is displayed: 
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1. If the PO on the screen is not the right one, click the Other POicon  

Note: A prompt will appear 

 

 

 

2. Enter the PO number and press enter. 
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Note: 

1. You can reject the PO at any level. In this exercise we have shown rejection at CME Level. 

        2.  Comments can be entered under Text tab against respective Id’s as shown below: 
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3. Click on the Reject icon  

4. For the rejection to take, click on the Save icon . 

   The following message will appear. 
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  Note: 1. The Icon   will change to  

          2. A rejected PO can be approved by clicking on  & proceed further 

          3. A user can view the status of PO in display mode (ME23N) under status tab with the comments in the   
text tab. 

 

4. Click  or press Shift+F3 until the initial SAP R/3 System screen is displayed. 

 

5. You have completed this transaction. 

 

 

 


