SAP Reports — Purchase Orders
SAP Screen Shots
The University of Mississippi
End User Documentation — ERP2005

11/2010

R/3 Path: Logistics > Material Management > Purchasing > Purchase Order >
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Or use Transaction Codes:
By PO Number: ME2N
By Vendor: ME2L
By Material: ME2M

>Logistics
> Material Management
> Purchasing
> Purchase Order
> List Displays
Options
> By PO Number [double click]
> By Vendor [double click]
> By Material [double click]
> For Account Assignment
(General) [double click]
> By Tracking Number [double click]
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L} Transactions per Tracking Mumber

By Account Assignment (General): ME2K

By Tracking Number: ME2B
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Example: By PO Number
Using Variant ‘Requistioner’

ME2N - By PO Number allows the user to run a report of Purchase Orders by
Requisitioner.
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« I MEZL - By Vendor
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Click “‘Get Variant’ icon
(5 Program Edit Goto  System  Help
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asing Documents per Document Number

Purchasing document

] ¢

FPurchasing organization

Scope of List

Selection Parameters to o
Document Type - to |- =3
Purchasing Group | to [ ] (=)
Plant [ ] o [ 5
Item Category i to lii

Account Assignment Category ] to B =3
Delivery Date (—— to 3

Validity Key Date

A new window opens. Double click on ‘Requisitioner’ (or create a variant for your
department).
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Click on the ‘Dynamic Selections’ icon in the upper left corner.

Dynamic selections bo
“Pam 5812”.
(Requisitioner value €an be found by displaying a POj field is case sensitive; can
add multiple valueg'by clicking on arrow to the right.)

ill appear. Enter your Requisitioner default value, i.e.,

Purchasing Doguments per Document Number

@ &! hoose.._

|T||ﬁ| | Dynamic selections _
» (] Purchasing Document Header Requisitioner Pam 5812 |i|

= (1 Purchasing Document ltem

. Purchasing Document

. ltem

. Deletion Indicator

. RFQ status

. Last Changed on

. Short Text i

+ [2] Material %

Verify that the ‘Purchasing Group’ and Purchasing Organization fields are blank.
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Document Type to [i]
Flant to [i]
ltem Category to [i]
Account Assignment Categary to [i]
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Choose appropriate ‘Document Date’ range.

supplying Flant 10 we
Material to
Material Group S o
Document Date 81/01/2018 to (88781726163
Intern. AMTCIE MU (EANRAIRES o
Vendors Material Mumber to
Vendor Subrange [ o [
Promotion ] to
Season [ ] to [ o

Click “Execute’ icon.
Skip to page 7 for report details.

See page 10 for Multiple Selection icon instructions.




Example: By Vendor (ME2L)
Use the search button if the Vendor number is un

known.

Vendor: Enter Vendor number.

Range of Vendors: You may select to search for a range of vendors by

using the Vendor to

Multiple Selection icon: If you wish to look for a non-sequential list, group
of ranges or a combination use the “multiple selection” arrow. (see page 6

for Multiple Selection Icon assistance).

Execute - Left click on Execute Icon to execute report.
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Example: By Account Assignment (General) (ME2K)

Cost Center: Enter your cost center.
Range of Cost Centers - You may select to search for a range of cost
centers by using the Cost center to
Multiple Selection icon - If you wish to look for a non- sequentlal list,
group of ranges or a combination use the “multiple selection” arrow.

NOTE: You may receive partial data if your purchases have been initiated by
different purchasing group. You can avoid partial data by entering the range AAl
to ZZ9 for "Purchasing group."

Execute Report — left click on Execute Icon.

(= 3 | 30 T A0 &3 | EE E] G e

I;signment

Execute Report 3

=3
If searching for only one If searching for cost centers
cost center, complete this with no gaps, complete -
box only. 1 both boxes. 1
(=53
(=53
=5
o

If searching for a non-sequential
list and/or range of cost centers,
select this arrow for “multiple
section.” 1
(see page 11)
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NOTE: You may receive partial data if your purchases have been initiated
by different purchasing groups. You can avoid partial data by entering the
range AA1 to ZZ9 for "Purchasing group.” 2




Item: Line item of Purchase Order (PO). Keep in mind that information on a PO
Is associated by each line item.

PGr: Purchasing Group.

POH: Purchase Order History. Double-click on the PO History icon and display
information that is associated with the PO History Tab (Good Receipts and Invoice
data)

Doc. Date: Document Date of your Purchase Order.

Vendor/supplying plant: Vendor number and vendor name.

Short text: Short text for each line item.

Matl group: Material group code.

Tracking No: Tracking number you entered on PO.

List Edit Settings  Systemn

Goto  Wiews Enwironment Help
29 H ea® BHE fnon BE @
Purchasing Documents For cost center

FNaA&AFE % QBT HDT 0| EE G Bl PintPreiew 2 B

<Tﬁn|F’Gr \POH |Doc. date |vendor | Short text |Matl grnupw
er 1004430014
Purchasing Documemrzuua
1 |Pu3 |]5 |n1maxznn4 |550042? |ANNUAL, BLACKBOARD LEARNING SYSTEM |1 g4 |CCSOFT
Purchasing Document 4500072838
1|F'LJ4|]:E| |IZI1IIZIE=IEEIEI4|6511DES|Maintenance Renewal: MicroFocus |184 |?2EIE-RNWL
Purchasing Document 4500073077
1m0 [I®  |011 42004 [B502447 [P 131-1615 SCSI-11, HPS0M TO SCSIII 184 7206-KG
2(m [I®  [011 42004 6502447 |Shipping and Handling 184 7206-KG
Purchasing Document 4500073109
1M [I® 011 42004 |6512977 |[HPLJ 8100 184 7206-KG
2(m [I® |01 42004 6512977 |Shipping and handling 184 7206-GEM




D: Deletion indicator. PO has been trashed.

A: Account Assignment Category

Plant: Campus

SLoc: Storage Location

Bun: Basic Unit of Measurement

Net Price: Net Price

AA qgty: Account Assignment Quantity

Per: Price per unit

To be invoiced (gty): Still to be invoiced by quantity
To be invoiced (Value): Still to be invoiced by value
To be delivered (qty): Still to be delivered by quantity
To be delivered (value): Still to be delivered by value
Number of Positions: The number of lines items on the Purchase Order

Views  Enwironment  Settings Systermn
ard B SEd | DOEE DA BRI &
ocuments For cost center

= % | | <T [ TP O [F =i PetPra il |
6 (] A |Plant | SLoc | Quantity | BLIN Met price| A& gty] Per| Tobei.| Tobei. .| To be del| To be del. |2 MNumb .. B
STk 201 | D01 3 |EA 0.00 3 1 0 0.00 0 0oo [

I k| 01 [DCOT] = S2073 k| k| 0 B 329.78 1

. 6

L K| Ox01 | D0 1 |EA 175.00 1 1 1 175.00 1 179.00 1

L K 001 | DC0r 1 |EA 179.00 1 1 1 179.00 1 179.00 1

L K| 0301 | D01 1 |EA 97.00 1 1 1 97.00 1 97.00 1

L K| 0D | D0 1 |EA 145.00 1 1 1 145.00 1 145.00 1

L K| OxD | D0 1 |EA 95.00 1 1 1 95.00 1 95.00 1

L K 001 | DC0r 1 |EA 139.00 1 1 1 139.00 1 139.00 1

- 11

K| 0D | D0 1 |EA 35.55 1 1 0 0.00 0 0.00 1

K Ox01 | DC0 1 |EA 2416 1 1 0 0.00 1 2416 1

K| 0301 | D01 1 |EA 34.75 1 1 0 0.00 0 0.00 1




Multiple Selection Icon

Example: Cost Center

Multiple Selections for Cost Center —
Single Val — Use this tab to enter a list of non-sequential cost centers.
Ranges — Use this tab to enter a list or cost center ranges.

Check — The “Check” icon provides a check of your data entry by counting the
number of entries you have made. The count appears on the top left of the tab.

Copy — When complete, select the “Copy” icon to paste your entries to the prior
screen.

Program Edit Goto  Swystern  Help
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Mutiple Selection for Cost center | Use this tab to enter a list of cost center ranges. 1

©O@ 15ingle Yal k ©O@ Ranges k @0O Single vals k QOO Ranges |

e 001103054

iy \ | Use this tab to : : :
o . ) NOTE: This scroll bar is functions
) enter a list of L

5 ) the same as in windows.
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il st centers. 3
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When complete, The "Check™" icon provides a check of your data entry by
select the copy icon counting the number of entries you have made. The

to paste your entries count appears on the top left of the tab. 2

to the prior screen. 3
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*To Drill down to find Accounting Documents —
Payment Information*

Purchase Order History Icon: Double-click on the PO History Icon to access the
purchase order history.

List Edit Goto Views Enwironment Settings  Systern Help
2 dH @@ SHE Dnoan BE @

Purchasing Documents For cost center

& AT T 2% @ EEH T @0 B S | Fitreier |2 T

Item|F'Gr |F'DH |D|:||:. date |Uendnr |Shnrﬂex‘t |ru15|tl grnup|TrackingNn
Cost Center 1004430014
Purchasing Document 4500072809

1 |Pu3|]5ﬂ_| |IZI1IIZIEI2EIEI4|ESDD42T|ANNUAL, BLACKBOARD LEARNING SYSTEM |1a4 |CCSOFT
Purchasing Document 4500072838

1|PU4[]®  [01/08/2004 6511063 |Maintenance Renewal: MicroFocus 184 |7 206-RMNAL
Purchasing Document 4500073077

1T [Ify $o42004 (6502447 (PN 131-1615 SC5-11, HPSOM TO SCSLI 184 7206-KG

2 IT1_ I |01/1452004 |B50ZFITTShip PO History lcon 184 7206-KG
Purchasing Document 4500073109

1M [l |01 472004 [6512977 [HPLJ 2100 184 7206-KG

2(Im [l |01 4/2004 |6512977 |Shipping and handling 184 7206-GEM

Purchase Order History Screen: Left-click on the IR-L number.

E[IIE'. F O History for Furchase Order 4500105907 3 Iterm 00001

SE ARl [ElE )@ al=x] [ [E] [E=] ()]

nll5... 1MvT|MaterialD0...| ItemlPusting Date'z: Quantih-'l Delivery cost quantity'lOUrIz Amount in LCl
IR-L 51018644 1 0201712006 1 0 EA 56.80

nl Tr-Bv. Invoice receipt = 1 EA = 56.80

n|

~ IR-L number
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Follow-on documents: Left-click on the “Follow-on documents” icon.

Gota

Bl H e
Display Invoice Documemzm
Show PO structure | |

Invoice document  Edit

Follow-on documents icon.

Transaction Invoice |Fallow-on documents 85 a00704 | 2003
Basic data k FPayment k Details k Tax k Amount split h. E"I] Weandor 0006505110
o INTEGRATED COMMUMICATIONS
Invoice date gr/28/2002 2717 MATTOM
Fosting date Q8/02/2002 TUPELD MES 22801
Reference 3r3ae LISA
Amount 1,072.008 Ush [ calculate tax @ GEZ-842-0234 6627680—4956
Tax amount 0.08 10 (&P sales tax, 0%) =
Text |:
Paymtterms Due immediately = Bank acct
Baseline date QF/z29s2002 =
Display variant All information it
lterm |Am0unt Quantity Un | G2 |Purchase ... [PO it |PO text Tax code '| |
I THE . OO 1.008 [ | 4500045845 1 Tormar Strobe Bar Light I (A/P.L T
el 225 .00 1.008 | | 4500045845 2 Fro-Copper Radio Gonsole for Crown Vic 10 (A/P.E
3 49 00 1.0080 [ ] 45000455453 Pro-Copper Standard Armrest I (AP E H

Accounting document: Double-click on Accounting document.

Display Invoice Document 51002704 2003

Show PO structure | Faollow-an dacurme,
List of Docume ounting
Documents in Accounting

— endaor 0006508110
Document cateoory / Document n| Ar INTEGRATED COMMUNICATIONS

A
Accounting document 51A02704 217 MATTON
Spec. purpose ledger 1000920300 TUPELD MS 38801
LISA
[ Calculate tax 7| 662-842-0234 =l B62-620-

Ref. Doc. — Vendor invoice number. Accounts Payable enters the vendor invoice
number in this field. If there is no invoice number, the date is entered.

Edit

Diocument

Goto  Seftings  Extras =%

alaH @ S ——— ] ]
Document Overview Ref. Doc. — Vendor invoice

@284 NET S E S| number or date.

Doc.type : RN ( Net invoice rgefipt ) Normal document
Doc. number 510BE579 Company code 1 Fiscal year 2001
Doc. date 1043042 Posting date 11/09/2000 Period s

Ret.doc. 6853749
Doc.currency uso

Environment em Help

Itm|PK|Account Bccount short text Assignment Tx Amount [Text
1(31| 6503582 CAMBRIDGE ISOTOPE L..| 20081109 461.47- [CAMBRIDGE I1SO0TOPE LABORATORIES
2(86( 22199 Lcocts Payable GR/YIR | 20081109 Ia 79.56 |acetone df, 99.9%, dim-9, 10x1G6
3|86| 22189 Acocts Payable GR/IR (20881109 1a 54 .56 |acetonitrile-d3, 89 8% dim-21, 18x1G6
4(86( 22199 Aocots Payable GRYIR | 20081109 Ia 34.86 |benzene-df, 99.6%, dim-1, 10x1G6
5(a6( 22199 Lococts Payable GR/YIR | 20081109 Ia 75.78 |chlorform-d, 99.8%, dim-7, 100G
6|86 22189 Acocts Payable GR/IR (20881109 1a 31.83 [dimethyl sulfoxide-dB, 99.9% dim-10,108g
T|86( 22199 hcots Payable GRYIR | 20081109 Ia 131.85 [methanol-d4,99.8%, dim-24,10x16
g(86( 221499 Lococts Payable GR/YIR | 20081109 1a 53.03 [trfuoracetic acid-d, 99.5%, dimdG, 106
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Check information — Double-click on VVendor Account number.

Document Edit Goto Settings Environrment Systern  Help
& 2aH e DHE BmnLan FEE @&
Dociment Overviey

[ 1P =100 £ AR AN R Y (SN DOUbIe_CIICk on [E =5 Tax data E|

Vendor Account

Doc.type @ RW { Net inwoice r

Doc. nhumber 51088579 number ear 2081
Doc. date 10/30/2000 a5
Ref . doc. 685379

Doc . currency usp

Itm|PE Hccuunty///nccuunt short text Assignment Tx Bmount | Text
»

1|21|6503Es2 CAMEBRIDGE ISOTOPE L..|20@6811609 461 .47 - |CAMEBRIDGE ISOTOPE LABORATORIES
28622199 Lccts Payable GRYIR | 208811609 e) T9.56 |acetone df, 99.9%, dlm-9, 10x16
3[86| 22199 Locts Pavable GRYIR | 20881109 10 54 56 |acetonitrile-d3, 99.8% dim-21, 18x1
4(86| 22199 hocts Payable GRYIR | 208811609 10 34 .86 |benzene-db, 99.6%, dim-1, 10x16
(86| 22199 Locts Payable GRYIR | 2O@811G09 10 T5.78 |chlorform-d, 99.8%, dim-7, 1006
6| 86| 221899 Acocts Payable GR/IR | 20001109 el 31.83 (dimethy]l sulfoxide-dB, 99 9%, dim-1
Tl86| 22199 hccts Payable GRYIR | 20881109 10 131.85 |methanol-d4,99.8%, dim-24,10x16
88622199 Locts Pawable GRYIR | 20@811G69 je) 53.03 |trfuoracetic acid-d, 99.5%, dimdGg,

Environment > Check Information: Left-click on Environment and then left-
click on Check information.

wcument  Edit &

@ < Documentchanges e-a T I - | [F] || G2

= Check infarmation
Dispiay Document =
TRy 2 e - d&E & More Reference object Fz
BE503582 A E MENEE " il acc 22100

Company code 1 50 FF Correspondence

The University of Miss. arpe  Original dacument Doc. no, 510028570
Line Iterm 1 §Invoice § 31

Armount 461 .47

Tax code

Additional assignments [

Additional details

Bus. area 30

Disc. base 461 .47 uso Cisc. amount o. oo so

e = T A et e m s Am A Ana PR R e e

Display Check Information

Environment ]
A EH Sae D FEE =34 En | FEE G D
Display Check Information

=1 Checkrecipient | Checkissuer... | Accompanying docs | | [E Payment document
1 Fayment document no. 20028705

Bank details

House bank

Account ID

Bank name

ity

Zheck information

Check number GR3693 Currency usD

Favment date 1120/ 2008 Armount paid 451 .47

Check encashment 120672080 Cash discount armount o.oa

Check recipient

Mame CAMBRIDGE ISOTOPE LAHBORATORIES

ity ANDOWVER

Payee's country us

Regional code Mo
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Check number — The number of the check

Payment date — Date of check

Amount paid — Amount paid on this check — will include all payments to the vendor that are
due at the time check is cut.

Check encashment — Date check was cashed by vendor.

Note: No check information found means payment was made by direct deposit.

Check recipient — Address of where check was mailed. To view address
information, left-click on check recipient icon.

L) afa I &aE | OEEE BT as | EE &

Display Check Information

=] Check recipient Check issuer... | Accompanying docs | | [ Payment docurment
[ Address
Title
Faveea name CAMBRIDGE ISOTOFE LABORATORIES
1 Street S0 FROMTAGE ROAD .0l box
ity ArRDOVER Fostcode a1g81o0-54132
PO box city PO Box post cde
| | Countey s Regional code Mo
w3

Check issuer — To view the individual that issued the check, left-click on Check
Issuer icon.

Environrment System  Help
L] = ORI =T =T s R e s - R I W = ([ 73 8 P 5=
Dispiay Check infornmation
=] cCheck recipient || Check issuer... | | Accompanying docs | | [E Pavment document
[PERTIE (F3VIR FPayment document no. 20A28705
Run date 1152052000
| E 1dentification JHMWRE
I Payment method F'I Ba
¢ User JWALTERT B Payment Method —
E FPrint date 1142020008 LITH -
 Printtime P — Operating Check
|
0 Currency uso
p L] 38 Amount paid 461 47
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Accompanying docs — To view all documents included in this check.
Example: Only includes one document.

List

Edit

= = ﬂ-le@ﬁlgﬂﬂﬁﬂlﬁﬁﬁﬁl-ﬁl@-
Check fine iterns
14 4 | » k| sl ZE S| 52 @ = FE &S| B | (3 Es B EE
Status: B open % Parked @ Cleared
Wendor 6503582
Company Code 1
Mame CAMBRIDGE ISOTOPE LABORATORIES
[ AMDOVER
St| Tvpe Doc. date |Met due dt|Clearing Amount in local cur. ([LCurr |(Doc.no.
r__- @ ZP 1142072000 11202008 11 /202000 461 _arF uso 2028705
1 @ | RM 10/20/ 2000 11292000 (11 /2042000 4561 .47 - |USD 510028579
* Account OOOBS5O0358Z2 a|.an uso

Example: Amount paid 4,251.38, by viewing accompanying docs, you can see
that several documents were included in check number 677406.

= R =1=11 Ex =

Er alani=1als = = Help

<2 EH ) & 3 & Lo B GBS ) =0 T A0 = ) EEE O &2 B
s ppiays Chrhaeck InForrraticorn

= Check recipient Sheck issuer... | | Sccompanying docs | [ Pawment docurnent |

1 Fayrment docurment no. z0117539
Banik details

House bank

Account 1D

Bank name

=ity

Check inforrmation

Check numBber ETTAQE Currency usoD
Fayvment date Oz s 2002 Armount paid a4, 251 =22
Check encashment oz/OsSsZo002 Cash discount armount o.o0
Check recipient

rarme BELL=OLITH

=it AT LA T

Notlce the differe

Edit

d cument numbers that make up this one check.

Soto

ﬂl&@ﬁl@tﬂ][&&l%@ﬁﬁl@l@

Check fine iterns

14  « L I = = = R e == = === == e == === = ] R
Status: B open % FParked @ Cleared
wWendor ESO0rF409
Company Code 1
Mame BELLSOUTH
Caty ATLAMTSL
St Twvpe Doc. date Met due dt|Clearing Amount din Tocal cur. |[LCurr [Doc.no .
1 @ | ZP QZ/25/2002| 02/26/2002 | Q272672002 4,251 .32 usoD 20117539
.| @ | KR azs11 /2002|2411 /2002 | A2/26/2002 aF 81 - |UsD 19021135
1 @ KR Q2132002 02713 /20082 | 0252642002 EG6 OO0 - |UsSD 19021159
1 @ KR 01 /252002 01 /252002 | A2/ 26/2002 1,818 00— |USD 19021165
| @ KR 01 /2920021 01 /2972002 |02/ 26/2002 474 41 - |USD 19021168
| @ | KR 01 /29720021 01 /2972002 | 02//26/2002 FrE . 4a42- |UsSD 19021170
| @ | KR 01 /2282002 01 /2272002 | 02/26/2002 2Irz.52- |UsSD 19021174
| @ | KR Q1 /232002 01 /2872002 | 02/26/2002 45 . 10- |USD 19021176
* Account OOOGSAF4E09 (ol cio) uso

Note: You will only be able to see this data if a check is the method of payment.
It will include all payments made on this one check. It may be payment for only
one invoice or several.
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