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Process:  Display a purchase order using ME23N.  
Role: General User Frequency: When Needed 

 

BEGINNING STEPS 

Does a Purchase Order need to be viewed? Yes 

Enter the Transaction Code ME23N 

FIND THE PURCHASE ORDER IF NUMBER KNOWN 

In the menu, choose Purchase Order  Other Purch. 
Order or press Shift + F5 

 

Enter the number of the Purchase Order in the Pur. Order 
field 
 
Make sure that the Pur. Order radio button is chosen, then 
click on the Other Document button  

FIND THE PURCHASE ORDER IF NUMBER UNKNOWN 

If the Purchase Order document number is unknown, click 
on the Possible Entries icon  

In the Purchasing Document Number Search, several types of searches may be 
chosen, such as Cost Center, Vendor, Material, Asset, Services, etc.   

                         

Click on the Continue icon  

Make sure that the Pur. Order radio button is chosen, then 
click on the Other Document button 
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ITEM OVERVIEW 

 
The line item overview provides basic information for each line item, such as the 
quantity, net price, delivery date, etc. 

LINE ITEM DETAIL 

 
The Line Item Detail provides more information about each line item. Use the tabs 
to view the information.  

Use the Next and Previous icons to move 
through the various line items  

Invoice Tab 
Information on invoice receipt, final 
invoice, GR-based invoice 

Account Assignment Tab 
Information on Cost Object, GL Account, 
Business Area, Fund, Functional Area 

Purchase Order History Tab 
Information on Goods Receipt, Invoice 
Receipt 

Text Tab 
Information on any text comments that 
have been entered 

Delivery Address Tab Information on the Delivery Address 
 


