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Document Overview Default - MES1N o

® Document Overview Display Default

If you would like your “Document Overview” area to display

information for a period greater than one week, you will need to
change your Personal Settings.

Document overview off | D

Document

overview

e L2

Furch.req./Req. iterm Cre... |
b (2 10011295
b & 10011293
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Document Overview Default - ME5S1N

>

AR

1. Go to ME51N

==

Document

overview
..... |

dalo|gil=m.

Create Purchase Order
Document overview off | O J&g‘ Hold ETI‘ @ Printpreview  Messages |@ Persuna\semngl

ress h Communicatic

PurchteqiReq. item |Cre ‘

b 5 10011235
D 10011283

r| NB Standard PO =] Vendor
E Deliveryinvoice h Condiions ' Texts k

Headertexts Al

[3] Headertext E

[E) Header note
[F) Pricing types &
[Z1 Neadlines ]
[ENE3{ ]

/unusrt B

/

2. Click-on Personal Setting

Advanced Purchasing PUR_330 v2

Document Ove

rview

Default - ME5TN

>

AR

I Basic settings l Defaultvalues

i

Document overdew ~ |
Selection timeframe for my docs.

Campile doc. overview automatically

[ Enwironment infarmation
‘ ] Envir. infa in new session

-1

Yesterday
-14 Two weeks
180 6 months
[ Header data: Purchase arder .30 1 menth
‘ Maintain org, data via o4-365 1 year

J-2998 Mo restriction

3. Click-on the Basic Settings
Tab, then go to the Document
Overview area.

Today

Process messages directly
[¥IWaming messages

UCCESS MBSSAages
[ Information messages

18 Process messages directly

Conversions
[ Display key
Int. search help on

4. From the Selection
Timeframe drop down menu,
choose a timeframe that suits

your needs.

5. Click-on the Save icon to
save all changes.
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Attaching a Quote to a Requisition - MES1N #R1°

® An electronic quote from a vendor can be attached to any
Purchase Requisition.

* However, the quote must be saved as a document to either the
user’s Desktop or My Documents.

MR RO £ Dmsrruck: Advanced Purchasing PUR_330 v2

Attaching a Quote to a Requisition - ME5S1N “&{R1>

1. To attach a quote to a
requisition, click-on the
Services for Object icon.
Select Create and then
choose Create Attachment.
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Attaching a Quote to a Requisition - MESTN “&R|

==

Irmpart file

Lock in: | [E} Daskiop = -E

"¢ My Camputer (20 My Music

My Documents (I Mew Music

Iny Metwork Places [C3)Photos of LMS

{1 JBurn CDs 8 DYDs with Sonic DigitalMedia Plus  E£]7-28-06 DBE - SaP REPORT
=

&

by Fecent Do,

(i Cleanlp! EX]advanced Purchasing - SAP Training

| Excel 2003 Edj alphabstical DBE-SAP Report
54 Lock Computer e Plan of action

Desktop 5] Lag off BHfbl1n

ot i Microsoft Office PowerPoint 2003 [ )mMaster - DBE Supplier List
PdMicrosoft Office Publisher 2003 B my DBE list
My Documents | [ Mozila F\refok lﬁ_ﬂnutes
— E]myUK University of Kenbucky |52 outioak 2003

] persanal varian - SQ00 - CL30M
E]reagan's DEE Supplier List
vor | Elword 2003 S Shorteut to rstreZ on 'uk-ock4purch_H

¥

G
&
cu
-
ne
3%
M

z
z
e
i E
2
g

| »

File name: Untitled @
My Metwork L

o OETE 5
O

To attach the quote, select the document location and name. Then click
“Open”. This will attach the document to the Purchase Requisition.

K UNIVERSITY OF KENTUCKY]

Advanced Purchasing PUR_330 v2 9
. P A AR
Attaching a Quote to a Requisition - MESTN “&lR°
[twr] NB Purchase requisiti. & 10808351 [ 5ource determination
E Release strateqy \
Any.. | See attached guote. RS 3/21/07/07]
[3) Headernote
[«][¥] 1 Continuous-.. &
After attaching the quote document, type a note in the Header Text
area notifying Purchasing that the quote is already attached and they
don’t need to wait for a fax copy.
Each TEXT message must be followed by your initials and the date.
IR OF RevTucy Advanced Purchasing PUR_330 v2 10
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Exercise | IR

&m

N

EXERCISE |
-Attach a quote to a requisition
ME51N

MR L or Kesucey Advanced Purchasing PUR_330 v2 11
FREE Items on a Requisition - ME51N Ao
® FREE ITEMS on a Purchase Requisition
® If you have a free item to list on your requisition, create a line
item for it and mark the value at $.01.
A it e s Stuvate ErsmerreeFvmmr—yTackiog._ |
i G008 © Fyou
== ;: _'::zenn : ; i ;;: :u: cm;_ —i|
4K e 5 I b T[EA 0500 0500 [DIOAF006 |C Fvew |
LI L e T TorEe |5 Shaker i platorm T(iA | B4606| 64600 [Gimwsnie (6 e |
] (3 Veaah oo digitat ey B gie bhock V[EAT] Tiao Fiaon [G10aE000 |G Fyed
i T 12604l [D1106A [hinckior 34 1 SN ke T[EA | Teana 80,50 |B1A0D006_|C Fvou
Bk [zesae 81350 [vOrtn gars 3 vanstie 5. T[EA | 24500 T45.00 (010009 [T Fveu
Create a Header Text stating that the item(s) will be free of
charge.
m MB Purchase requisiti. @ 10001484 | Source determination
=l Release strategy |
Any. Please note: line items 2 and 3 will be shipped "free of charge. "
[E] Header note BHERTYI2407
[«][»] 1 Continuous-t.. &
WK vriversiTy oF KEnTuCKY] Advanced Purchasing PUR_330 v2 12

Advanced Purchasing PUR_330 v2




IR

=

S&H Charges on a Requisition - ME51N

® Shipping and Handling Charges

® Shipping and handling should not be entered as a separate
line item. It will be taken care of by Accounts Payable.
However, you may put the estimated shipping and handling
amount in the Header Text area.

A | NB Purchase requisiti Z 18801484

E Release strategy \

Ay
14

|| Bource determination

Shipping and Handling 1s $58.00 for this requisition. RMS 1/12/07

Header note

[4][¥] 1 Continuous-t.. &
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Delivery Address Information - MESTN

® Delivery Address

Find your delivery address number in SAP!

® Once this information is entered, you can revise it to
accurately reflect your specific delivery location. However,
do not free form this area.

Item 1[1]LEASE PMTSIPR 8271 e
Material data h Quantitiesidates h Waluation k Account assignment h Source of supply h Status k Contact person h Teds Delivery address
Title Do nqt free form [<]] Address details
Mame this area. %) Resetaddress
Real Property Division (i Repeat address on
Hause naJstraet 518 Olidhamm Court | Input your deIivew
CitwstaterIP Code Lesington 40502 Adress = address number.
Country us United States Custarmer

‘Yendor [15C vend

UK ovivessiny o KeNTUCKY]
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> C
Vendor Address Types - XK03 RIS

® Vendor Address Types
ZPRO — Order from address
0003 — Remit to address (Only used by Accounts Payable!)

® When creating a Purchase Requisition always use a vendor
number that has a ZPRO grouping.

I W
R ERERE
[Name 1 “|Name 2 |vendor [Street [cny Rg |PostalCade [cty 0 Box|Soc.Se.FEN Group Searchterm [Delf  [Coca|
R INTERMATIONAL| 126511 PITTSBURGH PA 15264-0168 US 640169 91-1319190y 0003 R INTL [ Ukno
R INTERMATIONAL| 126512 800 E Fabyan Plwy BATAVIA IL 60510 us 91-1318180) ZPRO FWR INTL [ UKo
R SCIENTIFIC 140154 PITTSBURGH PA 15264 Ug 840169 9113191600 ZPRO MR SCIENT - [] LK0D

Advanced Purchasing PUR_330 v2 15
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Purchase Requisition Status - ME53N "%'._!i_l,_.

® Has a Purchase Order been created?
Go to ME5S3N
Click-on the Other Document icon a%
Input the Requisition # & Press ENTER

Select Docurment

FPurchase requisition

Pur. order
@ Purch.reguisition

Other document || 3§

The Requisition information will appear on the screen
View the Requisition status from the Status Tab

Advanced Purchasing PUR_330 v2 17
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Purchase Requisition Status - ME53N A
Information Tab will tell you if the PO has been created or not.
Notice:
Purchase Order has not been
created yet.
\tem 1[1]S%urgew8crubsrs\ue 7 A
hiaterial data h Quantitiesidates h Yaluafion h A ignment h Source of supply Contact person k Texs h Delivery address
Processing sttt M Mot edited 2 Ordered ] EA 02 Active &
Block Mot hlocked B BlockText
If the Purchase Order has not been created yet, check the Release Strategy
Tab to see if a release has been done.
WK UNIVERSITY OF KENTUCKY, Advanced Purchasing PUR_330 v2 18
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Release Strategy Information - ME53N "lRI

=

m NB Purchase requisiti. &) 10889801 Release has not been completed
S Tets ' Reasestiatey | on this PO

Release group 01 Campus Req Release | Code |Description Processor Stat

Release strategy 01 Release»$0-§10K |11 |Level 1 Approver jliam R Gombe..| 4

Release ndicator X Blocked

If the release has not yet been completed, contact the designated approver to release the
Purchase Requisition.

m MB Purchase requisiti. & 10099089 Release has been completed on
Teds ' Release strateoy | this PO

Relzase group B1 Campus ReqRelease  |Code |Descripion |Processor [stat..|

Release strategy C1 Release = §0-$10K |01 |Level 1 Approver Jinn C horris Tv]

Release Indicator 2 RFQipurchase order

If the release has been completed but a PO has still not been created, go to the Contact
Person Tab and contact the appropriate Purchasing Group designee for additional information

K UNIVERSITY OF KENTUCKY]
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Purchase Requisition Status - ME53N /R

=

If the PO has been created, it will be displayed in the Status tab area.

To view the PO document, double-click on the Purchase Order
number.

Once a Goods Receipt and/or an Invoice posts, it will also be
displayed in the Status tab area.

b
(2= e 111] Distilled Water H BE e [
Material data | Quantifiesfates | Valuation | Accountassignment p suuwe i SUBRY Contactperson | Texts | Delivery address

Processing stat B PO created] & Ordered 10 cy 05 Release Completed &
Block Mot blocked ]
AR EEERERE R EEERIE I

Doc.catLT | Purch.Doc. ~|* Item|Short text B Quantity| OUn| ; :
Purchase | 4500002605) 1|Sched line 10 [CW Status tab WI” aISO g|Ve you GR

Goods receipt MED and/or Invoice Receipt
Invoice receipt 1ojcy <| information if available.

UK ovivessiny o KeNTUCKY]
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Purchase Requisition Status - ME53N RIS

Use the [« and =] arrows to see the Status for each line item
on a requisition.

[BRR Display Purch. requisition 10003083
v svarvam i |1 57 08 | 1 0 porans e

WK UNIVERSITY OF KENTUCKY]
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Exercise || RIS

I —
EXERCISE Il
-Display Purchase Requisition Status

MES3N

UK universiry oF kenTucky]
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Purchase Order
Information

MR RO £ Dmsrruck: Advanced Purchasing PUR_330 v2
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Purchase Order Information - ME23N %@

® Viewing the Purchase Order from ME23N can help answer the
following questions:

* When was the PO created?

B8 G T T

UG or keevc Advanced Purchasing PUR_330 v2
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Purchase Order Information - ME23N

When was the PO sent to the vendor?

—_—
Documentoverviewion | [ % &5 g% | @ Printpreview I iessages I & Personal seting

NB Standard PO B 4500807116 Vendar 165306 Tirme Warmer Telecom Inc | Doc, date 11172087
| Delveninoice | Condfions | Teds | Address | Communicafion | Parners | Addifonaldta | Orgdeta | Satus |

Faymentin 0 days % @ | loH eOa DWE Dnon BE @

Pzl e 8 Change Pur. order :; Qutput
E 5B & [iii} Furmerdata  Repeal output | Ghange oulput
P, onser_ 4800001110
1. Click on the Ot
Messages Tab from % SURUT -V"_%
. L] |
PO Display. ] Y|
5 )
] a.
L]
2. The PO output m _'
screen will give you &l i
the exact date and = =T
time that the PO was [
sent to the vendor. ]
MR L or Kesucey Advanced Purchasing PUR_330 v2 25
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Exercise |l IRl
EXERCISE llI
-Check Purchase Order Information
ME23N
UK oNivERsITY OF KENTUCKY Advanced Purchasing PUR_330 v2 26
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Purchase Order Encumbrances - ME23N "'ﬁB_L;

[rise—r

¢ What amount is still encumbered on the PO?
1. Click Environment from PO Display.
2. Select “AC Commitment Documents”
3. The next screen will post the encumbered amount for this PO.

AD
Q U Headerchanges |
Item changes
Standard PO45 i son
‘@ Material stocks @
Puyailability
NBtandardP0 B45  Vendor B117/2007
& Delvewinoice | Con  ¥endor evaluton aners | Addiional data | Orgdata | Satus
Info record
Pav%emterms ik} Quota amangement 50
Paymentin 0 gy Source list 1.00000 [ Esehrate fied
Paymentin day Contract
Paprentin ) REQUuotation
— 0B D Purchase reguisition
C-info record
AC commitment documents I
BB e A | [vateral ey =, (C{Dell.date {Net price Cur.. Per (0. Watlgroup  |Pint Storlo B
i ‘K ‘ ‘ ‘Expensesmnurredmrtra‘ &UUH‘LUT‘D‘UMSWUW‘ 1 UU‘USD ‘1 ‘LUT‘M\SE‘MWS ‘UmversWufKentu‘ ‘ B

R i 5 v Advanced Purchasing PUR_330 v2

27

Purchase Order Encumbrances - ME23N RIS

[rise—r

NOTE: If the encumbrance line is blank, that means there isn’t anything left to pay out on
the PO. This screen will also show what amounts have been encumbered to which cost
centers or WBS elements. This is handy for split accounting.

Document Journal

[t pay & Cos e Commarnt ted e g T =T

(AS000UTI0WNATA00T  |SI1ET | Commeniaitm Sen| hmﬁmen‘mmnmfm Qmpars |41
AT IOVO S| 05015 SIS U oY
|Commereialon Gend| 100,00 Eqenses

<280

Original PO amount: $6,000.00

PO Expenses to date: $2,958.15-
$100.00-

Encumbered amount:: $2,941.85

UK universiry oF kenTucky]
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Exercise IV sl R

&WH

N

EXERCISE IV
-Viewing Encumbrances

ME23N

K UNIVERSITY OF KENTUCKY]
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Check Information - ME23N CoS

Has payment been made to the vendor for this PO?
What is the check number?
1. From ME23N, click
on the Purchase Order
History tab.
1=t 1[1]D%-3 PRIVATE LINE ]
Material data i Ou%ﬂmesmmgma h Delivery schedule i Delivery i Invoice k Conditions k Account assignment | Purchase orderhistory Teus i Delivery ad. h.

EEEERR R R R 3 (&)
Text*|MVT |Material Do...| ltem|Posting Date |2 Quartity OUnz  Gly. muvdevnrun‘z Amtmmccuv‘ov ‘z Amuum‘Rerevente
GR 101 \55nuu45474\ 10172312007 \ 1\ «aﬁnnnw \ ‘LEE[IEI[I‘
Tr.jv. Goods receipt . 1. 1650.00 M. « 1650.00
[ 3 T 1. ] 1 1,650.00 W...| 1.650.00]
[Trev. InolEETEEE . 1. 1. 1650.00 M. = 1650.00

2. Double-Click the

Invoice Receipt Number.
WK UNIVERSITY OF KENTUCKY] -
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Check Informatio

h - ME23N AR

VDD BB @

P& Display invoice Document 5105677302 2007

3. Click Follow-On Documents.
1

anow PO sucturs [ Motiow.on documants

Transacton 1 Invoice L] S105677382 | 2007
=
U Gauedua | Paymwet | Ostals | Tar | Wieboidegte {||[o]]1) [Venaor 165358
| Tima wamar Taiacam ine =

Irtice dute 1216112006 Reference  DEG. 2000 1 10475 Park Mentwes De
Pastng Date 22007 Limaton CO 80124
Areun 1,858 00 s C 5 1
Tiax amitnt 68 100 (4 sales e, 0) 3 | 3035424508 5 03 48044
Taxt “acel GO71541 L)
Pargani berma Dt imenediately l |
Basuelre caty 1318t 7086 |

i Ukt Linbenrsify ¥ Lesington

W o |

3|aBlIe@&& g

Display Invoice Document 510567

Number.

4. Double-Click Document

Show PO structure | | Fallow-on documents

I|Documents in Accounting

Doc. Murmber
I—'— Aing docurnent

5100067971 |

SRec. purpose ledger

1002515625

Grants Marn. Dac.

1002515625

S Original document |3

Company Code

UKO0 University of Keniucky Lesington

Advanced Purchasing PUR_330 v2

31

Check Information - ME23N

&‘\ 2 OH e CHR LD HE @

Document Overview - Display
72 KM r M ETFEFEE @ & chose @ sae TFE

Taxdata E

Doc.type : RE ( Inwoice - gross ) Normal document
Doc. Number 5100867971 Company code

6o Fiscal year 26807
Doc. date 1270142006 Posting date 02¢/16/2007  Period o8
Calculate Tax [
Ref doc DEC 2086

Doc.currency  USD

Itn|PK|Accoun| Atcount short text

Amount|Cost Ctr  |WBS elem. |Fund Assignment

13 155301 Time_Warner TE'IEEDNI

Text

2(86|210110|GR/IR Clearing

1,656 60- 5100A6T3712007
\ESU o0 | 1043801130 0041800300

*acct 0071542

20070216
DN

~—

\\

5. Double-Click Vendor Name.

Advanced Purchasing PUR_330 v2
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Check Information - ME23N ".}’-lRl

LDocument  Edit

® | < Documentchanges N = = T e e I e e @
Display Doc unrenw
ﬁf - | |~ |{E | & More dati Inveice status CI+F10 k data
) Docurment enwiranment ’ N
M 155306 Time Additional assignments » A
[company Code LKA TOF  vauation ' 6. Select Environment &
I niversity of Kentucky Littler ca Check Information.
Line Itern 1 [ Invoice § 31
Amount 1,650 .00
Reference object F2
Additional details
Bus. Area
Disc. bhase 1,650.00 USD Disc. amount 0.00 uso
Fayt terms ZHOW Daysfpercent a 0.008 % @ 0.8 % @
Bline date 124081 /2006 —
Pmnt block Invoice ref. ¢ /o
FPmt Method Pmt meth.supl. FPayvee 156571
Clearing B2/16/2007 ¢ 2000199456
Assignment S1000673712007
Text Facct0071542 ?,;\,. Long Text

NOTE: If the Check Information option is not available, it means that a check has not been cut to the
vendor.

Advanced Purchasing PUR_330 v2

Check Information - ME23N ".}il_li_!__

& | T afaH eca CHE anoHs  BE @
Display Check Information

| | |1 checkrecipient || Checkissuer.. | |

Accompanying docs I ;5 Payment document I
(814z]0] Fayment document no 2008199456 g

Additional Vendor
Bank details .
House bank AFPET Bank Key 041203895 Information
Account ID VEMD Bank Account Mumber 0234544
Bank name FATIOMAL CITY BARK |
ity CLEYELAMD 44135-0000 |

Check Information

Check infarmation —
Check Mumber Currency UsD
FPayment date Armount paid

Check encashment Cash discount amount o.ao

Check recipient

MName |Tirne Warner Telecorm Inc | |

ity Chicago
FPayee's country us

Vendor's Name, City
Regional code IL and State

Advanced Purchasing PUR_330 v2
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DEMONSTRATION

dﬂ]ﬂ

N

DEMONSTRATION |
-Viewing Check Information
ME23N

K UNIVERSITY OF KENTUCKY]
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S&H Charges on a Purchase Order - ME23N

What are the shipping charges for this PO?

Tg’m | 111105-3FRIVAIE LINE @]l

 watenal it | Quantiesimeights | Dewery scnaguta I|'|‘Jam ] IfvaKe l'comm'['mumamm '

A (
AR
SRS

‘|’_ D et

1. From ME23N, Go to
Purchase Order History
Tab

BIL:]
£ O pun e i Jor|e Ao R
1 1.650.00 M 1,650.00
1. 165000 M+ 105000
1] 1845000 [M 1, RE000 |
2. Double-Click 1 165000 M - 165000
| Invoice Number

Display Invoice Document 5105677302 2007

Show PO structure | | Follow-on documents

Transaction 1 Invoice B 5105677302 2007

Basicdata | Payment | Details | Tax | Withholding tax 1y Le» =) [ Vendor 00001 55306

Time YWarner Telecom Inc

| Unpl. Del. Csts 000 | 10475 Park Meadows Dr
currency uso
Doc. Type RE Invoice - gross 3. Click on the Details Tab
Bus Area
Agsignment GiL Shipping Costs if applicable will be listed
Header Tesxt

here

HH6-G044

UK universiry oF kenTucky]
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Goods Receipt Information

ME23N

RIS

Goods Receipt Information

How many items where received?
Who completed the Goods Receipt?

When was the Goods Receipt completed?

]t 1[1]D5-3 PRIVATE LINE n

1. From ME23N, go to
Purchase Order
History Tab

Material data k Quantitiesfweights h Delivery schedule h Delivery h Imvaice h Canditions h Account assignment | Purchase order histary Texds h Delivery ad. Ih

HIPEEEEIEEERERE]

Amuum‘Refevence

Test™|hivT | Material Do.. \tem‘Pnstngateh uuamw\ow\z Gty. movdermun‘z Amtimntcuv.‘ov.h
GR [10f Jssooodedra | fon/zi007 | M. | 1] 1,650.00 M. | 1,650.00 |

Tr.Jev. Goods receipt N 1M« 1a 1,650.00 M. = 1,650.00
Rl | [a08er7a0a] 1 02BN S~ ! M- ] 1] 155000 M. | 168000
Tr./ev. Ivoice receipt N e 1. 165000 M. s 1,650.00

2. Double-Click the Goods
Receipt Number

K UNIVERSITY OF KENTUCKY]
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Goods Receipt Information - ME23N QRIS
S
bﬁe I | Wend " Doc.info |
eneral | vendar | {3 oc. info .
L
Bna| Dispiay Mat Entered By ymhlaRBruuks i o59 21e-0308 |
I Created On B1/23/2007 12:23:52
Al Exstey Ri | RO Mutonsl Doty 8 | ESH0040, 2007 Transaction Code  Goods Movement MIGO_GR
[= Quneral | Vendor | G | Dot ik |
Documan Bate vy rte vendy  ThmeiWamer Tetecems lo
Peteg D OEAZIIDONT D of leeng Howsar it
1 m
T Nemiamas ShonTest o in e aC T -
53 PRIVATE LINE Ir | )
|
]
)
&
Material Quantity k Where h Purchase Order Il :
&)
|
Qtyin unit of entry 1 MON m|
Bl
i - i S
&%) =
(=l Mateial  Quaniey et | Purchadm Ceder Dale | Pariner | Ae
Guantity ordered MO
i e ot ey 1 now
Received quantity
stintoreu o
1 o
.
]l Line ! |
K vniveRsITY OF KENTUCKY] -
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Reporting

K UNIVERSITY OF KENTUCKY]

Advanced Purchasing PUR_330 v2 39
Display Requisition by Acct Assgn - MESK _ “#iRL
® ME5K Report
Lists all Requisitions by account assignment
= Account Assignment: Cost Center or WBS Element
® This report is helpful if you are trying to find a particular Requisition
that was paid for using a specific Cost Center or WBS Element.
® Remember to enter as much information as possible in the initial
report input screen. This will minimize both the running time of the
report and the amount of displayed information.
IR OF RevTucy Advanced Purchasing PUR_330 v2 40
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Execute Report - MESK RIS

1. Type in the Cost
Center or WBS
Element.

1016614500

1

2. Click-on Dynamic Selection
Icon to narrow your report
search criteria..

MR L or Kesucey Advanced Purchasing PUR_330 v2 4]
<
Execute Report - MESK RIS
) Req. Tracking Nher Purchase Requisition
B Material Group Requisition date
B supplying plant
e 4. Click-on the Multiple
Selection icon to select a date
ranges.
3. Select Requisition Date to
narrow your search criteria.
70 06
5. Input date ranges and
Execute Report. —
elvesroE®mm x
WK unvessiTy oF KEnTUCKY, -
Advanced Purchasing PUR_330 v2 42
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Execute Report - ME5K RIS

Purchase Requisitions per Account Assignment
& Assignments Services

Cost center 1016614800

Reguisn.  Item

Haterial Short text PGp Mat. op.
Requested gty. Un Deliv. date Requester Pint SLoc

NFR NEB b

10008182 ooa1e
NR FO BK

b

SCROTy. T A Ordered oty. Un Release date Trackg.no. SP1. HC
[] Stuff anz 110
1008a174] baag1a 180 D O3/14/2005 UKoa
NR FO B B3i1442008
Desired vendor ar Walmart
Hul : Aoz L1075
10080181 0AE1A [ 03/28/2005 LKkoe

Desired vendor 100007 Walmart
Framework CC test

Desired vendor 180007 Walmart

A3/14/2005

[o2 [1335

140 D@

Double-click the Purchase
Requisition Number to view
the actual Requisition.

K UNIVERSITY OF KENTUCKY]
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Exercise V

&'
EXERCISE V

-ME5K Reporting
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Display Purchase Order by Acct Assgn - ME2K“R1°

® MEZ2K Report
¢ Lists all Purchase Orders by account assignment

= Account Assignment: Cost Center or WBS Element

® This report is helpful if you are trying to find a particular Purchase
Order that was paid for using a specific Cost Center or WBS
Element.

® Remember to enter as much information as possible in the initial
report input screen. This will minimize both the running time of the
report and the amount of displayed information.

R i 5 v Advanced Purchasing PUR_330 v2

Execute Report - ME2K RIS

1. Type in Cost Center or
WBS Element (see area
below CC).

2. Input specific date
ranges to narrow your
search criteria.

ol \elelals|  [eles[s[s[e]e] [4]

oenn

3. Execute Report.
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Execute Report - ME2K

Cost center
Stil1l to he
Still to he

delivered
invoiced

FO Twpe Wendor Mame FGp Order date
Item Material Short text Mat. group
DI A PInt SLoc Order oty. Un Met Price Curr. per Un

4500083998 142674 Maharam Fabrics Bz5 L O3S 2006

b Fabric - for Draperies 3}??5
15 580 vl 58 .80 uso 1 ¥D
Cost center
5ti11 to be deli c] WD 0.8 uso 8068 %
5ti11 to be invoiced ] WD [2cc) uso B.068 %

450005230 MNE 1338925 qture Promotions B24 0941172006
[efcjoioh] Java 3]11point Pens - White & Blue L1585

K UkBoe EN o a8 uso 1 EA

Cost center

5ti11 to be deliwvered o.aa uso .08 %

5ti11 to be invaoiced o.aa uso .08 %
ooooz Set-up Fee C1585

K Ukoo 1 1 EA

Double-click the Purchase
Order Number to view the

o0
00

4500006078 MEBE 132339285 Ad venture Promot 2006
e Found Blobe Shape actual Purchase Order.
K UKkoo 150 1 EA
Cost center
Sti11 to bhe delivered Q ES o0.o0 uso 0.00 %
5ti11 to be inwvoiced o EA 0. .oo uso 0.0 %
[afajaiobed Setup Fee C1585
K UEBE 1 EA 50 .08 uso 1 ERM
Cost center
5ti11 to be delivered o] EA [ oo uso 0.BE %
5ti11 to be invoiced o] EA [ oio) uso 0,88 %
[ajaja o bed FPaper FProoT C1585
K UEB: 1 EA 17 .80 uso 1 ERM
Cost center
5ti11 to be delivered o] EA [ oo uso o.BE %
5ti11 to be dinvoiced a E& o.aa uso .00 %
Advanced Purchasing PUR_330 v2 47
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Exercise VI elR|
| it
-ME2K Reporting
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Purchase Order Status Report - Z_ MMEKPO "%'._!i_l,_.

* PO Open Status Report Z_MMEKPO will list all open POs
for a specific Cost Center.

* This report is extremely helpful at the end of year,
especially when you need to clear up encumbrances
left open on an account.

K UNIVERSITY OF KENTUCKY]
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wipR
Purchase Order Status Report - Z_MMEKPO “&(Rl
-— |t
Program ZMM_EK tus Report
[El= 2. Execute Report.
Organization{LPararneters
Company Code uKod to
Purchasing Organization to | =
Purchasing Group to
Plant to | =]
Dacurment Parameters
Purchasing Document Mumber to
Purchasing Doc. Type to | =]
Furchase Order Date to (=]
Delivery Completed Indicatar = to | =]
Final invoice Received Ind =] to (=]
Vendor Parameters
Wendor ta
Minarity Indicatar to
Gaontraling Parameters
AcctAssignment Cat ta
Gost Center
WWBS Element ta
=y o 1. Enter your Cost Center
ardar to or WBS Element.
Report Type
Cost Genter (L]
Furchase Order
Initial Display Variant
Initial Variant /CCWESORDER
TIK univERsITY OF KENTUCKY] ;
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Check Information
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Display Document - FBO3 IR

® Has a particular Invoice or DAV been paid yet?
Go to FBO3
Document List
Type in document number or DAV number
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Display Document - FBO3 RIS

1. Double-click on
Document List

- Document list Firstitern | &2 Editing options

Keys for Financial Accounting Document display usi

Document Mumber Reference no

Company Code
Fiscal Year

R i 5 v Advanced Purchasing PUR_330 v2

53

Display Document - FBO3

2. Click Execute icon to
execute the report

Document List

| @z

2. Type Vendor Invoice
Number
Or
DAV Number

General selections
Document type
Posting date
Entry date
Reference number
Reference transaction
Reference key
Logical system

Also display noted items
[ Display noted items

Search for own dacuments

[_] ©wn documents anly

UG or keevc Advanced Purchasing PUR_330 v2
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Display Document - FBO3 RIS

4. Double-click on the
Document #

List

Edit Goto  Setting

ala B EHE aDo0 AR @ m

Document List

g BRI &E ¥ A EE T EE s
Document... |Dac Dat;/ Posting Date |Reference |Header td| Parked by|Entered on  |User name |Reversal™
5100037014|09M Wa 091 8r2006 |(PE1871608 091 8/2006 |CMMCELOD
5100043201 U}WEIZUUE 10/ 372006  [PB1871608 10/ 372006 |KMBROWZ
5100043601409/10/2006 |10 62006 |PS1871608 10011672006 |CMMCELOD

NOTE: Multiple document numbers may be displayed for a single invoice number.
However, only one posting will contain check information. You may have to try displaying
various postings before finding one which contains check information.

Advanced Purchasing PUR_330 v2

Document Display - FBO3 AR

Document Overview - Display 5. Double-click the Account
] BlaH Ce@ BHE DDDLO EE

Short Text

Document Overview - Display
AW rHETETFE %R R choose & swe T @ P

Doc.type : RE ( Invoice - gross ) Normal document
Doc. Number 5100043601 Company code UKGo 2007
Doc. date 09/18/2006 Posting date 18/16/2006 o4
Calculate Tax [
Ref.doc PE1871608
Doc. currency  USD
Itm|PK |fccoun| Account short text Amount|Cost Ctr  [WBS elem. |Fund Bssignment Text
1(31 125952.0911 Harket LP 8,173.00- 51000436012007
2(86|218118|GR/IR Clearing 2.00 |14272000840 0427510300 | 20061616
3[81|556018 | Computing Hardware 8,171.00 | 1427300040 B427510300 | 20061816
° 0.0

Advanced Purchasing PUR_330 v2
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Display Check Information - FBO3

AR

Document  Edit

nment|

< Document changes

an4an BE @

- Check information
Display Doc umeml—RH N
B LAY A & 2 Moredal noice status Girl+F10
125952 Dell| Duc.gmemenwrunmem 4 il At
Bompany Code UKD Additional assignments 3
University of Kentucky Rour Yaluation ' Doc. no. 51000843

Line ltemn 1 4 Invoice £ 31 Carrespondence
Amaount 8,173.00
6. Click-on Environment and
Additional details Reference object F2 Check Information
Bus. Area a1a1
Disc. base 8,173.00 USD Digc.amount  0.00 uUsD
Payt terms ZNOW Daysfpercent 0 E.BEB % 0 0000 %@
Bline date 09/10/2008 Fixed
Prnt black Irwaice ref. ! IB
Pmt hethod Pmt meth.supl. Payee 128613
Clearing 10/16/2006 / 2000148326
Agsighment 51000436012007

another posting from the invoice to view.

NOTE: If check information does not appear, go back to the Document List and select

Advanced Purchasing PUR_330 v2
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Display Check Information - FBO3 RIS
em  Help
IC@ @ DHEE & a8 IER @ o
Dispilay Check Information
=] Check recipient  Check issuer... | | ccompanying docs | [By Payment document
UKea Payment docurnentng. | 2000148326
Bank details
House bank APO1 Bank Key 041203895
Account ID WEND Bank Account Mumber B234544
Bank narme NATIOMAL GITY BARK
City CLEVELAND 44135-0000
Check information
Check Mumber 108148462 currency usD
Payment date 10/16/2006  Amount paid 8,173.00
Check encashment 10/25/2006  Cash discountamount  ©.00
Check recipient
MName Drell Marketing LP
City Chicago
Payee's country us
Regional code IL
Advanced Purchasing PUR_330 v2 58
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iawi sl R
Viewing Workflow - ME53N L
® Workflow enables you to see the entire Release Strategy
process.
Select Services for Objects icon
Click on Workflow
Then click on the Workflow Overview
Advanced Purchasing PUR_330 v2 60
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Viewing Workflow - ME53N

AR

I ]

i

slaH &d
Display Purch. requisition 100
By Cre || 8 Parnenst sesing

§ veussen |

1. Click-on Services for
Object icon. Choose
Workflow and Workflow
Overview.

L]
M o Pripsal Prast Dmaios

CvmatnP Coae ans30.007s
Courtry [T T,

[

L [WESIH = reresa ove .

Advanced Purchasing PUR_330 v2
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Viewing Workflow - ME53N R I
e
qr additional information about
the Workflow Status, click-on the
Display Workflow Log icon.
L I 1! T T x
Workflows for Object: 0010008351
Title |Crealinn (5] |Creatinn |Btatus |Task
‘Aiarkflow for overall release of reguish. |@1r13r2007 [11:5218 [Completed  [Workflow for overall re
o This screen will give you
..... information regarding the
- Workflow process (i.e. Status,
Current data for started workflow: Workflow for overallr|  p\;;chase Requisition Result and
Agent).
Steps in this process so far
Step name Status Resu Tme stamp  Agent
Release
Please release purchase requisition 10008351  Completed purcha_s_:e 00151;;2505? ) Ernie | Peel
requisition
Get work itern agents Completed D111!:‘1532;’:2£]DD7 " Batch User
01/13/2007 -
Create Attachment Completed 11:52-21 Batch User j
v
K vniveRsITY OF KEN -
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. . *ID1
Viewing Workflow - ME53N 1SS
Waolkflow Log
Sl i B & 2
4 view: Workllow Agents k |24 View: Workiow Objects
Workilow and task Details = Graphic ~ Agent  Status Result Date Time

? 8Wnrmlnwfmnvera\\ve\easenrrequwsn Completed  Workflow started 01132, 11562

mmmmen Release purchaser.. 01182 0835

Please release purchase requisition 10008

Getwork iterm agents Completed 01132, 1152
Create Atachment Completed 01132 1152
Please release purchase requisition 10008 Completed  Mail sent 0132 11582
[B Read user data of sender Completed 011682, 08349

[¥l Requisition 10008351 released Completed  Released Mail sent 01482 08:35:

Cnmp\emﬂ Confirmation sent 0200472 05:30

Purchase requisition 10008351 released

View: Workflow Chronicle gives the user an overall view of the workflow for the release of
this particular Purchase Requisition.

Note: The Details icon
Workflow process.

will give users an even greater detailed look into the

Advanced Purchasing PUR_330 v2 63
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Viewing Workflow - ME53N g L
*8* iew: Worldlow Chronicle ‘I G view. Warkflow Agents h EZ view: Workflow Objects |
Agent for task Executed Action Date Time  Relevant object  Objectname
< ] Emie L Peel
@3 Pleage release purchage requisiti'vork item reserved 011672, 08:34..
@3 Please release purchase requisith Execution started O1H6/2.. 08:34..
&z Please release purchase requisitli Terminating event receiv.. 01/16/2.. 08:35... Purchase requi.. 0010008351
ﬂ: Please release purchase requisith Terminating event receiv... 01MB6/2.. 08:35... Purchase requi.. 00100083451
@3 Please release purchase requisiti'¥ork ltem Processing ©... 011 6/2.. 08:35... Purchase requi... 0010008351
2 [J Elizaheth A Quillen
nﬁ: Wiarkdflow for overall release of reql Start Event Received 011372 11:582... Purchase requi... 00100083451
@3 Warkflow for averall release of regu (Subjwarkflow created 01302, 1182
@BWOMDwforoveraH release of requiorkfiow started 032, 1182
% [J Stuart E Henson
ﬂ: Purchasze requisition 10008351 re|WWork ltem Processing C... 02/04/2.. 05:30... Purchase requi.. 0010008341
@3 Purchase reguisition 10008351 re Work itern completed ma... 02/04/2.. 05:30...
b i Batch User

View: Workflow Agents gives the user the ability to see workflow actions performed by

each agent.

K vniveRsITY OF KENTUCKY] -
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Viewing Workflow - ME53N GIRIS

9 Yigw: Worklow Chronicle h 0 view: Workiow Agents | B View: Worklow Objects

Object in task Agent Executed Action Date Time
< & Purchase requisition 0010004351
@:Wnrmuwfuruvera\\ release of requisn Elizabeth A Quillen  Stat Event Received 01132, 1152
@3 Please release purchase requisition 10008351 Ermie L Peel Terminating event recaived 01M18/2... 0835
@3 Please release purchase requisition 10008351 Ermie L Peel Terminating event recaived 01M18/2... 0835
@3 Please release purchase requisition 10008351 Ermie L Peel Work ltem Processing Complete  01716/2... 08:35
@3 Purchase requisition 10008351 released Stuan E Henson Work ltem Processing Complete 0200472, 05:30

View: Workflow Objects gives the user the ability to see workflow actions performed by
agents.
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