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Course Objectives 

• After successfully completing this course you will be able to: 

– Search SAP for vendor, material, MRP, requisition, contract, 

purchase order, Goods Receipt, or Invoice information 

– Create, Change, Delete, or Process a Purchase Requisition 

– Create, Change or Delete a Purchase Order 

– Run Purchase Order reports in SAP 

– Approve Purchase Orders 



Course Overview 
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Purchasing Course Overview 

• Display Vendor (XK03) 

• Display Material Master (MM03) 

• Display Contract (ME33K) 

• MPR/Inventory (Various) 

• Change Purchase Requisition (ME52N) 

• Display Purchase Requisition (ME53N) 

• Assign & Process Purchase Requisitions (ME57) 

• Create Purchase Order (ME21N) 

• Change, Cancel, Delete Purchase Order (ME22N) 
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Purchasing Course Overview 

• Approve Purchase Order (ZME28) 

• Print Purchase Order and Purchase Order Changes (ME9F) 

• Display Purchase Order (ME23N) 

• List Displays of POs (various) 

• Display GR and Invoice Information (ME23N) 

• Display Detailed Invoice Payment Report (Y_DC1_32000525) 

• View Accounting Information (ME23N) 
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Agency Contracts – PO Criteria 

• A purchase order that is created against a contract 

includes definite quantity commitments, as well as 

definite dollar commitments at the time of the issuance 

of the order. 

• A purchase order constitutes an authorization to the 

supplier to deliver the goods or services 

Note:  Purchase Orders are not a source of supply. 
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Agency Contracts – PO Criteria 

• The purchase order is an encumbered document. 

• A validity period may exist. 

• Actual delivery dates must be specified for the purchase. 

• Account Assignment must be entered per line item. 

• Purchase orders require a plant to be entered. Without 

proper authorization an agency-wide purchase is not 

possible for agencies that have multi-plants (for example, 

PennDOT, Public Welfare and Correctional Industries). 
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Agency Contracts – PO Criteria 

• The purchase order is used by agencies to order items 

from agency-wide or multiple agency contracts. 

• Goods receipts and invoice payments are created with 

reference to a purchase order. 

• Purchase quantity must be specified at the line-item and 

cannot be shared among lines. 



Master Data 
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Display Vendor Record 

• This transaction allows the user to display all the information 

contained in a supplier’s master record, based on the vendor 

number.  Use this transaction to research any aspect of the 

supplier’s master data. 

• The XK03 transaction allows the user to see information in all 

screens.  Note:  The Commonwealth is not using the Withholding 

tax screen. 

• The multiple screens and all the fields contained in each are 

displayed and structured in exactly the same sequence as if the 

user was creating or changing the vendor master record, except 

all fields are grayed-out as the user is in display-only mode. 
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Display Vendor Record (XK03) 

Initial Display Screen 

1.  Use match code search to find the vendor 

number.  Enter Company Code and 

Purchase Org. 

2. The boxes in these areas 

allow the user to select 

which screens to view 

3. Select the ENTER icon 

when done to view the 

supplier’s information 
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Display Material (MM03) 

• Material Master Record 

– Contains all information relative to a material: physical 

characteristics, finance account, MRP, purchasing, inventory, 

storage, etc. 

• With this transaction the user can display a material 

master record as it currently exists in the SAP system 
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Display Material (MM03) 

Trigger 

• Agency requestor needs to display material 

Reason 

• Purchasing Agent needs to buy a digital thermometer but is not 

sure whether material has been extended to agency 

Process 

• Agency requestor displays material using transaction code 

MM03 
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Display Material (MM03) 

• The types of information contained for the material 

include: 

– Material Description 

– Unit of Measure 

– Storage location stocks 

– Material Valuation 

– Purchasing information 

– MRP (material requirements planning) 
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Display Material (MM03) 

• To display material master information, enter 

your material number, and select the SELECT 

VIEWS button 

• A separate dialog box will display.  In the dialog 

box, select Basic Data 1, Purchasing, and 

Accounting 1.   

• Select the GREEN checkmark at the bottom of 

the dialog box   

Note:  If you are running MRP, you need to select 

the views listed above.  In addition, select MRP1, 

MRP2, and MRP3. 
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Display Material (MM03) 

When you select the GREEN checkmark, the dialog box shown below will display 

• Enter your plant and select the GREEN checkmark 
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Display Material (MM03) 

This will display the information for the 

material.  By selecting the tabs at the top, 

you can move through the different views. 



Display Contracts 
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Display Contract (ME33K) 

• This transaction allows the user to display all the 

information contained in a contract (outline agreement).  

• To begin this transaction, you can use either the menu 

path or the transaction code 

Menu Path: 

 

Transaction: ME33K 

 

 

 

Logistics > Materials Management > Purchasing 

Outline Agreement > Contract > Display 
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To display a contract, select the match code next to the Agreement space.  This will open a 

dialog box to search for your contract number.  Select the appropriate search tab, and 

enter criteria, then select the GREEN checkmark.  Locate the contract and select the 

number, this will populate the contract number into the Agreement field.  Select the 

GREEN checkmark at the top to display the contract. 

Display Contract (ME33K) 
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Display Contract (ME33K) 

The contract will open in the 

Item Overview screen.  This 

screen lists the material, 

description, material group, 

unit of measure, price, and 

vendor number. 

See the next slide for a 

description of the icons 

used in this display. 
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Display Contract (ME33K) 

• Hat – Header Data (validity date) 

• Envelope – Supplier Information 

• People – Supplier Partner Info 

• Flag – Release Strategy 

• Puzzle Piece – Item Detail 

• Paper/Pencil - Text 

The icon/drop down next to the 

“Display Contract” is the SERVICES 

FOR OBJECT icon.  Select the drop 

down paper to view the attachment to 

the contract. 



Material Requirements Planning (MRP) 
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Material Requirements Planning 

• Periodically the stock level is verified for materials created with 

MRP processing. 

– When the stock level for the MRP material reaches less 

than the reorder point, the next MRP run will generate a 

planned order proposal. 

 



28 

Material Requirements Planning 

Learning Objectives: 

Understand how to display a stock requirements list 

Understand how to process a MRP run for a single material 

and at plant level (such as, DGS, DPW) 

Understand how to process a MRP collectively 



29 

Stock/Requirements List (Individual) (MD04) 

Trigger 

• An MRP run has been completed, resulting in an 

analysis of on-hand balances (available quantity), and 

planned order requirements. The MRP Controller 

wishes to evaluate this analysis for an individual 

material to make informed decisions about initiating 

procurement of that material. 
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Stock/Requirements List (Individual) (MD04) 

Input 

Results 

Input & Result of List 

(PennDOT Only) 
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Stock/Requirement List (Individual) (MD04) 

• Transaction Code: MD04 

• This transaction results in a stock/requirements list for 

an individual material selected by the user. 

• After selecting the specific material number and 

executing the report, all functions are the same as the 

collective display of the stock/requirements list, 

transaction MD07. 
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Collective Display of Stock/Requirements List (MD07) 

Trigger 

• An MRP run has been completed, resulting in an 

analysis of on-hand balances, and planned order 

requirements.  The MRP Controller wishes to evaluate 

this analysis for all materials that were included in the 

MRP run, in order to make informed decisions about 

initiating the procurement process for the plant’s 

needed materials.  
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Collective Display of Stock/Requirements List (MD07) 

Input 

Results 

*Traffic Lights: The traffic 

light values (red, yellow, 

green) indicate how urgently 

materials need to be 

processed.  Red Lights 

immediately indicate that the 

appropriate materials are 

critical and urgently need to 

be processed. 

 

(PennDOT Only) 
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Collective Display of Stock/Requirements List (MD07) 

• Transaction Code: MD07 

• Use this transaction after a Materials Requirement Planning 

(MRP) run has been completed to analyze the planning 

results 

• The output of this list is based upon specified selection 

criteria 

• Stock Requirements list is the most dynamic up-to-date list. 
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MRP Run (MD01) 

Trigger 

• An MRP run is performed for a category of materials, or 

all the materials in a plant.  This transaction will be 

performed at the discretion of the MRP Controller.  This 

transaction can be run daily, weekly, or monthly. 

(This is run by the Inventory Planner – this is a high level overview 

and is not done by the Purchaser) 
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MRP Run (MD01) 

• Transaction Code: MD01 

• This transaction results in an MRP (Material 
Requirements Planning) run for all the materials in a 
plant or a selected category of materials that are 
grouped by planning type or other criteria 

• After selecting the plant number and other specific 
planning criteria, the MRP run is executed manually by 
the user.  The MRP run results in a list of planned 
orders for materials that should be replenished, which 
can be converted to purchase requisitions 

 



37 

MRP Run (MD01) 

• All plants will start with the reorder point planning 

method.  In reorder point planning, procurement is 

triggered when the sum of plant stock and firmed 

receipts falls below the reorder point.  The reorder point 

should cover the average material requirements 

expected during the replenishment lead time. 
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MRP Run (MD01) 

• The results of the MRP run, consisting of the materials 

and quantities planned automatically by the system, can 

be reviewed immediately after the run is executed with 

this transaction 
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Display Planned Order Collectively (MD16) 

Trigger 

 

• MD16 displays all planned orders for a plant via MRP 

Controller number or material number 
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Display Planned Order Collectively (MD16) 

Step 1 

Step 2 

Step 3 

*This is done by the Inventory Planner and not the 

Purchaser.  This slide is to give purchasing staff 

and idea of planned orders that may be coming 

through the purchasing process.  It allows the 

Inventory Planner to view workload before sending 

to purchasing agent. 
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Display Planned Order Collectively (MD16) 

• Transaction Code: MD16 

• This transaction allows the MRP Controller to create a list of 

planned orders by MRP Controller ID or by material 

• From the list, user can also convert selected orders into 

purchase requisitions.  This process is explained in detail in 

another topic 

 Note:  MRP and Inventory must be done in R/3.   
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Overview of Requisitioning, Sourcing, and Purchasing 

• Requisitions are the beginning of the procurement 

process 

– Requisitions in SAP are created via MRP processing or 

manually for inventory orders 

• These requisitions are then pushed into SRM through Plan Driven 

Procurement (PDP) for processing by procurement professionals 
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Overview of Requisitioning, Sourcing and Purchasing 

• Sourcing identifies the suppliers available to satisfy the 

procurement needs 

– Planned orders created from MRP run are converted into 

requisitions to begin the procurement process 

 



Purchasing 
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Overview of Purchasing 

• An SAP purchase order is created with reference to a 

contract (release orders) 

• Purchase orders cannot be created until a source of 

supply and a price have been established 

• Purchase orders that require approvals cannot be sent 

to the supplier until the required approvals have been 

fully executed 
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Overview of Purchasing 

• Purchase orders can be created for both materials and 

services, and can be for both inventory items and 

expensed items 

• Purchase orders cannot be created for both contract 

and non-contract items, and cannot be created for items 

from multiple contracts 

• Purchase orders always require accounting information 

• Purchase orders are always encumbered  
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Create Purchase Order (ME21N) 

• This transaction is used to create a purchase order 

• To begin this transaction, you can use either the menu 
path or the transaction code 

Menu Path:  Logistics > Materials Management > Purchasing> 

                       Purchase Order > Create > Vendor/Supplying Plant Known 

 

Transaction Code: ME21N 
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Create Purchase Order (ME21N) 

The purchase order is divided 

into three sections: Header, 

Item Overview, and Item Detail.  

The Header and Item Detail are 

divided into sub-tabs and the 

Item Overview is designed like a 

spreadsheet. 

Doc Type is Standard PO (New)  
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Create Purchase Order (ME21N) 

Above the Header are the Order Type, Vendor, and Doc Date (date defaults) which must 

be completed.  The Header section contains information applicable to all line items 

contained on the purchase order.  The tabs include: Delivery/Invoice, Conditions, Texts, 

Address (supplier’s), Communications Data, Partners, Additional Data (validity period), 

Org Data, Status, and Customer data. 
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Purchase Order Header Texts 

• Header texts are used to store information on a 

purchase order that will be applicable to all line items 

contained on the purchase order.  The following texts 

have been defined for use by the Commonwealth. 

– Header Text:  used to store any special instructions and 

conditions required of the supplier.  This text will be printed 

out on the purchase order that will be sent to the supplier. 
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Purchase Order Header Texts 

– Encumbrance Information Text:  used to store fund, cost 

center and G/L account numbers as well as the amount 

encumbered per fund.  This field should also be used to enter 

the justification of the purchase and any special notes for 

internal use.  This text will not print out on the purchase order 

that will be sent to the supplier. 

– Shipping Instructions:  used to enter any specific shipping 

instructions to supplier that relate to all items on the purchase 

order.  This text will always copy from the contract.  This text 

will be printed out in the purchase order that will be sent to 

the supplier. 
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Purchase Order Header Texts 

– Terms of Payment:  used to enter any type of special payments 
that need to be communicated to supplier.  An example would 
be staggered payments.  Note that this text is not used to 
establish the standard payment period for an invoice.  This text 
will always copy from the contract.  This text will be printed out 
in the purchase order that will be sent to the supplier. 

– Insurance Information Text:  used to input any insurance 
information related to the purchase order.  This text will always 
be printed out in the purchase order that will be sent to the 
supplier. 

– Bond Information Text:  used to input any bond information 
related to the purchase order.  This text will always be printed 
out in the purchase order that will be sent to the supplier. 



53 

Purchase Order Header Text 

– Vendor Memo General:  copies from vendor master.  This 

text will be printed out in the purchase order that will be send 

to the supplier. 

– Vendor Memo Purchasing Org: copies from vendor master.  

This text will be printed out in the purchase order that will be 

sent to supplier. 

– Confidential Terms of Payment Note:  used for 

communication with the invoice processor.  This text will 

always copy from the contract.  This text will not be printed 

out in the purchase order that will be sent to the supplier, as it 

is confidential information that is simply stored here. 
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Purchase Order Item Texts 

• Item texts are used to store information on a purchase 

order that will be applicable to a particular line item in 

the order.  The following text have been defined for use 

by the Commonwealth: 

– Item Text:  used to store any special instructions and 

conditions to the supplier.  If no attachment exists, this text 

will always copy from the contract.  This text will be printed 

out in the purchase order that will be sent to the supplier. 
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Purchase Order Item Text 

– Material PO Text:  used to supply additional descriptive 

information for the material or service.  This text will copy 

from the material master or service master record and will 

print out in the purchase order that will be sent to the 

supplier. 

– Shipping Instructions: used to enter any specific shipping 

instructions to that supplier that apply to an individual item in 

the order.  This text will always copy from the contract.  This 

text will be printed out in the purchase order that will be sent 

to the supplier. 
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Change Purchase Order (ME22N) 

• This transaction is used to change, cancel, delete and 

add an attachment to a purchase order 

• Some changes to a purchase order will require the 

order to go through another release strategy (re-

approval), including a change to terms and conditions or 

an increase to price and or quantity of greater than 

10%.  Certain other release thresholds may be 

surpassed because of an order change as well. 
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Adding Attachments to Purchase Orders 

• Attachments can be added to orders via the change 

purchase order transaction (ME22N) only 

• Most document types can be added to a purchase 

order, such as Word, Excel, PowerPoint, Adobe 

Acrobat, or other documents that may be submitted by 

the supplier 
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Purchase Order Amendments & Changes 

• There is no version control for purchase order changes.  
Once the PO is changed only the latest version of the 
purchase is displayed on the screen. 

• A history of purchase order changes is recorded by the 
system so that a user can see who made changes and 
when the changes were made to the order.  For each 
changed field the old value and new value will be 
recorded, with the exception of header and item texts.  
The time of the text changes and the user ID are 
recorded by the system, but not the old versus new 
entries. 
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Overview of Contract Set Up for Market Priced GR Contract 

• This section describes the steps DGS uses to set up a 

market priced contract so that agency purchasers can 

achieve the 3 way match between Purchase Order, 

Goods Receipt and Invoice 

– The DGS Commodity Specialist (CS) starts in either ME31K 

(Create Contract) or ME32K (Change Contract).  The 

example assumes the contract has already been created. 
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Overview of Contract Set Up for Market Priced GR Contract 

•To change the item basic data, the CS must go to Item, More Functions, 
Additional Data 
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Overview of Contract Set Up for Market Priced GR Contract 

• In the Conditions Section of the Additional Data Screen, they select GR Date 
from the drop down menu.  The system will read contract pricing on the date of 
goods receipt. 



62 

Overview of Contract Set Up for Market Priced GR Contract 

• They go to the Item menu and select Details 
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Overview of Contract Set Up for Market Priced GR Contract 

• In the line item, under the GR/IR control section, they must select GR 

based Invoice Verification (bottom right of the screen) 

• They repeat these steps for all line items of the contract, then they 

SAVE the changes. 
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Market Pricing Purchase Orders 

• When an agency creates a purchase order, the indicators will default as 

shown below  

– GR Pricing is reflected on the line item details “Condition Control” 

tab 
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Market Pricing Purchase Orders 

– GR-based IV is reflected on the line item details “Invoice” tab 
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Market Pricing Purchase Orders 

Note:  the line item price is the current contract price. 
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Market Pricing Purchase Orders 

Illustration 

• If the contract pricing was changed from $2.00 to $1.90 the 

contract price for the time period (condition validity period) is the 

price used for GR valuation on the date of receipt 
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Market Pricing Purchase Orders 

Note:  the contract contains 3 pricing 

conditions. 

 

 

 

 • On 7/10/07 price is $1.90 
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Market Pricing Purchase Orders 

• From 7/11/07 through 7/14/07 price is $1.95 

• From 7/15/07 until the next price change the price is $2.50 

If the contract is set up properly and goods receipts are entered timely, 

the system will know what price to pull in for the 3 way match. 
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Approval Process for Purchase Orders 

• No approval is required for purchase orders of less than $3,000 

in SAP.  Document type is Standard PO (New). 

– Please note that these approval thresholds are not consistent with SRM 

• Any non-standard terms and conditions require additional 

approvals 

– Select the Non-Std Terms & Conditions checkbox on the Customer Data 

tab in the Header section 



71 

Purchase Order Document Types 

• CPA1, CPA2, CPA3, and CPA4 are all construction 
type purchase orders. (used only by DGS) 

• DGS – Purchase orders generated by DGS buyers on 
behalf of an agency. (now done in SRM) 

• EP – Purchase orders that are generated for 
procurement of goods and services that are considered 
an “emergency” (now done in SRM) 

• EX – Purchase orders that have been converted from 
legacy systems (no longer used) 



72 

Purchase Order Document Types 

• NNB – Standard Purchase Orders -  for materials and services 

• POC – Purchase off-contract (When a purchase order is being 
created for supplies or services that currently exist on contract, 
however, that contract is not being utilized) (no longer used) 

• SSB – Sole Source Materials (materials only) (now done in SRM) 

• SSD – Sole Source Services (services only) (now done in SRM) 

• Most document types can be used to order both materials and 
services  

• The purchase order document type is important as it will determine 
who is required to approve the purchase order 
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Approve Purchase Order (ZME28) 

• This transaction is used to approve a list of 

purchase orders that are ready for further 

procurement processing 

• Before a purchase order can be sent to the 

supplier, it must go through the approval process 

(release strategy) 
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Approve Purchase Order (ZME28) 

• Display the Release (Approve) Purchasing 

Documents screen using transaction code ZME28   

• Enter the Release code (code for approving agent), 

Set Release (indicator used to search for 

documents ready to be set for release), and Plant 

(agency code) 

• Select the EXECUTE button 

• This will display a list of documents waiting approval  

• Double click the document and review the 

information   

• Then go back to the document list, with the 

document just reviewed still selected, and select the 

RELEASE button   

• You will see a message at the bottom of the screen 

stating the PO is set for release.  Select the SAVE 

icon, the Release (Approve) Purchase Document 

screen displays a system message “Release 

Saved”.   
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Transmit Purchase Order (ME9F) 

• Use this transaction to print or transmit a purchase 

order or change purchase order to a supplier 

• To begin this transaction, you can use either the menu 

path or the transaction code 

Menu Path:  

 

 Transaction: ME9F 

Logistics > Materials Management > Purchasing > 

Purchase Order > Messages > Print/Transmit 
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Transmit Purchase Order ME9F 

• Once in ME9F, enter your 

Purchasing Organization and 

Purchasing Group number 

• Select the EXECUTE icon 
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Transmit Purchase Order (ME9F) 

• A list of purchase orders 

ready for transmitting will 

display   

• Select the purchase order to 

be printed by checking the 

box to the left of the entry 

• Select the OUTPUT 

MESSAGE button 

• You can also select the 

DISPLAY MESSAGE button 

to display the purchase 

order before you Output it to 

make sure it is correct 
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Re-Transmit Purchase Order (ME9F) 

• Enter your purchase order 

number 

• Change the Processing status 

field to “1” to re-submit 

• Select the EXECUTE icon 

 

 

Re-Transmit: 
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Re-Transmit Purchase Order (ME9F) 

• Select the last message line of the purchase order to be printed, select the MESSAGE 

DETAIL button 

• Select the last message line 

• Select the REPEAT OUTPUT button, 

then select the SAVE icon  

• Select the GREEN (back) arrow to 

take you back to the search screen 
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Re-Transmit Purchase Order (ME9F) 

• Once you are back to the search 

screen, re-enter your purchase order 

number   

• You will now leave the Processing 

Status at “0” 

•  Select the EXECUTE button 

• This will display your purchase 

order ready for reprinting  

•  Select the purchase order by 

checking the box to the left 

• Select the OUTPUT MESSAGE 

button 
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Display Purchase Order (ME23N) 

• Use this transaction to display a purchase order and 

review the information 

• To begin this transaction, you can use either the menu 

path or the transaction code 

Menu Path: 

    

Transaction: ME23N 

Logistics > Materials Management > Purchasing 

Purchase Order > Display 
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Display Purchase Order (ME23N) 

ME23N allows you to display a document.  Notice the fields are grayed out so changes 

can’t be made. 
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List Displays of Purchase Orders (various) 

• These transactions allow the user to display lists of purchase 
orders for a specific plant 

• There are several ways to display a list of purchase orders: 

– ME2B List POs by Requisition Tracking Number 

– ME2C List POs by Material Group 

– ME2K List POs by Account Assignment 

– ME2L List POs by Vendor 

– ME2M List POs by Material 

– ME2N List POs by Document Number 

– ME2S List Services by PO Number  



Invoicing/Good Receipt 
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Overview of Invoice Entry 

An invoice is created in the system in one of four ways: 

1. Payable Services PO Box (Scanned at Revenue) 

2. Evaluated Receipt Settlement (ERS) 

3. Invoicing Plan 

4. XML 
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Overview of Invoice Entry 

• Supplier sends paper invoices to a central PO box in the 

Dept of Revenue.  The invoice is scanned and indexed 

based on key elements from the invoice. 

• Comptroller conducts a pre-audit review of each PO invoice 

prior to posting the document in SAP.  Upon posting of the 

invoice document, the system completes a 3-way match to 

confirm that the Goods Receipt, Invoice, and PO are present 

and any discrepancies are within acceptable tolerances. 

• In addition, SAP also checks for CRP issues when the 

invoice is $5,000 or more. 
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Overview of Invoice Entry and Processing 

• When the invoice is posted and there is a three way 

match, it will be available for the next payment run.  A 

three way match means PO price >= invoice price and 

goods receipt/service receipt qty >= invoice quantity. 

• If the invoice price is > the PO price, the invoice will be 

blocked for payment with a Price block (Prc.) 
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Overview of Invoice Entry and Processing 

• If the invoice quantity is > the GR/SR quantity, the 

invoice will be blocked for payment with a Quantity 

block (Qty) 

• A manual block (M) will be set on invoices >= 5K when 

obligations exist in the Contractor Responsibility 

Program (CRP).  When the invoice is blocked for CRP 

obligation, it will be routed through workflow back to the 

Agency invoice reconciler. 
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Overview of Invoice Entry and Processing 

• A manual block (M) will be set on all invoices >= $5 

million.  When the invoice is blocked for >= $5M, it will 

be routed through workflow back to the Agency invoice 

reconciler who will contact Treasury to get a pay date. 

• Both of the Manual blocks are automatically checked for 

each invoice processed with reference to a PO.  If either 

circumstance exists, the invoice processor is given an 

error and required to set the manual block on the line 

item. 
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Invoicing 

Learning Objectives: 

Understand how to search for and display previously 

entered GR and Invoice information 

Understand how to locate supplier payment information 

Understand how to display accounting information 
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Display Vendor Invoice Document for 

Purchase Order (ME23N) 

• Display Vendor Invoices can be used to verify internal questions 

such as: 

– Have the accounts been posted, and  

– Who were the documents created by 

•   It can also be used to answer supplier questions, such as:  

– Has the invoice been created in SAP? 

– Has it been sent to Treasury? 

– Has Treasury paid the invoice? 

– What address was the check sent to? 
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Display GR/Vendor Invoice Document via ME23N 

You can view the Goods Receipt or Invoice Document information in ME23N in the 

Item Detail section – Purchase Order History tab.  To view further information, select 

on the Material Document number to open further screens. 
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Display Vendor Invoice Document via ME23N 

Once in the Display Invoice Document screen, select the FOLLON-ON 

DOCUMENTS button at the top of the screen. 
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Display Vendor Invoice via ME23N 

A dialog box will appear.  Double click on the Accounting Document. 
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Display Vendor Invoice Document via ME23N 

A screen will display showing the accounting information.  Double click on 

the PO number in the Text field. 
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Display Vendor Invoice Document via ME23N 

The accounting information for the first line item will appear.  Double click 

on the clearing number. 
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Display Vendor Invoice Document via ME23N 

The accounting information for that line item will display.  Scroll to the right 
to locate the check number and payment date. 
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Display Vendor Invoice Document via ME23N 

Under the Text field you will find the check number.  The payment date is 

located under the Assignment field. 
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Display Vendor Invoice Document 

via Y_DC1_32000525 

You can also locate supplier payment information by using transaction 

Y_DC1_32000525. 
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Display Vendor Invoice Document 

via Y_DC1_32000525 

• Enter your PO number 

• Select the check box next to 

the PO Related Invoice 

Payment Data along with the 

check boxes for the three 

items below it as shown 

• Select the EXECUTE icon 
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Display Vendor Invoice Document 

via Y_DC1_32000525 

This will display the Detailed Invoice Payment Report for the purchase 
order. 
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Display Vendor Invoice Document 

via Y_DC1_32000525 

Scroll to the right to view the check information and payment date. 
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View Accounting Information in ME23N 

You can view line item balances and account assignment information in 

ME23N by selecting the Environment menu and selecting AC Commitment 

Documents. 
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View Accounting Information in ME23N 

When the dialog box 

“Documents in Accounting” 

displays, double click on the 

Funds Management document. 
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View Accounting Information in ME23N 

The Document Journal will display showing all activity for the line items.  
You will see carry forwards from previous fiscal years, changes to amounts 
in PO line items, deletions, and reductions (invoices). 



Questions and Answers 



Additional 

Reference 

Materials 



Account Assignment Structure 
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General Ledger Accounting 

Commonwealth G/L Types 

1 – Asset Accounts 

2 – Liability Accounts 

3 – Reserves, Unreserved, Equity 
Accounts 

4 – Revenue Accounts 

5 – Costs of Goods Sold 

6 – Expense Accounts 

7 – GAAP only accounts 

8 – Reserved for CO 

     CO secondary postings 

      Such as 200 transfers 

    

61 – Personnel Services 

62 – Inventory 

Consumption 

63 – Operational Expense 

64 – Fixed Assets 

66 – Grants 

67 – Bad Debt Expenses 

68 - Depreciation 
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Cost Centers 

Controlling Cost Centers 

Example:  1810100123 

18 = Agency (same as Business Area number) 

1    = Secretary or Deputy Secretary 

0100 = Organization 

123 = Agency Defined 
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Internal Orders 

• Internal Orders will be used for: 

– Maintain cost collection 

– Costs with pre-determined life i.e., dockets, claim cases, missions 

– Federal Grants 

• Non-Grant Internal Order numbers will be system generated, 

with some exceptions for unique business process 

• Field Length: 12 characters 
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Internal Orders 

Controlling Federal Grant Internal Orders 

Example:  G21100100001 

G   = Agency Indicator 

21100 = Grant Number 

1000 = Program Measure 

01  = Class 

The Grant Number (characters 2-6) is the 5-digit grant number that was used in ICS. 

The Program Measure (characters 7-10) is the modified version of the 5-digit program 

measure that was used in ICS. 

The Class (characters (11-12) is the new numbers used to group Internal Orders to make 

up individual line items for Federal reporting purposes, if necessary. 
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General Ledger/Commitment Items Relationship 

G/L Accounts Commitment Item Accounts 

6311010 Travel-Lodging 

6311020 Travel-Subsistence 

6311030 Travel-Mileage 

6311040 Travel-Transportation 

6311999 Travel-Other 

6311000 Travel 
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Funds Management (FM) 

SAP Fund 

Example:  1012301333 

10 = Ledger 

123 = Appropriation-all new appropriation numbers 

01 = Fiscal year 

333 = Agency Defined-Lower level fund, PennDOT Program 
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Funds Management (FM) 

• Funds Center and Funds Center Hierarchy 

– Fund Centers represent the organizational areas of 

responsibility for budgetary monitoring and reporting.  Funds 

Centers are in a standard hierarchy which is used in drill-

down reporting.  For reporting purposes Funds Centers can 

be organized in alternative hierarchies. 

– CO objects, cost centers, internal orders, WBS elements can 

be assigned or linked to funds centers. 

– Field Length: 10 characters 
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Funds Management (FM) 

18  = Agency (same as Business Areas Number 

1  = Optional Secretary or Deputy Secretary 

1020 = Organization 

000 = Always 0 

Example:  1811020000 
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Functional Area 

Functional Area is a responsible program dimension of a 
governmental organization.  Functional area is not hierarchical.  
Functional Area is available in FM, CO/PS, and FI. 

• Field Length: 4 

Example:  1340 

1 = Program-Budget and CAFR (7) 

3 = Category 

4 = Subcategory 

0 = Not Defined 
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SAP Basic Help Cards 
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SAP Basic Help Cards 
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SAP Basic Help Cards 
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SAP Basic Help Cards 
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Additional Reference Materials  

• To view the Management Directives, Executive Orders, 

Administrative Circulars, and Manuals go to the Office 

of Administration website at www.oa.state.pa.us 

• To view the Procurement Handbook and the 

Procurement Code, go to the Department of General 

Services website at www.dgs.state.pa.us/procurement

  

http://www.oa.state.pa.us/
http://www.dgs.state.pa.us/procurement


 

 

 

Thank you! 

SAP R/3 Purchasing 


