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Creating a Multiple line Item/Multiple Fiscal Year Invoicing Plan Purchase Order

Use this procedure to create a multiple line item/multiple fiscal year SAP Purchase
Order Periodic Invoicing Plan for Digital Multi-Functional Devices (MFD) leases using
transaction type ME21N.

1. Launch, ECC 6.0 (SAP), select ME21N from the drop down menu or type ME 21N
within the search field

2. Select the ENTER icon.

= SAP Easy Access
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3. The Create Purchase Order entry screen displays.

4. Choose the Periodic Invoice Plan type from the dropdown menu.

5. Enter the applicable supplier's vendor number within the Vendor field.

Create Purchase Order

Document Overview On [0 & Hold &a | &8 @Eprint Preview Messages Personal Setting
Periodic Inv. Plan 'I I‘u’endur I Doc. date 04/30/2015 |E|
|E| Delivery/Invoice + Texts « Address ¢ Cormmunication + Partners Additional Data f Org. Data | Status © C... |I| @l

6. Select the Org. data [/owmps= |tab and complete the required fields, as shown

below, substituting your own Purchasing Group number for 279 (DGS Central).

Purch. Group
Company Code

Periodic Inv. Plan il Vendor 115691 RICOH AMERICAS CORP.. | Doc. date 05/01/2015
|E| Delvery/Invoice  Conditions | Texts | Address | Communication | Partners ~ Additional Data . Org. Data L
I Tt
Purch. Org. Lk?C-PAJ ‘ommonwealth of PA

279

DGS Central
COFAR COMMOMNVVEALTH OF PA
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7. Select the Additional data |/ addiwenslpata  fab and populate the validity date fields with
a start and end for the plan period.

Note: The Validity start and end dates are being used as start and end dates for
the invoicing plan, and are not to be confused with the validity dates in the
statewide MFD Lease contract.

In the example below, the PO will cover more than one fiscal year.

Periodic Inv. Plan h Vendor 115691 RICOH AMERICAS CORP.. = Doc. date 05/01/2015

|E| Delivery/Invoice |+ Conditions + Texts © Address | Communication © Partners - Additional Data [ Org. Data

Validity Start 01/01/2016
Validity End 0&/30/2017

8. Enter line item information, beginning with the Outline Agreement field:

a. Enter the Outline Agreement number
b. Enter applicable Agreement Item (contract line item).

c. Select the ENTER icon to pull the contract item details into the Purchase

Order.
|E‘ B/S..1tm |0... Matl Group Pint Stor. Location |Batch Regmt Mo. Reguisitioner | IM Materil Info Rec. R...|F... T..Purchase ... Reg|.. Outine Ag... Con..J RFQ
- (@10 EA muLTI FUNC..[ j 0| 0B 1600015329 100 -
(@20 EA muLTIFUNC olo 4600015329 140 >
(@30 EA muLTIFUNC olo 4600015329 150

d. Enter the PO (line item) quantity.
e. Enter the applicable Account Assignment category.

f. Enter the net price per line item (should be the same as the quoted price
received from the contractor).

g. Allow the remaining default line item information to remain.

|E‘ B s..Itm A I |Material Short Text PO Quantity 0... C Deliv. Date | Met Price CUrr... Per 0... Matl Group PInt stor. L[]
\Eho 4 Seg 6 MP75025P 75 pp 1.000EA D 01/01/2016 100.00050 1 EA  MULTI FUNCTION PR..DGS =
\E|20 4 Black & White Faxing 1.000EA D 01/01/2016 10.00WsD 1 EA  MULTI FUNCTION PR..DGS ~
‘E|30 K 3-Hole Punch 1.000EA D 01/01/2016 5.00WsD 1 EA  MULTI FUNCTION PR..DGS
\E|40 4 Seg 6 MP75025P 75 pp 1.000EA D 01/01/2016 100.00050 1 EA  MULTI FUNCTION PR..DGS
\E|50 4 Black & White Faxing 1.000EA D 01/01/2016 10.00WsD 1 EA  MULTI FUNCTION PR..DGS
‘El&o K 3-Hole Punch 1.000EA D 01/01/2016 5.00WsD 1 EA  MULTI FUNCTION PR..DGS
[ ] usD

Note that in the above line items, 10 — 30 are for FY 2015, and 40 — 60 are for FY 2016.

9. Repeat Step #8, as necessary, until all line items have been entered.




Rev. April, 2015

10. Select the Account Assignment |/ Account Assgnment [ tab and enter the applicable

account code information.

11. Select the Delivery 'tab.

Item I[ 10 ] Seg & MP75025P 75 ppm Ledger Size

il

Material Data |, Quantities/Weights |‘ Delivery Schedule /Deivery ]‘ Invoice

F Conditions |' Account Assignment

A
Overdeliv. Tol. £ [ |Unlimited
Underdel. Tal. % [ |Origin Accept.
Shipping Instr. | e
Stock Type [Unrestricted use -
Rem. Shelf Life [o]
QA Control Key ' -

15t Rem./Exped.
2nd Rem./Exped.
3rd Rem./Exped.
No. Exped.

Pl. Deliv. Time
GR Proc. Time

Incoterms

|| Goods Receipt
Rron-valuated

[|Deliv. Compl.

Latest GR Date

a. Remove the check mark from the Goods Receipt box in the Delivery tab, as

shown below.

Item [T 10 1 Seqg 6 MP75025P 75 ppm Ledger Size

] (&

Material Data |, Quantities/Weights |, Delivery Schedule /'/Deivew ]' Invoice |, Conditions |‘ Account Assignment

1

Overdeliv. Tol. $ [ |Unlimited

Underdel. Tal. 5 | |Origin Accept.

Shipping Instr. ' -
Stock Type [Unrestricted use -]
Rem. Shelf Life o]

QA Control Key ' -

1st Rem./Exped.
2nd Rem./Exped.
3rd Rem./Exped.
MNo. Exped.

Pl. Deliv. Time
GR Proc. Time
Incoterms

1

-
ID Goods Receipt
'™ non-valuated
[ Dl Compl.

Latest GR Date
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12. Select the Invoice F' tab.
Item [ 10 ] Seg 6 MP75025P 75 ppm Ledger Size =) BB

Material Data |~ Quantities/Weights - Delivery Schedule - Delivery / Invoice ]‘ Conditions  +~ Acco

. Receipt I Invoicing Plan I Tax code 10} Taxes
_|Fifal Invoice Jurisd. Code PROOOOOOD '
-Bsd IV
ERS
DP Category ' -|

a. Ensure that the GR-based IV box is unchecked.
b. Ensure that the ERS and Inv. Receipt boxes are checked.

c. Ensure that the Tax Code field is populated with I0 (I zero).

Item [ 10 ] Seg 6 MP75025P 75 ppm Ledger Size ~ +| BB

Material Data |~ Quantities/Weights | Delivery Schedule - Delivery / Invoice ]‘ Conditions  +~ Acco

[¢|Inv. Receipt I Invoicing Plan I Tax code 10} Taxes

[CJFinal Invoice Jurisd. Code |Paooooooo '
[ |GR-Bsd IV

=
ERS
DP Category

d. Select the Invoicing Plan button.

e. In the Specify Invoicing Plan box, select MFD Lease from the menu, as
shown below.

Ttem [[ 107 Seq 6 MP75025P 75 ppm Ledger Size
Material Data | Quantities/Weights |' Delivery Schedu

[ Inv. Receipt
[JFinal Invoice
[JGR-Bsd IV
[VIERS

DP Category

[= Specify Invoicing Plan

| Invoicing plan type
Ir

Sample periodic invoice plan
lstart e contact oot date
IMFD LEASE
[GESA MU THLY PATMENT |

Sample Partial Invoice Plan
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f. Select the CONTINUE button.

[ Inv. Receipt Invoicing Plan
JFinal Invoice
[)GR-Bsd TV
[VIERS [= Specify Invoicing Plan x
DP Category Invoicing plan type
I =1
I_MFD LEASE 7|_‘

|[w" Continue |[% cancel |

13. When the Invoicing Plan payment dates screen displays, the line items for the
various fiscal years will need to be changed so that they fall within a single fiscal

year.

a. In our example, line items 10 — 30 (FY 2015) need to have their Invoicing Plan End
dates changed to fall within one fiscal year.

Create Purchase Order
Conditions
Purchasing Doc.
Item 10 Seg 6 MP75025P 75 ppm Ledger Size
PO Quantity 1.000 E2 |
Met Value 100.00 TsSD
Invoice plan
Inv. plin ty. 12 MFD LEASE [ﬁ_ﬁm. payment from cont.. In Advance ol 1
Start date 01/01/201& |02 Contract Start Date Dates from
End date 0&/30/2017 |09 Contract End Date Dates until
Horizon 01/31/2017 |52| Horizon 1 Year Calid
Deadlines
Start of se... AcctSettl... Invoice date Invoice value Crcy (RS R |DCat
01/01/2016 0173172016 01/31/2016 100.00 USD L R —
02/01/2016 02/259/2016 02/29/2016 100.00 USD L R -
03/01/2016 03/31/2016 03/31/201¢6 100.00 USD 4 Pl
04/01/2016 04/30/2016 04/30/2016 100.00 USD A Pl
05/01/2016 05/31/2016 05/31/2016 100.00 USD R
06/01/2016 06/30/2016 06/30/2016 100.00 USD L Pl
07/01/2016 07/31/2016 07/31/2016 100.00 USD 42 Pl
0870172016 08/31/2016 08/31/2016 100.00 USD L R
09/01/2016 09/30/2016 09/30/2016 100.00 USD L P
10/01/2016 10/31/2016 10/31/201¢6 100.00 USD 4 Pl
11/01/2016 11/30/2016 11/30/2016 100.00 USD A Pl
12/01/2016 12/31/2016 12/31/2016 100.00 USD L R
01/01/2017 01/31/2017 01/31/2017 100.00 USD L Pl
=4
L
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Note that the monthly dates adjust automatically when the End Date is changed:

Conditions E

Purchasing Doc.

7 |.| Create Purchase Order

Trerm o | [Seq 6 MP75025P 75 ppm Ledaer Size
PO Quantity 1.000 [En |
Net Value [100.00 | [osn |
| Invoice plan
Inv. plan ty. [12] MFD LEASE n. payment from cont.. In Advance l:l'_|
Start date l01/01/2016 02| Contract Start Date Dates from []
End date [osss0/2016] | | Dates until ]
Horizon 01/31/2017 |52 Horizon 1 Year Cal-Id
| Deadlines |
Start of se...|AcctSettl... Invoice date Invoice value Crcy RS (R |DCat
01/01/2016 01/31/2016 01/31/2016 100.00 TSD L P =
02/01/2016 02,/29/2016 02/29/2016 100.00 TSD L P -
03/701/2016 03/31/2016 0373172016 100.00 TSD L P
04/01/2016 04/30/2016 04/30/2016 100.00 TSD L P
05/01/2016 05/31/2016 05/31/2016 100.00 TSD A PRl
06/01/2016 06/30/2016 06/30/2016 100.00 TSD A F1
=

14. Important: Verify that the budget period is correct for each Fiscal Year. You may
change the Budget Period manually, as necessary.

Item [[ 107 5eq 6 MP75025P 75 ppm Ledger Size  ~| BB

Material Data |~ Quantities/Weights F Delivery Schedule |‘ Delvery F Invoice F Conditions /ﬁccnunt Assignment u

Unloading Point
G/L Account
Business Area

CO Area

Cost Center
Fund

Functional Area
Funds Center
Earmarked Funds

| P |
8361100
e |
15

[ p—— |
COFA

| P |
1577140000

' Recipient

[1007400700| B3

[2015

[1310
1577140000

———— 1 1

T
Commitment Item LESEllUU

m AccAssCat | Cost center | Distribution ISingle accountassignme..." CoCode | COMMONWE .. =

. |

Ensure that the BP is correct for all line items.
In our example, the BP for lines 40 — 60 would
need to be 2016.
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The steps outlined below should be completed ON ALL LINE ITEMS, as
necessary, for each Purchase Order once the machine has been delivered.

1. Select ME22N Change Purchase Order from the SAP menu.

2. Select the Customer data tab at the header level and insert the Serial
number for your newly delivered copier into the Invoice Reference field, as shown
below.

Periodic Inv. Plan bl Vendor 115691 RICOH AMERICAS CORP.. | Doc. date 05/01/2015
E| Delivery/Invoice  Conditions + Texts  Address  Communication  Partners  Additional Data ~ Org. Data |~ Status - Customer Data |; P3

-5td Terms & Conditions: O
I all
Invoice Reference: LC'12345678 1]

Do not use any spaces or special characters such as #, $, @, etc.

Note: The machine delivery packing slip must reference the serial number to be
applied to the Invoice Reference field. The machine delivery packing slip must
also identify the Purchase Order number.

3. Select the Delivery tab at the item level and select the Delivery complete
check-box, as shown below.

(B 1tem [ 10 ] Seq 6 MP75025P 75 ppm Ledger Sze ~ ~| [« [+|
Material Data | Quantities/Weights + Delvery Schedule . Delvery } Invoice | Conditions + Account Assignment

Overdeliv. Tal. £ [ |Unlimited 15t Rem./Exped. ["|Goods Recaipt

Underdel. Tol. £ | |Origin Accept. 2nd Rem./Exped. [GR non-valuated

Shipping Instr. * | 3rd Rem./Exped. IDeI'rv. Compl. LI
Mo. Exped. 0

Stock Type Unrestricted use | Pl Deliv. Time
GR Proc. Time Latest GR Date

Rerm. Shelf Life D Incoterms

QA Control Key -

Note: The Invoicing Plan is triggered by the start date in the Invoicing Plan box, as well
as the selection of the Delivery completed box in the Delivery tab. It is very important
that this has been done for all line items. The delivery complete will not be able to be
selected once any of the payments have been generated.

Repeat Step #3, as necessary, for all line items

4. Re-save the PO by selecting the SAVE icon.



