Quick Reference Card
How to Locate Check Information (PQO’s only)

Process: Check information related to purchase orders can be found using SAP T-
code ME23N (Display Purchase Order). These steps will verify check information
for purchase orders created in both SAP and SRM systems.

Role: Various

Frequency: As needed

Message Definition

1. From the SAP Easy
Access menu, execute
T-code ME23N (Display
Purchase Order)

[ Menu Edit  Favorites

Extras

& | mE2an | ~: 4 H

SAP Easy Access

2. Select Purchase
Order / Other Purchase
Order from the top
menu

3. From the Select
Document box, enter
the PO number, select
the PO radio button,
and click Other
Document

& | purchase Crder | Edit  Gaoto

Eriron

.‘ | Other Purchase Order Shift+FS

Create
E DizplayiChange

F&

[ Select Document:

“IPurch, Requisition
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4. The Purchase Order
will display on the
screen. Go to the
bottom Details section
and access the
Purchase Order History
tab

rd PO SRM 7500009250 Created by Craig E Locke
soff | [ P o

Hrrint Preview  Messages 8 Perannal Setting

[[Ee] 1870 Standard PO 5 v|[7500009250] vendor 121794 Land O Lakes Purina Fea..| Doc. date
|E| Delivery/Invoice - Conditions |~ Texts . Address } Communication  © Partners  © Additional Daj
House no. fstreet 555 Maryville University Dr Ste 500 |§|
CityfStatefZIP Code St Louis 63141
Country us United States
Telephone Extension [=]
Fax Extension | = ‘
|E B Itm A 1 Material Short Text PO Quantity Q... C Deliv, Date  Met P
1 K Modified Wet Distilers Gr .. 4,871.220L0T D 0570572012

Lo

N

invoice receipts may be
associated with each
line item. Use the
up/down arrows to
move between line
items as needed.

g EEE fas uE @u@@@@& 2t P
|E| Item 1 [ 1 ] Modified Wet Distillers Grains - ][]
Inviice ¢ Conditions  © Account Assignrment Purchase Order History Texts - Delivery Add
) (&) 56 % ) (O] |5 ) (i) ] [E )i
S... " MyT [Material Do... Item Paosting Date T Quantity OUn T Qty in OPUn £ Arnouir
GR 101 5500538505 1 09/17/2012 4,871,220 LOT 4,871.220 4,5
Tr./Ev. Goods receipt 4,871.220 LOT = 4,871.220 « 4,8
IR-L 5106258237 1 09/24/2012 4,871,220 LOT 4,871.220 4,5
Tr./Ev. Invoice receipt 4,871.220 LOT = 4,871.220 = 4,8
5. Click on the invoice
receipt posting number
(85 rtem 1[ 1 ] Maclfied wet Distilers Grains | [[a]+]
NOte_' If the qrder has Iryoice ¢ Conditions  © Account Assignment Purchase Order History t Texts [
multiple line items, it is
possible different i

* T Matenal Do..
GR 101 55005385[!5

Item F‘Dstlng Date Z
1 09/17/2012

Tr./Ev. Goods receipt "
IR-L 5106258237 1 09/24,/2012

Tr./Ev. Invoice receipt .

uantity Oln B ity in OPLIn E
4,871.220 LOT 4,871.220
4,871.220 LOT » 4,871.220 =
4,871.220 LOT 4,871.220
4,871.220 LOT = 4,871.220 =
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6. Click Follow-On
Documents button

Display Invoice Document 5106258237 2013

Showe PO structure Follow-0n Documents ...

Transaction 1 Irvoice v 5106258237 (2013
(=
A Basicdata | Payment | Detals  Tax | withholding tax ¢ =]

7. Double-click into
Accounting document
number

[ List of Documents in Accounting

Documents in Accounting
Doc. Murmb... Ohject type text

5100592157 |Accounting docurnent

1015833992 Spec. purpose ledger
5106258237 Grants Mgm. Doc.

|@||§| Separate || Original docurnent ||E||g|

8. Double-click into the
amount on the vendor

7. Document Overview - Display

line item
G2 M4 M ETFEFEZE @ @chose [@oave TFMEH @
Doc.Type : RE [ Inwoice - gross | Normal document
Doc. Humber 5100592157 Company Code UEO0 Fiscal Year
Doc. Date ngszz/2012 Posting Date 09/24/2012 Period
Calculate Tax
Ref.Doc. 6887917
Doc. Currency USD
Itn|Account|Account short text Amount|Cost Ctr WES elem.
1/121794 |Land 0 Lakes Purina 4,571, 22
2]210110 |GR/IR Clearing 4,871.22 | 1013158040
il 0.00
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9. The Display
Document: Line Item 1
screen will provide
additional information
regarding the
transaction including a
Clearing date and

[ Dpocument  Edit Goto

& -

Extras  Erwironment

JB C@@ CHR STo8 HE @

Systern  Help

[ |. Display Docurnent: Line Ifem 001

2oy 2 E B & & addtiona Data [ElWwithholding Tax Data

document number if a Wendar zllzr?sdl j Land O Lakes Purina Feed Lic GfL Acc [210000
payment has been Company Code [ UEOD 555 Maryville University Dr Ste S00
processed . University of Kertucky St Lovis Doc. fo. 5100592157
Line Item 1 §f Invoice § 31
. Amount 4,871.22 UsD
If the Clearing
Document begins with a Additiond Data
#27 (2XXXXXXXXX), Bus. Area
then a check has been Disc. haze 4,871.22 USD  Disc, Amount  [0.00 S0
issued for this PO. Payt Terms | ZH3D Daysfpercent |30 |0.000 s o0 [o.o00 |s o
Bline Date 08/22/2012 Fixed
Prrint Block Irvoice ref, s 410
If the Clearlng ol wfh all NI=l=] 175240
Document number | Clearing 09,/24/2012 / 2001U4SBBSEi
begins with a “18” =l S o 201
(1sxxxxxxxx) the PO Text *arct: 559242 |@w Long text
was processed through
Payment Plus.
9. From the Display
Document screen, click [ Document  Edit Goto Extra_sS)[stem Help
Environment from the @ ~] 4 Document Changss b EE @8
Check Information I |
menu angl select Check Display Docament: 1
Information D 2 v A B Do MOESELE  CHlFID
ey
Document Environment 3
Wendor 121794 Lard O L Additional Assignrents » L Acc (210000
Company Code | UEOO 555 Mary Wallation 3
University of Kentucky St Louis Correspondence oc, 1o, 5100592157
Line Iterm 1 § Invoice [ 31
Armnount 4,871.22 0
Reference Ohject F2
Additional Data
Bus. Area
Disc. base 4,871.22 USD  Disc, Amount  [0.00 ush
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10. Screen will show
check number and date

Check information

To retrieve the Payment
Plus information, copy
the Clearing document
number from the
Display Document: Line
Item 001 screen and go
to SAP Screen
ZFl_EPAY_REGISTER

|. Display Documnent: Line Iftem 001
T A & & additiona Data

I T
wendor L|122?99 J Beaconmedaes LLC

Cormpany Code |[TEOO 1800 Cwerview Dr

University of Kentucky Rock Hill

Ling Itern 1 § Invaoice f 31

Arnount 95.00 UsSD

Additional Data

Bus, &rea

Disc, base 95. 00 USD  Disc. Arnournt
Payt Terms ZH30 Days/percent
Bline Date 09/08/2014 Fixed

Pront Block Invoice ref,

Pt Method Erit meth,sunl Eayves

Clearing 10/06/2014 4 1800001216

Assignrnent 51007933452015

Text *2CCT 165920 ORDER 415395

of issue Check nurmber 101040034 Currency 3D

Payment date 09/24/2012 Armount paicd 4,871.22

Check encashiment 10/01/2012 Cash discount armount 0.00
PAYMENT PI—US = Document  Edit Goto Extras Erwironment  Swystem Help
INFORMATION: @ F(HIe@e CHE fUoo @D @B

Withholding Tax Data

GfL Acc (210000

Doc, no, | 5100793345

0.00 Ush

30 (0.000 (%0 0.000 %0
£ A0

328811

|@w Long text
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On SC reen & program  Edit  Gotw Swstem Help

ZFI_EPAY_REGISTER @ FdEB e@e CHE SDOD @E @B

paste the Clearing ePayables Register

Document Number into @

the Payment Document Sefection Grtera

. Run Date 08/13/2014 to 02/13/2015

N o fleld " Payment Document Mo, 1800001218] to |?|
Accounting Document No. to [=]
Wendar to |E|

H Payment Document Amount to | = |
If the Clearl ng ReferencefInvoice Mo, to |E|

Document Number was

Qutput Contral

within the last 6 710pen ttems ; :
months, Execute the < Pacitems - :
SearCh - Tterns Pail

#WWithout Line Itemns

Layout

With Line Items

If the Document Layout
number IS Older than 6 0pen Items Only Fund Balance

gont?_s,ldadJUS; tEhe Run Note: It is required to have a date range in the Run Date Fields to
ate fields and Execute | o, ,qjite the payment information search. The Run Date Fields will
the search. default to the previous 6 months.




