Quick Reference Card - ME2K Purchase Orders by Account Assignment

ME2K transaction code

Purpose: ME2K produces a report that displays purchase orders by cost object. If
PO# begins with 75xxxx, the PO originated in purchasing. If PO # begins with 78xxxx, the PO
originated with OSPA’s Sub-award Administrator.

Procedure

Enter grant number
the number in the
WBS element field
and hit execute.

If you do not know (o5t et o ‘ n’>‘
the number, click on fi 7 —
the Possible Entries | WS element (

icon to perform a 5 1 —

search. Use the
information you have
(for example; cost

center name) to

find the cost center
number.
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A report will appear

FO Twpe Wendor MName FGp Ordexr Date
showing purchase b T A Pine Stec e rder Ovy  m Net Price curr.  per mm
Orders for the COSt TEOO0O0S&325 MEFPO 1195852 Fizher Scientific Comparny 057 09/705 /2018
ObJect SpeCIerd ooool EOX MICROSCOPE SLIDE 100F ELUE Al 100000
- P TEOO L=y Eh Z7.70 TS 1 E&
WES Element 32100003346
S3till to be deliwered o Ei o.oao TS O.00 3
. Still Tto be inwvoiced o EL o.oao TsD O.0o0 3
From th|S Screen a ooooz EOX MICROSCOPE SLIDE 100PGREEN Al 100000
f . P KOO L= En G.Z24 osD 1 En
ew scenarios are WES Element 3210000396
Still o be deliwered [n} Ei o.ao =D o.0o0 3
present' BelOW We Szill 11:,:’0 be inwoiced [n} Ei o.ao TS o.0o0 %
H oooos EOX MICROSCOPE SLIDE 100F ERED <l 100000
WI” |00k at a feW P KOO 5 EL a. 74 TsD 1 Ein
pathS' I;?:ilfli]:ezz 321322:226 o EnL o_.ao TsD o.0oo0 %
Still to be inwoiced o EnL o.oao TS o.0o0 =
oooog EOX MICROSCPE SLIDE 100PYELLOTT 4l 100000
P KOO 5 Ei 4.74 TS 1 E&
WES Element 32100003246
3till to be deliwered [n} EL o.ono usD o.o00 3%
Still to bhe inwvoiced [u} EL o.an TsD o.o0 %
TEO0O0S91&6Z2 MEFPO 126512 WIIR International LLC 057 10/504/,2016
ooool MAWIIELL 16 MOUOSE TATL DN 41101500
P TEOO 10 Eh 286. 80 TS 1 E&
WES Element 32100003346
Still Tto be deliwered o EL o.oao TsD O.0o0 3
Still to be inwvoiced o EL o.oo osD o.00 3
TEO0089634 MEBEFPO 119652 Fizsher Scientific Comparny 057 107102016
ooool MILX GP 3IZMM S0P Al1zo00o0
P TEOO 2 PAC S58.13 TS 1 PAC
WES Element 32100003346
S3till to be deliwered o PAC o.oao TS O.00 3
Still Tto be inwvoiced o PAC o.oao TsD O.0o0 3
FT50005963535 MEPO 126512 WIIR. International LLC o577 101072016
ooool TIF RELOAD WNMEFP XL 10ULPES&O0 41101500
P TEOO 1 Cw 15670 TsD 1 C%
WMES Element 2210000336
Still to be deliwered o W o.oao TS O.00 %
S3till to be inwvoiced o [T o.oao TS O.00 3
A) A completed 7500086325 NEFO 119652 Fizher Scientific Company % 057 09/06/2016
75xxx PO will look 0000l BO0X MICROSCOPE SLIDE 100F BLUE 41100000
like this i.e. all F TEO00 5 EA 7.70 USD 1 E&
goods/invoice wﬂs Elenent 3219000395
receipts entered 5till to be delivered 0 EA 0.00 WSD 0.00 %
P . Still to be inwoiced 0 EA 0.00 USD 0.00 %
- 0000z BO0X MICROSCOPE SLIDE 100PGREEN 41100000
Still to be P UKOO 5 EA 6.24 1SD 1 EA
delivered/Still to WES Element 3210000396
be invoiced is 5till to be delivered 0 EA 0.00 USD 0.00 %
zeroed out 3till to be invoiced 0 EA 0.00 WSD 0.00 %
00003 BO0X MICROSCOPE SLIDE 10OF RED 41100000
: _ F TEO00 5 EA 4,74 U5 1 E&
If you double click WES Element 3210000396
the PO # (where 5rill to be delivered 0 EA 0.00 USD 0.00 %
the green arrow is) 5till to be inwoiced 0 EA 0,00 5D 0.00 %
it'll take you into 00004 BO0X MICROSCFE SLIDE 100PYELLOW 41100000
the PO F TEO00 5 EA 4,74 U5 1 EA
WES Element 3210000396
5till to be delivered 0 EA 0.00 USD 0.00 %
3till to be invoiced 0 EA 0.00 WSD 0.00 %
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Make sure you are
on the Purchase
Order History tab
(blue underline).

From here you can
confirm if the goods
receipt and invoice
receipt has been
entered.

Where the green
arrow is will take
you to each line
item listed on the
table above it.

Standard PO SRM 7500086325 Created by Venkateswaran Subramanian

Document Overdew On - [ % I8 (PPrint Preview  Messages (3] £7Personal Setting

i‘f__ﬂi NBPO Standard PO S.. v | 7500086325 ‘endor 119652 Fisher Scientific Company | Doc, date  |09/06/2016

Header

‘ﬁ B 5. Itm & I Material Shart Text PO Quantity Q... C Deliv, Date  MNet Price Curr... Per Q... Matl Group  Pint Stor, Location EE
Dl P BOx MICROSCOPE SLIDE SEA D 09/06/2016 770080 1 EA Laboratory .. University of Kent...
Dz P BOx MICROSCOPE SLIDE SEA D 09/06/2016 6.24U30 1 Ef Laboratory .. University of Kent ..
DS P BOX MICROSCOPE ELIDE SEA D 09/06/2016 4.74U50 1 EA Laboratory .. University of Kent

4 P BOX MICROSCPE SLIDE 1 SEA D 09/06/2016 4.74U50 1 EA Laboratory .. University of Kent

Crrrenel

i EAE B
- P 9 i
5 ttem LT 1 ]BOK MICROSCOPE SLIDE 100P ELUE  ~| [2]*]
Material Data Quantities/Weights Delivery Schedule Delivery Irwoice Conditions Account Assignment .~ Purchase Ordler Histary Texts Dilivery ...
—
sh. “/MyT Material Doc._| Item [Posting Date |2 Quantity OUn £ Qty in OPUN £ Amount inLC Or |2 Amount Reference Time of_*
GR 101 5501242050 1 09142016 5 EA 3 38,50 EA 38,50 12:35:57
Tr./Ev. Goods receipt . 5 EA - 5 38.50 EA - 38.50
IRL 5107001997 1 09082016 5 EA 3 38,50 EA 38,50 5875928 08:12:19
Te./Ev. Invoice receipt 5 EA 5 38.50 EA = 38.50

[ =]

B) An incomplete
75xxxx PO will
look like this i.e. a
goods/invoice
receipts needs
entered.

C) Alternatively, if

there is an

amount in “Still to

be delivered” a

goods receipt is

missing

*Still to be
delivered/Still to
be invoiced isn’t
zeroed out

If you double click
the PO # it'll take
you into the PO.

| 087 01/30/20L7
41101500
| B

Eife Technologies Corporation
desimm and Synthesis of IVT gRNA
1 Ei 185,00 T3D

7500099360 NERO 342982
0anol
P KOO
MBS Element 3210000396
5till to be delivered
5till to be invoiced

0.00 %
100,00 %

0 Ei
1 Ei

0.00 13D
185.00 12D
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. MBPO Standard PO 5. « 7500099360 Vendor 342982 Life Technologies Corpor... Doc, date 0173072017
Notice that the
) ) . A 3] Hearter
INvoIlce recel pt IS |E B5.itm A 1 Mater Short Text PO Quantity O... C|Deliv. Date Net Price: curr... Per 0... Matl Group  Pint Stor, Location B
H H 1 r design and Synthesis of T 1EA D 02/01/2017 185.0005D 1 E& Lahoratory .. University of Kent
missing. u on i 1. oty

OO

HEE EEEE &
|E|Item Dl [ 1] design and Synthesis of I¥T gRNA 'j ‘EHE|
Material Data - Quantities/Weights Delivery Schedule Delivery Invoice Conditions Account Assignment < Purchase Order History Texts Delivery ... |I|@

Sh " MvT Material Doc_| Item Posting Date £ Quantity OUn 2 Qty in OPUR £ AmountinLC Or £ Amaount Reference Time of =

GR 101 5501418072 1 08032017 1 EA 1 185,00 EA 185,00 09:42:07

Tr./Ev. Goods receipt . 1FEA « 1 185.00 EA « 185.00

D) A completed 7800003645 ZOPO 355802 Daniel Carter 027 03708752017
78xxx PO will look noool 3200000847 Loan Fepayment Carter 49101700
like this i.e. all BrP o0 . 1 AT 20,000.00 T30 1 AT
o LD]'BS ElementJ 3200000847

goods/invoice 3till to be delivered 0 AT 0.00 USD 0.00 %
receipts entered. 3till to he invoiced 0 AT 0.00 USD 0.00 %

*Still to be
delivered/Still to
be invoiced is
zeroed out

If you double click
the PO # (where the
green arrow is) it'll
take you into the
PO.
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Just like before you (@ .| Subawards FO SRM 7800003645 Created by Jessica L Poling
can see th e fU I I Document Overview On | [ %% I @Print Preview  Messages (1] 87 Personal Satting
amount was ] 20P0 Subawards FO _ ~ [ 7e00003645| vendar 355802 Dariel Carter Doc. date  |03/08/2017
H H 3| Headar
invoiced. B _ : .
g B S, m |4 1 Material Short Text PO Quantity Q... C|Deliv, Date  Net Price Curr... Par Q... Matl Group  |Flnt Stor, Location (B
[Jr k& 3200000847 _Loan Repa 14U D 0L/01/2017 20,000.00U5D 1 AL Sub-Awards Liniversity of Kertt..

*If the full amount
wasn’t invoice then
an open balance

would show. If the

IEEEEERN

final invoice was < <
processed with a a@Ee EEFEE & -
balal’lce, OSPA item Th 1173200000847 Loan Repayment Cater ] []/]
needs to be nOtIerd Limits + Materil Data Quantitiss/Weights Delivery Schedule -~ Delivery < Invoice  © Conditions  ~ Account Assignment . Purchase Order Histary Texts [ e
to liquidate. @ EFREFD & e @@ E G
Sh. “|MyT Material Doc, | Ttem Posting Date |2 Quantity OUn £ Qty in OPUn T AmountinLC Qr T Amount Reference Time of,
IR-L 5107195046 1 06/30/2017 20,000.00 20,000.00 7800003645 0e:01:30
Tr./Ev. Invoice receipt . 20,000.00 . 20,000.00
E) An incomp|ete 7800003654 ZOPO 344743 dntara Pothuloori 02y 0370872017
78xxxx PO will naool 3200000847 Loan Repayment Pothuloori 49101700
look like this i.e. a B P TKCOO 1 AT 20,000.00 175D 1 41T
oods/invoice WES Element 3200000847
g R 5till to be deliwered 0 AT 0.00 03D 0.00 %
receipts needs 3till to he inwoiced 1 AT 20,000.00 USD  100.00 %
entered.
. . [Em [.] = s FO SRA TEOOOCORGESFE Created by T £ Polirrg
F) In this instance Eesument [ 5 18 e Preview | messaaes =
the Purchase e R L T o e e o M B e v O el
order history tab %
isn’t present. =
= =
. ) B = EIE EIEE ]
*Thls Item WIIl IEI[tEm Iivery S:hecm}f”llnell\tEry Involce —onditions ACCOLINT Aassignment Texts Cielivery address 1—onf [ =1
show up as an L ) SR —
open item for the
full amount. —
Questions?
General Data Responsihilities
Please contact the
assigned FA for Responsibilities
that grant found Res... Description
under the FRA Financial Administrator - RFS

Responsibilities
tab in GMGRANTD.




