Weekly Update
May 5, 2015

Subject:  SRM 7.2 New SRM ME2N Folder, Selection Parameter, ZAINV, Goods
Receipts Not Invoiced
Audience: AST Leads, Procurement Directors, Finance Directors

The SCEIS Materials Management Team is pleased to announce a modification to the SCEIS
system effective, April 10, 2015, that provides a Selection Parameter for the Goods Receipt
without Invoices report available through the Supplier Relationship Management (SRM) ME2N
folder. This modification reduces steps and makes it easier to search for purchases orders that
have goods receipts but no invoices.

Accessing the ME2N Report from SRM

1. Click the SRM ME2N folder in SRM.

File Edit View Favorites Tools Help

5 (@) Citrix (i Snipping Tool [§] ANCILE uPerform

ICAD 4
4 Back Forward ¥ History Favorites Perzonalize View Help
Shopping Cart Menitor - Current Home: SRM Administration Purchasing Employee Self-Services ME2N Goods Receipt (MIGO)

2. Click in the “Selection Parameters” field to display a drop-down menu.

ICAD4

4 Back Forward ¢ History Favorites Personalize View Help

Shopping Cart Monitor - Current Home SRAM Administration Purchasing Employee Self-Services MEZN Goods Receipt (MIGO) RF= and Auctions ZN|
Overview

4 ME2N = Owverview = Purchase Orders by PO Number

Purchase Orders by PO Hum...

Purchasing Documents per Document Number
| Menu 4 || ‘ 4 | Save as Variant... ‘ | Cancel || System 4 | | | Execute | | Get Variant... || Dynamic selections || Choose..

Purchasing document l:l to l:l
Purchasing organization ] to 1 [=]
Scope of List
[ =] R
Document Type l:l to l:l @
Purchasing Group I:l to l:l
Plant ] to ]
ttem Category |:| to D @
Account Assignment Category |:| to D
Delivery Date l:l to l:' I_E_SI
Validity Key Date 1
Range of Coverage to l:l
endor | o [=]




ms South Carolina Enterprise Information System

Weekly Update
May 5, 2015

3. Use the menu side bar to scroll all the way to the bottom to display the Selection Parameter
(Sel.param.) of “ZAINV.”

Selection parameter for purchasing lists (1)

» Restrictions |

(o I v | IR |
Sel.param. Descr. of selection parameter

Closed RFQs

A-OFFEN Open RFQs

ANVIS Open notification guantities
GROB Rough GR

GUTSCHRIFT Invoices exist

M-OFFEN Open target quantity
RECHNUNG Open invoices

R-ERLEDIGT Completed Contracts

WaA3S Open issue guantity

WAISZ lzsue guantity reversible
WE101 Open goods receipt

WE102 Goods receipt exists

WE103 Open goods receipt

WE104 GR blocked stock exists
WE105 GR blocked stock exists
WE108 Goods receipt exists

WE107 Open goods receipt

WE103 “Valuated GR Blocked St. Exists
WE109 GR blocked stock exists
WE110 Goods receipt exists




Weekly Update
May 5, 2015

4. Select/highlight the Selection Parameter (Sel.param.) of “ZAINV.” Then either double-click
the highlighted row or select the green checkmark.

Selection parameter for purchasing lists (1)

b Restrictons |
L&l ] v L IR |
Sel param. = |Descr. of selection parameter
GUTSCHRIFT Invoices exist El
WM-OFFEN Open target quantity
RECHNUNG Open invoices
R-ERLEDIGT Completed Contracts
WA3E Open iszue quantity ]
Wa3s2 lssue gquantity reversible
WE101 Open goods receipt
WE102 Goods receipt exists
WE103 Open goods receipt
WE104 GR blocked stock exists
WE105 GR blocked stock exists
WE108 Goods receipt exists
WE107 Open goods receipt
WE108 Waluated GR. Blocked 5t. Exists
WE109 GR blocked stock exists
WE110 Goods receipt exists
WE181 Open goods receipt: returns
WE182 GR exists: returns
W-OFFEN Open target value
ZAINV: Goods Receipts Not Invoiced I E
i [
]

This Selection Parameter is for Goods Receipt without invoices whether or not the Goods
Receipt is for an inventory purchase order or for a non-inventory purchase order.
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Now that you have selected the ZAINV Selection Parameter (as shown in step 1 below), the
results of the search will then be dependent upon the other search criteria you build into the
search.

Enter the Purchasing Group in the Purchasing Group field for your search, if known. If
unknown, click in the Purchasing Group field and use the drop-down to search and select. In
this ME2N search example, we will utilize the South Carolina Vocational Rehabilitation
Department’s Purchasing Group of 210 (step 2 below) and the Document Dates of 07/01/2014
(step 3 below) through 04/09/2015 (step 4 below).

Select the [Eecute ]| pytton (step 5 below) to initiate the search.

MEZN = Overview > Purchase Orders by PO Number

Purchasing Documents per Document Number 6
| Menu « || | 4 | Save as Variant... || Back || Cancel || System 4 | |I| Execute || Get Variant... || Dynamic selections || Choose..
Purchasing document [ ] to (=]
Purchasing organization |:| to |:| @
Scope of List
Selection Parameters o to ] (=]
Document Type l:l to |:| @
Purchasing Group 9 to 1] (=]
Plant L to [ (=]
ltem Category |:| to |:|
Account Assignment Category [] to ] (=]
Delivery Date l:l to |:| @
Validity Key Date [ ]
Range of Coverage to [ ]
Supplying Plant L] to [ (=]
Material [ Jto [ =]
Material Group |:|

= =3
g g

Document ate e 0

Intern. Article No. (EAN/UPC)

Short Text

| [
Vendor's Material Number [ Jto [ [[=]
Wendor Subrange L1 to [ (=]
Season I:l to I:l @
Season Year |:| to I:l @

|

|

Wendor Name
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When the search is complete, the results will display purchase orders with goods receipt and no

invoice.

History Favortes Personalize View Help

Shopping Cart Wonitor - Current Home
Overview
WE2N > Ove

Purchase Orders by PO Num..

SRI Administration

Employee Self-Services

w » Purchase Orders by PO Number

Purchasing Documents by Document Number

" "~ ‘;ﬂ
Purenasing e

Goods Receipt (MIGO} RFx and Auctions

e

2N Buyer

Commiments & Funds Display

WE23N

| 4 [Back] [Ext] [ Cancel ] [ Systema] |

[Sortin Ascending Order | [ Sort in Descending Order | [ Set Fiter |[ Total | [ Subtotals. . | [ Print Preview | [ Spreadshect... ] [ Local Fil.

t tem

g
5

par

ZsT0 210
ZsD 210
5 210
25T 210
ZsD 210
zs 210
25T 210
ZBLT 210
Z8LT 210
2ZBLT 210
ZBLT 210
ZBUT 210
2ZBLT 210
ZsD 210
zsm 210
2Z5™ 210
ZsD 210
zsD 210
2Z5™ 210
ZsT0 210
zsm 210
5 210
ZsT0 210
ZsD 210
5 210

o
R = R R R N R R SR R RN P VR P VR S RV

RS RS RS FESEFESFESEFESEFERE

Doc. Date

071102014
0711012014
071102014
071102014
0711012014
071102014
0712902014
081082014
0810572014
081052014
081082014
081052014
081052014
02152014
0811572014
08/152014
021152014
081152014
081152014
081152014
0811572014
081152014
081152014
0811972014
081192014

‘Vendorfsupplying piant

7000067479 SHRED WITH US
7000067479 SHRED WITH US

7000067479 SHRED WITH US

7000067479 SHRED WITH US

700000869 FAVORITE NURSES/FAVORITE TEMPS.
7000008696 FAVORITE NURSES/FAVORITE TEMPS.
7000165461 ATC HEALTHCARE SERVICES
7000067479 SHRED WITH US

7000067479 SHRED WITH US

7000067479 SHRED WITH US

7000067479 SHRED WITH US

7000067479 SHRED WITH US

7000067479 SHRED WITH US

7000141951 GRANGER

7000141951 GRANGER

7000141951 GRANGER

7000141951 GRANGER

7000141951 GRANGER

7000141951 GRANGER

7000141951 GRANGER

7000141951 GRANGER

7000141951 GRANGER

7000141951 GRANGER

7000024819 FORNS & SUPPLY INC

7000024819 FORMS & SUPPLY INC

Short Text

Smal Container
On-site shredding service minimum

Small Container

On-ste shreddng service minimum
Wargaret Jones, LPN, 6-25-14

Wargaret Jones, LPN, 6-26-14

Myers, LaTosha CNA 70212014

2703-04 Shred 2 Smal Consolesimont
2703-04 Shred 52500 monthly charge
3001-02 Shred 2 Small Consolesimonth
3001-02 Shred 525 00 morthly charge
3101-02 Shred 3 Smal Consolesimontn
3101-02 Shred 525 00 monthly charge
#6TZ3 Blackhawik Socket B Set 32" Dr
#4YPB1 Westward Socket Set /4" Dr 21 pc
#120247 SK Prof. Socket Adapter,8 pos.
4PU13 Westward Socketirench Set
#SHX65 Westward Quick Release Ratchett
#4RB52 Ekind Hex/Torx Ky St

#3PV46 Stanley Serewdriver 6 pe Sat
#1A421 Inwin Vise Grip Locking Pler,
#10D212 Stariey 4 pes. Pler Set

#4CR44 Channellock Pler Set, 2 pes.

Piot G2 Pens

Clipboard

Wt Group.

96227

A

HOEEEBPEEHEHEPENEEEBEEEEETE

Pt

VRO
VRO
VRO
VRO
VRO

Quantty 0Un

600
1.00
600
1.00
1
P

FESEERCREEEREOEEREERREAEQER

30.00
75.00
30.00
75.00,
45.00
75.00,

1.00

1.00

1.00
200
200
3.0
3.00
200
200
s.00

12.00

Net price|crey
usn
4.00/UsD
20.00 USD
1.00/USD.
5.00 USD.
224.62/USD
22462 USD
96.00 USD
1.00 USD.
1.00|USD.
1.00 USD.
1.00 USD.
1.00 USD.
1.00 USD.
20.08 USD
267.84/USD
12019 USD
107.18 USD.
15420 USD
50.78|USD.
2577 USD
43.44|USD
52.34 USD
58.58 USD.
978 USD
110 USD.

Searc Q- | Logor

Welcome: Fred Pieper

—~ »

s e ‘

Strategic Purchasing Replcate Contracts L%

Full Screen || Options ~

| [Mai Recipient | [ ABC Analysis | [ Graphic View | »

Per[z  Metvawe| Tobedel  Tobeinw.
- 1603103
1 2400 0.00 600
1 2000 0.00 1.00
1 600 0.00 600
1 500 0.00 100
1 22062 o 1
1 22062 ) 1
1 .00 ] 1
1 30,00 2000 30.00
1 75.00 50.00 75.00)
1 30.00 10.00 30.00
1 75.00 2500 75.00
1 4500 0.00 0.00
1 75.00 0.00 0.00
1 2906 0.00 1.00
1 26736 0.00 1.00
1 12018 0.00 100
1 107.18 0.00 1.00
1 308.40 0.00 200
1 101.56 0.00 200
1 31 0.00 300
1 13032 0.00 300
1 10468 0.00 200
1 17.16 0.00 200
1 4z80 0.00 500
1 1320 0.00 12.00[%]

O]

Each purchase order can be opened and examined by clicking on the purchase order number in
the Purch Doc column.
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Download ME2N Report to Excel Spreadsheet

To download and sort the report, SCEIS provides a function of exporting the data from SRM to
an Excel spreadsheet. The following steps indicate one method of saving the data from SRM to
an Excel spreadsheet.

1. Click the Menu tab , a drop-down menu will appear, then select “List”.

6 <‘>|3" https://sapsrmgas.sc.gov/irj/portal
File Edit View Favorites Tools Help

7t (@) Citrix [Fi Snipping Toal [§] ANCILE uPerform

4Back Forward »  History Favorites Personalize View Help

Shopping Cart Monitor - Current Home SAM Administration Purchasing Employ,

Overview

ME2N > Overview > Purchase Orders by PO Number

Purchase Orders by PO Num... -
Purchasing Documents by Docuy|

1

List | Print Preview (Ctri+Shift+F10) ype |PGr

Edit ) Print (CtrkP)

Goto ¥ Crystal Reports B

Views ) STD 210

Envirenment ¥ Export » 51D 210

Settings ¥ SendTo » [STD 210

System M - 75D 210

Help ¥ Exit (Shift+F3) STD | 210
4600348978 2z Z3TD 210

2. A sub-menu will appear. Select Export.

6 <’>|L"' https://sapsrmgas.sc.gov/irj/portal

Eile Edit View Favorites Tools Help

54 (B citrix fjige Snipping Tool [§] ANCILE uPerform

4Back Forward b History Favorites Personalize View Help

Shopping Cart Monitor - Current Home SRM Administration Purchasing

Overview

ME2N > Overview > Purchase Orders by PO Number

Purchasing Documents by Dol

Purchase Orders by PO Nu...

Menu || K [C3
c List »  Print Preview (Ctri+Shift+F10) ‘
Edit »| Print (Ctri+P)
Goto ¥ Crystal Reports B
Views »
Environment »| Export 3
Settings » Send To »
System »
Help »| Exit (Shift+F3)

4600348378 2
e —
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3. A sub-menu will appear. Select Local File.

6 <‘>|3" https.//sapsrmgas.sc.gov/irj/portal ,O - & C) ||E'.-..""Purchase Orders
File Edit View Favorites Tools Help

7 (@) Citrix [J Snipping Tool [§] ANCILE uPerform

Sig

4Back Forward» History Favorites Personalize View Help
Shopping Cart Monitor - Current Home SRM Administration Purchasing Employee Seli-Services ME2N Gog

Overview

ME2N = Overview > Purchase Orders by PO Number

Purchasing Documents by Document Number
Purchase Orders by PO Nu...

Menu ]| | 4 [Back] [ Extt | [ Cancel | [ System 4] | [Details | [ Sort in Ascending O
7 L= ¥\ Print Preview (Ctr+SNift+F10) & |per Doc. Date | Vendorisupplying plant
Edit v Print (Clri+P)
Goto ¥ Crystal Reports B
) D 210 07/10/2014  T0O00067479 SHRED WITH US
V‘EWS Dadn ATEA0MNA A FTOAANNCT AT CUNCMD AT L
Environment | Export ¥ word Processing
Settings ¥ Send To ¥ Spreadsheet . (Ctri+Shift+F7)
System v Local File... (Ctri+Shift+F9)
Help | Exit (Shift+F3) : . en H
4600348978 2 [ zs H
4600356535 2 IR zs7 oo lo Clipboard
4600350367, 2 (I8 Zei1 210 QA0S0 70000TA7O SHRED WITH IS |

4. Inthe Save list in file... window, select Spreadsheet and click the green checkmark.

Save listin file...

In which format should the list
be saved 7

| unconverted

I Rich text format
' HTML Format
IIn the clipboard
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5. Depending upon your desktop applications, a JAVA application notice may appear. This is
a result of each agency’s network applications and updates. If you receive this JAVA notice,

select the Run button.

Do you want to run this application?

Name: SAPGUI For HTML Applet

p
*.E(:) | Publisher: SAP AG
o

Location: https://ecqwebgui.sc.gov
This application will run with unrestricted access which may put your computer

and personal information at risk. Run this application only if you trust the location
and publisher above.

|| bo not show this again for apps from the publisher and location above

6 More Information £ Run [ Cancel

6. Inthe Purchasing Documents by Document Number window that displays, the system
will default to C:\Users\userid\ SapWorkDir\. In this example, the default is
C:\Users\fpieper\SapWorkDir\. The default Directory name (SapWorkDir) is in SCEIS SAP

server.

You should change the Directory and File Name to a directory and file name that can easily
be obtained. In this example, the Directory is saved to fpieper’'s desktop and we will call the
File Name “VRD Goods Receipts without Invoices 04.09.2015.” The following screenshots
will instruct users on the steps to save the file.

ey

deial i b o

= = = E E E C -
ome SRM Administration Employee Self-Services Purchasing Goods Receipt (MIGO) RFx and Auctions ME23N Replicate Confracts ME2N

|ME2N > Overview > Purchase Orders by PO Numberl Full Scry

Purchasing Documents by Document Number
Menu 4 4 Cancel | [ System 4] | [Detais | [ Sortin Ascending Order | [ Sort in Descending Order | [ Set Fiter Subtotals... | [ Print Preview

Purchasing Documents by Document Number

Directory |CawsersipieperisapworkDir
File Name | [XLg] x3




Weekly Update
May 5, 2015

7. Click in the Save In: field to see a drop-down of possible options and make any necessary
changes in order to place the file in the directory and under the file name you can recognize
and retrieve. It is of vital importance to save the file as an XLS file type.

ME2N = Overview = Purchase Orders by PO Number

Purchasing Documents by Document Number

[Menu ]| | 4 [Back [ Exit ][ Cancel | [ System 4] | [Details | [ Sortin Ascending Order | [ Sort in Descending Order | [
Directory [C\Users\fpiepenSapWorkDin |
FieName  [XLS |
r =X
Save In; ||j SapWorkDir |V| E
[y export.XLs

File Name:  |XLg] |

Files of Type: |EXCEL Files (*XLS) |~
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8. From the drop-down menu, scroll until you find a directory suitable for your use. In this
example, we will select Desktop (step 1 below), fpieper (step 2 below), create the File
Name: of “VRD Good Receipts without Invoices 04.09.2015” (step 3 below), ensure the
Files of Type: is an “XLS” (step 4 below).

9. Click the Save button.

ME2M = Overview > Purchase Orders by PO Mumber

Purchasing Documents by Document Number

Menu .« || | 4 [Back|[ Exit][ Cancel |[ Systema | | [ Details || Sortin Ascending Order || Sort in Descending Order |

Purchasing Documents by Document Number

Directory |C\Users\pieper\SapWorkDir\ |
File Name [XLs |
n s
1 I -
9 3 Libraries —=
[xiioper ] =
(-] Computer = [Generate| Replace [Exte__|
3 Network [
3 1Bm [
=1 in memory of kjell morten skaanes - In Memoriam#-offtopic-#-offtopic-_files 3
= ME2N GR w
4| i ] | »
1
File Name:  [VRD Good Receipts without Invaices 04.09.2015[xLs | |
iles of Type: |EXCEL Files (*XLS) | [~]
Sapg b | ecr
oo

10. In the Purchasing Documents by Document Number window, click the Generate button.

ME2N = Overview > Purchase Orders by PO Number

Purchasing Documents by Document Number

[Menua | | 4 [Back || Exit || Cancel | [ Systema | | [ Details || Sortin Ascending Order || Sort in Descending Ord

Purchasing Documents by Document Number

Directory | C:\Users\fpieper\Desktop! |
File Name |VRD Good Receipts without Invoices 04.09.2015 XLS |

| |Generale|!Replacel [Exte...]

10
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example, the document is stored in:
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In this

@@ M Desktop »

File Edit View Tools Help

Organize ~ Open Include in library ~

. Favorites
BE Desktop
s Downloads

=» Recent Places

| Libraries
.. Documents
& Music
~._ Pictures
‘, Videos

& Computer
& Local Disk (C:)
- fpieper (\wsrfilecifs\ciousers) (J:)
=& PMS (Wwasrfilecifs\cio-share) (K:)
< allshare (\\wsrfilecifs) (L)

Share with = E-mail Burn New folder

Name

4 Compressed (zipped) Folder (2)
i Sysinfo_20130913.1515523.zip
I SysInfo_20130916.1449340.zip

4 File folder (1)
I IBM

4 Shortcut (4)

ﬂ Adobe Reader XI

9 ANCILE uPerform

ﬁ Google Chrome

ﬁ Continue MPlayer Installation
4 Unspedified (6)

| Libraries

Size Item type Date modified

7471 KB
3,952 KB

Compressed (zipp.. 9/13/2013 3:15PM

Compressed (zipp.. 8/16/2013 2:49 PM

File folder 11/4/2014 1:54 PM

2KB Shortcut
3KB Shortcut
3KB Shortcut
2KB Shortcut

12/10/2014 6:21 PM
2/13/2015 2:20 PM
4/6/2015 8:35 AM
12/31/2014 3:18 PM

| 2 Pieper, Fred |

Im4| 2 P Pieper, Fred »

File Edit View Tools Help

Organize ~

4 - Favorites
I Bl Desktop

14 Downloads

«» Recent Places

4 | Llibraries
> "L Documents
s _d Music
> = Pictures

o i Videos

Include in library ~

Share with - Burn

AppData

.

Searches

MNew folder

T

Contacts Desktop

VRD Good
Receipts
without

Invoices 0...

acce
y.pro

11
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Note: The Excel report can be reformatted to accommodate your needs.

—————————————————————————————————————————
(K] 5 2 - & @B R [ VRD Good Receipts without Invoices 0409 2015.XL5 - Microsoft Excel | —
Home | Insert  Pagelayout Formulas  Data  Review  View @
=04 Cut = - 7 Tem B B X Autosum - A?
‘ Calibri 1 S wrap Text General E B g = 5 T &
Ea copy - @ Fil -
Paste I u- B Merge & Center - | $ - % » | %8 £ Conditonal Formatas Cell  Insert Delete Format . Sort& Find &
- < Format Painter Formatting - Table - Styles - - - - &2 Clear Filter - Select -
Clipboard 5 Font 5 Alignment % Number 5 Styles Cells Ediiting
F3 - &
A B C D E F G H J K L M N 9]} P Q R

=]

w

Coll. No. Agmt Item POH Type PGr Doc. Date Vendor/su Short Text Matl Grou| A Pint Quantity OUn Net price

a4 *
5

6 1 ZsTD 210 2/6/2015 70000426% #16937 Bir 61500 K VRO1 5 EA 2.78
7 2 ZSTD 210 2/6/2015 70000426 #22998 W, 61500 K VRO1 1EA 54.09
8 3 ZsTD 210 2/6/2015 70000426 #30001 SA 61500 K VRO1 2DZ 3.83
9 4 Z8TD 210 2/6/2015 70000426 #33001 SA 61500 K VRO1 2 DZ 9.06

Accessing the ME2N Report from ECC

If your SCEIS Security Roles only authorize you ECC access, then the following screenshots
provide the ME2N process from ECC.

1. Enter the ME2N transaction in the menu field.

Aol ce0 DHB AN0D EE QD

SAP Easy Access
EE&S 2| v a

=~ &1 SAP Menu
I (] office
> [J Cross-Application Components
> (] Logistics
[ (1 Accounting
[ ((J Human Resources
I (3 Information Systems
[
=

7Y

[ Tools

Favorites

ABZON - Acquis. wfAutom. Offsetting Entry
FBL1N - Vendor Line Trems

FMAVCRO1 - Display Annual Data of Control Obj.
FMMC - FM Obligation Closeout

12
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2. Click in the Selection Parameters field (step 1 below) and a drop-down menu will appear.

3. Select/highlight the Selection Parameter (Sel.param.) of “ZAINV” (step 2 below). Then
either double-click the highlighted row or click the green checkmark.

g| =0 wiBie@e DHE o000 AR QB

Purchasing Documents per Document Number

Restrictions |

|| B8 | | 6| o | Sm ) & |
A-ERLEDIGT Closed RFQs
A-OFFEN Open RFQs
AVIS Open notification quantities
GROB Rough GR
GUTSCHRIFT Invoices exist
M-OFFEN Open target quantity
RECHNUNG  Open invoices
R-ERLEDIGT Completed Contracts
Open issue quantity
Issue quantity reversible
Open goods receipt
Goods receipt exists
Open goods receipt
GR blocked stock exists
GR blocked stock exists
Goods receipt exists
Open goods receipt
Valuated GR Blocked St. Exists
GR blocked stock exists
Goods receipt exists
Open goods receipt: retumns
GR exists: returns
Open target value
Goods Receipts Not Invoiced

—_—

OOREEEE B

o
ol
o
ol
ol |
ol
©
Bl |
ool
o
ol |
L
.
o

o[ o]s[c]o]

¥
"

W
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Now that you have selected the ZAINV Selection Parameter (step 1 below), the results of the
search will then be dependent upon the other search criteria you build into the search.

Enter the Purchasing Group in the Purchasing Group field for your search, if known. If
unknown, click in the Purchasing Group field and use the drop-down to search and select. In
this ME2N search example, we will utilize the South Carolina Vocational Rehabilitation
Department’s Purchasing Group of 210 (step 2 below) and the Document Dates of 07/01/2014
(step 3 below) through 04/09/2015 (step 4 below).

Select the Execute icon @ (step 5 below) to initiate the search.

i'hi B b

e 4

04/05/2015

-

14
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When the search is completed the results will appear to indicate purchase orders with goods
receipt and no invoice.

Purchasing Documents by Document Number »
@ a/dH eee BHE “HL0 R @B
Purchasing Doc by D b

& &aTF ¥ 8% Q48R0 8| 0| eoteedes B @

Col. No.| Purch.Doc. | Agreement | Irem| POH| Type |PGr |Doc. Date | plant | short Text | Matl Group| A | Plant | Quantity|0Un | Net price [ Crey | Per[e et Value| To be del. | To be inv.
USD - 19,438.56
4600365811 | 4400008646 1 ﬂ-ﬁ ZBLT |210 |08/26/2014 | 7000037868 UNITED PARCEL SERVICE INC 3002 Courier Svc 293e79 96224 K [VRO1 | 4,622.00 |EA 1.00 |USD | 1 4,622.00 814.00 903.82
4600385687 2 ﬂ-ﬁ ZSTD | 210 |11/25/2014 | 7000031360 OFFICEMAX INCORPORATED 22766783 - E250X426G photoconductor 20772 K [VRO1 1.00 |EA 56.72 |USD | 1 56.72 0.00 1.00
4600387982 1 ﬂ-h ZSTD |210 | 12/10/2014 | 7000024242 FASTENAL COMPANY 0993255 - stainless steel balls 32000 K [VRO1 2.00 |EA 4.75 |USD | 1 9.50 0.00 2.00
4600390112 6 ﬂ-h ZSTD | 210 |12/23/2014 | 7000042652 FORMS & SUPPLY INC Paper Mate Highlighter 61500 K [VRO1 2.00 |EA 2,61 |USD | 1 5.22 0.00 2.00
4600397341 1 ﬂ-h ZSTD | 210 | 02/06/2015 | 7000042653 FORMS & SUPPLY INC #16937 Binder, View, Biodgrd. 61500 K [VRO1 5.00 |EA 2.78 |USD | 1 13.90 0.00 5.00
4600397341 2 uﬁ ZSTD | 210 | 02/06/2015 | 7000042653 FORMS & SUPPLY INC #22908 WAU Astrobrights, Mixed Color Pap 61500 K [VRO1 1.00 |EA 54.09 |USD | 1 54.09 0.00 1.00
—

Each purchase order can then be opened and examined by clicking on the purchase order
number in the Purch Doc column.

Download ME2N Report to Excel Spreadsheet

To download and sort the report, SCEIS provides a function of replicating the data from ECC to
an Excel spreadsheet. The following steps indicate one method of saving the data from ECC to
an Excel spreadsheet.

1. Click the Local File icon E

& 2 dHIeae SEHE DO BE @

Purchasing Documents by Document Number
@ a&FET 2% O 0 HRD|T %08 @ E | | e © @

Coll. Mo.| Purch.Doc. |Agreement |1tem|P[}H| Type |PGr |Doc. Date |Vend0rjsupplying plant

4600365811 | 4400008646 1| [lf |ZBLT |210 |08/26/2014 | 7000037868 UNITED PARCEL SERVICE INC
4600385687 2 |]I| Z5TD | 210 (11/25/2014 | 7000031360 OFFICEMAX INCORPORATED
4600387982 1| [lf |ZSTD (210 |12/10/2014 | 7000024242 FASTEMAL COMPANY
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2. Inthe Save list in file... window, select Spreadsheet and click the green checkmark.

3. Inthe Purchasing Documents by Document Number window that displays, the system
will default to C:\Users\userid\Documents\SAP\SAP GUI\. In this example, the default is
C:\Users\fpieper\Documents\SAP\SAP GUI\. The default Directory name is in SCEIS SAP
server. You should change the Directory and File Name to a directory and file name that
can easily be obtained. For example, your Desktop and then a file name that represents
the file.

gl 00 ajaEe@@ CHE OHDLD BHE @

Purchasing Documents by Document Number

FNEFTF B |O L ERDT %M S| | poteeven BB

C:\Users\fpieper\Docurments\SAP\SAP GUTY
KLS

|Generate||Replace||Extend |\z|
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4. Click in the Save in: field to see a drop-down of possible options and make any necessary
changes in order to place the file in the directory and under the file name you can recognize
and retrieve. It is of vital importance to save the file under Save as type: as an Excel

XLS (step 3 below).

In this example, the Directory is changed to fpieper’s desktop (step 1 below) and the File
Name to “VRD Goods Receipts without Invoices 04.10.2015,” (step 2 below)

5. Click the Save button (step 4 below).

Systern  Help

T A e DHBI B RA0 D5 G E

Purchasing Documents by Document Number
@‘E??lg%lﬁ‘ﬂ@ﬁw%ﬂﬁlﬁﬁll print Preview 13 Bl

Desktop I IBM File folder

il

Libraries

A

S

Computer

@

Network

Savein [ Deskiop & .
= |Name | Size | Ttem type |Date modified | |
= g ~Libraries
Recent Places R Pieper, Fred
! & Computer
o QL MNetwork
11/4/2014 1:54 PM

9 File name: RD Goods Receipts without Invoices 04.10.2015.XLS)
e Save as type: EXCEL Files (".XLS)

N (|
s o |
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6. After the above steps are completed, the screen will change to the presentation shown
below. Click the Generate button.

Help

HE SODO0 HE @
Purchasing Documents by Document Number

@légﬁlg%ld}lﬂ@@ﬁ%ﬂﬂlﬁﬁﬂll Print Preview

Directory C:\Users\fpieper\Desktop,
Fle Name  VRD Goods Receipts without Invoices 04.10.2015.XLS

Generate | Replace  Extend

7. The system will then generate SAP GUI Security management notice. Click the Allow
button.

Purchasing Documents by Document Number

& 20 C@Q CHE 0L BE @B
Purchasing Documents by Document Number

@l&??lﬂ%l@lﬂ@@ﬁ%ﬂﬁlﬁﬁﬁll Print Preview

The system is trying to create the file

C:\Users\fpieperDesktop\WVRD Goods Receipts without Invoices 04.10.2015.XLS
in the directory
C:\Users\fpieperDesktop),

Do youwant to grant the permission to modify the parent directory and all its subdirectories?

[ Remember My Decision

por_||_oon

18



Weekly Update
May 5, 2015

Your document is now stored on the directory and under the file name you created. In this
example, the document is stored in Fred Pieper’s desktop.

ANCILE
UPerform

.

D

Y, 5
Google
Chrome S

i -;—E_],:
[+]

Continue
MPlayer L.

VRD Goods
Receipts wit:.. | ©

sysinfo_201...

When you open the file, the Excel spreadsheet will be available. You may receive the following
Microsoft Excel management notice, if you do select the Yes button to open the file.

Microsoft Excel @

The file you are trying to open, 'VRD Goods Receipts without Invoices 04.10.2015.%LS", is in a different format than specified by the file extension. Verify that the file is
F. ! ", not corrupted and is from a trusted source before opening the file. Do you want to open the file now?

[Coves || o ] [vep ]
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Note: The Excel report can be reformatted to accommodate your needs.
\E‘ H 9~ &3 i; VRD Goods Receipts without Invoices 04.10.2015.XLS - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
= ¥ Cut o - o= = [ — | ] - == S 3 AutoSu
Calibri v 11 - A A = 2R =i Wrap Text General - ii‘ ﬂj— F - | |
"— G copy - J i B = & g i -
Pt rormatranter B L Ul v AL S P EHMerge & Center - § v % 5 | Gb % Fi,‘i:;f;i';n";'. F‘;rargfatfs S“flz‘s'v Ihsert  Delete Format | 5 jear -
Clipboard ) Font Alignment 7] Number Styles Cells
E9 - F
A B C D E F G H J K L M N (o)
1
2 Coll. No. Purch.Doc. Agreement  Item POH Type PGr Doc. Date  Vendor/su Short Text Matl Grou| A Pint
3
1 *
5
6 4600365811 4400008646 1 ZBLT 210 8/26/2014 70000378¢ 3002 Cour 96224 K VRO1
7 4600385687 2 ZSTD 210 11/25/2014 70000313¢ 22766785 20772 K VRO1
8 4600387982 1 Z5TD 210 12/10/2014 70000242¢0993255 - 32000 K VRO1

If you have questions about using these functionalities, contact the SCEIS Help Desk at (803)
896-0001 (select option 1 for SCEIS help) or use the email form available at
http://www.sceis.sc.qgov/requests/.
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