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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. 

 

 
 

2. Click in the “Selection Parameters” field to display a drop-down menu. 
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3. Use the menu side bar to scroll all the way to the bottom to display the Selection Parameter   

(Sel.param.) of “ZAINV.”   
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4. Select/highlight the Selection Parameter (Sel.param.) of “ZAINV.”  Then either double-click 

the highlighted row or select the green checkmark. 

 

 
 

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   button (step 5 below) to initiate the search. 
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When the search is complete, the results will display purchase orders with goods receipt and no 

invoice. 

 

 
 

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”. 

 

 
 

2. A sub-menu will appear.  Select Export. 
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3. A sub-menu will appear.  Select Local File. 

 

 
 

 

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

 

 
 

 

6. In the 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.   
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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. 
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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. 

 

 
 

10. In the Purchasing Documents by Document Number window, click the Generate button. 
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Your document is now stored on the directory and under the file name you created.  In this 

example, the document is stored in: 
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Note: The Excel report can be reformatted to accommodate your needs. 

 
 

 

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. 
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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. 
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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. 
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When the search is completed the results will appear to indicate purchase orders with goods 

receipt and no invoice. 

 

 

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  . 
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2. In the Save list in file… window, select Spreadsheet and click the green checkmark. 

 

 

3. In the 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.  
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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). 
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6. After the above steps are completed, the screen will change to the presentation shown 

below. Click the Generate button. 

 

 
 

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

button. 
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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. 

 

 

 

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

 

 
 

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.gov/requests/.  

 

 

http://www.sceis.sc.gov/requests/

