
 

   

   

   

   

   

   

   

 
 

 

 
 

 

 

  
 

  

      

 

 

 

 

  

Report  –  Display Purchase  Order   
ME23N  App  –  Display Purchase  Order  

Introduction  

This App  allows you to view information on a single Purchase Order including 
goods receipting and invoice information,  and  how to see if a vendor has been paid.  
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Log into SAP Fiori 

• This loads the Fiori Dashboard

• Click on the ME23N App
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Section 1  - Initial set  up of ME23N screen   

The first time you go into ME23N, your screen will display as below. To edit this: 

• Close the menu bar on the left

Click on to collapse the Header and ensure Item Overview and Item Detail 

are open. These changes will remain unless you choose to amend them. 
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Section 2  - Viewing  Purchase Order (PO)Information  

• Click on Other Purchase Order

• Type the required PO number in the Pur.Order field, then click on ‘Other
Document’

• The Item Overview and Item Detail fields should be displayed as shown
below,

if not, click on the icons to display them
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At the top of the screen, the Purchase order number is displayed  along with the 
name of who created it   
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Section 3  -Viewing  the  goods  receipting information  

• A Purchase Order History tab will appear only when goods have been
receipted in SAP

• In this tab you can view the goods receipting lines, (Material document
numbers beginning 50) and the invoice lines (beginning 51)

• The Invoice receipt document will only display if the invoice has been
received in Accounts Payable and you have goods receipted the items in
SAP

• You can also view if there have been any price variances by viewing the
Amount fields
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Section 4  -  Viewing the invoice  

• To view a copy of the invoice, click on the Invoice receipt document
number.

• In the next screen, click on the Services for Object icon then on
Attachment list
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Now click on Attachment List  

In the Attachment list window, double-click on the VIM PO vendor invoice line 
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• A copy of the invoice will display

• Once viewed, close out, then click on the cross (in the above screen) then
click Back to take you back to the ME23N screen
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Section 5  - Viewing the  invoice payment date  

If your selected PO shows a Purchase Order History tab and an Invoice receipt 
document number, you are able to see if and when the invoice has been paid 

• Click on the Invoice receipt document number (begins 51) in the Purchase
History tab

• In the next screen, click on Follow-On Documents.

Budget Manager Support 
ME23N View Purchase Order Public

April 2024 For assistance, email the Budget Manager Support Team at CST.BudgetSupport@derbyshire.gov.uk Page 9 of 13



 
  

In the following pop up box click on the 51xxxxxxxx Accounting document number  
and then on the magnifying glass icon  

Budget Manager Support 
ME23N View Purchase Order Public

April 2024 For assistance, email the Budget Manager Support Team at CST.BudgetSupport@derbyshire.gov.uk Page 10 of 13



 

 

  
 

 

 
   

  

 

 

     
  

    
 

 
 

In the  following  screen, if there is a Clearing document number  in the  Clrng doc  
column  a payment has been  sent to the  vendor  

• If the column is populated Double click on the actual 10 digit Clearing 
document number 

• This screen will show the payment date in Clearing. This payment will be in 
the Vendor’s bank account two days after this date quoting the Clearing 
reference number 

• A payment to a Vendor may be made up of several PO payments, including 
your own. To see if your PO payment was part of a larger amount, double-
click on the Clearing number next to the clearing date 

• You can then view the total amount paid to the Vendor, which includes your 
payment 
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• To return to the ME23N screen click on Back

Section 6 -Viewing a price discrepancy where the invoice total is less 

than the original order value 

In the example below in the Purchase Order History tab, line item 4 on the PO 
shows a Goods receipt figure of £29.95 and £18.40 for the Invoice receipt. 
This will generate a credit to the ledger for the difference. 
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Section  7- Viewing  a  price discrepancy where the invoice total is  greater  
than  the  original order  value  

In the example below the original order total was 10 x £1.00 = £10.00. 

On the Purchase Order History tab, the line shows a Goods receipt figure of 
£10.00 and £20.00 for the Invoice receipt. 

Once the price discrepancy is approved,the difference in price will show as an 
additional line item debit on the finance reports. 

When you have finished using SAP Fiori, please ensure you log off the system 

and close out of all windows. 
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