NORTHERN
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Purchasing Documents per Account Assignment

ZMEZ2K — Purchasing Documents

The SAP transaction code, ZMEZ2K, was created to display purchasing documents that have
either been invoiced and not received or received and not invoiced. This information is very
helpful to department administrators and with the monthly reconciliation process.

e Once logged into https://mynku.nku.edu/irj/portal, access ZME2K within SAP GUI.
e Click Dynamic Selections (A).

Note: You can also choose to run the report by Internal Order number. Enter the IO
number in the Order field. This is helpful for departments that do a lot of projects and
have internal order numbers for each project, such as Facilities.
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e Enter the Funds Center number (B).
e Click Execute (C).
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e Click Choose Layout (D).
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Purchasing Documents For Cost Centel‘_i./—/

Funds Ctr [Cost Ctr[Orded Purch.Doc. [tem[A[Asset [Vendarisupplying plant Doc. Date | Short Text |Quantity[OPU] Mt price|Per[h
235090001 | 235050001 460000434810 K 10376 SARAH CHRISTEN 271872009 | Acrylic Bent 10 EA 493 =
235090001 236080001 4600004348 20 K 1076 SARAH CHRISTEN 012/19/2009 Easel Braided 5 1 EA 199
235090001 | 235080001 2800004348 30 K 10376 SARAH CHRISTEN 01271872003 | Frame Acrylic 1EA a7
235090001 235080001 2500004343 10 K 100089 FISHER SCIENTIFIC 012/16/2008 | Educational Supplies 1 EA 2m
235090001 4600004242 10 |A 7300274 1005869 TECHNICAL TRAINING AIDS 01/22/2009 | Strustures 1 Lmg. Sys 1 EA 1096200
235090001 235020001 2600013536 10 K 100558 TECHNICAL TRAINING AIDS 0172272009 Structures 1 Lng. Sys 1 EA 1086200
235090001 2800004133 10 A 1702516 110126 SCIENCE EDUC AND ENGINEERING CO  12/23/2008 10 millicurie [m0i) Cobalt-57 gamma-ray 1EA | 288800
235090001 235050001 4600004065 10 K 105359 ABET 12/16/2008 Maintenance for MMET program 1 EA G000
235090001 | 235020001 2500004065 20 K 105359 ABET 12/16/2008 | Mainterance for EET program 1EA | OO0
235090001 235080001 2800004065 30 K 105359 ABET 12/16/2002 Base Maintenance 1EA OO0
235090001 | 235050001 4600012538 10 R 8000000445 SARAH JOHNSON 12/01/2008 | Geolagy supplies field trip 2 EA EIRC]
235090001 236080001 4600011265 10 R 109338 TIMBERLAKE CAMPGROUND INC 10/06/2008 | Campsites 915-5/2008 13 EA 18.00
235090001 | 235080001 2800003837 10 K 100462 WIC STEEL AND CRANE SERVICE, INC  09/12/2008 174" x 1" flat bar 1007 = EA 11.02
235090001 235080001 2800003837 20 K 100462 WIC STEEL AND CRANE SERVICE, INC  09/12/2008 1/4" Round stack 10-0" 20 EA 438
235090001 | 236080001 4600010824 10 R 103519 CHC FABRICATION CORFP 09D5/2008 | Repair of Pendulur due to vandalism 1EA | a07.00
235090001 235020001 2500003433 10 K 102113 PTC 06/29/2008 Site license for pro eng 500 EA .00
235090001 2500003270 140 A (2110897 102485 APPLE GOMPUTER ING 05/05/2008  MacBaak Pro, 15-inch, 24GHI 2 EA | 1EB400
235090001 4600003270 140 A 2110698 102483 APPLE COMPUTER ING 005/2008 MacBaok Pro, 15-inch, 24GHT 2 EA 159400
235090001 | 235020001 4500003270 210 K 102483 APPLE COMPUTER INC 06/05/2008 | AppleCare Protection Plan for iMac 2 EA | 23300
235090001 2800003284 160 A 2111010 102485 APPLE COMPUTER INC 05/05/2008 imac, 20-inch, 2.4ghz Intel Care 2 Duo 1EA 113800
235090001 | 235080001 4500003264 330 K 102483 ARPLE COMPUTER IN 06/05/2008 | AppleCare Pratection Plan far itfac 1EA | 11800
235090001 4500003260 360 A 2110958 102483 APPLE COMPUTER INC 06/04/2008 imac, 20-inch, 2 4ghz Intel Core 2 Duo 1EA 1,M8.00
235090001 | 235030001 4500003268 | 460 K 102483 APPLE COMPUTER INC: 05/04/2008 | AppleCare Pratection Plan for iMac 1EA 11800
235090001 2500003220 10 A 2110678 ACHI0ESE9 NKU PROCUREMENT CARD GLEARING 7/30/200% Latitude D3N Ma Install 8 EA 12080
235090001 4500003221 20 |A 2110631 ACHI0A939 MU PROCURENMENT CARD CLEARING 07/30/2008 | Optiplex 756 Minitower Ko Instal 1EA | TR0
235090001 4500003226 40 A 2110674 ACHI0B589 NKL PROCUREMENT CARD CLEARING 07/30/2008 Ultrs Small Fam Factor No Instal 2 EA  EDOEG
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e Click on either /ZPO_INV1 or /ZPO_REC1 (E).

Note: INV1 will detail purchasing documents to be invoiced. For example, purchase
orders that have a goods receipt complete but are not invoiced. REC1 will detalil
purchasing documents to be received. For example, purchase orders that have goods

receipt not complete but have been invoiced.
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Purchasing Documents For Cost Center
Funds Ctr [Orded Purch.Doc. [ltem|Vendor/supplying plant [Doc. Date [Short Text |Quantity[OPU] Met price[GiL acct| POHTa be del.| Ta be del.|_Ta be inv
235090001 4500004348 10110376 SARAH CHRISTEN 02/1972008 Acrylic Bent 10 EA 489 550015 0] 4380 10
235090001 4500004348, 20110376 SARAH CHRISTEN 02/19/2008 Easel Braided 5" 1EA 389 550015 1 398 1
235090001 4500004348 30110376 SARAH CHRISTEN 02/19/2008 Frame Acrylic 1 EA 057 550015 1 057 1
235090001 4500004242 10100588 TECHNICAL TRAINING AIDS 01/22/2008 Structures 1 Lmg, Sys. 1 EA 1096200 180425 1]10,962.00 1
235090001 4500004133 10110125 SCIENCE EDUC AND ENGINEERING CO |12/23/2008 10 millicurie (mCi) Cobalt-57 gamma-ray 1 EA | 2868.00 186030 1| 286800 1
235090001 4500004065 10 106358 ABET 12/16/2008 Maintenance for MMVET pragram 1 EA | 60000 550546 1| 60000 1
235090001 4500004065 20105358 ABET 12/16/2008 | Maintenance for EET program 1 EA | BOD.OD 550545 1] 6000 1
235090001 4500004065 30105358 ABET 12/16/2008 Base Maintenance 1 EA | BOD.OD 550545 1] Em0.00 1
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e Example of /ZPO_RECI.
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Purchasing Documents For Cost Center

Funds Ctr |Orde||Purch Doc. |Item|\/andnrfsupp\ymg plant |Dnc Date15hnn Text |Guanmy|0PUl Met pr\celGﬂ‘L accllPOHl To be del.|_To be del.|To be inv
235090001 4500004348 10 /110376 SARAH CHRISTEN 02/12/2002 Acrylic Bent 10 |[EA 4.99 550015 10 4880 10
235090001 4500004348 20 1103768  SARAH CHRISTEN 02/19/2009 Eagsel Braided 5" 1 EA 3.99 550015 1 3.99 1
235090001 4500004348 30 1103768 SARAH CHRISTEN 02/19/2009 Frame Acrylic 1 EA 0.57 550015 1 0.57 1
235090001 4500004242 10 100558  TECHMICAL TRAIMING AIDS 01/22/2009 Structures 1 Lmg. Sys. 1 EA  10,362.00 180425 1 10862.00 1
235090001 45000041331 10 110125 SCIENCE EDUC AND ENGINEERING CO 1242372008 10 millicurie (mCi) Cobalt-57 garma-ray 1 EA | 2,868.00 188030 1 2868.00 1
235090001 4500004085 10 105359 ABET 12/16/2008 Maintenance far MMET program 1 EA B00.00 550545 1 B00.00 1
235090001 4500004065 20 |105353  ABET 12/16/2008 Maintenance for EET pragram 1 EA 600.00 550545 1 600.00 1
235090001 4500004066 30 105358  ABET 12/16/2008 Base Maintenance 1 EA 600.00 550545 1 600.00 1
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The user can filter the report to view more specific information. For example, the user
can filter the report on Vendor/supplying plant to view the invoiced/received information
for a specific vendor. The information below details the instructions for filtering by
vendor.

e Click the Set Filter button (F).

= =
| List Edit G F nvironment  Settings  System  Help w
. < Ca@ DHE DD OoD Bl @

Purchasing/gocuments For Cost Center

Funds Ctr [Orded Purch.Doc. [ltem|Vendor/supplying plant [Doc. Date JShort Text |Quantity[OPU] Met price[GiL acct| POHTa be del.| Ta be del.|_Ta be inv
235090001 4500004348 10110376 SARAH CHRISTEN 02/1972008 Acrylic Bent 10 EA 489 550015 0] 4380 [
235090001 4500004348, 20110376 SARAH CHRISTEN 02/19/2008 Easel Braided 5" 1EA 389 550015 1 398 1
235090001 4500004348 30110376 SARAH CHRISTEN 02/19/2008 Frame Acrylic 1 EA 057 550015 1 057 1
235090001 4500004242 10100588 TECHNICAL TRAINING AIDS 01/22/2008 Structures 1 Lmg, Sys. 1 EA 1096200 180425 1]10,962.00 1
235090001 4500004133 10110126 SCIENCE EDUC AND ENGINEERING CO |12/23/2008 10 millicurie (mCi) Cobalt-57 gamma-ray 1 EA | 2868.00 186030 1| 286800 1
235090001 4500004085 10105359 ABET 12/16/2008 Maintenance for MVET program 1 EA | BODOD 550545 1] 60000 1
235090001 4500004065 20105353 ABET 12/16/2008 Maintenance for EET program 1 EA | BOD.OD 550545 1| Em.0o 1
235090001 4500004065 30 105359 ABET 12/16/2008 Base Maintenance 1 EA | BOD.0D 550545 1] 60000 1
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e Select Vendor/supplying plant from the column set (G).

e Click Add filter criterion (H).

I=Define Filter Criteria

Tst Step: Define the Filter Criteria

Currency
Order Unit

2nd Step: Deterrnine Yalues for Filter Criteria

Filter criteria lumn Set
Caolumn Mame H mn Marme

Still to be invoiced (gty) Hs Center

Still to be invoiced (val.) Br

Cost Center
Purchasing Docurment
[tem

Acc. assgt quantity

|Vend0n‘supp\wng plant

Uacument Date
Actiity Type

Ol Trogd

e Click Determine Values for Filter Criteria (1).
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e Click the Match code button for vendor and select from the list (J).
e Click Continue (K).
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e The filtered report displays.

=g EEE
List Edit Goto Views Environment Seitings System Help

|e tjaHe@e SRR S0oa BF 05

Purchasing Documents For Cost Center

Funds Ctr_[OrdefPurch.Doc. [ite,_[Wendorsupplying plant |Doc. Date Short Text |Quantity[OPU | Net price[G/L acctf POH [Ta be del.[To be del.|_Ta be inw.
235090001 4500004345 10110376 SARAM CHRISTEN 0211872008 Acrylic Bent 10 EA 439 550015 10 44380 10
235090001 4500004348 20 110376 SARAH CHRISTEN 02A19/2008 Easel Braided 5° 1 EA 399 550016 1 398 1
235090001 450000434F 30| 110376 SARAH CHRISTEN 021972009 Frarme Acrylic 1 EA 057 550015 1 057 1
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