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Central Storeroom / Shipping and Receiving
Robertshaw Building
650 South Thirteenth Street
Indiana, PA 15705 
Phone: 724-357-4074
Fax: 724-357-2515
Receiving – View Delivery Confirmation and Notes on a Purchase Order 
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Youwill now see the SAP Purchase Order

‘The Purchase order history tab will show itemsthat
have been received

You can scroll down through the tems onthe PO
usingthe arrows

Toview misc. notes concerningthe PO; click on the
overview icon; a pop-up will appear

2| Standard PO 4500230195 Created by Robert Duniop

Document ovenvewon || (01 %) & | |3 Printpreview | Messages

& Persona seting

0 [wezan 1 banshee ovR |

wordsis6 | 5 | 2
Blsar | & 5 @ 5 & o

[EERE=

| ) micheletup.edu- 1 ‘Standard PO 45 i SAPLPDLOG -54P.. | 2] Document! -Micos.. | D6 AD ¢ s48am

& 4500230195 Vendor 1032843 CPP, NG Do date 0172812008
Shorttext O quantity [0.. |Deliv.date_|Storloc_|Requisitioner_|Nstprice er_IE|
Strong Interest Invent 10PKG B2/23/2009 40dbraciou na.set [
Strong Interest nvent. 1EA B2/23/2009 4ndbrociou 69.501 [ 3 iummage
g nassae
O Allmessags
D) O i meseae
8 5 Y Y T i B Almessan
O Allmessags
1] Strong InterestInertory, tem #8454 @ [4] v R
. 0 O Allmessags
. Delivery | Invoice | Conditions | Accountassignment ' Purchase orderhistory | Texts | Deliverya. |}, [<[ 1% 10 4l message
4 O Allmessags
= 7 O All message
[CleE s ] 5] (B @ =
tem Posting Date = Guantty Deliver costquantiy|0Ur[z__Amtinoc cur|Leur [z Gty o0 e
1/02/05/2008 10 0 [PKG| 0.00 [USD 8 O Allmessage
Tr.Jev. Goods receipt . 10 PKG « 0.00 USD = 9 O All messags
4 O Allmessags
3 0 Allmessags
H 0 O Allmessags
6 O Allmessags
4 O Allmessags
£l 0 O All message
(=]l
5]
mEiD|




[image: image6.png]Text Box Tools.

Pagelayout  References  Mailings View  Developer  Acrobat Format

) ome | et

laBICE@ CHE DDLNIHEI@B

— A Find -
= E20(5) [acnoccoc] asmoceor aaBb: aamvee - A ] cence
=&~ -] | nomar |1Nospaci. Headingt  Heasing2 - E?,?Z‘ff Ry
Cipbosra Font 5 B stytes 5 editing
EERERTET - E2

You can scroll down through the tems onthe PO
usingthe arrows

Toview misc. notes concerningthe PO; click on the
overviewicon; pop-up il appear

Click on Attachment List lcon
Alist of available documents will appear; such as
packingslip, delivery slip, invoice, notes, etc.

Toview Material Document information; such as delivery acknowledgement Clickon the Material Document
The Goods Receipt Material Document will now appear

dlick on the overviewicon; a pop-up will appear

EOCTEES

..., CickonAttachmentListicon
& 5 oo Alist of available documents will appear;

B E T l

Fages ot | Wordsi150 | 5 | 2

Blsar | & 5 @ 5 & o

|50 michele . edu- 1U.. [T Disptay Materil —. | Bk 54PLPD.L0G -54P..| 1) Document - Wicos.. | I 6 1 D €/ s55AM

Display Material Document 5000192832 - Michele Fatora

| [

Show Overvew ]| Gresk || Post | [H Helm

Display @ Material Document @ 5000192832

aoms | ][]

[« V1% | —|
s i e e o

| Gensral | vendor | @9 ' Docino |
D 5[5 [R[ 2 8] @& [ |B[¥=][B[@a]=a]
Title: Creator Name Created On | I

40 40 [

I

| 1|}
5|
[

(][]

Z

Allmessage

8 O Allmessage
9 O Allmessage
19 O Allmessage
0 O Allmessage
0 O Allmessage
103 O Allmessage
0 O Allmessage
1 O Allmessage
4 O Allmessage
17 O Allmessage
5 O Allmessage
8 O Allmessage
8 O Allmessage
19 O Allmessage
4 O Allmessage
3 O Almessage
0 O Almessage
6 O Allmessage
4 O Allmessage
0 O Allmessage
| S |




[image: image7.png]o
9 Home | msent

lu A=

Z U -abe x, X Aav|[¥- A

Developer  Acrobat

BU97] [aapbcene] assbceoe AaBbC, aapbee - A

Thomal | 1o Spaci.. Heading1  Heading 2

5 Styles

laH @@ CHE DL HE @B

FERCBRET AT

098] O rmiree s B 8 i

E=—

Youwill now see the SAP Purchase Order

‘The Purchase order history tab will show itemsthat
have been received
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usingthe arrows
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overview icon; a pop-up will appear

2| Standard PO 4500230195 Created by Robert Duniop

Document ovenvewon || (01 %) & | |3 Printpreview | Messages

& Persona seting

0 [wezan 1 banshee ovR |

wordsis6 | 5 | 2
Blsar | & 5 @ 5 & o

[EERE=

| ) micheletup.edu- 1 ‘Standard PO 45 i SAPLPDLOG -54P.. | 2] Document! -Micos.. | D6 AD ¢ s48am

& 4500230195 Vendor 1032843 CPP, NG Do date 0172812008
Shorttext O quantity [0.. |Deliv.date_|Storloc_|Requisitioner_|Nstprice er_IE|
Strong Interest Invent 10PKG B2/23/2009 40dbraciou na.set [
Strong Interest nvent. 1EA B2/23/2009 4ndbrociou 69.501 [ 3 iummage
g nassae
O Allmessags
D) O i meseae
8 5 Y Y T i B Almessan
O Allmessags
1] Strong InterestInertory, tem #8454 @ [4] v R
. 0 O Allmessags
. Delivery | Invoice | Conditions | Accountassignment ' Purchase orderhistory | Texts | Deliverya. |}, [<[ 1% 10 4l message
4 O Allmessags
= 7 O All message
[CleE s ] 5] (B @ =
tem Posting Date = Guantty Deliver costquantiy|0Ur[z__Amtinoc cur|Leur [z Gty o0 e
1/02/05/2008 10 0 [PKG| 0.00 [USD 8 O Allmessage
Tr.Jev. Goods receipt . 10 PKG « 0.00 USD = 9 O All messags
4 O Allmessags
3 0 Allmessags
H 0 O Allmessags
6 O Allmessags
4 O Allmessags
£l 0 O All message
(=]l
5]
mEiD|




[image: image8.png]Text Box Tools.

Review  View  Developer  Acrobat Format

Pagelayout  References

[pvl5] Ny
2 A2BbCcD | AaBbCcDC AaBbCi AaBbCc & Replace AP
&~ -] | tnomal |7NoSpaci.. Headingl Heading2 — 3;7“* Ry
e Ot h. oro Shift+F5
Cipboard Font 5 Paragraph 5 styes 5 editing € . E:"“’” ordet ! s ©@e “HE fhLh BE @
Create
FEECBELEEZT ] [® DrepimChange ., [195 Created by Robert Duniop
Z @ Printpreview | Messages | [ & Personal setiing
Receiving— View Delivery Acknowledgements and Notes on a Purchase Order =
1038949 CPP, INC. Do uate  oir2si2m
‘SAP Transaction ME23n (viewa standard purchase order) k=] ml
@ o St SRS PO quantity [0.. [Deliv.date _[Storloc_|Requisitioner _[Net price Per [
Choose Purchase Order i Sirang Iterest Inven, 10PKG 02/23/2008 40gbrociou noson ||
Standard PO 450023( 2 trong Interest Invent. 1A 02/23/2009 ‘40dbrociou 69501 |4 liE] - e
Youwill see a window & 8 O All message
Documentoverviewon || ) 9 &5 | 9 O 4l message
EE—— BT I[D] 150
el atandar PO = amanoR1C e
[ T o s = = v i R OO Almeseas:
0 0 Almessage
103 O Almessage
tern 11 Strong Inferest Inventory; lfem #3454 a [a]v] 00 e
_ Delvery | imoice | Condons | Accountassignment ’ Purchass order history | Texs | Delverya..|}, (% P
40 Almessage
IBEEERIEEREFEERIIEIERIE " E iu:zzz:gz
Text™ T |Material Do...| tem|Posting Date [z Quantity| Delivery cost quantity OUrlz Amtin loc.cur.[Leur [z oty 8 O Almessace
1015000182832 10210512008 (@ 0[PKS 0.8 [USD 8 O Almessase
Tr.ev. Goods receipt . 10 PKG - 000 USD - 19 0 Allmessage
40 Almessage
30 Almessase
Hl 0O Aimessage
6 O Almessage
40 Almessage
LIl 0O imessage
(2] |
]
. [0 n[E1D)
B U [MEZaN P2l banshee OVR
Page1or1 | Worasi26 | J | B [Eem== P e

W] [ B @EOEE |5 michele . edu- 1U.. [T Standard PO 45..._| gk 54PLPD.L0G -54P..| 1) Document - icos.. | I 6 1D €/ 831 A



[image: image10.jpg]I[§[J§28 [ndiana University of Pennsylvania




[image: image9.png]Text Box Tools.

r

EEmm o oo e o o o | G

[B4[57] | aasbccoc| assbceoe AaBbC: AaBbCe
|| &~ ii| | rnomal |inospaci.. Headingt  Heading2

Clipboard & Font 2 Paragraph 0 Styles

_ Change

# Find -

2 Replace

Styles~ || ¢ Select -
5| Editing

aHICE@ CHE DDODIHE @

H9- 0 N EEGY AR

Re

ing—View Delivery Acknowledgements and Notes ona Purchase Order

‘SAP Transaction ME23n (viewa standard purchase order)
@ aja | -Choose Purchase Order
Youwill see awindow - Choose Other purch. Order
Standard PO 450023¢
Documentovervewon | | [0 21| ,_P_W e

o "

I Standard o2 = amanoanic

2| Standard PO 4500230195 Created by Robert Duniop

Document ovenvewon || (01 %) & | |3 Printpreview | Messages

& Persona seting

d
Pur. order

ur. order

Standard PO & 4500230195 Vendor 1038949 CFP, INC.

soo230195 [3)

irairsim] = |

© Purch. requisition

Other document

e

[T T Stiang Titerest Tvertary e #8454

 Delvery | Invoics | Gondltons | Accountassignment ’ Purchass order istory | Teds | Deiverya.|j, (€131

)&

RIS ER R EEI

Delivery cost quantity

Text™ T
101

Tr.jev. Goods receipt

|
[*]

n[E1D)

0 [wezan 1 banshee ovR |

Page:toft | Wordsi3t | 5 | 2 [EEEEE

W] [ B @EOEE |50 michele . edu- 1U.. [T Standard PO 45...| gk 54PLPD.L0G -54P..| 1) Document -icos.. | I 6 1 D €/@ 838 M

00O000000000000000000

| S |

Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage
Allmessage






[image: image2.png]1C@Q CHE D000 PE @B
Standard PO 4500230195 Created by Robert Duniop

Document ovenvewon || (01 %) & | |3 Printpreview | Messages

& Persona seting

¥ Header w
[MSJEl5. e i [Materal [shontea 0 quaniity _[0...[Delv. dals_[Storloc [Reguisilioner_[Netprice per
K Strang Inerestnvent 18PK6 6212312088 40gbrociou noson ||
23 trong Interest Invent. 1[eap2r23i2009 40dbrociou 69501 [4
[E|
BT rajny)
| BE[L I = s i o
tem [1]8trong Inferest Inventory; tem #8454 a [a[v]
_ Deivery | moise | Conditons | Assountassignment  Furchase oroeristoy | Texts | Detverya. |, (€134
IREEEEIEEREEERI ER
Text”|MvT | Material Do...| ltem|Posting Date = Quantity) Delivery cost quantity OUn = Amtin loc.cur [Leur |z Qly.
GR 101 (5000182632 1 02/0572008 (@ 0[PKS 0.8 [USD
Trev. Goods receipt 5 70 PKG - 000 USD -
5|
]
[0 n[E1D)

[ [MEZ3N b2l banshee | OVR

A\





To view Material Document information; such as delivery acknowledgement Click on the Material Document
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A word document will now appear that contains the delivery information 


When it was receiving at Shipping and Receiving


Date/Time delivered to department


Delivered by: Driver


Delivered to: Address (unless otherwise noted)


Signed for by:  Actual signature of department recipient





The Goods Receipt Material Document will now appear


click on the overview icon; a pop-up will appear


�


Click on Attachment List Icon


A list of available documents will appear;


�


Double Click on the item you wish to view











You will now see the SAP Purchase Order


The Purchase order history tab will show items that have been received


You can scroll down through the items on the PO using the arrows


To view misc. notes concerning the PO; click on the overview icon; a pop-up will appear


�


Click on Attachment List Icon


A list of available documents will appear; such as packing slip, delivery slip, invoice, notes, etc.

















Insert the Purchase Order Number 


Hit Enter





You will see a window   


Choose Other purch. Order





SAP Transaction ME23n (view a standard purchase order)


Choose Purchase Order
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