Display the Grand Total (List Display) of a Purchase Order (Outside Vendor)

PO Number Unknown
From the SAP Easy Access PCSB Menu Initial screen:

Click the Expand icon to the left of PCSB Menu > Purchasing > Purchase Orders, Double-click ME2K —
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Purchasing Documents for Cost Center screen is displayed.

The Purchase (Outside Vendor) Requisitions have now been converted into a Purchase Order. Scroll down
until you see the items that you want to display the total for, the Purchase Order Number for those items will be
on a line highlighted in pink. The number will be in the upper left corner of that line and will begin with 45
(example 4500182754).
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Double Click on the Purchase Order Number with the items listed below it that you wish to display a total
on.

Created by Polk County Schools Help Desk, Ph: 519-8042 ext 51586
Updated: 7/11/2006



Display the Grand Total (List Display) of a Purchase Order (Outside Vendor)

PO Number Unknown

Textbook P/Orders 5300000545 Created by JOHN DUPREE

Document overvienr on | | | [ %22 &5 | o3& Print preview

Messages

Personal setting

HED TEXB Textbook F/Ord . =1 5300000545 “aendor 15120 FLORIDA SCHOOL BO O, Doc. date ass2Fs20ma
T Header
s Iterm = Material Short text F O guantiby o |c|Deliv. date et price Curr.. |Per S [mah JEI
1 e K 222240 FL FREMTICE HALL hiA =aE AN O Oo9 /08 s 2003 49 arF|ush 1 E o TE}{TbEl
26 K S22300 FL PREMTICE HAaLL b ZaEA D9 /08 /2004 50 a7 |UsD 1 E o Tex‘tblzl
a L3 el Yalcbck BRIGHT SURFRISES I ZFEA [DO9/OS /2004 10,97 |uUsD 1 EA  Texth
40 K 44002 DA G AHEAD IRNTERYW 3 EA DoO9/05 /2004 10 97 |uUsD 1 E & [ Texth
t=ya} E CXiolololol FL LEAD THE wwa™y 4 4 En O Oo9 /08 s 2003 44 As|USD 1 E&  Textb
(=3:] K S40000 FL DISTAMT WOYASES S ZEA D9 /08 /2004 44 A |USD 1 E&  Texth
To L3 24003 SOUIMHD SURSHIMHE IRT ZFEA [DO9/OS /2004 10,97 |uUsD 1 EA  Texth
t=1o) L et Y =10] TARGET 260 TARGET S 15EAM OOo9 /08 s 2004 o =26UsD 1 E AN Textk
t=1a} K Eradc =4 TEA TARGET 260 TARG .. 1 EM D9/ 08 2004 15 10 /USD 1 E o Tex‘th
| _ee [ FE=5D0 FL ELEMEMTS LIT Gol . I G CEREER R 56 rO[UsSD 1 [Ea Text[—]
[« w1 [+ ][ »]
=S = = i =
= iterm 1[10] 822240 , FLIRREMNTIGE HALL MATH GR . = [ ]~
Material data || Quantitie siweigh k Delivery schedule | Acceptance FPeriod || Delivery | Inwvoice | Conditions 1y ODOE
MMaterial group Fesna = Revision Lewel
Click the Expand icon to the left of the Header o
Click on the Status folder tab Status
2| Textbook P/Orders 53 45 Created by JOHN DUPREE
Docurment overview on | O = %’H (2 Print preview | Messa Persanal setting
| TEXE Texthook P/Ord . | 5300000545 | vendar 15120 FLORIDA SCHOOL BOOR——Rue. date  08/27/2004
=l Conditions | Teds | Address | Communication | Parners | Addfionaldata | Org.data® Status | Relea.. | [4[»['E
:_EReIease campleted Ordered 856 EA 19,455 .23 USD
ﬁ? PURCHASE ORDER RELEAS .. Delivered 0 ER 0.ae  UsD
Q Zent Sill ta deliy. 856 ER 19,455.23 USD
L Mot delivered Invoiced b0 EA 0.00 USD
E Mot invoiced Dowen payimts a.en ush
— / —
|S..Item AL Material Short text PO quantity 0... |c)Beliv. date  [Met price curr... |Per Q... Matl dﬂl
| e K 922240 FL PREMTICE HALL MA.. 30[EA Jlea/os/2004 49 97 UsDh 1 Ef Te}dbD
| 20 K 422300 FL PEEMTICE HALL MA.. SBEyDBQIBEQEIM BB 9rUsD 1 EL Te}{th|
== — e R _/. SRl L o — —
The dollar value for the PO is shown to the right of Ordered.
Created by Polk County Schools Help Desk, Ph: 519-8042 ext 51586 2

Updated: 7/11/2006




