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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 – 
Display Grand Total of Purchase Order 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Double Click on the Purchase Order Number with the items listed below it that you wish to display a total 
on. 
 

• Enter you four-digit school/location 
number and an asterisk (example 0031*) 
in the Cost center field 

 

• Type BEST in Scope of list field  
 

• Type or use Search help icon to select a 
From and To date in the Document date 
field (if left blank it pulls up all Purchase 
Orders created for your location since 
SAP went live in July of 2000) 

 

• Click the Execute icon 
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Click the Expand icon to the left of the Header   
 

Click on the Status folder tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The dollar value for the PO is shown to the right of Ordered.   
 
 
 
 
 
 
 


