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Process: To review a Purchase Order’s supporting documentation in 
SAP. 

 
Note: All PO invoices are being scanned to the FI Document Posting as of 
7/1/2016.  Documents posted prior to 7/1/2016 are stored for three years and 
request for copies of those documents should be submitted to: 
fileroom@email.uky.edu  

 
PROCEDURES 

To view a PO invoice 
supporting 
documentation 
directly through ECM 
(Enhanced Content 
Management), type 
transaction code 
ZECM_FIDOCS in the 
SAP Command Field. 
Click the green 
check button or 
press enter. 
 
NOTE: To save this 
SAP transaction to 
your favorites, you 
must right click on 
Favorites and then 
click on Insert 
Transaction. Type in 
the Transaction Code 
then click the green 
Check. 
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On the Selection 
Screen, the 
Company Code, 
Fiscal Year, and 
Document Type 
fields are 
mandatory. The 
Company Code is 
always UK00 and the 
Document Type is 
always RE for a PO 
invoice. 
 
 
NOTE: It is 
recommended that a 
date or a date range 
be included in the 
Entry Date field(s) to 
expedite the search. 
 
 

 
To review a specific PO invoice, the selection should be made 
by using the Document Number field (SAP FI document 
number) or the Ref. Doc. Number field (Vendor’s Invoice 
number). 
 
To review the supporting documentation for multiple PO 
invoices from the same search, the cost object can be 
entered in the appropriate field. 
 
Click the Execute button. 
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To view the 
attachments, click 
on each node to 
expand the 
information or use 
the Expand All 
button to display all 
of the backup 
documents for the 
selection. 
 

Double click on the 
PO attachment you 
wish to view.  
 
 
 

Attachments in PDF, 
BMP, TXT, etc will 
with the Open Text 
Imaging Web 
Viewer. Any 
Word/Excel 
attachment will open 
using the software 
from your 
workstation. 

 
Use the Imaging Web Viewer Options to save, print, rotate 
zoom, etc the attachments for optimal review. 

Expand All 
Button 

Individual 
Node 
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To view the PO 
invoice’s FI posting 
in SAP, double click 
on the Document 
No. 
 

 
 
 

Click on GOTO then 
Display As List to 
view the full 
accounting 
information for the 
PO invoice. 
 

 

FI Posting Overview: 
 

 
To drill into the PO 
click on 
Environment, 
Document 
environment, 
Original document.   
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Double click on the 
PO number to drill 
into the Purchase 
Order 
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To view a PO invoice 
attachment from the 
Display Document 
Screen, go to SAP 
screen FB03.  
 
Click on the 
Document List 
button to open 
additional search 
criteria. 

 
From the Document 
List screen, 
Company Code of 
UK00 is required. 
 
Search Options: 
Document Number = 
SAP document 
number. 
 
Reference Number = 
Vendor’s invoice 
number.  
 
 
 

 
NOTE: It is recommended that a date or a date range be 
included in the Entry Date field(s) to expedite the search. 

Must be UK00 
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A listing of search 
results will be 
displayed if more 
than 1 item matched 
the search criteria. 
Double click on the 
document to be 
reviewed from the 
list.  

 

The Document 
Display: Overview 
will provide the basic 
information about 
the FI posting of the 
PO invoice. 
 
 
 
 
 
 
 
 
To review the PO 
invoice attachment: 
Click on the arrow 
on the Services for 
Object Button.  
 
Then click on the 
Attachment list 
option. (If 
attachment list is in 
light grey, no 
attachment is 
available for review.) 
 

 
 

 
 

 
 
 



Quick Reference Card – Purchase Orders 

ECM – Enhanced Content Management 

 8 
 

To review the 
complete accounting 
information for a PO 
invoice, from the 
Display Document: 
Overview, click on 
Goto and click on 
Display As List.  
 
The complete 
accounting 
information for the 
PO Invoice will be 
displayed. 
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To review the check 
information for the 
PO Invoice, from the 
Display Document: 
Overview screen, 
double click on the 
Merchant Name. 
 
 
 
 
 
 
 
The Display 
Document: Line 
Item 001 screen will 
provide additional 
information 
regarding the 
transaction including 
a Clearing date and 
document number if 
a check has been 
processed. 
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To retrieve the 
actual check 
number, click on 
Environment and 
Check Information. 
 
 
 
 
 
 
 
 
 
On the Display 
Check Information 
screen, all of the 
necessary check 
information is 
provided such as 
check number, 
payment date, check 
amount, and check 
encashment. 

 

 
 


