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Process: Transaction Codes (t-codes) available to display subaward 
purchase order information and invoice documentation.   

 
1. ZMM_SUBAWARD_INV_HIS – Subaward Invoice History Report 

a. Based on PO number 
b. Lists all subaward invoices approved and awaiting approval 

2. ME23N – Display Purchase Order 
a. Based on PO number 
b. Lists PO period of performance dates, PO validity dates, invoices entered, 

invoice documentation and payment details 
3. ME2K - Purch. Orders by Account Assignment 

a. Based on grant/WBS number 
b. Lists summary of POs, vendor, PO budget and PO available balance 

4. Z_MMEKPO - Open Purchase Orders 
a. Based on PO number 
b. Lists PO budget amount, PO encumbered amount, invoiced amount and 

open (remaining) PO balance 
5. ZECM_FIDOCS – Financial Documents with Attachments 

a. Based on document number or reference document number 
b. Lists attachments 

6. FB03 – Display Document 
a. Based on document number 
b. Lists transaction details such as document & posting dates and GLs used 
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1.  ZMM_SUBAWARD_INV_HIS – Subaward Invoice History Report 
 Based on PO number 

 
Lists all subaward invoices approved and awaiting approval 

Enter PO number and 
execute 

 
Lists invoices entered; 
approved and awaiting 
approval 
 
 
Note:  There will be one 
line for SIR and one line 
for PI/SIDA 

 

If the Decision field is 
blank, the SIR or PI has 
not approved the invoice 
 
If the End Date field is 
blank, the PI has not 
approved the invoice 

 

To display invoice 
details, click on the 
Invoice No 

Drilling into the invoice takes you to the 
transaction details outlined below in ME23N. 

To display PO details, 
click Purch Doc 

Drilling into the PO takes you to ME23N which is 
outlined below. 

2.  ME23N – Display Purchase Order 
 Based on PO number 

 
Lists PO period of performance dates, PO validity dates, invoices entered, 
invoice documentation and payment details 

Select Purchase Order in 
the top menu 
 
Then select Other 
Purchase Order 
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Enter PO number and 
select Pur. Order 

 
Header section shows 
period of performance 
(Texts tab)  
 
Note:  Use scroll bar to 
view amendments and 
extended dates 

 
Header section shows 
validity dates (Additional 
Data tab) 
 
Note:  Validity dates are 
the dates in which an 
invoice should be 
processed within. 

 

Items section details 
portion budgeted to GLs 
under $25K and/or over 
$25K  
Items details section 
lists invoices entered 
(purchase order history 
tab).  
Select 1 or 2 in the 
dropdown for invoices 
posted to the GL under 
$25K or over $25K 
 
Note:  This list includes 
invoices approved and 
awaiting approval 
 
Reminder:  The total 
of both lists should 
balance to the 
cumulative balance 
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To display invoice 
documentation, click on 
Material Document 
number 

 
Click Follow-On 
Documents 

 
Double click Doc 
Number next to 
Accounting document 

 
Select Services for 
Object icon in the upper 
left corner next to 
Document Overview 
 
Then click Attachment 
list 

 
Double click on the 
attachment to view 

 
To display payment 
details, double click 
vendor name 

 
Select Environment 
from the top menu bar 
then select Check 
Information 
 
Note:  If Check 
Information is grayed 
out, payment may not 
be made yet 

 

Lists Check number, 
Payment Date, Amount 
paid and Check 
encashment 
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3.  ME2K - Purch. Orders by Account Assignment 
 Based on grant/WBS number 

 
Lists summary of POs, vendor, PO budget and PO available balance 

Click Variant and enter 
SPA CLOSING PO 

 
Enter grant/WBS in WBS 
element then execute 

 
Lists summary of PO 
agreements 

 
Budgeted Amount 

 
PO available balance 

 
To view PO details, click 
on the PO number, 
vendor, agreement 
number or budget 
amount 

Drilling into the PO takes you to ME23N which is outlined above 
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4.  Z_MMEKPO - Open Purchase Orders 
 Based on PO number 

 
Lists PO budget amount, PO encumbered amount, invoiced amount and 
open (remaining) PO balance.  Note:  Invoiced amount includes invoices 
awaiting approval. 

Bullet Purchase Order 

 
Enter PO number then 
execute 
 
Note:  Running by WBS 
only takes a long time to 
run 

 

If this message pops up, 
select continue 

 
Lists summary of the 
POs vendor, PO budget, 
invoiced amount and 
remaining balance  
To view PO details, click 
the PO number Drilling into the PO takes you to ME23N which is outlined above 

5.  ZECM_FIDOCS – Financial Documents with Attachments 
 Based on document number or reference document number 

 
Lists attachments 

Enter Company Code 
UK00, Fiscal Year and 
Document Type RE for 
subaward invoices  
Enter Document Number 
(generated by SAP) OR  
Enter Ref. Doc. Number 
(invoice number) 
 
Note:  Must be entered 
exactly how APS keyed it 

 

Variable Notes Using Ref. Doc. Number returns all documents matching this criteria for 
all grants 
 
Running by grant or WBS only takes a long time to run but works well 
when used in conjunction with other fields 

Click on arrows to drill 
down to the attachments 
 
Double click to view 
attachments  
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6.  FB03 – Display Document 
 Based on document number 

 
Lists transaction details such as document & posting dates and GLs 
used 

Enter Document Number 
(Accounting document) 
and press enter 

 

Lists transaction details 

 
To view invoice 
attachments, select 
Services for Object 

Viewing attachments is 
outlined above in ME23N 

To view payment details, 
double click vendor 
name 

Viewing payment details 
is outlined above in 
ME23N 
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