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Work Instruction

ME22N Finalize and Cancel Purchase Order ME22N

When to Use

Use this procedure to release commitments when there is no further delivery of goods/services or
invoices for a Purchase Order line item. This process will mark each PO line item as ‘Delivery
Complete and ‘Final Invoice’.

Steps
o |dentify Purchase Order to Finalize or Cancel.
e Confirm that no further delivery of good/services or invoices will be received.
e Change line(s) on Purchase Order in AMS to Finalize or Cancel.
Menu Path
Use the following menu path(s) to begin this transaction:

e Logistics =* Materials Management =% Purchasing =% Purchase Order =% Change

Transaction Code
ME22N

Helpful Hints
e Ifitem has been created on a Purchase Order and is no longer needed it must be finalized or
cancelled to release committed funds into FM Account free balance.

e |[f there is more than one item each item must be finalized or cancelled to release committed
funds into FM Account free balance.
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Detailed Procedure
1. Start the transaction using the menu path or transaction code.

SAP Easy Access University of Toronto Menu

@ 300 c0@ ONE 0DoD BO 06
SAP Easy Access University of Toronto Menu
BE S 88 2| - -

310 O Favorites
« |7 G SAP menu

b 3 Office
= & Loglistics
= & Materlals management

= & Purchasing
“ Q3 Purchase Order
w2

&2 ME23N - Display
2 MEMASSPO - Mass Maintenance
03 List Displays
3 Reporting
¥ O Follow-On Functions
b (3 Messages
I 3 Purchase Requisition
v 3 Outline Agreement
b O3 RFQQuotation
(3 Master Data
I 3 Inventory Management
I 3 GR/IR account maintenace
& 2 Physical Inventory
b O Valuation
I (J Material Master
I O Sales and Distribution
I O Customer Service
[ 03 Accounting
0 Human Resources
b O3 Development Info System
b O Research Info System
b O Telecommunications Info System
b [ B6: Salary Detail
& 0 Donor Finandial Reporting Info System
b O Tools

2. Double-click &2 ME22N - Change.
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Document Overview On || O %7 & 6% | ¢ Print Preview  Messages &3 Personal Setting

1] NBShndardPO 2 As00117842 | Vendor 106083 Dell Canada Inc. Doc. date  B4.on.2011
. Delivery/Invoice | Conditions | Texts | Address | Communication | Partners | Additional Data | Orq.Data = Status |

B Adive Ordered 8 R 8,175.20 CAD
D Sent Delivered 8 EA B.453.97 CAD
b Fully Delivered Still to deliv. 0 En n.e CAD
& Fully Invoiced Invoiced 8 ER 8,453.97 CAD
Down paymts w.on CAD
PO Dua I | [ :_;_ru
P’TZZ&SF’W Touch S¢_| #EA 11.04.2011 1,021.90CHD EA ofﬂerqu UGT,SI’ GE_ ROBAR [ ]
PX2230MW Touch Scr | 16EA 11.04.2011 asn.oncAD 1 'EA cﬁlanmu SJDFT ST. GE Roam‘rsu |
cAD GE. |
£AD

T | | | cap T
| [ 1 cAp ]
| | | Cap -
| ;

ol BB | Bl8le Uz A/

(=lItem 111PT2285PW Touch Screen Monitor & :
MMHW&MM}NMS&&M! Delivery | Invoice | Conditi | Account Assi t | Purchase Order History | Texts | |, I+l
Overdeliv. Tol. % [ Unlimited ¥ Goods Recelpt
Underdel. Tol. % [ Origin Accept. GR Non-Valuated
[ Deliv. Compl.
il W |

@ Transaction will automatically display the last Purchase Order that was opened.

3. Click or Select Purchase Order=» Other Order to select a different Purchase Order.

Select Document

4506118834 [

Q
@

| Other Document ||E|
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3.1 Enter the Purchase Order Document Number to be changed.

4. Click | Other Document |or Enter to select the Purchase Order document.

NB:Standard PO 4500118834 Created by Username

& Bl @ @@ DHE D000 AR @ -

NB:Standard PO 4500118834 Created by James Carnemolla
| @| @ Print Preview || Messages | Personal Setting ‘

NE:Standard PO E 450808118834 121802 Antler River Associates 13.87.2011
|
L= S |ltm A |Material Shart Text FO Quantity OUn(Deliv. Date  |Met Price Curre_ |Per O, |Matl Group  |PI
1 K Annual Travel Mar.2011-Jun. 1EA 13.87.2811 11,852 _0BCAD Ll EA |Management EU
2 K Inclusive Daily Rate Mar.201 29EA 13.87.20811 375.88CAD 1 EA |Management EU
3 K Inclusive Daily Rate Mar.201 0.500EA [16.88.2611 375.688CAD (1 EA Managerent BJ
CAD U
CAD U
CAD U
GAD U
cAD U=
GAD U=
[ L[4[ +]
[EX =] oE &9 ¥ Default Values
e [ 1] Annual Travel Mar.2011-Jun.2012 ] -l
~ Mlaterial Data r QuantitiesAWeights r Delivery Schedule r Delivery Invoice Conditions Account Assignment Purchase Order Hist )]s
I, Receipt Tax Code EB
[IFinal Invaice
GR-Bed Iv

5. In the Item details section at the bottom of the screen click = or IEI IZI to scroll through and
select the item to be Finalized/Canceled.

6. Click the W Tab for the selected item.
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NB:Standard PO 4500118834 Created by Username

B d @ @@ DRE D000 AR @m

NB:Standard PO 4500118834 Created by James Carnemolla
| @| @ Print Preview || Messages | Personal Setting ‘

MNE:Standard PO B 4500118834 121802 Antler River Associates 13.067.2011
|
L= S |ltm A |Material Short Text FO Quantity OUn(Deliv. Date  |Met Price Curre_ |Per O |matl Group  |PI
1 K Annual Travel Mar.2011-Jun. 1EA [13.87.2811 11,852 _0BCGAD Ll EA |Management EU D
2 K Inclusive Daily Rate Mar.201 29EA 13.87.2011 375.88CAD 1 EA [Management B[]
3 K Inclusive Daily Rate Mar.201 9.5088EA [16.88.2811 375.08CGAD L EA |Management EU
[«][» [«][+]
E a& O E | & |9 % Default ‘alues
(=] [ 1] Annual Travel Mar.2011-Jun.2012 =] -l
Material Data r QuantitiesAWeights r Delivery Schedu\e/ Delivery Invoice Conditions Account Assignment Purchase Order Hist U
Cwerdeliv. Tol. % [JUnlimited Goods Receipt
Underdel. Tol. % Ll Origin Accept [ GR Non-valuated
[ Deliv. Campl
4
7. Check the | Deliv. Compl. indicator to mark the item as complete.

8. Click the M Tab for the selected item.
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NB:Standard PO 4500118834 Created by Username

& B d @ @@ DRE D000 AR @m
NB:Standard PO 4500118834 Created by James Carnemolla
| @| @ Print Preview || Messages | Personal Setting ‘

MNE:Standard PO B 4500118834 121802 Antler River Associates 13.067.2011
|
L= S |ltm A |Material Short Text FO Quantity OUn(Deliv. Date  |Met Price Curre_ |Per O |matl Group  |PI
1 K Annual Travel Mar.2011-Jun. 1EA [13.87.2811 11,852_688CAD (1 EA |Management EU
2 K Inclusive Daily Rate Mar.201 29EA 13.87.2011 375.88CAD 1 E4 |Management EU
3 K Inclusive Daily Rate far. 201 9.500EA (16.68.2611 375.88CAD [ EA Managerment EJ
CAD U
CAD U
GAD U
CAD U
cap U=
cAD U=
] ) L 4 +]
E =] & & (T ¥ Default Values
B [ 2 ] Inclusive Daily Rate Mar.2011-Jun.2012 ] -l
Material Data r QuantitiesAWeights r Delivery Schedule r Delivery Invoice Conditions Account Assignment Purchase Order Hist s

[l Irv. Receipt Tax Code EB
[IFinal Invoice
GR-Bsd IV

9.  Check the Final Invaice indicator to mark the item as complete.

10. Repeat Steps 5 to 9 for other items as required.

11. Click E to save changes.
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NB:Standard PO 4500118834 Created by Username

—
G iiH SO0 DHE D000 R @8 %
@n| NB:Standard PO 4500118834 Created by James Carnemolla
Document Overview On |, | O %7 & | ¢ Print Preview  Messages I & Personal Setting

; [EF] NB:Standard PO @ hs0011883%  Vendor 121802 Antler River Assodat.  Doc. date  13.07.2014
e = Delivery/Invoice | Conditions | Texts | Address | Communication | Partners | Additional Data | Org. Data * Status
W Acive Ordered 29.500 A 26.289.50 CAD
8 Not Yet Sent Delivered 38776 ER 1780652 CAD
kb Fully Delivered SHill to deliv. 0 En B.oa CAD
& Fully Invoiced Invoiced 38.7TR EN 17,686.38  CAD
Down paymts oo CAD
"'Bs_]nm._a,utamd_qma.m PO Ouantity 0_Deliy. Date et Price Curr_Per 0 Matl Groun Plnt Stor. Location ReamiE
[ K Annual Travel Mar.20 1EA 13.07.2011 11,852. 00CA0 1 EA Manageme_U OF T, 5T. GE. OISE =
-] | Indlusive Daily Rate M_| 29EA 13.07.2011 ars.pacap 1 EA Manageme_ U OF T, ST. GE. OISE | =
js L Inclusive Daily Rate M. ¥.500EA 16.08.2011 475.00CA0 1 EA Manageme_U OF T, 5T. GE. OISE
u |
M|
el [
L] |
ol [
n
al
‘jl
m—— |
5 :
LI »
= 480. M) AlFTF i
| Item 17 Annual Travel Mar.2011-Jun2012 3 =~ ~
Material Data | Quantities/Welghts | Delivery Schedule | Delivery  Invoice | Conditions | Account Asslgnment | Purchase Order History | Texts | |, l+l0

= t Tax Code EQ Taxes

& NB:Standard PO 4500118834 changed

@ The system displays the message@ NB:Standard PO 4500118834 changed
End of procedure.

Resource Information:

Q Contact your FAST team representative for additional assistance using this function.
http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
Reference Guides:

Purchase Order Create:
http://finance.utoronto.ca/wp-content/uploads/2015/11/Purchase-Order-Create-Converted.pdfm

Goods Receipt Create: http://finance.utoronto.ca/wp-content/uploads/2015/09/grcreatereversel.pdf

Invoice Create:http://finance.utoronto.ca/wp-content/uploads/2015/11/Create-Invoice-or-
Credit-Memo-purchase-order-related-Converted.pdfm
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