	Work Instruction
Functional Area: Purchasing 
	Display Material Document List


	




	Purpose Receiving - UC Flex Financial Display and Reporting - Purchase Order Processing

	Use this procedure to display a list of material documents (goods receipts).

Trigger

Perform this procedure when you need to view material documents for reporting or analysis.

Prerequisites

A material number and/or plant must exist.

Menu Path

Use the following menu path to begin this transaction:

· Select Logistics [image: image1.png]


  Materials Management [image: image2.png]


  Inventory Management [image: image3.png]


  Environment [image: image4.png]


  List Displays [image: image5.png]


  Material Documents to go to the Material Document List screen.

Transaction Code

MB51

Helpful Hints

· The R/O/C column in the field description tables below defines whether the field is required (R), optional (O), or conditional (C).

· On certain screens you may have to scroll to view some data entry fields.

· Only goods receipts for term contract releases with non-catalog items will reference a material number.

· You can drill-down to the goods receipt to see additional detailed information.


	Procedure


	1.
	Start the transaction using the menu path or transaction code.


	Material Document List
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	2.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Material
	Optional
	Substance or commodity that is bought or sold on a commercial basis, or is used, consumed, or created in production; a material can also be a service; Also, a number identifying a material master record
Example:
[image: image7.png]


    Enter a material number only if you need to restrict the list to goods receipts on a term contract release containing non-catalog items.



	
	Plant
	Required
	A place where materials are produced, or goods and services are provided
Example:
UC



	
	Vendor (Number)
	Optional
	Unique number that identifies a vendor
Example:
100005



	
	Movement Type
	Optional
	Code used during the creation of the stock transfer order; Each different type of warehouse movement is represented by a different movement type code. Examples include goods issue to production, goods receipt with purchase order.
Example:
101 – GR goods receipts



	
	Posting Date
	Optional
	The date on which a transaction in SAP will be posted to the appropriate accounts; SAP will default this field to be the current date, but changes are allowed.  For items to be posted in a future or past period, you must enter the posting date.
Example:
[image: image8.png]


    This is the date the goods receipt was entered and saved.



	
	User name
	Optional
	Identification assigned to a user
Example:
[image: image9.png]


    This is the user name of the individual that entered the goods receipt.



	
	Trans./Event Type
	Optional
	A key allowing the user to differentiate between transactions and events that occur in Inventory Management (for example, goods movements and physical inventory transactions).
Example:
[image: image10.png]


    Leave blank or only enter WE (Goods Receipt for Purchase Order).



	
	Reference
	Optional
	Allows for further clarification of an entry by reference to other sources of information, either internal or external to SAP; Any SAP-posted document number can be used as a "reference" when entering a new document.
Example:
[image: image11.png]


    This is information entered in the Delivery Note field.



	
	Layout (Variant)
	Optional
	Layouts can be used to save column formats, sort criteria, and filter conditions. You can define as many variants as you like for each report.
Example:
[image: image12.png]


    Enter a variant name if one was created previously and you wish to use it for the layout. Otherwise you can create one for future use when the list is displayed.




	3.
	Select [image: image13.png]


 to the left of Database to indicate that the list is displayed with both the material document header and material document item.


	[image: image14.png]



	
	This will default.


	4.
	Click [image: image15.png]


 .


	Material Document List (2)
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	5.
	Review the displayed information.


	6.
	Perform one of the following:
If You Want To
Then
Go To
View the data in a list display format

Click [image: image17.png]


  .

Step 7
Exit this transaction

--

Step 21



	Material Document List (3)
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	7.
	Review the displayed information.


	8.
	Perform one of the following:
If You Want To
Then
Go To
View the material document

Double-click in the line you want to view.

Step 9
Export the information to a spreadsheet

Select List[image: image19.png]


 Export[image: image20.png]


 Local file[image: image21.png]


 Spreadsheet.

Step 12
Exit this transaction

--

Step 21



	Display Material Document XXXX - XXXX
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	9.
	Review the displayed information.
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	You can click on the other tabs to review additional information.


	10.
	Click [image: image24.png]


 .


	11.
	Return to Step 8.


	Information
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	12.
	Click [image: image26.png]


 .


	Export list object to XXL
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	13.
	Select [image: image28.png]


 to the left of Table.


	14.
	Click [image: image29.png]


 .


	Export list object to XXL
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	15.
	Click [image: image31.png]


 .


	Microsoft Excel – Worksheet in Basis (1)

[image: image32.png]Worksheet in Basis (1),

i) Ble Edt Vew Iwet Fomet Toos Deta Window e Type 2 uestion for help B X
NEE S GRITEIE9 8= e~ -0 =8 % o le 0 A B
{ig @) %) ) @ K9] 530 | 3 By g3 | ¥ Reply ith Changss..._End Review. !

Al - A Material

B | C|DJE H [ 1 TJ Tk [ W [ w [ o [P [ a [

1 Posty Date Quantity in UnE EUn
2 uc 101 5000000175 001 02/09/2005 60,000 EA
3 uc 101 5000000144 002 01/13/2005 20.000 EA
4 uc 101 5000000143 002 01/13/2005 20000 EA
5 uc 101 5000000177 001 02/10/2005 800,000 EA
3 uc 101 5000000144 001 01/13/2005 100.000 EA
7 uc 101 5000000143 001 01/13/2005 100.000 EA
8 uc 101 5000000053 001 10/15/2004) 1.000 EA
g uc 101 5000000042 004 10/14/2004 100.000 EA
10 uc 101 5000000042 003 10/14/2004) 100.000 EA
1 uc 101 5000000042 002 10/14/2004) 100.000 EA L
12 uc 101 5000000042 001 10/14/2004) 100.000 EA
13 uc 101 5000000041 001 10/13/2004 100.000 EA
14 uc 101 5000000219 D002 03/04/2005 1.000 GOH
15 uc 101 5000000051 D002 10/26/2004 100.000 EA
16 uc 101 5000000051 D001 10/26/2004) 50,000 EA
17 uc 101 5000000051 D003 10/26/2004 100.000 EA
18 uc 101 5000000080 003 10/21/2004) 100.000 EA
19 uc 101 5000000059 002 10/21/2004 100.000 EA
20 uc 101 5000000059 001 10/21/2004) 50,000 EA
21 uc 101 5000000058 003 10/21/2004) 100.000 EA
2 uc 101 5000000058 002 10/21/2004) 100.000 EA
23 uc 101 5000000058 001 10/21/2004) 50,000 EA
24 uc 101 5000000059 003 10/21/2004) 100.000 EA
25 uc 101 5000000080 001 10/21/2004) 50,000 EA
2% uc 101 5000000080 002 10/21/2004) 100.000 EA
27 uc 101 5000000054 D003 10/18/2004 100.000 EA
2 uc 101 5000000054 002 10/18/2004) 100.000 EA
29 uc 101 5000000054 D001 10/18/2004) 50000 EA
30 uc 101 5000000005 003 08/30/2004. 1.000 EA
Ell uc 101 5000000005 002 08/30/2004. 1.000 EA
2 uc 101 5000000005 001 08/30/2004. 1.000 EA
33 uc 101 5000000004 003 08/30/2004 1.000 EA
3 uc 101 5000000003 001 08/30/2004. 7.000 EA
35 uc 101 5000000003 002 08/30/2004. 1.000 EA v
W < > wh\sheet1, < ]

Readh







	16.
	Review the displayed information.


	17.
	Perform one of the following:
If You Want To
Then
Go To
Save the spreadsheet

Select File[image: image33.png]


 Save Copy As….

Step 18
Cancel the spreadsheet

Click [image: image34.png]


  .

Step 8



	Save As
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	18.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Save in:
	Required
	Location to save the document
Example:


	
	File name:
	Required
	Name of the file
Example:


	
	Save as type:
	Required
	Type of file to save as
Example:



	19.
	Click [image: image36.png]


 .


	20.
	Return to Step 8.


	21.
	Click [image: image37.png]


 until you return to the SAP Easy Access screen.


	22.
	You have completed this transaction.


	Result

	You have displayed a list of material documents (goods receipts).

Comments

If you need to display another list, you can repeat the process without exiting the Material Document List screen.
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