If you want to view and print your Service entry sheets:

Acquisition Home, Click on Receiving, and then List Service Entry Sheets.
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In the boxes type your PO number or numbers if you have a range of them. In this case, | only have one

PO that | want to view, so | put the same number in both boxes. This is for a Fed Ex Order.
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Scroll down and in the blocking and acceptance indicators check your criteria. | have been checking “All”
for both of them to capture everything.
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Go back up and click “Execute”.
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Your page should look something like this:

@ List Service Sheets - SAP NetWeaver Portal - Windows Internet Explorer E\@ﬁ
& - Elhtps: e foms dol netfirj/portal [v] 8 |F)[] [Live search o

Eile Edit View Favorites Tools Help

@ ~

[@List Service Sheets - SAP MNetWeave, .
INTERIOR
‘*‘ ‘* - Welcome Dawn Graham
FEME EBMS Help | P
HOME ACQUISITION JRE FINANCIALS EMIS
HOME | CONTRACT MANAGEMENT SYSTEM

... MY TASKS > Acquisition Home > Change Material Document > Display Material Document > List Service Sheets | History, Back Forward
e List of Service Entry Sheets
| b Cancel | [ System ] | [ Details | [ Sortin Ascending Order | [ Sortin descending order | | Set filter Localfile... | | Change layout... | [ More

= Acquisition Home

- Receiving Pur. Order POrg. BGrp. Vendor Name 1 Currency Order Date
= Change Material Docum| Item Plant FinEnt Matl Group Item Short Text Net Value PO Item Delivery Date
Entry Sh. Aceln FinEnt Blck.In Sh. Text E/Sheet
- Material Doc. List
. Cancel Reverse Materia L09PDO0126 1400 LFR 70166267 FEDERAL EXPRESS CORFORATION UsD 02/03/2009
10 Looo vi1z SHIFFING (DLMB) 41.06 01/26/2009
- Release Blocked Stock 10000202350 oo shipping (dimb)
- Create Service Entry Sh
LOSPDO0126 1400 LFA 70166267 FEDERAL EXFRESS CORFORATION UsD 02/03/2009
+ Display Material Docum 20 L0 vii2 SHIPPING (BILL) 1,015.37 01/26/2009
« List Service Sheets 1000020251 oce shipping {(bill)
» Collective Release SES| | L09PDO0126 1400 LFR 70166267 FEDERAL EXPRESS CORFORATION UsD 02/03/2009 =
- Create Goods Receipt 30 Loo0o V112 SHIFPING (CRRD) 1,501.75 01/26/2009
» &3 Invoicing 1000020253 oce shipping (card)
+ 13 Purchasing LO9PDO0126 1400 LFA 70166267 FEDERAL EXPRESS CORFORATION UsD 02/03/2009
» &2 Vendor Master 40 TO00O V112 SHIPPING (FR980) 123.15 01/26/2009
= Acquisition Help [~
o | o
[[RP1 (100) =)
\I [~ TP E

T
T p———— [ _ _____ . - ) e



| did some “playing around” with this to find the best way to print the sheet by going to “local file” at the

top menu.
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This allows you to save your SES in a variety of formats, and then print. The easiest way, | found to print
is to go to “File” “Print”
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