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1. Document History 

Version Date Modifications 

V1.0 December 1st, 2013  

V2.0 November, 2023  

 

2. Business Processes and SAP Transactions 

• MM Invoice Management 

‒ MM Invoices MIRO 

‒ MM Display MIR5 

 

3. Roles  

• AP Analyst 

• AP Area Manager 
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4. MM Invoices Posting in SAP  

 

4.1. The first step will be to check whether the PO number is informed within the Purchase Order 

document or not.  

The PO number is compulsory to all the invoices with the only exceptions of:  

• Utilities 

• Service charges 

• Commissions and Rappels 

• Financial costs and local taxes 

• Intercompany  

• Capex  

• Travel expenses 

In case it does not appear in this exception list, the invoice will be returned to the vendor, informing 

about the rejection reasons “missing mandatory PO number”. 

4.2. After this, it will be also checked whether there are incidences regarding Purchase Order (PO) or 
Goods Receipt (GR), or not. To be able to check the PO information in SAP, type the transaction 

code in the transaction box in a new SAP session, and press enter.  

Transaction code: MIRO 

 

 

 

The first required information will be the Company Code (e.g. ES10). And after informing the 

company code, the screen for entering an incoming invoice is displayed: 
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The following step will be filling the basic data: date and posting date (i.e. ddmmyy).  

Within the same screen, the user shall introduce the PO Reference (i.e. the document number that 

identifies the PO). After validation, the GR information will be displayed in the table, detailing 

mainly amount, quantity, measure unit and description. As example, this is a PO reference display:  

 

Directly, check with the PO document and the GR information on the screen, whether there is any 

difference between them, or not.  

‒ In case there is a price and/or quantity difference, the incidence will be managed as a Credit 

Memo. For further information, see the paragraph 6. 

‒ In case there is no difference or it is within the tolerance (<0,25%), proceed to the following 

step.  

At any case, there are several tabs to introduce further information to the invoice: 

Basic Data 

Already detailed in the paragraph above. 

 

 

Payment 
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Within this tab, it is possible to inform all the information related to payment terms (e.g. PA30), 

method (e.g. A) and if there is any block applicable.  

The field “Part Bank” informs about the bank account related to the vendor. In case there is more 
than one bank account associated, it is possible to select the corresponding account for payment 

within this field.  

Details 

 

In details there are several important fields: 

• “Unplanned Delivery Costs” is the field that indicates the associated freights, packaging and 
transport costs. It will be an amount.  

• Tax code (e.g. S4) 

• Document Type (e.g. Vendor Invoice Opex) 

• Business Area (e.g. 0046). Mandatory 

• Related GL account (i.e. 8 digit account) 

Tax / Withholding Tax 

These two tabs indicate further information related to tax management. If Calculate Tax is selected 

in the basic data screen , it will be not necessary to navigate through these tabs.   

Contacts and Notes 

Within this tab it is possible to inform the contact details of the vendor; and the notes allows 

displaying further information in a free text field.   
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4.3. Once all the information has been completed, it is possible to simulate the document to preview the 

movement, or directly to save it.  

 

First of all, the status of the invoice has to be green , otherwise any piece of information is not 

correct and we need to check it: 

• Through the “Simulate” button  the movement will be displayed without saving, 

in order to check whether all the entries are correct, or any field needs to be modified.  

• When there is any error in the document, by clicking on the Messages button , 
the corresponding error will be detailed.   

• After the checking, by clicking on the diskette , the document will be posted in the 

Accountability with the modifications to the initial GR, if applicable. The status of the 

document will be “Blocked for Payment”. 

 

 It will be necessary that the PO is already registered in the system. Otherwise, the PO number 

will not be recognized and the information of the GR not displayed.  

 

4.4. Either after notify the price difference, or when the differences are within the tolerance levels and 

below agreed price, the user will execute the posting and release the invoice for payment. No 

additional action is required. 

 

 Note: When the user is in the MIRO transaction, it is also possible to change the Company Code 

where the posting is being performed by the Edit tab in the menu: 
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5. MM Invoices Posting in SAP – Incidences Management 

 

‒ When there is an incidence (either price and/or quantity discrepancy) between the invoice and the 
GR in the system, it will be managed through the same transaction as the main process of MM 

Invoice Management. To execute the incidences management in SAP, type the transaction code 

in the transaction box in a new SAP session, and press enter. 

Transaction code: MIRO 

 This part of the process is detailed from the point when the incidence is detected. That means that is 

considered the purchase order reference is on the screen already (purchase order number, date, amount, 

document type, business area).  

When processing partial credit memos, take careful analysis if the credit memo will be processed as a 

“Credit Memo” or a “Subsequent Credit”. 

‒ A partial credit memo will be processed as “Credit Memo” if the line item being credited affects 

the price and quantity. 
‒ A partial credit memo will be processed as “Credit Memo” if the line item being credited affects 

the only the quantity. 

‒ A partial credit memo will be processed as “Subsequent Credit” if the line item being credited 

affects the price only and there is no change on quantity. This usually happens on purchase orders 
with Price Incidences. 

 

 

‒ The first possible discrepancy refers a quantity incidence. In this case, within the document type 

field, “Credit memo” should be selected. 2 

  

‒ The header information will be already completed after the execution of t/he paragraph 4. As 

example, 
 

E.g.: The GR was for 13,300 Kg and 28 eur/kg. However, the invoice receipt the quantity is 24,350 

Kg with 28eur/kg: 

 
 
Then, we must ask to the vendor for a credit note of the difference and we have to post as “Credit 

Note”.  

 

‒ The PO must be completed, and later that press Enter to the other fields will be completed too. 

‒ Due to there is a quantity incidence, it will be posting accordingly in the quantity column.  
By clicking on the corresponding cell, amount and/or quantity are able to be edited and modified. 

In this case, the quantity field 

‒ Similarly, to the standard procedure, when the status of the document is green , the 

information will be correct.  
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‒ Through the “Simulate” button   the movement will be displayed without 
saving, in order to check whether all the entries are correct, or any field needs to be 
modified (either the header information or within the line items).  

‒ With this click on the diskette , the invoice will be posted.  

 

 

‒ A message will be display with the number document created: 

 

 

-We can display the information updated in the vendor in Transaction FBL1N: 
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‒ In addition, if we see the information of the PO we can see that now the quantity of the invoice 

Good receipt is the same that the Invoice (372,40). Then, the issue has been solved: 

 
 

 

 

‒ The second possible discrepancy refers a price incidence. Then, as the previous topic we will 

select “Invoice”: 

 
 

‒ The header information will be already completed after the execution of the paragraph 4. As 

example. 

‒ In this example , we can see that the product has been received in the invoice with 81,98 EUR 

instead of 63,43 EUR. Then we have to request the difference of 18,55 EUR. 
 

Then, we must ask to the vendor for a credit of the difference and we have to post as “Subsequent 

Credit”.  
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‒ The PO must be completed, and later that press Enter to the other fields will be completed too. 

‒ Due to there is a price incidence, it will be posting accordingly in the quantity column.  

By clicking on the corresponding cell, amount and/or quantity are able to be edited and modified. 
In this case, the price field 

‒ Similarly, to the standard procedure, when the status of the document is green , the 

information will be correct.  

 

 

 

‒ Through the “Simulate” button   the movement will be displayed without 
saving, in order to check whether all the entries are correct, or any field needs to be 
modified (either the header information or within the line items).  
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‒ With this click on the diskette , the invoice will be posted. 

 

 
 

‒ if we see the information of the PO we can see that now the amount of the invoice Good receipt 

is the same that the Invoice. Then, the issue has been solved: 
 

 

 

‒ In case there are both price and quantity incidences, the procedure will be execution will be 

proceeding creating the invoice as has been explained in steps 5.1 and 5.2. 

 When the difference is below the target, the system considers the document a partial invoice. It is 

possible to post it without any problem, and the value will be adjusted itself.  
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6. MM Invoices Display in SAP  

 
7.1. To execute the Display Invoice Documents transaction in SAP, type the transaction code in the 

transaction box in a new SAP session, and press enter. 

 

Transaction code: MIR5 

• The first screen will be the filtering criteria where it is possible to select all the documents, either an 

individual one or a range under any criteria.  

Regularly, it is possible to filter by document number (i.e. 12 digit identification number), company 

code (e.g. ES10), document date (i.e. ddmmyy), etc.  

Nevertheless, it is also available the option of filtering by some specific fields, such as user 

identification number, invoicing party (i.e. the tax number of the vendor), or currency key (e.g. 

EUR).  

  

 

• The user only needs to fill those cases necessary and available to preselect those invoices which 

would like to select. When the filters are settled, the user must click on “Execute” .  
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7.2. After execution, the accounting movements will be displayed. 

  

 

By clicking on the document number, the particular invoice will be displayed. As example: 

 

 

 


