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How to utilize document overview on SAP purchase order 
 
 
 

 Role: Supply Chain Buyer Staff Frequency: As Needed 
 
**Document Overview can be used not only for large orders, but also to find open requisitions 
that are “hung up” and to see if there are open orders for a specific SAP# 
 

• Go into ME21N 

 
 

• Click Document Overview on the left-hand side 

 
 

• Click the Selection Variant icon (flower) and choose Purchase Requisitions 
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LARGE ORDER SUBMISSION 
 
Delete any pre-filled data (Except for Plant UK00), enter the requisition #, select the Open 
only and Released only boxes, and click execute 

 
 

OPEN ORDERS FOR BUYER # 
 

• Delete any pre-filled data (Except for Plant UK00), enter your buyer number, select the 
Open only and Released only boxes, and click execute 
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**It’s EXTREMELY important to check the Open only and Released only boxes so you are not 
viewing orders already placed 
**If your queue is empty via ME57 and ME59N but a requisition populates, this is an open 
order that needs worked – involve Management to coordinate a resolution 
**If the below message appears, you have no open orders 
 

 
 
OPEN ORDERS FOR SAP # 
 

• Delete any pre-filled data (Except for Plant UK00), enter the SAP #, select the Open only 
and Released only boxes, and click execute 
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**If the below message appears, there are no open orders for that SAP # 
 

 


