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Purchase Order Extract

NOTE: Multiple SAP Concur product versions and UI themes are available, so this content might contain images or procedures that do not precisely match your implementation. For example, when SAP Fiori UI themes are implemented, home page navigation is consolidated under the SAP Concur Home menu.
Section 1:  Permissions

A company administrator may or may not have the correct permissions to use this feature. The administrator may have limited permissions, for example, they can affect only certain groups and/or use only certain options (view but not create or edit). 

If a company administrator needs to use this feature and does not have the proper permissions, they should contact the company's SAP Concur administrator.

Also, the administrator should be aware that some of the tasks described in this guide can be completed only by SAP Concur. In this case, the client must initiate a service request with SAP Concur support. 
Section 2:  Overview

Invoice allows buying organizations to process invoices presented by vendors. It does so by allowing vendors to request payment for their services or products using paper or electronic invoices. For their part, the buyer can elect to extract a purchase order to the client financial system for vendor goods and services they need in electronic format as well. On extract from the Invoice system this data populates the client's financial system by entering data about new invoices and updating existing ones.

This guide is intended for clients who want to know how to properly format electronic purchase order information so the information can be effectively transferred from Invoice to the client's financial system/ERP. This allows the client to:

· Use their ERP reporting tools to create a purchase order early accrual report

· Perform common corrections to resolve blocking exceptions in one place (Invoice) 

Re-Extracting Changed Purchase Orders

Purchase orders changed at the header, line item details, or allocations levels are detected by the system and re-extracted to the client financial system automatically.
File Naming Conventions

The extract file name may be of a special format in naming convention - your SAP Concur consultant can help with this information.

File Header Record Section
Table 1: File Header

	Col #
	Field Name
	Data Type
	Format or Field Length
	Description
	Client Field Definition

	1
	Extract
	Constant
	10
PO EXTRACT
	EXTRACT

NOTE: The value "PO EXTRACT" is inserted into the 1st position of this extract file header. 

(By having a constant in the file header, an extract file is always produced, even if there are no purchase orders ready to be extracted.)
	

	2
	Batch ID
	
	
	
	

	3
	Batch Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	4
	Batch Count
	
	
	
	


File Details Record Section

Table 2: Detail Section

	Col #
	Field Name
	Data Type
	Format or Field Length
	Description
	Client Field Definition

	1
	Extract
	Constant
	5

DETAIL
	EXTRACT

NOTE: The value "DETAIL" is inserted into the 1st position of this extract file detail section. 

(By having a constant in this section, an extract file is always produced, even if there are no purchase orders ready to be extracted.)
	

	2
	Employee ID
	String
	128
	
	

	3
	Employee First Name
	String
	32
	
	

	4
	Employee Middle Initial
	String
	1
	
	

	5
	Employee Last Name
	String
	32
	
	

	6
	Employee Email Address
	String
	255
	
	

	7 - 12
	Employee Org Unit 1 - 6
	String
	48
	
	

	13 - 34
	Employee Custom 1 - 22
	String
	48
	A value that can be applied to a custom field of the same name that is part of the purchase order header form. Custom fields will be validated using the configured custom field definitions.
	

	35
	Employee Login ID
	
	128
	
	

	36 - 46
	Future Use 1 - 11
	
	
	Reserved for future use.
	

	Purchase Order Header Section

	47
	Purchase Order Header PO Key
	
	
	
	

	48
	Purchase Order Header PO Number
	String
	32
	
	

	49
	Purchase Order Header PO Status
	String 


	4

Either:

CLSD

PVAP

VOID

TRAN

RESU
- or -

PEND
	The status of the purchase order, such as Closed (CLSD), Voided (VOID), or other status.
	CLSD (Closed)
PVAP (Pending Vendor Approval)
VOID (Voided)
TRAN (Transmitted)
RESU (Send Back to Employee)
- or –

PEND (Pending)

	50
	Purchase Order Header Name
	
	100
	
	

	51
	Purchase Order Header Description
	String

	255
	
	

	52
	Purchase Order Header Requested By
	
	255
	
	

	53
	Purchase Order Header Creation Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	54
	Purchase Order Header First Order Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	55
	Purchase Order Header Requested Delivery Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	56
	Purchase Order Header Needed By Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	57
	Purchase Order Header Discount Percentage
	Numeric (11,8)
	11 characters maximum, 8 characters maximum to the right of the decimal.
	NOTE: The data in this field is for information purposes only. It is not used in any calculations.
	

	58
	Purchase Order Header Discount Terms Days
	
	
	NOTE: The data in this field is for information purposes only. It is not used in any calculations.
	

	59
	Purchase Order Header Net Payment Terms Days
	
	
	
	

	60
	Purchase Order Header Order Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	61
	Purchase Order Header Order Type
	String



	Either:

RELEASE

BLANKET
- or -

REGULAR
	The type of good or service that was ordered.
	

	62
	Purchase Order Header Shipping
	Numeric (23,8)
	23 characters maximum, 8 characters maximum to the right of the decimal.
	
	

	63
	Purchase Order Header Shipping Description
	String

	255
	
	

	64
	Purchase Order Header Is Line Item Tax
	Character (Y or N)
	1
	
	

	65
	Purchase Order Header Tax
	Numeric (23,8)
	23 characters maximum, 8 characters maximum to the right of the decimal.
	
	

	66
	Purchase Order Header Total
	Numeric (23,8)
	23 characters maximum, 8 characters maximum to the right of the decimal.
	
	

	67
	Purchase Order Header Currency Name
	
	64
	
	

	68
	Purchase Order Header Policy Name
	
	64
	
	

	69 - 92
	Purchase Order Header Custom 1 - 24
	
	48
	A value that can be applied to a custom field of the same name that is part of the purchase order header form. Custom fields will be validated using the configured custom field definitions.
	

	93
	Is a Change Order
	Character

(Y or N)
	1
	Indicates if the PO was created from a Change Order or not.
	

	94
	Purchase Request Number
	Numeric
	23
	The Purchase Request Number for the purchase request the PO was created from.
	

	95 - 103
	Future Use 14 - 22
	
	
	Reserved for future use.
	

	Purchase Order Line Item Section

	104
	Purchase Order Line Item Line Number
	String
	32
	
	

	105
	Purchase Order Line Item Key
	
	
	
	

	106
	Purchase Order Line Item PO Key
	
	
	
	

	107
	Purchase Order Line Item Expense Type Name
	
	64
	
	

	108
	Purchase Order Line Item Account Code*
	
	255
	* NOTE: Blank unless the account code is imported using the Purchase Order import. 
	

	109
	Purchase Order Line Item Supplier ID
	
	255
	
	

	110
	Purchase Order Line Item Quantity
	
	255
	
	

	111
	Purchase Order Line Item Unit Price
	
	255
	
	

	112
	Purchase Order Line Item Tax
	Numeric (23,8)
	23 characters maximum, 8 characters maximum to the right of the decimal.
	
	

	113
	Purchase Order Line Item Total*
	Numeric (23,8)
	23 characters maximum, 8 characters maximum to the right of the decimal.
	* NOTE: This is the Net amount; it does not include Tax or Shipping. 

	The Net value is useful when performing allocation calculations manually.

	114
	Purchase Order Line Item Creation Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	115
	Purchase Order Line Item Description
	String

	255
	
	

	116
	Purchase Order Line Item Is Receipt Required
	
	1
	
	

	117
	Purchase Order Line Item Is Received
	
	1
	
	

	118
	Purchase Order Line Item Received Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	119
	Purchase Order Line Item Received Quantity
	
	12
	
	

	120
	Purchase Order Line Item Requested By
	
	255
	
	

	121
	Purchase Order Line Item Requested Delivery Date
	Date



	YYYY-MM-DD

example: 20120731 for "July 31 2012"
	
	

	122 - 141
	Purchase Order Line Item Custom 1 - 20
	String
	48
	A value that can be applied to a custom field of the same name that is part of the purchase order header form. Custom fields will be validated using the configured custom field definitions.
	

	142
	Purchase Order Line Item UOM Code
	String
	10
	The code for the Unit of Measure associated with the PO line item.
	

	143 - 152
	Future Use 24 - 33
	
	
	Reserved for future use.
	

	Purchase Order Allocation Section

	153
	Purchase Order Line Item Key
	
	
	
	

	154
	Purchase Order Allocation Key
	
	
	
	

	155
	Purchase Order Allocation Percentage
	Numeric (11,8)
	11 characters maximum, 8 characters maximum to the right of the decimal.
	
	

	156 - 175
	Purchase Order Allocation Custom 1 - 20
	String
	48
	A value that can be applied to a custom field of the same name that is part of the purchase order header form. Custom fields will be validated using the configured custom field definitions.
	

	176 - 186
	Future Use 34 - 44
	
	
	Reserved for future use.
	

	Purchase Order Vendor Section

	187
	Purchase Order Vendor Code
	
	
	
	

	188
	Purchase Order Ship From Address Code
	
	
	
	

	189
	Purchase Order Ship From Address 1
	
	
	
	

	190
	Purchase Order Ship From Address 2
	
	
	
	

	191
	Purchase Order Ship From Address 3
	
	
	
	

	192
	Purchase Order Ship From City
	
	
	
	

	193
	Purchase Order Ship From State
	
	
	
	

	194
	Purchase Order Ship From Zip Code
	
	
	
	

	195
	Purchase Order Ship From Country Code
	
	
	
	

	196
	Purchase Order Ship From Contact First Name
	
	
	
	

	197
	Purchase Order Ship From Contact Last Name
	
	
	
	

	198
	Purchase Order Ship From Phone Number
	
	25
	
	

	199
	Purchase Order Ship From Contact Email
	
	
	
	

	200 - 214
	Purchase Order Ship From Custom 1 - 15
	String
	48
	A value that can be applied to a custom field of the same name that is part of the purchase order header form. Custom fields will be validated using the configured custom field definitions.
	

	215
	Purchase Order Ship From PO Contact First Name
	
	255
	
	

	216
	Purchase Order Ship From PO Contact Last Name
	
	255
	
	

	217
	Purchase Order Ship From PO Contact Email
	
	255
	
	

	218
	Purchase Order Ship From PO Contact Phone Number
	
	25
	
	

	219 - 229
	Future Use 45 - 55
	
	
	Reserved for future use.
	

	Purchase Order Ship To Section

	230
	Purchase Order Ship To Address Code
	
	64
	
	

	231
	Purchase Order Ship To Address 1
	
	255
	
	

	232
	Purchase Order Ship To Address 2
	
	255
	
	

	233
	Purchase Order Ship To Address 3
	
	255
	
	

	234
	Purchase Order Ship To City
	
	255
	
	

	235
	Purchase Order Ship To State
	
	255
	
	

	236
	Purchase Order Ship To Zip Code
	
	20
	
	

	237
	Purchase Order Ship To Country Code
	
	2
	
	

	238 - 243
	Purchase Order Ship To Future Use 56 - 61
	
	
	Reserved for future use.
	

	Purchase Order Bill To Section

	244
	Purchase Order Bill To Address Code
	
	64
	
	

	245
	Purchase Order Bill To Address 1
	
	255
	
	

	246
	Purchase Order Bill To Address 2
	
	255
	
	

	247
	Purchase Order Bill To Address 3
	
	255
	
	

	248
	Purchase Order Bill To City
	
	255
	
	

	249
	Purchase Order Bill To State
	
	255
	
	

	250
	Purchase Order Bill To Zip Code
	
	20
	
	

	251
	Purchase Order Bill To Country Code
	
	2
	
	

	Future Use

	252 - 285
	Future Use 62 - 95
	
	
	Reserved for future use.
	


☼
Applies to these SAP Concur solutions:


( Expense�( Professional/Premium edition�( Standard edition


( Travel �( Professional/Premium edition �( Standard edition


( Invoice�( Professional/Premium edition �( Standard edition


( Request�( Professional/Premium edition�( Standard edition
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