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1. Overview 

 

Business Process Description Overview 

All down payments will be made only with reference to a down payment request. The down 
payment requests against a purchase order will be made using the transaction code ME2DP. 
The down payment request value cannot exceed the amount or percentage mentioned in the 
purchase order. If the goods receipt has been posted for the PO then the dpr will be raised 
using the transaction code – ZDPR. 
 

 

Input - Required Fields Comments 

Document Date Date of the down payment 

Document Type Defaults to KA for Step 2 & DP for Step 3 

Company Code Use the proper company code for this vendor 

Posting Date Defaults to the system date 

Currency Enter Currency type 

Special G/L Indicator Indicates the alternative reconciliation account to be 
used 

Vendor Account Vendor’s account number 

Amount The amount of the down payment 

 

Output - Results Comments 

A down payment request is generated and its 
document number is displayed 

 

 

2. DPR creation against PO before Goods Receipt is posted 

 

 Access the transaction by: 
 

Via Menus Logistics  Materials Management  Purchasing Purchase 

Order  Reporting  Down Payment Monitoring for PO 

Via Transaction Code ME2DP 

 

Enter the Purchase Order number or the vendor and click on execute  
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Double click on the line item or select the line item and click on Details button  
 

 
 

Click on enter  
 

 
 

Enter the down payment request amount in this field and click enter  
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Enter the details as below and click on New item 
 

 
 
 
Enter the Business Place/Section Code 
 

 

Click on Save  or Ctrl+S to post the document 
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Document will be posted as below 
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Go to ME23N and enter the Purchase Order Number.  
The DPR posted is updated in the Purchase Order History tab in the item level. 
 

 
 
 

3. DPR creation against PO after Goods Receipt is posted 

 
 Access the transaction by: 

 

Via Transaction Code ZDPR 

 
You can see that the document type DP is defaulted by the system. Enter the details as 
below 
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Click on Save  or Ctrl+S to post the document 
 

 
 
Go to ME23N and enter the Purchase Order Number.  
The DPR posted is updated in the Purchase Order History tab in the item level. 
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