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Overview 

Purpose 

Use this procedure to post down payment requests or down payments for purchase orders, when the purchase 
order number is known. 

Business Process Overview 

If a down payment is required, the Buyer can request the down payment while creating the purchase order. Down 
payment requests can be applied against all material line items on the purchase order (Header Level) or specific 
material line items on the purchase order (Item Level). 

Once the purchase order is created, the Accounts Payable department can create the down payment request and 
post the down payment. If the purchase order number is known, Accounts Payable can use this transaction to 
create a down payment request to be included in the payment run or create a down payment when a check has 
already been cut and sent to the vendor.  If the purchase order number is not known, Accounts Payable must use 
the ME2DP transaction to review a list of purchase orders that require a down payment and create the down 
payment request.  

 

 

Prerequisite 

ME21N – Create Purchase Order with Down Payment Request 
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Post Down Payment Request 

Use this procedure to post a down payment request to be included in the payment run. 

1. Type transaction code FPDP_CREATE into the Command field and click  (Enter) to advance to the next 
screen. 

 

 

2. As applicable, complete the following fields 

Down Payment Based on Purchase Order 

Field Description/Action Notes 

Pur. Order Type the purchase order number that requires a 
down payment. 

 

Transfer tax on sales/purchases 
code from PO 

De-select this checkbox in order to exclude the 
transfer of the tax code on the sales/purchases from 
the purchase order.  

 

3. Ensure the radio button for Down payment request is selected. 
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Note:  By selecting the Down payment request radio button, the system executes transaction F-47 – Create 
Down Payment Request upon enter. 

4. Click  (Enter).  The Down Payment Request screen displays. 
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5. As applicable, complete the following field: 

Down Payment Request 

Field Description/Action Notes 

DwnPaytAmt Type the down payment amount for each line item. 

 

Note:  The requested down payment amount appears in the header area of the 
screen. 

 

 

 

6. Click  (Execute). The Down Payment Request: Header Data screen displays. 
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7. As applicable, complete the following fields: 

Down Payment Request: Header Data 

Field Description/Action Notes 

Document Date Type the date you receive the down payment request.  

Reference Type the purchase order number.  

Trg.sp.G/L ind. The target special G/L indicator indicating the down payment 
reconciliation account. Type the applicable value or select it from 
the drop-down list. 

A - Down Payments, Current 
Assets is the only valid value. 

8. Click  (Enter). The Down Payment Request Add Vendor Item screen displays for the first line item. 

 

9. As applicable, complete the following fields: 

Down Payment Request: Add Vendor Item 

Field Description/Action Notes 

Payee Select the vendor payee from the drop-
down list. 

 

Payment Method Type or select the applicable vendor 
payment method. 

 

Text Free-form text field for additional notes 
related to the down payment. Typically 
the purchase order number is entered 
in this field. 

 

10. Click  (Enter).  If there are additional line items, the Down Payment Request Add Vendor Item screen 
displays for the next line item appears. 

11. Repeat Steps 9 – 10 for each down payment line item. 
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12. When the entries for all line items is complete, click  (Display Document Overview) to review line items. 

 

13. Click  (Save). The message “Document XXXXXXX was posted in company code XXXX” displays in the 
status bar. 
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Post Down Payment  

Use this procedure to post the down payment when a check has already been cut and sent to the vendor. 

1. Type transaction code FPDP_CREATE into the Command field and click  (Enter) to advance to the next 
screen. 

 

 

2. As applicable, complete the following fields 

Down Payment Based on Purchase Order 

Field Description/Action Notes 

Pur. Order Type the purchase order number that requires a 
down payment. 

 

Transfer tax on sales/purchases 
code from PO 

De-select this checkbox in order to exclude the 
transfer of the tax code on the sales/purchases from 
the purchase order.  

 

3. Ensure the radio button for Down pmnt is selected. 
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Note:  By selecting the Down pmnt radio button, the system executes transaction F-48 – Post Down 
Payment upon enter. 

4. Click  (Enter).  The Down Payment Request screen displays. 
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5. As applicable, complete the following field: 

Down Payment Request 

Field Description/Action Notes 

DwnPaytAmt Type the down payment amount for each line item. 

 

Note:  The requested down payment amount appears in the header area of the 
screen. 

 

 

 

6. Click  (Execute). The Post Vendor Down Payment: Header Data screen displays. 
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7. As applicable, complete the following fields: 

Post Vendor Down Payment: Header Data 

Field Description/Action Notes 

Document Date Type the date you receive the down payment request.  

Reference Type the purchase order number.  

Special G/L ind The target special G/L indicator indicating the down payment 
reconciliation account. Type the applicable value or select it from 
the drop-down list. 

A - Down Payments, Current 
Assets is the only valid value. 

Account Type the applicable bank G/L account.  

8. Click  (Enter). The Post Vendor Down Payment Add Vendor Item screen displays for the first line item. 
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9. As applicable, complete the following field: 

Post Vendor Down Payment Add Vendor Item 

Field Description/Action Notes 

Text Free-form text field for additional notes 
related to the down payment. Typically 
the purchase order number is entered 
in this field. 

 

10. Click  (Enter).  If there are additional line items, the Post Down Payment Add Vendor Item screen 
displays for the next line item appears. 

11. Repeat Steps 9 – 10 for each down payment line item. 

12. When the entries for all line items is complete, click  (Display Document Overview) to review line items. 



 Post Down Payment Request or Down Payment for PO 

 

Company Name  Last Saved: January 24, 2017 Page 12 of 13 

Company Logo 

 

13. Click  (Save). The message “Document XXXXXXX was posted in company code XXXX” displays in the 
status bar. 

 

14. Click  (Exit) until you return to SAP Easy Access screen. 
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Subsequent Steps 

F110 – Process Payment Run (if a down payment request was created) 

MIRO – Post Vendor Invoice with Down Payment Clearing 

 


