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Introduction:

The purpose of the document is to give awareness of the complete cycle of how the Physical
Inventory Process handled in S4H (SAP) to the respective users.

Summary:

In this chapter, we are going to learn about how Physical Process transactions will be handled in
SAP system.

Its starts right from creation of Creating Physical Inventory Document, Entering Count and
Physical Inventory Document Approval Process.

The Physical Inventory (Stock Verification) Process is coming under 6.21 (Physical inventory) in
SAP MM/QM SRS Document.
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1. Abbreviation

Abbreviation Description

PR/ PReq Purchase Requisition
RFQ Request for Quotation
PO Purchase Order
MS Measurement Sheet
JMS Joint Measurement Sheet
MM Materials Management
] Release for Approval

Selection variant

Service Button

Exit Button

Supplier Address

e
@
Continue button
&2
as
=l
a4
(]

SAP Business Workplace

Check

Save

Overview

Copy

& Back / Previous Menu
& Header

< Details

@ Execute

oy Other Document
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2. Create Physical Inventory Document

Step 1:
Enter Transaction Code MIO1 in command bar (or) Follow the below navigation path.

Transaction Code | MI01

Menu Path Easy Access = SAP Menu - Logistics = Materials Management 2>
Physical Inventory—> Physical Inventory Document ->MI01 -Create

SAP#

R0 ~ | SAP mend  SAP Business Workplace  Other menu A

> [ Favarites

~ ] 5AP Menu

213 Connector for Multi-Bank Connectivity
> [ Office

» [ Cross-Application Components

~ o] Logistics
» [ Equipment and Tools Management
~ o] Materials Management
» [3 Purchasing
» [3 Inventary Management
» [3 Logistics Invoice Yerification
~ 5] Physical Inventory
~ 5] Physical Inventory Document
28 MID1 - Create
Z8 MIDZ - Change
28 MIO3 - Display
28 MI11 - Recount
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Step 2:

e In Create Physical Inventory Document Screen, Provide Below Details;
o Document Date: 29.07.2020

Planned Count Date: 29.07.2020

Plant: 1000

Storage Location: 6626

Press Enter

©)
@)
©)
@)

£ A Create Physical lmventony O

~ Display Header Data Mew [terns Display Overview Data bore ~

1. Enter Document Date
2. Planned Count Date

*Document Date; |29.07,2020

*Planned Count Date: | 29.07.2020

Location of Physical lventory

3. Plant

*Plant [1000] | & 4. Storage Location

Storage Location: | 6526

Special stock:

iCther Information
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Step 3:

e In Create Physical Inventory Document Screen,
o Enter Material 100000588
o Click on Post Button

= > MMODG96824 & 8 x
< w Create Physical Inventary Document: News tems
~ Previous Page MNext Page Display Header Data Mew Items Collective Frocessing Deletion Indicator  Waore ~ Exit
S S Enter Material

Storage Location: 8626 MZCN|

fterns

Ttem  Material Material Description Batch Stock Type Altern. Uo Det. Batches Del.

2 1 % 1%
3 1 % 1%
4 1 v v
5 1 % 1%
6 1 % 1%
7 1 % 1%
8 1 % %

2. Click on Post

e System will create Physical Inventory document and shows information "

ical inventon ate i details

"' message.
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3. Enter Inventory Count

Step 1:
Enter Transaction Code MI04 in command bar (or) Follow the below navigation path.

Transaction Code | MI04

Menu Path Easy Access = SAP Menu - Logistics = Materials Management -
Physical Inventory=> Inventory Count =>MI04 - Enter

SAP#

rAI04 I ~ | SAP menu  SAP Business‘Waorkplace  Othermenu  Adi

> [ Favarites
~ T SAP Menu
» [3 Connectar for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
~ 13 Logistics
» [ Equipment and Tools Management
~ T3 Materials Management
» [ Purchasing
» [3 Inventary Management
» [ Logistics Invoice Yerification
~ 1 Physical Inventory
» [3 Physical Inventary Document
~ T Inventory Count
145 MIDd - Enter[l
&8 M09 - Enter Wio Document Reference
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Step 2:
e In Enter Inventory Count Screen, provide Below Details;
o Physical Inventory Document: 100000020
o Fiscal Year: 2020
o Count Date: 29.07.2020
o Press Enter.
< ol Enter Inventary Count: Initial Screen

e Display Header Data Collective Processing  More »

1. Enter Physical Inventory Doc
2. Fiscal Year

*Physical Inventory Document: | 100000020

Fiscal Year, |2020 —

Date /[3 Enter Count date]
*Count Date:  29.07.2020

Other Information

Wariance in %:;

10
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Step 3:

e System will open the Physical Inventory document.
e Enter The Quantity: 200

= > MMOD596524 g _ 8 x
= v < w Enter Inventory Count 100000020; Collec. Processing
| Previous Page  NextPage  Display Heacer Data  Collective Processing  Display Overview Data  SetZero Count  Mare v Exit
Plant: | 1000  Mumbai Port Trust 1 Entel‘ Count
Storage Location: 6626 MZCMEMMDIVEE
lterns
Item Material Batch Stock Type Quantity Unit of Entry Zero Count Quz
Material description Sales value
1 1000000588 1 200 L 0

ACRYLIC EMULSION{ FLASTIC) PA

2. Clock on Post

Post Cancel

Step 4:

e Click on Post Button. System shows information Button. System shows information "
Count entered for g it doc, 20 iew details [

message.

11
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4. Physical Inventory Document Approval

Step 1:
e Login as Approver 1 (Assistant Engineer) in SAP System.

SAP4

~ |  Mewpassword More v

Enter Approver Log in
ID & Password

Client: | 500

“User] 10100050

*Password || ###arapann iy

Logon Language: EN

Step 2:

e Click on SAP Business Workspace Button.
e Enter Transaction Code SBWP in command bar (or) Follow the below navigation path.

Transaction Code | SBWP

Menu Path Easy Access = SAP Menu > Office = Workplace

W SAP Easy Access

SBWP ~ || SAPmenu | SAP Business Workplace | Other menu  Add to Favorites — Dele

~ 13 Favorites
> [T Codes
» [ Reports
~ 9] SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ 1o Office
| @ SBWP - Workplace
» |7 Telephone Integration
» [ Appointment Calendar

12
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e Expand “Inbox” button, under workflow “Please Approve the Physical Inventory

Document 100000020” message will appear.
e Double Click on the “Please Approve the Physical Inventory Document 100000020”
message. It will open the Physical Inventory Document in Display mode

< ALK Eusiness Workplace of Ashish Maogrelkar

~ MEW mEessage Find folder Find docurment Appointrment calendar Distribution lists More ~

v R Workplace: Ashish Mogrekar Wiarkdflow 56 Please Approve the PhyS|ca|

==l (@) (@ Inventory Document 100000020 <

| |\v

] Unread Documents 324

("] Documents 368 Exe | Title Status
) ) |Please approve the Physical Inventory Docurment 100000020 | o]
[»] Overdue entries 0 ' e,
[»] Deadline Messages 0
[¥] Entrigs with Errors 0
> L Outhax Please approve the Physical Inventory Document 100000020
> Z Resubmission
> & Private folders | | Description Objects an
> & Shared folders f:;lsct one of the available decision options. This completes the processing of this No attachm

Step 4:
e Click on Back Button. System will open Decision step in workflow screen.

= | v & SaAH Display Inventory Count 100000020 Oweryi e
Click on Back Mext Page  Display Header Data  Position...  Statistics... Mare ~
button
Port Trust

Storage Location: 6626 | MZCMEMMDIVEE

terms
Item Materal Batch Stock Type Quantity
Material description Sales Walue
1 1000000588 1 200

ACRYLIC EMULSION] PLASTIC) PA

13



Tech
Mahindra

SAP User Manual for Physical Inventory
Step 5:

e Click on “Approve” Button to approve the Physical Inventory Document.

~ | wyorkflow  Create  Import More v

Click on Approve

Step 6:

e Physical Inventory Document will be approved with level 1.
e Physical Inventory Document Approval Request notification is forwarded to Approver 2.

14
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Step 7:

e Login as Approver 2 (Executive Engineer) in SAP System.

Sapd o

~ | MNewpassword  More v

Client: | 500

Enter Approver Log in
ID & Password

*User ]/ 10100051

xpasswuord ii‘#‘i‘#‘i‘iﬁ'i‘ﬁ#i‘#i‘#i‘1

Logon Language: |EN

Step 8:

e Click on SAP Business Workspace Button.
e Enter Transaction Code SBWP in command bar (or) Follow the below navigation path.

Transaction Code | SBWP

Menu Path Easy Access = SAP Menu - Office 2 Workplace

w SAP Easy Access

SBWP ~ | SAPmenu | SAP Business Workplace | Other menu  Add to Favorites  Dele

~ 3 Favorites
> [T Codes
» [3 Reports
~ 15 SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ 1o _Office
| & SBWP - Workplace
» |3 Telephone Integration

» [ Appointment Calendar

15
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e Expand “Inbox” button, under workflow “Please Approve the Physical Inventory
Document 100000020” message will appear.

e Double Click on the “Please Approve the Physical Inventory Document 100000020”
message. It will open the Physical Inventory Document in Display mode

< ALK Eusiness Workplace of Ashish Maogrelkar

~ MEW mEessage Find folder Find docurment Appointrment calendar Distribution lists More ~

Please Approve the Physical
Inventory Document 100000020

v = Warkplace: Ashish Mogrekar Warldlow 56

ok Inbox =~ (e (s3] (M@

(] Unread Documents 324 ~ ) V&) E
("] Documents 368 Exe | Title Status
) ) |Please approve the Physical Inventory Docurment 100000020 | o]
[»] Owerdue entrigs 0 e —
[»] Deadline Messages 0
[¥] Entrigs with Errors 0
> L Outhax Please approve the Physical Inventory Document 100000020
> Z Resubmission
> A Private folders : Description Objects an
> & Shared folders 3 f:;lsct one of the available decision options. This completes the processing of this Mo attachn
Step 10:

e System will open the Physical Inventory Document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

= | v < -

Display Inventory Count 100000020; Cwveryiew

. 0E Mext Page Display Header Data FPosition... Statistics...  Maore
Click on

Back button
: ai Port Trust

Storage Location: 6626 | MZCMEMMDIVEE

lterms
Item Material Batch Stack Type Quantity
haterial description Sales Walue
1 1000000588 1 200

ACRYLIC EMULSION] PLASTIC) PA
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Step 11:

e Click on “Approve” Button to approve the Physical Inventory Document.

~ | wyorkflow  Create  Import More v

Click on Approve

Step 12:

e Physical Inventory Document will be approved with level 2.
e Physical Inventory Document Approval Request notification is forwarded to Approver 3.

17
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Step 13:
e Login as Approver 3 (Dy CME) in SAP System.

SAP4 SAP

e New password More ~~

Enter Approver Log

Client: 500 in ID & Password

*User:| 10100049

1
[EIE N TN I R R

*Password: [| FFssFspaddiaids

Logon Language: EN

Step 14:

!: e,
(]

e C(Clickon“ ” SAP Business Workspace Button.
e Enter Transaction Code SBWP in command bar (or) Follow the below navigation path.

Transaction Code | SBWP

Menu Path Easy Access = SAP Menu > Office > Workplace

w SAP Easy Access

BWP ~ || SAPmenu | SAP Business Workplace | Othermenu  Add to Favorites  Dele

w

~ 13 Favorites
> [T Codes
» [ Reports
3] SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ 1o Office
| @ SBWP - Workplace
» |7 Telephone Integration
» [ Appointment Calendar

18
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Step 15:

e Expand “Inbox” button, under workflow “Please Approve the Physical Inventory
Document 100000020” message will appear.

e Double Click on the “Please Approve the Physical Inventory Document 100000020”
message. It will open the Physical Inventory Document in Display mode

< SAF Business Workplace of Ashish Mogrekar

e MNew message Find folder Find document  Appointment calendar Distribution lists ~ Maore ~

Please Approve the Physical
B Workplace: Ashish Mogrekar —Workdlow 56 Inventory Document 100000020

ek Inbiox
= T T £
cl6) (@

(] Unread Documents 324 ~ ) L MY
¢] Documents 368 Exe | Title Status
> @ [|Please approve the Physical Inventory Document 100000020 | &
[¥] Overdue entrieso ",
[+ Deading Messages 0
[»] Entries with Errors O
2 oy Outhox Please approve the Physical Inventory Document 100000020
> £ Resubmission
> A Private folders : Description Objects an
> & Shared folders 3 f:;l;ct one of the available decision options. This completes the processing of this No attachm

Step 16:
e System will open the Physical Inventory Document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

= | £ Display Inventory Count 100000020: Owveryi e

Mext Page Display Header Data Fosition... Statistics... flore

Click on Back
Button

Storage Location: beZe | MZCMEMMDIVEE

ltems
Item Material Batch Stock Type Cluantity
Material description Sales Yalue
1 1000000588 1 200

ACRYLIC EMULSION] PLASTIC) PA
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Step 17:

e Click on “Approve” Button to approve the Physical Inventory Document.

~ | wyorkflow  Create  Import More v

Click on Approve

Step 18:

e Physical Inventory Document will be approved with level 3.
e Physical Inventory Document Approval Request notification is forwarded to Approver 4.

20
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Step 19:
e Login as Approver 4 (CME) in SAP System.

SAP4

R New password  More

Enter Approver Log
in ID & Password

Client: |500

“User] | 10100048

444444444444444

*Passwordy] [FF#*** posananan

Logon Language: EN

Step 20:

e Click on SAP Business Workspace Button.
e Enter Transaction Code SBWP in command bar (or) Follow the below navigation path.

Transaction Code | SBWP

Menu Path Easy Access = SAP Menu - Office - Workplace

W SAP Easy Access

BWP ~ | SAPmenu | SAP Business Workplace | Othermenu  Add to Favorites  Dele

w

~ 13 Favorites
> [T Codes
» [ Reports
3] SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ 1o Office
| @ SBWP - Workplace
» |7 Telephone Integration
» [ Appointment Calendar

21
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Step 21:

e Expand “Inbox” button, under workflow “Please Approve the Physical Inventory
Document 100000020” message will appear.

e Double Click on the “Please Approve the Physical Inventory Document 100000020”
message. It will open the Physical Inventory Document in Display mode

< SAF Business Workplace of Ashish Mogrekar

e MNew message Find folder Find document  Appointment calendar Distribution lists ~ Maore ~

= wWorkplace: Ashish Mogrekar Workflow 56 Please Approve the PhyS|ca|
Inventory Document 100000020

~ | [~ [on
D
| Mo ][O0 B

] Unread Documents 324

("] Documents 368 Exe |Title Status
> @ |Please approve the Physical Inventory Document 100000020 | &
[¥] Overdue entrieso ",
[+ Deading Messages 0
[»] Entries with Errors O
2 oy Outhox Please approve the Physical Inventory Document 100000020
> £ Resubmission
> A Private folders : Description Objects an
> & Shared folders 3 f:;l;ct one of the available decision options. This completes the processing of this No attachm

Step 22:
e System will open the Physical Inventory Document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

Display Inventory Count 100000020 Owery e

—T-> p
Mext Page Display Header Data Position...  Statistics...  More ~
Plant:
Storage Laocation: 6676
ltems

Item Material Batch Stock Type Cluantity

Material description Sales value

1/ 1000000588 1 200

ACRYLIC EMULSION] PLASTIC) PA
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Step 23:

e Click on “Approve” Button to approve the Physical Inventory Document.

e WDk o Create Irmport hiare -

Please approve the ry Document 100000020

Click on
Approve

Choose one of ib

Approve

Reject

Display

Approval or Rejection History
Hold

Step 24:

e Physical Inventory Document will be approved with level 4.

e Once the Physical Inventory Document is approved by all 4 level approvers, a
notification is triggered to Physical Inventory Document Initiator and all preceding
approvers.

£ A Business Workplace of Ashish Mogrekar

~ Mew message Find folder Find document  Appointment calendar Distribution lists — Mor

~ B waorkplace: Ashish Mogrekar Unread Documents 3378
~ ol Inbox P= = . =
]|~ H|v||= g |~ | | 53 & (= 1RV
I ("] Unread Documents 328' =
(] Documents 374 Me  Type Title Atta  Authol
> yorkflow 55 =[] Physical Inventory Document 100000020 is Approved SAP
O
m Crverdue entries 0 =l L Porrkhase Order ANONO1A0ARS is annrwer SAP

[¥] Deadline Messages 0

Physical Inventory Document 100000020 is Approved
[¥] Entrigs with Errars 0

> L Outhox Hello Sir,

> & Resubmission Physical Inventory Document 100000020 is Approved.
> A Private folders

> £ Shared folders e b

» X Subscribed Folders Regards,
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Step 25:

e Once the Physical Inventory document is approved with all 4 level of Approval, System
will Post the Physical Inventory Document. The same is notified to all Approver and

Initiator.
£ il Business Workplace of Ashish Mogrekar
~ Mew message Find folder Find document  Appointrment calendar Distribution lists M
= wWorkjplace: Ashish Mogrekar Unread Documents 228
w ek Inhox . — =
2 |~ Hliv|| = =~ | |l &0 B =
"] Unread Documents 328' =
¢] Documents 374 Me  Type Title Atta  Authe
b sworkflow 55 = | & Physical Inventory Document is Posted Successfully I SAP
[>] Overdue entries 0 = (% Physical Inventory Document is Posted Successiully SAP
Deadline Messages 0
Entries with Errors 0 Physical Inventory Document is Posted Successfully
> é Outbox Hello Sir,
> & Resubmission
) Physical Inventory Document is Posted Successfully.
> & Private falders
> 2 Shared folders Diffs in phys. inv. doc. 100000020 posted with m. doc. 5001000059
» X Subscribed Folders Regards,
Tl Trash
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Disclaimer:

Tech Mahindra Limited, herein referred to as TechM provide a wide array of presentations and reports, with the
contributions of various professionals. These presentations and reports are for informational purposes and private
circulation only and do not constitute an offer to buy or sell any securities mentioned therein. They do not purport
to be a complete description of the markets conditions or developments referred to in the material. While utmost
care has been taken in preparing the above, we claim no responsibility for their accuracy. We shall not be liable for
any direct or indirect losses arising from the use thereof and the viewers are requested to use the information
contained herein at their own risk. These presentations and reports should not be reproduced, re-circulated,
published in any media, website or otherwise, in any form or manner, in part or as a whole, without the express
consent in writing of TechM or its subsidiaries. Any unauthorized use, disclosure or public dissemination of
information contained herein is prohibited. Unless specifically noted, TechM is not responsible for the content of
these presentations and/or the opinions of the presenters. Individual situations and local practices and standards
may vary, so viewers and others utilizing information contained within a presentation are free to adopt differing
standards and approaches as they see fit. You may not repackage or sell the presentation. Products and names
mentioned in materials or presentations are the property of their respective owners and the mention of them
does not constitute an endorsement by TechM. Information contained in a presentation hosted or promoted by
TechM is provided “as is” without warranty of any kind, either expressed or implied, including any warranty of
merchantability or fitness for a particular purpose. TechM assumes no liability or responsibility for the contents of
a presentation or the opinions expressed by the presenters. All expressions of opinion are subject to change
without notice.
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