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Introduction:

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

Summary:

In this chapter, we are going to learn about how Material Procurement (Stock) transactions will
be handled in SAP system.

Its starts right from creation of Reservation, MRP Run, Purchase Requisition, RFQ, Procurement
Proposal, Quality Inspection, Goods Receipt & Invoice Receipt.

The Material Procurement (Stock) is coming under 6.15 (Domestic Procurement) in SAP
MM/QM SRS Document.
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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
@E Service Button
@ Exit Button
= Supplier Address
Continue button
Ca SAP Business Workplace
at Check
=) Save
al Overview
(d Copy
& Back / Previous Menu
S Header
& Details
@ Execute
o Other Document
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1. Material Requirements Planning (MRP).

Step 1
e Enter Transaction Code MD02 in command bar (or) Follow the below navigation path.

Transaction Code | MD02
Menu Path Easy Access = SAP Menu - Logistics = Production = MRP - Planning
- MDO02 - Multilevel Single - Item Planning
Role PURASST1
| Mmooz | V| SAP menu  SAP Business Workplace  Other menu  Add to Favorites  Delete Favorites  Change

> [O Favorites
A SAP Menu
> [[3 Cannector for Multi-Bank Cannectivity
» [g Office
> [ Cross-Application Camponents
v 1 Logistics
> [0 Equipment and Tools Management
> [0 Materials Management
> [0 Governance, Risk and Campliance
> [0 Sales and Distribution
» [7 Logistics Execution
> [ SCM Extended Warehouse Management
> [3 Transportation Management
3 Production
> [ Master Data
> [gsCP
> [3 Production Planning
~ A MRF
~ 3 Planning
» [ Total Planning
l@ MD02Z - Multilevel Single-item Planning
2% MOO3 - Single-Level Single-ltem Plannir
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Step 2:

e InSingle Item, Multi-Level screen provide below details
o Material: 1000000390
o Plant: 1000 & Press Enter.

~ Wiore s

Single-ltem, Multi-Level

, 1. Enter Material
Fhdaterial 1000000390
MWMRP Area:
Scope of Planning
Product group
WMRPF Control Parameters
*Processing Key: |[NETCH Met Change in Total Horizon
*Create Purchase Req.: |2 Purchase requisitions in opening period
*5A Deliv. Sched. Lines: | 3 schedule lines
*Create MRP List: |1 WRP list
*Planning made: |1 Adapt planning data (normal mode)
*Scheduling: |1 Determination of Basic Dates for Planned

Process Control Parameters

d

Also Plan Unchanged Components

Display Results Prior to Saving

Display material list

Simulation mode
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Step 3:

e System will show a warning message; & Pleass check input parameters

e Press Enter.
e System will run MRP and Purchase Requisition will be created automatically.

< RN Single-lterm, Multi-Level

4 hore ~

Statistics
Materials planned
Materials with Mew Excepticns 1

Materials with Terminaticn MRRE List

Parameters

MRP Area 1000
Plnt 1000
Processing Key METCH
Create Purchase Reqguisition 1

54 Schedule Line
Create MRP List

Planning Mode

L N = ST

scheduling
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2. MRP List:

Step 1:

Enter Transaction Code MDO05 in command bar (or) Follow the below navigation path.

Transaction Code | MDO05

Menu Path Easy Access = SAP Menu —>Logistics = Material Management 2>
Material Requirement Planning (MRP) > MRP - Evaluations ->MDO05-
MRP List — Material

Role PURASST1
IMDDS I V| SAP menu  SAP Business Workplace  Other menu  Add to Favorites  Delete Favorites  CF

~ T SAP Menu
» [ Connector for Multi-Bank Connectivity
» [g Office
» [[3 Cross-Application Components
~ 9 Logistics
> [J Equipment and Toals Management
> [0 Materials Management
> [0 Governance, Risk and Compliance
> [0 Sales and Distribution
» ['J Logistics Execution
> [0 5CM Extended Warehouse Management
» [[3 Transpartation Management
w5 Production
> [ master Data
» [0 50F
> [T Production Planning
~ T MRP
> [[3 Planning
> [3 Planned Order
~ 5 BEvaluations

& MDOS - MRP List

» MDOB - MREP List - Collective Display
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Step 2:
e |n MRP List Initial Screen Provide Below Details;
o Material: 1000000390
o Plant: 1000 & Press Continue.

< w MRP Ligt Initial Screen

~ | More v

Exit

Indlividual access Collective access

I “Material: | 1000000350 !!

Description:  LAMPS ELECTRIC, HPMY, FLUORESC

MRP Area:

Plant: |1000

With filter:

Murnbai Port Trust

Continue

10
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Step 3:

e System will display MRP List and Purchase Requisition created is displayed.
e Purchase Requisition 2001000975 Created.
e Press “Back” Button.

v-i: " StockiRequirements List as of 05:11 hrs
o Show Overview Tree Refresh Filter On Send Mail to MRP Contraller More v Q Q+ E’ User Settings Exit

] zterial | 1000000330

Description:  LAMPS ELECTRIC, HPMY, FLUORESC

MRP Area: | 1000 Mumbai Port Trust MRP Area Ex. manuf
Plart 1000 MRF type: |VB Material type: 2GEN Unit: [EA =
T2 & A GR “endor Cust Page 1 f 1
1 |a . Date MRP &l MRP element data Rescheduling date E... Receipt/Regmt Available Qty Star. &
@/ 29.07.2020 Stock 5
@, 29.07.2020 MtIRes | 7010000080/0001 55— 50- 6626
@, 13.08.2020 IPuqus 2001000975/00010 * I 29.07.2020 10 100 50
@, 13.08.2020 PurRgs | 20010005976 /00010 * 20 110 160
@, 13.08.2020 PurRgs | 2001000977 /00010 * 20 110 270

11
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3. Create/ Change Purchase Requisition:
The Purchase Requisition will be created automatically by SAP System through MRP Process.
Step 1:
Enter Transaction Code ME52N in command bar (or) Follow the below navigation path.

Transaction Code | ME52N
Menu Path Easy Access = SAP Menu - Logistics = Materials Management -
Purchasing = Purchase Requisition = ME52N Change
Role PURASST1
| MES2N | V| SAP menu  SAP Business Workplace  Othermenu  Add to Favorites  Delete

» [ Favorites
~ T SAP Menu
> [3 Caonnector for Multi-Bank Connectivity
> (O Office
» [3 Cross-Application Components
w0 Logistics
> [ Equipment and Tools Management
~ ] Materials Management
~ 73 Purchasing
» [ Purchase Order
~ 13 Purchase Requisition
MES TN - Create
£5 MES3M - Display
5 MEMASSRQ - Mass Maintenance

12
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Step 2:

e Click on Other Requisition

~ | Document Overview On Create  DisplayChange | Other Purchase Reguisiion | Check  Help  Personal Sefting More Q Bt

@ ZZNB Standard PR | 2001000875 Source Determination

| Texts Release strategy

1. Other Purchase

Release group: Pl Release Group for PR Cote  Description Status ReqUISItIOI"I
Release Strategy: ALl | Rel Strategy for PR Al Level 1 A
AZ Level 2

AZ Level 3
Release Indicator: | X Blocked Ad Level 4

éw

g
~
iy
]

<

I

1]
2
<

<
~

<
e
L]

<
|«

<

&

<
=]
|-

% |& £ Default Values

Step 3:
e Enter the Purchase requisition number 2001000975 & Press Other Document.

“ | Document Overview On Create  DisplawiChange  Other P

'@l]r ZZMB Standard PR o 2001000975 =ource Determination

1. Enter Purchase
Requisition

|t

Select Document

Purchase Requisition} 2001000975 Code  Description
A Lewel 1
A2 Lewel 2
Pur. Order AR Level 3
® FPurch. Regquisition Al Lewel 4

SRM Lontract 2. Click on Other

Document

Other Document

= = EN[ | Wf] == | |~ v R =S| Bv||L
Sta Iltem A | taterial Short Text Quantity Unit 1
10 10000003920 LAMPS ELECTRIC, HPMY, F 100 EA I

13
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Step 4:
e System will open the Purchase requisition in change mode.

e Enter Purchase org 1000 in Source of supply Tab.

= | < potil y Change Purchase Req. 2001000975

e Document Overview On Create Display/Change Other Purchase Requisition Check Help

@ZZNEH Standard PR | 2001000575 Fource Determination
1 | Header
Al | @ [@[v] | [z][=][a v[v]| 5]+ g B [Lv]®[V]| (@] [2] (@] (@
Sta Item (A | hiaterial Short Text Quantity Unit C Delivery Date  Valn Price Per
10 1000000390 LAMPS ELECTRIC, HPMY, F 100 EA D 135.08.2020 93.02

1

0
0
0

= [tern: |1 [ 10] 1000000330 , LAMPS ELECTRIC, HPMY, FLUDRE .. ~~ A e

< Quantities/Dates Valuation Account Assignment |Source of Supplyl Yersions Status Contact F

1. Enter Purchase
Agreement: Org

Purch.Org.. | 1000

CentContr.

Fixed vendor:

14
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Step 5:
e |n Text Tab, Provide Terms & Conditions.

H Change Purchase Req. 2001000975

o Docurment Overview On Create Display/Change Other Purchase Requisition Check Help Personal Seting Il

Sta Item‘A | Waterial Short Text Quantity Unit C Delivery Date  “aln Price Per Total Walue Materiz
10 1000000390  LAMPS ELECTRIC, HPMY, F 100 EA D 13.08.2020 9302 1 9,302.00 Lamps
0
0
0
b= [tern: 1 [ 1011000000390 , LAMPS ELECTRIC, HPMY, FLUORE.. ~ A v

< Quantities/Dates Waluation Account Assignment Source of Supply Versions Status Contact Person e

IA'I'I Agreed Terms & Conditions

Itermn Texts AL
& Item text
Item note
e Enter Terms &
& Delivery text
& Material PO text @ Conditions
&

| & Terms & Conditions

15
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e |n Customer Data tab;
o Select Mode of Purchase: D Direct Purchase
o Purchase Type: D1 with Quotation from drop down list.
e Click on Check Button. System will check for errors in document. If no errors found,
system will show “Click on Check Button. System will check for errors in document. If no

. v m i ring ch
errors found, system will show “ b essaes SIS QUIMG-CIECK] Message.

e Click on Save Button. System will change Purchase requisition document & displays “

Purchase requisition 2001000975 M ”
1 message.” Message.
= < nit '? Change Purchase Req. 2001000975
~ Document Cverview On Create Display/Change Other Purchase Requisition Help Personal Setting  More ~ Q Exit

1 | Healer

Ala] | [a]@]v]]| (2] =]la v|v]| (2]~ 2 By (Lv]@ ]| (@ |z @] e

Sta  Item A Material Short Text Quantity Unit C Delivery Date  ‘aln Price Per k  Plant
10 1000000390 LAMPS ELECTRIC, HPMY, F 100 EA D 13.08.2020 9302 1 9302100 Tamps and T~ 6 Mumbai |

]
0
]

TN
1. Select Mode 0390, LAMPS ELECTRIC, HPMY, FLUORE.. ~ ~

of PUrChase Accolnt Assignment Source of Supply Ve 2 SEIeCt Texts Delivery Address
Purchase Type

Select Custormn Fi

® Data Fields Email List Terms & Cary
*nMode of Purchase: | D Direct Purchase ~ I IPurchaae types D1 WITH QUOTATION ~
Availahle Gty in Plant 6.000 Sample: ~
Last Year Consumption 0.000 Life Certificate: ~
Avg Annual Req Gty 0,000 Stock Certificate: ~

Fsralafinn % Crininal Waluatinn 93.22

Save Cancel

16
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4. Release Purchase requisition.

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

SAPd

~ | New password More

Enter Approver User ID
and Password

Client: | 500

*User:] 10100050

*Password: | ﬁﬁﬁﬁﬁﬁi&ﬁﬁ######1

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

Role Approver

w SAP Easy Access

SBWP ~ || SAPmenu | SAP Business Workplace | Othermenu  Add to Favorites  Dele
—— -
~ 1 Favorites ———
» [T Codes — :
» [0 Reports

~ 0 SAP Menu
» [ Connector for Multi-Bank Connectivity
~ 15 Office
| & SBWP - Workplace
» [ 3 Telephone Integration
» [0 Appointment Calendar

17
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Step 3:

”

e Expand “Inbox” button, under workflow “Approve Purchase requisition 2001000975
message will appear.

< "3: ! ? Business Workplace of Asst Engg

New message  Find folder  Find document  Appointment calendar  Distribution lists  More v

/ 3 Workplace: Asst Engg Workflow 37

£~ Inbox s 5 o
EX . AR

] Unread Documents 13

Double Click on “Approve Purchase
Requisition 2001000975” v

]|

Exe"_ITntle Status Work item ID |
@ I[Please approve the Purchase Requisition 2001000960 I ) 414466 -
ording to conte (¥ |Please approve the Purchase Requisition 2001000938 & 415250 *
> [ Grouped according to conte L ——
> [ Grouped according to sort
> [ Grouped according to task
(3] Overdue entries 0 Please approve the Purchase Requisition 2001000960
(2] Deadiine Messages 0 | Description Objects and attachments
(3] Entries with Errors 0 Select one of the available decision options. This completes the processing of this No attachments or objects
7, Outbox step.
=, Resubmission Before you make a decision, you can display the attachments and objects which have
y 2 Private folders been attached to the user decision. You can also add your own attachments.
Step 4:

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

Display Purchase Req. 2001000960

play/Change Other Purchase Requisition Help Personal Settin

O |Tests  Release strategy

Release group: Pl Release Group for PR Code Description Status
Release Strategy: Al  Rel Strategy for PR Al Level 1 A
A2 Level 2
A3 Level 3
Release Indicator: X | Blocked Ad Level 4

€4

18
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Step 5:
e Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.

’ Decision Step in Workflow

| v Workflow Create Import  More ~

Please approve the Purchase R, ]
Click on “Approve

Purchase Requisition

Approve Purchase Requisition

eject Purchase Requisition

IDispIa\,r Purchase Requisition
IApprovaI or Rejection History
IHoId

Step 6:

e Purchase Requisition will be approved with level 1.
e Purchase Requisition Approval Request notification is forwarded to Approver 2.

Step 7:
e Login as Approver 2 (Executive Engineer) in SAP System.

’ SAP

~| MNew password More v

Enter Approver User ID and Password

Client: | 500 7

*Jser-| 10100051

*Password: | #rarssfasaarrns

Logon Language: |EN

19
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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 - Workplace
Role Approver

W SAP EasyAccess

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

73]

~ 13 Favorites
» [O T Codes
» [0 Reporis
~ T8 SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ 15 Office
| & SBWP - Workplace
» |3 Telephone Integration
» [3J Appointment Calendar

Step 9:

e Expand “Inbox” button, under workflow “Approve Purchase requisition 2001000975”
message will appear.

< gvr Business Workplace of EX Engg

New message Find folder Find document Appointment calendar Distribution lists _ More v

Double Click on “Approve Purchase

\ k& Workplace: EX Engg w1 isiti
: Wordio Requisition 2001000975”
Jocuments 13 {j Cll& [ = =JEARIC 3 TSR N = (R
Exe lTitIe Status Work Item ID Creation Datt
@ IPlease approve the Purchase Requisition 2001000960 & 415257 19.07.2020
> T Grouped according ¢ T
> [ Grouped accordingtc. T
> [ Grouped according t¢
» [0 Grouped according ¢ please approve the Purchase Requisition 2001000960
[¥] Overdue entries 0
M AAndlina Alansanan A 3 Inncrrinﬁnn IﬂM and attachmente

20
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Step 10:

e System will open the Purchase requisition document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

Click on back button
O Display Purchase Req. 2001000960

Document Overview On  Create  Display/Change  Other Purchase Requisition  Help  Personal Setting  More
@ ZZNB Standard PR - 2001000960
= | Texts Release strateqy
Release group Pl Release Group for PR Code DESCI'"IpTIG'I"I Status
Release Strategy. Al  Rel Strategy for PR Al Level 1 ®
A2 Level 2

A3 Level 3

Release Indicator: X Blocked Ad Level 4

= = [=]la 7 5 | 2 [ Bv|lLv| B @ | 1|I® || |£I0efault Values
Sta,  Item ‘A | Material Short Text Quantity Unit C Delivery Date Valn Price Per Material Group Availabl
10|Q 1000000588 ACRYLIC EMULSION( PLAST 200 L D 17.07.2020 12331 1 Acrylic paints  0.000

Al AAAAAAASAAR AL OO RN PESTELARET A ACA FMA M AT AT ARAn an TE B

Step 11:

e Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.

Decision Step in Workflow

| v Workflow Create Import  More ~

Please approve the Purchase Requisition 2001000960

rCIick on “Approve
,Chmmmmmﬂmnu.ﬂlte{% Purchase Requisition”

Approve Purchase Requisition
Reject Purchase Requisition
IDispIay Purchase Requisition

IApprovaI or Rejection History
IHuId

—

Step 12:

e Purchase Requisition will be approved with level 2.

21



Tech
Mahindra

SAP User Manual for Material Procurement (Stock)
e Purchase Requisition Approval Request notification is forwarded to Approver 3.

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

SAP4 SAP

e New password More ~

Client: | 500

Enter Approver User ID and Password

*User-| 10100049

*Password: |*#i#i*F*i*#*#i#1

Logon Language: |EN

Step 14:
e Clickon“ Sl 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

Role Approver

w SAP Easy Access

SAP menu | SAP Business Workplace | Othermenu  Add to Favorites  Dele

%
=
5
<

v 5 Favorites
» [T Codes
> 1 Reports
~ 0] SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ 1o _Office
| & SBWP - Workplace
» |3 Telephone Integration

» [ Appointment Calendar

22
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Step 15:
e Expand “Inbox” button, under workflow “Approve Purchase requisition 2001000975”
message will appear.

O OAF Business Workplace of DY HOD

New message Find folder Find docu
Double Click on “Approve Purchase

Requisition 2001000975”

v = Workplace: DY HOD Workflow 1
C]c][s] [m av|av]| (ellalv] al @]
Exe |Title Status Wc
¥ [Please approve the Purchase Requisition 2001000960 &
> [0 Grouped according to conte
> [ Grouped according to conte [
> [0 Grouped accordingtosorth
> [ Grouped according to task
(3] Overdue entries 0 _ Please approve the Purchase Requisition 2001000960
[¥] Deadline Messages 0
[*] Entries with Errors 0 Description Objects and at
> L, Outbox Select one of the available decision options. This completes the processing of this No attachment
— step.
> =, Resubmission P
> & Private folders Before you make a decision, you can display the attachments and objects which have
- hason attarhad tn tha near daricinn Yau ran alen add vair awn attarhmante
Step 16:

e System will open the Purchase requisition document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

Click on back button

L lay Purchase Req. 2001000960
K

el Document Overview On Create Display/Change  Other Purchase Requisition Help Personal Se

[E ZZNB Standard PR ~ 2001000960

] |Texts  Release strategy

Release group: P1 | Release Group for PR Code Description Status
Release Strategy: |Al | Rel Strategy for PR Al Level 1 )
A2 Level 2 (@]
A3 Level 3 A
Release Indicator: X | Blotked Ad e

€iir

23
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Step 17:

e Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.

Decision Step in Workflow

| hd Workflow Create Import More s~

Please approve the Purchase Requisition 2001000960

] —~
s FCIick on “Approve

Purchase Requisition”

Approve Purchase Requisition

Reject Purchase Requisition

IDispIa\,r Purchase Requisition
IApprovaI or Rejection History

|Hold

Step 18:

e Purchase Requisition will be approved with level 3.
e Purchase Requisition Approval Request notification is forwarded to Approver 4.

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

e MNew password More ~

Enter Approver User ID and Password

Client: | 500

*User] | 10100048

*password] | Freeafraaraaes

Logon Language: (EN

24
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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
Role Approver
W SAP EasyAccess
SBWP ~ | SAPmenu | SAP Business Workplace | Other menu  Add to Favorites  Dele

~ 13 Favorites
» [O T Codes
» [0 Reporis
~ T8 SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ 15 Office
| & SBWP - Workplace
» |3 Telephone Integration
» [3J Appointment Calendar

Step 21:

e Expand “Inbox” button, under workflow “Approve Purchase requisition 2001000975”
message will appear.

< EE: ! ’ Business Workplace of HOD

L TR Pkt b LS B

~ New message  Find folder  Find document

Double Click on “Approve Purchase
Requisition 2001000975”

k& Workplace: HOD Workflow 1
b Inbox ¥ = —
Unread Documents 11 -

Status Work ftem ID Creation |

Documents 14 Exe, |Title _
M B} Workdiow 1] @ 'Please approve the Purchase Requisition 2001000960 P P

> [ Grouped according tc
> [0 Grouped according t |
» [ Grouped according t
> [ Grouped according tc
[¥] Overdue entries 0
[+] Deadline Messages 0
[*] Entries with Errors 0

> L Outbox

. Please approve the Purchase Requisition 2001000960

Description Objects and attachments
Select one of the available decision options. This completes the processing of this step. | No attachments or objects exist

25
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Step 22:

e System will open the Purchase requisition document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

Click on back button
Display Purchase Req. 2001000960

Document Overview On Create Display/Change Other Purchase Requisition Help Personal Setting

@ ZZNB Standard PR ~ 2001000960
o | Texts Release strategy
Release group: P1 | Release Group for PR Code Description Status
Release Strategy: Al | Rel Strategy for PR A1 Level 1 )
A2 Level 2 )
A3 Level 3 @
Release Indicator: | X Blocked Ad Level 4 A

Step 23:
e Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.

A Decision Step in Workflow

| v Workflow Create Import  More ~

Please approve the Purchase Requisition 2001000960 Click on “Approve 7
Purchase Requisition”
__

Wﬂ@tiv/\
Approve Purchase Requisition
Reject Purchase Requisition

|Display Purchase Requisition

Approval or Rejection History
Hold

26
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Step 24:

e Purchase Requisition will be approved with level 4.
Once the Purchase requisition is approved by all 4 level approvers, a notification is

[ ]
triggered to Purchase Requisition Initiator and all preceding approvers.
< SAF Business Workplace of Ashish kogrekar
e [ message Find folder Find docurment Appuintment calendar Distribution lists More ~
O Wurkplace: Ashish Mogrekar Unread Documents 337
b Inhox — —
M EREIESNEARN T &3 = N
I {] Unread Documents SS?I = d B =
{] Documents 393 Me. Type Title Afta | Author
v [5] Workflow 57 = (& |F'urchase Requisition 2001000975 i Approvedl SAP_WFRT
SAP_WFRT

2 Physical Inventory Document is Posted Succes

» [ Grouped according to cantent =
» [[3 Grouped according ta cantent type
> [ Grouped aceording to sart key Purchase Requisition 2001000975 is Approved
» [[3 Grouped according to task Hello Sir,
[¥] Overdue entries O
Purchase Requisition 2001000975 is Approved

Deadling Messages 0

Entries with Errors 0 Approved by: MM00596824 Ashish Mogrekar

> L Outhox e,
> Z Resubrission glsl‘u;pﬂrf?daazalk

15 jogrexar
> & Private folders e

27
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5. Create/ Change Request for Quotation:

Step 1:

Enter Transaction Code ME41 in command bar (or) Follow the below navigation path.

Transaction Code | ME41
Menu Path Easy Access = SAP Menu = Logistics = Materials Management 2>
Purchasing >RFQ/ Quotation = Request for Quotation> ME41 Create
Role PURASST1
MEA1 V| SAP menU  SAP Business Workplace  Othermenu  Add to Favorites  Delete

» [0 Favorites
~ T SAR Menu
> [ Connectar for Multi-Bank Connectivity
» [ Office
> [[3 Cross-Application Companents
~ T3 Logistics
> [ Eguipment and Tools Management
~ 0 Materials Management
~ 5 Purchasing
> (3 Purchase Order
» [ Purchase Requisition
» [3 Outling Agreement
~ 18] RFCYQuotation
~ 19 Fequest for Cuatation

28 ME41 - Create

5 ME42 - Change
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e In Create RFQ Initial Screen Provide following details,
o RFQType: ZZAN,
o RFQDate: 29.07.2020
o Quotation Deadline: 30.07.2020,
o Purchasing Org: 1000
o Purchasing Group: 101
e Click on Reference to PReq

S SAK Creae 6 Click on

Reference PReq
~ | Header Details  Copy Document | Reference to PRed™

1. RFQ Type
2. RFQ Date
3. Quotation Deadline

RFQ Type: |Z2AN
Language Key: |EN
*RFQ Date: |29.07.2020
*Quotation Deadline: | 30.072020

RFQ:

Organizational Data

Purch. organization: | 1000 / ;
g ] 4. Purchasing Org

Purchasing Group: | 101 -,b Purchasing Group
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Step 3:

e Provide reference Purchase requisition number 2001000975
e Click on Continue

= Selection of Purchase Requisitions X

Purchase Req. 2001000975

FHequisn. itern:

Purch. Group: [101 1. Enter Purchase

Req
Document Type:
N
haterial;
FMPM material;
Plant:

ltern Cateqory:
AcctAssgmt Cat
Tracking Murnber
supplyving Plant
Assigned: v
Stock material: v

Open only, [«

2. Click on
Continue

Continue Header Details
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Step 4:
e Enter Coll. No. 2001000975 & hit Enter

O A Create RFQ - Header Data

~ | Header Texts  SupplierAddress  Partner  Release Strategy  Messages  Maore w

RFC: Company Code: 1000 Purchasing Group: [101
RFQ Type: ZZAN Purch. Crganization: 1000
wWendor:

Administrative Fields

RFQ Date: | 29.07.2020 *ltemn Interval: |10 *Coll Moo 2001000875 I

*Language: EN Subitem Interv.: |1 *RuotDdin:
validity Start: validity End: Apply By:
Warranty: Bindg Per.

Terms of Delivery and Fayment
Targ. val
Step 5:

e Select the line Item click on Adopt + Details button.

£ iAo Create RFQ: Selection List Purchase Requisitions
~ | Jadopt + Details)  Adopt SelectAllltems  Deselect Al hwore w
Pur. Req. Itern Material Short Text Pint Sloc | A Cls Qty
+ 2001000975 10 1000000330 LAMPS ELECTRIC, HPMY, FL.. 1000

31



Tech
Mahindra

SAP User Manual for Material Procurement (Stock)

Step 6:

e |ncreate RFQ screen,

o Delivery Date: 13.08.2020
o Press Enter.

Create RFQ : Item 00010

~ Mext Delete Header Details Additional Data Item Texts Delvery Address Deltvery Schedule

[tern: 10 [tCat.: Plant. 1000

Material 1000000330 Stor. Loc. |b626

Short Text:  LAMPS ELECTRIC, HPMY, FLUORESC

Mat. Grp: | 33101600
Cuantity and Date

RFC Cuantity: | 100 EA CuotDdin: | 30.07.2020

Delivery Date: (0| 13.08.2020

Deadline Monitoring

15t Rem /Exped.; TrackingMo:

2nd Rem /Exped. 5. hat
Step 7:

e On Create RFQ: Item Overview Screen, click on Supplier address button.

< SAF Create RFC: lterm Overview
s Select All ltems Deselect All Select Start/End of Block Enter Lines Delete Header Details Supplier Address

RFC: RFC Type ZZAN RFC Date 29.07.2020

Yendar: *QuUotDdln | 30.07.2020

RFQ Items

ftem | Material Shart Text RFC Cluantity Oun C Deliv. Date Mat. Grp Pint =
10 1000000350 LAMPS ELECTRIC, HPRY, FL.. 100 EA D 13.08.2020 39101600 1000 ¢«
20 u} 1000 &
30 D 1000 ¢
40 D 1000 ¢
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Step 8:
e Enter vendor number 40000010.

ARG

| V| Header Details Header Texts More -

RFC: Company Code: 1000

RFQ Date:  29.07.2020 RFQ Type: ZZAN

| endor: 40000010 |

Mame

Title:

narne:

Search Terms

Search term 1/2:

Create RFQ . Supplier Address

Furch. Group: 101

Purchasing Qrg.. 1000

?i—l
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Step 9:

e After entering Vendor Number “40000010”, Press Enter.
e System will fetch vendor details from Vendor master and displayed on the screen.

< il Create RFQ : Supplier Address

e Header Details Header Texts More ~

RFCQ: Comparny Code: 1000 Purch. Group: | 101
RFQ Date: | 29.07.2020 RFC Type: ZZAN Purchasing Org.. 1000

Yendor 40000010

MName
Title:  Comparny v
Mame: | ALEX CHEMICAL & INDUSTRIES /System will display
Vendor Details

Search Terms

Search term 1/20 ALEX CHEMICAL

Street Address
Street/House number:  GOWIND NAGAR 16
Street 4. CO OF HSG SOCIETY LTD
Street 5 DIKIT ROAD
Step 10:

e Click on Save Button. System will create RFQ document & information message

PN Feq for Quotation created under the number 10010000408 is displayed.

34



Tech
Mahindra

SAP User Manual for Material Procurement (Stock)

Step 11:
e Enter vendor number 40000013.

£ w Create RFQ - Supplier Address

~ Header Details Header Texts hare

RFC: Company Cocde: 1000 Purch. Group: 101

RFQ Date: | 31.07.2020 RFQ Type: |Z2AM Purchasing Org.. 1000

wendor f40000011

MName
Title: ~
Mame:
I)B
Search Terms
Search term 152
Street Address
Street/House number:
Postal Code/City:
Country: Region: i
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Step 12:

e After entering Vendor Number “40000013”, Press Enter.
e System will fetch vendor details from Vendor master and displayed on the screen.

[ SAH

~ Header Details

RFQ:

RF G Date:

31.07.2020

Header Texts hore

Comparry Code; 1000

RFQ Type: | ZZAN

vendor | 40000013

Iame

Create RFC: Supplier Address

Purch. Group: 101

Purchasing Crg. 1000

Marme:

Search Terms

Street Address

Street/House number:

Postal Code/City:

Title:

Search term 1/2:

MAHARASHTRA BAMBOO BHANDAR

MOSS

40 BAMBOO MARKET R.C.CHURCH COMPOUND,

400014 turnbiai

‘/System will display

Vendor Details

Country:

Step 13:

IN India Region:

27

Maharashtra

e Click on Save Button. System will create RFQ document & information message

PN Req for Quotation created under the number 1001000043

27

is displayed.
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Step 14:
e Enter vendor number 40000012.

£ w Create RFQ - Supplier Address

~ Header Details Header Texts hare

RFC: Company Cocde: 1000 Purch. Group: 101

RFQ Date: | 31.07.2020 RFQ Type: |Z2AM Purchasing Org.. 1000

wendor f40000011

MName
Title: ~
Mame:
I)B
Search Terms
Search term 152
Street Address
Street/House number:
Postal Code/City:
Country: Region: i
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Step 15:

e After entering Vendor Number “40000012”, Press Enter.
e System will fetch vendor details from Vendor master and displayed on the screen.

£ Al Create RFQ - Supplier Address

~ Header Details Header Texts hare

RFCL Company Code: | 1000 Purch. Group: 101
RFC Date:  31.07.2020 RFQ Type: ZZAN Purchasing Org.: 1000

wendor 40000012

Mame

Title: | Company o

Mame: FELKENGG. CO.

earch Terms

Search term 1720 FEL ENGG. CO. Fooe6

System will display
treet Address Vendor Details

Street/House number. | COZY COTTAGE, 4TH FLOOR BYCULLA
Fostal Code/City: | 400027 Murmbai

Country: |IN Indlia Region: |27 haharashtra

Tier o = - TRIGT A >3]

Step 16:

e Click on Save Button. System will create RFQ document & information message
PIFIR Feq for Quotation created under the number 1001000044 4 is displayed.

e Click on Exit button.
e Mail will be sent to Vendor’s mail id mentioned in the Vendor Master.
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Create RFQ : Supplier Address

| HeaderDetals Header Texts  More v

RFQ:

RFQ Date:  31.07.2020

Wendor:

Name
Title:

Name:

Search Terms

Search term 142

Street Address
Street/House number:
Postal Code/City.

Country:

Company Code: 1000 Purch. Group: 101

RFQ Type: ZZAN Purchasing Org: 1000

Region |

1001000044

i under the number
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6. Maintain Quotation:

Step 1:

Enter Transaction Code ME47 in command bar (or) Follow the below navigation path.

Transaction Code | ME47
Menu Path Easy Access = SAP Menu = Logistics = Materials Management 2>
Purchasing 2 RFQ/ Quotation = Quotation->ME47 Maintain
Role PURASST1
| ME47 | V| SAP menu  SAP Business Workplace  Othermenu  Add to Favorites  Delete Fav

» [g Favorites
T SAP Menu
> [0 Connector for Multi-Bank Connectivity
» [0 Office
> [J Cross-Application Components
~ 1 Logistics
» [3 Equipment and Tools Management
~ 3 Materials Management
~ 5 Purchasing
» [O Purchase Order
» [ Purchase Requisition
> [ Outline Agreement
~ T RFCQ/Quotation
> [ Request for Quotation
~ T Quotatian

Z8 ME4T - Maintain

5 ME48 - Display

Step 2:
e On Maintain Quotation Initial Screen, Provide RFQ 1001000040 & press enter.

| V| Header Details  More

*RFC 1001000040
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Step 3:

e Enter Net Price 93
e Click on Save Button.

= [ v < w Maintain Quotation : ltem Cverview

Select All tems Deselect All Select Start/End of Block Enter Lines Delete Header Details Supplier Address Partner  More ~ Exit

RFC: 1001000040 RFQ Type: ZZAN RFQ Date: | 29.07.2020
wendor, 40000010 ALEX CHEMICAL & INDUSTRIES QuotDdin: |30.07.2020
Quatation Items
ltermn Material Shart Text RFQ Quantity Oun C Deliv. Date Met Price Per QPU Mat. Grp Pint Sloc D R &
10 1000000350 LAMPS ELECTRIC, HPMY, FL.. 100 EA D 13.08.2020 93 1 EA 39101600 1000 6626

Enter Net
Price

Item: |10

Save Cancel

e Quotation for RFQ 1001000040 will be maintained.
e System will display Pl Cuotation for Req for Quotation 1001000040 maintained

message.
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7. Price Comparison for RFQ:
Step 1:
Enter Transaction Code ME49 in command bar (or) Follow the below navigation path.

Transaction Code | ME49
Menu Path Easy Access = SAP Menu = Logistics = Materials Management 2>
Purchasing 2 RFQ/ Quotation = Quotation > ME49 Price Comparison
Role PURASST1
I MEAS V‘ SAP menu  SAP Business Workplace  Othermenu Add to Favarites  Delete Fz

» [ Favorites
~ T 3AP Menu
> [3 Connectar for Multi-Bank Cannectivity
> [0 Office
» [[3 Cross-Application Components
~ 9 Logistics
> [3 Equipment and Tools Management
~ T Materials Management
~ 3 Purchasing
> [ Purchase Order
» [[J Purchase Requisition
» [ Outline Agreement
~ 9 RFC/Cluotation
» [ Request for Quotation
v T Cluotation
#5 MEA7 - Maintain
£5 ME4E - Display

& ME43 - Price Comparison
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Step 2:
e In price comparison list screen provide;
o Purchasing Organization: 1000
o Collective RFQ 2001000975
o Click on Execute Button.

< ,.3! D4 Price Comparison List

~ | Save as Varant.. Get Variant. Iore ~ Exit
|"Purchasmg Organization: | 1600 rﬁl‘ PurChaSing OrgJ
Quatation
| coteciive rrc: (2001000975 | iy &
Supplier;
haterial

2. Collective RFQ

Comparison Values

Reference Quotation
hEan Valle Quotation
Minirurm valle Quotation

Percentage Basis.

Max. Mo. Quatations per Page: | 12

Price Calculations

Include Discounts:

Include Delivery Costs,

Determine Effective Price

Execute

Step 3:

e System will Display price comparison List.
e Click on More Button.
e Click on Initiate Workflow, For Rank one selected vendor approval process.

< "E: " Price Comparison Listin Currency INR

~| @  Refresh Y £ % B fx f i = % & B B [F wantanQuotation Q F B

. Display Material (Shift+Crl+0)
Ra_ ltem ‘“endor Supplier Name Coll. Mo Text Material Matl Group 1- ClICk on More Display Supplier (Shift+F11)
[ ] 10 40000010 ALEX CHEMICAL & INDUSTRIES 2001000975 Standard 1000000320 39101600 g
Adell. Info; Guotes (Shif+Fa)
Purchasing Document 1001000040
& Initiate Workflow | (Ctri+Shif+F12)
Cancel (F12)
List
P Edit
2. Select Initiate
Goto >

workflow

Environment

Views

Seftings

System >
Help

SAP GUI settings and actions >

° System will dISp|ay “« Jorkflow [nitizted B

message.
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8. Quotation Approval:

Step 1:
e Login as Approver 1 in SAP System.

SAP4

~ New password  More

Client: | 500

*User] 10100050

*Paseword: |¢¢¢&&¢LF&***&&J¢&1

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
Role APPROVER

w SAP Easy Access

BWP| w SAP menu | SAP Business Workplace | Othermenu  Addto Favorites  Dele

o

w9 Favorites
> [T Codes
» [0 Reports
~ 3 SAP Menu
» [ Connector for Multi-Bank Connectivity
~ 1o Office
| & SBWP - Workplace
» [ 3 Telephone Integration
» [0 Appointment Calendar

44



Tech
Mahindra

e Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000040”

message will appear.
e Double Click on the “Please Approve the Quotation 1001000040” message. It will open
the Quotation comparison list in Display mode.

£ ptil Business Warkplace of Ashish Mogrekar

e Mew message Find folder Find document Appointment calendar, Distribution lists More

Double Click on the “Please
v (5 Waorkplace: Ashish Mogrekar Workdlow 58 Approve the Quotation

[] Unread Documents 327 R
(] Docurnents 380 Bxe | Title

> &) Workflow 53 @l Please approve the Quotation 1001000040 | ]
f.)

oS =T & | B

] Owerdue entrigs 0 v) |Flease approve the RESERVATION 7010000060 3
[»] Deadline Messageso .~
[¥] Entries with Errors 0
> L Outhox
> £, Resubmission Please approve the Quotation 1001000040
> A Private folders
> & Shared folders Description Objects and
> * Subscribed Folders gtzls-ct one of the available decision options. This completes the processing of this No attachme:

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

£ L1 0 Price Comparison List in Currency MR

v I »w B Ox w L B % # B

Back button efresh =

-

Fa_ Item “endor Supplier Name Coll. No. Text haterial Matl Group  Short Text

B 10 40000010  ALEX CHEMICAL & INDUSTRIES 2001000975 Standard 1000000390 39101600  LAMPS ELECTRIC, H
Purchasing Decument 1001000040

&b

Step 5:
e Click on “Approve” Button to approve the Quotation.
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| Workflow  Create  Import More v

Step 6:

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

Step 7:

e Login as Approver 2 in SAP System.

| v Newpassword More v

Client:

*User | 10100051 |

*Password: | ‘.‘r‘.‘c#‘.‘c#;‘c‘k‘.‘cfc‘.‘cft‘.‘cfc‘.‘dz'l

Logon Language:

Step 8:
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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
Role APPROVER
i SAP Easy Access
SBWP ~ | SAPmenu | SAP Business Workplace | Othermenu  Addto Favorites  Dele
— .
v 1 Favorites e
> [0 T Codes s
> [0 Reports

~ T3 SAP Menu
» [0 Connector for Multi-Bank Connectivity
~ 19 Office
| & SBWP - Workplace
» [ 3 Telephone Integration
» [O Appointment Calendar

Step 9:
e Expand “Inbox” button, under workflow ““Please Approve the Quotation 1001000040”

message will appear.
e Double Click on the “Please Approve the Quotation 1001000040” message. It will open

the Quotation comparison list in Display mode.

£ A Business Woarkplace of Ashish Mogrekar

e Mew message Find folder Find document  Appointment calendar Distribution lists  More

= Workplace: Ashish Mogrekar Workflow 58 Double Click on the “Please
I = Approve the Quotation al =
(] Unread Docurments 327
"] Documents 380

>|[¥] Worklow 53 @l Please approve the Quotation 1001000040 I )

Exe [Title Status )

[»] Overdue entries 0 ) |Please approve the RESERWATION 7010000060 )
[»] Deadline Messageso - e
[¥] Entries with Errors 0
> L outhox
> £ Resubmission Please approve the Quotation 1001000040
> & Private folders
> & Shared folders Description Objects and
> * Subscribed Folders f:;l:::t one of the available decision options. This completes the processing of this No attachme:
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Step 10:

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

v @ Refresh = = ¥V I % B G @ L B &% B B
Click on Back
Ra_ Item verl button

-

Coll. No. Text Material Matl Group  Short Text

B 10 40000010  ALEX CHEMICAL & INDUSTRIES 2001000975 Standard 1000000390 39101600  LAMPS ELECTRIC, H
Purchasing Document 1001000040
&b

Step 11:

e Click on “Approve” Button to approve the Quotation.

~ | Workflow  Create  Import More

Step 12:

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

Step 13:
e Login as Approver 3 in SAP System.

48



Tech
Mahindra

SAP User Manual for Material Procurement (Stock)

sapd o

w New password  More ~

Client: | 500

*User:| 10100049

*Password: | ##ﬁ#ﬁ#k####%"#%"#1

Logon Language: EN

Step 14:

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
Role APPROVER

w SAP Easy Access

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

~ o Favorites
» [T Codes
» [0 Reports
~ T3 SAP Menu
» [0 Connector for Multi-Bank Connectivity
o] Office
| & SBWP - Workplace
» 3 Telephone Integration

» [ Appointment Calendar
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Step 15:

e Expand “Inbox” button, under workflow ““Please Approve the Quotation 1001000040”

message will appear.
e Double Click on the “Please Approve the Quotation 1001000040” message. It will open
the Quotation comparison list in Display mode.

£ ptil Business Warkplace of Ashish Mogrekar

v Mew message Find folder Find document  Appointment calendar Distribution lists  More

v (=5 Workplace: Ashish Mogrekar VWorkilow 58

+
ek Inbiox Sl (s (@

(] Unread Documents 327 =

Double Click on the “Please
Approve the Quotation Q| B

(] Documents 380 Exe_|Title Status Y
) @l Please approve the Quotation 1001000040 | ]
[+ Overdue entries 0 ) |Please approve the RESERYATION 7010000060 3
[¥] Deadine Messagesa -~
[¥] Entries with Errors 0
> L Outhox
> Z Resubmission Please approve the Quotation 1001000040
> A Private folders
> & Shared folders Description Objects and
> * Subscribed Folders gtzls-ct one of the available decision options. This completes the processing of this No attachme:
Step 15:
e Click on Back Button. System will open Decision step in workflow screen.
£ | DDAF Price Comparison List in Currency MR

v I »w B Ox w L B % # B

Al

1]
i}
=
(4]
o0
[In
1

Click on Back
button

-

Fa_ Item Yendd Coll. No. Text haterial tatl Group  Short Text
B 10 40000010  ALEX CHEMICAL & INDUSTRIES 2001000975 Standard 1000000390 39101600  LAMPS ELECTRIC, H
Purchasing Decument 1001000040

&L
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Step 16:

e Click on “Approve” Button to approve the Quotation.

~ | Workflow  Create  Import More s

Step 17:

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

Step 18:
e Login as Approver 4 in SAP System

| v| MNew password  More

Client:

*User] 10100048

*Password I| frfrfr’.‘r‘.‘rﬁ#frfrfrfrfr‘.‘r‘.‘rft{

Logon Language: El
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Step 19:

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
Role APPROVER
i) SAP Easy Access
SBWP! ~ | SAPmenu | SAP Business Workplace | Othermenu  Add to Favorites  Dele
——
v 1 Favorites e
» [T Codes o y
» [0 Reports

v T SAP Menu
» [0 Connector for Multi-Bank Connectivity
v T3 Office

| & SBWP - Workplace

> |3 Telephone Integration

> [0 Appointment Calendar

Step 20:
e Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000040”

message will appear.
e Double Click on the “Please Approve the Quotation 1001000040” message. It will open

the Quotation comparison list in Display mode.

£ A Business Woarkplace of Ashish Mogrekar

e Mew message Find folder Find document  Appointment calendar Distribution lists  More

Double Click on the “Please
Approve the Quotation a[v|[a] @

Status )

~ B Workplace: Ashish Mogrekar Wiorkflow 58

ek Inbaox
— SN

(] Unread Documents 327 )
"] Documents 380 Bxe | Title

>|[¥] WWorklow 53 @l Please approve the Quatation 1001000040 I e

[»] Overdue entries 0 ) |Please approve the RESERWATION 7010000060 &
[¥] Deadline Messages 0 —~ e
[¥] Entries with Errors 0
> L outhox
> 2 Resubrmission Please approve the Quotation 1001000040
> A Private folders
> & Shared folders Description Objects and
> * Subscribed Folders fg;sct one of the available decision options. This completes the processing of this Mo attachme:
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Step 21:

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

Click on Back button = VYV I un B f&x fw I EH %4 B B

N~—

-

Fa_ Item “endor Supplier Name Coll. No. Text Material Matl Group  Short Text

B 10 40000010  ALEX CHEMICAL & INDUSTRIES 2001000975 Standard 1000000390 39101600  LAMPS ELECTRIC, H
Purchasing Document 1001000040

&b

Step 22:
e Click on “Approve” Button to approve the Quotation.

~ | Workflow  Create  Import More
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Step 23:

e Quotation will be approved with level 4.
e Once the Quotation is approved by all 4 level approvers, a notification is triggered to
initiator& Preceding Approvers stating “Quotation 1002000040 is Approved”

< Ak Business Workplace of Ashish hMogrekar

~ MNEew message Find folder Find document  Appointment calendar Distribution lists kM

~ =2 Workplace: Ashish Mogrekar Unread Documents 332

w2k Inbox - — - —
al|~ v & S R AT £ B | v
| "] Unread Documents 332' =
(] Documnents 385 Me . Type Title Afta Author
v [¥] Workflow 57 = (& IQuntatiDn 1001000040 is Approved I SAP WFRT
» [ Grouped according to cor B2 (& Details of Collective RFQ 2001000975 SAP WFRT

[0 Grouped according to car
[0 Grouped according to sor
» [0 Grouped according to tas
[»] Overdue entries 0

[+] Deadline Messages 0

Quotation 1001000040 is Approved

AR A

Hello Sir,

Quotation 1001000040 is Approved

[+] Entries with Errors O | Approved by: MM00596824 Ashish Mogrekar
L Outhox
= Regards,
=, Resubrmigsion MMO00596824

Ashish Mogrekar

& private folders
& Shared folders

R R R "
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9. Create Purchase Order:

Step 1:

e Enter Transaction code ME21N in command Bar and Press Enter or follow the below
navigation menu path.

Transaction Code | ME21N

Menu Path Easy Access = SAP Menu —>Logistics 2 Material Management 2>
Purchasing = Purchase Order - Create - ME21N — Vendor/ Supplying
Plant Known

Role PURASST1

SAF

MEZTM | SBAP menu  SAP Business Warkplace  Othermenu  Addto F:

> [O Connectar for Multi-Bank Connectivity
> [3 Office
> [0 Cross-Application Components
w15 Logistics
> [ Equipment and Tools Management
~ 9] Materials Management
~ 5] Purchasing
~ 9 Purchase Order
w19 Create
[& WE2 TN - Vendar/Suppiying Plant Known]
5 MESS - via Requisition Assignment List
% MESS - Automatically via Purchase Regui
£ ME22N - Change
5 ME23M - Display
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Step 2:

e Select Document Type: ZZDP
e Click on Document Overview On button.

Create Purchase Order

v Document Oweryiew 0n heck Display Messane

2. Click on Document

Overview on
|@ ||ZZDF' Direct Purch Drd{ R I [=2iiL% R
= Deliveryinvoice Tent ~=gtion Partners Additional Data Org. Data Ste
1. Select Document -
Type

Purch. Org.:

Purch. Group:

Cormpany Code:

Step 3:

e Click on Selection variant button. System will show dropdown list,
e Select Request for quotation.

= |- < b L

e Document Overview OfFf Create Other Purchase Order Ht

NO Variant ~ @ Z7DP Direct Purch Order
defined v = Delivendnvoice Texts Address Communicatic

2

=% ENEIE —
. Furch. Org.. E.Q

Burchase orders
Purch. Group:

Eequests for quotations

imparny Code:

contracts

Scheduling agreements
General purchasing documents
Purchase Requisitions

My purchase orders

ty purchase orders on hold

My purchase requisitions
1 Al Material Short Te
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Step 4:

e To search reference RFQ, Provide following details;
o Plant: 1000
o Purchasing Organisation: 1000

e Click on Execute Button.

< W Purchasing Documents

~ | Save as varlant. Get variant. Dynamic selections Al Selections  Maore Exit

General selections

Mz, no. of hits: 5000

Program selections 1. Enter P|a nt
aterial Number: ug
Selection Parameters D%
hiaterial Short Text to o
Supplying Plant o
Storage Location 2. Enter o
Material Group Purchasing Org o
IPurchasmg Qrganization: | 1000 | ‘\ =g
Purchasing Group: to: o
Purchasing Document to: o
Name of Person Responsiole to: o
Dacument Type to g
Document Category: | A o

Execute
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Step 5:
e Select the RFQ from the list displayed & click on Adopt Button. System will fetch all the
details from quotation and copy in purchase order.

=2 | £ ol Create Purchase Order

~ | Document Overview Off  Create  Other Purchase Order  Hold  Check  Display Messages  PrintF

Document ~ @ 7ZDP Direct Purch Order w wendor:
Overview v = Deliverdlnvoice Texts Address Communication Partners Additional D

By

2. Click on Adopt
button

0org.

Purch Doc. roup:

4] 1001000000
4] 1001000001
4] 1001000002
4] 1001000003
4] 1001000004
4] 1001000005
4] 1001000006
4] 1001000009
4] 1001000012 =

4] 1001000027

4 1001000028 1. Select RFQ from List terial Shart Text PO Quanti
4] 1001000029

£] 1001000034

] 1001000037

[~ & 1001000040 1

Comparty Code:
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Step 6:

e Click on Confirmation Tab in Item details & Provide following data;
o Conf. Control: Inbound Delivery
o Select Acknowl.Reqd Checkbox

~ < A Create Purchase Order

e Document Overview On Create Other Purchase Order Hold Check Print Presiew Messages Help Wore ~

5. Itm Al Material Short Text

PO Quantity Oln C Deliv. Date MNet Price Curre... Pt
10 1000000390 LAMPS ELECTRIC, HPMY, FL. 100 EA D 13.08.2020 93.00 INMR 1
INR
IHR
QllE|= wie|e| d|E| |l2|=|V & E Default Yalues Adell Planning
ftern: | 1[ 10 ] 1000000320 , LAMPS ELECTRIC, HPMY, FLUORE.. ~ A

< Delivery Schedule Delivery Invoice Conditions India Account Assignment Texts Delivery Address Condition ¢
Conf. Control: | 0004 Inbound Delivery ~ Ordder Ack.: V| Acknowl Redgd Rejection Ind

Step 7:

e Click on Invoice Tab in Item details;
e Provide Tax Code: V1

~ | Document Overview On Create  Other Purchase Order  Hold  Check  Print Preview  Messages  Hel

|'Er|| ZZDP Direct Purch Order

vendor: | 40000010 ALEX CHEMICAL & INDUSTRIE.. Doc. Date: |2¢
# |Header
E
S..ttm A I Material Short Text PO Quartity ouUn C Deliv. Date [
10 1000000 350 LAMPS ELECTRIC, HPMY, FL.. 100 EA D 13.08.2020
Q| (5= (%= wie|e| a|E|| 2=V & Default values
= e 1] 1011000000390 , LAMPS ELECTRIC, HPMY, FLUORE.. ~ A |~

< Delivery Schedule Delivery Conditions India Account Assignment Texts Delivery Address

v Inv. Receipt Tax Code: (vl Taxes

Final Invoice
v GR-Bsd v

DF Category; ~
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Step 8:

e Click on Check Button. System will check for errors in document. If no errors found,

system will show Message.
Create Purchase Order

a8 g
Create Other Purchase Order Hold Print Preview Messages Help Maore ~ Q IE'F Exit

Doc. Date: | 29.07.2020

~ Document Overview On

@ ZZDP Direct Purch Order ~

wendar: 40000010 ALEX CHEMICAL & INDI

1 Click on Check

™ | Heacler
button
E
5. ltm A Material Short Text PO Quantity OuUn C Deliv. Date Met Price Curre... Per OPU Matl Grou
10 1000000330 LAMPS ELECTRIC, HPMY, FL. 100 EA D 13.08.2020 93.00 INR 1 EA  Lamps ar
INR
INR
@ =13= Wie6 | Aa|El|lz2|l=|V & Default Yalugs Al Planning &n

Save Cancel
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10. Release Purchase Order:

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

SAP4

e Mew password More ~

Client | 500 Enter Approver User ID and Password

*Jser] 10100050

1
[ R N R N R R R -

*Password:| | FHew s s 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 2 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
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Step 3:

e Expand “Inbox” button, under workflow “Please Approve Purchase Order 4000010003”

message will appear.
e Double Click on “Please Approve Purchase Order 4000010003”

< A Eusiness Workplace of Ashish Mogrekar

~ MEw MEessage Find folder Find document  Appointment calendar Distribution lists  kC

Double Click on “Approve Purchase
B Workplace: Ashish Modrekar Wiarkflow 58 Order 4000010003”

ko Inbox
= - y n

£y — o
] Unread Documents 332 e & |V | =] |dhY =
] Documents 388 Exe |Title
@ |Piease approve the Purchase Order 4601000003 |
» [0 Grouped according to content A |Please annrmwe thie RESFREWATIOIM FOANOOONAMN
>

[J Grouped according to content type
» [ Grouped according to sort key
» [0 Grouped according to task
[3] Owerdue entries D Please approve the Purchase Order 4601000003
[»] Deadline Messages O

Descripti
[¥] Entries with Errors 0 scription

Select one of the available decision options. This completes the processing of

> & Outhox this step.
R o T e
Step 4:

e System will open the Purchase order document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

Direct Purch Order 4601000003 Created by Ashish Mogrekar

fChange  Other Purchase Order  Print Preview  Messages  Help

Click on back button

@ ZZDP Direct Purch Qrder  ~ Teorooowos =ndor | 40000010 ALEX CHEMICAL & INDUSTRIE.. Doc. Date: | 29.¢

= Deliverylnvoice Conditions Texts Address Communication Fartners Additional Data Org. Data Sta

Release group: E1 | Release Group far PO Code  Description Status

Release Strategy: D1 | Rel Strategy for PO F1 Approver 1
p2 Approver 2

P3 Approver 3
Release indicator: B | Blocked, changeable with value oy Approver 4

-
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Step 5:

e Click on “Approve” Button to approve the Purchase Order.

e Warkflow Create Irmport kare ~

Click on “Approve”

Step 6:

e Purchase Order will be approved with level 1.
e Purchase Order Approval Request notification is forwarded to Approver 2.

Step 7:

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

| v| New password  More ~

Client:

*User:| 10100051

* Pa.SSMI‘OI'dI | *****ﬁf\'********{

Logon Language:
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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

o SAP Easy Access

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

~ 3 Favorites
> [3 T Codes
» [ Reports
~ 0 SAP Menu
» [0 Connector for Multi-Bank Connectivity
~ 1o Office
| & SBWP - Workplace
» |7 Telephone Integration

» [3 Appointment Calendar
Step 9:

e Expand “Inbox” button, under workflow “Please Approve Purchase Order 4000010003”
message will appear.
e Double Click on “Please Approve Purchase Order 4000010003”

& "'i: ! '? Business Woaorkplace of Ashish Mogrekar

e MEW MESsane Find falder Find document Appointrent calendar Distribution lists hilC

v = wWorkplace: Ashish Mogrekar Warkflow 58 Double Click on “Approve Purchase

~ o Inbox =~ order 4000010003”
S| 6d
{] Unread Documents 332 Y€ g

f] Documents 388 Exe |Title
[+] Workflow 58 @ [|Please approve the Purchase Order 4601000003 |
> [0 Grouped according to content A |Plrase annrmwe the RESFRWATIOIN 701 AANNNAT

[3 Grouped according to content type
[0 Grouped according to sort key

AR A

» [0 Grouped according to task
Overdue entries 0 Please approve the Purchase Order 4601000003
Deadline Messages 0
[»] Entries with Errors 0

> L QOuthox

R o P ]

Description

Select one of the available decision options. This completes the processing of
this step.
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Step 10:

e System will open the Purchase order document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

=\ SAP Click on back button] Order 4601000003 Created by Ashish Mogrekar

e Document Overview On Create Display/Change Other Purchase Order Print Preswview MEeSSages He

@ ZZDP Direct Purch Order  ~ | 4601000003 \endor 40000010 ALEX CHEMICAL & INDUSTRIE.. Doc. Date: |2¢

= Deliveryinvolce Conditions Texts Address Communication Partners Additional Data Org. Data ]

Release group: |21 | Release Group for PO Code Description Status

T

Release Strategy. D1 | Rel Strategy for PO P1 Approver 1 &)
P2 Approver 2
P3 Approver 3
Release indicater: G | Released =71 Approver 4

Li (1§

Step 11:
e Click on “Approve” Button to approve the Purchase Order.

A

~ | workflow  Create  Import Maore s

Please approve the Purchase Order 4601000003

Choose one of the followinn 2
Click on “Approve”

Reject
Display
Approval or Rejection History
Hold

Step 12:

e Purchase Order will be approved with level 2.
e Purchase Order Approval Request notification is forwarded to Approver 3.
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Step 13:
e Login as Approver 3 (Dy HOD) in SAP System.

SAP4 SAP

e New password More ~~

Client: | 500

*User:| 10100049

1
[EIE N TN I R R

*Password: || #aEsaapaaantans

Logon Language: EN

Step 14:

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

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

w

~ 13 Favorites
> [T Codes
» [0 Reports
~ T SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ o Office
| & SBWP - Workplace
» |7 Telephone Integration
» [ Appointment Calendar
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Step 15:

e Expand “Inbox” button, under workflow “Please Approve Purchase Order 4000010003”

message will appear.
e Double Click on “Please Approve Purchase Order 4000010003”

< A Eusiness Workplace of Ashish Mogrekar

~ MEw MEessage Find folder Find document  Appointrment calendar Distribution lists — kC

Double Click on “Approve Purchase
v B3 Warkplace: Ashish Magrekar Warkflow 58 order 4000010003"

~ o Inbox — =~
L 'kb

{] Unread Docurments 332

]
D
<
+<
E<n
o)l

] Documents 388 Exe [ Til

m YWiarkflow 55 @ Flease approve the Purchase Order 4601000003 I
>3 Grouped according to content A |Please annrmwe thie RESFREWATIOIM FOANOOONAMN

™y

s

[J Grouped according to content type
» [ Grouped according to sort key
» [0 Grouped according to task
[3] Owerdue entries D Please approve the Purchase Order 4601000003
[»] Deadline Messages O

Descripti
[¥] Entries with Errors 0 scription

Select one of the available decision options. This completes the processing of

> & Outhox this step.
W E Fackbeaineinm
Step 16:

e System will open the Purchase order document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

= | v A Direct Purch Order 4601000003 Created by Ashish Mogrekar

Other Purchase Order  Print Preview  Messages  Help

Click on back button

@ Z7ZDP Direct Purch Order 4601000 00010 ALEX CHEMICAL & INDUSTRIE... Doc. Date: | 29.

= Deliverylnvoice Conditions Texts Address Communication Fartners Additional Data Crg. Data St

Release group: |21 | Release Group for PO Code  Description Status
Release Strategy: D1 | Rel Strategy for PO P1 Approver 1 ()]
P2 Approver 2 (&)

P3 Approver 3
Release indicator: G| Released P4 Appraver 4

€ i
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Step 17:

e Click on “Approve” Button to approve the Purchase Order.

| v | workilow  Create  Import  Mare v

Click on “Approve”

Step 18:

e Purchase Order will be approved with level 3.
e Purchase Order Approval Request notification is forwarded to Approver 4.

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

Enter Approver User ID and Password ’

*User]

*Password]

Logon Language:
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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 2 Workplace

o SAP Easy Access

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

~ 3 Favorites
> [3 T Codes
» [ Reports
~ 0 SAP Menu
» [0 Connector for Multi-Bank Connectivity
~ 1o Office
| & SBWP - Workplace
» |7 Telephone Integration

» [3 Appointment Calendar
Step 21:

e Expand “Inbox” button, under workflow “Please Approve Purchase Order 4000010003”
message will appear.
e Double Click on “Please Approve Purchase Order 4000010003”

& "'i: ! '? Business Woaorkplace of Ashish Mogrekar

e MEW MESsane Find falder Find document Appointrnent calendar Distribution lists hilC

Double Click on “Approve Purchase
v = wWorkplace: Ashish Mogrekar Worlflow L order 4000010003”

] cllelle . = [ev]| @

{] Unread Documents 332

f] Documents 388 Exe |Title
[+] Workflow 58 @ [|Please approve the Purchase Order 4601000003 |
> [0 Grouped according to content A |Plrase annrmwe the RESFRWATIOIN 701 AANNNAT

[3 Grouped according to content type
[0 Grouped according to sort key

AR A

» [0 Grouped according to task
Overdue entries 0 Please approve the Purchase Order 4601000003
Deadline Messages 0
[»] Entries with Errors 0

> L QOuthox

R o P ]

Description

Select one of the available decision options. This completes the processing of
this step.
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Step 22:

e System will open the Purchase order document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

Click on back button
| ~ | DOCOMENT OVETE™___ Other Purchase Order  Print Preview  Messages  Help

|'E|| ZZDP Direct Purch Order ~ "4601000003 Wendor 40000010 ALEX CHEMICAL & INDUSTRIE.. Doc. Date:  29.

Deliverynvaice Conditions Texts Address Communication Partners Additional Data Org. Data St

Release group: Release Group far PO Code  Description Status
Release Strategy: Rel Strategy for PO P1 Approver 1 ®
P2 Approver 2 (&)
P3 Approver 3 ®
Release indicator: Released pa Approver 4

Step 23:
e Click on “Approve” Button to approve the Purchase Order.

| Workflow  Create  Import More

Click on “Approve”
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Once the Purchase Order is approved by all 4 level approvers, a notification is triggered
to initiator& Preceding Approvers stating “Purchase Order 4000010003 is approved”.

Business Waorkplace of Ashish Mogrekar

Step 24:
e Purchase Order will be approved with level 4.
[ ]
< Wy

MNEw Message

~ = wWorkplace: Ashish Mogrekar

R

SRS NN

L Inbox

I {] Unread Documents 33?[

{] Documents 393
v [&] Workflow 57
» [ Grouped according to content
(7 Grouped according to content type
[ Grouped according to sart key
» [ Grouped according to task

Owerdue entrigs 0

[¥] Deadling Messages 0

Entries with Errars 0
L Outhox
=, Resubrnission

AW NS N

2 Private folders
2 Shared folders

Find folder

Find document

nread Documents 337
c | [a]~

Me  Type Title

B|

Appointment calendar

Distribution lists ~ More

2] [7][B &

Afta Author

= B |F'urchase Order 4601000003 is approved. I

SAP_WFRT

0= (& Cuotation 1001000040 is Approved

AR WEFRT

Purchase Order 4601000003 is approved.

Hello SirfMadam,

Purchase Order 4601000003 is approved.

Approved by: MMO00596824 Ashish Mogrekar

Regards,
MMO0596824
Ashish Mogrekar
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11. Create Inbound Delivery:

Step 1:
e Enter Transaction Code VL31N in command bar (or) Follow the below navigation path.
Transaction Code | VL31N

Menu Path Easy Access = SAP Menu - Logistics>Materials Management 2>
Purchasing = Purchase Order - Inbound Delivery = VL31N Create
Role PURASST1

SAP4 SAP |
IVL31N I ~ | SAP menu  SAP Business ‘Workplace  Other menu Add o Faw

~ 0] Materials Management

~ 9 Purchasing
~ 19 Purchase Order
» [ Create
& ME22M - Change
&9 ME23M - Display
& ME21 - Create Extended Purchase Order
& ME22 - Change Extended Purchase Order
&5 MEZ23 - Display Extended Purchase Order
& MEMASSPO - Mass Maintenance
» [ Release
> [0 List Displays
> [3 Reparting
~ 1 Inbound Delivery
BN
5 WL32M - Change
5 wL33N - Display
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Step 2:
e Enter Vendor: 40000010
e Purchase Order: 4601000003 & Click “Enter”

4 SAH Create Inbound Delivery

e Furchase Qrders Mare ~

Yendar: 40000010

FPurchase order: 4601000003

Delivery
*Delivery Date:  29.07.2020 0000
External ID:
Means of Trans .
Step 3:

e System will fetch the details from Purchase order and copy in Inbound Delivery Create:
Overview Screen
e Enter following information
o Delivery Date: 29.07.2020
o Delivery Quantity: 200
e C(lick on Header Details

73



Tech
Mahindra

3. Click on

~ | Other Inbound Delivery a o Bt
Header Details
Inbound defiv: § 1 Document Date: | 29. 072020
“endor: 40000010 ALEX CHEMICAL & INDUSTRIES / 16 GOYIND NAGAR £ 400057 VILE PARLE
Iterm Orvervigw Shipment Unload Stock .
Sl 1;Enter Delivery Date ’E
*Delivery Date: |29.07.2020 _L_-. Total Weight l:l
Actual GR date 00:00 Mo, of Packages
All'lterns c]
Item Material Delivery Quantity |SU Detail... Item Description B.. ItCa P W Bat.. Supplier B.. Orig. Delivery Reference Doc. PreDoc... val. Type Putaway Qby
10 1000000390 100 100 4601000003 10 0
2. Enter QuantltyT
Q== @6 -= @, Batch Split YV Main items 7 Al iterns (] Batch creation

e C(lick on "Gate Entry" and enter following information.
o GateNo:1
o Vehicle No: TN11VC7634
o Driver's Name: Mansoor
o Driver's Mobile No: 6512349856
o Driver's Licence No: TN11VC763401742786
o LR No: TN11VC7634
e C(lick on Save icon.

Dseg

Inbound Delivery Create: Header Details

1. Click on
Gate Entry

~ | Otherinbound Delivery  Overdew  Pack  Incompleteness  more v Exit

“endar, 40000010 ALEX CHEMICAL & INDUSTRIES / 16 GOVIND NAGAR /400057 VILE PARLE

Processing International Trade Shipment Unload Stock placement Administration Partner Texts Dates Parcel Tracking Gate Entry Delive > .

Details

Process Type: IB

Material Type: | WIC

Gate Mo: |1

2. Provide Gate

Wehicle Moo

Driver's Name:

Driver's Mobile Mo

Driver's Licence Mo

LR Mo

TNL1LvC7E34

Mansoor

6512 345856

TN11vCFG3401742786

TN1LvCPE34

Entry Details
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Step 5:

e System will create the Inbound Delivery and show the inbound delivery number at the
bottom of the screen «[]
Step 6:

“

e The created Inbound delivery will get update the Purchase Order Under Confirmation
Tab.
e Enter Transaction Code ME23N

MEZIN ~ | SAP menu  SAP Business\Workplace  Othermenu A

> [3 Eguipment and Tools Management
~ T3 Materials Management
~ 13 Purchasing
~ T3 Purchase Order
» [ Create
5 ME22N - Change
15 ME23N - Display
“8 ME21 - Create Extended Purchase Order
#8 ME2Z - Change Extended Purchase Order
#5 ME23 - Display Extended Purchase Order
5 MEMASSPO - Mass Maintenance
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Step 7:

e Click on Other Purchase Order & Enter Pur. Order: 4601000003
e Click on Other Document Button.

= Select Document »

Fur. Order: 4601000003

& Fur. COrder
Furch. Reguisition

SREM Contract

Other Document =]

Step 8:

e Verify the Updated Inbound Delivery information in the Purchase Order under the
“Confirmation” tab.
e Click the Exit icon to exit the transaction.

= | v < »E‘ " Direct Purch Order 4601000002 Created by Ashish Mogrekar

~ | Document Overview On - Create  Display/Change  Other Purchase Order  Print Preview  Messages  Help  Personal Setting  Mare

@ ZZDP Direct Purch Order ~ 4601000003 Wendor 40000010 ALEX CHEMICAL & INDUSTRIE.. Doc. Date:  29.07.2020
| Header
E
5. Itm Al daterial Short Text PO Quantity OlUn C Deliv. Date Met Price Curre... Per oF
10 1000000350 LAMPS ELECTRIC, HPMW, FL 100 EA D 30.07.2020 93.00 INR 1 E&
Ql|=]= == |V &
= [tern: 1 [ 10°] 1000000380 , LAMPS ELECTRIC, HPRMY, FLUORE.. ~ A v

Inbound Delivery

< Imoice  Conditions  India  AccountAssignment  Texts  Delivery Address Condition Con
updated

Conf. Contral: | 0004 Inbound Delivery ~ Order Ack. Acknowl Regd E[ECtion 1
CC D Delivery Date Time Qluantity Reference Handover Date  Handover .. Created on Inb DE!\/«/ HLItern. . Batch Stogk &
La D 29.07.2020 100 00:00:00 29.07.2020 3012000035 10 o
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12. Create Gate Entry:
Step 1:

e Enter Transaction Code ZGI01 in command bar.

lZGID1 I ~ |  SAPmeny  SAP BusinessWorkplace  Other menu Add to Favarite

> [g Favaorites
w0 3AF Menu
> [3 Connector for Multi-Bank Connectivity
» [g Office
» [3 Cross-Application Components
>[5 Logiics
» [ Accounting
2> [[J Human Resources

» [3 Information Systems
» [0 Tools
> [ webClient LI Framewaork

Step 2:

e Enter the following information.
o Plant: 1000
o Process Type: IB Inbound Delivery
o Inbound Delivery No: 8012000035 and Hit “Enter”.
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p Create Gate Entry

~ Clear all data Wiore

Gate THwaRD wendor:
*Plant: 1000 *Gate Mo
“Wehicle Mo

*Process Type: IIB Inbound delivery *DOriver's Name:

*Material Type: WIC Material With Code ~ *Driver's Mohile Mo

8012000035

Inbound Delivery *Driver's Licence Mo

LR Mo

Step 3:
e System will update the required information from reference Inbound delivery document
e Verify the updated information and Click Save icon.

Create Gate Entry

~ Clear all data  More ~ Exit
Gate INWARD wendor: 40000010 ALEX CHEMICAL & INDUSTRIES
*Plant. | 1000 Murmbai Port Trust *Gate No - (|
“wehicle Mo | TNIIVC7634
*Process Type: 1B Inbound delivery ~ *Driver's Name: MANSOOR
*Material Type: WIC Material With Code ~ *Driver's Mohile Mo |6512349856
Inbound Delivery 8012000035 *Driver's Licence Moo TMN11vC763401742786
TLR Mo TM1IvC7634
S.MNo Material Code Material description Quantity Uoh Storage Location Sto
10 1000000330 LAMPS ELECTRIC, HPMv, FLUORESC 100.000 EA 6626 MZC

Cancel

e System will post the Good Receipt for movement type “103” (Which is Goods will post
as GR Blocked Stock — only Material Document (Stock update) will generate and
Accounting Document (Financial Entry) will not happen)

e C(lick on Continue
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Information b4

(] Goods Receipt Completed Sucessfully with document

Mo 2101000060

Continue  Help

e System will create a Gate Entry Document and will show the result in the Bottom of the

screen as «4

e System will Automatically generate a Quality Inspection lot for Quality Inspection
Process.
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13. Quality Inspection
Step 1:
e Enter Transaction Code QE51N in command bar (or) Follow the below navigation path.
Transaction Code | QE51IN

Menu Path Easy Access = SAP Menu - Logistics =2 Quality Management = Quality
Inspection = Inspection Result 2 QE51IN

m vi SAPmenu  SAP Business Workplace ~ Othermenu  Add to Favorites  Delete Favorites

v 3 Logistics
> [ Equipment and Tools Management
> [ Materials Management
> [ Governance, Risk and Compliance
> [ Sales and Distribution
> [ Logistics Execution
> [ SCM Extended Warehouse Management
> [ Transportation Management
> [ Production
> [ Production - Process
> [ Advanced Planning
> [ Plant Maintenance
> [ Customer Service
v 1§ Quality Management
> [ Quality Planning
v 3 Quality Inspection

> [ Worklist

> [ Inspection Lot

v 3 Inspection Result

| & QE51N - Results Recording|
£ QE72 - For All Inspection Lots
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Step 2:

e InInspection Lot selection screen, provide following details,
o Plant: 1000
o Lot Created on: 29.07.2020
o Click on “Execute”.

£ b-z: " Results Recording Yworklist

~ | Bave UserSettings  Selection Options — GetVariant  Dynamic Selections  Delete Selection Criterion My Default  More ~ Exit

Inspection Lot Selection

1. Enter Plant: 1000

B Material < Sample < EquipmentiFunctional Location

Plant: | 1000

< Ing

o
Insp. Lat Crigin to o
Material ta o
Batch o o
o [nig
2. Enter Lot Created o g
1 5
on: 29.07.2020 i =
®
Selection Profile:
JEot Created on”29.07.2020 to 29.07.2020 5 3. Click on
Start of Inspection ta =g ”Execute”
End of Inspection to o

Iaximurm Mo, of Hits:

Execute

Step 3:

e System will Display List of Inspection Lot Created

ISHRV < A Record Results: Characteristic Overview

e User Settings Defects Inspection Method Control Chart Histodram Run values (Run Chart) Results History

v || ¥ || ARSI V]| 2] B v @
M Ay taterial 1000000390 53
Inspector Insp. start time 00.00.0000 00:00:00 LAMPS ELECTRIC, HPMY, FLUORESC
Y Char. Filter Insp. Lot 10000000351 i
&2 - R
vu\10000000351 1000000320 - 40000010 Activity, | 0010 Flart 100
v 0010 wWork Center Quality Ywork Center
S > 0010 Quality Testing with Certificat
General Summarized Indicatars
Q||| @ ¥ |A] B8 |6 © & Force Further C
Ac... Re... 5. Short Text for Characteri...  Specifications Inspect Inspected Si.

1 Quality Testing with Certi.. Quality Inspection Result.. 100
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Step 4:

e Select the Inspection Lot: 10000000351

e Enter Inspected quantity 100. Select Result as Accept
e C(lick on “Save”

1. Inspection Lot:

~ | UserSettings  Defects  Inspection Method — Controf

Results History  More ~ Exit
EEIEIRIEE = 10000000351
= Material, 1000000330
Inspectaor Insp. start time 00.00.000 LAMPS ELECTRIC, v, FLUORESC
W Char. Filter Insp. Lot §10000000351
v G 10000000351 - 1000000390 - 4C Activity: 0010 Plant | 1000
~ @ 0010 Work Center Quality Wor
S5 & 0010 Quality Testing with
General Summarized Indicators
Q| =l (@ ¥ Al B8 6 (€] & Force Further Details
AC... Re.. .. Shart Text for Characteri..  Specifications Inspect Inspected  Si.. Result Original value  Val... Defect Class &
1 Quality Testing with Certi.. Quality Inspection Result.. 100 1001 B ~

\/

2. Inspected quantity
100

3. Click on “Save”

Step 5:

. Results were saved for operation 0010

e System will display
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Step 6:

e Enter Transaction Code QA11 in command bar.

IQAH I ~ | SAP menu  SAP Business Workplace  Othermenu  Add to Favorites  Delete Favorites

\4 T Logistics
> [ Equipment and Toals Management

» [ Materials Management
» [0 Governance, Risk and Compliance
» [0 Sales and Distribution
> [ Logistics Execution
» [0 5CM Extended Warehouse Management
» [ Transportation Management
> [ Production
> [0 Production - Process
> [ Advanced Planning
> [3 Plant Maintenance
> [g Customer Service
~ T3 Quality Management
> [3 Quality Planning
~ T3 Quality Inspection
> [ worklist
~ 3 Inspection Lat
> [ Processing
~ 0 Usage Decision

5 QA1 - Record
QA12 - Change with History
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Step 7:

Enter Inspection Lot: 10000000351
e Click on “Continue”

> MMOD596824 g
3 isARd

Record Usage Decision: Initial Screen

~ Usage Decisions Open Lot Quantities Lats Without UD Inspection Lots Without Completion More

Q Extended inspection ot selection
Enter Inspection Lot:
10000000351
Inspection Lot | 10000000351 I

Click on
“Continue”

Step 8.
[ ]

System will display Record Usage Decision Characteristic Overview Screen
e Click on Search UD Code

= R

v Calculate Q-Score Defects

Record Usage Decision: Characteristic Ovenyiew

Inspectian Lot Results History Defective Quantity Caomplete Inspection Administrative Data cl
Defects Characteristics Inspection Lot Stock

> | Chars Relevant for Usage Decision

Characteristics: 1 fao
Ch..wal..LT.. |DS Weighting Defect Class Specifications Result

Short Text for Characteristic Man.
~ Quality Inspection Result - Mb.. B 4 Accept

.. Share 5. valuation Acti..
@ 02 Maj. Quality Testing with Certificate 0 2 Mo va. v 001

Click on Search
UD Code

Usage Decision

UD Code:

Quality Scare: |0

7

From usage decision code

FollmwUpActn:
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Step 9.

e Select Usage Decision Accept from the shown list
e Click on “Choose”

= lUsage Decision for Inspection Lot x

“ 19 Decision Usage Decisions Select
v 21 011 Goods receipt (Wareneingang) ”Accept"
> @A B accent
> (v Al ACCEptance (autmatic stock posting)
> Al Other batch
> (@) A2 Other material
D) A Other acceptance decision (see UD text)
> BOR Rejected
> BOR11 Feturn delivery of defective quantity
> B9 R111 B Return def. gby. with mail
> @ R1Z Return the total 1ot quantity
RO R1ZL Feturn the lof guantity with mail
> B9 RZ Rewark the rejected quantity
> EOR21 Fework the rej. gty. with mail
> BOR3 Scrapping of rejected quantity
> E@R3IL Scrap the rej. by, with mail
> G0 R4 Start 100% inspection
> B RY Rejection with Q-activity
T RX Other rej. decision (see the UD text)

Click on
“Choose”

Step 10:
e System will update UD Code A 01 Accept
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= | 14 ».E! ‘? Record Usage Decision: Characteristic Overview

~ Calculate Q-Score Defects Inspection Lot Results History Defective Quantity  Complete Inspection Administrative C

» | Chars Relevant for Usage Decision Characteristics: 1 F]
Ch.. val.. LT.. DS ‘Weighting Defect Class Specifications Result Shart Text for Characteristic Non... Share .. S... Valuation
@ 02 Maj. ~ ~ Quality Inspection Result - Mh 4 Accept Quality Testing with Certificate 0 2z Mo wva.

UD Code: A 01 Accept

Usage Decizion

>

UD Code: |A 01 ACCEPT |

Quality Score; | 100 Fram usage decision code

FollowUpActn:  MANUAL

Step 11:

e Click on Inspection Lot Stock Tab
e To postin GR Blocked stock type; enter Quantity 100
e Click on “Save” Button

= > aan & —
= | < nEA " Record Usage Decision: Stock

a]}
x

~ | Stock Posting Log — Material Docurps More v

Iaterial: 1000000550

1. Click on Inspection Lot
Stock Tab

QIL BQUND DISTEMPER / ACRYLIC

System Status: WD  ICCO SPRQ

End Date; 23.07.2020 L1 Inspection carmpletio

Inspection Lot Stock

Inzp. Lot Qity: 100 KG Special Stock: | Q Insp. Stock:

Defects Characteristics

Sample Size 100 KG GR Blocked Stek:

Quarntity postad To be posted| 2_ Quantity: 100

Total 0 100

To Unrestricted Use:

o

¥ Document

3. Click

To Sample Consumptn: 0 ¥ Document
ra
GR Blocked Stock 0 100 [ on “Save”
Return Posting: 0 ¥ Document

Cancel

Step 12:

e System will record Usage Decision for selected Lot & display
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14. Release GR Blocked Stock
Step 1:
e Enter Transaction Code MIGO in command bar (or) Follow the below navigation path.

Transaction Code | MIGO

Menu Path Easy Access = SAP Menu —>Logistics = Material Management 2>
Inventory Management = Goods Movement = MIGO -Goods
Movement

Role SKEEPER

MIGO vi{ SAPmenu  SAP Business Workplace  Othermenu  Add to Favorites  Delete Favorites

> [0 Reports
v 3 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [O Office
> [ Cross-Application Components
v J Logistics
> [ Equipment and Tools Management
v 3 Materials Management
> [ Purchasing
v o Inventory Management
v 3 Goods Movement
{4 MIGO - Goods Movement]
#% MIGO_GR - GR for Purchase Order
3 MIGO_GO - GR for Production Order
3 MIGO_GI - Goods Issue
Z MIGO_TR - Transfer Posting
> ™ Goods Movement of Handlina Units

Step 2:
e Select “A05 Release GR Blocked Stock” in transaction with reference to “R02 Material

Document”
e Enter Material Document: 5101000060.
e Press Enter.
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= | W 4 AV R Release GR Elocked Stock Material Document - Ashish

s Show Overview  hMore

A0S Release GR Blocke.. ~ | RO2 Material Docurnent ~ - 5101000060 I 2020 ©lQ

8 |General & Cust. Header Fids

Document Date: |29.07.2020 Delivery Note:

Fosting Date: |29.07.2020 Bill of Lading: HeaderText:

Step 3:

e System will fetch data with reference to Material document & displays in transaction.
e Select Print Checkbox

= | < o Release GR Blocked Stock Material Document 5101000060 - Ashish |

e Shio Crveny e More ~

AlS Release GR Blocke.. ~  RO2 Material Document  ~ 5101000060 2020
= Wendor g Cust. Header Fids
Document Date: | 29.07.2020 Delivery Mote: vendor,  ALEX CHEMIC
Fosting Date: | 29.07.2020 Bill of Lading: HeaderText:
=) | v 1Individual Slip |

Line Mat. Short Text Wy Ok City in UnE ElUn 5Sloc

Select
Checkbox

1 LAMPS ELECTRIC, HPMY, 100 EA MICWMEMMDINEE
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Step 4:

e In Where Tab; Choose Stock Type: Unrestricted

e Select “Item Ok” Checkbox.

= |~ £ A Relsase GR Elocked Stock Material Document 101000080 - Ashish Mogreka
~ | Show Overview  More
Select
o ”
Where” Tab Q |laf W Delete £ Contents el

= Material Partner

Quantity Purchase Order Data

Movement type: | 105 + | GR from hlocked stek

Flant:  Mumbai Port Trust
Storage location:  MZCMEMMDINEE
Goods recipient. |Ashish

Unloading Point:

TExE:

Select
Checkbox

a|6

Step 5:

Stock Type:
Unrestricted

Account Assignment Cust. |

Stock type: | Unrestricted-Use ~ |

1000
6626

e Click on “Post” Button. System will create material document.
o System will create a Material document and display

message
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o Showe Creerview

2 Material  Quantity

Movement type

Flant:

Storage location:

Goods recipient

Unloading Point

Text:

L3 | v Item 0K

Where

Release GR Blocked Stock Material Document 5101000060 - Ashish Mogreka

Mare ~

Ty Delete

Purchase Order Data Partner

105 + GR from hlocked stck

Murmbai Port Trust

MZCMEMMDIWEE

Ashish

Line: 1

n
il

Ei Contents ]

Account Assignment Cust. Item Flds

Stock type

Unrestricted-Use

1000 [

6626

Click on
“Post”

Post

cancel Restart
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15. Remove from Storage:

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

Transaction Code | MIGO

Menu Path Easy Access = SAP Menu —>Logistics = Material Management 2>
Inventory Management = Goods Movement = MIGO -Goods
Movement

Role SKEEPER

v SAPmenu SAP Business Workplace Othermenu  Addto Favorites  Delete Favorites

> [0 Reports
v 5 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
v 19 Logistics
> [ Equipment and Tools Management
v 9 Materials Management
> [ Purchasing
v i Inventory Management
v 3 Goods Movement
{4 MIGO - Goods Movement]
#% MIGO_GR - GR for Purchase Order
3 MIGO_GO - GR for Production Order
2% MIGO_GI - Goods Issue
& MIGO_TR - Transfer Posting
> ™ Goods Movement of Handlina Units
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Step 2:

e Select “A09 Remove from Storage” in transaction with reference to “R10 Other”
e Press Enter.

= | < »-E ! '? Femave from Storage Other - Ashish Mogrekar

IADQ Remove from Stora.. ~ | R10 Other ~ I TF rem fm strtoSLoc Z13

¥ Head.data

3 |Transfer Posting Ivlaterial Quantity Where

From Dest

taterial:

Flant:

Stor. Loc.:

Spec.Stock:

Step 3:

e Enter Material: 1000000390

e Plant: 1000

e Storage Location: 0001 Receipt Store
e Select Item Ok Checkbox.

= | 4 »..3! '? Remaowe from Storage Other - Ashish Mogrekar

s Show Overyie More ~

A09 Remove from Stora. ~  R10 Other e TF rem.fm stritoSloc

#] Head.data

3 Fransfer Fosting Waterial Quantity WWhere Fartner Cust. ltem Flds

From Drest
hfaterial: | LAMPS ELECTRIC, HPMY, FLUORESC LAMPS ELECTRIC, HPMY, FLUORESC
1000000350 [ 1000000390
Flant | Mumnbai Port Trust 1000 Murmbai Port Trust 1000
Stor. Loc. | MZCMEMMDIVEE 6626 Receipt Store 0001
Spec.stock
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Step 4:

e Enter Quantity: 100

SN < ol Femave from Storage Other - Ashish

e Show Owerview hdore ~

A0S Remove from Stora.. ~  R10 Other o

1+ Head.data

= | Transfer Fosting Material Qluantity Wihere Fartner iZust. tem Flds

Qty in Uniit of Entry: EA

City in 5K | 100 EA Ext. Amount LC:

e Click on Check Button. System will check for errors in the document. If no error found it

. v is 0.K.
display " BOSmEnE R O message.

e Click on Post Button. system will create material document and display

message.

= [~ < »E‘ '? Remove from Storage Other - Ashish Mogrekar

~ Showe Overview  Wore ~ Find Exit

AQ9 Remove from Stora.. ~  R10 Other ~ TF rem.fm str toSLoc 13

1 Head data

& | Transfer Posting haterial Quantity Where Partner Cust ltem Fids

Qty in Unit of Entry Ea4
Qty in SKU: | 100 EA Ext. Amount LC

Ma. Containers:

Post Cancel Restart Hald Check

Document is O.K. Wiew details
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16. Place In-Storage:

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

Transaction Code | MIGO

Menu Path Easy Access = SAP Menu —>Logistics = Material Management 2>
Inventory Management = Goods Movement = MIGO -Goods
Movement

Role SKEEPER

| SAPmenu SAP Business Workplace Othermenu  Addto Favorites  Delete Favorites

> [0 Reports
“ 13 SAP Menu
> [0 Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
v 19 Logistics
> [ Equipment and Tools Management
“ 3 Materials Management
> [ Purchasing
v 3 Inventory Management
v 3 Goods Movement
{4 MIGO - Goods Movement|
#3% MIGO_GR - GR for Purchase Order
£ MIGO_GO - GR for Production Order
£ MIGO_GI - Goods Issue
2% MIGO_TR - Transfer Posting
> ™ Goods Movement of Handlina Units

Step 2:
e Select “A10 Place in Storage” in transaction with reference to “R02 Material

Document”
e Enter Material Document: 5001000061

e Press Enter.
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Flace in Storage Material Document - Ashish |

= | 4 -
v Show Cwverview  More
IA1D Flace in Storage ~ | R02 Material Document -~ 5001000061 I 2020 T |a
1 Head.data
Vo Ok Qbyin UnE EUn Sloc

Line Mat. Short Text

Step 3:
System will fetch data with reference to material document & displays in transaction.

[ ]
o Select "MIEMOK v chockhox.
= | < po¥al s Flace in Storage Material Document 50010000681 - Ashish Mogrekar
~ Show Crverview  Mare ~
2= Q ot W Delete & Contents £ =
= | Material Cluantity Where Fartner Zust Item Flds
Movement type: 315 + | TF plin str.in SLoc
Mumbal Port Trust 1000 [ad]
0001

Plant:

Storage location: | Receipt Store

Goods recipient:

Unloading Point:

Text:

=
&
n

Lire:

L5 | fv ltem 0K

Step 4:

check for errors in the document. If no error

o Click on " €&k v g tton. System will
. M Document is O.K. ,,
message.

found it display
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Find  Exit

Place in Storage Material Document 5001000061 - Ashish Mogrekar

B

3 sApd
Show Overview  hore
EF Contents £2

= v
~
2= Q |a W Delete
2 Material Quantity Where Partner Cust. ltem Flds
Moverment type: | 315 + | TF plin strin SLoc
1000 [ad]
ool
cancel

Flant Mumbai Port Trust
Post

Starage location:  Receipt Stare

Goods recipient:
Unloading Point:

Text:
Line:

St v Button. system will create material document and display
message.

A5 ] v tem oK
Z001000 ]

Po

Click on"

katerial docurment 50070001

Restart

Hold

Check
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17. Invoice Verification:
Step 1:
e Enter Transaction code MIR7 in command Bar
Transaction Code | MIR7

Menu Path Easy Access = SAP Menu - Logistics 2 Material Management -
Logistic Invoice Verification = Document Entry > MIR7

Role All Users

SAP#

hIRT ~ | SAPmenu  SAP Business Workplace  Other menu Adc

> [3 Office
> [ Cross-Application Companents
~ 9 Logistics
> [3 Eguipment and Tools Management
v 9 Materials Management
> [ Purchasing
> [3 Inventary Management
w19 Logistics Invoice Yerification
9 Document Entry
28 MIRO - Enter Invoice
| & MIRT - Park |n~mice|
28 MIRA - Enter Invoice for Invoice Yerification
» [3 Further Processing
» [ Autaomatic Settlement

Step 2:
e Enter Company Code: 1000 and click Continue
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Enter Company Code b 4

*Compary Code: 1000

Continue

Step 3:

e In Park Incoming Invoice Screen, provide below details;
o Invoice Date: 29.07.2020
o Reference: Vendor-189
o Purchase order: 4601000003 & Press Enter

< A Park Incaming Invoice: Company Code 1000

o~ Show PO structure Shiowy wiorklist Other Invoice Docurment Help MF More

*Transaction: | 1 Invaoice ~ - Balance

Payment  Details  Tax  Withholdingtax  Contacts  Mote

0. 07,2020

Invoice date: Reference:

1. Invoice Date
2. Reference

Calculate Tax
Tax Amount: ~
Bus Place/Sectn: /
Text:

Baseline Date:

PO Reference  GlLAccount  Material - Purchase Order

4000010003

1 Purchase OrderfScheduling Agreement '

98



Tech
Mahindra

e System will copy details with reference to PO & Display.

e Select the Tax Code: V1

e Click on “Calculate Tax Check Box”, Tax Amount will be calculated as per selected Tax
Code and displayed.

e Provide Amount including Tax Amount

e Click on Simulate Button

< hi: ': Park Incoming Invoice: Company Code 1000

o Show PO structure Show worklist Other Invoice Document

3. Click on

= c1 H 0.00 IHR
Transaction: 1 Invoice v Simu Iate
=
Basic Data  Payment  Details  Tax  Withholdingtax  Contacts  Nate Vendor 0040000010
ALEX CHEMICAL & INDUSTRIES 4]
Inveice date: 29.07.2020 Reference: | WEMDOR-189 16 GOVIND NAGAR
Posting Date: | 29.07.2020 400057 YILE PARLE
Amount: 3,765.00 INR INDIA
v| Calculate Tax [ )
vivicesrsost w1 Select Checkbox
2. Enter Amount { ¢ Ine
BaTR Fe IBKLOOOO307
Text: Eank acct: 307651100000204
Paymt terms:  Due immediately IDBI BAMK LTD, PALGHAR = al
PO Reference GiL Account Iaterial
1 Purchase OrderScheduling Agreement ~ 4601000003 o 1 Goods/service items ~
“Layout | 7_6310 All infarmation &
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e System will display FI Documents posting details.
e Click on Save as Complete Button.

= Simulate Document in INR (Document currency) X
Position A GIL ActMatAsth/ndr Amount Curr... Purchasing D... Item T... Jurisd. Code Tax date Bus... CostCed
1 K 1110001 ALEX CHEMICAL & INDUS 9,625.00- INR =
2 5 18160008 GRAR Clearing 9,300.00 INR 4601000003 10 W1
3 g 23500000 CGST- Input Credit 232.50 INR W1
4 8 23500001 SGST- Input Credit 232.50  INR W1
1200000000 5 18150019 TDS Payable - Sec 194C 140.00- INR

Click on Save as
Complete

Dehit 9,765.00 Credit 9,765.00 Bal: 0.00

arked Document ] Sa

Step 8:

e System will park the invoice and displays “
'3 has been saved as complete

” message.
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Step 9:

e Invoice will be parked for approval and same will be updated in the Purchase Order
History.
e Enter Transaction Code ME23N in command bar (or) Follow the below navigation path.

Transaction Code | ME23N

Menu Path Easy Access = SAP Menu - Logistics = Material Management =
Purchasing = Purchase Order - Display = ME23N

Role All Users

MEZ3N ~ | SAP menu  SAP Business Workplace  Othermenu A

> [ Equipment and Tools Management
~ 3 Materials Management
~ 3 Purchasing
~ 3 Purchase Order
> [ Create
Z8 ME22N - Change
145 ME23N - Display

%8 MEZ21 - Create Extended Purchase Order
% ME22 - Change Extended Purchase Order
%% MEZ23 - Display Extended Purchase Order
28 MEMASSPO - Mass Maintenance
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Step 10:

e Click on Other Purchase Order and Enter Pur. Order: 4601000003
e Click on Other Document Button.

= Select Document x

Pur. Order; 4601000003

@ Fur. Order
Purch. Requisition

SRM Contract

Other Document

Step 11:

e Click on “Purchase Order History” tab.
e Posted document will appear as “Parked Invoice”.

| < r-E! '? Direct Purch Crder 4601000003 Created by Ashish Mogrekar

o Document Owveryiew Cn Create Display/Change Other Purchase Order Print Prewiey MEeSsages Help Personal Set

B
5. Itm A Material Short Text PO Quantity OUn < Delw. Date Net Price
10 1000000350 LAMPS ELECTRIC, HPMY, FL.. 100 EA D 30.07.2020 53.(
Q||| 3= 2|=|V &
= 1[ 107 10000 90, LAMPS ELECTRIC, HPMY, FLUDREMESS A

< Delivery Schedule Delivery Imwoice Conditions India Account Assignment Purchase OrderHistoryI Teuts Delivery A

al||2||=]|a Vv |2 B |V E]~ eV |C

Sh Te__‘ WwT hMaterial Document ltem Posting Date |ZQuantity Delivery cost quantity OUn 2Amt.in Loc.Cur. L.curEQty in OPUn DelCostQty (OPUN) Order Price
WYE 105 5101000061 1 29.07.2020 100 0 EA 9,300.00 INR 100 0 EA

WVE 103 5101000060 1 29.07.2020 ‘ 0 0 EA 0.00 INR 0 0 EA
Tr./EV. Goods receipt . 100 EA - 9,300.00 INR - 100 EA

VRE 6010000028 1 29.07.2020 | 100 0 EA 9,300.00 INR 100 0 EA
Tr./Ev. Parked invoice . 100 EA = 9,300.00 INR = 100 EA
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18. Parked Invoice Approval:

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

SAPd

w New password  More ~

Enter Approver User ID and
Client: | 500 Password

*User] 10100050

* Password: |######Fﬁﬁﬁﬁﬁﬁﬁﬁ{

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

Role Approver

w SAP Easy Access

SBWP| ~ || SAP menu | SAP Business Workplace | Othermenu  Add to Favorites  Dele

~ 1 Favorites
> (3T Codes
» [0 Reports
~ T SAP Menu
» [ Connector for Multi-Bank Connectivity
~ 9 Office
| & SBWP - Workplace|
» |3 Telephone Integration
» [ Appointment Calendar
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e Expand “Inbox” button, under workflow “Please approve Parked Invoice 6010000028”

message will appear.
¢ Double Click on “Please approve Parked Invoice 6010000028”

4 A Business Workplace of Ashish Mogrekar

~ Mew message Find folder Find document  Appointment calendar Distribution lists &

« 53 Workplace: Ashish Mogrekar  Worldlow 58 Double Click on “Please approve

T Parked Invoice 6010000028”

] Unread Documents 333 =7 - = =

] Documents 393 Exe |Title Status
@ [Please approve the Parked Invoice 6010000026, Year 2020 &

> [0 Grouped according to ¢ &0 |Please approve the RESERVATION /010000060 &

» [3 Grouped accordingtoc

» [ Grouped according to <

» [ Grouped according to t

[3] Overdue entries 0 Please approve the Parked Invoice 6010000028, Year 2020

[x] Deadline Messages 0

[¥] Entries with Errors 0 Description Obije

Step 4:

e Click on “Approve” Button to approve the Parked Invoice.

~ | workflow  Create  Import More

Please approve the Parked Invoice 6010000028, Year 2020

Choose one of the foll Click on “Approve”
IApprove L

Reject

Display
Approval or Rejection History
Hold
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Step 5:

e Parked Invoice will be approved with level 1.
e Parked Invoice Approval Request notification is forwarded to Approver 2.

Step 6:
e Login as Approver 2 (Executive Engineer) in SAP System.

w SAP

~ | Newpassword More

Enter Approver User
ID and Password

Client: | 500

*User-] 10100051

*Password:

Logon Language: EN

Step 7:

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

Role Approver

w SAP Easy Access

BWP ~ | SAPmenu | SAP Business Workplace | Othermenu  Addto Favorites  Dele

[43]

~ 3 Favorites
> (O T Codes
> [O Reports
~ 3] SAP Menu
> [ Connector for Multi-Bank Connectivity
~ T Office
| & SBWP - Workplace
> |3 Telephone Integration
» [0 Appointment Calendar
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Step 8:

e Expand “Inbox” button, under workflow “Please approve Parked Invoice 6010000028”

message will appear
e Double Click on “Please approve Parked Invoice 6010000028".

£ ial s Business Worlkplace of Ashish Mogrekar

s Mew message Find folder Find document  Appointment calendar Distribution lists &

Double Click on “Please approve

Parked Invoice 6010000021”

AR = [~ |¢
Status

~ = Workplace: Ashish Mogrekar — \Warldflow 58
S & |60 |

] Unread Documents 333 =
(] Documents 393 Exe |Title

@ [|Please approve the Parked Invoice 6010000028, Year 2020 | &
> [0 Grouped according to ¢ &0 |Please agprove the RESERVATION /010000060 &
> [ Grouped accordingtoc
> [3 Grouped according to <
> [0 Grouped according to t

[x] Overdue entries 0 Please approve the Parked Invoice 6010000028, Year 2020

] Deadline Messages 0

[»] Entries with Errors 0 i Description Obije
Step 9:

e Click on “Approve” Button to approve the Parked Invoice.

~ | workflow  Create  Import More

Please approve the Parked Invoice 6010000028, Year 2020

Click on “Approve”

Choose one

|Apprmre L

Reject

Display
Approval or Rejection History
Hold

Step 10:
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e Parked Invoice will be approved with level 2.
e Parked Invoice Approval Request notification is forwarded to Approver 3.

Step 11:
e Login as Approver 3 (Dy CME) in SAP System.

w SAP

~ New password  More

Enter Approver User ID
and Password

Client: |500

*IUser: | 10100049

*Password: |%‘-%"%"###F##%‘-%"%"###

Logon Language: EN

Step 12:

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

Role Approver

w SAP Easy Access

SBWP| ~ SAP menu | SAP Business Workplace | Othermenu  Add to Favorites  Dele
— i
s 19 Favorites e — e
» (3T Codes i —
> [J Reports

T SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ o _Office
| & SBWP - Workplace|
> [ 3 Telephone Integration
» [J Appointment Calendar
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Step 13:
e Expand “Inbox” button, under workflow “Please approve Parked Invoice 6010000028”

message will appear.
e Double Click on “Please approve Parked Invoice 6010000028”

4 A Business Workplace of Ashish Mogrekar

~ Mew message Find folder Find document  Appointment calendar Distribution lists &

w3 waorkplace: Ashish Mogrekar — \Warkflow 58 Double Click on “Please approve
@ |~ | | €

~ (@ & @ L_ParkedInvoice 6010000028
['] Unread Documents 333 )

[] Documents 393 Exe | Title
@ [Please approve the Parked Invoice 6010000028, Year 2020 | &

> [0 Grouped according to ¢ &0 |Please approve the RESERVATION /010000060 &

» [ Grouped accordingtoc 5

» [ Grouped according to <

» [ Grouped according to t

Status

[] Overdue entries 0 Please approve the Parked Invoice 6010000028, Year 2020

[x] Deadline Messages 0

[¥] Entries with Errors 0 E Description Obije
Step 14:

e Click on “Approve” Button to approve the Purchase order.

e W ORT O Create Import Wiore ~

Please approve the Parked Invoice 6010000028, Year 2020

Choose one of the folll Click on “Approve”

| Approve

Reject

Display
Approval or Rejection History
Hold

108



Tech
Mahindra

SAP User Manual for Material Procurement (Stock)

Step 15:

e Parked Invoice will be approved with level 3.
e Parked Invoice Approval Request notification is forwarded to Approver 4.

Step 16:
e Login as Approver 4 (CME) in SAP System.

SAP4

e New password More ~

Client | 500 Enter Approver User ID

and Password

*|Jser] 10100048

*Password! |i‘.—‘.‘.—ii£‘.—i‘:r&iiii—**iii

Logon Language: |EN

Step 17:

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

Role Approver

w SAP Easy Access

SBWP| ~ || SAP menu | SAP Business Workplace | Othermenu  Add to Favorites  Dele

—
“ 13 Favorites m—

> [T Codes
» [0 Reporis
~ T SAP Menu
> [ Connector for Mulfi-Bank Connectivity
~ o] Office
| & SBWP - Workplace
» 3 Telephone Integration
» [ Appointment Calendar
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Step 18:
e Expand “Inbox” button, under workflow “Please approve Parked Invoice 6010000028

message will appear.
e Double Click on “Please approve Parked Invoice 6010000028”

4 A Business Workplace of Ashish Mogrekar

~ Mew message Find folder Find document  Appointment calendar Distribution lists &

“ B2 Workplace: Ashish Mogrekar — \Warkflow 58 Double Click on “Please approve J
€

=l le) (@ Parked Invoice 6010000028
['] Unread Documents 333 )

[] Documents 393 Exe | Title
@ [Please approve the Parked Invoice 6010000026, Year 2020 | &

> [0 Grouped according to ¢ &0 |Please approve the RESERVATION /010000060 &

» [ Grouped accordingtoc 5

» [ Grouped according to <

» [ Grouped according to t

Status

[] Overdue entries 0 Please approve the Parked Invoice 6010000028, Year 2020

[x] Deadline Messages 0

[¥] Entries with Errors 0 E Description Obije
Step 19:

e Click on “Approve” Button to approve the Parked Invoice.

e W ORT O Create Import Wiore ~

Please approve the Parked Invoice 6010000028, Year 2020

Choose one of the following al
rfCIick on “Approve”

| Approve

Reject

—__

Display
Approval or Rejection History
Hold
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Step 20:

e Parked Invoice will be approved with level 4.

e Once the Parked Invoice is approved by all 4 level approvers, a notification is triggered
to Parked invoice Initiator and all preceding approvers.

£ A Business Warlplace of Ashish Maograkar

~ Mew message Find folder Find document  Appointment calendar Distribution lists ~ Woare

~ (=g wWorkplace: Ashish Mogrekar  |Unread Documents 224

~ o Inbox — —
|| alv] | [=®]v] (2] | [=][v][®]] (e B =IMIE
| "] Unread Documents 334' =
#] Documents 394 Me  Type Title Afta Author Date rect
~ [3] Workflow 57 = [ck,l Parked Invoice 6010000028, Year I SAP WFRT 29.07.200
>[4 Grouped according to . r ML Purchase Nrder ARDAONNNN3 is A0 SAP WERT WH AT A
» [ Grouped according ta«

Parked Invoice 6010000028, Year 2020 is Posted.
[3 Grouped according to =

>

> [0 Grouped according to t | Hello SifMadam,

Owerdue entrigs 0

Deadline Messages 0

Entries with Errors 0
> L Outhox

Parked Invoice 6010000028, Year 2020 is Posted Successfully.

Regards,
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Step 21:

e To check the updated purchase order history;
e Enter Transaction Code ME23N in command bar (or) Follow the below navigation path.

Transaction Code | ME23N

Menu Path Easy Access = SAP Menu —>Logistics 2 Material Management 2>
Purchasing = Purchase Order = Display 2 ME23N
Role All Users

MEZ3N ~ | SAP menu  SAP Business\Workplace — Othermenu A

> [3 Eguipment and Tools Management
~ T3 Materials Management
~ 13 Purchasing
~ T3 Purchase Order
> [ Create
28 ME22M - Change
15 ME23N - Display
48 ME21 - Create Extended Purchase Order
£8 ME22 - Change Extended Purchase Order
Z8 MEZ23 - Display Extended Purchase Order
28 MEMASSPO - Mass Maintenance
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Step 22:

e Click on Other Purchase Order and Enter Pur. Order: 4601000003
e Click on Other Document Button.

= Select Document b4

Pur. Order: | 4601000003

® Pur. Order
Purch. Reguisition

SREM Contract

Other Document

Step 23:

e Click on “Purchase Order History” tab.
e Posted invoice document is updated in Purchase Order History

= v 4 »E- '? Direct Purch Order 4601000003 Created by Ashish Mogrekar

Document Overview On - Create  Display/Change  Other Purchase Order  Print Preview  Messages  Help Personal Setting  More ~

o
[
I
il
<
?

=] Itern; 1 [10]1000000390 , LAMPS ELECTRIC, HPMY, FLUORE.. ~ A

< Delivery Schedule Delivery Inwalce Conditions India Account Assignment Furchase Order History Teuts Delivery Address Confirma

al|[z][=][a Vi~ 8 Byl B~ B <

Sh. Te - MwT Material Document Item Posting Date |2Quantity Delivery cost guantity OUnZAmt.in Loc.Cur. L.ourzQty in OPUn DelCostQty (OPUN) Order Price UnitE  Amount Crey
WE 105 5101000081 1 29.07.2020 100 0 EA 9,300.00 INR 100 0 EA 9,300.00 INR
WWE 103 5101000060 1 29.07.2020 ‘ 1] 0 EA 0.00 INR 0 0 EA 0.00 INR
Tr./Ev. Goods receipt ] 100 EA =« 9,300.00 INR = 100 EA = 9,300.00 INR
RE-L 6010000028 1 29.07.2020 | 100 0 EA 9,300.00 INR 100 0 EA 9,300.00 INR
Tr./Ev. Invoice receipt ] 100 EA =« 9,300.00 INR = 100 EA = 9,300.00 INR
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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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