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Introduction:

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

Summary:

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

Its starts right from creation of MRP Run, Purchase Requisition, Tendering Process,
Procurement Proposal, Quality Inspection, Goods Receipt, Measurement Sheet & Invoice
Receipt.

e The Limited Tender (Single Envelope) is coming under (6.3 Single Tender) in SAP
MM/SRM/QM SRS Document.

e The Material Procurement (Stock) is coming under 6.15 (Domestic Procurement) in SAP
MM/SRM/QM SRS Document.

e The Service Procurement is coming under 6.17 (Service Procurement) in SAP
MM/SRM/QM SRS Document.
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1. Abbreviation

Abbreviation Description

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

Selection variant

Service Button

Exit Button

Supplier Address

e
@
Continue button
&2
as
=l
a4

SAP Business Workplace

Check
Save
Overview
In| Copy
& Back / Previous Menu
& Header
< Details
@ Execute
oy Other Document
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2. 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

rMO02 w |  SBAP menu  SAP Business \Workplace  Other menu

» [ Favorites

~ T SAP Menu
D‘ [ Connectar for Multi-Bank Cunnectivity‘
» [g Office
» [0 Cross-Application Companents

~ 5 Logistics
> [ Equipment and Tools Management
> [ Materials Management
» [0 Governance, Risk and Compliance
» [0 Sales and Distribution
» [J Logistics Execution
» [ 5CM Extended Warehouse Management
> [3 Transportation Management
~ T Production
» [0 Master Data
> [Os0P
> [ Production Planning
~ ] MRP
~ 3 Planning
> [3 Total Planning
I 28 MDO2 - Multilevel Single-ltern Planning
&5 MDO3 - Single-Level Single-ltern Planning
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Step 2:
e InSingle Item, Multi-Level screen provide below details
o Material: 1000000590
o Plant: 1000
o Enter MRP Control Parameters & Press Enter.

O SAH Single-ltem, Multi-Level

v hore ~

*Waterial: | 1000000590

| 1. Enter Material
2. Enter Plant

MREP Arga;

Plant 1000

Scope of Planning 3. Enter MRP Control

Product group Parameters
MRP Control Parameters

*Processing Key: METCH Met Change in Total Horizon
*Create Purchase Req.: |1 Furchase requisitions in opening period
* 54 Deliv. Sched. Lines: |3 Schedule lings

*Create MREP List |1 MRP list

*Planning mode: |1 Adapt planning data (normal maode)
*5cheduling: |1 Determination of Basic Dates far Planned

Step 3:

e System will show a warning message; (& Please check input: parameters

e Press Enter.
e System will run MRP and Purchase Requisition will be created automatically.
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3. MRP List:
Step 1:

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

Transaction Code

MDO5

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

Role PURASST1

SAP#

» [ Fawarites
) 5AP Menu

> [3 Cconnector far Multi-Bank Connectivity

» [0 Office

> [0 Cross-Application Components

19 Logistics

> [ Equipment and Tools Management
~ 0] Materials Management
> [ Purchasing
> [3 Inventory Management
> [3 Logistics Invaice Yerification
> [T Physical Inventary
> [ Waluation
~ 0 Material Requirements Planning (MRP)
> [ Materials Forecast
~ o MRP
» [ Planning
> [ Planned Order
w1 BEvaluations
57005 - W Cist - watenial]

~ SAF menu SAF Business Warkplace Other rmenu

% MDOB - MRP List - Coll. Displ.
% MOLD - Print of MRP List
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Step 2:
e |n MRP List Initial Screen Provide Below Details;
o Material: 1000000590
o Plant: 1000
o Click on “Continue” Button.

> MDOs &

< w WRP List Initial Screen

0 Mare ~ Exit

Individual access Collective access

1. Enter Material
2. enter Plant

*Materizl. | 1000000550

Description:  OIL BOUND R/ ACRYLIC

MRF Area: (1000 Murnbai Part Trust MRP Area
Flant 1000 Mumbai Port Trust
With filter:

3. Click on Continue

Continug

10
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Step 3:

e System will display MRP List and Purchase Requisition created is displayed.
e Purchase Requisition 2001000950 Created.
e Press Exit Button.

O DA MRF Listas of 21.07 2020, 19:00 hrs

4 Show Cwverview Tree Filter On Send Mail to MRP Controller on hdore ~

[z Material | 1000000590

Description:  OIL BOUND DISTEMPER / ACRYLIC

WRF Area; 1000 Mumbai Port Trust MRP Area Ex. mant
Plant. 1000 MRP type: VB Material type:  ZGEN Lnit: K

Z|&|# ¥ | A | = Date GR =TaTaln]g Cust.
51| A.. Date MRP el... | MRP element data Purchase Requisition Available Gty

@] 21.07.2020  Stock 2001000950 created

@ 19.07.2020 PurRgs | 2301000000/00010 * [\l 1,010

2| 19.07.2020 PurRgs | 2301000001/00010 * a7 1,010

@ 21.07.2020 PurRgs | 2001000964/00010 o1 280

@ 21.07.2020 MRes | 7010000041 70001 100-

@ 21.07.2020 MiRes | 7010000042 /0001 2,000-

11
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4, 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 Purchase Assistant

SAP4

MES2ZN S SAP menu SAP Business Workplace Otr

» [ Reports
=~ T SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
v 3 Logistics
» [[J Equipment and Tools Management
~ 1 Materials Management
~ 1 Purchasing
> [ Purchase Order
~ 1 Purchase Requisition
4 MES1N - Create
% ME52N - Change]
7 MES3N - Display
Z8 MEMASSRQ - Mass Maintenance

12
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Step 2:
e Double click on “ME52N” the system will open the below screen.
e Click on Purchase Requisition & select Other Requisition

1 £ hi' "? Change Purchase Req, 2001000938
Document Cverview On Create » 'S-:l'a:.' 3“-:'"1';\'_' Other Purchase HEqLIIS-I:I:lI'I Check Help Perso
her Purchase Requisit h
3| e z|[=](a ¥[v]| [z 2| Bviv]®]v] | (o (L]l e 2o
Sta RemA | Watenal Short Text Quantity Unit C Dedvery Date Vain Price Per Malerial Group
MM D Dismantling 1 AU D 36082020 500000 1 Construction
0
0
0
Step 3:
e Enter the Purchase requisition number 2001000964
e Click on “Other Document” Button.
= | v £ oAl D Change Purchase Req. 20010003960
~ Document Crverview On Create Display/Change Cther Purchase Reguisition Check Help Fi
@ ZZNB Standard PR < | 2001000960 1. Enter Purchase Requisition
i Number
L= Select Document
¢ 2| Bv]|[xv]B]v]| (@] [2][E][«] | @
FPurchase Requisition: | 2001000964 Cluantity Unit C Delivery Date  Valn Price Per Material Gi
AST 200 L D 30.07.2020 123.31 1 Acrylic pair
FA 150 KG D 30.07.2020 4375 1 Water bast
Pur. Drder 1 AU D 18.092020 156400 1 Constructic
® Furch. Reguisition 1 AU D 15092020 784,430, 1 Constructic
SRM Contract 2. Click “Other Document”
% ASTIC) P& A

Other Dacument

Ext Sourcing Status: | 2 Send to external sourcing: accepted

Teuts

Delivery Address

Customer Data

Exl

13
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Step 4:
e System will open the Purchase requisition in change mode.
e In Customer Data tab, Select Mode of Purchase: Tender from drop down list.

e Click on “Check” Button
e Click on “Save” Button

= > MESSN & _ A x
= | 4 »z' " Change Purchase Req. 2001000964
~ | Document Overview On - Create  Displaw/Change  Other Purchase Reguisition elp  Personal Setting  More v Q Ext
ZZNB Standard PR 2001000964 Source Determination .

[ter] 2. Click on

i | Header h k
= B n

Ajal | @ @]~ [z][=][a v~ | 2]+ %Eviv%vi@acec utto

Sta_ ftem|A | Material Short Text Quantity Unit © Delivery Date  Valn Price Per Material Group Available Oty in Stock  Plant Star. Loc p

10 1000000530 OIL BOUND DISTEMPER /A 280 KG D 30.07.2020 4375 1 Water based 0.000 Murmbai Part T MZCMEMM - 1(
200K D Earthwork 1 AU D 30072020 391000 1 Construction  0.000 Mumbai Port T 10

[1}
0

A v

Delivery Address External Source of Supply

1. Select Mode of Purchase —
“Tender”

Select Custom Field List

® Data Fields Email List Terms & Conditions 3 C||Ck on
I‘Mode of Purchase: | T Tender ~ I Purchase types
_ Save Button
Availanle Gty in Plant: 0.000 Sample ~

Last vear Consumption 0.000 Life Certificate: ~

Cancel

14
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5. Release Purchase requisition.

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

SAP4

e New password More =
Enter Approver User ID

Client: | 500 and Password

*IJser] 10100050

*Password: |&&¢&&&F&&&¢&&&¢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 ~ | SAPmenu | SAP Business Workplace | Othermenu  Add to Favorites  Dele

73]

~ T Favorites
>[99 T Codes
> [0 Reports
~ ] SAP Menu
» [ Connector for Multi-Bank Connectivity
~ o Office
| & SBWP - Workplace
» [0 Telephone Integration

» [0 Appointment Calendar

15
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Step 3:

e Expand “Inbox” button, under workflow “Approve Purchase requisition 2001000964”

message will appear.
e Double Click on “Approve Purchase Requisition 2001000964”

< hi: ! 'J Business Workplace of Ashish Mogrekar

~ Mew message Find folder Find document  Appointrment calendar Distribtion lists ~ Maore ~
Double Click on “Approve Purchase
v =5 Workplace: Ashish Mogrekar Workflo Requisition 2001000964”

~ ok Inhox
r\- ':L: C“'pu E E\‘

] Unread Documents 328 =~

m
L

Exe___‘ Title

Documents 363
\/| Workflow 55 ) [Displgy Document
@ BPlease approve the Purchase Reguisition 2001000964

» [ Grouped according to content

[ Grouped according to content type [
[ Grouped according to sort key
> [ Grouped according to task
(3] Qverdue entries 0 Please approve the Purchase Requisition 2001000964
[»] Deadline Messages O |
5] Entries with Errors 0 | e

ARV ARV

Ob

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

Display Furchase Req. 2001000964

ange  Other Purchase Reguisition  Help  Personal Setting  More

@ ZZNE Standard PR ~

# | Header
Allall|z]l=]]a Vv 5 | SBv||Lv| B~ @] 2] |f@| ||| |&Default values
Sta Item ‘A | haterial Short Text Quantity Unit C Delivery Date  “aln Price Per Material Group Available Cf
10 1000000590  QIL BOUND DISTEMPER / A, 280 KG D 30.07.2020 4375 1 Water based  0.000
20 (K D Earthwork 1 AU D 30.07.2020 391000 1 Construction  0.000
b= =Tl [ 10 ] 1000000530 , QIL BOUND DISTEMPER / A ‘LI C A

< Source of Supphy Yersions Status Contact Person Texts Delivery Address Customer Data External Source of

Ext Sourcing Status: | 2 Send to external sourcing: accepted

16
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Step 5:

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

| V| W orkflow Create Import  More ~

Click on “Approve
Purchase Requisition”

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.

‘ v| New password  More
Enter Approver User ID and
Password

Client:

*user | 10100051 |

*Password- | fr‘.‘rfr‘.‘rfrﬁ#ft#frfrfr‘.‘rfr‘.‘r{

Logon Language: El

17
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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
A SAP Easy Access
SBWP ~|| SAP menu | SAP Business Workplace | Othermenu  Add to Favorites  Dele

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

Step 9:

e Expand “Inbox” button, under workflow “Approve Purchase requisition 2001000964”

message will appear.
e Double Click on “Approve Purchase Requisition 2001000964”

< A Business Workplace of Ashish Mogrekar

~ | MNewmessage  Find folder  Find document  Appointment calendar  Distribution lists — More

Double Click on “Approve Purchase
Requisition 2001000964”

~ B= Workplace: Ashish Mogrekar Warkflo
C

e

] Unread Documents 328

(] Documents 363 Exe___‘TltIe

R o

> [0 Grouped according to content ) fFlease approve the Purchase Requisition 2001000964 I

[0 Grouped according to content type e —
[0 Grouped according to sort key
> [0 Grouped according to task

' Document

AN N,

(3] Overdue entries D Please approve the Purchase Requisition 2001000964
[»] Deadline Messages 0 I
[¥] Entries with Errors 0 { | Description Ohb

18
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Step 10:
System will open the Purchase requisition document in Display mode.

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

- Click on back button
= | v Display Purchase Reqg. 2001000964
Personal Setting  Wore

Display/Change Other Purchase Requisition Help

~ Document Owverview On Create

@ ZZNB Standard PR ~ 2001000964
[ | Header
=1 =z l=la V| T | S Bv| |l Bl G| || |®||@| | |$IDefault values
Sta Itermn (A | Material Short Text Quantlt\/ Unit C DE“VEW Date “aln Price Per Material GrDUp Available o1
10 1000000590 OIL BOUND DISTEMPER / A 280 KG D 30.07 2020 4375 1 \Water based  0.000
20k D Earttmwork 1 AU D 30072020 391000 1 Canstruction  0.000

w P W

1011000000550 , OIL BOUND DISTEMPER [ A

=] tterm: |
Wersions Status Contact Ferson Tents Delvery Address Customer Data External Tource of

< Source of Supply

Ext Sourcing Status: 2 Send to external sourcing: accepted

19
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Step 11:

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

| V| W orkflow Create Import  More ~

Click on “Approve
- Purchase Requisition”

Step 12:

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

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

| v| New password  More v

Client

Enter Approver User ID
and Password

*User: | 10100049

I T
*Password: k***kﬁfc****k*** -
- =l

Logon Language: EI

20
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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
pov il o SAP Easy Access
|| sAPmenu | SAP Business Workplace | Othermenu  Addto Favorites  Dele

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

Step 15:
e Expand “Inbox” button, under workflow “Approve Purchase requisition 2001000964”

message will appear.
e Double Click on “Approve Purchase Requisition 2001000964”

£ hi: ! 'J Business Workplace of Ashish Mogrekar

~ | Newmessage  Findfolder  Find document  Appointment calendar  Distribution lists — Mare

Double Click on “Approve Purchase

~ = Workplace: Ashish Mogrekar Requisition 2001000964”
e !
] Unread Documents 328 ) [ 18e] [ = 2
Documents 363 EKE---‘ [ULiE
I v| (3] Workflow 55 l  Display Document

> [J Grouped according to content ) JFlease approve the Purchase Requisition 2001000364
» [0 Grouped according to content type 0
» [ Grouped according to sort key
> [ Grouped according to task
[3] Cverdue entries 0 Please approve the Purchase Requisition 2001000964
[»] Deadline Messages O I
[»] Entries with Errors O Description Ok

21
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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.

= v £ Display Purchase Req. 2001000964
lick on k n
~ Document Cwe Click o bac bUttO Other Purchase Requisition Help Personal Setting  Wore
@ ZZNB Standard PR ~ 2001000964
1 | Header
=1 =z l=la V| T | S Bv| |l Bl G| || |®||@| | |$IDefault values
Sta_ Item ‘A | Material Short Text Quantity Unit C Delivery Date  “aln Price Per Material Group Available Qi
10 1000000590 QIL BOUND DISTEMPER /A, 280 KG D 30.07.2020 4375 1 Water hased | 0.000
20 (K D Earthmork 1 AU D 30072020 391000 1 Construction  0.000
= [iv=lRml 1 [ 10 ] 1000000590 , OIL BOUMD DISTEMPER /A il - A

< Source of Supply Wersions Status Contact Ferson Tents Delvery Address Customer Data External Tource of

Ext Sourcing Status: 2 Send to external sourcing: accepted ~

Step 17:

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

ot Decision Step in Vyorkflow

e WO KT oW Create Irnport hore s

Please approve the Purchase Requisition 2001000964

Choose one of the following alternatives Click on “Approve
Approve Purchase Requisition Purchase Requisition”
Reject Purchase Requisition

Display Purchase Requisition
Approval or Rejection History
Hold

Description Objects and attachm

22
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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.

w New password  More ~

Enter Approver User ID and Password

Client: | 500

“User] 10100048

aaaaaaaaaaaaaa

*Passwordy] | ** %= froes a2t e

Logon Language: |EN

23
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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
potal SAP Easy Access
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 2001000964”

message will appear.
e Double Click on “Approve Purchase Requisition 2001000964”

< A Business Workplace of Ashish Mogrekar

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

Double Click on “Approve Purchase
Requisition 2001000964”

~ = Warkplace: Ashish Mogrekar Woarl
’
] Unread Docurments 328
] Documents 363
BT o

2 3 Grouped according to content

[3 Grouped according to content type 1 ——

[0 Grouped according to sort key

> [3 Grouped according to task

AN N

(] Overdue entries 0 Please approve the Purchase Requisition 2001000964
] Deadline Messages 0 |
[¥] Entries with Errars 0 i | Description ob

24
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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

= | v 14 v Purchase Req. 2001000964
s Document Cwverview On Create Display/Change Other Purchase Requisition Help FPersonal Setting  Wore ~
@ ZZNB Standard PR 2001000964
| Header
Alle =|l=la 7|~ T |~ S B |lLv B~ T |& | | £lDefaultvalues
Sta Item ‘A | Material Short Text Cuantity Unit © Delivery Date  Valn Price Per Material Group Available Cif
10 1000000220  OIL BOUND DISTEMPER /4, 280 WG D 30.07.2020 4375 1 Water based | 0.000
20|k D Earthwaork 1 AU D 30072020 3,910.00 1 Construction  0.000
= =iyl | 10 | 10000005590 , QIL BOUND DISTEMPER / ACREYLIC|ESS A

< Source of Supply Wersions Status Contact Persan Teuts Drslivery Address Customer Data Extarnal Source of

Ext.Sourcing Status: 2 Send to external sourcing: accepted ~

Step 23:

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

A Decision Step in Vorkflow

~ WO KT o Create Import  More

Click on “Approve
Purchase Requisition”

Please approve the Purchase Requisition 200100096

Choose one of the following alternative

lApprove Purchase Requisition I

Reject Purchase Requisition
Display Purchase Requisition
Approval or Rejection History
Hold

Description Objects and attachm

25
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e Purchase Requisition will be approved with level 4.
e Once the Purchase requisition is approved by all 4 level approvers, a notification is
triggered to Purchase Requisition Initiator and all preceding approvers.

< A Business Workplace of

e MEW MEssage Find folder Find docurnent Appointrment calendar

e — WDI’KmECE: Ashish MDQI’EKEI’ nread Documents 228
€
ke Inbox o al- =[] [z =@ £
| ] Unread Documents 328'
] Documents 363 Me  Type Title
> [v] Warkflow 55 E (% Furchase Requisition 2001000964 is Approve
[»] Owverdue entries O
[¥] Deadline Messages 0 Purchase Requisition 2001000964 is Approved
[»] Entries with Errors 0
— Hello Sir,
» I Outhox
> E Resubmission Purchase Requisition 2001000964 is Approved
> &, Private folders Approved by: MM00596824 Ashish Mogrekar
> 2 Shared folders
~ x . Regards,
4 = Subscribed Folders MMOD596824
] Trash Ashish Mogrekar

] Shared trash

26
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6. Portal Logon

6.1. EBS Portal & SSO to SRM Portal
6.1.1 Access the URL URL https://10.9.7.22:8001/ebs-portal/ in IE browser. Below screen will be

displayed.
e % hitps://109.7.22:8001/ebs-portal/ ~ © Cetificate error & | | Search... BRl & vr &4
% | EBS Portal x

E English v Skip To Main Content |/  Q AboutUs ContactUs

SAGARMALA

Login

s e ! Not Registered yet ?

— o

r D 3 /
o e |___—J¢ 3 = ( REGISTER AS A CUSTOMER )
‘ ~ .‘ e

f”\REG!STER AS A SUPPLIER )
/

11/ We Acknowledge and accept 3 . = - [Z Resubmit Customer Registration
the Terms And Conditions =

SUBMIT

= (£ Supplier Registration Status

LUUPEY RS

4, Open Tenders

6.1.2 Under “Port Users” tab provide your user-id and password.
6.1.3 Input the captcha as mentioned and then check the “Terms and Conditions” statement.

6.1.4 Click on “Submit” button.

INDIAN PORTS ASSOCIATION <A

An apex body of Major Ports under Administrative Control of Ministry of Shipping SAGARMALA

Login

Not Registered yet ?
Pensioners _ay

10100019 e}
s (REGISTER AS A CUSTOMER )
\ J
sescssace
Paddbddbidd

N\
(REGISTER AS A SUPPLIER )

aqu{T ‘@ ! ¥ e Tt —

[Z Resubmit Customer Registration

(2 Supplier Registration Status
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6.1.5 A new window will be displayed and it will prompt to enter the OTP. OTP will be sent to your
registered mobile.

6.1.6 Input the OTP and click on “Verify OTP” button. Please see screenshot below.

6.1.7 A new window will be displayed and it will prompt to enter the OTP. OTP will be sent to your
registered mobile.

6.1.8 Input the OTP and click on “Verify OTP” button. Please see screenshot below.

o W W 105.7.22 8001 Febepocald - @ Cenficatesror &

W | EBS Poctal

————

Port Users ’ Pensaners

Entor the 4 digit OTP semt via SMS on your
phone (T200XX432})

6.1.9

=] o soromncon QO@

&

-

e’.'""

%j INDIAN PORTS ASSOCIATIC

S apex body ol Najze Ports srder Adninisratise Costosl of My of 5

Login

VERIFY OTP

Once system verifies the OTP a new window will be displayed. Select “Other EBS
Application” tab and click on “SRM Portal” link. Please see screenshot below.

EMPLOYEE PORTAL
Pratl - P o P )
I'-. ‘@ __j I-% :;' '-.E_.:I I'-. g.-‘l

Employes Self DkA5s Eaffice SRM Portal
Service

Move boxes 1o your prefered positions and click sawe button.
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6.1.10 A new window will be opened wherein you will be redirected to the SRM portal through

SSO. The screen will be displayed as shown below.

~ @ ¢ Search. P~ e

MR

‘ Log Off

Welcome 10100020 (10100020)

E - PROCUREMENT PORTAL Login Time:19/07/2020 19:03.22 15T

Home Sirategic Purchasing

Overview

Work Overview o )
The list of items shown here could be eutdated. Waiting for update
Reports o
Alerts Tasks | Hofifications
-
Services Show: [New and In Progress Tasks | (Al [+ # G R
Advanced Search
8 subject Sent Date = DueDate - Stats |

6.1.11 The screen contains the information of User id / Name and logon time at the right corner.
The “Home” tab will be displayed on the left corner of the screen.

| Log Off
Welcome LATA DATE (10100019)

E - PROCUREMENT PORTAL Login Time:22/07/2020 14:20.21 1ST

Home Strategic Purchasing

‘Overview

Work Overview

Mlerts  Tasks (2/2) | Nofifications
Reports
= Show: [New and In Progress Tasks (2/2) = [an - % ¥ OE
Services

B ‘Subject Sent Date = Due Date = Status D
Advanced Search

r Please Evaluate PRICE COMPARATIVE REPORT for RFx 5100000116 Jun 24, 2020 New

J Please Evaluate PRICE COMPARATIVE REPORT for RFx 5100000115 Jun 24, 2020 New

Please Evaluate PRICE COMPARATIVE REPORT for RFx 5100000116
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7. Strategic Purchasing
7.1 Select “Strategic Purchasing” tab then click on “Strategic Sourcing” link. At the right side panel,
user will be able to see the list of RFx’s with various status.

This is basically a dashboard where the user can view and act upon the tender’s created using
their user-id’s.

There are different search criteria’s provided by system to search the Tender’s created.

Home

Overview  Reporls
Strategic Sourcing
Contract Management
Business Partner

Workload Redistribution

RFxs - All
Services ~ Hide Quick Criteria Maintenance Query has been changed Change Query Define New Query Personalize
e Nomter. & ] S —
T — S —
* Auction Name of RFx: | ]
" Auckon Tempat s [ [+
* RFx Processed Sinee: | |=]
* RFx Template 90 i 0 50000634

‘Central Functions

* Carry Out Sourcing

Upload / Migrate Certificate

Home:

Overview  Reports

Strategic Sourcing

Contract Management

Strategic Purchasing

LENTral LoNracts Al (U,

Document Output Last 7 days (17
Milestone Plans All (0

Product Category:
Submission Deadline:
My RFx

Purchase Group:

umber of RFx responses:

) —

Strategic Sourcing E A

Business Partner

~ POWL =
Workload Redistribution .
-
Services

RFxs AN(54) Saved (1) Awailing Approval (34) Published (48) Completed (0) Release Reiecled (0) Deleted (0
Rvc e Auctions All(3) Saved (0) Published (1) Active (0} Paused (0) Ended {0) Completed (0)
Create Documents Sourcing Templates Al RFxs (0) RFP(0) RFQ(0) All Auctions (0) English Auction (0) Company Best Bid (0'
- Auction Central Contracts Al (0)
- Auction Tempiate Document Output Last7 days (17)
Milestone Plans Al (0]
* RFx
* RFx Templale RFxs - All
(i e ¥ Show Guick Criteria Mainfenance jQuery has been changed Change Query Define New Query Personalize
* Garry Out Sourcin
2 J View |[Standard View] ~|| Create RFx Copy | Display Edit Delete | Publish Responsesand Awards Prini Preview | Refresh Export , %

Upload / Migrate Cerfificat
pload f Migrate Cerfificate EX RFxNumber  RFxName Type  Status RFxCategory  Purchasing Organization Submission Deadline  Responses =/

| 5100000162 | Budgetary Offer ZEOI  Awailing Approval Mumbai Port Trust Purchase Organisation 17.07.2020 0

| 5100000161 | Gopy of 5100000160 BSE Test ZLT2  Published Mumbai Port Trust Purchase Organisation 16.07.2020 0

| 5100000160 | Copy of S100000144 - BSE Test ZLT2  Published Mumbai Port Trust Purchase Organisation 14.07.2020 0 o

| 5100000152 | 10100020 08.07.2020 17-41:23 ZSTI  Awaiting Approval Mumbai Port Trust Purchase Organisation 31.07.2020 0
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8. Carry Out Sourcing

8.1 To see the list of purchase requisition’s replicated from the backend HANA system & create
tender’s against them, user need to go to Carry Out sourcing option. Follow below steps.

8.2 Select “Strategic Purchasing” tab then click on “Strategic Sourcing” link. Under “Central
Function” click on “Carry Out Sourcing” link.
Steps would be as Strategic Purchasing = Strategic Sourcing = Central Functions - Carry Out
Sourcing.
Please see the screenshot below.

" a
A id
~J&l -
Home Strategic Purchasing
Overview Reports

Strategic Sourcing

Contract Management Strategic Sourcing o (]
Business Pariner
- POWL =
Workload Redistribution =
Active Queries

Services

RFxs All(54) Saved (1) Awaiting Approval (34) Published (48) Completed (0) Release Rejected (0) Deleted (0
Auctions All (3) Saved (0) Published (1) Active (0) Paused (0) Ended (0) Completed (0]
Sourcing Templates All RFxs (0) RFP (0) RFQ (0) All Auctions (0) English Auction (0) Company Best Bid (0)
Central Contracts Al ()
Document Qutput Last 7 days (17
Milestone Plans Al (0)

Advanced Search

Create Documents
* Auclion

* Auction Template
* RFx

* RFx Template RFxs - All

~ Hide Quick Criteria Maintenance Query has been changed

R —

Name of RFx [ |

8.3 A new window will get displayed as shown below. This is the first step of searching the Purchase
requisitions. There are various search criteria’s provided through which you can search the

Change Query Define New Query Personalize

Central Functions
* Camry Out Sourcing

Upload / Migrate Certificate

purchase requisitions.

Assign Sources of Supply: Step 1 (Select Requisition)
|4 Previous |[Next b] | [Close || System Info || Greate Memory Snapshot | [@.]
1 [2] I3} 4] 4
I» 157 il 4 -
Select Requisition Assign Sources of Supply (No ltems) Review Drafts (No ltems) Summary Screen (No Documents)
w Search Criteria: Requisitions [7] o
Number of Requisition: : Name of Requisition: :I Seftings
L — P Calogor
Product swpier: [ [
Reweser [ [ Edermaleaurement ]
g O i Account Assic Category: -
PurchasingGroup: | [ Account Assignment Number: | [
Prarity [ [+ Infended for Grouping: []
Delivery DateRange: [ |+] Include Locked ltems: [
Delivery Date: [ To: [
| setect Al || Expand || Collapse | | [ Hide Subordinate Outlines | || [Reject ttems Filler Seflings
EL Requisition / Item Number Description Category Priority  Quantity Unit Requester Delivery Date  Supplier Mumber  Supplier Name Contract Info Record External fem Number Logical System D
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8.4 If you know the PR number, then enter SAP Purchase Requisition in “External Requisition” field
and click on “Search” button. Purchase Requisition Line items shows below

Assign Sources of Supply: Step 1 (Select Requisition)
[4 Previous |Next L)‘I | |Close System Info || Create Memory Snapshot

it o > g

Select Requisition Assign Sources of Supply (No Items) Review Drafts (No ltems) S y S (No D ts)

4

Number of Requisition: [ | Name of Requisiton: | | :
ltem Description: [ | Product Category: | &)
Product: | ) Supplier: | )
Requester: | External Requirement: [2001000964 e
Purchasing Organization: | [a)} Account Assignment Category: -
Purchasing Group: | (=] A t Assi Number: | (=]
Priority: | [+ Intended for Grouping: | |
Delivery Date Range: | =] Include Locked Items: [ ]
Delivery Date: | To: | fa
8.5 Click on “Select All” button and click on “Next” button.
@
—1 2 3 4
Select Requisition Assign Sources of Supply (No lems) Review Drafts (No Items) Summary Screen (No Documents)
Number of [ ] Name of on: | ] Settings
ftem Description: |- Product Category: | B
Product: | a Suppher: | s }
Requester: | [ ] Extenal Requirement 2001000964 |
Purchasing Organizaton: [ F3 Account Assgnment Categary: [ I
Purchasing Growp. | [ ] Account Assignment Number: | e |
Priority: | ) Intended for Grouping ||
Deivery DateRange: [ %) Include Locked ltems: ||
Delivery Date: | o | E
[Seareh]
Expand || Coltagse | | | Hido Subordinate Outines AN Categories =1 | [ Reject tems
=T Raquon | Hem Humber Calegory Priceity Quanity Ut Requester DeiveryDale  Suppler Number SupplierName Contract InfoRecord External lfem Number L
[ - &oncon0teen o001 OIL BOUND DISTEMPER / ACRYLIC 31211502 280 KG PLUSER 21.07.2020 2001000964/00010
T Crzevooeieez  oon2 Eanhwork 72000000 1 AU PLUSER From2107.2020 2001000964/00020
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8.6 Once you click on “Next” button, system will direct to next step#2 of selecting the Draft
document to be created.
Once again click on “Select All” button to ensure all the PR’s and line items are properly

selected.

Then click on the “Create Draft” button and select “RFx” from the drop down list as shown in
below screenshot.

Assign Sgurces of Supply: Step 2 (Assign Sources of Supply ( 2 Items))
4 Previcas @ Save || Close || System info || Create Memary Snapshot | j

I» 1 2 3 4 -
Selec! Requisition Assign Sources of Supply [ 2 ems) Foerview Drafls (No Rems) Summary Sceean (Mo Documsents)

| Select Al || Expand All || Colapse Al || Change || Refresh | | | Propose Sources of Suppl] |[Creale Dran 4| | | Replace Hem with Catalog ltem || Undo | | | Subenit 1o Grouping | | | Remewe | | | Assign to My Purchasing Growp |

Bl Requisition / llem Number Exiernal em Number Coefigurable ilem Mumsber  Descrif :::hm Variant Cabegory Description Priority Quantity Unil  Defivery Dale Supplier Number  Supplier Mame  Condraci  Condra
= & 20000001681 2001000964 o0 DAL BYUNU LES TEMPER / QCRYILIC ‘Waler based paints 280 KG 21072020
v (720000001662 2001090964 00z Eartwonk Comsbuclion Serdce 1 AU Froe 21.07.2020

Dialaisd Garvinas

8.7 Once you click on “Next” button, system will direct to next step#3 of selecting the Transaction
Type for the tender to be created.

From the drop down list select “ZLT1- Advt/Open Tender 1 Env” option.

8.8 Once the tender type is selected, click on the “Edit Selected Drafts” button as shown below.

Assign Sources of Supply: Step 3 (Review Drafts ( 2 Items))

|4 Previous |[ Next b| | [ Process All Drafts || Close || Process Selected Dratts || Edit Selected Drafts || System Info | Create Memory Snapshet | (@]
12 1 2 3 4 -4
Select Requisition Assign Sources of Supply (No liems) Review Drafts ( 2 ltems) Summary Screen (No Documents)
w Created Drafts 7]
Change Selected Draft To 4 Settings
5 Draft Mame Draft Type Supplier Number Supplier Transaction Type
10100019 22.07.2020 11:11:30 Bid Invitation ZAT1 : AdviOpn Tender 1 Env -

|* ' Details of Selected Drafts 10100019 22.07.2020 11:11:30

Setiings
B Requisitien / ltem Number Cenfigurable ltem Number Description Category Quantity Unit  Info Record Net Price Gross Price Currency
- ¢aj 2000000166/ 1 0001 OIL BOUND DISTEMPER / ACRYLIC 31211502 280 KG 43.75 per 1KG 4375 INR
~ []2000000166/2 0002 Earthwork 72000000 1 AU 0.00 INR
= §ih 2000000166 /3 0002.A4 Earthwork upto 1.5 Mirs. depth in bulk 72000000 10 M3 391.00 per 1M3 391.00 INR
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8.9 A new window will get opened with all the details required for RFx creation.

Details are explained in next section#4 — RFx Creation. Simultaneously system will automatically
move to next step#4. Click on the “Close” button to close this screen.

Assign Sources of Supply: Step 3 (Review Drafis ( 3 Items))

[« Previous | Next »| | [ Process All Draﬂsl Close !MProcess Selected Drafts || Edit Selected Drafts || System Info |[ Create Memory Snapshot

I 1 2] 3 B -l
Select Requisition Assign Sources of Supply (No items) Review Drafts ( 3 Items) Summary Screen (No Documents)
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9. RFX Creation - Edit RFx

9.1. RFx Parameters
9.1.1 The RFx screen will be in Edited mode. The RFx number will get generated automatically
and it is an incremental unique number generated by system. The panel at the top
displays the RFx number, RFx Name (40 characters), type of RFx and created by &
creation date and time information. Please see the screenshot below.

Type Limited Tender 1 Env Ytatus Published

Created On 22.07.2020 11:13:03 Created By 10100019 Time Zone INDIA
External Version Number 1

9.1.2 The RFx name is defaulted by system in the format of “User Id, Date, Time”. The RFx
Name can be modified if required by the Tender Creator with some meaningful short
description of the tender.

RFx Number 5100000134 RFx Name P2P Open Tender

Number of items 2 Version Number 1 Version Type Active Version

Please see the screen shot below.

Version Type Active Version External Version Number

- RFX Information }' Bidders ~ Items -~ MNotes and Attachments -~ Weights and Scores ~ Approval ~  Tracking

Number of Items 2 Version Number

RFx Parameters ‘ Questions | Notes and Attachments

Identification Event Parameters

RFx Name: [10100019 22.07.2020 11:11:30

s

TargetValue: | 16,160.00] NR

Detailed Price Information
Follow-On Document: |Purchase Order or Contract | =]

Bidder Can Change RFx Responses AMC Indi

Tender Description

RFx Type
Publication Type

Organization
Purchasing Organization

Purchasing Group:

AdviOpn Tender 1 Env

Public RFx [~

Mumbai Port Trust Purchase Organisation

Civil Depariment Purchase Group Show Members

Allow Multiple RFx Responses for Each Gompany:
Display Weighting to Bidders: [

Tender Fee

[+

Percentage Bic

Security Deposit
* Security Deposit Required: [ ]

* Security Deposit Percentage: |
Dates Required: []
Rex sart D
Price Rix Opening Date: 00:00-00 Required: []
Technical RFx Response Opening Date: 00:00:00
End of Binding Period: | |I]
vata From To: [ .-

Eamest Money Deposit

* Reason for EMD Exclusion,

Scenario Award/Contract

There are various fields provided on the RFx screen as below. Details description of the
fields available for maintaining the data is given in table below.

RFx Information = RFx Parameters

Identification

Field Description Field Status
Port Tender | Enter the internal port tender number followed by the | Editable

No respective Port.

Tender This is 256 character in length. Used for entering the long | Editable
Description | description of the Tender

RFx Type Type of Tender Non-Editable
Publication | System Defaulted — Restricted RFx Editable
Type

Organization
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Purchasing System defaulted Non-Editable
Organization
Purchasing System Defaulted Non-Editable
Group
Dates
RFx Start | Date from which the Tender process will start after it is | Editable
Date approved and published
RFx Date by which the Bidder should submit the response Editable
Submission
Date
Price Rfx | RFx Price Opening Date Editable
Opening
Date
Technical RFx Technical Opening Date Editable
RFx
Response
Opening
Date
Valid From / | Binding period of the tender Editable
To
Event Parameters
Currency System Defaulted as INR. Not to be changed Editable
Target Value | System defaulted based on the estimates in the Purchase | Editable
requisition. Not to be modified.
Detailed System defaulted. Not to be changed Editable
Price
Information
Follow-on Defaulted by system. The document to be created i.e. either | Editable
Document a Purchase Order or Contract against the L1 bidder
response. Not to be changed.
Bidder can | Will be checked by default. This allows the bidder to change | Editable
change RFx | the submitted responses until the RFx submission deadline
Response date is not reached. If unchecked, response once submitted
cannot be modified by the Bidder. Not to be changed.
Allow Will be checked by default. This allows the bidder to change | Editable
multiple RFx | the submitted responses multiple times, until the
Response submission deadline date is not reached. If unchecked,
for each | Bidder cannot modify & re-submit the responses. Not to be
company changed.
AMC Is applicable for the AMC tenders. If checked TCR with | Editable
Indicator ALR/AVR will be generated
QSBC Currently not available Editable
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Tender Fee
Tender Fee | Check this field if tender fee needs to be collected from the | Editable
Required Bidder
Tender Fee | Enter the percentage of amount to be collected from the | Editable
Percentage | Bidder. System automatically calculates the tender fee and
displays in the Tender Fee field
Tender Fee Buyer can input the amount here instead of entering the % | Editable
Submission | Tender Fee is required to be submitted before this Date and | Editable
Deadline Time by the Bidder without which the Bidder will not be
able to create & submit the responses
Earnest Money Deposit
Required Check this field if EMD fee needs to be collected from the | Editable
Bidder
EMD Enter the percentage of amount to be collected from the | Editable
Percentage | Bidder. System automatically calculates the EMD fee and
displays in the EMD Fee field
Amount Buyer can input the amount here instead of entering the | Editable
EMD %
Submission EMD Fee is required to be submitted before this Date and | Editable
Deadline Time by the Bidder without which the Bidder will not be
able to create & submit the responses
Pre-Bid Meeting
Pre-Bide Check this box if pre-bid meeting needs to be conducted | Editable
Meeting with the Bidders.
Required
Pre-Bid Start | Provide the start date & time for the pre-bid meeting to be | Editable
Date & Time | started
Pre-Bid End | Provide the end date & time for the pre-bid meeting | Editable
Date & Time | discussion
Pre-Bid Location of the meeting that was held. Editable
Location
Pre-Bid Mention the concluded points in the column. This is 256 | Editable
Remarks characters in length.
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9.1.3 Enter all the applicable details required for the tender to be published.

RFx Number 5100000184 RFx Name P2P Open Tender Type Adw/Opn Tender 1 Env Status Published Created On 22.07.2020 11:13:03 Created By 10100019 Time Zone INDIA MNumber of Suppliers 3
Number of ltems 2 Version Number 1 Version Type Aclive Version External Version Number 1

RFX Information T/ Bidders ]’ items f Notes and Attachments ]/ Weights and Scores ]/ Approval ]/ Tracking I

RFx Parameters | Questions | Notes and Attachments

Identification Event Parameters
RFx Name- |P2P Open Tender
Port Tender No: | MBPT/CE/2020/249
P2P OPEN TENDER - SINGLE

_ENVELOPE Detailed Price Information: |Simple Price
Tender Description:

Currency: [INR
Target Value: 16,160.00 INR

Follow-On Document:  Purchase Order or Contract

Bidder Can Change RFx Responses: AMC Indicator: []
RFx Type: | Adw/Opn Tender 1 Env
= Allow Multiple RFx Responses for Each Company: asec: [J
Publication Type: |Public RFx
Display Weighting to Bidders: [ | Percentage Bidding: [ |
Organization
Purchasing Organization: | Mumbai Port Trust Purchase Organisation Tender Fee Security Deposit
- 5 .
Purchasing Group: | Civil Depariment Purchase Group Show Members Security Deposit Required
* Security Deposit Percentage: |10
Dates

Required:

RFx Start Date: |22.07.2020 11:55:00 Tender Fee Percentage:

¥

* RFx Submission Date: |22.07.2020 12:20:00 * Tender Fee: 323.20| INR

Price Rfx Opening Dale: [22.072020 | [12:30:00 Submission Deadiine: |22.07.2020 | |12:20:00
Technical RFx Response Opening Date: [22.07.2020 | [12:30:00
End of Binding Period:

Valid From / To* - Required:

Eamest Money Deposit

9.2. Maintain RFx Parameters

It's mandatory to maintain RFx parameters for any of the tender type.
9.2.1 Click on the button “Maintain RFx Parameter” as shown below.

Edit RFx :
| Read Only | | [ Close |[ Technical RFx || Permissions || Publish || Save || Check || Export || Print Preview |[ Delete ||Maintain Rix Parameter Ilmport [s

9.2.2 A new screen will be displayed. User can either add his own questionnaires or it can be
selected from the available repository. Click on “Import” button to select questions from
available repository. A new window will get displayed. Select multiple questions and
then click on “Transfer” button.

Application to maintain Question

£

Bid No: 5100000174

Please maintain Question

Add Row | Save @ Delete | Close | Import

ITl'j SNo Group ueston Attachment Required
No W

£ No v

2 No S
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Please select data to be imported

] Question Group Attachmeni

. DO YOU HAVE PREVIOUS WORK EXPERIENCE. UPLOAD DOCUMENTS. Eligibility Criteria [N«
DOU YOU HAVE PAN NO Eligibility Criteria 1Mo
DOU YOU HAVE TAN NO. Eligibility Criteria o
IN LAST 7 YEARS, EXPERIENCE OF 3 COMPLETED PURCHASE ORDERS OF MINIMUM 4 LAKHS ATTACHED?  Eligibility Criteria  [No

. WHETHER ANNUAL AVERAGE TURN OVER .FOR LAST 3 YEARS IS ABOVE RS.10/15/50* LAKHS Eligibility Criteria [0
WHETHER BIS LICENSE HOLDER Eligibility Criteria No

. WHETHER DOCUMENTS FOR START UF ATTACHED? Eligibility Criteria Y'es
WHETHER DOWN LOADING CHARGES OF RS.105/- PAID Eligibility Criteria [«

Click on “Save” and then click on “Close” button to close the window. Please see
screenshot below.

m-

Data Store successfully..,

SA ;l Application to maintain Question

Bid No: 5100000134

Please maintain Question
Add Row | Save | Delete  Close | Import

T SHMo Group Question Aftachment Required
Eligibility Criteria DO YOU HAVE PREVIOUS WORK EXPERIENCE. UPLOAD DOCUMENTS. Mo w
Eligibility Criteria IN LAST 7 YEARS, EXPERIENCE OF 3 COMPLETED PURCHASE ORDERS OF MINIMUN Mo w

9.3. Maintain Tender Committee
In this section we will see how the tender committee is maintained and will be
responsible for performing the technical and commercial scrutiny and evaluation
activities.

We have different roles defined in system that decides the activity to be performed by
the individual user’s.

9.3.1 Click on “Permission” button and add user-ids under the Tech Scrutiny, Price Opener,
Tech Evaluator, Price Scrutiny and Price Evaluator roles
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Tech Seruting  Price Opener  Technical Evaluator Price Evaluator  Bid Floor Admin.

O O | O @

User Name: izatii Company
Building Telephone

9.3.2 Once you click on “Add” button, Buyer needs to provide the user id and the then click on
he “Search” button. System will display the user details. Select the row and then click on
“Transfer” button. Please see screenshot below.
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Save || Close Window Al
User Permission Assignment

[d | Detee |

Usar Technical Openar Tech Scrufing Price Opener  Technical Evalualor Price Scruliny  Price Evalualor  Bad Floor Admin.
10100020 [ [l ] [ [ n -

Uger Details

Add User

ITCah:

User Name 10100011
First Hame:

Search
OFEr Details

First Hame Last Hame User ID Persen D Employes D  E-Maill  Department  Position Name
SIDDHASANJAY APHALE 10100011 00000000 00000000

)

[l

9.3.3 Similarly, Buyer can add multiple users in the Permission tab and assign appropriate
roles for performing the activities in SRM. After adding the user’s & assigning respective
roles the permission tab details will look like below.

Please refer below table for the roles and its functionality.

Permission Tab (Tender Committee)

Role Name | Role Description Field Status
Bid Floor | This role is assigned by default to the user creating the | Editable
Admin Tender i.e. the Buyer. Its recommended not to change

Technical User assigned under this role is responsible for opening the | Editable
Opener technical responses received. In Open Tender Two Bid

system process, system will default this role to the Buyer
creating the tender.
Tech User’s responsible for performing the technical scrutiny Editable
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Scrutiny

Technical User’s responsible for performing the evaluation or reviews | Editable
Evaluator on the details submitted by the scrutiny team

Price User’s responsible for performing the Price opening of the | Editable
Opener tender’s once it is initiated by the Bid Floor Admin

Price User’s responsible for performing the price scrutiny Editable
Scrutiny

Price User’s responsible for performing the evaluation or reviews | Editable
Evaluator on the details submitted by the scrutiny team

RFx Mame P2P Open Tender RFx No. 5100000184

[E==]
R Permissions updated successfully
User Permizsion Assignment

[Ada ][ Detete |

User Technical Opener Tech Scrutiny  Price Opener  Technical Evaluator  Price Scruting  Price Evaluator  Bid Floor Admin. |:|

| 10100018
| 10100024

Td | 10100025 ( Q

User Name | Organization ] Company
Building Room Telephone

9.4. Item Tab
9.4.1 Click on he “Items” tab of the RFx document. This tab contains all the BOQ items

mentioned in the purchase requisition. All the items will be replicated from the
purchase requisition automatically.

9.4.2 To see the details of the item’s click on the “Details” button. System will display all the
details pertaining to the material / services as shown in the screenshot below.

RFX Information \/ Bidders ﬁ/ Notes and Attachments \/ Weights and Scores V Approval \/ ‘Tracking 1

| | [ ] { ]
I Add Line _ ][ Add Subline _ |[7][H][ Gut ][ Gopy ][ Paste . | Delete | Expand All Gollapse Al Filter Setiings Hide Outline
B LineNumber liemType  ProductiD  Descriplion Lot Allow RFx Response Modificalion  Variant  Product Calegory  Quanity ~ Unit  Cumency Delivery Dale  Nefes  Atiachments Internal item Numoer | |
’7 - @E Material 1000000590 OIL BOUND DISTEMPER / ACRYLIC [ O 31211502 280 KG INR ] '] 1
_ | v cm  outine Earthwork ] 72000000 1A IR [ [} 2
J - @BE Service 8300000009 Earthwork upto 15 Wirs depthinbulk [ (] = 72000000 M3 INR [ 1 3

=

Questions | Noles and Attachments
Identification Currency, Values and Pricing
Control Key: Material functional Currency-
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9.5.
9.5.3

Number of ltems 1

Approval Tab

Under this tab, Buyer will be able to see the Approver’s determined by the system.
Depending on the value and type of the Tender the levels of approvals may vary.

Version Number

Version Type Active Version

External Version Number

RFXInformation -~ Bidders =~ Hems - Notes and Attachments -~ Weights and Scores |: ;Apprmml 1" Tracking

Cument Status. | Initial

Current Process Step

Currently Processed By

Approval Process Data

Download as XML

Header Approval ote

Follow Up: []Work ftem to Requester af Process End

Header

Header Approval Status

Add Approver
Sequence
* 001
* 002
* 003

Remaove Approver
Process Step
SRM RFx Completion
SRM RFx Completion
SRM RFx Completion

Reviewer(s) for the Document

9.6.
9.6.1

9.6.2

Processor Received On Processed On
MANDAR PARKAR
RAMESH SUBRAMANIAN

GANGADHAR YEDDY.

Status

Open (No Decision Made)
Open (No Decision Made)
Open (No Decision Made)

C-Folder Attachment
Before publishing the tender’s there are many supporting documents to be uploaded.
Such as NIT document, Technical Specifications, Drawings etc. These documents are
useful for the Bidder to understand the requirements and submit the technical and
commercial responses accordingly

Forwarded By

Seflings

Please refer below table detailing about the standard folder’s available for uploading
the documents and their purpose.

C-Folder

Folder Folder Description Used By

External Area | Contains documents that are to be shared with the RFx | Buyer/Tender
respondents. Creator

NIT document has to be uploaded in the this area.

Collaboration

Used by RFx respondents and evaluators to exchange
information, for example, the RFx respondents can ask
questions that are answered by the evaluators.

Buyer / Bidder

Internal Area | Contains documents that are only to be viewed by users | Port Users
from the purchasing organization.

Evaluation Contains evaluator comments Evaluators

Technical Bid | When the RFx respondent creates an RFx response, a | Bidder

folder is created under Technical Bids in which the RFx
respondent can store technical RFx response documents.
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9.6.3 To upload the documents in C-folder and digitally sign the uploaded documents, click on
the “Notes and Attachment” tab located under “RFx Parameter” option. Scroll down and
click on “Add Attachment” button

Please see the screenshot below.

Numberofftems 1 VersionMumber  Version Type ActiveVersion  Extemal Version Number
|| Empy.
J -Empty-
Tengering texd Empty-
Empty.

ot Deseroion G proe p———

Category Descripon  File Name Version Processor Visible Intemally ony  Cheched Out Type Size(KB) Changedby Changed en
3] The tabie does not contain any data

Collsoration Raom Created on
(3] o colaboration has yet been created

Collaboration Rocen Created on
[5] He colsboration has yet been crested

Add Aachment || Pelele || Veity Signature Filter Settings

cFoider Name  Calegory Descriphion  File Name WVersion Processor Checked Oul Type Size(KB) Changedby Changed on
3] The table dees not contain any data

9.6.4 A new window will be displayed and system prompts to select the folder in which the
document has to be uploaded. Select “External Area” and then click on “Browse” button
as shown in the screenshot below.

Add Attachment

Here, you can upload a file and aftach it to the header
File: |—|ﬁ rowse. .
Description: | |

Folder Mame ERNAL AREA|~
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9.6.5 Select the document from the respective folder on your PC/Laptop and then click on the
“Open” button.

(& ChooseFile to Uplead >
4 || <« IPAPro.. » 0SS Raised Documents v o O Search 0S5 Raised Documents,
Organize = Mew folder Bz~ ™ @
Add Attachment [ This PC " Mame Date modified Type
(P AN D AT e TN oty B 3D Objects Application Error.docx 5/25/2020 5:43 PM Microsoft Word
Eiee | | Browse.| B Desktop Bidder lssue.docx 7/17/2020 11:02 AM Microsoft Word
wioe [ ] Documents [&] BSP Page ErrorJPG 7/17/2020 3:56 PM IPG File
[ i Downiond Mew Microsoft Word Decument.docx 6/15/2020 12:22 AM Microsoft Word
ownioads 4 RFx Response Submission Error in custo...  7/15/2020 1:33 PM Microsoft Word
b Music RFic Response Submission Error.docx 7/7/2020 5:04 PM Microsoft Word
[ Pictures |&] SAP_CFX_Comp_Creator.JPG 7/19/2020 428 PM IPG File
B Videos SM21 Log.XLSX 7/19/2020 4:36 PM Microsoft Excel
‘i Windows (C3)
= Data Disk (D)
@ CD Drive (E:) WE
Srnnees e wne ¥ S 24
File name: | SAP_CFX_Comp_Creator PG | Al Files () ~
Cane

9.6.6 Once the file is uploaded the screen will be displayed as below. Click on “Ok” button to
proceed further.

Here, you can upload a file and attach it io the header
File: [D:MPA ProjectlPA Projed| Browse |

Description: | |
Folder Hame: [EXTERMNAL AR [«|

9.6.7 System prompts for digitally signing the uploaded document. A window will be
prompted and then click on “Ok” button as shown in screenshot below.

NavigationTarget= ROLES%3A%2F %2 Fpartal_content3:2F com ipa.|PA_Cantent%:2Fcom.ipa.Partal_Reles%2Fcom.ipa.to_strategicpurchaser%2Ffl_navi%aFeam.sap

Message fram webpage x

agement will not
the DS 0g file 1

aft this alert insia

vou
Application

9.6.8 Another window will be prompted, where the buyer needs to select the correct digital
signature and then click on “Sign” button.
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e The signed document cannot
« Unable to determine the authg
« The document's signature can

To signthe document, select one of the certificates and choose Sign.

0060 shira, Fhone=f1 =c0 4 db 4513ff2 11 dbB0f] ae. S
C=US, S=CA, 0=5AF Labs, L=Palo Alto, OlU=Cloud Integration, CHN="wdf sap.corp (C=US, S=CaA, 0=SAF Labs, L=Palo Alto, OlU=Cloud Integral
DC=com, DC=Techiahindra, OlU=kumbai, OU=Users, CN=Abhay Subhash Gade, E=AGI0E15222@TechhMahindra.com (DC=com, DC=Tech

.
EYY  Digital Signeture Gancel

9.6.9 Enter the password in the window prompted and then click on “Ok” button.

Digital Signature

Use the document's digital signature with your personal key to ensure the following properties.

» The signed document cannot be changed later (integrity).
+ Unable to determine the author of the signature (authenticity).
* The document's signature cannot be disputed later (binding).

Enter User PIMN

User PIN: I tttmttttl

MNote: Length should be between 6—32 characters

OK I Cancel | SoﬂKeybna.rdl

9.6.10 Once the password is successfully verified, system will display a confirmation window.

Click on “Ok” button as shown below.

Message from webpage

Document signed: signer details (CN-P

1 SN=204958cfac7f8ade81ec2bf3cfa371247d5e0abe7f2¢141163b
647b015673417,

telephoneNumber=f19db29af81bdf79920dcd04d20c898dadba

€7¢e0803¢704819ff211db60f 1a¢, SP=Maharashtra,

postalCode=400607, O=Personal, C=IN)
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9.6.11 Similarly, Buyer can add multiple documents following the same steps. The size of the
individual file should not exceed 5 mb. Buyer can upload multiple documents in the
External Area folder and Collaboration folder as shown below.

All the uploaded documents need to be digitally signed by the Buyer.

Number of Hems 1 Version Number Version Type Active Version External Version Number

Bidders L’ ltems k Notes and Attachments l/ Weights and Scores L/ Appraval Y Tracking I
RFxParameters | Questions | Notes and Attachments

Category Description
] Empty-
J Emply-
J Tendering text Empy-
J Emply-

[ Add |[ Edit Description || Versioning . || Delete || Create Profie | Filter Setiings

Category Descripfion  File Name  Version Processor Visible Infemally only Checked Out Type Size (KB) Changed by Changed on
B The table does not contain any data

Add Attachment || Delete || Verify Signature

Filler Setiings

cFolder Name: Category Description File Name Version Processor Checked Out Type Size (KB) Changed by Changed on
|— EXTERNAL AREA  Standard Atfachment SAP CFX Comp Creafor SAP_GFX_Comp_Creator. JPG sig 1 0 sig 49 10100020 20.07.2020
J COLLABORATION  Standard Attachment COLABORATION DOCUMENT ~ New Microsoft Word Document docx.sig - 1 0 sig 166 10100020 20.07.2020

9.7. Tracking Tab

14.7.1 Under this tab, Buyer can check all the history related to this RFx i.e. the Backend

purchase requisition, Shopping Cart that got created against this backend document and
the RFx that has been created

Any changes to the RFx can be seen here in this tab under the “Version Overview”
option.

All the updates can be checked under this tab. Please see screenshot below.

RFx Number 5100000184 RFx Name P2P Open Tender Type Adv/Opn Tender 1 Env Status Published Created On 22.07.2020 11:13:03 Created By 10100018 Time Zone INDIA
Number of Items 2 Version Number 1 Version Type Acfive Version External Version Number 1

RFX Information l/ Bidders } Items } Notes and Attachments L/ ‘Weights and Scores Y Approval )ml

View:|Indian Rupee ||

Number of Suppliers 3

Fiter Seffing
Document Name Dacument Number Back-End Document Number Status Date

External Requirement PI_USER 21.07.2020 19:27 2000000166 2001000964 Approved 21072020

RFx P2P Open Tender 5100000184 Published 22.07.2020

47



Tech
Mahindra

SAP User Manual for E2E Material and Service Procurement

9.8.

Publish RFx with Digital Signature

19.8.1 Once all the details are entered in the RFx click on the “Check” button. If there is any
mandatory information left out to be filled, system will display an error message in red
color. Else system will display message as below in green color.

“RFx is complete and contains no errors”

19.8.2 Please ensure that you have inserted the digital signature token in your PC/Laptop USB.

19.8.3 Click on “Publish” button as shown in screenshot below.

ltems Notes and Attachmenis -

Weights and Scores

Approval © Tracking

RFX Information Bidders - [
RFx Parameters | Quesfions | Motes and Atiachments

Identification

Tender Description

Event Parameters

Follow-On Document:

RFx Name: |P2P Open Tender T
Port Tender No: |MBPT/CE/2020/249 Target Value 16,160.00| INR.
Eﬁ'\’;é’ffp"gﬁ”m SSieLE Detailed Price Information: | Simple Price

Purchase Order or Contract

Bidder Can Ghange RFx Responses AMC Indicator: [
RFx Type: |Adv/Qpn Tender 1 Env
= Allow Multiple RFx: Responses for Each Company: assc: []
Publication Type: |Public RFx
Display Weighting to Bidders: [ Percentage Bidding: [
Organization
Purchasing Organization: | Mumbai Port Trust Purchase Organisation Tender Fee Security Deposit
5 .
Purchasing Group: |Civil Depariment Purchase Group Show Members Security Deposit Required
* Security Deposit Percentage: [10
Dates Required:
RFx Stari Date: [22.07.2020 | [11:55:00 Tender Fee Percentage: 2
* RFx Submission Date: |22 07 2020 12:20:00 * Tender Fee 323.20| INR
Price Rix Opening Date: [22.07.2020 | [12:30:00 Submission Deadline: |22.07.2020 | [12:20:00
Technical RFx Response Opening Date: |22.07 2020 12:30:00
T —— Earnest Money Deposit
Valid From { Te; Required
EMD Percentage: |5

19.8.4 Once you click on this button as pop-up window will be displayed as below. Click on
“Ok” button.

Message from webpage

Session Management will not work!

! Please check the DSM log file for details.

You can turn off this alert inside ‘Support Desk’ -> "SAP
Application’

19.8.5 A new window will be displayed prompting the select the digital signature. Select the
signature and click on “Sign” button as shown in screenshot below.
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SRR AL FIJ.W P FATR TS FR TR TR A
Techmical Opening date ¢ 20.07.2020

Price Opening date ¢ 20.07.2020 07:30:00
Valid From © 20007.2020 - 18.10.2020

To sign the document, select one of the cerificates and choose Sign.

C=lM O=FPersonal FostalCode=400607, S=haharashirs, Fhone=f9db?9af@1bdi?9920dcd4d20cid8dadb celB03c? 0463211 dbEO as, 5

CeUE, 5=CA, D=5AF Labs, L=Falo Alto, OU=Cloud Integratson. CH=*wdf sap comp (C=U5, S=C4 0=5AF Labs. L=Palo Alto, QL=Cloud Integrai
DiCecom, DC=Tachkahindra, OU=kMumbai, OU=Users, CH=Abhay Subhash Gade, E=AGI0615222ETechiahindra.com (0C=com, DC=Tech

€
& Digralsignetre S| | __concs

19.8.6 System further prompts to enter the password. Input the password and click on “Ok”
button as highlighted in below screenshot.

Enter User PIN bt

User PIN: I :mmmmu-l

Note: Length should be between 6—32 characters

OK I Cancel | SofiKevboard |

19.8.7 Again system will prompt a new pop-up window with the message that the RFx has been
digitally signed by the user. See the screenshot below.

attps:/fipasapgima.portebs.com:4302/sap (bD1IbiZiPTUwMCZwP TMOMEDINYIMy4TMCZpPTE=)/be/bsp/sapsrm/call_sig_ctrl/signature. htm?onlnputPracessing= SIGNATURE&sap-params=c3NmX3NIc3NfaWt

Message from webpage X

Document signed: signer details (CN=Abhay Subhash Gade,

! SN=204858cfacTfBadedec2bf3cfa371247d5e0abeTf2c1411630
647b07156734f7,
telephoneNumber=f19db29af31bdf79920d cd04d20c898dadba
e7ce0B03cT048f5ff211dbEDf 1ae, SP=Maharashtra,

postalCode=400607, O=Persanal, C=IN)

19.8.8 System displays message as “RFx xxxxx xxxx Xxxx has been published”.
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Please note that by clicking on Publish button, this RFx will not be available for the
Bidder to create response.

Based on the approvers maintained, system will follow the approval process. Once the
RFx is approved at all the levels then only it will be available to Bidder to submit his
responses.

As seen in the screenshot below the status of RFx is “Awaiting Approval”

Display RFx:
[#Edit] | | [Close |[ Technical RFx |[ Show my Tasks |[ Copy |[ Check |[ (5 Discharge RFx |[ Export |[ Print Preview || Maintain Rx Parameter || System Inform

RFx Number 5100000134 RFx Name P2P Open Tender IType Adv/iOpn Tender 1 Env ' Status Awaiting Approval Created On 22.07.2020 11
Number of Items 2 Version Number Version Type ersion rnal Version Number

"¢ RFX Information :

Bidders ~ Items Notes and Attachments ~  Weights and Scores ©  Approval ©  Tracking

r

RFx Parameters Questions Notes and Attachments

Identification Event Parameters
RFx Name: | P2P Open Tender Currenc
Port Tender No: | MBPT/CE/2020/249

P2P OPEN TENDER - SINGLE
ENVELOPE

Target Valu

Detailed Price Informatio
Tender Description:
pti Follow-On Docume

Bidder Can Change RFx Response
RFx Type: |Adv/Opn Tender 1 Env

N = Allow Multiple RFx Responses for Each Compan
Publication Type: |Public RFx e e

19.8.9 System will trigger email to the approvers as shown in screenshot below.

Kindly Approve RFx 5100000 &

Created = prer—

Hi RamanaMoorthy

Kindly Approve RFx 5100000 &2
RFx details are mentioned below:
RFx Number : 5100000 5%

RFx Date/Time : 20200708 193000
RFx Description : T2

Regards,

Workflow System

*** This is a system triggered e-mail from Indian Port Authority ***

9.9. Approving the RFx
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24.9.1 Please follow the step mentioned under Section 1.1 EBS Portal for logging to EBS portal.
Once the approver is redirected to the SRM portal through SSO, below SR screen will be
displayed

24.9.2 Select “Home” tab and the click on “Work Overview” link. Go to the “Tasks” tab. Here all
the documents which are pending for approval will be visible.

24.9.3 Select the appropriate document and click on the link as shown in screenshot below.

Lag Off

E - PROCUREMENT PORTAL. Weleome MANDAR PARKAR (10100010)

Login Time:22/07/2020 11:23.30 IST

= —

Show: [Hew and In Progress Tasks (10/10)  [=|[an - % FGE
B Subject Sent Date + Due Date 4 Status
o -

24.9.4 A new window will be opened. The RFx details will be visible in display mode. Approver
will not be able to modify or change the tender created by the Buyer.

Click on “Approve” button to approve the RFx. In this case the RFx will be approved and
will move to the next stage of approver.

Click on “Reject” button to reject the RFx. If the RFx is rejected, approver needs to input
the reason for rejection. This document will go back to the tender creator i.e the Buyer.

Buyer needs to take appropriate action and re-trigger the workflow again.

Approve RFx :
I[ Approve || Reject | | | Close || Inquire || Save || Export || Print Preview || Delete || System Information || Create Memory Snapshot || Related Links ,

RFx Number 5100000134 RFx Name P2P Open Tender Type Adv/Opn Tender 1 Env Status Awaiting Approval Created O/
Number of items 2 Version Number Version Type Active Version External Version Number

4 Bidders -~ Iltems -~ Notes and Attachments Weights and Scores i Approvall Tracking
RFx Parameters l Questions Notes and Attachments

24.9.5 Once the RFx is approved message “Publication of RFx (Number 51xxxxxxxx) was
approved.
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Display RFx:
| [ Close || Technical RFx || Show my Tasks || Copy || Check ||ﬁ Discharge RFx |[ Export |[ Print Preview |[ Maintain Rfx Parameter |[ ¢

J,‘fj Publication of RFx (Number 5100000184 } was approved

RFx Number 5100000154 RFx Name P2P Open Tender Type Adv/Opn Tender 1 Env Status Awaiting Approval Cn
Number of items 2 Vergion Number Version Type Active Version External Version Number

 RFXInformation 1r Bidders / ltems - Notes and Attachments | Weights and Scores < Approval «  Tracking
RFx Parameters | Questions | Notes and Attachments

Identification Event Parameters
RFx Name: P2P Open Tender
Port Tender No: |MBPT/CE/2020/249

AAMR ARCAL TEMAER  CIkAL £

24.9.6 Documents approved will disappear from the “Tasks” tab.

24.9.7 Similarly, the remaining approvers can follow the above mentioned steps and approve
the RFx.

24.9.8 RFx once approved at all the stages, the status will change to “Published” from
“Awaiting Approval”

24.9.9 A mail will be triggered to the Supplier about the publication of the RFx. See the
screenshot below.

RFx is available for RFx Response submission

Created =1 R.SUGANTHESWARI PRIYATHARISINI

Hi FELIX ENGG. CO. ,

RFx has been published and available for RFx Response submission.
RFx details are mentioned below:

RFx Mumber :

RFx Date/Time : 00000000 000000

RFx Description :

Regards,

Waorkflow System

*=* This is a system triggered e-mail from Indian Port Authority ***
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10. Technical RFx Response Activity

10.1. Initiate Technical RFx Response Opening
30.1.1 Buyer needs to login first to the EBS portal. Please refer to section number 1.1 for login
to EBS portal & SSO to SRM portal & follow the steps.

Click on “Strategic Purchasing” tab and then click on “Strategic Sourcing” link. At the
right side panel in the Search criteria screen provide the RFx number and then click on

“Apply” button.

This particular RFx will be displayed, select the RFx and click on “Display” button.
Simultaneously you can also click on the RFx number to open the RFx.

Please see the screenshot below.

well LATA DATE (1
E - PROCUREMENT PORTAL
Overview Reports
Strategic Sourcing
Contract Management INumber =| (5100000154 | | S

RFx Type:
Name of RFx
Status:

Business Partner

(Workload Redistribution

- Processed Since:
Services
Purchasing Organization

1

[Advanced Search Product Category:
Create Documents Submission Deadline
* Auction My RFx
* Auction Template Purchase Group I =
* RFx Number of RFxresponses: < [ | T ]
* RFx Template Supplier [ =
) Item Product [ ]
Central Functions:
* Cary Out Sourcing
P — View: | [Standard View] ~!| Create RFx Copy l Disp\ayl Edit Delete | Publish Responses and Awards Print Preview | Refresh Expor . B
RFx Number RFx Name Type  Status RFx Category Purchasing Organization Submission Deadiine Responses ||
| 5100000184 P2P Open Tender ZAT1  Published Mumbai Port Trust Purchase Organisation 22.07.2020 3

30.1.2 RFx will be visible in another window and it will be in display mode. Click on the “Initiate
Technical RFx Response Opening” button. This button will be active once the Technical
RFx Response Opening Date & time is reached.

Display RFx :
[ #Edt] | | | Close || Technical RFx || Permissions [Iniiiate Technical RFx Respense Opening |[[Open Technical RFx Response || Cepy || Check || [f Discharg

[ Questions and Answers ( 0) |[ Maintain Rfx Parameter || Sysiem Information || Greate Memory Snapshot || Related Links 4

RFx Number 5100000154 RFx Name P2P Open Tender Type Adw/Opn Tender 1 Env Status Published Created On 22.07.2020 11:13:03
Number of ltems 2 Version Number 1 Version Type Active Version External Version Number 1

" RFX Information I' Bidders - Items - Motes and Attachments [ Weights and Scores . Approval I' Tracking
RFx Parameters | Questions | Notes and Attachments

Identification Event Parameters

RFx Name: |P2P Open Tender
Port Tender No: | MEPT/CE/2020/249

Cummen

Target Val
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30.1.3 A new window will get opened. Here the Buyer needs to provide the password to
proceed further. Click on “Acknowledge” button. System will start the technical opening

process.

Simuitaneous Logon

User ID: 10100019
* Password:  eessssees

| Acknowledge | Cancel |
Process Start-End Time: 00:00:00

| -00:00:00

(G Help

Enter your system password for secondary verification. The
password is checked against the system.

30.1.4 Below screen will be displayed. Click on “Close” button to close this window.
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_'Lff User approval successiul

Process Details

Process Start-End Time: | 15:45:06 - | 15:50:06

Process Time Remaining

00:05:00

Extend Process Time: |[00:00:00 | [ Extend

Active Approvals

User Status
User Approved Approval Time
10100020 ] 00:00:00

1l Help

Enter your system password for secondary verification. The
password is checked against the system.

Close

10.2. Open Technical RFx Response
30.1.5 Technical Opener needs to login first to the EBS portal. Please refer to section number
1.1 for login to EBS portal & SSO to SRM portal & follow the steps.

Click on “Strategic Purchasing” tab and then click on “Strategic Sourcing” link. At the
right side panel in the Search criteria screen provide the RFx number and then click on

“Apply” button.

This particular RFx will be displayed, select the RFx and click on “Display” button.
Simultaneously you can also click on the RFx number to open the RFx.

Please see the screenshot below.
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4
E - PROCUREMENT PORTAL

~

Home: Strategic Purchasing

Overview  Reports

Strategic Sourcing
[ — I Number: 5] [5100000184 | o ]
= RFx Type: -
Business Partner
Mame of RFx: [ |
Workload Redistribution
saws [ [
- S
Services
g O
Advanced Search Praduct Gategory =
Create Documents Submission Deadline: | |¥]
* Auction My RFx: O
* Auction Template Purchase Group I =
* RFx Template suppier [ |7
ltem Product. | (=]
Central Functions
Clear
-
- [Standard Viev] ~ ' - | i s i i
PP — View: | [ 1 | Create RFx Copy | Display| Edit Delete | Publish Responses and Awards Print Preview | Refresh Export 4 B
E. RFx Number RFx Name Type  Stalus RFx Category Purchasing Organization Submission Deadline Responses ||
£ 100000188 P2P Open Tender ZAT1  Published Mumbai Port Trust Purchase Organisation 22.07.2020 3

Tech
Mahindra

|
Welcome LATA DATE (1
Login Time: 22/07/2020 20:1

30.1.6 RFx will be visible in another window and it will be in display mode. Click on the “Open
Technical RFx Response” button. This button will be active once the Technical RFx
Response Opening Date & time is reached.

Display RFx :

| [ Close |[ Technical RFx |[ Permissions | Open Technical RFx Response "]Copy || Check || (i Discharge RFx || Responses and A
| System Information || Create Memory Snapshot || Related Links |

30.1.7 A new window will get opened. Here the Buyer needs to provide the password to

proceed further. Click on “Acknowledge” button. System will start the technical opening
process.
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Simuitaneous Logon

User ID: 10100019
* Password: eessssses

| Acknowdedge | Cancel |

| -00:00:00

Process Start-End Time: 00:00:00

Enter your system password for secondary verification. The
password is checked against the system.

30.1.8 Below screen will be displayed. Click on “Close” button to close this window.
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Simultaneous Logon

.‘ User approval successful
Process Details

Process Start-End Time: |22:50:13 | -|22:55:13 |

Process Time Remaining

00:02:29

{1 Help

Enter your system password for secendary verification. The
password is checked against the system.

10.3. Technical Comparative Statement
30.3.1 Now we need to perform the TCR activity as this is a common process to be performed
for all tender types.

There is always as possibility that the tender committee members may be required to
change due to non-availability or transfer etc. In such scenarios, Buyer can always
modify the user’s in the Permission Tab. New users can be added or for the existing
user’s the roles can be modified.

To access the TCR report, click on “Response and Awards” button as mentioned in the
below screenshot.

Display RFx :
| Close || Technical RFx || Permissions || Copy || Check

| Create Memory Snapshot || Related Links , |

RFx

Responses and Awards Print Preview || Cuesti and A (0} intai
1

RFx Number 3100000154 RFx Name P2ZP Open Tender Type Adv/Opn Tender 1 Env Status Published Created On 22.07.2020 11:13:03 Crei
Number of tems 2 Version Number 1 Version Type Active Version External Version Number 1

Bidders ltems Motes and Attachments Weights and Scores Approval Tracking

Identification Event Parameters
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30.3.2 A new window will get opened. Select the “Technical Response Activity” tab and click on
the “TCR Report” button.

Responses and Awards
I Print Preview | I |2| | [ Close || Export || Questions and Answers (0 ) |[ System Information || Create Memory Snapshot]

Remaining Time 0 Days 00:00:00 RFx Mame P2P Open Tender Type Advw/Opn Tender 1 Env Status Published MNumber of Suppliers 3 RFx Number 510000013

Response Activity Surregate Bidding

Technical RFx Responses and Awards

TCR Report |Jrccept Reject || Refresh

RFx Response RFx Response Status Company Name Bidder Name RFx Response Version
6100000180 Bid submitted CONA INDUSTRIES CONA INDUSTRIES 1
6100000183 Bid submitted FELIX ENGG. CO. FELIX ENGG. CO. 1
6100000184 Bid submitted M/S. A. A. TRADERS, A. A. TRADERS, 1

30.3.3 A new window will be displayed. Here in this screen, the details provided by the Bidder’s
against the question maintained by the Buyer will be displayed. Buyer needs to provide
his findings under the “Buyer comments for 61xxxxxxx” for all the line items.

Technical Comparative Statement

E

5100000134

Mumbai Port Trust Purch,

Technical Comparative Statement

40000889 & 40000442 & 40000444 &
! ! f

§.No.  Group Question Buyer Comments for 6100000180 Buyer Comments for 6100000183 Buyer Comments for 6100000184
6100000180 6100000183 6100000124
1 Eligibility Criteria DO YOU HAVE PREVIOUS WORK EXPERI...  YES YES YES
2 Eligibility Criteria  IN LAST 7 YEARS, EXPERIENCE OF 3 CO... YES YES YES
List Of Attachments Email Logs for Shortfall Docs

30.3.4 For any shortfall documents, Buyer needs to intimate the Bidder to submit the same. To
perform this step, click on “Short Fall Docs” button as shown in screenshot below.

Save| Short Fall Docs | | Maintain Workilow Sequence © Forward | PDF | Close

30.3.5 A new window will get displayed as shown below. Here buyer need to provide the mail
content and then select the respective response and then click on “Send Mail”.
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Please Select Vendor to send Mail

Send Mail | Back

5 Quotation No  Vendorld  Vendor Name Email Id

. 100000164 3 40000442 FELIX ENGG. CO. ag00615222@techmahindra.com

Please maintain email content here

-~
||:| Email Content
Please submit scan copy of the PAN Number

30.3.6 Mail will get triggered and system will display the success message as shown in
screenshot below.

@

Mail send Successfully to Selected Vendors

:,'-' .
b To Send mail fo vendor for Short fall Docs

30.3.7 Once Buyer has performed his preliminary scrutiny and received all the shortfall
documents, it is mandatory to maintain the overall comments and forward it to the
scrutiny and review committee team.

It has to be noted that, the user’s having the Tech Scrutiny role (assigned in Permission
tab) assigned will be displayed under the “Scrutiny’s Team Comment” section.

Likewise, user’s having the Technical Evaluator role (assigned in the Permission tab) will
be displayed under the “Observation/Recommendation committee’ section.

If a new user/s are added or any modifications done in the role assignment the same
details will get replicated in the TCR screen.
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0K SEND TO COMMITTEE EVALUATION

Buyers Overall Comments.

Scrutiny’s Team Comment

User ID Full Hame Status Comments Dale  Comment's Time Comments
SIDDHASANJAY APHALE 00:00:00
HEMANT SHIVEAR 0oonon
]
Observation/R " jation committee’s Comments
User 1D Full Name Slatus  Comments Date  Commenrs Time  Comments
10100012 PERAMPATTANALIL GOFl 00:00:00
10100013 ARVIND APANDKAR 00:00:00

Short Fall Docs || Maintsin Workflow Sequence | Forwand | PDF | Close

Buyer need to maintain the overall comment’s and then click on “Save” button. It is
mandatory for Buyer to provide his overall comments.

30.3.8 The list of user’s displayed here are not in proper sequence since system picks the user’s
from the permission tab. For this reason, Buyer needs to maintain the sequence for how
the workflow should get triggered. Here Buyer can decide the sequence in which the
TCR report should flow.

30.3.9 A new window will be opened consisting the list of user’s based on their role assignment
will be displayed as shown in screenshot below.
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Maintain Sequence for Scrutiny Workflow members

User Name Full Name User Type Sequence
10100011 SIDDHASANJAY APHALE A 1
- 10100027 HEMANT SHIVKAR A 2

Maintain Sequence for Committee Workflow members

User Name Full Name User Type Sequence
- 10100012 PERAMPATTANALIL GOPI C 1
10100013 ARVIND APANDKAR C 2

30.3.10 Provide the sequences and then click on “Save Sequence” button. Then click on “Back to

Main Screen” button. The window will get closed and user will be re-directed to the
main TCR report screen.

30.3.11 Now Buyer needs to click on “Forward” button as shown below.

Save | Short Fall Docs | Maintain Workflow Sequence Forward PDF | Close

System will display message as shown in below screenshot.
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me

Workflow Started Successfully

30.3.12 Email notification will be triggered to the respective users to approve the TCR report.

10.4. Approving TCR
30.4.1 Follow the process of logging to EBS portal as detailed in section 1.1

30.4.2 Once the user is redirected to the SRM portal through SSO, below screen will be
displayed. Here the TCR report approver needs to navigate to “Home” tab and then click
on “Tasks” tab. Under “Tasks” system will display

Click on the work item displayed in the tasks list as shown below.

EE——

E - PROC UR EM ENT PO RTA L Wedcome SIDDHASANIAY APHALE (10100011)

Login Time: 22/07/2020 12:41.57 IST

- I L

Show: |Mew and In Progress Tasks (4 /4) [=][an = " FER

[ Sent Date ¥ Due Date 4 Status
Today New

30.4.3 A new window will get displayed as shown below.

Scrutiny member can input his comments and either click on “Submit” button to provide
his acceptance.

If there are some clarifications required from Buyer, then the scrutiny member needs to
click on “Return” button. The workflow will be re-triggered back to Buyer and Buyer is

required to provide satisfactory justification and then again trigger the workflow.

Scrutiny team also can view the comments provided by the previous members by
clicking on the “TCR pdf” button. System will display the report in pdf format.
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Click on the “Close” button to close this screen.

Please evaluate the below RFx

RFx No: (3100000154

evaluated|

Submit | |Return | TCR PDF |Close

30.4.4 Once the comments are submitted or the work-item is returned message “Data updated
successfully” will be displayed. Please see the screenshot below.
_!’.j Data Updated Successfully

Please evaluate the below RFx

RFx No: |5100000154

evaluated

Submit Return TCRPDF Close

30.4.5 Based on the number of user’s selected for performing scrutiny activities the workflow
will get triggered to the subsequent user’s.

30.4.6 Similar steps need to be repeated by the scrutiny members to login to EBS portal and
submit their recommendation’s.

30.4.7 Once all the scrutiny members have completed their activities, the workflow will get
triggered to the Review Committee members based on the sequence maintained by the

Buyer.

30.4.8 Review committee members need to follow the steps as mentioned above from
point#5.3.1 to point#5.3.5
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30.4.9 Once all the activities are performed and all the details captured, below screenshot will
be displayed.

Scrutiny's Team Comment

User 1D Full Name Status Comment's Date  Comment's Time Comments
10100027 HEMANT SHIVKAR APPROVED 19.07.2020 19:34:04 evaluated
10100011 SIDDHASANJAY APHALE APPROVED 19.07.2020 19:32:03 Evaluate by 10100010

Observation/Recommendation committee’s Comments

User ID Full Name: Status Comment's Date  Comment's Time  Comments

10100013  ARVIND APANDKAR APPROVED 19.07.2020 19:36:49 evaluated

10100012 PERAMPATTANALIL GOPl APPROVED 19.07.2020 19:35:31 evaluated
Save Short Fall Docs | Maintain Workflow Sequence | Forward | PDF || Close

30.4.10 Accept/Reject buttons will get activated once the

statement/report activities are completed. Click on “Accept”
shown below.

technical comparative
or “Reject” button as

Responses and Awards
| Print Preview | [ Close || Expest || C and A {8} || System Information || Creabe Memary Snapshet
Remairing Time 0 Days 00:00:00 RFx Name F2P Open Tender Type AdviCpn Tender 1 Emv Status Published Number of Suppliers 3
Response Activity | Sumrogate Bidding Technical Response Activity

Technical RFx Responses and Awards
[TER R:puril A:ua| Reject || Refresh |

RFx Response RFx Response Stahss Company Hame Bidder Name R
B1000001 30 Bid submitied CONA INDUSTRIES CONA INDUSTRIES

100000183 Bid submitied FELIX ENGG. CO. FELLX ENGG. CO.

B100000184 Bid submitied M/, & A TRADERS, & A TRADERS,

30.4.11 Once the response is technically accepted, status will get changed from Bid Submitted
to Tech Bid Accepted. Please see the screenshot below.
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Responses and Awards
| E | Exporl || Questions and Answars [ 0 ) || System infermation || Creals Mamary Snapaht |

Remaring Time Days 00000000 RFx Mame FIP Open Tender Type AdviOpn Tender 1 Env Status  Pubished Number of Suppliers 3 RFx Number 5100000184

mml Bidding

Technical RFx Responses and Awards
| TCR Regport || hﬂapl”_&uhﬂ || Redresh |

RFx Responss Company Name Bidder Nams RFix Response Version
6100000180 COMA INDUSTRIES CONA INDUSTRIES 1
B100000183 FELIX ENGG. CO. FELIX ENGG. CO. 1
RADNDNG T d Tarch Rid Bainetad MS A A TRADFES 4 A TRANFRES 1

Once all the above technical activities are completed, system will automatically enable a
button for initiating the price opening activity. The same is explained in the subsequent
section.

11. Price RFx Response Activity

11.1. Initiate Price RFx Response Opening
31.1.1 Buyer needs to login first to the EBS portal. Please refer to section number 1.1 for login
to EBS portal & SSO to SRM portal & follow the steps.

Click on “Strategic Purchasing” tab and then click on “Strategic Sourcing” link. At the
right side panel in the Search criteria screen provide the RFx number and then click on

“Apply” button.

This particular RFx will be displayed, select the RFx and click on “Display” button.
Simultaneously you can also click on the RFx number to open the RFx.

Please see the screenshot below.

N
‘ E - PROCUREMENT PORTAL e a0

el / Login Time:22/07/2020 20
Home Strategic Purchasing
Overview  Reports
Strategic Sourcing
Contract Management | Number: || [5100000184 I To ]

- RFx Type: [ - |
Business Partner
Name of RFx: | ]
Workload Redistribution .
I —
- P B
Services
g 0
Advanced Search ProductCategory: [ [
Create Documents Submission Deadline: | ||
* Auclion My RFx O
* Auction Template PuchaseGroup: | [
o e umber of RFx rsponses: 0[] 1) —
* RFx Template Supplier: I = |
ltem Product: | &
Central Functions
]
- Carry Out Sourg
- | [Standard View] - l i I i i i i
Upload / Migrate Cerfiicate View: |[ 1 | Create RFx Copy || Display| Edit Delete | Publish  Responses and Awards  Print Preview | Refresh  Export 4 B
EL RFx Number RFx Name Type  Status RFx Category Purchasing Organization Submission Deadline Responses ||
" 5100000184 P2P Open Tender ZAT1  Published Mumbai Port Trust Purchase Organisation 22.07.2020 3

31.1.2 RFx will be visible in another window and it will be in display mode. Click on the “Initiate
Price RFx Response Opening” button. This button will be active, once the Price RFx
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Response Opening Date & time is reached and the technical response activities are
completed.

A new window will get popped-up. Provide the password and click on “Acknowledge”
button.

Display RFx :
ZEdit] | | || Initiate Price RFx se Openingl|[ Close || Technical RFx |[ || Copy || Check || (55 Di RFx || Responses and Awards || Create Follow-on RFx || Export |
| Maintain Rix Parameter || U5 Change Price Open Date || System || Create Memory Snapshot || Related Links |

RFx Number 5100000184 RFx Name P2P Open Tender Type Adv/Opn Tender 1 Env Status Published Created On 22.07.2020 11:13:03 Created By 10100019
Number of items 2 ion Numb 1 ion Type Active Version External Version Number 1

m Bidders | ftems | Notes and Attachments | Weights and Scores | Approval | Tracking |
RFx Parameters ~ Questions  Notes and Attachments

Identification Event Parameters
RFx Name: P2P Open Tender Currency: INR
Port Tender No:  MBPT/CE/2020/249 Target Value: 16,160.00
P2P OPEN TENDER - SINGLE .

e Simultaneous Logon

User ID: 10100019 :

* Password: esessesss
[ Acknowiledge | Cancel | ¢
.
Process Details 3
Process Start-End Time: 00:00:00 - 00:00:00 i

T

{3 Help

Enter your system password for secondary verification. The
password is checked against the system.

|

31.1.3 Below screen will get displayed and it will display the list of user’s responsible for
Opening the price RFx response. Click on “Close” button to close this window.

31.1.4 Email notification will be triggered to the user’s for performing the price RFx response
activity.
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31.1.5 User need to follow the steps mentioned in Section#1.1 to login to EBS portal & SSO to
SRM portal.

Click on “Strategic Purchasing” tab and then click on “Strategic Sourcing” link. At the
right side panel in the Search criteria screen provide the RFx number and then click on
“Apply” button.

This particular RFx will be displayed, select the RFx and click on “Display” button.
Simultaneously you can also click on the RFx number to open the RFx.

Please see the screenshot below.
: |

E - PROCUREMENT PORTAL o ey 2o
Login Time:22/07/2020 20:(
Home: Strategic Purchasing
Overview  Reports
Strategic Sourcing
[ — | Number: ] [5100000184 | To ]
. RFx Type -

Business Partner

Mame of RFx: [ |
Workload Redistribution

T —

- Processed Since: =

9 O
Advanced Search Product Category I =
Create Documents: Submission Deadiine: | |=]
* Auction My RFx m}
* Auction Templale Purchase Group: I =
* RFx Template Supplier =

ltem Product | [a]
Central Functions
A ]
" Carry Ot Sawcing
- [[Standard View - ' . I . . .
P — View: [[ 1 | create RFx Copy || Display| Edit Delete | Pubish Responses and Awards Print Preview | Refresh Export 4 B
B\ RFx Number RFx Name Type  Status RFx Category Purchasing Organization Submission Deadline Responses | |
£ s1o0000184 P2P Open Tender ZAT1  Published Mumbai Port Trust Purchase Organisation 22.07.2020 3

31.1.6 RFx will be visible in another window and it will be in display mode.

Click on the “Open Price RFx Response Opening” button. This button will be active, once
Buyer has initiated the price opening process.

A new window will get popped-up. Provide the password and click on “Acknowledge”
button.
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Display RFx :
| | Open Price RFx Response || Close || Technical RFx || Permissions || Copy || Check || (5 Discharge RFx || Responses and Awards

| System Information || Create Memory Snapshot || Related Links |

RFx Number 5100000134 RFx Name P2P Open Tender Type AdvfOpn Tender 1 Env Status Published Created
Number of tems 2 Version Number 1 Version Type Active Version External Version Number 1

m’ Bidders f fems - Notes and Attachments = Weights and Scores - Approval - Tracking

RFx Parameters = Questions | Notes and Attachments

Identification Event Parameters
RFx Name: P2P Open Tender

Port Tender No:  MBPT/CE/2020/249

AR AR TR T SR

31.1.7 Provide the password and click on “Acknowledge” button. Below message will be
displayed and then click on “Close” button to close this window.

Simultaneouws Logon

User 1D: [ 10100015
* Password: |Hn"r1||n|

| Acknowledge | Cancel |

Process Details

Process Start-End Time: | 23:09:33 - | 231433
Process Time Remaining
00:03:27
:| (3l Help

:I Show !l | Enter your system password for secondary verification. The
password is checked against the system.

31.1.8 Similarly, other users can perform their activity of acknowledging the price RFx response
opening. The above process is through Simultaneous logon i.e. multiple users can login

and perform the activity simultaneously.
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11.2. Price Comparative Statement
31.2.1 Now we need to perform the PCR activity as this is a common process to be performed
for all tender types.

There is always as possibility that the tender committee members may be required to
change due to non-availability or transfer etc. In such scenarios, Buyer can always
modify the user’s in the Permission Tab. New users can be added or for the existing
user’s the roles can be modified.

To access the PCR report, click on “Response and Awards” button as mentioned in the
below screenshot.

Display RFx :

| | Close || Technical RFx || Permissions || Copy || Check || [5j Discharge RFx || Responses and Awards IIiCreate Follow-¢
|
| Create Memory Snapshot || Related Links 4 |

31.2.2 A new window will get opened. Select the “Response Comparison” tab and click on the
“PCR Report” button. Please see screenshot below.

Responses and Awards
[ Print Preview | | | [Close |[ Export |[ QuesBons and Answers (0 ) |[ System information | Create Memary Snapshot

Remaining Time 0 Diays 00:00:00 RFx Name F2¥ Open Tender Type AdwOpn Tender 1 Env Status Published Number of Suppliers 3 RFx Number 5100000184

Response Aciivity :I gale Bidding | Technical Response Activity

Comgare Sedected Responses || Compare Al Responses | Advanced Comparisen | =)| PCR Report | PCR for ALR and AHR

B Response Humber FResponse Version Company Hame Bidder Name
£100000180 it CONA INDUSTRIES COMA INDUSTRIES
E100000153 1 FELIX ENGG. CO. FELIX ENGG. CO.

31.2.3 A new window will be displayed as shown below. Buyer needs to maintain his
comments in the “Overall Comments” column and then click on “Save” button.
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ISAD4 Price Comparative Statement

o

Mumbai Port Trust Purchase Organisation

Price Comparative Statement

SNo. Description af the work unit Qty Tt Eslimate | Tet Eefinate :?J%TJ,;T_R\ES |ND?J§¥_2|ES FELX ENSG. gg'?::(rfutfﬁﬁ
Rate/Unit Amount in Rs Rs
. 1 OIL BOUND DISTEMPER / ACRYLIC  KG 280.000 4375 12250.00 48.00 13720.00 52.00 14560.00

Ranking For ltem Rank 1 Rank 2

2 Earthwaork AU 1.000 0.00 0.00 0.00 0.00 0.00 0.00

3 Earthwork upto 1.5 Mirs. depth in bulk M3 10.000 3591.00 3910.00 149.00 1490.00 95.00 850.00
Ranking For ltem Rank 2 Rank 1
Differ from Estimate Cost(in %) 5.28- 4.02-
BASIC COST -

Buyer's Comments

Buyers Overall Comments:

31.2.4 The price comparative report also contains the list of user’s responsible for performing
the Scrutiny and review committee activities.

ok, send to committee

Buyer's Overall Comments:

Scrutiny Team Comments / Remarks

User ID Full Name: Status Comment's Date  Comment's Time  Comments
I 10100019  LATA DATE 00:00:00
10100027  HEMANT SHIVKAR 00:00:00

Committee Comments / Remarks

User ID Full Name: Status Comments Date  Comment's Time  Comments
I 10100017  MUKESH NAWANI 00:00:00
10100018  ABDUL QAIYUM CHOUGULE 00:00:00

Save | Maintain Workflow Sequence = Forward | PDF | Close

These users are determined based on those maintained in Permission tab.
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31.2.5 Once the overall comments are saved, Buyer needs to click on “Maintain Workflow
Sequence” button.

ok, send to committee

Buyer's Overall Comments:

Scrutiny Team Comments / Remarks

User ID Full Name: Status Comment's Date  Comment's Time  Comments
I 10100012  LATA DATE 00:00:00
10100027  HEMANT SHIVKAR 00:00:00

Committee Comments / Remarks

User ID Full Name: Status  Ce t's Date  Ce t's Time  Comments
I 10100017  MUKESH NAWANI 00:00:00
10100018  ABDUL QAIYUM CHOUGULE 00:00:00

Save | Maintain Workflow Sequence = Forward | PDF | Close

31.2.6 A new window will get opened. Provide the sequences and then click on “Save
Sequence” button. Then click on “Back to Main Screen” button. The window will get
closed and user will be re-directed to the main PCR report screen.
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CAD 4
——

[

Maintain Sequence for Scrutiny Workflow Members

User Mame  Full Name User Type Sequence

. 10100019 LATA DATE A 1
10100027 HEMANT SHIVKAR A 2

Maintain Sequence for Committee Workflow Members

User Mame  Full Name User Type Sequence
. 10100017 MUKESH NAWANI c 1
10100018 ABDUL QAIYUM CHOUGULE C 2

Save Sequence Back To Main Screen

31.2.7 Now Buyer needs to click on “Forward” button as shown below to trigger the workflow.

Save Maintain Workflow Sequence| Forward || PDF | Close

System will display message as shown in below screenshot.

i

Workflow Started Successfully

SAP4
[ty

11.3. Approving PCR

31.3.1 Follow the process of logging to EBS portal as detailed in section 1.1
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31.3.2 Once the user is redirected to the SRM portal through SSO, below screen will be
displayed. Here the PCR report approver needs to navigate to “Home” tab and then click
on “Tasks” tab. Under “Tasks” system will display

Click on the work item displayed in the tasks list as shown below.

Log

E - PROCUREMENT PORTAL Welcome LATA DATE (10100

Login Time: 19/07/2020 17:27.1;

AMlerts  Tasks (3/3)  Newscations
Show: [Mew and In Progress Tasks (3/3)  |=|(an = % FEE

Subiect Sent Date: + Due Date & Stats

Pigase Evaluale PRICE COMPARATIVE REPORT for RFx 5100000174 Today New

Please Evaluale PRICE COMPARATIVE REPORT for RFx S100000116 Jun 24, 2020 New
R P / PORT Fx 51 114 Jun 24, 2000 LE

31.3.3 A new window will get displayed as shown below.

Scrutiny member can input his comments and either click on “Submit” button to provide
his acceptance.

_\-_"_',E Data Updated Successfully

Please evaluate the below RFx

If there are some clarifications required from Buyer, then the scrutiny member needs to
click on “Return” button. The workflow will be re-triggered back to Buyer and Buyer is
required to provide satisfactory justification and then again trigger the workflow.

Scrutiny team also can view the comments provided by the previous members by
clicking on the “PCR pdf” button. System will display the report in pdf format.

Click on the “Close” button to close this screen.

31.3.4 Once the comments are submitted or the work-item is returned message “Data updated
successfully” will be displayed. Please see the screenshot below.

31.3.5 Based on the number of user’s selected for performing review committee activities the
workflow will get triggered to the subsequent user’s.
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31.3.6 Similar steps need to be repeated by the other review committee members to login to
EBS portal and submit their recommendation’s.

31.3.7 Once all the review committee members have completed their activities, the PCR
process will be completed.

31.3.8 Based on the comments received from the review committee, Buyer i.e. the tender
creator has to perform the further activities of initiating the awarding for the L1 bidder.

31.3.9 |Initiation for awarding is explained in the next section.

h:' P, Price Comparative Statement

Price Comparative Statement

-

SNo  Description of the work Unit Oty ;ra“t:,&ﬁmte mzﬁﬁﬂm:;e ﬁl%'tl,;T_RIES |ND(1:JESJ¥Q|ES E%”é;;ﬁneii gg‘f!;(nfnb:ﬁﬁﬁ
Rate/Unit Amount in Rs Rs
. 1 OIL BOUND DISTEMPER / ACRYLIC ~ KG 280,000 4375 12250.00 49.00 13720.00 52.00 14560.00

Ranking For ltem Rank 1 Rank 2

2 Earthwork AU 1.000 0.00 0.00 0.00 0.00 0.00 0.00

3 Earthwork upto 1.5 Mirs. depth in bulk M3 10.000 391.00 3910.00 149.00 1490.00 95.00 950.00
Ranking For ltem Rank 2 Rank 1
Differ from Estimate Cost(in %) 5.88- 4.02-
BASIC COST

12. Award Response
12.1  Buyer i.e. tender creator once receives review comments and recommendations from
the committed the next step is to initiate for awarding the L1 bidder.

12.2 To do this activity, Buyer needs to login to the EBS portal by following the steps
mentioned in section 1.1

12.3  Under the POWL screen, user can search for the particular RFx or select the particular
RFx from the dashboard and click on “Display” button. The other way, is to click on the RFx
number link to display the RFx.

12.4  RFx will be displayed in another screen. Click on the “Response and Awards” button as
shown below.
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LADQIIGY T A .
[ Edtt | | | [ Close || Technical RFx || Permissions || Gopy || Check || (i Discharge RFx || Resp and Awards || Create Follow-on RFx || Export || Print Preview || Questions and Answer:

| ‘g Change Price Open Date || System Information || Create Memory Snapshol || Related Links , |

RFx Number 5100000134 RFx Mame P2P Open Tender Type Adw/Opn Tender 1 Env Status Published Created On  22.07.2020 11:13:03 Created By 10100019
Number of items 2 Version Number 1 Version Type Active Version External Version Number 1

RFX Information [ Bidders | ltems | Notes and Attachments | Weights and Scores -~ Approval ~  Tracking
RFx Parameters Questions | Notes and Attachments

Identification Event Parameters
RFx Name: |P2P Open Tender Currency: INR

12.5 A new screen will be displayed as shown below. Go to the “Response Comparison
tab and click on “Compare All Responses” button.

Responses and Awards
[ Print Preview | | | [ Close |[ Export || Questions and Answers ( 0) |[ System Information || Create Memory ]

Remaining Time 0 Days 00-:00:00 RFx Mame P2P Open Tender Type Adv/Opn Tender 1 Env Status Published Number of Suppliers 3 RFx Number 5100000134
Response Activity ( Surrogate Bidding [ Technical Response Activity
| Compare Selecied R I Compare All R |||\dvanoed Comparison |v|| PCR Report |
El Response Number Response Version Company Name Bidder Name
6100000180 1 COMA INDUSTRIES CONA INDUSTRIES
6100000183 1 FELIX ENGG. CO_ FELIX ENGG. CO.

12.6 A new screen will be displayed as shown below. Click on “Edit” button to proceed
further to award the RFx response.

Responses and Awards
I 4 Edit | iF'n'ni Preview | | | Close |[ Export |[ Questions and Answers (0 ) || System Information || Create Memory Snapshot |
| S|

Remaining Time 0 Days 00:00:00 RFx Name P2P Open Tender Type AdviOpn Tender 1 Env Status Published Number of Suppliers 3

Response Activity Response Comparison [ Surrogate Bidding | Technical Response Activity

Display Bidders | Comparison Date: | 22.07.2020 | Back to Response Gomparison Main View | | Generate POF | Download Response Comparison

Expand ANl Collapse Al
Header/ltem No.  ltem/Attributes CONA INDUSTRIES : CONA INDUSTRIES : Submitted FELIX ENGG. CO. : FELIX ENGG. CO. : Submitted
* Header Description P2P Open Tender P2P Open Tender
RFX Response Number 6100000180 6100000183
Overall Bidder Rank 1 2
Bidder Mame CONA INDUSTRIES FELIX ENGG. CO.
Bidder Number 40000899 40000442
Submission date and ime 22.07.2020 12:47:42 22.07.2020 12:47:46
Currency INR INR
Total Value 15,210.00 15,510.00

12.7  After user Edit’s, Accept field check box will be enabled. Check the box and then click on
“Award” button as shown below.
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Responses and Awards

| Print Preview | | | Close || Display [} Award ] Export || Questions and Answers (0 ) || System Inf tion || Create Memory Snapshot |

Remaining Time 0 Days 00:00:00 RFx Name P2P Open Tender Type Adv/iOpn Tender 1 Env Status Published Number of Suppliers
) Response Activity 'Response Comparison | SumogateBidding | Technical Response Activity
Comparison Date:  22.07.2020 [ Back to Response Comparison Main View | [ Generate PDF | Download Response Comparison
Expand All Collapse All
Header/ltem No. ltem/Attributes CONA INDUSTRIES : CONA INDUSTRIES : Submitted FELIX ENGG. CO. : FELIX ENGG. CO. : Submitted
» Heade Description P2P Open Tender P2P Open Tender
¥ ltem Short Text OIL BOUND DISTEMPER / ACRYLIC OIL BOUND DISTEMPER / ACRYLIC
I Iltem-Level Rank 1 2
Unit KG KG
Net value 13,720.00 14,560.00
Net Price 49.00 52.00
Quantity 280 280
Product Cat. 31211502 31211502
Currency INR INR
Deviation From RFx Responsa__0.000 % 6.122 %
Accept O
v jtem Short Text Earthwork Earthwork
Item-Level Rank 2 1

12.8 The response will be accepted in the system and it will follow an approval process.
Below message will be displayed once the RFx response is awarded in system.

Responses and Awards
[ # Edit] | [ Print Preview | | | [ Close |[ Export || Questions and Answers ( 0) |[ System Information |[ Create Memory Snapshot

,},’,f RFx response 6100000180 (P2P Open Tender) accepted

Remaining Time 0 Days 00:00:00 RFx Name FP2P Open Tender Type Adv/Opn Tender 1 Env Statuz Published Number of Suppliers 3
Response Activity Reszponse Comparison I Surrcgate Bidding | Technical Rezponse Activity
Dizplay Bidders | Comparison Date: 22.07.2020 | Back to Rezponse Comparizon Main View | | Generate PDF | Download Response Comparison

Expand All Collapse All
Headerfltem No. Hem/Affributes COMA INDUSTRIES : CONA INDUSTRIES : Awaiting Approval FELIXENGG. CO.: FELIX ENGG. CO. : Submitted

b Header Description P2P Open Tender P2P Open Tender
F ltem Short Text OIL BOUND DISTEMPER f ACRYLIC OIL BOUND DISTEMPER f ACRYLIC
b ltem Short Text Earthwork Earthwork
b % ltem Short Text Earthwork upto 1.5 Mirz. depth in bulk Earthwoerk upto 1.5 Mirz. depth in bulk
Total Accepted ltems Value: 15,210.00
Best Bid Value: 14,670.00

12.9  Buyer can check the approvers under the “Approval” tab as shown in screenshot below.
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Rfx Information ]’ ltems r Notes and Attachments )1" Approval ;’l Tracking 1

Current Status: | Active Header Approval Note
Current Process Step: | SRM RFx Response/Bid Approval
Currently Processed By: MANDAR PARKAR

Approval Process Data: Download as XML
Follow Up: ["]Work Item to Requester at Process End

Header | ltem

Header Approval Status

| Add Approver || Remove Approver |

Sequence Process Step Level Status Status Processor Determination

Processor

|— = 0 SRM RFx Response/Bid Approval Active (Assigned Process is Running) Open (Mo Decision Made) Get Manager of P. Group (Header) for Appr. for RFx Response  MANDAR PARKAR 204072020 19

13. RFx Response Approval

13.1 Approver needs to login to EBS portal and follow steps mentioned in section 1.1

13.2 RFx Response Approver need to navigate to “Home” tab and then select the “Tasks” tab.
The work item will be visible as shown below.

| Log of

E . PROC U REMENT PO RTAL Welcome MANDAR PARKAR (10100010

Lagin Time:22/07/2020 13:03.24 151

— -

Show: |Mew and In Progress Tasks (10 /10) [=[an [* ~ FEE
Bl Subject Sent Date v Due Dale & Slalus
AFx R Today Hew
13.3 Click on the “Approve RFX Response 61xxxxxxx“ link. A new screen will get displayed.

Click on “Approve” button. Once approved, Buyer i.e. tender creator will be able to create

Purchase Order or Contract against this L1 response.
rove RFx Response:

Appeove | Reject | | | Print Preview | | | Close || Save || LOA || System Information || Create Memory Snapshot |

RFx Response Number 6100000180 RFx Name P2P Open Tender Status Awaiting Approval Supplier Name CC

m ftems | Notes and Attachments | Approval = Tracking

General Data  Noles and Attachments  Questions  Messages
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Display RFx Response:
| Show My Tasks | | | Print Preview | @ | | Close || Technical RFx Response || Export || LOA || Sysiem Inforrmation || Create Memory Snapshot

.q Action performed successfully |

RFx Response Mumber &100000150 RFx Mame P2P Open Tender Status Awaiting Approval Supplier Name CONA INDUSTRIE

- _"Rixinformation | tems | Notes and Attachments | Approval | Tracking |

Bidder Contact Information RFx Re
Supplier Name: COMNA INDUSTRIES Last Cha
Contact Person Name: COMA INDUSTRIES Last Chi

14. Create Purchase Order
14.1 This is a final step wherein Buyer will be converting the response for the L1 bidder to
either Purchase order / Service Order or Contract.

14.2 To perform this activity, Buyer needs to login to the EBS portal by following the steps
mentioned in section 1.1

14.3 Under the POWL screen, user can search for the particular RFx or select the particular
RFx from the dashboard and click on “Display” button. The other way, is to click on the RFx
number link to display the RFx.

E - PROCUREMENT PORTAL e
Login Time:22/07/202(
Overview  Reports
Strategic Sourcing
Contract Management I Number .’W‘ I To I:I
Business Partner L
Name of RFx [ |
Workload Redistribution Status I:EI
- Processed Sincs: | |=]
Services o 00
Advanced Search Product Category: I =
[Create Documents ission Deadling: I—m
* Auction My RFx O
* Auction Template PurchaseGroup: [ [
* RFx Number of RFx responses: & [ | T[]
* RFx Template Supplier. [ &
_ liem Product [ =
Central Functions
* Carmy Out Sourcing
Unload | Migrate Gerliicate ‘ View: |[Standard View] ~!| Create RFx Copy |nisp|ay| Edit Delete | Publish Responses and Awards Print Preview | Refresh Export B
EL RFx Number RFx Name Type  Status RFx Category Purchasing Organization Submission Deadline Responses |
i 5100000184 P2P Open Tender ZAT1  Published Mumbai Port Trust Purchase Organisation 22.07.2020 3
14.4 RFx will be displayed in another screen. Click on the “Response and Awards” button as

shown below.
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Display RFx :
| | Close || Technical RFx || Permissions || Copy || Check || [§j Discharge RFx || Responses and Awards |[Exp1:|rt @

[ Create Memory Snapshot || Related Links , |

RFx Number 3100000134 RFx Name P2P Open Tender Type Advw/Opn Tender 1 Env Status Published Created ¢
Number of ltems 2 Version Number 1 Version Type Active Version External Version Number 1

RFX Information 1’ Bidders © ltems © Motes and Attachments ©  Weights and Scores -~ Approval = Tracking

14.5 A new screen will be displayed as shown below. Go to the “Response Comparison
tab and click on “RFx Response number” link.

Responses and Awards
[ Print Preview | | | [ Close || Export || Questions and Answers (0 ) || System Information || Create Memory Snapshot |

Remaining Time 0 Days 00:00:00 RFx Name P2P Open Tender Type Adw/Opn Tender 1 Env Statuz Published Numb

Response Activity Response Comparison Surrogate Bidding Technical Response Activity

[ Details || Response On Behalf . || Return Response || Contract Mass Update |

Response Number Response Status Company Name Bidder Mame Intent
! 6100000130 Accepted CONA INDUSTRIES COMA INDUSTRIES O
6100000183 Submitted FELLX ENGG. CO. FELIX ENGG. CO. &
6100000134 Rejected M/S. A. A. TRADERS, A A TRADERS, O
14.6 RFx response will get displayed in another screen as shown below.
Display RFx Response:

[ Print Preview | | | [Close |[ Technical RFx Response || Export || Create Purchase Order || Simulate and Create Purchase Order |[ Create Contract || Publish To Catalog | LOA |[ System Information || Create Memory Snapshot |

RFx Response Number 6100000130 RFx Name P2P Open Tender Status Accepted Supplier Name CONA INDUSTRIES Total Value 15.210.00 INR RFx Number 5100000184
Rix Information ltems - HNoies and Attachments -~ Approval ~ Tracking
General Data | Noes and Quesii
¥ Basic Data
Bidder Contact Information RFx Response Information
Supplier Name: GONA INDUSTRIES Last Changed On:  22.07.2020 13:05:22 INDIA
Contact Person Name: CONA INDUSTRIES Last Changed By: MAMDAR PARKAR
E-Mail: agD0&15222@techmahindra.com Creation Date:  22.07.2020 11:55:50 INDIA
Fax: Created By: Mr. CONA INDUSTRIES

Phone: 2342323443

Event Parameters Service and Delivery
Process Type: |QUOT Incoterm:
Currency: | Indian Rupee
Detailed Price Information: | Simple Price Status and Statistics
Foliow-On Document: | Purchase Order or Contract Created On: | 22.07.2020 11:55:50 INDIA
Target Value of RFx in Original Currency 16,160 00 INR Created By: Mr. CONA INDUSTRIES

Target Value of RFx in Selected Currency: 16,160.00 INR Last Processed On- 22.07.2020 13:05:22 INDIA

Met Walue of Header ltems: 15,210.00) INR Last Processed By: |[MANDAR PARKAR

Terms of Payment
Port Tender Ho: [ MBPT/CE2020249

P2P OPEN TENDER - SINGLE

Organization
il i 0 50000634 Mumbai Port Trust Purch, O isati ENVELOPE
Responsible Purchasing Organization: lumbai Port Trust Purchase Organisation Tender Description:
Responsible Purchasing Group: O 50000769 Civil Department Purchase Group
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14.7 Click on “Create Purchase Order” button as shown in screenshot below.

Display RFx Response:
| [Close |[ Technical RFx Response | Export || Create Purchase Order || Simulate and Creale Purchase Order || Create Contract || Publish To Catalog || LOA |[ System ion || Create Memory

[ Print Preview | |

RFx Response Number 6100000130 RFx Name P2P Open Tender Status Accepted Supplier Name CONA INDUSTRIES Total Value 15,210.00 INR RFx Number 5100000184

m Notes and Attachments }/ Approval ]/ Tracking ]

General Data | MNotes and Attachments | Questions | Messages

Bidder Contact Information RFx Response Information
Supplier Name: CONA INDUSTRIES Last Changed On:  22.07.2020 13:05:22 INDIA
Contact Person Name: CONA INDUSTRIES Last Changed By: MAMDAR PARKAR
E-Mail: ag00615222@techmahindra.com Creation Date: 22 .07 2020 11:55:50 INDIA
Fax: Created By: Mr. CONA INDUSTRIES

Phone: 2342323443

Event Parameters Service and Delivery
Process Type meoterm: | [ ]
e
Detailed Price jon: | Simple Price i ] Y R
Follow-On Document: |Furv:l|ase Order or Contract Created On:
Target Value of RFx in Original Gurrency INR Created By: |Mr. CONA INDUSTRIES ]
Targel Value of RFx in Selected Currency INR Last Processed On:
Net Value of Header ltems INR Last Processed By: |MANDAR PARKAR |
Terms of Payment |:|
Port Tender No:
Organization P2P OPEN TENDER - SINGLE
R Purchasi icat i as i ENVELOPE
o 050000634 Mumbai Port Trust Purchase Organisation S ———
ible P Group: | O 50000789 Civil D Purchase Group
. . . H “
14.8 A new window will be popped-up, Select the transaction type and then click on “Create

Purchase Order” button.

Display RFx Resp W —
Print Preview | | | [Close | Technical RFx Response || Export | Create Purchase Order || Simulate and Create Purchase Order || Greate Coniract || Publish To Catalog |[ LOA || System Inf tion || Create Me
| e

RFx Response Number 6100000154 RFx Name Capital Project Status Accepted Supplier Name FELIX ENGG. CO. Total Value 109,415.00 INR RFx Number 5100000174
m Items }/ Motes and Attachments }/ Approval }/ Tracking ]
General Data | Notes and | Questions |
Bidder Contact Information RFx Response Information
Supplier Mame: FELIX ENGG. CO. Last Changed On:  19.07.2020 20:07:51 INDIA
Contact Person Mame: FELIX ENGG. CO. Last Changed By: MANDAR PARKAR
E-Mail: ag00615222@techmahindra.com Creafion Date:  19.07.2020 15:41:52 INDI&
Fax: Created By: Mr. FELIX ENGG. CO.

Phone: 123456789

Event Parameters Service and Delivery
Process Type:

Currency:  Indian Rupee
Detailed Price i Simple Price T ] SRR

Fnllaus Ain Nasomant: | Bunchaze Nrder ar Canfract Frastad Ane (1007 2020 184157 INDIA
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Select from the following transaction types:

T Type D
i ZZNB 5TD Purchase Order

—
| Create Purchase Order | [ Cancel |
I —

14.9 PO will be created and replicated to backend system.

System will display message as “PO 4xxxxxxxx” is in the process of transfer to back-end system”
as shown in screenshot below

Please see the screenshot below of the PO that has got replicated to backend Hana system. This
PO will be available for further processing.

Document Overview On | [ % [ @lpnnt Preview  Messages [i] Z7personal Setting

[w](STD Purchase Order  ~/[4000010070] Vendor 140000899 CONA INDUSTRIES | Doc. Date  [22.07.2020
Texts | Address | Communication | Partners | Additional Data _ Org. Data | Status | Customer Data_ Release strategy | Payment Processing | Tncot... || *I[V][E]
Release group Reb&;e Group for PO Code  Description Status
Release Strategy Rel Strategy for PO Pl Approver 1 L4
P2 Approver 2 v
P3 Approver 3 v 4
Release indicator : Released b4 e o 7
=
ELS.1tm |A I Materdl Short Text PO Quantity 0.../C Deliv. Date  Net Price curr... Per | O...|Matl Group |Plnt stor. LT
1 E D Earthwork 1AU D 30.07.2020 1,480.00INR 1 AU Constructio.. Mumbai Port Trust O
11 1000000580 QIL BOUND DISTEMPER .. 2830KG D 0l.08.2020 4%.00INR i KG Water base.. Mumbai Port Trust MZCMEI
a
S = 0
EETE
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15. Change Purchase Order/ Work Order:

Step 1:
e Enter Transaction code ME22N in command Bar and Press Enter or follow the below
navigation menu path.

Transaction Code | ME22N

Menu Path Easy Access = SAP Menu —>Logistics 2 Material Management 2>
Purchasing = Purchase Order - Change > ME22N — Vendor/ Supplying
Plant Known

v SAP menu SAP Business Workplace Othermenu  Add to Favorites  Delete Favorites

~ 5 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
» [3 Cross-Application Components
~ 3 Logistics
» [ Equipment and Tools Management
~ 3 Materials Management
~ 3 Purchasing
~ 9 Purchase Order
% 0o Create
| @ ME22N - Change
g MEZIN - Display

N Y o T o T R DU Ry S
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Step 2:
e Click on “Other Document “button.

A < »3:7 STD Purchase Order 4502000027 Created by Srighar Thangave!
Document Overview On  Create  Display/Change || Other Purchase Order | Check  Print Preview  Messages  Help  More v
Other Purchase Order (Shift+Fs<
@ PSS - | 4502000027 Vendor 40000037 JAGADEESH ENTERPRISES Doc Date 06.07.2020
*] | Heager
Al | B]v][@l= | [2][=]Q]&]F]¥]| E] eev]iviBv]| o [#](@ [ (8
St ' Item A | Matenal Short Text Quantty OUn C Delvery Date Net Price Crcy Per OPU Matenal Grou
10 3100000280 DIVALPROEX SODIUM 500MG TAB 12 EA D 06072020 12.00 INR 1 EA  Medical faciit
0.00 INR 0
0.00 INR 0
0.00 INR 0

Step 3:

Enter Purchase Order Number: 40000100070

e Click on Other Document Button.

S

Sapg

Document Overview On

<

=
i o

W

Create  Display/Change

Other Purchase Order

ZZNB STD Purchase Order -~ 400001
@ Enter Purchase Order Number and
3 Select Document|  Click on Other Document utton

>
[

STD Purchase Order 4000010067 Created by PI_USER

=7

Pur. Order. 4000010070

1 AU

1 AU

1 AU

Purch. Requisition Toled 1 AU
SRM Contract LASTIC) PA 200 L

L/ ACRYLIC 150 KG

Quantity OUn C

O 0O o0 o0 oo

Check  Print Preview  Messa
Doc. Date: |21
@ | & ESRREE
Delivery Date Net Price Crey
18.09.2020 153,272.00 INR
18.09.2020 778.541.40 INR
18.09.2020 10,192.00 INR
16.09.2020  5,703,894.00 INR
30.07.2020 120.84 INR
30.07.2020 42.87 INR
0.00 INR
0.00 INR
0.00 INR
0.00 INR
0.00 INR
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Step 4:

e Once Purchase Order opened in the system Click on the “Header” icon

> 500 6 _ F x
= L SAP STD Purchase Order 4000010070 Created by Pl USER
~ er Purchase Order  Print Preview Messages Help  Personal Setiing  More ~ Q Exit
Click on Header icon
ZZNB STD Purch: CONA INDUSTRIES Doc. Date: | 22.07.2020
=31 ==/ Y|~ | 2> B |Lv) BV | || | &
Si, ‘ liem A | Material Short Text Quantity OUn C Delivery Date Net Price Crcy Per OPU Material Group Plant Sior. Locati
1KD Earthwork 1 AU D 30.07.2020 1.490.00 INR 1 AU Construction S Mumbai Port T,
i 1000000590 OIL BOUND DISTEMPER / ACRYLIC 280 KG D 01.08.2020 4900 INR 1 KG Water based p_ Mumbai Port T = MZCMEMMI
=) 1M1 [ 1 ] Earthwork] o A

Senvices Limits Material Data Quantities/\Weights Delivery Schedule Delivery Invoice Conditions India Account Assignment Purchase ... 7 .

Step 5:
e Open “LD Clauses” Master List under “Customer Data” Tab

> 500 &
=1 4 ..E ! 7 STD Purchase Order 4000010070 Created by PI_USER
Document Overview On Create Display/Change Other Purchase Order Check Print Preview Messages Help More Q (
1. Open LD Clauses
22N8 STD Pui 40000899 CONA INDUSTRIES Doc. Date: 22.07.2020
] Delivery/inv: MaSter Data unication Partners Additional Data Org. Data Status Release strate
espalch
crtuEEeoEL 2, Customer Data Tab
g +pO RFX No

$0 LD Clauses £ Terms & Conditions
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E\, ¢ = Liguidation Damage Entries X

S. No. LD Clause LD Clause Description Minimum LD % Period Maximum LD %

@ ZZNB STD
b= Delivery, I 00001 LD LD Calculated Per day, Maximum 1.00 DAY 10.00 tor
00002 |(LDZ ~L&'Icu'la‘ced Per Week, Maximu 0.50 WEEK 5.00 —_

Despatch

2. Select the LD Clause
Security [ from the Master.

. Click on Continue
Button.

ter
nsi
iter

86



Tech
Mahindra

SAP User Manual for E2E Material and Service Procurement

Step 7:
e Open Item Detail Update the Tax Code

{ *—E ? STD Purchase Ordar 400001 006T Created by PI_USER

Document Overview On Creale DaplayChange  Olher Purchase Teder  Check Prinl Prevew Messages  Help  More v

.{Dl.l A0 Prarciuds Doger EOO00 L " Vendol  S0000E0E CORA INDUSTRIES Do Date 21.00. 2000
per
" lﬂ " all= . F =N ] n = I #| 3 |3

Cuanity Olin C Dedvery Date et Price Cc
eatal 1AL D TR SO 1203 0
kbl 1AL D 1800 2080
TGN 1AL D 18002000
HD Loy AN N30 Giimy & ROC 1AL D TE0RI000

1. Open Invoice Tab

AR T T

Conglnpeton 5 Mumsha Pom T

mer 11 ] Eartieon 1 S aepm LR

SelIOES Limmits WMatenal Dita Cuanhesiiveghts Diirpary Schiscule Dedrvary

3. Enter Tax Code }

g Condiors ke Account Assignment  Teuds ¥
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][]
4

Under Confirmation Tab select the Inbound Delivery and select Acknowledge Required
> BOD & —

Step 8:
°
Check Box and Save the Purchase Order.
=] L4 r-z' 7 STD Purchase Order 4000010070 Created by PI_USER
Document Cverview On Create Display/Change  Other Purchase Order Print Preview  Messages Help  More Q @ Exit
I:r ZINB 3TD Purchase Order 4000010070 Vendor 40000899 CONA INDUSTRIES Doc, Date; | 22.07.2020
3@ | [B]v] (@] (= q v[~] | [£]~ 2] [Lv]R[v]| @ [ (@ . .
1. Select the Confirmation Tab
St Item A 1 Matenial Short Text Quantity OUn © Delivery Date Het Pric:
1TKD Earthwork 1 AU D 30072020 1,490.00 MR NS Mumbai Por T
11 1000000500 Ol BOUND DISTEMPER / ACRYLIC 280 KG D 30072020 49.00 MR P Mumbai Port T MZCMEN
0.00 MR
0.00 NR
fem: | 2 11 ] 1000000500 , OIL BOUND DISTEMPER / ACRYLIC A
Invoice Conditions India Account Assignment Texds Delvery Address Confirmations Condition Control Ret_» ..
¥ Acknowl Reqd
: 3. Save Purchase Order

Delivery
Order Ack

£ Delivery Schedule
I Conf. Control | 0004 inbound Delivery I
2. Update Inbound Delivery and

Order Acknowledgement

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

Step 9:
[ ]
No messages issued during check
system will show “ “ Message.
e Click on Save Button. System will Create Purchase Order document & displays “
" message.

STD Purchase Order 4000010070 changed
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16. 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 4000010070”
message will appear.

< EE: ‘J Business Workplace of Asst Engg

- New message Find folder Find document Appoin

Double Click on “Approve Purchase

4

Workflow 55 Order 4000010070

T]&] e m =) (z][® = 7R~ &) B~ =) Y17 12

Exe |Titie Status Work tem ID Creation Date Creation T

f @| |Please approve the Purchase Order 4000010070 | & 414857 22.07.2020  19:53:21

> [ Grouped according to cor ) |Please annrove the: Purchase Renisition 20010009R4 & 414793 2207 2020 112730
> (M Grouped according tocor e
> [ Grouped according to sor & Tips &
» [ Grouped according to tas
— 9 Please approve the Purchase Order 4000010070
(+] Overdue enltries 0
) Deadiine Messages 0 ! | Dascription |0b]ects and attachments

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.

STD Purchase Order 4000010070 Created by PI_USER

lay/Change Other Purchase Order Print Preview Messages

Click on back button

@ ZZNB STD Purchase Order - 4000010070 Vendor 40000899 CONA INDUSTRIES Doc. Date

(= Delivery/invoice Conditions Texts Address Communication Partners Additional Data Org. Data

Release group: E1 | Release Group for PO Code Description Status
Release Strategy: D1 | Rel Strategy for PO P1 Approver 1 A
P2 Approver 2

P3  Approver3
Release indicator: |B | Blocked, changeable with value oy apsrover 4

W
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Step 5:

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

Sapd

Decision Step in Workflow

~ Workflow Create Import  More ~

Please approve the Purchase Order 400001007  (jick on “Approve T
Purchase Order”
__

_Chonse ona of tha following aM

|A pprove -

Reject

Display

Approval or Rejection History
Hold

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.

SAP

~ | New password  More w

Client: |500

*User | 10100051

* Password ﬁﬁf;ﬁf;ﬁr‘:ﬁf;#f;#f;#f;1

Logon Language: |EN
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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

w 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
40000100070” message will appear.

I

< EE:*! '? Business Workplace of EX Engg

hd New message Find folder Find docum

Double Click on “Approve Purchase

™ B Workplace: £X Engg order 4000010070”

~ & Inbox =1 (=

-
&
a
¥

{7 Unread Documents 21 =| (V]| [S
(] Documents 21 Exe |Title Status Work ltem ID Creation
@I Please approve the Purchase Order 4000010070 & 415524 22.07.20
] Overdue entries 0

[»] Deadline Messages 0
[»] Entries with Errors 0
> L Outbox Please approve the Purchase Order 4000010070
» Z Resubmission
> A Private folders

. | Description

Objects and attachment
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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.

=1 @?/LC"“ onbackbutton | o e 4000010070 Created by PILUSER

Document Overview On Create Display/Change Other Purchase Order Print Preview

Messages Help |

[E ZZNB STD Purchase Order 4000010070 Vendor 40000899 CONA INDUSTRIES Doc. Date: |22.07.2

Delivery/invoice Conditions Texts Address Communication Partners Additional Data Org. Data Status

k1 Code Description Status
3 P1 Approver 1 @
P2 Approver 2 A
P3 Approver 3
Release cator B B 1 P4 Approver 4

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

’ Decision Step in Workflow

| g Workflow Create Import More ~

Please approve the Purchase Order 4000010070

hnnse one e following alternatives rCIick on “Approve w

— Purchase Order” #

Reject

IDispIay
IApprovaI 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 4000010070
message will appear.

< "'E:! ? Business Waorkplace of DY HOD

New message Find folder Find document

~ == Workplace: DY HOD
] | :
C|E| | @ =

(] Unread Documents 15

Double Click on “Approve Purchase
Requisition 4000010070”

@l [a]v][a] B]v][=][¥]v][a

=T

Exe | Title Status Work Item ID Creation Dat
() |Please approve the Purchase Order 4000010070 I ['~] 414860 22.07.2020

[+] Deadline Messages 0 & Tips &
[¥] Entries with Errors 0

> oL, Outbox Please approve the Purchase Order 4000010070

> 2, Resubmission

o ! |Dascr|pﬁnn |0hjec1:s and attachments
» A Private folders H I - S .- o S - . i
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.

= @M"Ck on back button o' 4600010070 Created by PI_USER

Document Overview On Create Display/Change Other Purchase Order Print Preview Messages ]

@ ZZNB STD Purchase Order ~ 4000010070 Vendor: 40000899 CONA INDUSTRIES Doc. Date

=) Delivery/invoice Conditions Texts Address Communication Partners Additional Data Org. Data

Release group k1  Release Group for PO Code Description Status
Release Strategy. D1 Rel Strategy for PO P1 Approver 1 @)
P2 Approver 2 ®
P3 Approver 3 A

Release ind r e eable wit |
Release indicator: B = Blocked, changeable with value P4 Approver 4

~
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Step 17:
e Click on “Approve” Button to approve the Purchase Order.

"'E! 7 Decision Step in Workflow

~ i Workflow Create Import More ~

Please approve the Purchase Order 400001
Click on “Approve

Purchase Re uisition’j
Choose one of the followin q J
Approve

Reject

IthIay
IApprcon or Reiec‘r.ion [-listoE

Hold

| Objects and attachments

N O T S T o

Description

e e e e S Wy e S Sy o iy T g e e S,

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 (HOD) in SAP System.

e Mew password More ~

Client: | 500 Enter Approver User ID and Password

*User] 10100048

*Password] | FEesespraananes

Logon Language: EN
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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

w 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 4000010070“
message will appear.

< OAF Business Workplace of HOD

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

\ &3 Workplace: HOD Workflow 1 Order 4000010070”
= @] (& e el ) =S
*nreaq Documents 14 D LI o8 @) @ QBB =]1¥
{] Documents 20 Exe. tTme Status Work item ID Creal
>| [¥) Workflow 1 @I ]Please approve the Purchase Order 4000010070 I & 414870 22.07
[¥] Overdue entries 0 I
5] Deadline Messages0 e
[5) Entries with Errors 0
> -, Outbox
ot Please approve the Purchase Order 4000010070
> =2, Resubmission
> & Private folders i | Naerrintinn ki e e assar hmanta
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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

= | SAP hase Order 4000010070 Created by PI_USER
Document Overview On  Create  Display/Change  Other Purchase Order  Print Preview  Messages  Help
@ ZZNB STD Purchase Order 4000010070 Vendor 40000899 CONA INDUSTRIES Doc. Date: 22.0;

= Delivery/invoice Conditions Texts Address Communication Partners Additional Data Org. Data Stat

Release group k1 Release Group for PO Code Description Status

Release Strategy: D1 PO P1 Approver 1 v

P2 Approver 2 @

P3 Approver 3 v
Release indicator: B Blocked, changeable with value p, Approver 4 A

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

1 “i Workflow Create Import More v

Please approve the Purchase Order 4000010070
Glick on “Approve

MW\ Purchase Order”

|Approve
|Reject

_J

IDispIay

|Appr0va| or Rejection History
|Hold
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Step 24:

e Purchase Order will be approved with level 4.
e Once the Purchase Order is approved by all 4 level approvers, a notification is triggered
to initiator& Preceding Approvers stating “Purchase Order 4000010070 is approved”.

< Ei:! ? Business Workplace of Sridhar Thangavel

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

Unread Documents 425
v & Inbox =
ot ’ 2 v Biv| |z SHRVANE | = B S| v elBlv|i=lIviv]ia
i {] Unread Documents 425 D e - v =
Me_ Type Title Atta_ Author Date receiv_  Copy Res_Recipi
> [5] Workflow 231 3 (& Purchase Order 4000010070 is ap,. SAP_WFRT 22.07.2020 1
[+] Overdue entries 0 2 (& Purchase Order 4000010070 is Re SAP_WFRT 22.07.2020 1
[+] Deadline Messages 0 Purc 1007018 »
urchase Order 40000 roved.
[¥] Entries with Errors 0 e
> L Outbox Hello SirMadam,
2 ca Resubnission Purchase Order 4000010070 is approved.
> A Private folders
> £ Shared folders Approved by: 10100048 HOD
> X Subscribed Folders
= Regards,
[ Trash 10100048
T Shared trash HOD
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17. Print Purchase Order

Step 1:
e Enter Transaction Code ME9F in command bar (or) Follow the below navigation path.

Transaction Code | Me9F

Menu Path Easy Access = SAP Menu - Logistics>Materials Management 2>
Purchasing = Purchase Order - Messages = ME9F — Print/ Transmit

I MEOF ~ I SAPmenu  SAP Business Workplace  Othermenu  Add to Favorites  Delete Favorites  Change Favorites  More v
> [ Equipment and Tools Management ——
“ t3 Materials Management g
“ 13 Purchasing
“ t3 Purchase Order
> [ Create

43 ME22N - Change
& ME23N - Display
4% ME21 - Create Extended Purchase Order
4 ME22 - Change Extended Purchase Orde
£ ME23 - Display Extended Purchase Order
% MEMASSPO - Mass Maintenance i
> [ Release
> [ List Displays
> [0 Reporting
> [ Inbound Delivery |
> [ Follow-On Functions
“ 13 Messages
& MEOF - Print/Transmit
~ & MEQTF - Urging/Reminders

£ MEQ2F - Monitor Order Acknowledgem
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Step 2:

e Enter Purchase Order Number, Processing Status — 1 and hit Execute Button

> 500 & 8 x
< w Message Output
i Save as Variant._. More ~ Exit
Purchasing Document Data 1 Enter PUrChase
Document Number: | 4000010070 } __ Order Number
Supplier: to o
Purchasing Organization: to: [nig
Purchasing Group: to: g
Document Type to o
=
Message Data
3. Click on Execute Button
=
Transmission Time-Spot:
Creation Date:
Time Created 0O0-00-00
Execute
Step 3:
e Select the Purchase Order and click on Display Message
= > 500 & F x

< K : 'J Message Output
2 82 ¥V [@ OutputMessage | Display Message | Message Detalls  Trial Printout  More ~ QB Ex

| purco T Vendor Name 1 PGr Doc. Date Msgtype L Partner R CreatedOn  Createdat Time N User Name Output Device Name
4(](]0(]10(]7(1 [¥) 40000899 CONA INDUSTRIES 105 22.07.2020 NEU EN 40000899 LF 22072020 13:0518 4 SAP_WFRT ZLPO1
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Step 4:

e Click on Print Preview Button

= Print: X
ic
“Output Device: }FNEI] | & |Local Printer
Page selection: I
B
Spool Request
MName: | SMART ZLP1 | STO0598602
Title:
Authorization:
Spool Control Number of Copies
Print Now Mumber: |1
Delete After Output Group (1-1-1,2-2-2,3-3-3__)
New Spool Request
Close Spool Request Cover Page Settings
Spool Retention: | & |Day(s) SAP cover page: | Do not print w
*Storage Mode: | 1 Print only v Recipient:
Department:

Print preview = Print  Cancel
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Step 5:

e System will Display the PDF of Purchase Order.

< A Print Preview of ZLP01 Page 00001 of 00003

~ More ~

MUMBAI PORT TRUST
@' MECHANICAL ENGINEERING DEPARTMENT
SAGARMALA MATERIALS MANAGEMENT DIVISION
PURCHASE ORDER

Type S5TD Purchase Order Ref Quotation No

No 4000010070 Due Date 21.07.2020
Date 22.07.2020

Ref Purchase Requisition No 2001000964

Tender No Date 30.07.2020
Tender Date

Due Date

From To

Dy. Materials Manager CONA INDUSTRIES

Mumbai Port Trust 20-21 20-21 NIRAJ INDUSTRIAL ESTATE

20, Port House, Shoorji Vallabhdas Rd, Kala Ghoda Fort MUMBAI

MBPT, 400001 400083

Tel Mo : 022-6656 5656 Tel Mo : 26871658

Fax No : 022-2261 1011 Fax No :

Email : Email :

GSTH No : ZTAAFPMTE1301Z24

GSTN No : 24A8A] KDO4EN1Z5

SNoI Item Code IH.‘.‘rN.l’.‘.‘v.l\\C Cudel Service no & Service / Material Description | Delivery Dt | Quantity I Rate I Unit I Amount
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18.

Create Inbound Delivery/ Order Acknowledgement:

e Enter Web URL of EBS Portal “https://10.9.7.22:8001/ebs-portal/en”

Step 1:
@ | £8S Portal x |+
< Cc A Not secure | 10.9.7.22:8001/ebs-portal/en

E English Skip To Main Content % ° ° o

Search Q  AboutUs Contact Us

f”‘i INDIAN PORTS ASSOCIATION

An apex body of Major Ports under Administrative Control of Ministry of Shipping

Login

hel io S

O 1/ We Acknowledge and accept
the Terms And Conditions

SUBMIT

DN i

SAGARMALA

Not Registered yet ?

T IR
k REGISTER AS A CUSTOMER ;\
N —

7

(REGISTER AS ASUPPLIR )

(Z Resubmit Customer Registration

@ Supplier Registration Status

Enter User ID, Password, Captcha, Acknowledgement and Press SUBMIT Button.

Step 2:
@ |85 Portal X +
& C A Notsecure | 10.9.7.22:8001/ebs-portal/en

E English Skip To Main Content A ° o °

l)

Wi s

Login
.. ..... 1

Port Users ‘ Pensioners

40000899
I i [bAT| ©
'; | / We Acknowledge and accept =
k the Terms And Conditions =
! SUBMIT —
: — "
-

Search Q  AboutUs Contact Us

2 [INDIAN PORTS ASSOCIATION

An apex body of Major Ports under Administrative Control of Ministry of Shipping

s

(4
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Step 3:

e Enter OTP and Press VERIFY OTP
& | E8S Portal X +

<« C A Notsecure | 10.9.7.22:8001/ebs-portal/en

Q  AboutUs

av

\ INDIAN PORTS ASSOCIATION

: // An apex body of Major Ports under Administrative Control of Ministry of Shipping

il Login

Port Users Pensioners

Enter the 4 digit OTP sent via SMS on your
phone (73XXXXX432)

00:19

VERIFY OTP

e Click on the SRM Portal

@ Supplier Landing Page |EBS Por X =+

& C A Notsecure | 10.9.7.22:8001/ebs-portal/en/suppliers?status=1

Q Home Contact Us About Us

w2 INDIAN PORTS ASSOCIATION

An apex body of Major Ports under Administrative Control of Ministry of Shipping

SUPPLIER PORTAL

SRM Portal
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Step 5:
e System will open the Bidder Info Tab.
@ Supplier Landing Page | EBS Port X 2~ Reports - IPA SRM Portal x +

« C (@ Notsecure | ipasdbgieq.portebs.com:50000/ir/portal

E - PROCUREMENT PORTAL

Home RFx and Auctions Bidder Info

Overview Personakization Personalization

4
+ Reports Mo content available for this navigation node

Step 6:
e System will display the Bidder info, where all activities performed by Vendor/ Supplier/

Contractor.
@ Supplitr Lincing Pagt | EESPort X E Ceante Inbound Detivery - DA SE X | 4 = a4 X
“ € (D Notsecure | ipasdbagieq portebs.com-50000/iry portal o % Q0 R8O :
TN toa o
(- E - PROCUREMENT PORTAL Lo T 342020 15193815

Wt RFxandaucsons  |NBikider ko

Megsuremant Shest | Inbound Delivery  Invoice  Hindrance Regster
1
- Creats labound Delvery Back || Ext || Heto | | [ Purchase Graers

« Change Inbound Delvery

= Dusplary Inbound Dedrvery
e 1 q
Purchase ceded
Delivery
Dalvney Date ‘11072020 | [oo:on)
Externat 1
Means of Trars ]
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Step 7:

e Enter Purchase Order Number:

@ Supplier Landing Page | EBS Port X =™ Create Inbound Delivery - IPA 57 X +

< C A Notsecure | ipasdbgieq.portebs.com:S0000/ir/portal

E - PROCUREMENT PORTAL
Enter Purchase Order: 4000010067 ’

Home RFx and Auctions Bidder Info

Me Shest [ ¥ Invoice Hindrance Regster

+ Create Inbound Delivery Back | Exit |[ Help | | [ Purchase Orders
+ Change Inbound Delvery

« Display Inbound Delvery
1

Purchase arder 4000010070 |

Delivery
Delivery Date 22.07.2020 | |00:00
Extemal ID

Means of Trans |1

Step 8:

e Verify Line Item and click on Header Details Button

@ Supplier Landing Page | EBS Pont X 2™ Create Inbound Delvery - IPASE X +

L C A Notsecure | ipasdbgieq.portebs.com:50000/ir/portal ok Q@ 019
o Ao
F Y
(ef @
& E - PROCUREMENT PORTAL i
2

i
Home RFx and Auctions Bidder Info

Measuremen! Sheel | bound Delivery Wvoice | Hindrance Register

- Creale Inbound Delivery Save || Back || Exit || Cancel |[ Help | | omrlmmbcmi Header Detaily Iﬂu Incompledeness |

« Change Inbound Delivery Inbound delv. ] 1 Document Date 22.07.2020 |

= Display Inbownd Delviry Wendat A0000898 CONAINDUSTRIES / 20-21 20-21 NIRAJ INDUSTRIAL ESTATE. / 400093 MUMBAI

_ /lWsmOverew)|, Smemenl | Uniead | Stockpiacemen! | StaiusOvendew |  Goods Mavement Data

Delvery Dale 22.07.2020 | [00:00 | Total vreight [
Achual GR date | [ooton Ho. of Packages
All ltems
Item Matenal Deedevery Quantity 5U  Deftall... Hem Descripton B.wa P.WB
ii LOGO00H5 9D 280 kG [ | OW BOUND DISTEMFER / ACRYLIC [ Jzees
1 Q | ]
] O
1 ]
| —] ]
| | I— 1
G2 |2 B[@] [&] [ & sschsot || F Mantems | & aniems || [) Bakhereaion | | 1. SCComponeets |
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Step 9:

Select the Gate Entry Tab and Enter the Entry Details

@ Supplier Landing Fagge | EBS Port. X &7 Create Inbound Delivery < IPA S5 X = = a e

e & Mot secure | ipasdbgieq.portebs.com:50000/n/porta = & Q0N IO

Log Off

E - PROCUREMENT PORTAL e

ome  Rrrmactons | B 3. Click on Save Button 1. Select Gate
Massrement Sheet Inbaumd Delivery _ln.we i Entry Tab

[ Save || Back || Exa |[ Cancel |[ Heip | | [ Oer inbound Dedvery || Gvervew || Pack | incompletensss |

Vendar 40000899 | COMAINDUSTRIES / 20-21 20-21 MIRAJ INCUSTRIAL ESTATE, £ 400003 MUMBAI
Frocessing | Inlemabional Trade sw-mm|smm|wmlwm|m|mlrm1m!—hh'|'az_|
Details
Pracess Type 18
Material Type wic
Gale No 10
vemic e prowwocs: | 2. Enter Gate Entry Details
Drrers Hame RoK Kumar
Diriers Mobis Mo sETesaiizio |
Dvrvers Licance Noa MHOLABCOITER 426
LR Mo MO0000000 1 thetbossTeE
e b | asisen) M. | pasapaing

Step 10

e System will create the Inbound Delivery and show the inbound delivery number at the

Inbound Delivery 8012000030 has been saved
bottom of the screen “
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Step 11:

e Open Display Purchase Order Transaction.

SAP menu

SAP Business Workplace

Other menu

Add to Favorites Delete Favorites
» [O Office

» [3 Cross-Application Components
~ 5 Logistics

» [ Equipment and Tools Managemu
~ 3 Materials Management
' 9 Purchasing
~ 4 Purchase Order
» [3 Create
Z3 ME22N - Change
| & ME23N - Display,

¢ MEZ2T - Create Extendec

Z# ME22 - Change Extende

% ME23 - Display Extende: [ s e

Step 12:

Inbound delivery details updated in the Purchase Order Under Confirmation Tab.

> 80 [P f | — & X

~  Document Qverview On  Create  Display/iChange  Other Purchase Order

ZZNB STD Purchase Order

Print Preview  Messages  Help

Personal Setting  More <, Exit
4000010070 Vendor 40000899 CONA INDUSTRIES Do, Date: |22.07.2020
(1 | Heacer
Bla) | @ (6] = | (2= Q)& EM | M E | (o] 2R | @ | @B E
st| iem A1 Materal Short Text Quaniity OUn C Delivery Date  Net Price: Croy Per OPU Material Group  Plant Stor. Locati
1KD Eartmwork 140 D 3007.2020 1,490.00 INR 1 AU Constructon S Mumbai Port T _
1 1000000590 OIL BOUND DISTEMPER / ACRYLIC 280 KG D 01.08 2020 49.00 INR

1 KG  Water based p_ Mumbai Port T MZCMEMMI
. ]

ftem: | 2[11] 1000000590 , OIL BOUND DISTEMPER / ACRYLIC |~ ]~
< Iwoice  Condiions  India  Account Assignment  Texts Delvery Address | Confimations | Condition Control  Retail  Customer Data  Incoterms
Cont, Control v Order Ack
CC D DelveryDale | Time Quantity

#  Acknowl Reqd Rejection Ind
Reference Handover Date  Hangover .. Created on [nb. Deltv. L] HLltem . Batch Stock Segn
La D 22.07.2020 280 00:00:00  22.07.2020 |B012000030 | 11 0
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19. Create Gate Entry:

Step 1:

e Enter Transaction Code ZGIO1 in command bar.

2101 ~ SAP menu  SAP Business Workplace — Other menu  Add to Favorites  Delete Favorites

~ ) Favorites
> [ Transaction
> [ Reports
~ 5] SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
» [3 Cross-Application Components
» [ Crganization
» [ SCM Extended Warehouse Management
~ 5 Logistics
» [J Equipment and Tools Management
> [ Materials Management
~ T Gate Transactions
| & ZGI01 - Gate Entry
70 ZGP01 - Gate Pass
&4 ZGP0S5 - Gate Entry/ Gate Pass Repol
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Step 2:

Enter the following information.
o Plant: 1100
o Process Type: IB Inbound Delivery
Inbound Delivery No: 8020000190 and Hit “Enter”.
System will update the required information from Inbound delivery.
> w0 Gl B —

o
Verify all details and Press Save.

!

sapg
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[y
X

Enter Plant, Process Type
and Inbound Delivery

Create Gate Ept>

Number

»ar all data
INWARD
ant 1000 fumbai Port Trust
— MHO1AA0011
ss Type: 1B Inbound delivery me R KKUMAR
al Type. WIC Matenal With Code 98765431210
8012000030 MHO1AB009765426
XOOOXXXOITHETBO9B766
Quantity UoM Storage Location Sto.. €
280.000 KG 6626 nzc

S.No. Material Coge
1000000590

1

Step 3:

Ml

Accounting Document (Financial Entry) will not happen)

Matenial description
OIL BOUND DISTEMPER / ACRYLIC

R — -

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 no

FUEELE LSRN

Information
2. GR-103 Document Number

[Goods Receipt Compleled Sucesshb™ ___ocamient]

5101000051

No

1. Click on Continue Button.
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Step 4:

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

Gate Entry - 4100000043 Created

o

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

Menu Path Easy Access = SAP Menu - Logistics =2 Quality Management = Quality
Inspection = Inspection Result 2 QE51N — Result Recording

v || SAPmenu  SAP Business Workplace  Othermenu  Add to Favorites  Delete Favorites  Change Favorites Mot

> [ Production
> [ Production - Process
> [ Advanced Planning
> [ Plant Maintenance
> [ Customer Service
“ 3 Quality Management
> [ Quality Planning
“ 3 Quality Inspection
> [ Worklist
> [ Inspection Lot

= o

4 QE71 - For Inspection P
¥ QE73 - For Master Insp¢
> [ For Operation
> [3 For Inspection Point
> [ For Material Sample
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Step 2:
e InInspection Lot selection screen, provide following details,
o Lot Created From - To date: 22.07.2020
o Select Radio Button Select all inspection Lots.
o Click on the Execute Button.

= > 50D b O %
< -E: ? Results Recording Worklist
Save User Seftings Selection Oplions Get Varant Cynamic Selections Delete Selection Criteron My Default Moare Exit
=~ Inspection Lot Selection
Inspector Insp. start i £ Materia & Sample < EquipmentFunctional Location £ Inspection Lot Number
Flant | 1000 o
Insp. Lot Qrigin o g

Enter from and

2.

Click on Execute
Button

o Created On. (22.07.2020 & ta 22.07.2020

Stan of Inspection ta

End of Inspection

Step 3:
e Select the Inspection Lot: 10000000303 to Enter the results.

= > 500 b O
= |- < E. P Record Results: Characteristic Overview
User Sett ngs Defects I-'ISPCCI ion Method Control Chart Hi SIC';.'EH Run Values I_Hu"! Chart) Results '|-S|G-"§|I More Exit
Bl [¥] (2]l (2] B[] - Material 1000000590 8| °
Inspector Insp. start time 00.00.0000 00:0. OIL BOUND DISTEMPER / ACRYLIC
' Char. Filter nsp. Lot 10000000303 m
& 100 0304 - 1000000530 - 4000063 Activity. 0010 Qualty Inspection Plant 1000
~ @ 0010 Quality Inspection Work Centes
S < 0010 Quakty Testing wilth Cerli
General Summarized Indicators
=} =iz e ¥ o~ T8 & Ene £ Force Further Dedails
Ac.. Re.. 5. Short Tex for Characteri . Specifications Inspect inspected  Si.  Resuil Original Value  Val... Defect i
1 Quality Testing with Certi_ Quality inspection Resull. 280 | g
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Step 4:
Enter Inspection Quantity - 280 and Result - Accepted.

[ ]
Record Resulls: Characteristic Oveniew
Resuits History  More

a8 sapg
o User Seth ngs Defects Inspc::-::n Method Control Chart H S|G‘;'H"’I Run Values (Run Chart)

amiEnEER o

Bl (¥ ~ Material 1000000590 AE

Inspecton Insp. start time 00.00.0000 00:0. OiL BOUND DISTEMPER F ACRYLIC
% Char, Filfler Insp. Lot 10000000303 m
2 100 303 = 1000000 = 400008¢
&, 10000000 550 @ Activity. 0010 Quality Inspection Plant 1000

~ B 0010 Quality Inspection Waork Centes
€ ¢ 0010 Qualty Testing with Centi
2. Enter Inspected Quantity
Geners -

Further Detads

A||E|E| @ [¥]|& 12|06 | B|8|C
Ac.. Re.. S..Short Ted for Characten.. Specifications Inspect inspected Sl Resun Original Value  Val... Detect /@
2 Quality Testing with Certi.  Quality inspection Resu § 280 280 4 Accept] =3

1. Click on Save Button

Step 5:
System will save the Inspected Quantity, Result and show following message “

Results were saved for operation 0010
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Step 6:

e Enter Transaction Code QA11 in command bar (or) Follow the below navigation path.
Transaction Code | QA32

Menu Path Easy Access = SAP Menu —>Logistics = Quality Management - Quality
Inspection = Inspection Result = QE51N — Result Recording

orii) v1| sAPmenu  SAP Business Workplace  Othermenu  Addto Favorites  Delete Favorites  C

> [ Materials Management
> [3 Governance, Risk and Compliar
> [ Sales and Distribution
> [ Logistics Execution
> [3 SCM Extended Warehouse Man
> [ Transportation Management
> [ Production
> [ Production - Process
> [ Advanced Planning
> [ Plant Maintenance
> [ Customer Service
“ 3 Quality Management

> [ Quélity Planning

“ 5 Quality Inspection

> [ Worklist
v 9 Inspection Lot

> [ Processing
seollsage Decision
& QA11 - Record
7 QA12 - Change with |

A NA4A Channa WA
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Step 7:

e System will open Record Usage Decision Initial Screen
e Enter Inspection Lot: 10000000303

= > 500 B _ 5 x
< .E' 7 Record Usage Decision; Initial Screen
L,sagc Decisions Open Lot Quantibes Lods Without UD Insp('z:-an Lots Without CCH‘F'CR-DH More {"\ Extended Inspechon ot selecton

2. Enter Inspection Lot
Number
mspection Lot | EHOGNERR | &

E Click on Continue Button
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Step 8:

e System will open, Record Usage Decision: Characteristic Overview Screen.
e Click on the F4 (Search Help) from UD Code.

1 < E ! ? Record Usage Decision: Characteristic Overview

Calculate Q-Score Defects Inspection Lot Results History Defective Quantity Complete Inspection Administrative
System Status: INSP RREC SPRQ UserStatus i
End Date: 22.07.2020 You have not completed all characteristics

Defects Characteristics Inspection Lot Stock

» | Chars Relevant for Usage Decision Characteristics: 1 /0
Ch.. valL. LT.. DS Weighting Defect Class Specifications Result Short Text for Characteristic Mon... Share .. 5. Valuatio
Q 02 Maj._ - ~ Quality Inspection Result - Mb.. EF 4 Accept Quality Testing with Certificate 0 2 Nova

Press F4 of the UD Code Filed.

Usage Decision

)

UD Code: |

Quality Score: |0 From usage decision code
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Step 9:

e System will Open “Usage Decision for Inspection Lot” pop up screen.
e Select the decision “Accept”
e Click on “Choose” Button.

=1 < EE ! ? Record Usage Decision: Characteristic Overview
= Usage Decision for Inspection Lot X
omplete Insp
~ 19 Decision Usage Decisions
vzl 01 Goods receipt (War 2. Select Decision as Accept
I > @A [ Accept
> () AD Acceptance (automatic stock posting)
> (¥) AL Other batch H]
> @AZ [3 Other material
> () AX [ Other acceptance decision (see UD text)
De > BR Rejected
» @ R11 Return delivery of defective quantity
> (®IR111 (3 Return def gty with mail
> R1Z [ Return the total lot quantity
& > @R121 [ Return the lot quantity with mail s
> @R2 Rework the rejected quantity ficate 0
> BORZL [§ Rework the rej. gty. with mail
> @ R3 Scrapping of rejected guantity
> BR3L [ Scrap the rej. gty. with mall
> R4 (3 Start 100% inspection
> (IRQ  [3 Rejection with Q-activity
> IRX [ Other rej. deci

1. Click on Choose Button
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Step 10:

e System will take back to Record Usage Decision Characteristic Overview Page.
e Usage Decision Code update.
e Select the Inspection Lot Stock Tab.

< W Record Usage Decision: Characteristic Overview

v Calculate Q-Score  Defects Inspection Lot  Results History  Defective Quantity Complete Inspection  A¢

1. Open Inspection Lot Stock Tab

System Status: INSP RREC SPRQ

End Date: 22.07.2020 You have not completed al
Defects Characteristics Inspection Lot Stock
> | Chars Relevant for Usage Decision Characteristics: 1 /0
Ch... Val... LT.. |DS Weighting Defect Class Specifications Result Short Text for Characteristic Non... Share ...
@ 02 Maj.. v ~ Quality Inspection Result - Mb_. 4 Accept Quality Testing with Certificate 0

Usage Decision
@on Updated
tr

UDCode: @  |& 01 ACCEPT |

Quality Score: | 100 From usage decision code
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Stepll:

e System will open Record Usage Decision Stock Page.
e Enter the Stock in the GR Blocked Stock and Press Enter.

'—=«> v < w Record Usage Decision: Stock
~ Stock Posting Log Material Documents... Stock Inspection Lot Q-nfo Record Change History  More ~
Inspection Lot. | 10000000303 &3
Material- 1000000590 53

OIL BOUND DISTEMPER. / ACRYLIC
System Status: UD  ICCO SPRQ UserStatus:

End Date: 22.07.2020 L Inspection completion forced

Defects Characteristics Inspection Lot Stock

Insp. Lot Qty: 280 KG Insp. Stock:
Sample Size: 280 KG GR Blocked Sick
& Doc...
Quantity posted To be posted
Total: O 280 StLoc Proposal
To Unrestricted Use: 0 | ¥ Document
To Sample Consumptn: 0 ¥ Document

GR Blocked Stock: 0

Return Posting: 0 ¥t Document
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Step12:

e Stock will be updated into GR Blocked Stock.
e Click on Save Button.

= » 500 & _ 8 x
=] < ...3' P, Record Uisage Decision: Stock
Siock Posting Log Material Documeants. Stock Inspechion Lot Q-info Record Change History More ~
nspection Lot 10000000303 &
Matenal 1000000590 &0
CiL BOUND DESTEMPER / ACRYLIC
System Stalus: UD  ICCO SPRQ Userstatus m
End Date:  22.07.2020 L inspection compietion forced
Defects Characteristics Inspection Lot Stock
Insg. Lot iy 280" KG F 1aCK
Stock Updated as GR Blocked Stock L
2O
Quantity posted Tobe posted
T SiLoc Propasal
I ¥ Document
¥ Document
o 180
4 ¥ Document

Step13:

e Upload soft copy of Quality Inspection Result in the Store Business Document

=1 ¢ m Record Usage Decision: Stock

Creale k] Create Attachment
K Insgeection Lot Q-Info Record Change History
Create nobe
Brivate note Create exbernal document (URL) &3
Send k] Store business document I &5
Woridiow ! UserStatus @

Ly Objects ? L inspection completion forced

Def|  Hefplorobject services rection Lot Stock

Insp. Lot Oty 280 KG

Sample Size 280 KG
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Step 14:

e Select the Document Type and press Enter.

Archive from Frontend x

Drag & Drop: Drag your

Inspe & files into the empty field 4

Document Type Write some Text here.

~ 19 Inspection lot
"x Excel Attachment
5= JPG Aftachment
» PPT Altachment
(Z] TEXT Attachment
(& TIFF Attachment
f'w Word Doc Attachment

Syste

Defects !

Quantity pos

Step 15:

e Select the Document from Desktop and click on Open

oe

Archive from Frontend

Storing Files in Documents %
Look in SAP GUI v % iRl »p: Drag your
Inspe * I A i empty fieid J
& 20200609085239.538_X.PDF 6/9/2020 2:08 PM Adobe A J
Quick access | | 5] ALTMP ASD.S.PDF LT PM . Adobe Ad |
ALTMP_ASD_3.PDF 7 :STPM  Adobe A
[P @ Auvp_AsD_4,pDF 7/15/2020 406 PM  Adobe A
Syste Desktop ALTMP_ASD_S.PDF 011:41AM  Adobe A
= ALTMP_ASD_6,PDF Adobe A
m LTMP_ASD_7.PDF Adobe A Select The
ALTMP_ASD_9.PDF Adobe A
Libranes ot -
Defects { @ AtTvMe_ASD_10.00F Adobe A Document and
. ALTMP_ASD_11.PDF Adobe A .
Bz ALTMP_ASD_12.PDF Adobe A click on Open
- [® ALTMP_ASD_15.PDF Adobe A
‘ PRInformation_20 POF Adobe A
Network
Quantity pos Fie name _20200609085239.533_X POF v
Fies of type. Al Fles (") v
To
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Step 16:

e Provide Document Description or Tile and click on Continue Button.

> 500 6 -5 x
= = nf 1
Seenario. Assign then Store [ of
nspd + files inta the +
We
Dotument Type
~ 15 Inspection lot
- % Excel Aftachment
o D Attar hment
= File Description ®
Defec
File Name:  _20200609085239 533_X PDF . .
Click on Continue Button
I Scripton. | Qually Insepection Cerlifcate |

Step 17:

e Document will be uploaded into DMS and click on Continue Button

i = Archive from Frontend b4
Scenario: Assign then Store Drag & Drop: Drag your
Inspe LGl ioto the comnb oo o 1
File Storage System:
Document Type

_ X )2\ Document 5\ SAPYSAP GUIY_2020060
~ 3 Inspection lot

Syste {& Excel Attachment Number of Files: 1
(7 JPG Aftachment
© o Atachmr
Defects { = PPT Attachment
f2] TEXT Attachment
@ TIFF Attachment
'w Word Doc Attachment

Quantity pos

Click on Continue Button

nue Undo Cancel

124



Tech
Mahindra

SAP User Manual for E2E Material and Service Procurement
Step 18:

e Click on Save Button

= > 500 b — 5 %
= | £ p.z- ? Record Usage Decision: Stack
Stock Posting Log  Material Documents. Stock  Inspection Lot Q-info Record  Change History  More ~
Inspection Lot 10000000303 53
Matenal 1000000590 &

OIL BOUND ISTEMPER [ ACRYLIC

System Status: UD  TCCO SPRQ UserStatus. m
End Date: 22.07.2020 £ inspection compéetion forced
Defects Characteristics Inspection Lot Stock
Irigg. Lat Gty 2B0: KG
Sampile Size 280; KG
& Dot . .
I — T Click on Continue Button
Total 0 SiLoc Proposa
To Unrestricted Use: 0 1 % Document
To Sampie Consumptn: 0 ¥ Document
GR Blocked Stock: 0 280
Return Posting: 0 ¥ Document

System will save the result and will show following message “

125



Tech
Mahindra

SAP User Manual for E2E Material and Service Procurement
21. Goods Acceptance
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 = Materials Management 2>
Inventory Management = Goods Movement = MIGO — Goods
Movement

~ SAP menu  SAP Business Workplace — Othermenu  Add to Favorites

> [O Reports
~ ] SAP Menu
> [J Connector for Multi-Bank Connectir
>[4 Office
» [ Cross-Application Components
9 Logistics
» [0 Equipment and Tools Managem
~ 3] Materials Management
» [T Purchasing
~ T Inventory Management
~ o] Goods Movement
| & MIGO - Goods Movemet
&8 MIGO_GR - GR for Purc
& MIGO_GO - GR for Pro¢
& MIGO_GI - Goods Issue
& MIGO_TR - Transfer Po
» M Goods Movement of Har
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Step 2:
e Select AO5 Release GR Blocked Stock
e Reference Document as R02 Material Document
e Material Document Number: 5101000051
e Click on Execute Icon.

i

=] 4 w Release GR Blocked Stock Material Document - Sridhar Thangavel

Show Overview More

A0S Release GR Blocke_ -~ R02 Material Document

3 |General &4 Cust. Header Fids

Document Date: | 23.07.2020 CIICk on Execute Icon

Delivery
Posting Date;  23.07. 2020 Bill of Lading Header Text
Line Mat. Short Text WOK QlyinUnE EUn SLoc

Stock Segment

Step 3:

e System will display the Document, select Item Detail
e Verify Quantity under Quantity Tab.

Release GR Blocked Stock Material Document 5101000051 - Sridhar Thanga

~ | Show Overview More

== Q| T Delete Ef Contents t2

= | Material Quantity Where Purchase Order Data Partner

Verify the Quantity

Qty in Unit of Entry: | 280 KG

Qty in SKU: | 280 KG

Qty in Delivery Note

Quantity Ordered: | 280 KG

Status GR Doc.. |1 | InspLot

No. Containers
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Step 4:

Under Where Tab, Verify the Delivery Location Details (Plant and Storage Location).

[ ]
e Change stock Type from Quality Inspection Lot to Unrestricted Stock
e Click on Post Button
= > 500 (L
= < sARs O CRBEEI R 2 Change Stock to

Unrestricted

Show Overview  More v

= o § Deiete & Contents

&1 Matenial Quantity Purchase Order Data Partner Account Assignment

ment type: | 105 + GR from biocked sick Stock type]  Unrestricted-Use

Piant. Mumbai Port Trust

age locaton  MZCMEMMDIVBS 6626
1. Lick on Post Button.

ent  Srghar
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Step 5:

Select Display and Enter the Posted Material Document Number: 5101000052
Click on Execute icon.

am o sapg

w

Display Material Document - Sridhar Thangavel
Show Overview

More ~
AQ4 Display ~ | ROZ2 Material Document - w0 | (&R
=l | General &t Doc. info Cust Header Fids
Document Date Delivery Note
Posting Date Bill of Lading HeaderText
Line Mat. Short Text W Qtyin UnE EUn SlLoc Stock Segment Batt
Step 6:
e Select the FI Documents
=] < E:' " Display Material Document 5101000052 - Sridhar Thangavel
v Show Overview More
A04 Display ~| | R0Z Material Document  ~ | | EETIE 02 | [Glal =
Zl |General  Vendor &  Docinfo  Cust Header Fids
Entered By. Sridhar Thangavel == Fl Documents
Created On: | 23.07.2020 00:04:33
Transaction Code: Goods Movement MIGO_GR
Line Mat. Short Text W Qty in UnE EUn SLoc Profit Center  Stock Segment
1 OIL BOUND DISTEMPER. / ACRYLIC 280 KG MZCMEMMDIVBB

1005
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Step 7:

= < W Display Material Document 51010

hd Show Overview More ~

List of Documents in Accounting x 2020 |EB]Q

Documents in Accounting
Document  Object type text

3500000041 Accounting document
ADDOO16TOO Material ledger

MIGO_GR

Click on Continue icon

ity in UnE EUn S
80 KG N

@, Separate  Original document & &

=|= Q|
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Step 8:
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e System will display the Accounting document for the GR Acceptance Document.

am s

Change Display/Change Mode

Data Entry View

Document Number,  BS00000041 Company Code

Document Date: | 22.07.2020 Posting Date
Reference: Cross-Comp No

Currency. INR

=|[=] [« v|~] | [z]~ Call
Co ltem K_ S Account

1000 189
296

Description
23300000
18160008

Stores - Consumabiles
GRIR Clearing

Display Another Document

> 00 [ &

Display Document: Data Entry View

1000
23.07.2020

Amount Curr
13.720.00 INR
13.720.00- INR

Select individual Object

Disptay Document Header  Display Currency  Mone »

Fiscal Year. | 2020

Period: |4

Click on Exit
Button

Ledger Group:

Tx CostCenter  Profit Center
1005
1005
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11. Create Measurement Sheet:

Step 1:
e Goto EBS Portal and Provide Log in Details
Q@ | E8S Portal x 4+ & (u] X
< C A Not secure | 10.9.7.22:3001/ebs-portal/en * Q0 » 6 :

E Skip To Main Content °°° M About Us Contact Us
ﬁ % INDIAN PORTS ASSOCIATION L

An apex body of Major Ports under Administrative Control of Ministry of Shipping SAGARMALA

Login

s Not Registered yet ?
Port Users Pensioners ’

40000442

N

1 REGISTER AS A SUPPLIER \\

RHyZf iRﬁny_ (S D

1 / We Acknowledge and accept = — . !-! (& Resubmit Customer Registration
theilerms And Conditiing = - = S Z Supplier Registration Status
= — . : — — . 4 Open Tenders
Step 2:
e Enter One Time Password (OTP) received on registered Mobile number
@ | EBS Portal X +
& C A Notsecure | 10.9.7.22:8001/ebs-portal/en

Q  About Us Contact Us

ax» INDIAN PORTS ASSOCIATION

An apex body of Major Ports under Administrative Control of Ministry of Shipping

Enter the 4 digit OTP sent via SMS on yo,

phone (73XXXXX432) REGISTER
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Step 3:

e Click on Supplier Portal

@ Supplier Landing Page | EBS Port X 4 -

&« C A Notsecure | 10.9.7.22:3001/ebs-portal/en/suppliers?status=1 fr @ o n8O

. N & GANDHI BROTHERS
E DN }I e o e = eme Sonaeis SRR (Chennai Port Trust)
INDIAN PORTS ASSOCIATION LA

An apex body of Major Ports under Administrative Control of Ministry of Shipping SAGARMALA

SUPPLIER PORTAL

@)

SRM Portal

Web Mail Access Disclaimer Terms And Conditions
Step 4:

e System will redirect you to E- Procurement Portal

@ Supplier Landing Page | EBS Port X &7 Reports - IPA SRM Portal x  + - X

<« C @ Notsecure | ipasdbgieq.portebs.com:50000/irj/portal * Qo »@©

Log Off

E - PROCUREMENT PORTAL R

Home RFx and Auctions Bidder Info

Overview  Personalizafion | Persenalization

NG contant available for this navigation node

System will redirect you to
E-Procurement Portal
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Step 5:

e C(Click on Bidder Info

e Click on Measurement Sheet

e Click on Create & Provide Below Details
o Service Order: 4000010070
o Company Code: 1000
o Press Enter

@ Supplier Landing Page | EBSPart X = Create - IPA SAM Portal x  + - X

< C A Notsecure | ipasdbgieq.portebs.com:50000/irj/portal * Q0 » O

Log Off
Welcome 40000859 (40000895)
E - PROCUR M NT PORTAL‘ Login Time:23/07/2020 00:07.00 IST
Home RFx and Auclions Bidder Info 2 Enter Seerce Order &
woema Dereny | s R R Company Code Details

Measurement Sheet

Save || Exit || Cancel | Help | | [ Clear Screen || App?

[»]

Service Order 4000010070 | Company Code | 1000] Plant Doc. Date

Vendor Purchase Group
Attachments

Doc. Type
| [E——
Open MeasurementJ B B

OBJECTID GuliD

Services for ltem [
Sheet

Step 4:

Duantity st A line Sarvica N Neserintian

e System will fetch and display Service Order details
e C(lick on input measurement button to record completed work details for activity line
item 10

@ Suppler Langing Page | EBS Port X 7 Create - 194 SEM Paal X 4 - a o
« (] A Notsecure | ipasdbgieq portebs.com: 50000/ porta
o E - PROCUREMENT PORTAL

Home  BFxand Authoed Biddtr Info

Messurement Sheet  Irscund Defvery  lavsise  Hndoanes Begister

D | Save [ Exit |[ Cancel |[ Help | | [ Ciear Scowen || Approved Statn |

Service Order | 40000L5070 | Company Code 2000 Mumbai Port Trast Prant 2000 Mumbai Podt Trust Doc Date  |2%.07. 2030
Vendor 40000899 CONAINDUSTRIES Puichase Growp 305 | Covd
Attachments.
OBJECTID  GUIID DATE ™ ||
[ U (=, E
Fi namne B
1 Gl

Senvice Order - Line items \w I~
G MeleiSense qck on Input Measurement s, A

i Ear thwork npul Measur w000 1,430.00 0.000
11 OIL BOUND DISTEMPER [ ACRYLI
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Step 5:

e Provide the completed work details.
e click on Save & Exit Button

Q) Suppler Landing Page | EBS Part X Z7 Create - 194 SAM Portal x4 = o x
€ - C A Notsecure | ipasdbgieq.portebs.com:50000/irj/portal * @ 0 ® O
i Log Off
E - PROCUREMENT PORTAL e —
_ 1. Enter completed work
Home RFx and Auctions ' Bidaer Info l
Messurement Sheet  lesound Debvery  bsies  Hesdiance Regiter details
L3
Sarvice Ling Been Mo 0 yeu  (Cubic meTer ~
Date Descrgton  LENGTH BREATH HEIGHT Quantty  UoM Remaky =
_22.07.3020 1.000 1.000 5. 000 5.000 Ll E
23,07, 2020 4.000 1.000 1,000 1.000 3 ‘
: 23.07.2020 1.000 1,000 1.000 1.000 -3 |
|| En.07.2020 1.000 1.000 B.oot 3.000 3
| 0. 000 o3
: 0. 000 L]
] 0.000 3
| 2. Click on Save & Exit G
0. 000 o3
: o.000 "
- o =3
Step 6:
e Click on Save Button
B Suppler Landing Page | EBS Part X 7 Crante - 194 S8M Portal ® 4 - & %
€ = € A Notsecure | ipasdbgieq.portebs.com:50000/ir/portal * O 0 B B

Log Off

ROCUREMENT PORTAL b

Click on Save

D [[Save |[ ot [ Cancel | Heip | | [[Clear Sereen [ Approvai Status |

[a]
Service Order 4000020070 | Company Ceds  |2000 | Mumbai Port Trest Fiant 1000 Mumisal Pe Trust Doc Dale | 22.07.2020 |
vengar 4000089 CONAINDUSTRIES: Purchase Growp 405 | Cad
attachenents
OBJECTID  GUIID DATE ™ ||
ot | =) L &)
Fie name | =1 = B
4] ™ [|]
Seevics Order - Ling lems Saevees or [ Eartweonk: & '
e Cuaesty ves H rghon Test BOQOY BOGAM. Cu.. Cu. Cumest JMS Oty Cuent
B Earthwork 1.000 au & kiwork wpr. [ & Pepet Measur_|10.000 1,490.00 0.0 0.00 10.000 1.490.¢2]
_Ill OIL BOAND DISTEMPER [ ACRYLIC 280.000 L1
= O
- £l ]
= [=]
(K1) I
&y b | asas00) M. | pasapgba
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Step 9:

e System will create a JMS document and display “JMS 1100000011 Successfully created”
message.

=20 |

JME: 1100000011 Successfully created.

Step 10:

e Click on Bidder Info

e Click on Measurement Sheet

e Click on Change & Provide Below Details
o JMS No: 1100000011
o Company Code: 1000
o Press Enter

@ Suppher Landing Page | EBS Port X = Change - 194 58M Porta ® = (=]
£ &) A Mot secure | ipasdbgieq.portebs.com:50000 i portal

(- E - PROCUREMENT PORTAL
Home | RPxmndiscics EEENES 2. Enter Service Order

Meayurement Sheet Irt-cund Dedrvery Invoice. Hindrance Regrsler

and Company Code

[Save J[Eot | Cancel | Feip | | [Cimar Sereer |[ Approval Status || DsplayrChangs | Remase

Sennce Order Coempany Coge  |LOD0 Prant Doc. Date
A5 Ko 912 | Vendar Putchase Griup

1. Open Measurement
Sheet in Change

Services for Bem '
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Step 11:

e System will open JMS document in Change mode
e Click on Release M Sheet for Approval Button

@ Supplier Landing Page |EBS Port X =7 Change - IPA SBM Portal x 4+

<« C A Mot secure | ipasdbgieq.portebs.com:50000/ir)/portal

A LEr o

E - PROCUREMENT PORTAL

Home RFx and Auctions Bidder Info

Measurement Sheet Inbaund Delivery Invaice Hindrance Ragister

Save |[ Exit || Cancel |[ Help | | [ Clear Screen |[ Approval Status || Display/Change || Release MSheet for Approval |

Service Order 4000010070 | Company Code 1000 Murnbai Port Trust 1000 Mumbai Port Trust

JMS No. 1100000011 | vendor 40000833 COMAINDUSTRIES Group 105 | Civil
Attachments
OBJECTID  GUIID
Doc. Type | E
File name L

Click on Release M Sheet
for Approval

Service Order - Line llems

Services for lemn
Tem Quantity Uoh

Step 12:

o Workflow will be triggered for measurement sheet approval and system will show the

Workflow Released for Approval

Message “
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12. Release Measurement Sheet:

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

SAP4

~ MNew password  More ~

Client: |500

Enter Approver User
ID and Password
*User| 10100050

s T
*Password: | &&&&&&F&&&&&&&&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 2 Workplace

Role Approver

w SAP Easy Access

SBWP ~ SAP menu | SAP Business Workplace | Other menu  Addto Favorites — Dele
— - -
w 1 Favorites —— e s
» O T Codes Y i e
» [ Reports

~ 3 SAP Menu
» [ Connector for Multi-Bank Connectivity
~ 15 _Office
| & SBWP - Workplace
» [3 Telephone Integration
» [ Appointment Calendar
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Step 3:
e Expand “Inbox” button, under workflow “Please approve JMS 1100000011” message will
appear.
e Double Click on “Please approve JMS 1100000011”
= >
& SAF Business Workplace of Asst Engg
New message  Find folder  Find document  Appoint DOUble CIle on IIPIease approve JMS
1100000011”
~ e Workplace: Asst Engg Workflow 55
EC:;::::I!I B2 @ | &) B~ =] |¥]|v]|a
Ene....TI"e Status Work ltem ID Creation Date Creation T
%)} IF‘IBase approve the JMS 1100000011 I [+ 414883 23.07.2020 00:12:29
i Deadline Messages 0 & Tips.
[¥] Entries with Errors 0
> & Outbox Please approve the JMS 1100000011
> & Resubmission . | Description | Objects and attachments
Step 4:
e System will open JMS workflow screen
e Select the line items which are to be considered for approval
= 500 & B x
w JSM Workfiow
B Selectallnes De-select all ines

B &

&

6 &

Sedect ling Levell Level2 Leveld Leveld JMS Number Company Code Service order lem No Vendor  Vendor name
1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 22.07.2020 1000 Eal 1.000 AU 8300000009 10 Ear
4000010070 1 40000899 CONA INDUSTRIES 2207 2020 1000 Earthw 000 AU 8300000009 10 Ear
DONGRGO CONA INDUSTRIES 22 07 2020 1000 Earthwor U 8300000009 10 Ear
200000009 10 Ear

2. Click on POST Button
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Step 5:

e System will display information message.
e Click on “Continue” Button.

SAP4 JSM Workflow

Qa = = Y ! % B 8 B B sSeectallines De-selectalllines Post More
Select line Level1 Level2 Level3 Leveld JMS Number Company Code Service order item No Vendor  Vendor name Doc.Date Plant Sen
v 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 22.07.2020 1000 Eartl
v 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 22.07.2020 1000 Eartl
v 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 22.07.2020 1000 Eartl
v 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 22.07.2020 1000 Eartl

= Information X

(G Selected entries will be considered for approvall
process
Click on Continue
Continue  Help
Step 6:

e Click on “Approve” Button to approve the Measurement Sheet.

y..i i ! 'J Decision Step in Workflow

{ w| Workflow Create Import More v

Please approve the JM| Click on “Approve”

mmse,mw
Ree —

Displa
Al | or n Hi

e

| Description ‘ Objects and attachments
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Step 7:

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

Step 8:
e Login as Approver 2 (Executive Engineer) in SAP System.

SAP4 SAP

e New password Maore ~

Client: | 500
ﬁnter Approver User
*User:| 10100051 ID and Password

*Password: |*ii##i—i&iii—¢*ii#{ \\

Logon Language: |EN

Step 9:

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  Add to Favorites  Dele

173}

~ 3 Favorites
> [T Codes
» [0 Reports
~ T3 SAP Menu
» [0 Connector for Multi-Bank Connectivity
w5 _Office
| & SBWP - Workplace
» [3 Telephone Integration
» [ Appointment Calendar
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Step 10:

Expand “Inbox” button, under workflow “Please approve JMS 1100000011” message will

appear.
e Double Click on “Please approve JMS 1100000011”

£ p-.E! ? Business Workplace of EX Engg

New message Find folder Find document Appointment calendar Distribution lists  More

Double Click on “Please approve JMS

Workflow 1 1100000011
[C]c] (] [m 2| (z][0] ] €T TR R B V]
Exe_|Title Status Work Item ID Crea
) |Please approve the JMS 1100000011 & 414886 23.00
[+] Deadline Messageso |/
[+] Entries with Errors 0 & Tips
» oL, Outbox
> & Resubmission Please approve the JMS 1100000011
5 & 4 r
= Private folders : | Nasrrintinn IﬂllhrM and attarhmante
Step 11:
e System will open JMS workflow screen
e Select the line items which are to be considered for approval
» 500 B 8 x

AP 5 Wordon

Sedect line | evelt Level2 Level Leveld JMS Number Company Code Service order ltem No Vendor  Vendor name
L 0100050 1100000011 1000 4000010070 1 40000890 COMA INDUSTRIES 22.07.2020 1000 E
1 40000899 COMA INDUSTRIES 22.07 2020 1000 Eani

v \-u\sa\ 1100000011 1000 4000010070
40000899 CONA INDUSTRIES 22.07 2020 1
1. Select the JMS Line item for approval (000299 CONAMDUSTRES 22072020190 2 Click on POST Button

1.000 AU 8300000000 10
1000 AL B300000009 10
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Step 12:

e Click on “Approve” Button to approve the Measurement Sheet.

""E ! '? Decision Step in Workflow

~ Workflow Create Import More

Please approve
Click on “Approve”

Choose onmmves
I
Reject

cspy

|Approval or Ro‘,_ection Histog
IHoId

Step 13:

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

Step 14:
e Login as Approver 3 (Dy CME) in SAP System.

F-E ‘ ! '? SAP

~ New password More ~

Client: | 500

Enter Approver User ID and Password

“User | 10100049 :

*Password |ﬁﬁﬁﬁﬁﬁpﬁﬁﬁﬁﬁﬁﬁﬁ

Logon Language: EN
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Step 15:

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

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

Step 16:

e Expand “Inbox” button, under workflow “Please approve JMS 1100000011” message will
appear.
e Double Click on “Please approve JMS 1100000011”

< »-2! '? Business Workplace of DY HOD

v New message Find foider Find document  Appointment calendar Distribution lists  More ~

Double Click on “Please approve JMS

~ g5 Workplace: DY HOD Workflow 1 »
BRI R oD ——

{1 Unread Documents 16

o Exe |Title Status Work ltem ID Creation Date Ci
1] @ [Please approve the JMS 1100000011 p” & 414880 23.07.2020 C

3] Overdue entries 0 |

[¥] Deadiine Messages 0

] Entries with Errors 0

» L Outbox
= — Please approve the JMS 1100000011
» Z Resubmission
> &, Private foiders i | Description | Objects and attachments
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Step 17:

e System will open JMS workflow screen
e Select the line items which are to be considered for approval

1.Select the JMS Line item for approval > 00 Bl 6| & x

A Workflow

= = 6B & Select all ines De-select all ines

evell Level2 Leveld Leveld JMS Number Company Code Service order ltem No Vendor  Vendor name
10100050 10100051 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 22.07 2020 ork 1.000 AU 8300000009
% 10100050 10100051 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 22 072020 10 1.000 AU 8300000009
10100050 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 2207 2020 1000 000 A SS00N0RNNGg
10100050 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 2207 .
2. Click on POST Button

Step 18:
e Click on “Approve” Button to approve the Measurement Sheet.

»-E- ! '? Decision Step in Workflow

Workflow  Create import  More

Please approve the JMS 1100000011

Step 19:

e Measurement Sheet will be approved with level 3.
e Measurement Sheet Approval Request notification is forwarded to Approver 4
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Step 20:
e Login as Approver 4 (HOD) in SAP System.

SAP4

~ | Newpassword More ~

Enter Approver User ID and Password

Client: | 500

*IJser] 10100048

*Password: ‘ *##ﬁﬁ*F—ﬁﬁﬁ##ﬁﬁi—1

Logon Language: EN

Step 21:

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  Add to Favorites  Dele

73]

~ 3 Favorites
> [0 T Codes
> [ Reports
~ 10 SAP Menu
» [(J Connector for Multi-Bank Connectivity
~ 15 Office
| & SBWP - Workplace
» |0 Telephone Integration

» [0 Appointment Calendar
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Step 22:

e Expand “Inbox” button, under workflow “Please approve JMS 1100000011” message will

appear.
e Double Click on “Please approve JMS 1100000011”

< EE : " Business Workplace of HOD

New Find fold Find d .
cmessage TnalbEer FRagetii=n - pouble Click on “Please approve JMS

. _ 1100000011”
~ g Workplace: HOD Workflow 1
[ noor] 3[c) = = 2~ @) @Y [7) 7Y [a
{1 Unread Documents 15 D =) (&) (E =2 & =S| =>
Exe___lTine Status Work Item ID Creation Date
@ I Please approve the JMS 1100000011 | & 414892 23.07.2020
[¥] Deadline Messages 0 l
[*] Entries with Errors 0
> L Qutbox
» = Resubmission Please approve the JMS 1100000011
> A Private folders £ (o
Step 23:
e System will open JMS workflow screen
e Select the line items which are to be considered for approval
= > 500 & S X

2. Select the JMS Line item for approvDsmw“m

b % B £ B B Seecalines De-selectal lines

el Level2 Leveld Leveld IMS Number Company Code Service orger item No Vendor vendor name Qice/Material Quantity UoM Service No  Service

10100050 10100051 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 22.07.2020 1D 1.000 AU_ 8300000009
10100050 10100051 10100049 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 220
v | 10100050 101000490 1100000011 1000 4000010070 1 40000889 CONA INDUSTRIES 22,0 Click on POST Button.
v | 10100050 1100000011 1000 4000010070 1 40000899 CONA INDUSTRIES 220
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Step 24:

e Click on “Approve” Button to approve the Measurement Sheet.

pov ) S Decision Step in Workfl

1 ~| Workflow Create Import More v

Please approve the JMS 1100000011

£ the M‘ﬂj Click on “Approve

|Di5play

|Approva| or Rejection History
[Hold

Step 25:

e Measurement Sheet will be approved with level 4.
e Once the Measurement Sheet is approved by all 4 level approvers, a notification is
triggered to Measurement Sheet Initiator and all preceding approvers

< »!: ? Business Workplace of Asst Engg

New message Find foider Find document Appointment calendar Distribution lists More ™

== Workplace AsstEoga Unread Documents 20
Lo 1 2] | e | BV @) | B [E] | @) 7] B 2V | [a] B[Y] =] #]v] [a
| £] Unread Documents 20} E =
VRPN Me  Type Title Atta Author Date receiv Copy Res Recipi
[3] Workflow 54 = (& JMS 1100000011 is approved SAP_WFRT 22072020 1
—————ihas e Ocda 4000040070 is a0 SAP WFRT 22 07.2020

> [0 Grouped according 0 Ol pr—m——tbitldbililiidabibotiteit=gD  SAFE WFRT 22
[ Grouped according to cot | JMS 1100000011 is approved.
» [ Grouped according to sol
[ Grouped according to tas
[+] Overdue entries 0 JMS 1100000011 is approved.

Hello Sir/Madam,

[¥] Deadline Messages 0

(] Entries with Errors 0 Approved by: 10100048 HOD

L, Outbox Regards,
5 10100048
&, Resubmission HOD

& Private foiders
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13. Create Abstract
Step 1:
e Enter Transaction Code ZASO1 in command bar (or) Follow the below navigation path.
Transaction Code | ZASO1

Menu Path Easy Access = SAP Menu - Logistics = Material Management 2>
Abstract = ZASO1 Create Abstract

v SAP menu SAP Business Workplace Other menu Add to Favorites Delete Favorites

> [ SCM Extended Warehouse Management
v 19 Logistics
> [ Equipment and Tools Management
“ 13 Materials Management
> [0 IPA General Setting
> [ Purchasing
> [3 Inventory Management
> [ Logistics Invoice Verification
> [ Physical Inventory
> [3 Valuation
> [ Material Requirements Planning (MRP)
> [0 Returnable packaging logistics
> [ Service Entry Sheet
> [ Measurement Sheet
v 3 Abstract
| €3 ZAS01 - Create Abstract]
Z3 ZAS02 - Change Abstract
Z3 ZAS03 - Display Abstract
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Step 2:
In Create Abstract screen, provide following details,

[ ]
o Service Order: 4000010070
o Company Code: 1000
= > 500 B -8 X
< w Create Abstract
Enter Service Order &
Company Code
srdder 4000010070 Company Code: | 1000 Doe. Date
List of Approved and open JMS
Select  JMS No Crealeg On  Crealed By Changed On  Changed By Approved On Approve. . @
Step 3:
e System Will display JMS Recorded against Service Order.
e Select the JMS no & Click on Process Selection
= > 50 [ B | P X
< w Create Abstract
[ ] Clear Screen More
Service Order. 4000010070 Company Cox 1000 fumbal Port Trust Doc. Date: 22.07.2020
Select JMS No =
Changed On  Changed By Approved On  Approve.. @
23.07.2020 US10100

Click on “Process Selection”

Created By

Created On
40000899

23.07.2020

Button

{3 Process Selection
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Step 4:

e Select JMS Activities to be considered for creating Abstract
e (Click on “Save” Button.

]

< -E' '? Create Abstract

[all[#2) | (@ G-l gl@ellall=sll=llalllw £ 2|3~ 8 [m
JMS Do No PO Liné ltem Matenial Description PO Quantity PO_UoM  Select  Ling Number Service Number Senvice Text Actual Quantity Quantlty Service UoM
|11l)00000|l 1 Earthwork 1.000 AL o o 10 83000000040 Eanhwork upto 1.5 MIrs. depin in Dulk 10.000 10,000 M3
Select JMS Activities

Click on “Save”
Button

Step 5:

e System will create abstract. & Display details of abstract Created
e System will create a service entry sheet and same is updated in Purchase order.

= |- < E! 7 Create Abstract

More v
@] | [@][C] | [#] (@) @lv][e] | (@] (@] (@] [@] | (2] (=] (a][<][¥]v]| [z]+ @BvLv]a (@
JMS Doc No PO Line item Material Description PO Quantity PO_UoM Select Line Number Service Number Service Text Actual Quantity Quantity St
V| 1100000011 1 Earthwork 1.000 AU v 10 8300000009  Earthwork upto 1.5 Mtrs. depth in bulk 10.000 10.000 M:
= Details of Abstract created AR 1 4
E = = |Q NARY
2| B L =] m

Abstract PO Line item

2100000011 1 \LAbstract 2100000011Created
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Step 6:

e To check the updated purchase order history; Enter Transaction Code ME23N

| ME23N | ~| SAPmenu  SAPBusiness Workplace  Othermenu  Addto Favorites  Delete Favorites  Change Favori

> [ Connector for Multi-Bank Connectivity
> [o office
> [ Cross-Application Components
v 13 Logistics

> [0 Equipment and Tools Management

“ 13 Materials Management

“ 13 Purchasing
“ 1§ Purchase Order
> [0 Create
3 ME22N - Change

£ ME21 - Create Extended Purchase Order

A M AFEAA AL e ke e e e Al

Step 7:

e System will display Purchase order
e In Purchase order history tab; Service Entry sheet 1000000238 is updated.

v | Document Overview On  Create  Desplay/Change  Other Purchase Order  Print Preview  Messages  Help  Personal Setting  More v Q Bat

‘@mﬁommm ~ 4000010070 Vendor 40000899 CONA INDUSTRIES Doc Date 22.07.2020
| [23] Header
| | B3 | nem Overview
(] e | ENTETED -] [~V
< Quantities’Weights  Delivery Schedule  Delivery  Invoice  Conditions India  AccountAssignment  Purchase Order History  Texts DeliveryAddr.. > ..

EFRIEFY| @YY R | @ | @]
snTe,.M,u Matenial Document item Posting Date |zQuanti  Delivery cost quantty OUn TfAmtinLoc C LcurfQtyin OP  DeiCostQty (OPU_ Order Price Unit =  Amount Crcy Reference

f~]
£

WE 1 5101000053 1 2307.2020 1.490.00 INR 1,490.00 INR

LASALDL . 1,490.00 INR « 1,490,00 INR
Lert 1000000238 23072020 | 1.490.00 INR 1.490.00 INR
TrJ/Ev. Service entry . 1,490.00 INR * 1.490.00 INR
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14. Invoice Verification:

Step 1:
e Goto EBS Portal and Provide Log in Details
Q@ | E8S Portal x 4+ & (u] X
< C A Not secure | 10.9.7.22:3001/ebs-portal/en * Q0 » 6 :

E Skip To Main Content °°° M About Us Contact Us
ﬁ % INDIAN PORTS ASSOCIATION L

An apex body of Major Ports under Administrative Control of Ministry of Shipping SAGARMALA

Login

s Not Registered yet ?
Port Users Pensioners ’

40000442

N

1 REGISTER AS A SUPPLIER \\

RHyZf iRﬁny_ (S D

1 / We Acknowledge and accept = — . !-! (& Resubmit Customer Registration
theilerms And Conditiing = - = S Z Supplier Registration Status
= — . : — — . 4 Open Tenders
Step 2:
e Enter One Time Password (OTP) received on registered Mobile number
@ | EBS Portal X +
& C A Notsecure | 10.9.7.22:8001/ebs-portal/en

Q  About Us Contact Us

ax» INDIAN PORTS ASSOCIATION

An apex body of Major Ports under Administrative Control of Ministry of Shipping

Enter the 4 digit OTP sent via SMS on yo,

phone (73XXXXX432) REGISTER
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Step 3:

e Click on Supplier Portal

@ Supplier Landing Page | EBS Port X 4 -

&« C A Notsecure | 10.9.7.22:3001/ebs-portal/en/suppliers?status=1 fr @ o n8O

. N & GANDHI BROTHERS
E DN }I e o e = eme Sonaeis SRR (Chennai Port Trust)
INDIAN PORTS ASSOCIATION LA

An apex body of Major Ports under Administrative Control of Ministry of Shipping SAGARMALA

SUPPLIER PORTAL

@)

SRM Portal

Web Mail Access Disclaimer Terms And Conditions
Step 4:

e System will redirect you to E- Procurement Portal

@ Supplier Landing Page | EBS Port X &7 Reports - IPA SRM Portal x  + - X

<« C @ Notsecure | ipasdbgieq.portebs.com:50000/irj/portal * Qo »@©

Log Off

E - PROCUREMENT PORTAL R

Home RFx and Auctions Bidder Info

Overview  Personalizafion | Persenalization

NG contant available for this navigation node

System will redirect you to
E-Procurement Portal
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Step 5:
e Click on Bidder Info
e Click on Invoice

e In Park Invoice; Provide Below Details
o Invoice Date: 23.07.2020

o Reference: Vendor-INV-323
o Enter Purchase Order: 4000010070 & Hit Enter.
o System will display Purchase order details for invoicing.
o Select Calculate Tax check box, to calculate tax amount
@ Zupplier Lancing Fage | BES Port X & Parkinvoice « B4 S8M Poeral ® + = o 4

“ A MNotsecure | ipasdbgieq.port . * @ o0 n B
— f'/1 Enter Invoice Date, Vendor ) —
@ Invoice Number JA]_ s s it

)

)

Ly

o
B
48

Home FoFx and Aucsons Badded Il

Measurement Sheet  Inbound Delvery | Mwoloe  Mindrance Regis)

, Save Parked Document || Back || Exit || Cancei | Heip | Shoow worklist || Ofher invose Decument || Hokd || Simutate || Save as Completed |[ Messages |[ Heip [ 1 |

Transacticn Irncize. BCO watance 35,970.50- 1ML |
(=
©BawicDs | Pament | Detals | Tax Contacts | Moke Vendor 043000838
e 22.07.2020 [ APR— =l | COMAINDUSTRIES =R

2307 z00 | 20-21 20-21 NIRAJ INDUSTRIAL ESTATE
[ ™ S0000S MUMBAI

& Galculate Tax HDIA

T 760.50 - 26AT169S [B]

Bus PlaceiSects | I E .
[

Taxt
Payed lerms Due mmediately
Baseiine Date 23.07, 2020 ]
finmosny fode. 118 Kdsserbst Bised Toeral Msrsbind |
PO Reference GALAccount | Maerial I
T rrr—— |f i — 2. Enter Purchase
Laycut A informason -
e Amount Cuantsy Or. (3 Puchaseo.. lem PO Text Cantral Con... i Order & PFESS Enter
H 1,490,00 [ 00000070 1 Earthwork
2 13,720.60 280 K6 [ ADOODIOTD 11 OIL BOUND DESTEMPER | ACRYLIC W1 [CGET+5GST 6% _ * | =
~__,=-" b | Ascson) 1], | pasapois
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Step 6:

e Enter amount: 15970.00
e Click on “Simulate” Button

@ Supplier Landing Pagge | EBS Port. X @ Park Imvoce « PR SRMPoral X = a s

€ = A Notsecure | ipasdbgieq portebs.com:S0000/in/ portal

Click on “Simulate”

E - PROCUREMENT PORTAL. | Button

Home RFxand Actons | idder inko. |

Measerement Sheel  Inbound Defvery | Inwoice  Hindrance Regiter

' [[Save Parked Documen || Back | Exit |[ Cancel [ Fiein | | [Stow PO struchure ][ Show wortist || Omer invoice Document | Hola

Transaction Invose =]
I Vender 0040000898
eevoice date 2,07, 2020 Relorsnce  [VEASOR-23) = | conamDUSTRIES
20.21 20:21 HIRAJ INDUSTRIAL ESTATE,
Amount 15,870.50 e 400093 MUMBAL
e Nﬂu.
Tax Amount 78050 [ Crbearieos
BusPmowsecn | | | L
= ' Enter Amount
Paymi teams Due immediately
Baseline Date 13.07.2020
i Mduamiad Prart Tt Ml sminos \ E
GLAccount | Malerial
Purchase Orden'Scheduing Agreement | w| | 4060039070 EI | Govasinentce tems =
Layest A8 formaton - L
e amount Ouaaty O [P Puchasea. tem  POText Central Con... Central Con._. Tax Gode Wo.. A AcelAsigt
] 1 1,490.00 [ 4000010070 1 Eartwent: V1(COSTS05TE% .. ¥ [] K |
D 2 13,720.00 280 KG [ | A000010070 11 OIL BOUND DISTEMPER / ACRYLIC V1 (COST+EG8T 5% ... + [
SAnd b | asasen . | wasssing
Step 7:
e System will display FI Documents posting details
e C(lick on “Save As Completed” Button.
@ Supplicr landing Page | EBSPor X &° Farklmoice- PASRM Portal % + -
€& - C A Notsecure | ipasdbgieq.portebs.com:50000/if/portal * Q0 N =

JeRg E - PROCUREMENT PORTAL oo

Home FFx and Auclions ' Bidder indo l

Measurement Sheet  Inbound Delvery Inrvaice Hindrance Regisles

15,970, 50= W Vi
1,480.00 THR 4000010070 1 VL
13,720.00 INR 4000010070 11 vi
380,25 1M Vi
380,25 IR Vi

Click on “Save As Completed”
Button

IESMR%IM 5 Save Parked Document | (3]
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Step 8:

e System will Park the Invoice document and will display the message
Invoice document 6010000019 has been saved as complete
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15. 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
> [T Codes
> [J Reports
~ T3 SAP Menu
» [3 Connector for Multi-Bank Connectivity
~ 10 Office
| & SBWP - Workplace|
» |3 Telephone Integration
» [ Appointment Calendar
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Step 3:

e Expand “Inbox” button, under workflow “Please approve Parked Invoice 6010000019”
message will appear.

< [ : J Business Workplace of Asst Engg

hNew message Find foider Find document Appointment 3

Double Click on “Please approve

* &3 Workplace: Asst Engg Workflow 55 Parked Invoice 6010000019”

| B ElRIE 26| P BT =
(1 Unread Documents 20 I] @
£] Documents 25 Exe | Titie Status Work ltem ID Creation Date Cre:

i () I Please approve the Parked Invoice 6010000019, Year 2020 I sl 414903 23.07 2020 00:2

[+ Overdue eniries 0
[+] Deadline Messages 0 ]
[¥] Entries with Errors 0

> I Outbox Please approve the Parked Invoice 6010000019, Year 2020

% E Dasnkmissinn

Step 4:

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

Decision Step in Workflow

| ~i Workflow Creale Import More v

Please approve the Parked Invoice 6
Click on “Approve”

W J

A e

Reject

Dis
o«

Step 5:

e Parked Invoice will be approved with level 1.
e Parked Invoice Approval Request notification is forwarded to Approver 2.
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Step 6:

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

Sapd o

~ | MNewpassword  More v

Enter Approver User

Client: 500 ID and Password

*User ]/ 10100051

xpassword ii‘#‘i‘#‘i‘iﬁ'i‘ﬁ#i‘#i‘#i‘1

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 2 Workplace

Role Approver

w SAP Easy Access

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

~ 19 Favorites
» [T Codes
» [ Reports
~ T8 SAP Menu
> [ Connector for Multi-Bank Connectivity
~ 15 Office
| & SBWP - Workplace
» [0 Telephone Integration

» [3 Appointment Calendar
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Step 8:

e Expand “Inbox” button, under workflow “Please approve Parked Invoice 6010000019”

message will appear.

Business Workplace of DY HOD

- New message Find folder Find document Appoink

Double Click on “Please approve
Parked Invoice 6010000019”

s CGEIN B||&| @] | [~ S al~[[alB[~ =] [¥[v]|a
| Title Status Waork item ID Creation Date Cre
414907 23.07.2020 00:%

Please approve the Parked Invoice 6010000019, Year 2020 | Fra

+ | Grouped according to ¢ |
» [ Grouped atcurding o« T
» [ Grouped according to £ Z
[ Grou, according tot
2 [ Grouped 991 please approve the Parked Invoice 6010000019, Year 2020
¥] Overdue entries 0

Deadline Messages 0 Description
Select one of the available decision options. This completes the processing of this step.

Before vou make a decision. vou can displav the attachments and obiects which have

Objects and attachments
Mo attachments or objects exist

[¥] Entries with Errors 0
» oL Qutbox

Step 9:
Click on “Approve” Button to approve the Parked Invoice.

Decision Step in Workflow

Workflow Create Import More

Please approve the Parked Invoice 6010000019, Year 2020
rCIick on “Approve”

-C-hmn-qf the W

A e N __—

Reject

espeqy

|Approval or Rejection History
|Hold

—

Step 12:
e Parked Invoice will be approved with level 2.

e Parked Invoice Approval Request notification is forwarded to Approver 3.
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Step 13:
e Login as Approver 4 (CME) in SAP System.

SAPd

~ | Newpassword More

Enter Approver User ID
and Password

Client: |500

*User] 10100048

*Password ‘ﬁ###ﬁﬁiﬁ###ﬁﬁﬁ##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

~ ] Favorites
» [T Codes
> [ Reports
~ 0 SAP Menu
» [ Connector for Multi-Bank Connectivity
~ 1o Office
| @ SBWP - Workplace
» 3 Telephone Integration
» [ Appointment Calendar
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Step 21:

e Expand “Inbox” button, under workflow “Please approve Parked Invoice 6010000019”

message will appear.

I

< "‘E: ! ’ Business Workplace of HOD

New message Find folder  Find document  App
Double Click on “Please approve
Parked Invoice 6010000019

k5 Workplace: HOD Workflow 1

ClE| | [ IRE=IE> “| |5 glla[[alB]~][=]]v]v][a
DMTEad Documents 16 l_] & e

] Documents 22 Exe | Title Status Work Item ID Creation Date Creatio
> 3] Workfiow 1} @ |Piease approve the Parked Invoice 6010000019, Year 2020 | ¢ 414900 23.07.2020  00:35.0

[»] Overdue entries 0
(+] Deadline Messages 0
(¥ Entries with Errors 0
> L Outbox
» (2 Resubmission
> A, Private folders

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

Decision Step in Workflow

| v Workflow  Create Import  More v

Please approve the Parked Invoice 6010000019, Year 2020

f the following altsrnalil Click on “Approve”

IDBE
IAEEroval or Rn'iel:tinn I-listoE

Hold
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Step 24:
e Parked Invoice will be approved with level 3.

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

o SAF Business Workplace of HOD
| l New message  Find folder  Find document  Appointment calendar  Distribution lists  More v
ORI QB Unread Documents 14
v & Inbox o=
& 12 e | B & | BV E | @ [7] & g~ | @] B[] [=
{ {1 unread Documents 14| (&1 =
L o ecomentesa Me_ Type Title Atta_Author Date receiv._  Copy Res
« [5] Workfiow 0 @| @ Parkedinvoice 6010000019, Year  |sAP_WFRT 22.07.2020
> [ Grouped accordingto¢ &3 (& Purchase Order 4000010063 is ap SAP_WFRT 19.07.2020

> GroupedaccordingtoC
Parked Invoice 6010000019, Year 2020 is Posted.

> [ Grouped according to ¢

> [ Grouped according tot Hello Sir/Madam,

(3] Overdue entries 0 _ Parked Invoice 6010000019, Year 2020 is Posted Successfully.

[¥] Deadline Messages 0 :
[¥] Entries with Errors 0 Regards,

> L Outbox

£, Resubmission

PR

L Drivata faldare
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16. FI Process 1 - Vendor Outgoing Payment: Transaction Code F-53

Step 1. In the below selection screen enter the following fields to process the payment for
the Vendor

> Enter Document Date: 23-07-2020

» Bank Account Details (Rev Outgoing A/c): 23110002

> Vendor Account Number.: 40000899

V] Y KE 00O

Post Outgoing Payments: Header Da

Process Open Items

Document Date 23.07.2020 Type KZ Company Code 1000
Posting Date 23.07.2020  Period Currency/Rate INR
Document Mumber Translation dte
Reference

Doc.Header Text ;_P2P Qutgoing Paymentl

Clearing Text
Bank data

Cross-CC Number

_—

Account 23110002 Business Area
Amount

Arrt.in loc.cur.

Bank Charges LC Bank Charges

Value date Profit Center

Text i

Open item selection Additional selections

Account 400008599 Mone

Account Type K Other Accounts Amount

Special G/L Ind +/ Standard Ols # Document Mumber

Payt Advice Mo. Posting Date
Distribute by Age Dunning Area
Automatic Search Others

Invoice Sumrmary
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Step 2. Enter the Document Number and Click on Process Open Items to process the payment

V] KB OO 1e] @ %

Post Outgoing Payments Enter selection criteria

Other selection Other account Process Open Items

Parameters entered

Company Code 1000

Account 40000899

Account Type K

Special G/L Ind. & Standard Ols

Docurnent Number

From To String Initial Value

Ip l
2600000033
L =1

Step 3. Enter the Payment Amount to Post the Payment for the Invoice document

o KB QOO0 A NDhan dN e

Post Outgoing Payments Process open items

Al @‘ Distribute Difference Charge Off Difference _/. Editing Options @ Cash Disc. Due

Partil Pmt | Resdtams | WH Tax |

Account items 40000899 COMA INDUSTRIES

Document... D.. Document... P.. Bu... Da... MR Gross CashDiscount CDPer. i
r r
2600000033 RE 23.07.2020 31 1] lS,S?D.SD*L L G
-
~
-
< <>
@E |ﬂ||ﬂ Am... | ‘Eﬁ Gross<... uéﬁ Curremcy| ‘,- Items ||/ Ttems ‘ |/ Disc. ”/ Disc.
Processing Status
Number of Items 1 Amount Entered 1.00-
Display from Item 1 Assigned 15,970.50-
Reason Code Difference Postings
Display in clearing currency Mot Assigned 15,969.50
@ 1 items were selected ‘E 7 » | ANDDBBS606 ¥
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Post Outgoing Payments Correct G/L account item

a< & [3 00

G/L Account
Company Code

Choose open items

23110002
1000 Murmbai Port Trust

Item 1 / Credit entry / 50

Process Open Items

SBI Revenue Account - 10996685430 - Outgoing

-" More data

Account Model

Amount 15,870.50 - INR
Calculate Tax
Business place
Profit Ctrs 1005
Value date 23.07.2020
Assignment
Text [p2p Procesy |7} Long Texts |
MNext Line Item
Pstky Account SGL Ind New Co.Code

Tech
Mahindra
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Step 4. Click on Document Tab—> Simulate: To Simulate the entered details for validation and Click on
Post to post the document

V. VKRl OO0 ONan N0 0%
Post Outgoing Payments Display Overview

@ |§|= Display Currency E Taxes M) Raset

Document Date 23.07.2020 Type KZ Company Code 1000
Posting Date 23.07.2020 Period 4 Currency INR
Document Mumber INTERNAL Fiscal Year 2020| Translation dte 23.07.2020
Reference Cross-CC Mumber
Doc.Header Text  P2P Outgoing Payment Trading part.BA

Items in document currency

PE Busk Lecct INR Imount Tax amnt

aol 50 0023110002 SBI - Rev - Cutgoin 15,970.50-

ao2 25 0040000299 CONL INDUSTRIES 15,5870.50

D 15,%970.50 C 15,970.50 Q.00 ¥ 2 Line Items

Other line tem

It
PstKy JI:IJQ count SGL Ind TType Mew Co.Code

Step 5. The Vendor Payment document- 2300000022 is Posted successfully

25
[N

& Document 2300000022 was posted in company code 1000 ~E P4 » | AN0DB85606 ¥ | ipasapgihg | OVR
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Step 6. Go to Transaction FBO3 or Document Tab - Display = To Display the Payment document Posted

v K Q00 “1e] @ %

% .| Display Document: Data Entry View
éfé~ _—E @ -, E: Display Currency :IE General Ledger View

Data Enfry View

Document Mumber [23000000223 Company Code 1000 Fiscal Year 2020
Document Date 23.07.2020 Posting Date 23.07.2020| Period 4
Reference Cross-Comp.MNo.

Currency INR Texts Exist Ledger Group

F = =|H Y 2 . || == | .|| B0 .58 .|

Cn___‘ Itm PK 5 Account Description Amount Curr.  Tx Cost Center Profit Center
1000 1 50 23110002 SBI- Rev - Outgoing 15,970.50- INR 1005
2 25 40000899  COMA INDUSTRIES 15,970.50 INR

Step 7. Go to Document Tab — Select Print Preview for Document Overview

0! J€< 0 @00 FHE NOND TT 0%
“h .| Document Overview - Display

TS ADPIHEZET2T )0 Dcose Dsave T B B [rxden [[] B

Doc.Type : KZ ([ Vendor Payment ) Normal document

Doc. Number 2300000022 Company Code 10040 Fiscal Year 2020
Doc. Date 23.07.2020 Posting Date 23.07.2020 Period 04
Calculate Tax

Doc. Currency INR

Doc. Hdr Text P2P Outgoing Payment

Itm|PK| Account Account Short Text Assignment Tx Amount
1|50(23110002 SBI - BRev - Qutgoing|20200723 15,970.50-
2|25( 400002899 (CONL INDUSTRIES 15,970.50
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Step 8: Transaction FBZ5 - Go to Transaction FBZ5 for Printing the Check

o K Q00 ' 1e] @ %

Print Form for Payment Document

Im al
Docurnent Murmber LPSDDDDDDEzJ

Company Code 1000  Mumbai Port Trust
Fiscal Year 2020

Payment method and form specifications

Payment Method C
Check Lot Mumber 1
Alternative Form

Padding Character

Output control

Printer for Forms ZLPO1 Print Immediately
Payt Advice Printer Recipient's Language
Currency in IS0 code
+ Test Printout
Do Mot Void Any Checks
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Step 9. Check Printed Successfully

Output Device  |ZLPO1 7| Local Printer

Page selection

Spool Request

Mame SMRRT ENOO&E5606
Title
Authorization
Spool Contraol Mumber of Copies

Print Nows Murmber 1

Delete After Qutput Group (1-1-1,2-2-2,3-3-3,...)
~ Mew Spool Request
+/ Close Spool Request Cover Page Seftings
Spool Retention 2 Day(s) SAP cover page Do not print v
Storage Mode Print only v Recipient

Department

(@ Print preview |= Print | 3¢ |

o YK Q00 ' athad U0 0%

Print Preview of ZLP01 Page 00001 of 00001

Archive Print and Archive

AIC Payee 2307 2020

CONA INDUSTRIES
Fifteen thousand nine hundred seventy and fifty paise only

15,970.50
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Step 10. Transaction ZFI04 - Go to Transaction ZFI04 — Enter Company code, Current Date and Print to

create the Bank file for Vendor payment

V. KEH Q00 = 1] @ %

Text file to bank - Vendor Payment

@

Company code 1000
Im; =t
Current Date I_ES- a7. 2'32'3_||51 o [l
* Print layout
Bank file created successfully:
V) KL 00 B ODaN N0 0%

Print Preview of ZLP01 Page 00001 of 00001

rchive Print and Archive

MUMBAI PORT TRUST

Finance Department

Mumbai Port Trust

Port House 5. Marg,Ballard Estate
400001 MUMBAI

INDIA

To,
The Branch Manager,
IDBI Bank Limited,
Sir,

You are requested to make payment through Alc Mo: 10996685430 for the invoices listed below.

Row # Party Account Mo IFSC Amount| Remarks
1 |COMNAINDUSTRES 15,970.50 | 2300000022
Total Amount: 15,970.50
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17. Create Liquidity Damage

Step 1:

e Enter Transaction Code ZLDO1 in command bar (or) Follow the below navigation path.

ZLD01 ~ | SAP menu  SAF Business Workplace ~ Othermenu  Add to Favorites  Delete Fav

» [3 Organization
» [[3 3CM Extended Warehouse Management
s 3 Logistics
» [J Equipment and Tools Management
~ 3 Materials Management
» [ IPA General Setting
» [ Purchasing
> [3 Inventory Management
» [3 Logistics Invoice Verification
» [ Physical Inventory
> [ Valuation
> [[J Material Requirements Planning (MF
» [0 Returnable packaging logistics
> [ Service Entry Sheet
2> [ Measurement Sheet
» [0 Abstract
~ o Ljguidity Damaage
| @ ZLDO1 - Create Liquidity Damage
70 ZL002 - Change Liquidity Damag
i3 ZLDO3 - Display Liquidity Damags
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Step 2:
e Enter following information

o Service Order: 4999910070

o Profit Center: 1005
e Click on Enter.

= > 500
O SAH LD Clause
~| Clear More v
Header
lService Order: | 4000010070 | Company Code Status
LD MNumber. Vendor. Doc.No
Document Date Posting Date Year: 0
[Proiit center. | 1005 2]
Open Quantity ® PO Quantity
ftem
Line It Material Description Open Qty UoM  Tofal Value LD Clz
Step 3:
e Select the LD Type from Drop down
= > 500
[ SAE LD Clause
~ | Clear More v
Header
Service Order. 4000010070 Company Code: | 1000 Mumbai Port Trust Status
LD Number. Vendor: 0040000899 CONA INDUSTRIES Doc.No
Document Date: 22.07.2020 Posting Date Year: 0
Profit Center: | 1005
Open Quantity ® PO Quantity
ltem
Line It... Material Description Open Qty UoM  Total Value LD Clause No Period UoM LD Amount Currency F
11 000000001000000590 OIL BOUND DISTEMPER / ACRYLIC 280.000 KG 13,720.00 | DAY 0.00 INR

LD1 4000010070
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Step 4:

e Enter the number of Day/ Week as per LD clause

= >
S AH LD Clause
~| Clear More v
Header
Service Order: 4000010070 Company Code: 1000 Mumbai Port Trust Status
LD NMumber: Vendor. 0040000899 CONA INDUSTRIES Doc.No
Document Date: 22.07.2020 Posting Date: Year: 0
Profit Center: | 1005
Open Quantity ® PO Quantity
ltem
Line It... Material Description Open Qty UoM  Total Value LD Clause No Period UoM LD Amount Current
1 000000001000000590 OIL BOUND DISTEMPER / ACRYLIC 280.000 KG 13,720.00 LD1 4000010.. 10 Day 0.00 ENE
Step 5:
e Press Enter, System will calculate the LD as per the LD master and period.
= > 500 & 5 x
O SAH LD Clause
~ Clear  More ~ Exit
Header
Service Order: 4000010070 Company Code: 1000 Mumbai Port Trust Status
LD Number: Vendor: 0040000899 CONA INDUSTRIES Doc.No:
Document Date: 22.07.2020 Posting Date Year: 0
Profit Center: | 1005
Open Quantity ® PO Quantity
ltern
Line It . Material Description Open Qty UoM  Total Value LD Clause No Period UoM LD Amount Currency Reason for LD
11 000000001000000590  OIL BOUND DISTEMPER / ACRYLIC 280.000 KG  13,720.00 LD 4000010. ~ 10 Day 1,372.00
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Step 6:

e Click on Save button, system will create LD Number for Service Order/ Purchase Order
and will send the Send the LD for approval process.

Log message X

[LD Number 3100000000 is created for PO 4000010070]

and sent for approval

Pe

1C

Continue
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18. Liquidity Damage Approval:

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
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Step 3:

e Expand “Inbox” button, under workflow “Please approve the LDC 3100000000”
message will appear.

< hi:! 'J Business Workplace of Asst Engg

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

Double Click on “Please approve
the LDC 3100000000”

~ = Workplace: Asst Engg Workflow 70

] Unread Documents 21
£1 Documents A8 Exe |Title Creation

l 5] Workfiow ml ) |Please approve the LDC 3100000000 I & 416830 06082020 225706

Overdue entries 0
[»] Deadline Messages 0

(S |C (s @ Bl |=|0O|| |&

&1
[+ Entries with Errors 0
> i, Outbox Please approve the LDC 3100000000
> £, Resubmission
3 L& Private fnlders : | Description Objects and attachments

Step 4:

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

> 500 &

& hz . '? LD Clause

v Clear  More v

Header H
Click on back button
Service Order #000010070 Company Code: 1000 Mumbai Port Tru: us: Inifiated for LD Approval
LD Number: 3100000000 Vendor: 0040000899 CONA INDUSTTer
Document Date:  22.07.2020 Posting Date Year: 0
Profit Center: | 1005
Open Quantity PO Quantity
ftem
Line It... Material Description Open Qty UoM  Total value LD Clause No Period
1 000000001000000590 OIL BOUND DISTEMPER / ACRYLIC 280.000 KG 13,720.00 LD1 4000010. - 10
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Step 5:

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

"'E! '? Decision Step in Workflow

~ | Workflow Create Import  More v

Please approve the LDC 3100000000

( TN
Click on “Approve”

eWD—J
Approve N\ _~

Reject

IDispIay
IApprovaI or Rejection History

|Hold

| Nescrintion | Ohiects and attachments

Step 6:

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

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

CAP SAP

~| MNew password More v

Enter Approver User ID and Password

Client: | 500 7

*Jser-| 10100051

*Password: | #rarssfasaarrns

Logon Language: |EN
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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]

v 19 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 “Please approve the LDC 3100000000”
message will appear.

4 w Business Workplace of EX Engg

~ | Newmessage Find folder  Find document

“ = Workplace: EX Engg

Double Click on “Please approve
the LDC 3100000000”

(] Unread Documents 39 =& O = B @V &) &V E] ]
£] Documents 44 Status Work ltem ID Crea
Please approve the LDC 3100000000 | & 416842 06.0¢

[»] Overdue entries 0 Please annrove the Parked Invoice 2000000005 Year 2020 o] 419591 06 0¢
[»] Deadline Messages 0
[¥] Entries with Errors 0

z é g:;zz;issm Please approve the LDC 3100000000

> & Private folders ¢ | Description Objects and attachments
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Step 10:

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

> 500 & — 8 x

< »E‘ '? LD Clause

v Clear  More ~

l
Click on back buttonJ/
Header

Service Order: H000010070 Company Code: 1000 | Mumbai Port Trust Status: Initiated for LD Approval
LD Number. 3100000000 Vendor: 0040000899 CONA INDUSTRIES Doc. No
Document Date: 22.07.2020 Posting Date: Year: 0

Profit Center: 1005

Open Quantit PO Quantit

ltem
Line It... Material Description Open Qty UoM  Total Value LD Clause No Period
11 000000001000000590 OTL BOUND DISTEMPER / ACRYLIC 280.000 K6  13,720.00 LD1 4000010. - 10
Step 11:
.

e Click on “Approve” Button to approve the LD document.

"'E! '? Decision Step in Workflow

Workflow Create Import  More v

Please approve the LDC 3100000000 —

ﬁlick on “Approve”

IIOW
!Approve |
Ejec

Display

Approval or Rejection History
Hold

Description Objects and attachments

oMo oa o Cfak . LMo L Cifo ate o TAfe e ledom Sl e oot SEalio _ao

Step 12:

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

O S S Y
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Step 13:

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

w SAP

w New password  More ~

Client: | 500

Enter Approver User ID and Password

*Jser:| 10100049

*Password- |¢#¢#¢~*F*#*#*#¢#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 2 Workplace

Role Approver

w SAP Easy Access

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

77)

~ 3 Favorites
» [T Codes
» [0 Reporis
v 3] SAP Menu
» [ Connector for Multi-Bank Connectivity
w10 Office
| & SBWP - Workplace
» |3 Telephone Integration

» [0 Appointment Calendar
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Step 15:

e Expand “Inbox” button, under workflow “Please approve the LDC 3100000000”
message will appear.

< '-E:! 'J Business Workplace of DY HOD

~ New message Find folder Find document  Appointment calendar Distribution lists ~ More »~

Double Click on “Please approve
the 1LDC 3100000000” la

Status Work ltem ID Creation [

~ = Workplace: DY HOD Workflow 1

~ b Inbox

(] Unread Documents 29
] Documents 44

H 5] Workflow 1 I | @ |Please approve the LDC 3100000000 | & 416845 06.08 202

» [ Grouped according to content |

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

> [0 Grouped according to task Please approve the LDC 3100000000
[+] Overdue entries 0

—_ - P eI

Step 16:

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

> 500 & 8 x

< v-E ! '? LD Clause

v Clear  More ~

Header
service Order: H000010070 Company Code: 1000 | Mumbai Port Trust d’for LD Approval
LD Number: 3100000000 Vendor. 0040000899 CONA INDUSTRIES
Document Date: | 22.07.2020 Posting Date 0
Profit Center: | 1005

Open Quantry PO Quanty Click on back button
ltem

Line It... Material Description Open Qty UoM  Tofal Value LD Clause No Period

11 000000001000000590 OIL BOUND DISTEMPER / ACRYLIC 280.000 KG 13,720.00 LDl 4000010. - 10
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Step 17:

e Click on “Approve” Button to approve the LD document.

v-.i! '? Decision Step in Workflow

| v Workflow  Create  Import  More v

Please approve the LDC 3100000000

Choose one of the following alternatives
g CI ick on

“ ” ﬁ
oprore Approve
eject
Display

Iﬁpproval or Rejection History
IHoId

Step 18:

e LD document will be approved with level 3.
e LD document 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

“lser] 10100048

*password] | Freeafrarraaes

Logon Language: (EN
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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

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

73]

v 19 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 “Please approve the LDC 3100000000”
message will appear.

4 w Business Workplace of Finance HOD

~ | MNewmessage Find folder  Find documel

_Emasﬁl Finance HOD Workflow 1
v ok Inbox f
— Cl[e] (m =

(] Unread Documents 23

] Documents 43 Exe |Title Status Work ltem ID C
> [] Workflow 1 | @ |Please approve the LDC 3100000000 | & 416848 Of

[v] Overdue entries 0 |

Double Click on “Please approve
the LDC 3100000000”

=<|[@&V] | [8]]v][a] B]v][=][v

[+] Deadline Messages 0
[¥] Entries with Errors 0
> L Outbox
= . Please approve the LDC 3100000000
> £, Resubmission

> & Private folders ! | Description Objects and attachments
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Step 22:

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

> 500 &

< v-E! '? LD Clause

Header
Service Order. 4000010070 Company Code: 1000 Mumbai Port Trust
LD Number: 3100000000 vendor 0040000899 CONA INDUSTRIES
Document Date: 22.07.2020 Posting Date:
Profit Center: 1005
Click on back button
ltem
Line It Material Description Open Qiy UoM  Total Value LD Clause No Period
11 000000001000000590 OIL BOUND DISTEMPER / ACRYLIC 280.000 KG 13,720.00 LD1 4000010.. - 10
Step 23:

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

Decision Step in Workflow

| v Workflow Create Import  More ~

Please approve the LDC 3100000000

» following alternatives G“Ck on “Approve”

—1

|Displa\,r

|Approva| or Rejection History
[Hold

186



Tech
Mahindra

s

SAP User Manual for E2E Material and Service Procurement
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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