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Introduction:

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

Summary:

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

Its starts right from creation of Return Purchase Order, Return Delivery, Quality Rejection,
creation of credit memo, etc.,

The Goods Return is coming under 6.20 (Goods Return) in SAP MM/QM SRS Document.
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1. Vendor Return Delivery - Quality Return (Movement Type - 124)
1.1. Quality Inspection

Step 1:

e Enter Transaction Code QE51N in command bar (or) Follow the below navigation path.

Transaction Code

QE5IN

Menu Path

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

v i SAP menu SAP Business Workplace Other menu Add to Favorites Delete Favorites

v 13 Logistics

> [ Production

> [ Equipment and Tools Management

> [ Materials Management

> [ Governance, Risk and Compliance

> [ Sales and Distribution

> [ Logistics Execution

> [ SCM Extended Warehouse Management
> [ Transportation Management

> [ Production - Process
> [ Advanced Planning
> [ Plant Maintenance
> [ Customer Service
v 9 Quality Management
> [ Quality Planning
v 3 Quality Inspection
> [ Worklist
> [ Inspection Lot
v 3 Inspection Result

| & QE51N - Results Recording|

£ QE72 - For All Inspection Lots
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Step 2:

e InInspection Lot selection screen, provide following details,
o Plant: 1000
o Lot Created on: 05.08.2020
o Click on “Execute”.

£ b-z: " Results Recording Yworklist

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

Inspection Lot Selection

B Material < Sample < EquipmentiFunctional Locatio

Plant: | 1000

to [m]
Insp. Lat Crigin to o
Wiaterial to o
Batch o o
o [nig
2. Enter Lot Created w &
ta o
on P,
®
Selection Profile:
JEot Created on”29.07.2020 lo. 29.07.2020 g 3. Click on
Start of Inspection to o “ ”
Execute
End of Inspection to o

Iaximurm Mo, of Hits:

Step 3:

e System will Display List of Inspection Lot Created
Record Results: Characteristic Owerview

~ | User Settings  Defects  Inspection Method — Control Chart Histogram  Run valugs (Run Chart)  Results History

H| v | | ¥ Al = 3
H AR LR = & Materizl | 1000000390 63
Inspector Insp. start time 00.00.0000 0. LAMPS ELECTRIC, HPMY, FLUORESC

% Char. Filter Insp. Lot 10000000361 [
v @2|1_DDDDDDDSB1 - 1000000390 - 4000 Activiy: [0010 it |ioan

o m 0010 Work Center Cuality Work

S ¢ 0010 Quality Testing with C
General Summarized Indicators
Q== @ |¥|Aal |86 ® 8 Force Further Details
AC... Re... 5... Short Text for Characteri...  Specifications Inspect Inspected Si... Res

1 Quality Testing with Certi.. Quality Inspection Result.. 10
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Step 4:

e Select the Inspection Lot: 10000000361
e Enter Inspected quantity 100. Select Result as Reject

e Click on “Save”

= < w Recorg P

1. Inspection Lot:

~ o UserSettings  Defects  Inspection Method — Control Chart] Its History  Mare v Exit
e 10000000361
E v]lajElv]l= B Material | 1000000390
Inspectar Insp. start time 00.00.0000 0. LAMPS ELECTRIC, HRZeT FLUDORESC
% Char. Filter Insp. Lot J10000000361
V@&\lnnnnnnnamfmnnnnnaanfannq Activty 0010 St |8
~ B 0010 Waork Center Quality Wark
& ¢ 0010 Quality Testing with C
General Summarized Indicators
Q| |=|E=| @ ¥R R(B]|& ® @ Force Further Details
Ac... Re... 5. Short Text for Characteri Specifications Inspect Inspected Si Result Qriginal WValue  al... Defect Class
1 Quality Testing with Certi.. Quality Inspection Result.. 10 10 13 Reject I ~

2. Inspected quantity
10 & Result: Reject

3. Click on “Save”

Results were saved for operation 0010

Step 5:

e System will display
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Step 6:

e Enter Transaction Code QA11 in command bar.

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

\4 T Logistics
> [ Equipment and Toals Management

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

5 QA1 - Record
QA12 - Change with History
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Enter Inspection Lot: 10000000361
e Click on “Continue”

> MMOD596824 8| - 8 x
< »E: '?

Record Usage Decision: Initial Screen

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

Q Extended inspection ot selection
Enter Inspection Lot:
10000000361
Inspection Lot | 10000000351 I

Click on
“Continue”

Step 8.

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

Record Usage Decision: Characteristic Ovenyiew

~ Calculate Q-Score Defects Inspectian Lot Results History Defective Quantity Caomplete Inspection Administrative Data cl
Defects Characteristics Inspection Lot Stock

> | Chars Relevant for Usage Decision

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

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

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

Click on Search
UD Code

Usage Decision

UD Code:

Quality Scare: |0

7

From usage decision code

FollmwUpActn:



Tech
Mahindra

SAP User Manual for Vendor Return

Step 9.

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

= lUsage Decision for Inspection Lot x

“ 19 Decision Usage Decisions
o z1 01 Goods receipt (Wargs=*

> @A B jaccent ]
> (v Al Acceptance (automatic stock posting)
> Al Other batch
> (@) A2 Other material
D) A Other acceptance decision (see UD text)
> BOR Rejected
> BOR11 Feturn delivery of defective quantity
> B9 R111 B Return def. gby. with mail
> @ R1Z Return the total 1ot quantity
RO R1ZL Feturn the lof guantity with mail
> B9 RZ Rewark the rejected quantity
> EOR21 Fework the rej. gty. with mail
> BOR3 Scrapping of rejected quantity
> E@R3IL Scrap the rej. by, with mail
> G0 R4 Start 100% inspection
> B RY Rejection with Q-activity
T RX Other rej. decision (see the UD text)

Click on
“Choose”

10
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Step 10:

e System will update UD Code A 01 Accept

= | 14 SAF Record Usage Decision: Characteristic Overview

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

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

UD Code: A 01 Accept

Usage Decizion

&
UD Code: |A 01 ACCEPT I
Quality Score; | 100 Fram usage decision code
FollowUpACtn | MANUAL
Step 11:
e Click on Inspection Lot Stock Tab
e To postin Return Posting; enter Quantity 10
e Press Enter
e Click on “Save” Button
=] & SAH Record Usage Decision: Stock
v Stock Posting Log Material Documents.. Stock  Inspection Lot Q-Info Record  Change History  hare »

Material: 1000000330

1. Click on Inspection Lot
Stock Tab

End Date: 05.08.2020 L Inspection complp

LAMPS ELECTRIC, HPMY, FLUDRY

System Status: | UD ICCO SPRQ

Defects Characteristics Inspection Lot SIO
Insp. Lot Qity: 10: EA Insp. Stock:
Sample Size: 10: E4 GR Blocked Stek
& Doc
Quantity posted To be postg

Total 0 0 2. Quantity: 10

To Unrestricted Use: 0

To Sample Consumptn

=

¥ Document
GR Blocked Stock:

=

Return Posting

=
I
=)

¥ Document

11
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Step 12:

e System will Open Return Delivery Tab, Enter Reason for Mvmt: 0001 & Text

Return Delivery X

Furchasing Document. | 4601000004 ltern: |10

Document item for posting © Return delivery

*RFeason for kvmt | 0001

Text: |Poor Quuality

Continue

Step 13:

e C(lick on Save
e System will record Usage Decision for selected Lot & dlsplay

Record Usage Decision: Stock

e Stock Posting Log Material Documents Stock Inspection Lot Q-Info Record Change History  Wore
IMaterial. 1000000330 &3
LAMPS ELECTRIC, HPMY, FLUDRESC
System Status: UD ICCO SPRQ UserStatus Gl
End Date:  05.08.2020 L inspection completion forcecd
Defects Characteristics Inspection Lot Stock
Insp. Lot Qity: 100 EA Insp. Stock:
Sample Size: 10: EA GR Blocked Stok
& oo
Quantity posted To be posted
Total O 0 StLoc Proposal
To Unrestricted Use: 0 ¥ Document
To Sample Consumptr: 0 W Document
GR Blocked Stock: 0
Return Posting: 0 10 ¥ Document

Cancel

12
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Step 14:

e Vendor Return Document posted will be updated in the Purchase Order history
e Enter Transaction Code ME23N

SAP4

WE23M ~ | SAP menu  SAP Business Workplace  Othermenu A

> [ Equipment and Tools Management
~ o] Materials Management
~ 13 Purchasing
~ o] Purchase Order
» [ Create
5 ME22M - Chanie
% ME23N - Displa
5 MEZ21 - Create BExtended Purchase Order
5 ME2Z - Change Extended Purchase Order
£8 MEZ23 - Display Extended Purchase Order
£ MEMASSPO - Mass Maintenance

Step 7:

e Click on Other Purchase Order & Enter Pur. Order: 4601000004
e Click on Other Document Button.

= Select Document >

Pur. Order: I46G1DDDGD4

@ FPur. Order
Furch. Requisition

SREM Contract

Dther Document

13
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Verify the Updated return posting in the Purchase Order under the “Purchase Order

Step 8:
°
History” tab.
e Click the Exit icon to exit the transaction.
= | v 4 A Direct Purch Order 4601000004 Created by Ashish Mogrekar
~ Document Owverview On Create  Display/Change  Other Purchase Order  Print Preview  Messages  Help
10 1000000330 LAMPS ELECTRIC, HPMY, FL.. 10 E4 D 05.08.2020
-
1. Purchase Order
£ |EE =|=|VY & .
e History Tab
b . A
< Delivery 2. Return Posting Conditions India Account Assignment Furchase Order History Texts
Updated
al| (2] [= BEY|(Lv|B]v]| (@] | ev]]|[C
Sh.Te My erial Document Item Posting Date  [EQuantity Delivery cost quantity OUn EAmt.in Loc.Cur. Lcur EQty in OPUn DelCostQty (OPU
WE 15 5001000065 1 05.08.2020 0 0 EA 0.00 INR 0
WYE 103 5101000067 1 05.08.2020 0 0 EA 0.00 INR 0
. 0 EA - 0.00 INR = 0

Tr./Ev. Goods receipt
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1.2. Create Gate Pass
Step 1:

e Enter Transaction Code ZGP01 in command bar (or) Follow the below navigation path.

FAEIY SAP menu SAP Business Workplace  Othermenu Add to Fae

> [0 Fawvorites
~ ] SAP Menu
> [3 Connectar far Multi-Bank Connectivity
> [ Office
> [3 Cross-Application Components
> [ Logistics
> [ Accounting

> [ Human Resaudrces

> [3 Information Systems -
» [ Tools
> [ webClient LI Framewaork )
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Step 2:

e |n Create Gate Pass Screen, Provide Below Details;
o Plant: 1000

o Return Type: Non-Returnable Gate Pass
o Process type: Vendor Return
o Material Type: Material with Code
o Material Doc: 5001000065
o Year: 2020
e Enter Gate Details and Press Enter
o Gate No:
o Vehicle No:
o Driver’'s Name
o Driver’s Mobile No
o Driver’s License No

o LR.No
e System will fetch the details with reference to material document and display

e C(lick on Save

w Create Gate Pass
~ Clear all data ~ Maore ~ Exit
Gate PASS wendor: 40000010 ALEX CHEMICAL & INDUSTRIES
“Plant 1000 *Gate Mo |2
*Return Type: MRGP Non-Returnable Material Gate Pass ~ *ehicle Mo TN20B7534
*Process Type: VR Wendor Returns ~ *Driver's Mame: |Balaji
*Material Type: WIC Material yith Code ~ *Driver's Maohile Mo | 8763215678
Material Document 5001000065 Year 2020 FOriver's Licence Mo | TM20B7534K
*LR No: | 123456

Material descriptio Uoh Storage Location Sto ..

LAMPS ELECTRIC,

1. Plant
2. Return Type

3. Process type

4. Material

5. Material Doc & Year

1. Gate No

2. Vehicle No

3. Driver’s Name

4. Driver’s Mobile No
5. Driver’s License No

EA

Save Cancel

Step 3:

e System will Create a Gate pass and display
message

16
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2. Vendor Return Delivery - After Quality acceptance & before Invoice
Posting (Movement Type - 122)

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

Transaction Code | MIGO

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

Role SKEEPER

MIGO V, SAP menu  SAP Business Workplace  Othermenu  Add to Favorites  Delete Favorites

> [0 Reports
v 3 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
v 9 Logistics
> [0 Equipment and Tools Management
“ 13 Materials Management
> [ Purchasing
v 3 Inventory Management
v 13 Goods Movement
{% MIGO - Goods Movement|
#% MIGO_GR - GR for Purchase Order
Z3 MIGO_GO - GR for Production Order
Z MIGO_GI - Goods Issue
4% MIGO_TR - Transfer Posting
> ™ Goods Movement of Handlina Units

17
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Step 2:

e Select “A02 Return Delivery” in transaction with reference to “R02 Material Document:
5101000069”
e Press Enter.

SRR < LA

~ Show Crerview  Mare

Return Delivery Waterial Document 5101000089 - Ashish Mogrekar

[AD? Return Delivery ~  ROZ Material Document  ~ 5101000069 2020
H | General Yendor 22 Cust. Header Flds
Document Date:  05.08.2020 Dielivery Mote:
Fosting Date: 05.08.2020 Bill of Lading:

= v 1 Individual Slip —

Line Mat. Short Text
1 LAMPS ELECTRIC, HPK, FLUORESC

W Ok Oty In UnE
10

wendor ALEX CHEMICAL & INDUSTRIES

HeaderText

Wia Delivery
Eln SLoc Profit Center
EA  Receipt Store 10305

18



Step 3:

e In Where Tab,
o Provide Movement Type: 122
o Reason for Movement: 1
o Text: Poor Quality

e Select Item Ok Checkbox.

E> b ( poval
e Show Overyiew More ~
Q (a T Delete

Material Quantity Purchase COrder Data Partner

- | RE return to vendor

Movement type: | 122

Plant:  Murnbai Port Trust

Storage location: | Receipt Store

Goods recipient: | Ashish

Unloading Point:

1 Poar quality

Reason for Movement:
Text | Poor Quantity

65 |}lv Item OK Line:

=
4
LLL[[}
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Return Delivery Material Document 5101000069 - Ashish Mogrekar

£ Contents ]

Account Assignment Cust. tem Flds

Stock type: | Unrestricted-Use

1000

0001

19
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e Enter Quantity: 10

=] < w Return Delivery Material Document 5101000069 - Ashish Mogrekar

| V| Show Owverview  Marg

]=) Q][ @ome |

Ef Contents | |g|

|§|Matenal Where Purchase Order Data Partner Account Assignment Cust. Item Flds

ity in Unit of Entry: EA

Qfy in SKU: |10 EA
City in Delivery Maote: Amt.in Loc.Cur: 930,00
Quantity Ordered: |10 EA
GR Cuantity. |10 Mo. Containers:

20
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message.
Find Exit

Click on Check Button. System will check for errors in the document. If no error found it
. M Document is 0.K. |,
Click on Post Button. system will create material document and display

display
o
message.

Wore ~

5 Contents L
Cust. ltem Flids

Qg W Delete
Account Assignment

Partner

Purchase Order Data

Where
E4

Quantity

| Materizl
City In Unit of Eritry
EA
Armt.in Loc.Cur: | 330,00

Qty in SKU: |10

Qty in Delivery Mote
Ef
Mo. Containers:

Cuantity Ordered: |10
GR Quantity: |10
Post  Cancel

Line:

V. Item OK

a6

Document is O.K.

Restart

Hold

Check

21
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2.2.Create Gate Pass:
Step 1:

e Enter Transaction Code ZGP01 in command bar (or) Follow the below navigation path.

FAEIY SAP menu SAP Business Workplace  Othermenu Add to Fae

> [0 Fawvorites
~ ] SAP Menu
> [3 Connectar far Multi-Bank Connectivity
> [ Office
> [3 Cross-Application Components
> [ Logistics
> [ Accounting

> [ Human Resaudrces

> [3 Information Systems -
» [ Tools
> [ webClient LI Framewaork )
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Step 2:

e |n Create Gate Pass Screen, Provide Below Details;
o Plant: 1000
o Return Type: Non-Returnable Gate Pass
o Process type: Vendor Return
o Material Type: Material with Code
o Material Doc: 5001000070
o Year: 2020

e Enter Gate Details and Press Enter
o Gate No:

Vehicle No:

Driver’s Name
Driver’s Mobile No
Driver’s License No
o LR.No
e System will fetch the details with reference to material document and display
e Click on Save

o O O O

»E! ‘? Create Gate Pass
~ Clear all data  More ~ Exit
Cate PASS vendaor, 40000010 ALEX CHEMICAL & INDUSTRIES
*Plant. 1000 *Gate Mo |2
*Return Type:  NRGP Non-Returnable Material Gate Plass ~ *ehicle Mo, THZOB7534
*Process Type: VR Vendor Returns ~ “Driver's Name:  Balaji
“Material Type:  WIC Material With Code ~ *Driver's Mobile Mo.. (8763215678
Material Documnent 5101000070 Year 2020 “Driver's Licence No.: TMZ0B7534K
TLR Moo 123456
g Material description UoM Storage Location Sto .
° 1. Pla nt LAMPS ELECTRIC, 1. Gate NO EA 0001 REC
2. Return Type 2. Vehicle No
. ’
3. Process type 3. Driver’s Name
H . N .
4. Material 4. Driver’s Mobile No Save
5. Material Doc & Year 5. Driver’s License No
Step 3:

e System will Create a Gate pass and display
message

23
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3. Goods Return with Return Purchase Order (Movement Type - 161)
3.1.Create Return Purchase Order:

Step 1:

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

Transaction Code

ME21N

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

Role PURASST1

w SAF

MEZTHN

» [0 Connectar far Multi-Bank Connectivity

> [0 Office

» [3 Cross-Application Caomponents

~ 7 Logistics

> [ Equipment and Tools Management
~ 5] Materials Management
w9 Purchasing
~ 9 Purchase Order
w9 Create

5 ME22M - Change
Z8 ME23N - Display

~ | SAPmenu  SAP BusinessWorkplace  Other menu  Add to Fz

2 MEZ1N - vendor/Supplying Plant Knuwnl

& MESS - Via Requisition Assignment List
5 MESS - Automatically via Purchase Regui

24
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Step 2:

e Select Document Type: ZZDP
e Vendor: 40000010
e In Org Data Tab, Provide

o Purch Org: 1000

o Purch Group: 101

o Company Code: 1000

= | v O SAF Create Purchase Order
1. Doc Type Create Cther Purchase Order t Preview MWessages Help I
|"@'FIZZDP Direct Purch Order I v Yendor |o000010 ALEX CHEMICAL & INDUSTRIE.. Doc. Date: |05.08.
= Delivergflnvoice Conditions Texts Address Communication Partners Additional Data Org. Data Status

Purch. Org.: | 1000 wurnbai Port Trust 3 Org Data

Purch. Group: |101 Material Momt \\/
Purch Org,
Company Code: | 1000 Mumbai Port Trust Purch Group
Company Code

e Enter Material:2000000001

e PO Quantity: 1

e Plant: 1000

e Storage Location: 1001

e Select Rejection Indicator Checkbox
e Press Enter

= |- < »-E- '? Create Purchase Order

~ Document Overview On Create Other Purchase Crder Hold Check Print Preview Messages Help  More ~ Q
@ ZZDP Direct Purch Qrder e “endor 40000010 ALEX CHEMICAL & INDUSTRIE Doc. Date: | 05.08.2020
i#l | Header
=)
S.oll A |l Material Short... PO Quant... OUn C Deliv.D.. Pint  Stor. Location B... Sto. .. Reg.. Reg... . Inf.. Re.. Free T.
| 2000000001 | | 1 INR NO00 1001
INR
INR
INR 5. Rejection
2. Quantit 4. Storage
. Quantity INR Indicator

IR Location

Checkbox

25
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Click on Check Button. System will check for errors in the document. If no error found it
display "No Message during Check" message.
e Click on Save.

System will Create a Purchase order and display

message
aml 1 sApd

Create Purchase Order

~ Document Owerview On Create

Other Purchase Order Holdt Print Preview MEssages Help hare v

Q ¥ Ext
@ZZDP Direct Purch Order Vendor, | 40000010 ALEX CHEMICA Loc. Date: |05.08.3020
W | Header
E
5. Itm Al Material Short Text PO Quantity COuUn C Deliv. Date Met Price Curre Per OPU Matl Group PInt &
10 20000000, water Filter Cumn Purifier 1LP 1 Ea D 20.08.2020 604.00 INR 1 EA  Hardware Murmbai Po
INR
INR
@ | |z = (el A|El|lz2=|V & Default Values Add| Planning £a
E

Itern: 1] 10] 2000000001 |, Water Filter Cum Purifier 1LPM
< Delivery Schedule Delivery

v A |~
Invoice Conditions India Account Assignment Texts Delivery Address Confirmations Condition Control Retail > oo

Lonf Control

Order Ack

Acknowl Re Rejection Ind

No Message issued
during Check

o during check

Save Cancel

26
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3.2.Return Purchase Order Release
Step 1:
e Login as Approver 1 (Assistant Engineer) in SAP System

SAP4

~ Mew password  More ~

Client | 500 Enter Approver User ID and Password

“User| 10100050

1
I N L N R R R A .

*Password:| | #FFsspaasaaanay

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

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

~ 13 Favorites
> [T Codes
» [O Reports
~ T8 SAP Menu
» [ Connector for Multi-Bank Connectivity
~ 1o Office
| & SBWP - Workplace
» |3 Telephone Integration
» [ Appointment Calendar

27
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e Expand “Inbox” button, under workflow “Please Approve Purchase Order 4601000006”

message will appear.
e Double Click on “Please Approve Purchase Order 4601000006”

< Al Business Workplace of Ashish Mogrekar

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

~ &5 Workplace: Ashish Mogrekar Workdflow 66 Double Click on “Approve Purchase

£
2l(e] [s2] [m Order 4601000006” v|[@

] Unread Documents 351 o
(] Documents 444 Exe.

P wWarkflow B8 @ |Please approve the PurfAiase Order 4601000006 &
»| Overdue entreso ' e,

[¥] Deadline Messages 0
[¥] Entries with Errors 0
L, Outhox Please approve the Purchase Order 4601000006

=
Z Resubmission

Step 4:
e System will open the Return Purchase order document in Display mode.
e Click on Back Button. System will open Decision step in workflow screen.

"'E! '? Direct Purch Order 4601000006 Created by Ashish Mogrekar

iew On Create  Display/Change  Other Purchase Order  Print Preview  Messages  He

Title Status

hY

A
<

Click on back button

@ ZZDP Direct Purch Order endor: 40000010 ALEX CHEMICAL & INDUSTRIE . Doc. Date: |0
# | Header
=
S.tm A || Material Short Text PO Quantity QUn C Deliv. Date
10 2000000001 water Filter Cum Purifier 1LP.. 1 EA D 20.08.2020
Q| |5z 3= 2=V &
= [tern: |1 [ 10] 2000000001 |, wWater Filter Curn Purifier 1LPM v A e

Material Data Quantities/\Weights Delivery Schedule Delivery Imvoice Conditions India Account Assic

28
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Step 5:

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

~ | Workflow  Create  Import More v

Click on
=" “Approve”

Step 6:

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

Step 7:

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

| v| New password  More ~

Client:
ser

* Pa.SSMI‘OI'dI | ####**kkkkkkkki

Logon Language:

29
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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

e 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 4601000006”
message will appear.

e Double Click on “Please Approve Purchase Order 4601000006”

< A Eusiness Worlkplace of Ashish Mogrekar

w Mew message Find falder Find document  Appointment calendar Distribution lists

~ = Workplace: Ashish Mogrekar worldflow 66 Double Click on “Approve Purchase
el G Order 4601000006" -
¢] Unread Documents 351 ——

(] Documents 444 Exe | Title Status

V
>3] Workflow 66 % |FPlease approve the Purchase Order 4601000006 &
v Overdue entries 0

] Deadling Messages 0
[¥] Entries with Errors 0

L, Outhox Please approve the Purchase Order 4601000006
Z, Resubmission

S NS
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Step 10:

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

Direct Purch Order 4601000006 Created by Ashish Mogrekar

Click on back buttonjnge Other Purchase Order  Print Preview  Messages  H

s Document

@ ZZDP Direct Purch Order ~ 4601000008 Wendor: 40000010 ALEX CHEMICAL & INDUSTRIE .. Doc. Date: |0
@ |Header

5. Itm Al Material Short Text PO Quantity OlUn C Deliv. Date
hlly] 2000000001 Water Filter Cum Purifier 1LP.. 1 EA D 20.08.2020

Jol
(RN
|
il
4

&

= [tern: 1 [10] 2000000001 ,Water Filter Cum Purifier 1LPM ~ A

Material Data Quantitieseights Delivery Schedule Delivery Imvoice Conditions India Account Assic

Step 11:

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

~ o Workflow  Create Import More v

Please approve the Purchase Order 4601000006

Choose one of the ]
Click on “Approve”
Approve —

Reject

Display
Approval or Rejection History

Held

Step 12:

e Return Purchase Order will be approved with level 2.
e Return 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 4601000006”

message will appear.
e Double Click on “Please Approve Purchase Order 4601000006”

< Al Business Workplace of Ashish Mogrekar

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

Double Click on “Approve Purchase

v = Workplace: Ashish Mogrekar wWorkflow 68 Order 4601000006”
oo i
1 E (s8] [ =L v ]’V &
f] Unread Documents 351 ©— = . =
¢] Documents 444 Exe [Title Status

P wWarkflow B8 @ |Please approve the Purchase Order 4601000006 &
»| Overdue entreso ' e,

[¥] Deadline Messages 0

[¥] Entries with Errors 0
oL, Outhox Please approve the Purchase Order 4601000006
Z Resubmission

Step 16:

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

hY

Direct Purch Order 4601000006 Created by Ashish Mogrekar

nge  Other Purchase Order  Print Preview  Messages  Hi

L Qe ey (1

Click on back button

@ ZZDP Direct Purch Order  ~ | 460100 J000010 ALEX CHEMICAL & INDUSTRIE.. Doc. Date: |0
# | Header
=
S.tm A || Material Short Text PO Quantity QUn C Deliv. Date
10 2000000001 water Filter Cum Purifier 1LP.. 1 EA D 20.08.2020
Q| |5z 3= 2=V &
= [tern: |1 [ 10] 2000000001 |, wWater Filter Curn Purifier 1LPM v A e

Material Data Quantities/\Weights Delivery Schedule Delivery Imvoice Conditions India Account Assic
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Step 17:

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

~ | wvorkflow  Create  Import More

Click on “Approve”

Step 18:

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

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

| ~| Newpassword  More v

Client:

Enter Approver User ID and Password ’

*User| 10100048

*Password I‘ *#####Fﬂ'ﬂ'ﬂ'ﬁﬁﬁﬁﬁ I

Logon Language: El
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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

e 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 4601000006”
message will appear.

e Double Click on “Please Approve Purchase Order 4601000006”

< A Eusiness Worlkplace of Ashish Mogrekar

s Mew message Find folder Find document Appointrment calendar Distribution lists i

Double Click on “Approve Purchase

v B= Workplace: Ashish Mogrekar Warldlow 66 Order 4601000006”
L Inb
o 5)[e) =)@ T )| @)@

{] Unread Documents 351
(] Documents 444 Exe | Title Status

/
>3] Workflow 66 % |FPlease approve the Purchase Order 4601000006 &
v Overdue entries 0

] Deadling Messages 0
[¥] Entries with Errors 0

L, Outhox Please approve the Purchase Order 4601000006
Z, Resubmission

S NS
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Step 22:

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

=, |~ Direct Purch Order 4601000006 Created by Ashish Mogrekar
~ | pocumertowy Click on back button e Other Purchase Order  Print Preview  Messages  Hi
@ ZZDF Direct Purch Order ~ 4601000006 wendor: 40000010 ALEX CHEMICAL & INDUSTRIE.. Doc. Date: 0
1 | Header
E
5. Itm Al hiaterial Short Text PO Quantity OuUn C Deliv. Date
hlly] 2000000001 Water Filter Cum Purifier 1LP.. 1 EA D 20.05.20Z0
@ | iz |3= zl=|v &
= [tern: 1 [10] 2000000001 ,Water Filter Cum Purifier 1LPM ~ A
Material Data Quantitieseights Delivery Schedule Delivery Imvoice Conditions India Account Assic
Step 23:

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

| owyorkflow  Create  Import More v

Please approve the Purchase Order 4601000006

Click on “Approve”

Choose one of th-

Reject

Display
Approval or Rejection History

Hold
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Step 24:

e Return 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 4601000006 is approved”.

Business VWorkplace of Ashish hMogrekar

~ MEw message Find folder Find document  Appointment calendar Distribution lists  Mor

~ (== Waorkplace: Ashish Mogrekar

ks Inhox

L R Y

v

| {] Unread Documents 353[
(] Docurments 447
> [¥] Warkfiow G5
Overdug entries 0
Deadline Messages 0
Entries with Errors 0
L Outhox

= Resubmission

L Private folders

& Shared folders

& Subscribed Folders
Tl Trash

T Shared trash

Lnread Documents 353

S| By &) ] (& |w) ] |63 B V]| |
Me_ Type Title Afta _ Authar

= [ |F'ur|:hase Order 4601000006 15 approved. I SAP WERT

= (% JMS 1100000015 is approved. SAP WFRT

Purchase Order 4601000006 is approved.

Hello SirfMadam,

Purchase Order 4601000006 is approved.

Approved by: MM00596824 Ashish Mogrekar

Regards,
MMO0596824
Ashish Mogrekar
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3.3. Return Delivery:

Step 1:
Enter Transaction Code MIGO in command bar (or) Follow the below navigation path.
Transaction Code | MIGO
Menu Path Easy Access = SAP Menu - Logistics 2 Material Management -
Inventory Management = Goods Movement = MIGO -Goods
Movement
Role SKEEPER

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

> [0 Reports
“ 13 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
v 19 Logistics
> [ Equipment and Tools Management
“ 9 Materials Management
> [ Purchasing
“ 13 Inventory Management
v 9 Goods Movement
{4 MIGO - Goods Movement]
#3% MIGO_GR - GR for Purchase Order
£ MIGO_GO - GR for Production Order
Z3% MIGO_GI - Goods Issue
3 MIGO_TR - Transfer Posting
> ™ Goods Movement of Handlina Units
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Step 2:
e Select “A01 Goods Receipt” in transaction with reference to “R01 Purchase Order:
4601000006”
e Press Enter.
= [ L4 »-E‘ ‘? Goods Recelpt Purchase Order - Ashish Wogrekar
~ Show Owerview  More
[Am Goads Receipt ~ RO1 Purchase Order w1 4601000006 [ &la GR goods receipt 101 [
= | General Wendor facd Cust Header Flds
Gate Pass Number
Transfer to Third Party System, v
Step 3:
e |n Where Tab,
o Provide Movement Type: 161
o Stock Type: Unrestricted
o Reason for Movement: 1
o Text: Damaged
= | 4 A Goods Receipt Purchase Crder 4601000006 - Ashish Mogrekar
~ | Show Overview — Mare v
2 |= Q | T Delete 2 Contents e @ | &

= Material Cluantity Furchase Order Data Fartner Account Assignment Cust. ltem Flds

|M0vementtype: 161| - | GR returns Stock type: Unrestricted-Usel v

Flant: Murnbai Port Trust 1000
Storage location: |Central Store 1001
Goods recipient. |Ashish

Unloading Point:

Feasun for Movernent: |1 I Poor guality
Text: Damaged

S5 | v ltern 0K Line: 1=
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Click on Check Button. System will check for errors in the document. If no error found it

Enter Quantity: 1
Select Item Ok Check box
. Document is O.K. .
display " v " message Click on Check
2| v < w Goods Receipt Purchase Order 4601000006 - Ashish Mogrekar
~ Show Overview  bore ~
2= Q| W Delete B4 Contents b @A
=l Material Where Purchase Order Data Partner Account Assignment Cust. Item Flds
Qty in Unit of Entry: Ea
Qty in 5KU: 1 EA
No. Containers:
Post Cancel

EA

Qty In Delivery Mote:

Quantity Ordered: |1
a1 Line 1|-s
Document is DK, Y ails
Step 5:
Click on Post Button. system will create material document and display
message.

L]

Restart

Hold

Check
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3.4. Credit Memo
Step 1:

e Enter Transaction code MIRO in command Bar
Transaction Code | MIRO

Menu Path Easy Access = SAP Menu - Logistics = Material Management =
Logistic Invoice Verification = Document Entry = MIRO

Role All Users

w SAF Easy Access

MIFD ~ | BAPmenu  SAP Business Workplace  Othermenu Add to Favorites  Delete

» [o Fawvarites
~ T SAP Menu
» [3 Connector for Multi-Bank Connectivity
» [ Office
» [3 Cross-Application Components
~ 15 Logistics
» [ Equipment and Tools Management
~ 3 Materials Management
» [3 Purchasing
> [T Inventory Management
“ 3 Logistics Inwoice Yerification
~ 3 Document Entry
8 MIRO - Enter Invuicel
28 MIR7 - Park Invoice
25 MIRA - Enter Invoice for Invoice Yerification

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

Enter Company Code x

*Company Code: 1000

Continue
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Step 3:
e In Park Incoming Invoice Screen, provide below details;
o Transaction: Credit Memo
o Invoice Date: 05.08.2020
o Purchase order: 4601000006 & Press Enter

i SufLE Enter Incoming Invoice: Company Code 1000

1. Transaction
Show PO structure Show wiarklist Other Invoice Docurment Help MF Mare ~

I’Transactiun: 2 Credit Memo [ ~ . Balance:

Basic Data Payment Details Tax Withholding tax Contacts Mote

IDocEmentdate: 05.08.2020 I Reference:

ate; |05.08.2020

2. Document Date

Calculate Tax

Tax Amount w
Bus Place/Sectn; f
Text
Company Code; 1000 Mumbai Port Trust Mumbai
PO Reference G Account IWaterial 3. Purchase Order

1 Purchase OrderfScheduling Agreement % 4601000006 o
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e System will copy details with reference to PO & Display.

e Select the Tax Code: V1

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

e Provide Amount including Tax Amount

e Click on Simulate Button

~ | Show PO structure Show worklist — Other Invoice Document Help  NF More ~

3. Click on
Simulate

*Transaction: 2 Credit Memo o

E

Basic Data  Payment  Details  Tax  Withholdingtax  Contacts Mot Wendor 0040000010

ALEX CHEMICAL & INDUST

Document date: 06.08.2020 Reference: 16 GOVIND NAGAR
Posting Date:  05.08.2020 400057 WILE PARLE
Amount: 034,20 I INR INDIA
v Calculate Tax 9698788073
2. Enter Amount 1. Select Checkbox =

Bus Place/Sectn: / Bank kKey |IBKLOOO
Text: Bank acct: 3076511
Paymt terms: Due immediately IDEI BANK LTD, PALGHAR
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Step 5:

e System will display FI Documents posting details.
e Click on Post Button.

= Simulate Document in INR {Document currency) X

Position A GIL Actiat/Asthvndr Amourt curr... Purchasing D... Item  T.. Jurisd. Code Tax date BUs.... Cost Ced
1 K 18110001 ALEX CHEMICAL & INDUS.. 825.20 MR -
2 5 18160008 GRAR Clearing 604.00- INR 4501000006 10 W1
3§ 23500000 CGST- Input Credit 15.10- [NR W1
4 5 23500001 SGST- Input Credit 15.10- INR Wl

1200000000 5 18150019 TDS Payable - Sec 194C 9.00  |NR
Dehit 634.20 Credit 634.20 Bal: 0.00

Back Post

Step 8:

e System will post the document and displays «[] |8
message.
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Step 9:

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

Transaction Code | ME23N

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

Role All Users

MEZ3N ~ | SAP menu  SAP Business Workplace  Othermenu A

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

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

e Click on Other Purchase Order and Enter Pur. Order: 4601000006
e Click on Other Document Button.

= Selact Document b4

FPur. Drder: | 4601000006

® Fur Order
Purch. Requisition

SREM Contract

Dther Document cel

Step 11:
e Click on “Purchase Order History” tab, posted document will be updated

B | v < A Direct Purch Order 4601000006 Created by Ashish Mogrekar

~ | Docurnent Overview On Create Display/Change  Other Purchase Order  Print Preview  Messages  He

|
=<|
Y

Q| ==

= [tern: 1] 10]2000000001 , Water Filter Cum Purifier 1LPM ~ A e

€ Delivery Schedule Delivery Invoice Conditions India Account Assignment Purchase Order History I Tex

al|l 2=« ViV BY) |V BEv| (@] &L

Sh. TE___A T Waterial Document  Item Posting Date ‘Eauanti__ Delvery cost guantity OUn EAmtin Loc.C | LCurEQbyin O DelCost
WHE 161 5101000071 1 03.08.2020 | 1- 0 EA 604.00- INF 1-

Tr./Ev. Goods receipt . 1- EA - 604.00- INR. = 1-

RE-L 010000031 1 03.08.2020 | 1- 0 EA 604.00- INF 1-

Tr./Ev. Invoice receipt . 1- EA - 604.00- INR. = 1-
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3.5.Create Gate Pass
Step 1:

e Enter Transaction Code ZGP01 in command bar (or) Follow the below navigation path.

FAEIY SAP menu SAP Business Workplace  Othermenu Add to Fae

> [0 Fawvorites
~ ] SAP Menu
> [3 Connectar far Multi-Bank Connectivity
> [ Office
> [3 Cross-Application Components
> [ Logistics
> [ Accounting

> [ Human Resaudrces

> [3 Information Systems -
» [ Tools
> [ webClient LI Framewaork )
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Step 2:

e |n Create Gate Pass Screen, Provide Below Details;
o Plant: 1000
o Return Type: Non-Returnable Gate Pass
o Process type: Vendor Return
o Material Type: Material with Code
o Material Doc: 5101000071
o Year: 2020

e Enter Gate Details and Press Enter
o Gate No:

Vehicle No:

Driver’s Name
Driver’s Mobile No
Driver’s License No
o LR.No
e System will fetch the details with reference to material document and display

o O O O

e C(lick on Save

W Create Gate Pass
~ Clear alldata  Maore ~ Exit
Gate PASS Yendor, 40000010 ALEX CHEMICAL & INDUSTRIES
*Plant 1000 *Gate Mo B
*Return Type:  MRGP Mon-Returnable Material Gate Pass v “Wehicle Mo TM2Z0B7 534
*Process Type: | VR Vendor Returns ~ =Driver's Mame.  Balaji
~Material Type: | WIC hdaterial With Code ~ ~Driver's Mobile Mo : 8763215678
Material Document 5101000071 Year 2020 *Driver's Licence Mo, | TN2Z0B7 534K
TLR No. 123456
N~

Material description Uok Storage Location Sto

1. Plant

2. Return Type

3. Process type

4. Material

5. Material Doc & Year

1. Gate No
2. Vehicle No

3. Driver’s Name

4. Driver’s Mobile No
5. Driver’s License No

WATER FILTER CU Ea 1001 CEN

Save Cancel

Step 3:

e System will Create a Gate pass and display
message Approval:
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Disclaimer:

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