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This document is a desk reference tailored to the Maintenance Specialists. It is intended to
provide information that will be helpful to support the Maintenance processes.
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In this chapter, we are going to learn about how General Maintenance transactions will be
handled in SAP system. Equipment/Asset General maintenance is covered in this business
process manual document.

Its starts right from notification, maintenance order with internal manpower, material PR up to
maintenance order closure.
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Creation of General Maintenance Notification:

The below transaction code which we can use for creation of manual General notification for
functional location/equipment/Asset

Enter Transaction code IW21 in command bar (or) Follow the below navigation path

= Menu  Edit  Favoribes  Extras  System Help

@ [mm -] « e el NN A8

SAP Easy Access

[t & &= | &a0ther menu e g £ | v a | [@create role 2 Assign users

~* [ SAP Menu
* [J Financial Services Metwork Connector
v [ Office
v [3 Cross-Application Components
* [= Logistics
» [ Equipment and Tools Management
» [ Materials Management
» [ Governance, Risk and Compliance
» [ sales and Distribution
* [ Logistics Execution
» [ SCM Extended Warehouse Managerment
* [ Transportation Management
* [ Production
* [ Production - Process
» [ Advanced Planning
* [ Plant Maintenance
* [ AIN Integration
* [ Management of Technical Objects
* [ Maintenance Processing

~ [F= Motification /
« 2 TW21 - Create (General)

» [ Create (Special)
- ) W22 - Change
&) TW23 - Display

b 7700k Cdibinn

Double click on “IW21” the system will open the below screen
In the next screen, enter the required details as below
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Under Initial Screen:

Notification type: Enter manually M3 (Activity Report) or press help near to box or press (fn +f4)
for select from dropdown menu and press enter key to proceed

[ Motification Type (1) 5 Entries found

[ pM Notffication  Edit Goto

w Restrictions .
-
Create PM Notification: n?EJ\E ]

Typ Notification Type
Notification Il Real Estate Notf.

| M1 Maintenance Request
M2 Malfunction Report
M3 Actiity Report

e Frorr ey
_— 1

Notification Type =3 05 THS notification
P | EEE—
Motification |
| Reference 1
o | EE—
Notification

5 Entries found

Create PM Notification: Initial Screen

Motification
Tim=1
Motification Type M3 Q)
P  —
Motification
| Reference
. ; 1
Motification
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Under Header Level
Description of the General Maintenance

Create PM Notification: Activity Report
& M5 s 28 &patner =] TF

Notification 'sooo0oo00001 M3 | | pesticiding outside Hospital Building |
Notfic. Status  |OSNO I
Order @

_ Notfication

Reference Object

Functional loc.
Equipment
Assembly

——F—
L —

= FHE

Responsibilities

Planner Group !
|
|
|

Main WorkCtr
Department resp

|
Person respons. | | |

Reported By Notif. Date 24.07.2020] |18:59:45)

| Subiject |

Under line item level
Manually enter the Functional location & equipment number or select from search option (fn+f4)
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. Notfication |
Reference Object
Functional loc. T E
Equipment Enter
Assembly 1] i
T in Manually
Planner Group [ ]
Main WorkCtr [ 1]
Department resp | | \ \
Person respons. | | \ \@
Reported By ] Motif. Date [24.07.2020] [18:58:25]
Subject
Description
([

Wi

Selection of Equipment/Asset from various searching parameters use (fn+f4) or use icon -’Q

Display Functional Location: Functional Location Selection

& (@[l

FunctlLocation Selection

Functional Location [

|to [

®

Partner | -

Selection Profile [ ] x
Classification

Class Type |_| [Include Subordinate Clhsses

Class [ | Valuation | 3
Maintenance Data

FunctLocDescrip. [ lto | =

Planning Plant rlOOOJ to || g

Maint. Planner Group T_| to | | =

Construction Type [ o | =

Catalog Profile to =

AuthorzGroup ] o | | =

Business Area [ to || =

Main Work Center to =

Reference location [ o | =

FunctLocCategory [ to || =

Perrrit to =

Selection of Asset in the List

Confidential Document

Mahindra. All rights reserved.

Copyright © 2018 Tech

Accepting No Limits

Driving Positive Change
Page 8 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

Display Functional Location: Functional Location List
v @ S EEsTFPladEm

B S |Functional Location Description of functional location PIPI

1000-2WDT-1022 PIER APPROACH SUB-STATION 1000
1000-MWWDT-1023 TANK FARM SUB-STATION 1000
1000-1MWDT-1024 CATHODIC PROTECTION SUB-STATION 1000
1000-1WDT-1025 TANK FARM 1000
1000-MWDT-1026 J4 PIER HEAD 1000
1000-WDT-1027 MARATHA MANDIR 1000
1000-1WDT-1028 DMID OFFICE 1000
1000-MWWDT-1029 MEW VTMS TOWER 1000
1000-1WDT-1030 TELEPHOME EXCHANGE 1000
1000-MWDT-1031 OLD VTMS TOWER 1000
1000-1WDT-1032 OPL REST ROOM 1000
1000-1WDT-1033 D 1000
1000-1MWDT-1034 IN-BETWEEN J1-12 1000
1000-1WDT-1035 IN-BETWEEN 12-13 1000
1000-5AWR Sewree 1000
1000-WDLA Wadak 1000
1000-WDLA-0001 "Reynolds Road, Wadala" 1000
1000-WDLA-0001-0001 "Sanjivani,Reynolds Road, Wadala" 1000
1000-WDLA-0001-0002 "Parikrama I & ILReynolds Road, Wadalka" 1000
1000-WDLA-0002 "Antop Vilage, Wadalka" 1000
1000-WDLA-0003 0ld Anotp Vilage 1000
1000-WDLA-0004 "BPT Hospital, Wadala" 1000
1000-WDLA-0005 "Kayakalpa,Wadak" 1000
1000-WDLA-HOSP-MBPT MBPT hospital 1000
1000-WDLA-HOSP-MBPT-0001 "Shushrut,MbPT Hospital, Wadak" 1000
1000-WDLA-HOSP-MBPT-0002 "Dhanvantari & Charak,MbPT Hospital” 1000
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RO =2 | | @5 T@Farner =] T

Notification ls00000000001| M3 | [ pesticiding outside Hospital Buiding |
Notfic. Status  |OSNO [
Order

A Nofcgon | | choose

[
Reference Object T

=
Assef
Cost center T

Functional loc.
Uppermost Functional Locations

[ e [

Equipment 3 { Uppermost Functional Locations ...

B LT 1 [ Uppermost FunctLocations by c...
— [ Uppermost FunctLocations by lo...

Responsibilities [

Planner Group address

Main WorkCtr

[

[ Text (= Description)
[ Functional location list (service)
[
|
[

Department resp |

|
) [

Person respons.
s 1 Structural display

|
|
|
|
|
v Location list |
|
l
|
|
l
|

Reported By —— 24.07.2020) [18:58:45)
Subject Real Estate Object
Description |
Hot key @ @
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Notification Date and Time and also Malfunction Start Date and Time can be entered here.

Create PM Notification: Activity Report
& WD ™| & Gearner =] T

Notification £00000000001[M3 +] |'_Pe_f.‘hudng outside Hospital Building| 2
Notific. Status losno [
Order @

MNotification |

| Reference Object |

Functional loc. 1000-WDLR-HOSE-MB.. MBPT hospital
Egquipment
Assembly ]
| Responsibilities |
Planner Group [103] /[1000] Civil
Main WorkCtr CVL_SD1 | [ [Looo] Civil South Zone
Department redp | | |
Person respons| [ | '@
Reported By Motif. Date [24.07.2020] [18:55:45)
Subject |
Description Pesticiding outside Hospital Building
2]

Asset details will also updated automatically with respect to equipment, which includes Planner
Group and Maintenance work Center
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Responsibiliiges

Planner Grofp 103 /1000 Civil
Main Work 'CR?'L_SDl ' /|1000| Cwil South Zone

Departmentyresp | | '

[ | [ |
Ferson respgns. @

Reported By Motif. Date 24.07.2020| [18:59:45)

Subject

Select activity (corrective action) under activity tab
Create PM Notification: Activity Report
& | W5 W 88 partner =] TF

| Responsibilities

S 11000

Planner Grou 103 Civil
Y = covoseecn <

Departm Py ctivicy PM  Activities (PM)]
Person I * = Ml Maintenance Activiies
Reportey L At Ackivity 1 59:45
) S Activity 2 |
Subject | v (O TRFO01  Transformer Activites 3
Descript!
Pesti] @
Activities | |
=58 Jtenq [smrt Date Time End Date  Time AcC...
0oz0.. ooz0.0 o
00:0.. 00:0..0 -
0o:0.. oozo.0
ao:0.. ooz 0
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Check and verify the line items and save the notification. Click “Save “__5 = 1 to save the

notification.

@ | «

Create PM Notification: Activity Repoit
& WD W | &8 Srartner =] 77

Reterence Ubject

Functional loc. [Looo-woLa-HOSP-MB..| MBPT hospital
Equipment

Assembly

= ED

Responsibilities

Planner Group m ! W Civil

Main WorkCtr |evi so1 | /[1000| cwil Seuth Zone

Department resp | | | |

Person respons. | | | |@
Reported By Notif. Date 24.07.2020| [18:59:45]
Subject
Description |Pe5ticiding outside Hospital Building
24.07.2020 23:00:22 CET (MPOOgll2el) @

Pesticiding cutside the hospital kuilding

Activities |
B ItemJ’E)ide Gr... Ac... | Activity Code Text | Activity Text LT |Q../StartDate |Time |EndDate |Time |Ac...|
e 1 Activity 1 & 00:0.. 00:0..1 -
nn-n nn-n n ¥
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Once the document is saved the system will propose the below message.

Motification 10000056 saved

Processing of Notification
Change status of Notification i.e Outstanding notification(OSNO) to Notification in process (NOPR)

The below transaction code which we can use for put in process of manual notification for
functional location/equipment/Asset

Enter Transaction code IW22 in command bar (or) Follow the below navigation path

[ Menu Edit Favortes Extras  System  Help

© |mm v « @ S HHOoH 7k

=1

SAP Easy Access

[2 & | & | &=O0ther menu e te & | v a [2 Create role 22 Assign

> [= SAP Menu —
» [T Financial Services Metwork Connector -
» [ Office
v 3 Cross-Application Components
¥ [= Logistics

» [71 Equipment and Tools Management
[ mMaterials Management
[2 Governance, Risk and Compliance
[ Sales and Distribution
[ Logistics Execution
[21 scM Extended Warehouse Management
(| Transportation Management
[ Production
[ production - Process
[ advanced Planning
[== Plant Maintenance

» [ AIN Integration

+ [0 Management of Technical Objects

~ [= Maintenance Processing

* [ Notification
« ) TW21 - Create (General)

v [[1 Create (Special)
« 2 W22 - Change
- @ W23 - Display
» [3 List Editing
» [3 List of Tasks
3
3

4 v v v v v v v w v

3 List of Ttems
3 List of Activities =}
) IW27 - Set Deletion Flag =
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Double click on “IW22” the system will open the below screen
In the next screen, enter the required notification number and press “ENTER”

[E pM Notfication Edit Goto Extras  Environment
| 1
/] v | « eae

Change PM Notification: Initial Screen

Motification
e o]
Motification /10000056 _‘

In the following screen select option to put the notification in process and select save
option again

.| Change PM Notification: Activity Report

& W= N &2 Mrartner =] By & TR &£

Notification [1oooooss mz ~|  pesticiding outside Hospital Building| || 22
Notific. Status [osno =)
Order @

- Notication |

| Reference Object |
Functional loc. [1000-wDLa-HOSP-MBE.| MBPT hospital =
Equipment [ |

Accambhy [ |

Responsibilities |
[103] «[1000 Civil
CWL_SD1 S 11000 Ciwvil South Zone
1 T |
[ 1 |

Planner Group
Main WorkCer

Department resp

Ferson respons.

|

Reported By Motif. Date [za.07.2020] [18:59:45]

| Subject |
Description IF’e:sl:iciding outside Hospital Building |

2020 23:00:22 CET (MFO0O&11263) I.D2

ng ocutside the hospital building
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Checking the notification status

Status of notification changed from outstanding notification (OSNO) to notification in process

(NOPR)

Change PM Notification: Activity Report

=W &2 patner =] B F TP A

Motification
I Notific. Status

TOIeT

ﬁ Motificati

| Reference Object

Functional loc. [1000-WDLA-HOSE-MB..| MBPT hospital

Equipment ' '

Assemblhy

Responsibilities

(= ES

Planner Group 103 J|l000 Civil
Main WorkCtr \cvi_sp1l | 7 /1000| Gwil South Zone

Departrment resp ' | |

f 1 T
Person respons.

|

(28]

Reported By Notif. Date [24.07.2020] [18:58:45]
| Subject |
Description IP‘estiu:iding outside Hospital Buiding

24.07.2020 23:00:22 CET (MFOOG6Ll1268)

Pesticiding cutside the hospital building
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Display of Notification
The below transaction code which we can use for displaying the created notification for
functional location/equipment/Asset

Enter Transaction code IW23 in command bar (or) Follow the below navigation path

[ Menu Edit Favorites Extras System  Help

© [mEE -]« @e 2HG Do

SAFP Easy Access
[z & | & | &= 0ther menu s T & | v a

~ [= SAP Menu
» [0 Financial Services Metwork Connector
» [0 Office
v [ Cross-Application Components
~ [= Logistics
» [0 Equipment and Tools Management
[ materials Management
[ Governance, Risk and Compliance
[0 sales and Distribution
[ Loaistics Execution
[ scMm Extended Warehouse Management
= Transportation Management
[ Production
[3 Production - Process
[ Advanced Planning
= Plant Maintenance
» [0 AIM Integration
» [ Management of Technical Objects
~ [E= Maintenance Processing
~ [E= Moftification
+ ) W21 - Create (General)
v [ Create (Special)
- B2 W22 - Change
+ 2 W23 - Displad
» [T List Editing
» [T List of Tasks
»
»

1{* v v v v v v

3 List of Ttermns
3 List of Activities
) IW27 - Set Deletion Flag

3

{
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Double click on “IW23” the system will open the below screen
In the next screen, enter the required notification number and press “ENTER”

Q e
Display PM Notification: Initial
Motification

Notification [muuuusﬁ ﬁ

After pressing enter system will show Display of notification with details. Press back icon to go
back main screen

Display PM Notification: Activity Report

& & = B = A

Motification Jrooooose M3~ |Pesticiding outside Hospital Building ([
Motific. Status |noPR =)
Motification |

| Reference Object |

Functional loc. [10co-wora-nose-wms_] MBPT hospital =
Equipment [ |
Assembhy [ |
| Responsibilities |
Planner Group [103] +[1000 Ciwil
Main WorkCtr 'CVL_SDJ. | s|1000] cwil South Zone
Department resp [ | | |
Ferson respons. [ | | |
Reported By Motif. Date |z4.07.2020] [18:59:45]
| Subject |
Description IF’esticidim_:j outside Hospital Building |
24.07.2020 23:00:22 CET (MPOO0O&11268) @
Pesticiding outside the hospital building
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Notification Status
Display Status
(4]
Notification [IIUUUUUEE j Notification Type u3|
Description |Pe5ticiding outside Hospital Building |
Notific. Status 'NOPR |
__/Bushess processes |
| Syst. Status | | Status with Status Number
X St.. Text || x| status| Text No. || |
[/| NOFR. Notification in process -
Confidential Document Copyright © 2018 Tech
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Creation of General Maintenance order
Notification screen itself option for creating order please ref page no. 7

Once clicked Create Option system will ask Order Type - enter the order type ZMO04(General
Maintenance Order)

Change PM Notification: Activity Report
& || | & ®ppartner =] [ & TP g1

'Pes-y'/

SELECT

Notification looooose M3 w| &

Notific. Status 'NOPR
1
Order

ﬁ Nolificat

| Reference Object |

ospital Building '

Functional loc. |1000-WDLL-HOSE-MB..| MBPT hospital E
Equipment ' '
Assemnbly | '

| Responsibilities |

Planner Group 103| /|lo000 Civil

Main Wa

[ Create Order

DepartrI
Person T
Reportel Order Type T
— | Planning Plant 1000
lm Business Area ]
Descripd Main Work Center 'CRJ'L_SDl '/ |1000| Civil South Zone
24.07
Pesti @

‘*
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Select ZMO04 for General Maintenance Order and Press “ENTER”

Change PM Notification: Activity Report

& || | &2 ®patner =] By T TP &Y

Motification [1o000056 M3 "|_{7|'Pesticiding outside Hospital Building '

Notific. Status 'NOPR A

Order @
" Notification

| Reference Object |
Functional loc. |1000-WDLA-HOSE-MB .| MBPT hospital E
Equipment I I
Accembly ' '

| Responsibilities |
103| /|1000

Planner Group Civil

[ Create Order

Departr]
Person 1
Reportel Order Type "zM04
Subject: Planning Plant T@T
I—_ Business Area
Descripd Main Work Center ICU'L_SDl | 71000 Cwvil South Zone
24.07
Pesti E]

—
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With ref to notification required data copied from notification like description, planner
group, Main work center, notification no, FL, equipment no etc.

W .| Create General Maintenance : Central Header

e = EHGT BB D

I ) 1 1= 1
Order zM04200000000001] | Pesticiding outside Hospital Buiding| P [EJ
Sys.Status |CRID MANC NTUP '

_/Headerl)am | “Operations | Components | Costs | Objects | Addftional Data | Location ! Planning

Person responsible |

PlannerGrp [103] / [1000] Cwi Motifctn W
Mn.wk.ctr  |cvi_soy |/ [1000] Civil South Zone Costs N
PMACLType
SystCond.
| Dates |
Bscstat  |24.07.2020] Priority ' - |l
Basic fin. (24.07.2020| Revision [
| Reference object |
Func. Loc. | 1000-WDLA-HOSE-MB.| MBPT hospital I
Equipment ' '
Assembly | I
| First operation |
Operation IPESticiding outside Hospital Building ' Calc. key |calculte duration =)
wketr/Pint |ove_so1 | s[1000] ceikey [emMo1| Acty Type |00 | [JPRT
Work durtn | [# | Mumber | | Oprtn dur. | g | [Jcomp.
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Operation Details Copied from the Notification (Control key PMO01-internal operations, PMO03-
external Operations AMC or Hire service), and Components Tab enter the spare details and
select the Stock (L) and Non Stock(N) Category.

HeaderData ./ Operations }‘ Components | Costs | Objects - Additional Data | Location | Plnning | Control |

General ” Internal JI External ” Dates JI Act, Data Il Enhancement I @mﬁ[ Ex. Factor II:E CEGIogJ

s 0p... SOp ‘Work Ctr Plant | Co... StTextk |S.. Operation short text L... Actual wor
0oLo CVL _SD1 1000 PMO1 Pesticiding outside Hospital Building

0020 CVL_SD1 1000 PMO1 E I

0030 CVL_sD1 1000 PMOL

Enter the Internal Manpower Operation PMO01 and Enter the Operation Details and Work

Duration

el Create General Maintenance : Operation O w
ey =HRT? BITAEBER

Irder zu04 [s00000000001)  [Pesticiding outside Hospital Buidi [}

Sys.Status  |CRID MANC NTUP (a]

HeaderData /Opﬂ'athns ], Components | Costs )ﬂ/ﬂbjecm | Additional Data © Lomt»g(\ /Planning " Control |

I General Il Internal Jl External Jl Dates JI . Data " Enhancement I @m@ Ex. Factor ":E Camlogl / | Create Foll.-On Ord.
B Op...|50p |Waork ctr Plant | Co.. BtTextk S.. Operation short text L... Actual work Waork Un N... Dur. Un C.Key
~ i
Doom cvI_spL 1000 PMOL Pesticiding outside Hospital Buiding ) BH 1 3H Calculate du. ¥

Reservation of material (stock) and Purchase requisition for Material (non stock) will be created
after releasing the order. Once enter the non-stock material system will ask to enter the
purchase Group for the material. Selection of Material.

& Create General Maintenance : Component Overview

[ = N -] = ahasn 980 e=
.| Create ! Maii ce - C + Overview

[ i = BT s - e B e

order [zm04][300000000001]  [Pesticiding outside Hospital Buiding =
Sys.Status [CRTD MANC NIUP =)

HeaderData | Operations .~ Components | Costs |~ Objects |~ Additional Data | Location - Planning | Control |

I = T talog |i£ 5[

——— S Qty UM IC 5.. SLoc Pint Op... Batch ]
1l 7'W: Material by Supply Area < W Plant Material by Description | Materl_.|| [+ /[ » ]3]
|| Material description [ ]
|| Language Key EN
|| Material [ |
|| Plant = 1000 ]
: Maximum No. of Hits [so0 |
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Select the Material from List

x

. —
A Material by Supply Area 7 W Plant Material by Description f Mate... EIEI
) il
(6 (i)
@ Material description “/Language Material Pint
|J CLOTH,COTTON,DOSUTLNAVY BLUE EN 1000001005 1000 -
COCONUT BROOMS WITH COIR STRIP EN 1000000659 1000 ~
91l coke EN 1000000475 1000
Sy COMMON PROOFED CANVAS OR DUCK EN 1000000977 1000
COMP STATIONERY 132 COLUMN EN 1000000913 1000
COMP STATIONERY 25.5 X 30.5CM  EN 1000000914 1000 lning | Control |
| COMP STATIONERY 80 COLUMN EN 1000000916 1000
COMP STATIONERY SIZE 10" X 12" EN 1000000696 1000 -
[: COMPRESSED INDUSTRIAL OXYGEN G EN 1000000477 1000 EE]EE
B cONTINUOUS COMPUTER STATIONE . EN 1000000915 1000 Qty UM [IC [5.. /sl
|| COTTON BED SHEETS OF SIZE 155C  EN 1000001021 1000
COTTON RAGS, BLEACHED, WASHED, EN 1000000670 1000
|| cOTTOM YARN WASTE TYPE I WHIT EN 1000000669 1000
|| D FULLY STAINLESS STEEL DRINKI EN 1000000419 1000
| | D-1155F/FILES, PERSONAL JOB CA EN 1000000814 1000
| D/1158 BLP, BUMDER LORRY PERM  EN 1000000750 1000
| D628 PETTY DEPOSIT BOOK SIZE2  EN 1000000752 1000
| DAY VISION BINOCULARS AS PER M EN 1000000576 1000
' | DESKTOP LASER PRINTER, MONOCHR EN 1000000383 1000
|| DIGITAL MULTIFUNCTIONAL PHOTOC EN 1000000874 1000
|| DIGITAL PHOTOCOPIER (DESK TOP  EN 1000000873 1000
|| DING DONG BELL HEAVY DUTY 230 EN 1000000415 1000
DISINFECTANT, POWDER,CARBOLIC.  EN 1000000663 1000
|| DISSOLVED ACETYLENE GAS EN 1000000476 1000
' | DOUBLE FOLDING UMBRELLAS.( TEL ~ EN 1000000454 1000
| ECONOMICAL PRINTER WITH WIRELE EN 1000000385 1000
| ELECTRIC CONTACT CLEANER EN 1000001250 1000
| ELECTRONIC KWH ENERGY METER,  EN 1000000410 1000
EMPTY GAS CYLINDER EN 3600000000 1000
ENERGY METER 3 PHASE, 3 WIRE/4  EN 1000000409 1000 -
ENERGY METER SINGLE PHASE 2 WI __EN 1000000408 1000 -
Entrv found SAP

After Selection of Material press “Enter” Material description and UOM details Updated in
component fields and Select Category “N” for Non stock material

& order Edit Goto Extras Enyronment System  Help

@[ -« @ = EARAFEE hRR |
Create General Maintenance : Component Overview
Rrg = E T BB

Order [zm02] s00000000001] 'Pesticwmng outside Hospital Buiding '@
Sys.Status  |[CRID MANC NTUR )

HeaderData | Operations . Components Costs Objects | Additional Data | Location  Planning C(}\tro\ |

[Gen.Data | puch. [IEEERRS st o Gopn. o assy | [ Rept [T cotmlon EJEF]

B Ite... Component Description L... Regmt Qty um S.. SLoc Pint  Op... Batch Proc. Category
0010 1000000663 a0 1000
0020
0030
0040
0050
[0060
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Press Enter to fill Purchasing Details like Purch?ing Group

Create General Maintenance : Com, verview
R, =l RT BRILZED
Order 2M04|s00000000001|  [Pesticiding outsigeHospital Buiding ZE!

Sys.Status |CRTD MANC NTUP
[E Create General Maintenance : Component Dzaail Purchasing data

Requirement Qty Sort String 0 h Planning h Control
Price per 1 KG
i P par=T]
Material Group G/L Account 41200000 E' TiEL ['q{E]
PR — —— ’—|7 ... |Reqmt oty |um [1c s..sLoc pint |op...Batch  |proc
Agreement ! Info record u Hy
Goods Recipient Unloading Point | |
Requisitioner Tracking Mumber | |
Pl. Delv. Time ’:‘ GR proc. time ’:‘
Supp. Mat. No. | |
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Purchasing Group (102-M&EE) selected from search Option and Enter Required Quantity

Create General Maintenance : Component O
P, sEHRT BIAFED

Order zM04/ 200000000001 |Pesticiding outside Ho;p’kﬂauilding '@

Sys.Status  |CRTD Manc I
[ Create General Maintenance : Component Detail Puichasing data

Requirement Qty g Sort String l' HEIE |' i |
Price [21.24 TR | per 1 KG ] ﬁﬂ
- - Mo l E Catalo
Material Group [17131800 ) G/L Account 41200000 g Jls 3l
Purch. Group foo Vendor éReqmt Qty UM |IC |5.. SLoc Pint |Op... Batch
—— — 50 PAAL 1000 0010
Agreement / Info record
- | h ) u
Goods Recipient Unloading Point [ |
Requisitioner Tracking Number
Pl. Deliv. Time GR proc. time
Supp. Mat. No. [ |
[v]oe] |
0100
0110
0120
0130
A1an
Additional data field updated from asset master data
Create General Maintenance : Header Detail Data
Py EERT ROSED
Order 2104/ 200000000001| | Pesficiding outside Hospital Buiding| e [m
Sys.Status |CRID MANC (B]
HeaderData . Operations | Components | Costs | Objects /Vhdti:nnﬂDaia }' Location | Plnning | Control |
| Organization |
Company Code 1000 Mumbai Port Trust
Business Area
Controling Area 1000| MBPT Controling Area
Responsible CCtr 10050401 Material Mgt Div-Gen
Profit Center 1005 Management and Secre
Object Class Overhead «
Processing group []
WBS Element [ |
Project: Definition [ |
]
Subnetwrk of/Oprtn. ]
Ref. Element PM/PS [ |
| Component Maintenance Cockpit Control
Order Code 1 Priority 0 Prio.Manually Chad O
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Location Details updated from Asset Master Data

HeaderData | Operations . Components |+ Costs | Objects  Additional Data /VLnthn ]' Planning " Control |

Location data |
MaintPlant [1000] Mumbai Port Trust

Location [ ]

Room

Plant Section [ ]

Waork Center [ ]

ABC Indicator |/ Non Critical

Sort Field ' '

Account assignment

Company Code 1000, Mumbai Port Trust Murnbai
Asset ' 7] 1]
Business Area
R rancrant | . . | g |
Cost Center 10050401 Material Mgt Div-Gen CO Area 1000
WBS Element ' '
1

SettlementOrder

Selection of Stock Material from List and Enter Quantity and select category “L”

CRW AN = R A = RN

Jrder zM04 | z00000000001] IPesticwding outside Hospital Building '@
Sys.Status  |CRID MENC ‘@]

HeaderData | Operations /Cummurts } Costs | Objects |~ Additional Data | Location | Plarm\qg V" Control |

\
e e 1 = T e e = T aN\Iﬁl

Bl Ite...|Component Description L... Regmt Qty UM |IC_ 9. SLoc |PInt  Op... Batch Proc. Category
0010 1000000663 DISINFECTANT, POWDER,CARBOLIC. 100 KG W 1000 0010 PReq for Order
U]
0020 10000009280 50 Lll J 1000

0030
0040
0050
0060
0070

=]

After Entering all details press save Icon to Save the order. After saving system will show

the below message

¥ Order 1000112 saved with notification 10000056
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Releasing of Order
Enter Transaction Code IW32 in Command Bar and press “Enter”

[ Menu Edit Favorites Extras System  Help

© [m= @0 SRR DNDD

SAP Easy Access
[o & | & | &= 0ther menu Yo g & | v 4« | [RCreate role s)

* [ Sales and Distribution
* [ Logistics Execution
¥ [715CM Extended Warehouse Management
v [ Transportation Management
* [ Production
* [ production - Process
* [ Advanced Plnning
* [= Plant Maintenance
» [0 AIN Integration
» [ Management of Technical Objects
* [ Maintenance Processing
» 3 Notification
~ [= Order
+ 2 IW31 - Create (General)
¥ [3 Create (Specil)
+ 2 W32 - Change
+ 2 IW33 - Display
« 2 TW3D - Print
v [3 order List

Enter the Order number and press “Enter”

Change Order: Initial Screen

Header data Operations Components Costs

-

IS 1 1
Order [1oo0112 I
L= -

Tech
Mahindra
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Click the Release Icon to Release the order

Create General Maintenance : Central Header

Mg/ =ERT BRIFTED

Order zM04 200000000001 |Pesticiding outside Hospital Buildingl 2 [m
L

Sys.Status |CRTD MANC NTOUP .

HeaderData | Operations | Components | Costs | Objects | Additional Datz | Location | Planning |~

| Person responsble |

plnnerGrp  |103) 7 [1000] cwi Notfctn  [10000056 || #)¥a)
Mn.wk.ctr |CVL 5Dl |/ 1000| Chil South Zone Costs [ | IHR
PMACtType | |
systCond. | |
| Dates

Status Changed to Release(REL) in Sys Status bar

Change General Maintenance 1000112: Central Header

Order zmo4|1000112 | Pesticiding outside Hospital Buiding I [z
Sys.Status |REL MACM PRC |@

HeaderData ]' Operations | Components | Costs | Objects | Additional Data . Location | Planning - Control |

| Person responsible |

PlannerGrp [103] 7 [1000] Cwil Motifctn 10000056
Mn.wk.ctr  |oVL_sp1 | /[1000] Cwvil South Zone Costs Q.00 INR
PMACtType | |
SystCond. N
| Dates |
Bscstart  |24.07.2020] Priority - [T

Basic fin. 24.07.2020 Revision

Reference object |
o000l a-Rose_ME |
1000-WDLA-HOSE-MB..

Func. Loc. MBPT hospital

| First operation |
Operation IPesticiding outside Hospital Building '@ Calc. key Calculzte duration =
WkCtr/PInt  |ovL sp1 | ¢|1000) Ctrikey |EMO1] Acty Type [JPRT
Work durtn |3 & | number (1| Oprtn dur. |3 [m | ¥ Comp.
d &

After Entering all details press save Icon “ to Save the order. After saving system will show
the below message
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¥ Order 1000112 saved with notification 10000056

Purchase Requisition and Reservation Details updated after Releasing of Order

Enter Transaction Code IW32 in Command Bar and press “Enter”

[ Menu Edit Favorites Extras System  Help

o [m= @0 2HR DNDD

SAP Easy Access
[2 E | & | & 0ther menu Yo g & | v a | [gCreate role )

» [ sales and Distribution
¥ [ Logistics Execution
» [ scM Extended Warehouse Management
v [ Transportation Management
* [ production
* [ production - Process
* [ Advanced PRnning
~* [= Plant Maintenance
* [(3 AIN Integration
» [ Management of Technical Objects
* [ Maintenance Processing
* [ Notification
* [ Order
« &3 IW31 - Create (General)
v [T Create (Specil)
+ ) IW32 - Change
» ) W33 - Display
« & TW3D - Print
v [0 order List

Enter the Order number and press “Enter”

Change Order: Initial Screen

Header data Operations Components Costs

Tech
Mahindra

Order TLooo112 =]
L =
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Go to Components Tab and Select the Stock material and select the Geperal Data

Change Ge 'Maintenance 1000112: Central Header
S E TR G X &M complte (busness)

Jrder
jys.Status |REL MACM ERC

| Person responsble

PlnnerGrp 103! 7 (1000 oM Notfn  [100000se | Z|%

Mnwik.ctr |ovi oL |/ (1000] o South Costs l0.00 e
PMACtType | |
SystCond. |

Bscgtat  |24.07.2020 - ()

Basicfin.  [24.07.2020) Revision

| Reference object |
Heade! Operations Costs Objects VAddmona\DaIa }/Loﬁmon VPhnn'ng }/Conlml ]

Gen. Data Purch. @@m @m Repl. E Catalog @

&L Ite...|Component |Description L... |Reqrmt Qty UM Ic|s./SLoc Pint |Op... Batch | Proc. Category
0010 1000000663 DISINFECTANT, POWDER,CARBOLIC. 100 KG W 1000 0010 PReq for Order
M_‘]DDDDDDQ!!D GLOVE, COTTON / POLYSTER 50 PAAL 1000 0010 Reservation for Order
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Reservation Created for stock item

Change General Maintenance 1000112: Component Detail General Data

4 4 »r »
Errrerra| . =
Order 1000112 Activity 0010
Material [1000000663 I DISIMFECTANT, POWDER,CARBOLIC.
= = 1
Item LBMDL Item Category N

General Data ], Purchasing Data

| Component
Plant [1000] Stor. Loc. [ ]
Batch Sort String
Peprt [ats |22 17 5nonla1.00.00 Offeet [T 1
I Reservation 166 1] P}Nement type [ze1]
| Quantities
Requirement Qty [100 | Unit of Measure [ | [ |Fixed gty.
Committed Qty [0 '
Withdrawal Qty |0 | [JFinal issue
| General Indicators
[JBackflushing Res./Purc. req. [1mmediately v
[JBulk Material CostingRelevncy | 100% Relevant to Co_ |
[ImMvt Allowed Mat. Prov. Ind. ' -
| Stock Assignment
Creditor

Select Non Stock Material and select Purchasing Data

HeaderData k Operations Cmmwmbjecm | additional Data | Location | Plnning ¢ Contral |

Gen. Data Purch. @mm @ﬂ-ﬁ Repl. E Catalog @
B Ite... Component Description L... Regmt Qty UM |IC S.. SLoc Pint Op... Batch Proc. Category
l:lium_‘looouoossz DISINFECTANT, POWDER, CARBOLIC. 100 K6 1000 0010 PReq for Order
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Purchase Requisition Created for Non-stock Item

Change General Maintenance 1000112: Component Detail Purchasing Data

4 4 » M
Order 1000112 Activity [ao10]
Material |Tooooooses I DISINFECTANT, POWDER,CARBOLIC.
Item [F‘lnﬂ Item Category |1 | '
General Data /'/Purchﬂlgl)ma
Requirement Qty |100 |z | sort String
Prica [21.22 | [mr | per 1 KG
Material Group 47131800 G/L Account 41200000
Purch. Group [10z] / [1000] Vendor
Agreemeant ' | 7] Info record
Goods Recipient Unloading Point
Requisitioner Tracking Number
Pl Delwv. Time [ ] GR proc. time []
Supp. Mat. No. ' |
e | |
Purchase Req. |2001000966! # 10 ' IRecei\red i] ]
[JPO Exists

Create/Change of Purchase Requisition
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Go to T Code ME52N and follow the below menu Path Or CIick’ '

[ purchase Regustion | Edt
[} Dther Requiskion ShiftsFs

Engronment  System

Shew

Create
i cepyichaee
s &5 [1] &lpeson sertng
Check CerkeShiftFa
[_E= Shit+F1 | 2001000861
variant g
oo B I W05 9 () ) (1) ) o e )
: n__ B 5t | Rem A Hateral Shaet Tt Cuantity Unit C Debvery Date Val Price P Mt Group  Avalable Qty in Stock Pant Stof. Lot PG Reguses,
i &gj L4 o F D Prewantiag Mant by Extar I AU D M02020 16000, 1 Conginactio  0.000 Mumbai Port 101 MPDOD&1IZ
Haranchy L
L]
L]
L]
o
[} a
['] -
e 0
[‘_-.]n-m :meuhw ["‘I']
" Agtount. 4 Source of | Wersons | Status | Confeet Pemson ¢ Tets ¢ Addiess Extemal Sowce of Su 11| =]
Salact Custom Feld Lst
#Data Fiekds “Ema Lt Terms & Condtons |
Mode of Purchase Terdter = Purchase types =
Avalsble Gty n Pt 0. 060 Sarnple -
et Yaar Consumgton 0,000 L Cartiicate >
Avp Antual Reg Oty o, 000 Stock Certificate - —
Escalation % Orignal Vakuation [ 180.000,00 =
Enter the Purchase requnsntlﬁ\l'o 2001000966
‘ Display Purchase Req. 2001900963
Document Overview On [™ &8 I | AV &7 Personal Setting
\BI¥ | Standard PR
i [= Select Document
st vouseon Troormnedl) [ L) (11 () ook v
| Quantity Unit|C Delivery Date Val. Price P_|Mat Group  Avaiable Qty in Stock |Plnt |Stor. Loc.  PGr Requisnr.  Trac
- MONER 1 TR . 1 EA D 20.07.2020 25,088 _ 1 A conditio, 0.000 Mumbai Port 102 MPOOG112_
(O Pur. Order
(=) Purch. Requisition
() SRM Contract
O
L
[ Other Document E] ONER 1 TR .. ~| BB
T EtETaI DS S DatEs e aation  Account Assignment | Source of Supply | Versions | Status | Contact Person  Texts | Delvery Address | ... |[M][E]
(il |[is| Accasscat [Order ~| Distrbution | Single Account Assignm_ | CoCode [Mumbai Pt~/
Unloading Point [ | Recipient
G/L Account 41200000
Cost Center CO Area 1000
Order 1000109 Sales Order 0
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Once PR Displayed Click Change icon and select Custorger Tab and select the purchase Details
as Mode of purchase “Difect Purchase” and type “With Quotation”

Change Purchase Req. 2001000966

Document Overview On [4 & 3 | a6 [i] ZYPersonal Setting

[tar] Standard PR +|[z001000966]

Header

b @R AL EED S R D O B ) o)

B St |ItemA |1 Material Short Text Quantity Unit |C Delivery Date Val. Price P Matl Group | Awailable Qty in Stock Plant Stor. Loc. |PGr Requ
10 F 1000000663 DISINFECTANT, POWDER, 100 KG D 23.07.2020 21.24 1 Cleaning an Mumbai Port 102
0
0
0
0
i}
0
0
L
@ Ttem [[10] 1000000663 , DISINFECTANT, POWDER... ¥ | BE

7Quantities/Dates /" Valuation )‘ Account Assignment )‘ Source of Supply |, Versions |‘ Status )‘ Contact Person )‘ Texts |‘ Delivery Address /F omer Data ]_

| Select Custom Field List |

(s)Data F . )
e T !
Mode of Purcha Direct Purchase | Purchase types WITH QUOTATION - I
Avaiable Qty in Plant Sample -
- | - |
Last Year Consumption 0.000 Life Certificate hd
— —
Avg Annual Req Qty 0.000 Stock Certificate hd
e | —| —
Escalation % Original Valuation 21.24 -
a1
o

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

« |¥] No messages issued during check

system will show ” Message.

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

(¥ Purchase requisition 2001000966 changed
” message.

Login as Approver 1 (Assistant Engineer) in SAP System.
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[E user System  Help

@ | | « @
SAP
Mew password
Client 500
User W‘
Iy =1
Password ’W
L .|
Logon Language ’ﬁ|

| &3
Clickon “ pel SAP Business Workspace Button.

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

Transaction Code | SBWP
Menu Path Easy Access = SAP Menu > Office = Workplace

[ Menu Edit Favorites Extras System  Help

& sswp S dEH @@ CHE ohoo @ I

‘ SAP Easy Access
B E ﬁﬂther menu E @ & v A |3Create role @'ASSign Lsers @Dnc

~ &1 Favorites
» [ Transaction
» [(JReports
~ 3 SAP Menu
* (I Connector for Multi-Bank Connectivity
- &1 Office
- [@ Workplace]
* (1 Telephone Integration
» [ Appointment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000966” message
will appear.

3l ;,"";;" DI AR ALY AR MCARREIT T I ) e R L BB R U RS e R S AL T
L=
« & Unread Documents & Inbox
* & Documants 48 Coss Tete Date recel  Acthae Atta stat.
* O wordow 31 T Phiase 2010ve [ Puichase Regaskon 2001000966 124,07.2020 C
* [0 Overdoe antres 0 &) Update was cnceled '34.07.2020 NPOI611268 <)
* N Deadine Messages 0 & Uodate was anceled 24,07.2020 MPDIG11268 %]
S g;’:"‘ Wi Gvers 0 & Uodate was canceled 24.072020 MPOXE11268 o
ol b @] Update was cncaled 24072020 MPOIG11268 a
oS ot fkiss &) Parked Ivoce 6010000022, Year 2020 6 Posted.  23.07.2020 SAP_WRRT a
* ¢ Shared folders & Pakad Invoce 6010000022, Year 2020 § Posted, 22,07.2020 SAP_WFRT 2
e it el &) Parked brvoce 6010000022, Yew 2020 & Posted.  23.07.2020 SAP_WFRT =
. §F Tash & Parked Ivoce 6010000022, Year 2020 & Posted.  23.07.2020 SAP_WFRT =
« T Shared trash 3 Please approve the Purchase Regustion 2001000962 23.07.2020 (7
[} Phase :prove the Purchase Regetston 2001000962 23.07.2020
[ Ploase 3zprove the Purchase Roguistion 2001000962 23.07.2020
) Ploase 20prove the Purchase Regustion 2001000962 23.07.2020 z
&) Parkad Ivoce 6010000020, Year 2020 & Posted.  23.07.2020 SAP_WFRT =

09 Tips & tricks: Grosp work items acoording to content type..,
Plaase approve the Purchase Requisition 2001000966
Desoription Objects and attachments

Select one of the availadble decision cptioms. This ¥o attachrents oF chjects exiast
coepletes the processing cf cthis atep.

Double Click on the “Please Approve Purchase requisition 2002000966” message. It will open
the Purchase requisition document in Display mode.

Click on “ @& . Back Button. System will open Decision step in workflow screen.

[ purchase Requistion ~ Edit  Envionment ~ System  Help -
] v« e of OB e®
[ .| Display hase Req.
Document Overview On | [ %% I | [i] &I Personal Setting

[fmr] Standard PR ~200100056¢
Header
B @IEEREEL) ELL) (S 6 ) () (2 E) Elosuk vaes ]
B St ItemA |1 |Materal Short Text | Quantity Unit C Delivery Date Val. Price P, |Matl Group  Avallable Qty in Stock |Plant |stor. Loc. |PGr Requisnr. | Trac
10 F 1000000663 DISINFECTANT, POWDER 100 KG D 23.07.2020 2124 1 Ceaningan_ 0.000 Mumbai Port 102 MPO06112,
4« LLd
Hem T 107 1000000663 , DISINFECTANT, POWDER..~|  [a][+]
Materal Data | Quantities/Dates | Valation _/Account Assignment | Source of Supply | Versions | Status | Contact person | Texts | Dewery Address | c...| [ ][5
[E)[ /(&) Acchsscat order ~] Ditrbution | Single Account Assignm.. ~| CoCode [Mumbai Port.. ¥
Unloading Point Recipient
G/L Account 41200000
Cost Center €0 Area 1000
Order 1000112 Sales Order ]

(5 More

Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.
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Decision Step in Workflow

Dworkflow  [Hcreate  ElImport

Please approve the Purchase Requisition 2001000966

Choose one of the following alternatives
Egprove Purchase Reguisition
P/

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

Before you make a decision, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Purchase Requisition will be approved with level 1.
Purchase Requisition Approval Request notification is forwarded to Approver 2
Login as Approver 2 (Executive Engineer) in SAP System.
[ user system Hep
@ MR @
SAP

New password

Client |s00]
UUser I'—E):“.Uol
Password [exanananensn]
Logon Language [En|
H “" E:E.’ ” H
Clickon “ ™ ” SAP Business Workspace Button.
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Enter Transaction Code SBWP in command bar (or) Follow the below navigation path.
Transaction Code | SBWP
Menu Path Easy Access = SAP Menu > Office > Workplace

[ Menu Edit Favorites Extras  System  Help

& | sswp - dH C@@ CHRER oDhod @ @\

‘ SAP Easy Access
B B &5 Other menu HEH s v oa BCreate role @Ass.ign Lsers @Dnc

* =1 Favorites
¥ [ Transaction
» [JReports
~ 1 SAP Menu
* (J Connector for Mult-Bank Connectivity
~ 31 Office
{2 Workplace]
¥ (1 Telephone Integration
» (I Appointrment Calendar

Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000966” message
will appear.

2l ‘;f..'"'—"' R (AN ARSI RRTIT T8 I D c R L BURL SR IV GUUR STAUL 1)
+ & Unread Docurments & Inbox
Roaxpts Cuss Tk Date recel  Athor Ata_stat_

» O workdiow 31 X Phiase orove e Purchase Raguskon 2001000966 24,07.2020 (4
3 Overdie anitres 0 €] Update was anceled 24.07.2020 NPOG11268 2
* I Deadine Messages 0 & Updite was canceled 24.07.2020 MPDUG11268 5]
e g;:‘l"" weh One 9 Update was Gnceled 24.072020 NPOE11268 a
Hor P &) Update was Gncaled 24.07.2020 MPOUE11268 =
S ks fkias &) Parked Ivoce 6010000022, Year 2020 & Posted.  23,07.2020 SAP_WRRT a
¢ <O Shired hildacs & Parked bvoke 6010000022, Year 2020 & Posted.  23.07.2020 SAP_WFRT e
vk Siharded Folburs &) Parked brvoce 6010000022, Yew 2020 & Posted.  23.07.2020 SAP_WIRY =2
- Tash &) Parked Ivoce 6010000022, Year 2020 8 Posted.  23.07.2020 SAP_WIRT =2
- W Shared vah ) Piease approve the Purchase Regustion 2001000962 23.07.2020
[ Phase aprove the Purchase Regeiston 2001000962 23.07.2020 @
[} Ploase azprove the Puschase Rageiston 2001000962 23.07.2020 =
[ Ploase 20rove the Purchase Reguston 2001000962 23.07.2020 >
&) Parked Ivoce 6010000020, Year 2020 & Postad.  23.07.2020 SAP_WFRT e

P Tips & tricks; Grosp work items according to content type...
Please approve the Purchase Requisition 2001000966

Desaription Objects and attactments

Select One of the availadble decision cpticas. This No attachments OF chjects exist
completes the processing cof this step.

Double Click on the “Please Approve Purchase requisition 2002000966” message. It will open
the Purchase requisition document in Display mode.
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Click on “ & . Back Button. System will open Decision step in workflow screen.

& purchase Requisiion ~ Edit  Enyironment  System  Help H
] -]« eae of AP e=m
Display Purchase Req. 2001000966

Document Overview On | [ & [ | [i] &lpersonal Setting

[1m¥] Standard PR ~| 2001000966
Header
B @EFRETD ELEL EE )6 JE) ) EEE ) Eosfu vae )]

B st TtemA |1 |Materal Short Text Quantity | Unit C Delivery Date|Val. Price P,_|Matl Group  Avaiable Qty in Stock |Plant
10 F 1000000663 DISINFECTANT, POWDER 100 K6 D 23.07.2020 2124 1 Cleaning an_ 0.000

Stor. Loc. |PGr Requisnr. | Trac
Mumbai Port: 102 MPO06112

«r

Ttem [ 10 1000000663 , DISINFECTANT, POWDER. .+ BB

Material Data | Quantities/Dates - Valuation . Account Assignment | Source of Supply | Versions | Status | Contact Person | Texts

I Delvery Address " C...

(][] Accasscat order ~! Distribution  |Single Account Assignm_ | CoCode [Murmbai Port ¥
Unloading Point. Recipient 1
G/L Account 41200000
Cost Center €0 Area [1000]
Order 1000112 [ ] Ssales Order 0

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

Decision Step in Workflow

Tworkflow [ create  FlImport

Please approve the Purchase Requisition 2001000966

Choose one of the following alternmatiwves

Eprove Purchase Requisition
IRejec'.t. Purchase Reguisition

IHO 1d

Description Objects and attachments

Select one of the awvailable decision options.

This completes the processing of No attachments or cbjects exist
this step.

Before you make a decision, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Purchase Requisition will be approved with level 2.

Purchase Requisition Approval Request notification is forwarded to Approver 3.
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Login as Approver 3 (Dy CME) in SAP System.

= User  System  Help

@ | | % @ HE Lo

SAP

MNew password

Client 500
User DYCMEOO1
Password Trwasfoannnnnn]

L 4|
Logon Language [Ex]

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

Transaction Code | SBWP
Menu Path Easy Access = SAP Menu - Office - Workplace

[ Menu Edit Favortes Extras  Systemn  Help

& |swp - JdH @@ CHE oDho8 @ [

‘ SAP Easy Access
B E && Other menu HE F v oa BCreate role @Ass.ign Lsers @Dm

* 31 Favorites
* [ Transaction
v (1 Reports
~ 3 SAP Menu
v+ (1 connector for Multi-Bank Connectivity
~ & Office
.
* (1 Telephone Integration
¥ (1 Appointment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000966” message

will appear.
i "’;;' e AR CEAY AR WERREIT I D o) L RO SR DRSS aUD R S LAl ]
-5
+ & Unread Docurments & Inbox
+ &] Documents 48 Cass Tide Duate recel " Acthor Atta_Stat_
» D woddiow 31 Y Phoase a0rove e Purchase Regukon 2001000966 '24,07.2020 (%]
+ D) Overden orres 0 €] Update was anceled 24.07.2020 NP0OG11268 [~
+ D Deadine Messages 0 & Uodate was canceled 24,07.2020 MPDIG11268 ]
e g;::" pe bre ) & Uodate was canceled 24.072020 NPO11268 B
oo N Update was Gncaled 24.07.2020 MPDI611268 a
o e Biiwte foliess &) Parkad bvoce 6010000022, Year 2020 & Posted.  23,07.2020 SAP_WFRT a
+ <9 Shared folders & Packed bvoce 6010000022, Year 2020 5 Posted. 23072020 SAP_WFRT 2
v off Subscrbed Folders &] Parked bvoce 6010000022, Yew 2020 & Posted.  23.07.2020 SAP_WFRT =
« @ Tash &] Parked Ivoce 6010000022, Year 2020 8 Posted.  23.07.2020 SAP_WIRT =
« T Shared tash ) Piease approve the Purchase Regutstion 2001000962 23.07.2020 o
3 Please asprove the Purchase Reguiston 2001000562 23.07.2020
D1 Ploase zprove the Purchase Raguistion 2001000962 23.07.2020
) Phase 2prove the Purchase Reguston 2001000962 23.07.2020
& Parkad Invoce 6010000020, Year 2020 & Posted.  23.07.2020 SAP_WFRT a

»9 Tips & tricks: Grosp work items acoording to content type..,
Please approve the Purchase Requisition 2001000966

Desaription Objects and attachments
Select One of the available decision cpticas. This No attachments oF objects exist

coepletes the processing cf cthiz atep.

Double Click on the “Please Approve Purchase requisition 2002000966” message. It will open
the Purchase requisition document in Display mode.

@

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

[ purchase Requistion ~ Edt  Envronment  System  Help

9 | v« e of OB e®
[ .| Display hase Req.

Document Overview On | [ %% I | [i] &I Personal Setting
[w]sendardPk ~ ~]z0010008¢8

Header
B @IEEREEL) ELL) (S 6 ) () (2 E) Elosuk vaes ]

%St |TtemA |1 |Materal  Short Text | Quantity Unit C Delivery Date Val. Price P, |Matl Group  Avallable Qty in Stock |Plant

|stor. Loc. |PGr Requisnr. | Trac
10 F 1000000663 DISINFECTANT, POWDER 100 KG D 23.07.2020 2124 1 Ceaningan_ 0.000 Mumbai Port

102 MPO0G6112

< r

@ Item

T 107 1000000663 , DISINFECTANT, POWDER..~|  [a][+]
Materal Data_| Quantiies/Dates

Source of Supply Contact Person Delivery Address

[single Account Assignm.. ~| CoCode [MumbaiPart.. ~|

[E)[ /(&) Acchsscat order ~| Distrioution
-

Unloading Point
G/L Account:
Cost Center

41200000

Recipient

€O Area

Order 1000112 Sales Order
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Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.

Decision Step in Workflow

Tworkflow  Hcreate  BlImport

Please approve the Purchase Requisition 2001000966

Chooze one of the following alternatives

Egprove Purchase Reguizition

IReject Purchase Reguisition
I—

Hold

Description Objects and attachments

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

Nc attachments or cbjects exist
this step.

Before you make a decision, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Purchase Requisition will be approved with level 3.

Purchase Requisition Approval Request notification is forwarded to Approver 4.
Login as Approver 4 (CME) in SAP System.

[& User System Help
) -« @ = 2]
SAP

MNew password

Client |so0
User |cMEODL
LI —
Password L | R EEEE L
& |

Logon Language [En| _
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..
“" (‘{;-‘.:’

Click on ” SAP Business Workspace Button.
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

(T Menu Edit Favorites Extras System  Help

& |sawp FdH CeEe DHE Shao @

‘ SAP Easy Access
L& B & Other menu o B 2w & [Bcreate role #5 Assign users Sy Do¢

* &1 Favorites
* [ Transaction
* [ Reports
~ 1 SAP Menu
* [ Connector for Muld-Bank Connectivity
~ 3 Dffice
- [&2 workplace]
* (1 Telephone Integration
» (3 Appointment Calendar

Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000966” message
will appear.

R s (WA LSS SRS VESE I 0 RCRL e DA UD R S CA0 U
+ ] Unread Documanns 4 Inbox
* &) Documens 48 Cuss Tthe Date recel " Acthoe Ata_stat.
* 1 wordiow 31 Y Plaase asorove the Purchase Regeston 2005000966 24,07.2020 (4]
* I3 Overdis onires 0 €] Undate was canceled '24.07.2020 MP0S611268 e
* I Deadine Messages 0 & Update was canceled 24.07.2020 MPDUG11268 5]
Py g;::‘" Wi ©voss 0 @] Usdate was Gnceled 24.072020 NPO611268 o
5 o @] Update was Gncaled 24.07.2020 NPDI611268 a
ol ks fkias &) Parked Ivoce 6010000022, Year 2020 & Posted.  23,07.2020 SAP_WRRT a
¢ <O Shired hildacs & Parked bvoke 6010000022, Year 2020 & Posted.  23.07.2020 SAP_WFRT =
v o Subrbed Folders &] Parked Irvoce 6010000022, Yewr 2020 & Posted, 23.07.2020 SAP_WFRY =
- @ Tk & Parked Ivoce 0010000022, Yeur 2020 & Posted.  23.07.2020 SAP_WFRT =
« T Shared vash ) Piease approve the Purchase Regustion 2001000962 23.07.2020 o
[} Phease :prove the Purchase Reguiston 2001000962 23.07.2020
1 Ploase 3zprove the Purchase Roguistion 2001000962 23.07.2020
[3 Ploase 20r0ve the Purchase Reguston 2001000962 23.07.2020 ;
&) Parked Ivoce 6010000020, Year 2020 & Postad.  23.07.2020 SAP_WFRT e

; Tips & tricks: Grosp work items acoording to contemt type..,
Please approve the Purchase Requisition 2001000966

Desaription Objects and attactaents

Select One of the availadble decision cpticas. This N attachments oOF chjects exist
coepletes the processing cf thiz atep.

Double Click on the “Please Approve Purchase requisition 2002000966” message. It will open
the Purchase requisition document in Display mode.
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Click on “ & . Back Button. System will open Decision step in workflow screen.

& purchase Requisiion ~ Edit  Enyironment  System  Help m
] -]« eae of AP e=m
Display Purchase Req. 2001000966

Document Overview On | [ & [ | [i] &lpersonal Setting

[1m¥] Standard PR ~| 2001000966
Header
B @EEREFLD BLELE L) [T (2 ) etk vases | )

B st TtemA |1 |Materal Short Text Quantity | Unit C Delivery Date|Val. Price P,_|Matl Group  Avaiable Qty in Stock |Plant Stor. Loc. |PGr Requisnr. | Trac
10 F 1000000663 DISINFECTANT, POWDER 100 K6 D 23.07.2020 2124 1 Cleaning an_ 0.000 Mumbai Port 102 MPOO6112

«r

Ttem [ 10 1000000663 , DISINFECTANT, POWDER. .+ BB
Vateral Data )

/" Quantiies/Dates | Valuaton /Account Assignment | Source of Supply | Versons | Status | Contact Person | Texts | Delvery Address | c...| [ )&

i) Accasscat prder ~! Detribution | Single Account Assignm.. ~| CoCode [Murmbai Port.. ~
Recipient 1

G/L Account 41200000

Cost Center 1 €0 Area [1000]

Order 1000112 | Sales Order [

[ More

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

Decision Step in Workflow

Tworkflow [ create  FlImport

Please approve the Purchase Requisition 2001000966

Choose one of the following alternmatiwves

Eprove Purchase Requisition
IRejec'.t. Purchase Reguisition
=

Description Objects and attachments

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

No attachments or cbjects exist
this step.

Before you make a decision, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Purchase Requisition will be approved with level 4.0nce the Purchase requisition is approved by
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all 4 level approvers, a notification is triggered to Purchase Requisition Initiator and all
preceding approvers.

Create/ Change Request for Quotation:

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

Menu Path Easy Access = SAP Menu - Logistics - Materials Management -
Purchasing 2 RFQ/ Quotation = Request for Quotation=> ME41 Create

= Menu  Edit  Favorites Extras  System  Help

0- @ el OvhaHn

SAP Easy Access
[ F &5  &a0ther menu e g & | v 4« | [2Create role ety

v [ Favorites -
* [ SAP Menu e
* [0 Connector for Mult-Bank Connectivity
v [ Office
r[(3 Cross-Application Components
* [= Logistics
* [ Equipment and Tools Management
~ [= Materials Management
* [ Purchasing
* [0 Purchase Order
v [ Purchase Requisition
v [ outline Agreement
¥ [= RFQ/Quotation
¥ [= Request for Quotation
+ 7] ME41 - Create
+ () ME42 - Change
- ) ME43 - Display
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In Create RFQ Initial Screen Provide following details,

o RFQType: ZZAN

o RFQDate: 24.07.2020

o Quotation Deadline: 26.07.2020
o Purchasing Org: 1000

o Purchasing Group: 101

Create RFQ : Initial Screen

4 & [0 [IReference to PReq [ | Reference to Qutline Agreement

RFQ Type [zzzn]
Language Key 'ﬁ'
RFQ Date [24.07. 2020
Quotation Deadline [26.07.2020]
RFQ 1
| Drganizational Data
Purch. organization [1000]
Purchasing Group W@'
| Default Data for Items
Item Categary [
Delivery Date [ ]
Plant ]
Storage location ]
Material Group |
]

Req. Tracking Mumber
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D Reference to PReq
Click on “ ” Button & Provide reference Purchase requisition number
2002000966.
Create RFQ : Initial Screen
sa & [0 [YReference to PReq [ ] Reference to Outline Agreement
RFQ Type ZZMN
EWLIENEY [= Selection of Purchase Requisitions
s
RFQ Da_te Purchase Req. 200100096ﬁ_|i@
Quotation Requisn. item
Purch. Group loz
Docurnent Type L
Material '
MPN material '
Plant
Item Category M L
Acct Assgmt Cat | |
Itelrn Catg Tracking Murmber '
Delr D
Sery 2 Supplying Plant []
Plant | Assigned [+]
Sturage ¢ Stock material V]
Material G Open only i
Req. TraE
14 |
viSix]
Clickon “ " Continue Button.
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Enter Coll. No. 2002000966 & hit Enter

[ RFQ Edit Header Item  Environment  System  Help

@ | “«H eae® HE 0
Create RFQ : Header Data
Mkl
— | Err| ; |
RFQ Company Code 1000 Purchasing Group 10z
RFQ Type ZZRN Purch. Organization 1000
|
Vendor

| Administrative Fields |

RFQ Date [z4.07.2020] ttem Interval 1o | Col. No.  |200200096¢]
Language (x| Subitem Interv. |1 | Quotbdn  |26.07.2020
Validity Start Validity End Apply By
Warranty ] Bindg Per. [
| Terms of Delvery and Payment |
Targ. val.

| Reference Data |
]
Salesperson [

| - ]
Telephone

Your Reference

Our Reference

Terms & Conditions

Adopt + Details

Select the line Item click on “ ” Button.
Create RFQ : Selection List: Purchase Requisitions
E: Pur. Req. Item  Material Short Text Pint SLoc|I A Cs |Qty Un C|Deliv. Date |Rel. Date Fxed S. S Batch Stock Segment
2001000966 10 1000000663 DISIMFECTANT, POWDE.. 1000 EUOIE@ F D 100,000KG D 23.07.2020 24.07.2020 N
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In create RFQ screen, provide delivery Date & Press Enter.

Create RFQ : Item 00010

P I e & & [ 5 E
Ttem ' 10 ] ItCat. M Plant 1000
Material [1oooo006s3 ' Stor. Loc.  |1001
Short Text \DISINFECTANT, POWDER, CARBOLIC. '
Mat. Grp 47131800
| Quantity and Date

RFQ Quantity 100 [ | Quotbdin [26.07.2020

) [P —— =]

D’El[‘ll'eﬁ" Date ’E‘I:ES.DT.zﬂsz _
| Deadline Monitoring

1st Remn./Exped. TrackingMo

2nd Rem./Exped. 5. Mat. ' '

3rd Rem./Exped.

Mo. Exped. o]

Quotation 1 7] '
On Create RFQ: Item Overview Screen, click on “ =1 Supplier address button.
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= RFQ) Edt Header [tem Environment System  Help

o ‘«<H eae =@ Qm

Create RFQ : Header Data
o ™
s [2 @ g v =
1 3 |
RFQ Company Code 1000 Purchasing Group [102
RFQ Type ZZAN Purch. Organization 1000
—
Vendor
| Administrative Fields
Enter vendor number 40000012
= RFQ Edit Header Itemn Environment System Help
@ | l«dH e@e PR @
Create RFQ : Supplier Address
a S &
RFQ Company Code 1000 Purch. Group 101
RFQ Date 20.07.2020 RFQ Type ZZILN Purchasing Org. 1000
Wendor :40000012 J@
MName
Title [ —
Mame [ |
| |
Search Terms
Search term 1/2 ||
Street Address
Street/House number | || |
Postal Code/City [ I |
Country |_| Region ’_l
PO Box Address
PO Box
Postal code
Company Postal Code
| Communication |
| Language - Other communication... ] |
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After entering Vendor Number “40000012”, Press Enter.
System will fetch vendor details from Vendor master and displayed on the screen.

Create RFQ : Supplier Address

w8 (2
1
RFQ Company Code 1000 Purch. Group 102
B - |
RFQ Date 24.07.2020 RFQ Type ZZLN Purchasing Org. 1000
I
Vendor 4n000012 &
L =
| Name
Title | Company -
Name 'FELIX ENGG. CO. '
| |
| Search Terms |
Search term 1/2 'FELIX ENGG. CO. |FooG
| Street Address
Street/House number | COZY COTTAGE, 4TH FLOOR,BYCULLA |
Postal Code/City l100027 | Mumbai I
Country IN India Region 27 Maharashtra
Time zone INDIR
| PO Box Address |
]
PO Box
]
Postal code
]
Company Postal Code
| Communication |
I amAiman | Ennalich - [ Mikhar ~AarmemmieEiaen ]
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=l

«#] Req for Quotation created under the number 1001000035” is displayed.

Click on “ ™= ” Save Button. System will create RFQ document & information message

Same Procedure for Creation of Two More quotations
¥ Req for Quotation created under the number 1001000036 &1001000037 for Vendors
40000013 & 40000010 is Displayed.

Click on “ @, Exit button.

Mail will be sent to Vendor’s mail id mentioned in the Vendor Master.

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

Transaction Code | ME47

Menu Path Easy Access = SAP Menu - Logistics = Materials Management >
Purchasing 2 RFQ/ Quotation = Quotation->ME47 Maintain

= Menu  Edit  Favorites  Extras  Systern  Help
O | MR @0 e Hron a8

SAP Easy Access

[z & | & | &=O0ther menu e im & | v 4« | [2Create role 2 Assign users

» [ Favorites
~ [ SAP Menu
» (7] connector for Multi-Bank Connectivity
» [ Office
» [ Cross-Application Components
* [ Logistics
» [ Equipment and Tools Management
~ [ Materials Management
¥ [ Purchasing
* [ Purchase Order
* [0 Purchase Requisition
¢ [ Outline Agreement
~ = RFQ/Quotation
v [0 Request for Quotation
~ = Quotation
« (7} ME47 - Maintain
« () ME48 - Display
« (7)) ME49 - Price Comparison
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On Maintain Quotation Initial Screen, Provide RFQ no. 1001000035& press Enter.
Maintain Quotation : Initial Screen
i S

ETTTrTTTETGY
RFQ :lUUlUUUUSSJ@

System will open the Quotation document.

.|
Maintain the Net Price: 27 Click on “ = Save Button.

[78 .| Maintain Quotation : Item Overview
BEhEOTedaelidszhBds

RFQ 1001000035 RFQ Type ZZRH| RFQ Date 24.07.2020
Vendor 40000012 | FELIX ENGG. CO. Quothdin 2€.07.2020]

Quatation Items

Bl Rem Materil Short Text RFQ Quantity 0... C Delv. Date  Met Price Per Q.. Mat.Grp Pt Sloc D R T... Stock Segment
== e ]
10 1000000663 I-HT' mm_‘l-:l':l KG D29.07.2020 27.00 1KG 4713100 1000 1001

Quotation for RFQ 1001000035 will be maintained.

System will display “ Quotation for Req for Quotation 1001000035 Maintained”
message.
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On Maintain Quotation Initial Screen, Provide RFQ no. 1001000036 & press Enter.
Maintain Quotation : Initial Screen

a S
T 001000036 ol
RFQ | |

System will open the Quotation document.

Maintain the Net Price: 26
Maintain Quotation : Item Overview
BEEREROTES Il @RS E R

T —
FQ 1001000036|RFQ Type ZIRN RFQ Date 24.07.2020
e
vendor 40000013 | MAHARASHTRA BAMBOO BHANDAR  QuotDdin 26.07.2020

Quotation Trems

= Ttem | Material Short Text RFQ Quantity 0.../C Deliv. Date  Net Price Per 0.../Mat. Grp  PInt Sloc D |R |T... Stock Segment
:J.U 1000000663 :HT,PUWIII{,M.GJ.UU KG D 28.07.2020 26.00 1KG 47131800 1000 1001 O

=
Clickon “ ™= “ Save Button. Quotation for RFQ 1001000036 will be maintained.

System will display « & Quotation for Req for Quotation 1441000036 Maintained*

message.
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On Maintain Quotation Initial Screen, Provide RFQ no. 1001000037 & press Enter.

Maintain Quotation : Initial Screen

ba &
TToo1000037 [l
RFQ | |

System will open the Quotation document.

Maintain the Net Price: 25

Maintain Quotation : Item Overview
EERDTSAncl &R HER

WFQ 1001000037|RFQ Type ZZRN RFQ Date 24.07.2020
Jendor 40000010 | ALEX CHEMICAL & INDUSTRIES QuotDdin 26.07.2020
Juotation Iems
% Ttem Material Short Text RFQ Quantity 0... C|Deliv. Date  Net Price Per 0...|Mat. Grp  |PInt SLoc D R T...|Stock Segment
10 1000000663 ["T, mm.ljlﬂﬂ KG D 28.07.2020 25.00 1KG 47131800 1000 1001 O
]
H “ " “« . . H .
Click on Save Button. Quotation for RFQ 1001000037 will be maintained.

System will display “ Quotation for Req for Quotation 1001000037 Maintained”

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

Transaction Code | ME49
Menu Path Easy Access = SAP Menu - Logistics 2 Materials Management 2>
Purchasing 2 RFQ/ Quotation = Quotation > ME49 Price Comparison

[ Menu Edit Favorites Extras  System  Help

@ [wmeso l«H oo 2 HhoaH N5 o=

SAP Easy Access

[ EF | & | gaOthermenu | Ta T & | v « | [RCeaterole | 2 Assign users |23 Documentation
» [ Favorites - :—F’_—.‘——

¥ [ SAP Menu -

* [ Connector for Mutb-Bank Connectivity
v [ Office
* [ Cross-Application Components
¥ [= Loqgistics
* [ Equiprment and Tools Management
~ [ Materials Management
* [ Purchasing
* (3 Purchase Order
+ [ Purchase Requisition
* [ Qutline Agreement
¥ = RFQ/Quotation
v [ Request for Quotation
¥ [= Quotation
+ () ME47 - Maintain
* () ME48 - Display
+ (1) ME49 - Price Comparison

. — —
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In price comparison list screen provide Collective RFQ 2001000963 & Press “

(L\
¥ “Execute

Button.
Price Comparison List
® (@
Purchasing Organization 1000
[ ]
Quotation to
. g il
Collective RFQ 2001000366 to
) |
Supplier to
Material [ to | [l =
| Comparison Values
) '
Reference Quotation
["IMean Value Quotation
["IMinimum Value Quotation
Percentage Basis 1
) o]
Max. Mo. Quotations per Page 12

| Price Calculations

[“JInclude Discounts
[“JInclude Delivery Costs
[ |Determine Effective Price

System will Display price comparison List.

Price Comparison List in Currency INR

@ ’2 2FF B % @ ’a & Eﬂ T i D’] B & "—‘E [f] Maintain Quotation & Material &y Supplier [3 services Hierarchy Level 4 Addl. Info: Quotes II| 2 mnitiate Workfow
Rank Item Vendor Supplier Name Collective No. Text Material “ Matl Group  Short Text Quantity Unit Net Price MvAvgPrice Price Diff % £  Net Value Rank Rank % Quota
[m: 10 40000010  ALEX CHEMICAL & INDUSTRIES 2002000966 Standard 1000000663 47131800  DISINFECTANT, POWDER,CARBOLIC. 100 KG 25,00 21,24 118 2.500,00 1 96 2.500,
ing D . = - 2.500,00
10 40000013  MAHARASHTRA BAMBOO BHANDAR 2002000966 Standard 1000000663 47131800 DISINFECTANT, POWDER,CARBOLIC. 100 KG 26,00 21,24 122 2.600,00 2 100 2.600,
ing D 1 = 2.600,00
10 40000012  FELIX ENGG. CO. 2002000966 Standard 1000000663 47131800 DISINFECTANT, POWDER,CARBOLIC. 100 KG 27,00 21,24 127 2.700,00 2 104 2.700,
ing D 1 = 2.700,00
= 7.800,00
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« B Initiate Workflow ,,

Quotation Approval
Select the Level one vendor’s Purchasing Document and click on

Workflow Initiated ., message.

System will display “
STT E% @ B TE T & o B EEE Mantan Quotation GeMateral  Sysupplier [ Services  Hierarchy Level 4 Addl. Info: Quotes [1] [ Intiate Workflow _

Price Comparison List in Currency INR
Quantity Unit Net Price MvAvaPrice Price Diff % T Net Value Rank Rank % Quotation
100 KG 25,00 21,24 118 2.500,00 1 100 2.500,00
= 2.500,00
= = 2.500,00

“ Matl Group _ Short Text

C
Supplier Name Collective No. Text Materizl
:)C@: 10 40000010  ALEX CHEMICAL & INDUSTRIES 2002000966 Standard 1000000663 47131800  DISINFECTANT, POWDER,CARBOLIC.

Rank Item Vendor

L
Purchasing Document 1001000037

&

Login as Approver 1 (Assistant Engineer) in SAP System.
[E User System Help
| @ 3|

0 [
SAP

New password

400]
|

Client
e a00L —
Password | e ’AI\ X 1?
L —d

Logon Language 'EN|
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..
{o" (‘{;-‘.:’

e C(lickon

“ SAP Business Workspace Button.
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 Menu Edit Favorites Extras System  Help

& [sawp ~JdH @@ CHE 8Doaa @ o
| SAP Easy Access

(& |3 & Other menu & B 2 |+ a | [Hcreate role €5 Assign users 55 Doc

~ 21 Favorites
* [ Transaction
* (I Reports
* =1 SAP Menu
* (3 connector for Mult-Bank Connectivity
~ 21 Office
- {2 Workplace|
* (3 Telephone Integration
* (7 Appointment Calendar

A

Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000037“ message
will appear.

5 1o e L L L UL AL T e e e L s
= & Inbox
-

» & unread Documaents 2 Workflow 2

- 4l Documents 2 Ex | Tt Status | Work Item ID Creation Da, Creation,, P At |Co,, W,
» I3 workdiow 2 £, Please approve the Quotation 1001000037 (=] 416152 24.07.2020 22:20:41 5

+ IO overdue entries 0 %, Ploase approve the Quotation 1001000037 B =] 416153 24.07.2020 2212041 5

+ I Deadine Messages O -

« I3 Entries wih Emors 0
& Qurbox
+ B Resubrrission
» c# Private folders
» €2 Shared foiders
* ¥ Subscribed Folders
= F Trash
« T0If Shared trash
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Double Click on the “Please Approve the Quotation 1001000037” message. It will open the
Quotation comparison list in Display mode.

Clickon" @& . Back Button. System will open Decision step in workflow screen

Price Comparison List in Currency INR

& & STV 8% @ B TETR FEH <= g (3] Maintain Quotetion $y"Material S~ Supplier Services  Hierarchy Level 4 Addl. Info: Quotes [1] [Jinitiate Workflow

Rank Item Vendor Supplier Name Collective No. Text Material “ Matl Group  Short Text Quantity Unit Net Price MvAvgPrice Price Diff % £  Net Value Rank Rank % Quotation
:m: 10 40000010  ALEX CHEMICAL & INDUSTRIES 2002000966 Standard 1000000663 47131800 DISINFECTANT, POWDER,CARBOLIC. 100 KG 25,00 21,24 118 2.500,00 1 100 2.500,00
Purchasing Document 1001000037 = 2.500,00

=% = = 2.500,00

Click on “Approve” Button to approve the Quotation.

Please approve the Quotation 1001000037

Choose one of the fellowing alternatives

Eprove
IReject
r___________________________________________________________________________________________________________

Hold

Description Objects and attachments

Select one of the available decision options. This completes the processing of No attachments or cbjects exist
this step.

Before you make a decision, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user deciszion remains in your inbox for processing.

Quotation will be approved with level 1.

Quotation Approval Request notification is forwarded to Approver 2.
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Login as Approver 2 (Executive Engineer) in SAP System.

[ uyser System Help

Q [ ]« @ > t?j E
SAP
New password
Client 400]
User W;
Password rAAAAAAAAA'\AAT
= —a

oo Lawere e —

Click on “ & L. SAP Business Workspace Button.

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path.
Transaction Code | SBWP
Menu Path Easy Access = SAP Menu > Office > Workplace

[ Menu Edit Favortes Extras Systerm  Help

& [sewp M e@@ DHE ohoaon @ [y

| SAP Easy Access
(& E & Other menu & B 2 | w4 | [{create role €% Assign users [y Dot

~ =1 Favorites
* (7 Transaction
* (1 Reports
~ I SAP Menu
* (1 Connector for Multi-Bank Connectivity
~ &7 Office
* {2 Workplace]
* (3 Telephone Integration
* (1 Appointment Calendar
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Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000037“ message

- e b \ — = e sl
= @ Inbox
* &l unread Documants 2 Workflow 2
« &l Documents 2 Ex_ Tide Status | Work Item ID Creation Da,, Creation P At |Co,, W
+ IO workfiow 2 £is Please approve the Quotation 1001000037 ) 416152 24.07. 2020 22:20:41 5
+ IO overdue entries 0 & Please approve the Quotation 1001000037 1 416153 24.07.2020 22:20:41 5

= I3 peadine Messages 0
» I Entries with Emors 0

» 2 outbex

¢+ 5 Resubmission

» c# Private folders

v ¢ Shared folders

v X Subscrbed Fokders

= ¥ Trash

« T0F Shared trash

CALC

Double Click on the “Please Approve the Quotation 1001000037” message. It will open the
Quotation comparison list in Display mode.

Clickon" & Back Button. System will open Decision step in workflow screen

Price Comparison List in Currency INR

& &5 2T T B % @ =)-TE Ty B S 9 G Mantin Quotation € Materal &y Supplier [ Services  Hierarchy Level 4 Addl. Info: Quotes [!] [ initiate Workflow
Rank Item Vendor Supplier Name Collective No. Text Materizl “ MatlGroup  Short Text Quantity Unit Net Price MvAvaPrice Price Diff % T Net Value Rank Rank % Quotation
::)C@: 10 40000010  ALEX CHEMICAL & INDUSTRIES 2002000966 Standard 1000000663 47131800  DISINFECTANT, POWDER,CARBOLIC. 100 KG 25,00 21,24 118 2.500,00 1 100 2.500,00
ing D 37 = 2.500,00
o, = = 2.500,00

Click on “Approve” Button to approve the Quotation.

Please approve the Quotation 1001000037

Choose one of the following alternatives

[Approve

Reject

Display

lApproval or Rejection History

Eold
Description Objects and attachments

Select one of the available decision options. This completes the processing of No attachments or cbjects exist
this step.

Befors you make s decision, you can display the attachments and objects which
nave been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Quotation will be approved with level 2.

Quotation Approval Request notification is forwarded to Approver 3.
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Login as Approver 3 (Dy CME) in SAP System.

[& uyser System Help

0 Y = @ % | 2 N ; ﬁﬁ
i SAP
New password
Client |400]
User [vcueoor |
Password 'm
= =

e igige [ew] _

Click on w2

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

Menu Path Easy Access = SAP Menu > Office > Workplace

“ SAP Business Workspace Button.

[ Menu Edit Favorites Extras  System  Help

& sswp - JH @@ ESHE nndaoa %
‘ SAP Easy Access

L_ﬂ‘ B &5 Other menu HEH S v oa |3Create role @'ASSign LISers @Dnc

= &1 Favorites
* [ Transaction
» (JReports
~ 1 Z1 SAP Menu
¥ [ Connector for Mutb-Bank Connectivity
~ =7 Office
- {2 Workplace]
» (I Telephone Integration
* (I Appointment Calendar
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Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000037“ message

- e b \ — = e sl
= @ Inbox
* &l unread Documants 2 Workflow 2
« &l Documents 2 Ex_ Tide Status | Work Item ID Creation Da,, Creation P At |Co,, W
+ IO workfiow 2 £is Please approve the Quotation 1001000037 ) 416152 24.07. 2020 22:20:41 5
+ IO overdue entries 0 & Please approve the Quotation 1001000037 1 416153 24.07.2020 22:20:41 5

= I3 peadine Messages 0
» I Entries with Emors 0

» 2 outbex

¢+ 5 Resubmission

» c# Private folders

v ¢ Shared folders

v X Subscrbed Fokders

= ¥ Trash

« T0F Shared trash

CALC

Double Click on the “Please Approve the Quotation 1001000037” message. It will open the
Quotation comparison list in Display mode.

Clickon" & Back Button. System will open Decision step in workflow screen

Price Comparison List in Currency INR

& &5 2T T B % @ =)-TE Ty B S 9 G Mantin Quotation € Materal &y Supplier [ Services  Hierarchy Level 4 Addl. Info: Quotes [!] [ initiate Workflow
Rank Item Vendor Supplier Name Collective No. Text Materizl “ MatlGroup  Short Text Quantity Unit Net Price MvAvaPrice Price Diff % T Net Value Rank Rank % Quotation
::)C@: 10 40000010  ALEX CHEMICAL & INDUSTRIES 2002000966 Standard 1000000663 47131800  DISINFECTANT, POWDER,CARBOLIC. 100 KG 25,00 21,24 118 2.500,00 1 100 2.500,00
ing D 37 = 2.500,00
o, = = 2.500,00

Click on “Approve” Button to approve the Quotation.

Please approve the Quotation 1001000037

Choose one of the following alternatives

[Approve

Reject

Display

lApproval or Rejection History

Eold
Description Objects and attachments

Select one of the available decision options. This completes the processing of No attachments or cbjects exist
this step.

Befors you make s decision, you can display the attachments and objects which
nave been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Quotation will be approved with level 3.

Quotation Approval Request notification is forwarded to Approver 4.
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Login as Approver 4 (CME) in SAP System

= User  System  Help

@ | “|«H Qe
‘ SAP

‘ New password

Client {400

User EEW

T =
Ak nu-ual«ul‘

Password
£ =

Logon Language ’m

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

Transaction Code | SBWP
Easy Access = SAP Menu > Office = Workplace

Menu Path

[ Menu Edit Favorites Extras  System  Help

~vdH @ CHR DD o8 ® m\

& | sewe

‘ SAP Easy Access
B E &3 Other menu HH 2 v oa BCreate role @ASSign Lsers @Dnc

* =1 Favorites
* [ Transaction
» [JReports
~ = SAP Menu
* (J Connector for Multi-Bank Connectivity

- &1 Office

- itrd Workplace

¥ [J Telephone Integration
» (I Appointrment Calendar
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Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000037“ message

5 Tibax T e i e L A e ) i e o5 e e S AT
+ ] unread Documents 2 Workflow 2
* 4 Documents 2 Ex, | Tite Status | Work Item ID Creation Da,, Creation P AL |Co,, W
+ IO workfiow 2 £is Please approve the Quotation 1001000037 ) 416152 24.07. 2020 22:20:41 5
+ IO overdue entries 0 & [Plaase approve the Quotation 1001000037 1 416153 24.07.2020 22:20:41 5

+ I Deadine Messages 0
» |3 Entrios wih Errors 0

» 2 outbex

¢+ cf Resubrrission

» c# Private folders

v ¢ Shared folders

b &2 Subscribed Folders

= ¥ Trash

« T0F Shared trash

CALC

Double Click on the “Please Approve the Quotation 1001000037” message. It will open the
Quotation comparison list in Display mode.

Clickon" & Back Button. System will open Decision step in workflow screen

Price Comparison List in Currency INR

& &5 2T T B % @ =)-TE Ty B S 9 G Mantin Quotation € Materal &y Supplier [ Services  Hierarchy Level 4 Addl. Info: Quotes [!] [ initiate Workflow

Rank Item Vendor Supplier Name Collective No. Text Materizl “ MatlGroup  Short Text Quantity Unit Net Price MvAvaPrice Price Diff % T Net Value Rank Rank % Quotation
::)C@: 10 40000010  ALEX CHEMICAL & INDUSTRIES 2002000966 Standard 1000000663 47131800  DISINFECTANT, POWDER,CARBOLIC. 100 KG 25,00 21,24 118 2.500,00 1 100 2.500,00
Purchasing Document 1001000037 = 2.500,00
o, = = 2.500,00

Click on “Approve” Button to approve the Quotation.

Please approve the Quotation 1001000037

Choose one of the following alternatives

[Approve

Reject

Display

lApproval or Rejection History

Eold
Description Objects and attachments

Select one of the available decision options. This completes the processing of No attachments or cbjects exist
this step.

Befors you make s decision, you can display the attachments and objects which
nave been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Quotation will be approved with level 4.
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Once the Quotation is approved by all 4 level approvers, a notification is triggered to initiator&
Preceding Approvers stating “Quotation 1001000037 is Approved”

Display Document: Quotation 1001000037 is Approved

T E &S| & Reply... Reply with Reference... | T7New message

Doc. contents ]'Attributes /" Recipient list |

Quotation 1001000037 is Approved

Created =] sAP_WFRT

Hello Sir,

Quotation 1001000037 is Approved
Approved by: SB00621355 SB00621355
Regards,

S5B00621355
SBO0621355
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Create/ Change Purchase Order

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 -
Purchasing = Purchase Order = Create - ME21N — Vendor/ Supplying
Plant Known

=y Menu  Edit  Favortes  Extras  System  Help

@ |mE21N | « @02 DDhAH 00 W

SAP Easy Access
[0 & &  guOthermenu | 7& ig & @ w 4 | [ZCreate role 2 Assign users e Documentation

» [ Favorites
* [== SAP Menu
+ [0 Connector for Multi-Bank Connectivity
v [ Office
3 Cross-Application Components
* [ Loaqistics
¥ [ Equipment and Tools Management
* [= Materials Management
* [== Purchasing
* [ Purchase Order
* [= Create
+ () ME21N - Vendor/Supplying Plant Known_
* @ MESS - Via Requisition Assignment List
+ (72 MESQN - Automatically via Purchase Requisitions
- &) ME22N - Change
- () ME23N - Display

Confidential Document Copyright © 2018 Tech

Mahindra. All rights reserved.
Driving Positive Change
Page 69 of 140

Accepting No Limits



Tech
Mahindra

SAP User Manual for General Maintenance

Document Overview On

Click on “ “ button.
=g Purchase Order/ Edit Goto  Environment  System  Help
@ | “«H @@a® = HE @
‘ Purchase Order
Document Overview On D '-_ﬁ Hold &o @Pn'nt Preview Messages [i] §—3|Personal Setting
STD Purchase Order  ~ Vendor | | Doc.Date [20.07.2020
2| Header
h5
B s./itm (A |1 |Materal |short Text PO Quantity |o...|c|Deiv. Date |net Price lcum...[per |0,

Confidential Document
Mahindra. All rights reserved.

Copyright © 2018 Tech

Accepting No Limits

Driving Positive Change

Page 70 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

Selection of Purchase Request from List

Purchasing Documents
& o )=

General selections
Max. no. of hits 5000
Program selections
Material Number | |tc- | “E
Selection Parameters [ ] o [ | =
Plant [ ] w [ ] =]
Material Short Text | lto | =
Supplying Plant ’—| to ’—| ?
Storage Location [ ] to [ ] =]
Material Group |—| to |—|
Purchasing Qrganization |—| to |—| ﬁ
Purchasing Group Wa\ to ’_| ?
Purchasing Document to ?
Mame of Person Responsible to ?
Document Typa [ ] o [ ] =]
Document Category m
Company Code ] to || =
Document Date |—| to |—| ?
Vendor to E
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System Fetches the RFQ related to Purchasing Group and select RFQ no and Click 2 LIl Adopt

Purchase Order

Overview Off [ ¥ Hold a5 B @Hprint Preview Messages |

ent A @‘Dlreﬁ Purchase Orde | | vendor
(=]

Delivery/Invoice )fCondlt»ons l‘ Te

[40000010 ALEX CHEMICAL & IN.. | Doc. Date  [25.07.2020]
Address | Communication | Partners | Additional Data /()llj.l)ah ], Status | Customer Data | Payment Processing

Purch. Org. fai Port Trust
Purch. Group Mechanical & Ele
Purch.Doc. Company Code 1000| Murmbai Port Trust

+ %5 1001000032
- - 1001000033
- - 1001000034
+ %> 1001000035
+ 0> 1001000036
- <> 1001000037

B s.Itm A 1 |Materal Short Text PO Quantity 0... C Deliv. Date  Net Price Curr... Per 0... Matl Group  PInt stor.f
@10 F 1000000&€3 DISINFECTANT, POWDE 100KG D 28.07.2020 25,00IFR 1 KG Cleaning an.. Mumbai Port Trust Cent .
m INR .

“r 1“0

® O

Item [[ 10 ] 1000000663 , DISINFECTANT, POWDER ... ¥ | B
“Delivery Schedule }' Delivery l‘ Invoice l‘ Conditions )f India l‘ Account Assignment l‘ Texts l‘ Delivery Address l‘ Confirmations )f Condition Control PHH\ EE

B 5.. C Delivery D... Sched. Qty Time | Stat. Del. ... GR gty Purchase ... Reg... M... Open Quantity SCau P
D 28.07.2020 100 28.07.2020 2001000966 10 1001 D
L o | ]
= =
aln .

Select the purchase order type Direct Pugchase order

Create Purchase Order

Document Overview Off | [ 'Y Hold a® | B7 @JPrint Praxf@w  Messages 27 personal Setting

Direct Purchase Orde  ~ Vendor 40000010 ALEX CHEMICAL & IN.. | Doc. Date  |25.07.2020
Document ~ e N
. 5] elvery/invaice | Conditions " Texts | Address |~ Communication | Partners | Additional Data . Org. Data | Status | Customer Data_| Payment Processing
Overview v
SADRMEDNAL Purch. Org. 1000| Mumbai Port Trust
[T () [EE v Purch. Group 102|  Mechanical & Ele
Purch.Doc. Company Code  [1000] Mumbai Port Trust
- > 1001000032
+ 4 1001000033
- < 1001000034
+ 4 1001000035
- 4 1001000036
+ <> 1001000037
Es.lktm A I Materal Short Text PO Quantity Q... C Deliv. Date | Net Price Qurr... Per Q... Matl Group | PInt stor.f
[Alio ¢ 1000000663 DISINFECTANT, POWDE. 100KG D 28.07.2020 25,00IFR |1 KG Cleaning an.. Mumbai Port Trust Cent -
| nim :
“«r “«r

P8 O

[ ztem [[107 1000000663 , DISINFECTANT, POWDER.. ¥ [ ]+]
/Delvery Schedule | Delvery | Invoice | Conditions + India_ | Account Assignment | Texts | Delvery Address | Confirmations | Condition Control | Retai

B}/S.. C Delivery D... |Sched. Qty Time |Stat. Del. ... GR aty Purchase ... |Req... N... Open Quantity SC...
H D 28.07.2020 100 28.07.2020 2001000966 10 1001
-
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In Confirmations Tab enter the inbound delivery details and click acknowledge reqd check box

@ [.| Create Purchase Order
D fﬁ Hold &t o @Print Preview Messages [i] ﬂPersona\Setting
40000010 ALEX CHEMICAL & IN Doc. Date  |25.07.2020

Document Overview Off

m| Direct Purchase Orde | | vendor

Document a)
Overview o
CADRZMEDNANER A 1 Material Short Text PO Quantity 0... C Deliv. Date  MNet Price Curr... Per 0... Matl Group  PInt stor.f
\ @M =N F 1000000683 DISINFECTANT, POWDE. 100KG D 28.07.2020 25,00IFR 1 KG Cleaning an.. Mumbai Port Trust Cent a
INR -
“»

Purch.Doc.

- “%- 1001000032
P —
+ 4 1001000033 e e
g
- “I- 1001000034 =]
+ <> 1001000035 ‘ |
- 4, 1001000036 [ item [ 107 1000000663 , DISINFECTANT, POWDER.. =  [a]+]
+ <> 1001000037 “Delvery Schedule | Delivery | Tnvoice | Conditions | Inda | Account Assignment | Texts | Delvery Address ./ Confirmations | Condition Control | Retal || (][5
Conf. Control Inbound Delivery - Order Ack. [v] Adknowl.Reqd [JRejection Ind.

Select the LD Clause from Custome

Create Purchase Order

Document Overview Off D fﬁ Hold &% L @Print Preview Messages [ .@Persona\satting

Di l 1 I 1 I |
Direct Purchase Orde ¥ Vendor 40000010 ALEX CHEMICAL & IN.. | Doc. Date 25.07.2020
Document ~ - S
. [= Deivery/Invoice | Conditions | Texts " Address | Communication | Partners | Additional Data | Org. Data | Status Payment Processing
Overview
<ADRMFDN
EEE—
Purch.Doc. | S. No. | LD Clause 1D Clause Description Minimum LD & Period Maximum LD % |
- - 1001000 -
2 00001 |LDL LD Calculated Per day, Maximun| 1,00 DAY 10,00
* 510010000 f—= L L L
+ % 1001000 00002 |LD2 LD Calculated Per Week, Maximu 0,50 WEEK 5,00 [itions
- - 1001000
* > 1001000
- > 10010001 L
hce Curr... Per 0... Matl Group  Plnt stor.[T
25,00IFR 1 KG Cleaning an.. Mumbai Port Trust Cent ~
INR -
0
Addl Planning
ry Address | Confirmations | Condition Control | Retail || [JE
T
0 0
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Tax Details Entered in Invoice Tab Tax Code” V1”

Create Purchase Order

Document Overview Off D rﬂ Hold @t =P @Pn’nt Preview Messages [i] Personal Setting

~ | Direct Purchase orde +| | vendor M\uuuuw ALEX CHEMICAL & IN,, | Doc.Date  |25.07.2020
Document
a = Delivery/Invoice VCondtions I/Tem I/Addrem V@mmummﬁon VDartners VAddrt»onaI Data I/Drg. Data Vslatus /umm l/Releme strategy K [

Overview

SADRMEDOANER Despatch / Delvery Instruction [ \ |
. | @M [ Insurance Policy No. I | GeM Purchase Order No.

Purch.Doc. Security Deposit RFX No.

+ <> 1001000032

. % =

<> 1001000033 e LD Clauses Terms & Conditions

- 1001000034
- - 1001000035
- 0> 1001000036
+ 75 1001000037

Bs.[tm | 1 |Matersl Short Text PO Quantity |0...|c|Deliv. Date |Net Price lcurr... Per | 0..|Mati Group  PInt stor.
@10 F 1000000663 DISINFECTANT, POWDE 100KG D[28.07.2020 25.00INR |1 KG Cleaning an.. Mumbai Part Trust Centr
R
0 ‘
g Bus Codhur s | 5
[t em /[ 1011000000663 , DISINFECTANT, FOWDER..~| [« ]¥]

. Delivery Schedule l/[)e\rvevy Invoice kCondltlons “Ind VAccdmtAssgnment VTex\s kDe\weryAddress l/Conﬁm\atlons VCondltlon Control  Retail || <L
[|Inv. Receipt Invoicing Plan Tax Code V1

[ Final Invoice
GR-Bsd IV

DP Category v
7] No messages issued during check w

[ mMpoog11268 ™ ipasapgihg  INS

Create Purchase Order

Document Overview Off [ [} Hold &o | (@IPrint Preview  Messages [i] Z7Personal Setting

| STD Purchase Order ~ | vendor [ | Doc. Date [25.07.2020
Document ~ -
OVerVieW [=] Delivery/Invoice I/Cand'rmns I/Tem I/Addrem YCommummtion }/Partners VAddtionaIDam I/Drg. Data Vsmtus /umnm }/Payment Processing

<ADR.ME! Despatch / Delivery Instruction [

=
Z |@]| | » Insurance Policy No. [ | GeM Purchase Order No.
Purch.Doc. Security Deposit RFX No.

+ <> 1001000032

. Z& 1001000033 [ LD Clauses Terms & Conditions
- <% 1001000034

+ < 1001000035

+ <> 1001000036

+ <> 1001000037

B 5. Itm A1 |Mater:l Short Text PO Quantity |0.../c|Delv. Date |Net price |curr../per  |0.../Matl Group |Pint

IEEEEEN

1k

@ EEE &
Item [New Ttem - BB

T

LE:

Direct Purchase Orde created under the number 4601000001 w [» | MPODG11268 ¥ | ipasapgihq
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A1
Clickon “ " “heck Button. System will check for errors in document. If no errors found,

“ Mo messages issued during check

system will show “Message.

[ ]
Clickon “ “ Save Button. System will Create Purchase Order document & displays

“ [# Drect Purchase Orde created under the number 4600000001 “
Message.

Releasing of Purchase Order

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

= User  Systemn  Help
o [ 'I « @

SAP

New password

Client 500
User REOO01
I—l—l—l
PESSWUrd 'k'k'k'k'k'ktk'k'k'k'k'k
B =l
Logon Language [En]
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..

| &

Click on “ ” SAP Business Workspace Button.

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

[ Menu Edit Favorites Extras  System  Help

& sewe YO e@e SHE DDon @ g

‘ SAP Easy Access
B E &3 Other menu HH 2 v oa BCreate role @ASSign LISers @Dnc

* =1 Favorites
* [ Transaction
» [JReports
~ = SAP Menu
* (J Connector for Multi-Bank Connectivity
~ 21 Office
- {2 Workplace]
¥ [J Telephone Integration
» (I Appointrment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase Order 4601000001” message will
appear.

, WOIKpRCe: ASST £NggQ

b S P 5 e A Y = =4l A
> &2 Inbox
+ & Unread Documents 13 Inbox
* ] Documents 28 Class | Title Date recei, ”|Author Atta[stat.,
» O workflow 55 [ [Please approve the Purchase Order 4601000001 | 25.07.2020 @
* I overdue entries 0 & Purchase Order 4601000000 is approved. 23.07.2020 SAP_WFRT =
* D Deadine Messages 0 &] Parked Invaice 6010000021, Year 2020 is Posted.  23.07.2020 SAP_WFRT =
. t?}a gtﬁ;"“ T EEDd &] IMS 1100000013 is appraved. 23.07.2020 SAP_WFRT =
» ¢ Resubmission '::l JMS 1100000011 is approved. 22.07.2020 SAP_WFRT =]
N é . &) Purchase Order 4000010070 is approved. 22.07.2020 SAP_WFRT =]
5 159 Shared folders ':| Purchase Order 4000010070 is Rejected 22.07.2020 SAP_WFRT =]
N (‘ff Subscribed Folders =] Parked Invoice 6010000016, Year 2020 is Posted. 22.07.2020 SAP_WFRT (=]
« 3 Trash &] IMS 1100000009 is approved. 22.07.2020 SAP_WFRT =]
« 0F Shared trash I Please approve the Purchase Requisition 2001000964 22.07.2020 (%]
0 Please approve the Purchase Requisition 2001000964 22.07.2020 @
0 Please approve the Purchase Requisition 2001000964 22.07.2020 (e}
0 Please approve the Purchase Requisition 2001000964 22.07.2020 @
=] Purchase Order 4000010067 is approved. 21.07.2020 SAP_WFRT =]

% Tips & tricks: Display worktlow log..
Please approve the Purchase Order 4601000001

Description Objects and attachments

Select one of the available decision options. This

No attachments or objects exist
completes the processing of this step.

Before you make a decision, you can display the

Double Click on the “Please Approve Purchase Order 4601000001” message. It will open the
Purchase order document in Display mode.

Click on “ @& . Back Button. System will open Decision step in workflow screen.

Direct Purchase Orde 4601000001 Created by MPO0611268

Document Overview On D 69’ L_ﬁ @Pnnt Preview Messages II| ﬂ Personal Setting

[ Direct Purchase Orde  +|4g01000001] vendor |40000010 ALEX CHEMICAL & IN.. | Doc. Date  [25.07.2020
Header
o) (&) F @) IR L) (& )] [E)(3)5)
B S Irem A1 Materal Short Text Quantity OUn|C Delivery Date, Net Price Crcy Per OPU Material Group Plant Stor. Location Batch
10 F 1000000663 DISINFECTANT, POWDER,CARB, 100 KG D 20.07.2020 25.00 INR 1 KG Cleaning and = Mumbai Port _ Central Store
40 L
[ 1tem [ 107 1000000663 , DISINFECTANT, POWDER..~|  [a] ¥
Material Data | Quantities/Weights | Delvery Schedule | Delivery " Invoice | Conditions | India /A(cnunt.ﬂaijmmt }' Texts ¢ Delivery Address | Confir... || =
(e = — " "
J[ely| AccAsscat Torder ~| Distrbution | Single Account Assignm.. = CoCode [Mumbai Port.. =
S V—L—-l_| o
Unloading Paint Recipient
G/L Account 41200000
Cost Center CO Area
Fromaa 1
Order 1000112 Sales Order
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Choose one of the following altsrnatives

lAgpreve

Reject

Display

L-ibareua.l &F Rajesticn Histary

|

Description

Select cam of the available decisics cpticns. This ccapletes the processing of
this step.

Bafore you =aks & desisiss, you can display the atcachsents and chbjects which

bmave be=en actaghed ©o The user decision. You gBn alsc add WOME OWN ATCACEEENTS.

if you chooss Cancel, the user decision remaims in your inbox for processing.

dbjects and attachments
Ho attach=ests oz chiects axiass

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

Purchase Order will be approved with level 1.

Purchase Order Approval Request notification is forwarded to Approver 2

Confidential Document

Copyright © 2018 Tech

Mahindra. All rights reserved.

Accepting No Limits

Driving Positive Change
Page 78 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

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

[& uUser System Help

9 M @
SAP

New password

Client 500

User

Password

Logon Language =

| &5
Click on “ 7

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path.
Transaction Code | SBWP
Menu Path Easy Access = SAP Menu > Office > Workplace

" SAP Business Workspace Button.

[E Menu Edit Favorites Extras  System  Help

& sewp ~JEH e CHE Dhoo @ I

‘ SAP Easy Access
B |3 &5 Other menu HEH s v oa Bﬂreate role @ASSign Lsers @Dnc

= &1 Favorites
¥ [ Transaction
» [(JReports
~ Z1 SAP Menu
* (J Connector for Multi-Bank Connectivity
~ =7 Office
- {2 Workplace]
* (I Telephone Integration
* (I Appointrment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase Order 4601000001” message will
appear.

& WOIKDRaCe: ASST ENGQ

T o . [R70 ehcd  ePE=  S Yr o Y Y = l Wal
« & Unread Documents 13 [nbox
* &1 Documents 28 Class | Title Date recei.” | Author Atta[stat
» O workfiow 55 [ [Please approve the Purchase Order 4601000001 125.07.2020 [
+ I3 Overdue entries 0 =] Purchase Order 4601000000 s approved. 23.07.2020 SAP_WFRT =
* D Deadine Messages 0 &] Parked Invaice 6010000021, Year 2020 is Posted.  23.07.2020 SAP_WFRT 2
. E}a gtigi"“ pat otz 10 &] IMS 1100000013 is approved. 23.07.2020 SAP_WFRT =
¢l Resubmesion &] IMS 1100000011 is approved. 22.07.2020 SAP_WFRT =]
5 é Privata folders =] Purchase Order 4000010070 is approved. 22.07.2020 SAP_WFRT (=]
b lig Shared folders ':| Purchase Order 4000010070 is Rejected 22.07.2020 SAP_WFRT =]
» ¥ subscribed Folders =] Parked Invoice 6010000016, Year 2020 is Posted. 22.07.2020 SAP_WFRT (=]
5 ﬁ Trash '::l IMS 1100000009 is approved. 22.07.2020 SAP_WFRT =]
- T Shared trash 0 Please approve the Purchase Requisition 2001000964 22.07.2020 (e}
0 Please approve the Purchase Requisition 2001000964 22.07.2020 @
I3 Please approve the Purchase Requisition 2001000964 22.07.2020 &)
I3 Please approve the Purchase Requisition 2001000064 22.07.2020 @
-:| Purchase Order 4000010067 is approved. 21.07.2020 SAP_WFRT =]

% Tips & tricks: Display workflow log..
Please approve the Purchase Order 4601000001

Description Objects and attachments

Select one of the available decision options. This

No attachments or objects exist
completes the processing of this step.

Before you make a decision, yom can display the

Double Click on the “Please Approve Purchase Order 4601000001” message. It will open the
Purchase order document in Display mode.

Click on “ @& . Back Button. System will open Decision step in workflow screen.
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Direct Purchase Orde 4601000001 Created by MP00611268

Document Overview On | [ *% [ Biprint Preview  Messages [i] Z7personal Setting

Diract Purchase Orde  v|[4601000001] Vendor |40000010 ALEX CHEMICAL & IN.. | Doc. Date  [25.07.2020

Header

@ O EEHEED ELED & e e @ @
B 5. Item A1 Material Short Text Quantity OUn C |Delivery Date, Met Price Croy Per OPU Material Group Plant Stor. Location Batch
\:I 10 F 1000000663 DISINFECTANT, POWDER,CARB, 100 KG D 29.07.2020 25.00 INR

1 KG Cleaning and_ Mumbai Port _ Central Store

0 >
Item ‘[ 1011000000663 , DISINFECTANT, POWDER. - B
Material Data | Quantities/Weights | Delivery Schedule | Delvery | Invoice | Conditions | India " Account | Texts | Delvery Address ¢ confi... || [|][E]

|/ |[cly| AccAsscat Torder + Distrbution | Single Account Assignm._ | CoCode | Mumbai Port.. |

Unloading Point Recipient

G/L Account 41200000

Cost Center CO Area 1000

Order 1000112 Sales Order o o

2 More |

Choose one of the following alternatives
lApprove

Reject
Display

lApproval or Rejection History
Bald

Description

dbjects and attachments
Seleck cne of the available decis

ies cptions. This completes ERa procesaing of
this step.

Ho attach=asts oF shiects axist

Bafore you Bake & decislon, You can display the ALCACHBAnts and chlecta which
bhave been attached o0 the user decision. You can alsc add your own atcachments

if you choome Cancol,

the USEr GECLFlOn [ERALNE in YOUT inbox 0T PEOCERSLIEg.

Purchase Order will be approved with level 2.

Purchase Order Approval Request notification is forwarded to Approver 3.

Confidential Document Copyright © 2018 Tech

Mahindra. All rights reserved.

Accepting No Limits

Driving Positive Change
Page 81 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

Login as Approver 3 (Dy CME) in SAP System.

& User System Help

@ ¥ « @ SR o=

SAP

Mew password

Client [sa0|
User DYCMEOOL
paSSWOrd * R - ._|
Logon Language [En|
&
Clickon “ ™ 7 SAP Business Workspace Button.

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

Transaction Code | SBWP
Menu Path Easy Access = SAP Menu - Office - Workplace

[ Menu Edit Favortes Extras  Systemn  Help

& |sewp ~dH e@@ SDHE HDHLOo0 BRE @

SAP Easy Access
(& B && Other menu o B 2 w4 [BCreate role & Assign users  [Ey Dot

* =1 Favorites
* [ Transaction
v (1 Reports
~ 121 SAP Menu
v [ Connector for Multi-Bank Connectivity
~ &1 Dffice
.
¥ (1 Telephone Integration
* (1 Appointment Calendar = = e

Expand “Inbox” button, under workflow “Approve Purchase Order 4601000000” message will

appear.
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Expand “Inbox” button, under workflow “Approve Purchase Order 4601000001” message will
appear.

, WOIKpRCe: ASST £NggQ

b S P 5 e A Y = =4l A
> &2 Inbox
+ & Unread Documents 13 Inbox
* ] Documents 28 Class | Title Date recei, ”|Author Atta[stat.,
» O workflow 55 [ [Please approve the Purchase Order 4601000001 | 25.07.2020 @
* I overdue entries 0 & Purchase Order 4601000000 is approved. 23.07.2020 SAP_WFRT =
* D Deadine Messages 0 &] Parked Invaice 6010000021, Year 2020 is Posted.  23.07.2020 SAP_WFRT =
. t?}a gtﬁ;"“ T EEDd &] IMS 1100000013 is appraved. 23.07.2020 SAP_WFRT =
» ¢ Resubmission '::l JMS 1100000011 is approved. 22.07.2020 SAP_WFRT =]
N é . &) Purchase Order 4000010070 is approved. 22.07.2020 SAP_WFRT =]
5 159 Shared folders ':| Purchase Order 4000010070 is Rejected 22.07.2020 SAP_WFRT =]
N (‘ff Subscribed Folders =] Parked Invoice 6010000016, Year 2020 is Posted. 22.07.2020 SAP_WFRT (=]
« 3 Trash &] IMS 1100000009 is approved. 22.07.2020 SAP_WFRT =]
« 0F Shared trash I Please approve the Purchase Requisition 2001000964 22.07.2020 (%]
0 Please approve the Purchase Requisition 2001000964 22.07.2020 @
0 Please approve the Purchase Requisition 2001000964 22.07.2020 (e}
0 Please approve the Purchase Requisition 2001000964 22.07.2020 @
=] Purchase Order 4000010067 is approved. 21.07.2020 SAP_WFRT =]

% Tips & tricks: Display worktlow log..
Please approve the Purchase Order 4601000001

Description Objects and attachments

Select one of the available decision options. This

No attachments or objects exist
completes the processing of this step.

Before you make a decision, you can display the

Double Click on the “Please Approve Purchase Order 4601000001” message. It will open the
Purchase order document in Display mode.

Click on “ @& . Back Button. System will open Decision step in workflow screen.

Direct Purchase Orde 4601000001 Created by MPO0611268

Document Overview On D 69’ L_ﬁ @Pnnt Preview Messages II| ﬂ Personal Setting

[ Direct Purchase Orde  +|4g01000001] vendor |40000010 ALEX CHEMICAL & IN.. | Doc. Date  [25.07.2020
Header
o) (&) F @) IR L) (& )] [E)(3)5)
B S Irem A1 Materal Short Text Quantity OUn|C Delivery Date, Net Price Crcy Per OPU Material Group Plant Stor. Location Batch
10 F 1000000663 DISINFECTANT, POWDER,CARB, 100 KG D 20.07.2020 25.00 INR 1 KG Cleaning and = Mumbai Port _ Central Store
40 L
[ 1tem [ 107 1000000663 , DISINFECTANT, POWDER..~|  [a] ¥
Material Data | Quantities/Weights | Delvery Schedule | Delivery " Invoice | Conditions | India /A(cnunt.ﬂaijmmt }' Texts ¢ Delivery Address | Confir... || =
(e = — " "
J[ely| AccAsscat Torder ~| Distrbution | Single Account Assignm.. = CoCode [Mumbai Port.. =
S V—L—-l_| o
Unloading Paint Recipient
G/L Account 41200000
Cost Center CO Area
Fromaa 1
Order 1000112 Sales Order

Confidential Document Copyright © 2018 Tech
Mahindra. All rights reserved.

Page 83 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

Choose one of the following altsrnatives
lAgpreve

Reject
bisplay

Paepreval or Rejesticon Histary

Bald

Description dbjects and attachments

Select cam of the available decisics cpticns. This ccapletes the processing of Ho attach=ests oz chiects axiass
this step.

Bafore you =aks & desisiss, you can display the atcachsents and chbjects which
have been attached ©T0 The user decision. You can alsc add WOLE OWN ATCACEEeNTS.

if you chooss Cancel, the user decision remaims in your inbox for processing.

Purchase Order will be approved with level 3.

Purchase Order Approval Request notification is forwarded to Approver 4
Login as Approver 4 (CME) in SAP System.

= User  System  Help

o | -]« @ GIEIEL
SAP

New password

Client [500|

User

Password

Logon Language EN

..

Click on “ il SAP Business Workspace Button.

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path.
Transaction Code | SBWP
Menu Path Easy Access = SAP Menu > Office > Workplace

Confidential Document Copyright © 2018 Tech
Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change
Page 84 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

(& Menu Edit

Favorites Extras  System  Help

~FdB C@e CHE DO BEER @mE

& |sewp

SAP Easy Access
Ef‘;B & Other menu HE L v oa

* &1 Favorites
* [ Transaction
* [ Reports
~ S SAP Menu
* [ Connector for Muld-Bank Connectivity
~ 39 Dffice
- {2 Workplace]
* (1 Telephone Integration
» (3 Appointment Calendar

[ Create role

@Duc

@F\ssign sers

Expand “Inbox” button, under workflow “Approve Purchase Order 4601000001” message will
appear.

T WWOTKDaCe: ASST Engg
~ &2 Inbox

LS8 25 5 1 o) S ) L G

« & Unread Documents 13 [nbox
* &l Documents 28 Class| Title |Date racei_~|Author |atta |stat
» I workflow 55 [ [Please approve the Purchase Order 4601000001 |25.07.2020 &)
+ D0 Overdue entries 0 & Purchase Order 4601000000 s approved. 23.07.2020 SAP_WFRT =
+ I Deadine Messages 0 &] Parked Invaice 6010000021, Year 2020 is Posted.  23.07.2020 SAP_WFRT =]
: @ gilﬁ”es with Errars 0 ] IMS 1100000013 is approved. 23.07.2020 SAP_WFRT =]
b o Resubmisson & IMS 1100000011 is approved. 22.07.2020 SAP_WFRT =]
! l{:& Private folders =] Purchase Order 4000010070 is approved. 22.07.2020 SAP_WFRT (=]
» €9 shared folders =] Purchase Order 4000010070 is Rejected 22.07.2020 SAP_WFRT =2
v ¢ subscribed Folders =] Parked Invoice 6010000016, Year 2020 is Posted. 22.07.2020 SAP_WFRT =
3 ﬁ Trash v:] IMS 1100000009 is approved. 22.07.2020 SAP_WFRT =]
- ¥ Shared trash : [ Please approve the Purchase Requisition 2001000964 22.07.2020 &)
" @ Please approve the Purchase Requisition 2001000064 22.07.2020 @
3 Please approve the Purchase Requisition 2001000064 22.07.2020 @
3 Please approve the Purchase Requisition 2001000964 22.07.2020 (]
-:| Purchase Order 4000010067 is approved. 21.07.2020 SAP_WFRT =]

#  Tips & tricks:

Please approve the Purchase Order 4601000001

Description

Select one of the available decision options. This

completes the processing of this step.

Objects and attachments

Before you make a decision, you can display the

Display workflow log..

No attachments or objects exist

Double Click on the “Please Approve Purchase Order 4601000001” message. It will open the
Purchase order document in Display mode.
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Clickon “ @& . Back Button. System will open Decision step in workflow screen.

Direct Purchase Orde 4601000001 Created by MP00611268

Document Overview On D 6} L_ﬁ @Pnnt Preview Messages II| ﬂPersonalSettlng

[7] Direct Purchase Orde  ~ /4601000001 Vendor |40000010 ALEX CHEMICAL & IN.. | Doc. Date  [25.07.2020
Header
b ()G L (&) E L) L) (Sl @ JEL) @) &)
B S Irem A1 Materal Short Text Quantity OUn|C Delivery Date, Net Price Crcy Per OPU Material Group Plant Stor. Location Batch
\:I 10 F 1000000663 DISINFECTANT, POWDER,CARB, 100 KG D 20.07.2020 25.00 INR 1 KG Cleaning and = Mumbai Port _ Central Store
40 L
Item /[ 1011000000663 , DISINFECTANT, POWDER.. ¥ B
Material Data | Quantities/Weights | Delvery Schedule | Delivery " Invoice | Conditions | India /Mmmt.lsﬂ]lnmt }' Texts ¢ Delivery Address | Confir... || =
(G )[ )] Accasscat Tiorder | Distribution | Single Account Assignm.. ~| CoCode [Mumbai Port.. ~|
I S— /—L—'I_| 1
Unloading Paint Recipient
G/L Account 41200000
Cost Center CO Area 1000
Hoooiiz |
Order 1000112 Sales Order [ [

Choose one of the following altsrnatives
lAgpreve

Reject
bisplay

Paepreval or Rejesticon Histary
Bald

Description Objects and attachments

Selmct com of the avsilable decision options. This completes the processing of Ho attachments or chiects exist

this step.

Before you =ake & decision, you can display che ateach=ents and chjects which
have been actaghed ©0 the user decision. You can alsc add YOGE 0NN BTCACREENTS.

if you chooss Cancel, the user decision remaims in your inbox for przocessing.

Purchase Requisition will be approved with level 4.0nce the Purchase Order is approved by all 4

level approvers, a notification is triggered to Purchase Order Initiator and all preceding
approvers.
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~ &2 Inbox
- ] Unread Documents 14 Unread Documents 14
* & Documents 27 Me Ty |Title |at_ Author Date recei " Co_|Re_ Recip
» I woridiaw 0 "0| [& Purchase Order 4601000001 s approved. SAP_WFRT 25.07.2020 1
* I overdue entries 0 [0 [& Purchase Order 4000010063 & approved. SAP_WFRT 19.07.2020 1
' g 2EI =T [ [ Purchase Reguisition 2001000960 is Approved  SAP_WFRT 19.07.2020 1
- t:”t”“ TiErSE [ [ Purchase Requisition 2001000938 & Approved  SAP_WFRT 19.07.2020 1
. = R:su;;ssm [ [& Purchase Reguisition 2301000001 is Approved SAP_WFRT 17.07.2020 1
5 EE Private folders 4] re.‘a Purchase Requisition 2601000001 is Approved SAP_WFRT 16.07.2020 1
3 's§ Shared folders [0 [# Purchase Requisition 2401000000 is Approved SAP_WFRT 16.07.2020 1
N l“]’& Subscribed Folders B4 rﬁ‘a Purchase Requisition 2601000000 is Approved SAP_WFRT 16.07.2020 1
+ §i0F Trash [0 [#3 SCRP order is posted - Success SAP_WFRT 16.07.2020 1
5 ﬁ Shared trash B4 rﬁ‘a Purchase Requisition 2001000857 is Approved SAP_WFRT 16.07.2020 1
[ [g3 Purchase Requisition 2301000000 is Approved SAP_WFRT 16.07.2020 1
B4 rﬁ‘a Purchase Requisition 2001000951 is Approved SAP_WFRT 16.07.2020 1
[ [g3 Purchase Requisition 2001000951 is Approved SAP_WFRT 15.07.2020 1
(4] r&‘a Purchase Requisition 2001000076 is Approved SAP_WFRT 24.06.2020 1

Purchase Order 4601000001 is approved.
Hello Sir/Madam,

Purchase Order 4601000001 is approved.

Approved by: 10100048 Finance HOD

Regards,
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Create Inbound Delivery

Enter Transaction Code VL31N in command bar (or) Follow the below navigation path.

Transaction Code | VL31N

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

[ Menu Edt Favortes Extras System Hebp
@ [vowm 1 dH C@@ CHE DO B @8

@ S é‘éoﬂmrmmu B2 v o [Boeteroe | EFasignusers  [ADocumenl

> & SAP Menu
» (3 Connector for Muki-Bank Connectivity
» (3 office
» (3 Cross-Application Components
~ €3 Logstics
*» (J Equipment and Tools Management
~ &3 Materials Management
~ &3 Purchasing
~ &3 Purchase Order
» (O create
« @ ME22N - Change
« @ ME23N - Display
« 2 ME21 - Create Extended Purchase Order
.« @ ME22 - Change Extended Purchase Order
- 2 ME23 - Display Extended Purchase Order
« @ MEMASSPO - Mass Maintenance
» (JRelease
» (3 Lst Displays
» (JReporting
~ &3 Inbound Delvery
* (D VL3IN - Create {ee—
« € VL32N - Change
« @ VL33N - Dsplay
« & VL75 - Print/ Transmit

N S -~ - -
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Enter Following information
Vendor: 40000013
Purchase Order: 4601000000
Click “Enter”
Create Inbound Delivery
&Purchas:—:- Orders
-
Vendor laoo00010 |
Purchase order l4601000001 _
Delivery
Delivery Date |25.07.2020| [o00:00]
External ID |
Means of Trans. | | |
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System will fetch the details from Purchase order and copy in Inbound Delivery Create:
Overview Screen

Enter following information
Delivery Date: 23.07.2020
Delivery Quantity: 100

‘ Inbound Delivery Create: Overview
I | Boe & B {2 | Post Goods Receipt

Inbound deliv. 3 1 Document Date 25.07.2020
Vendor 40000010 ALEX CHEMICAL & INDUSTRIES / 16 GOVIND NAGAR / 400057 VILE PARLE

__/Shlpment Vunload Y’Sto(kph(ement Y’Smtus Overview Y’Goods Movement Data |

Delivery Date 27.07.2020 00:00 Total Weight
Actual GR date 00200 Mo. of Packages
All Teems
Bl Item | Material |Delivery Quantity 5U |Det... Item Description |B.. 1tCa |P|v|Batch suppil
10 1000000663 100 K& | |DISINFECTANT, POWDER,CARBOLIC. zELn =
| h al -
| s
— = -

DDDDDJDDD

OO

[@ Batch Split ] {% Main tems IE All tems I ID Batch creation ] Lﬂ, SC Components I
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Click on “ S Header Details Button, Click on "Gate Entry" and enter following information.
Gate No: 5

Vehicle No: TN1AB0011

Driver's Name: Rajesh

Driver's Mobile No: 9999999999

Driver's Licence No: KA009137yhr6647

LR No: 00987853628161818

]
Click on “

Inbound Delivery Create: Header Details

“Save icon.

% I i0F RS > %2 | Post Goods Receipt
Vendor 40000010 ALEX CHEMICAL & INDUSTRIES / 16 GOVIND NAGAR [ 400057 VILE PARLE

Processng | International Trade | Shipment | Unload | Stock placement | Administration | Partner | Texts | Dates . Parcel Tracking /'/Gate Entry

| Details
Process Type [ |
Material Type WIC
Gate No [5 ]
Vehicle Mo TN1ABOO11
Driver's Name |Rajesh '_
Driver's Mobile No. 9999999999
Driver's Licence No |kR009137yhrE647 |
LR Mo I'_UOSSTSSSGZSlGlSlS J'

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

of the screen ¥ Inbound Delivery 8012000034 has been saved ,
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The created Inbound delivery will get update the Purchase Order Under Confirmation Tab.

[ Menu Edit Favorites Extras Systern  Help

& [0 +JdH CEQ CHE DO BE @)

SAP Easy Access
L_f} (= @ & Other menu S B L v oa BCreate role @Assign users @Documentatiun

» [ Favorites
= 10 SAP Menu
» [J connector for Multi-Bank Connectivity
v [ Office
» (] Cross-Application Components
~ 31 Logistics
» (1 Equipment and Tools Management
~ & Materials Management
~ & purchasing
~ &3 Purchase Order
v [ Create
« [ ME22M - Change ——
- ) ME23M - Display
+ i) ME21 - Create Extended Purchase Order
- [ ME22 - Chanae Extended Purchase Order

Verify the Updated Inbound Delivery information in the Purchase Order under the
“Confirmation” tab.

Click the “ & « Exit icon to exit the transaction.

Direct Purchase Orde 4601000001 Created by MP00611268

Document Overview Off D E’? L_ﬂ &t @Pnnt Preview Messages [il ﬂPersonalSettmg

[fer] Direct Purchase orde  ~[2g01000001] vendor /40000010 ALEX CHEMICAL & IN.. | Doc. Date  |25.07.2020

No variant ~

Header

defined
B s.[ktm A I |Materal |short Text PO Quantity |0... c|Deliv. Date | Wet Price |curr... Per |0... Matl Group |Pint stor. |
10 F 1000000663 DISIMFECTANT, POWDE 100KG D|25.07.2020 25.00INR |1 KG Cleaning an.. Mumbai Port Trust Centra
Hierarchy D IR
0 ()
Item /7101 1000000663 , DISINFECTANT, POWDER.. ¥ BB
7 Delivery Schedule VDeLNevy l/lnvolce VCondmons “India l/Account Assignment VTexts Delivery Address i Condition Control | Retail || K1
Conf. Control z[[nbound Delivery '] Order Ack. [ Acknowl.Reqd [_IRejection Ind.
C |D‘Delwery D... |T|me |Quant|ty |Reference ‘Handwer |Handw... |Created ¥ Inb. Delv. |HL It.. |Batch ‘Stock Segment |Quantrty Red...‘M |MPE
LA D 27.07.2020 100 00:00:00 25.07.2080 5012000034 0 0 100 =
00:00:00 ] ] 0 (] >
00:00:00 ] 0 0 O
00:00:00 ] 0 0 O
00:00:00 0 ] 0 O
00:00:00 ] 0 0 0O
00:00:00 a ] 0 O
00:00:00 i ] 0 (]
00:00:00 ] 0 0 0O
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Create Gate Entry:

Enter Transaction Code ZGI01 in command bar.

[ Menu Edit Favorites Extras  System  Help

76101 e @ DHE DDOD BE @F

SAP Easy Access SAPR/3
(5™ & | faothermenu | B &  w a | [Bcreaterole | B Assion users [y Documenta

v (1 Favarites -

~ =1 SAP Menu o
v (I Connector for Mutti-Bank Connectivicy
v [ Office

v (7 Cross-Application Components
* [ Organization
¥ [J5CM Extended Warehouse Management
~ 121 Logistics
* [J Equipment and Tools Management
* (I Materias Management
= &1 Gate Transactions
- [T ZGIO1 - Gate Entry 4 —
- [7) ZGPO1 - Gate Pass
* [J Governance, Risk and Compliance
¥ [1 Sales and Distribution
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Enter the following information.
Plant: 1000
Process Type: IB Inbound Delivery

Inbound Delivery No: and Hit “Enter”.

Create Gate Entry
¥
Gate INWARD Vendor
Plant 1000 Gate No. [
Vehicle No. [+
Process Type |Inbound delivery -| Driver's Name &
Material Type | Material With Code -| Driver's Mobile Mo. 4
Inbound Delivery [SUJ.ZUUCIUZMJ _ Driver's Licence No. =
LR No. &
|s.No. | Materal Code Materil description Quantity |U...|Storage Locetion  |Sto Loc Description | [T]
LN L LI
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System will update the required information from Inbound delivery.
Enter Quantity: 1

]
Verify the updated information and Click “ “ Save icon.

Create Gate Entry
- —
Gate B Vendor [10000010 | ALEX CHEMICAL & INDUSTRIES
Plant [1000] Mumbai Port Trust Gate No. rﬁl'_—“
Vehicle No. TH1ZBOO11
Process Type | Inbound delvery -| Driver's Name |RAJESH |
Material Type | Materal with Code - Driver's Mabile No. [ses9550005 |
Inbound Delivery 8012000034 Driver's Licence Mo. |knoo9137YEREEAT |
LR No. [oosa7e53622161818 |
S.Mo. | Material Code Material description Quantity U... Storage Location Sto Loc Description
10 1000000663 DISINFECTANT, POWDER,CARBOLIC. 100.000 KG 1001 Central Store =

-

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 Accounting
Document (Financial Entry will not happen)

[ Information

|2 | [Goods Recent Completed Sucessfuly with document
No.: 5101000055

System will create a Gate Entry Document and will show the result in the Bottom of the screen
as “ Gate Entry : 4100000046 Created .

System will generate a Quality Inspection lot for Quality Inspection Process.

Confidential Document Copyright © 2018 Tech
Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change
Page 95 of 140




Tech
Mahindra

SAP User Manual for General Maintenance

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

Menu Path Easy Access = SAP Menu - Logistics = Quality Management = Quality
Inspection = Inspection > QA32 - Change Data

= Menu Edit Favorites Extras System  Help

@ |oax2 v « @ =M@ HTOH |
SAP Easy Access
[2 & &  gaOthermenu | & i & ¥ 4 | [2Create role 02 Aq

» [[3 Production - Process
» (7] Advanced Planning
» [3 Plant Maintenance
» [ customer Service
~ [ Quality Management
» [ Quality Planning
¥ [ Quality Inspection
~ [ Worklist
» [(3 Inspection Lot Creation
¥ [ Inspection
[ QA2 - Change Data) {———
» &) QA33 - Display Data
* ) QES1N - Results Recording
- ) QEDS - Signature Process
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In Inspection Lot selection screen, provide following details,
Lot Created From 18.07.2020 - To date: 25.07.2020

Select Radio Button Select all inspection Lots.

Inspection Lot Selection
% "o )2 [i] My Defautt

| Inspection Lot Selection

Tech
Mahindra

Selection Profile Tl
Lot Created On m to [25.07.2020]
Start of Inspection [ ] to [ ]
End of Inspection [ ] to [ ]
Plant [1000] to | |
Insp. Lot Origin [ ] to []
Material ' 'to '
Batch [ ] o |
Vendor [ ] to [ ]
Manufacturer [ ] to [ ]
Customer [ ] to [ ]
[ Materials by Class
Maximum MNo. of Hits 100

| List Settings
(®) Select All Inspection Lots
()5elect Only Inspection Lots Without a Usage Decision
()Select Only Inspection Lots with a Usage Decision
Layout 1STANDARD
Ref. Field Monitor |Degree of Proc. for Insp. Lot -
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Click on” @ Execute Button. System will display all inspection lot created on 23.07.2020 date.
Select the Inspection Lot: 10000000306 to Enter the results.

Change Data for Inspection Lot: Worklist for Inspection Lots

8 R E2T FE  [1§8 & B | & UsgeDecsion & Results [ Create Defect  # Change Defect s

T Monit | A Insp. Lot Material Plant Lot Qty BUn LT |ST_ Start Date  End Date Systern Status

~ lmCco| 100000 1000000663 1000 100 K& 0 1 25.07.2020 25.07.2020 REL CALC SPRQ
. . & Results . .

Select Inspection Lot and select button for recording results

Enter Inspected quantity 1. Select Result as Accept.
Record Results: Characteristic Overview
& [YDefects [£3Inspection Method &% Control Chart  [l@Histogram  A#Run Values (Run Chart)  Z-JResults History 4 Valuation Parameters i Inspection Points

Material [Tooooooees | |_|
DISINFECTANT, POWDER, CARBOLIC.

Insp. Lot 10000000350

Activity o010« || Qualty Inspection Pant  [1000
Order 1000112

General }' summarzed | Indicators |
[ B B (512 Eels) [EEIS] [ roce | [ rrervers |
B! A...|R... 5.. Short Text for Char... Specifications Inspect  Inspected Si... Result 0riging] Va... V... Defect ... Attribute Insp. Descriptn L... |C... |ch...Ed]
=1 =
[ [ 1 QualtyInspection  Quality Inspection Re.100 \iE! Accept] g= - @ U=
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Change Data for Inspection Lot: Worklist for Inspection Lots
6? ‘3 E[?L |__[:'> 2T VP @ [h :@ i (IE:I BH oH ':1 .@Usage Decsion & Results DCreate Defect

B. | Monit_| A Insp. Lot Material Plant Lot Qty BUn |LT |ST |Start Date End Date System Status

| WCO v 100000 1000000663 1000 100 K6 0 1 25.07.2020 25.07.2020 REL CALC SPRQ
¥ Results were saved for operation 0010 E' ?

H n n ° .
Click on Save Button. System will record the results for selected Inspection Lot.
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Click on " & Usage Decision "ysage Decision button

[ [.] Record Usage Decision: Characteristic Overview

E |Mpefects Sy Inspection Lot [EdResults History Defective Quantity ~Complete Inspection  Administrative Data . Change History

Inspection Lot 10000000350

Material [Tooooaoees | |:|
DISINFECTANT, POWDER,CARBOLIC.

System Status |Insp RREC SERQ | UserStatus

End Date 25.07.2020  You have not completed all characteristics

Defects ./ Characteristics | Inspection Lot Stock |

» | Chars Relevant for Usage Decision Characteristics 1 /0
C... V... L... DS Weighting Defect ... Specifications Result Short Text for Charact... No...|Shar... |S.. Valuation Ac... |Ch... Insp. Quantity S... Dz
& Major.. ¥ * Quality Inspection Result.. [Ef 4 Acc... Quality Inspection a 2 No wva. ¥ 0010 10 100.000 KG
LI

| Usage Decision

UD Code r]l JQ 01 ACCEPT
Quality Score 100 From usage decision code
FollowUpActn MANUAL

IUsage decision for lot 1000 010000000350 is saved

System will open Record Usage Decision: Characteristic Overview Screen

In Characteristics Tab, Select UD Code as Accept from Usage Decision for Inspection Lot List.

H H n « isi i n
System will display Usage decision for lot 1000 010000000350 is saved Message.

The Status of Selected Inspection Lot Changes to “UD ICCO SPCO ST”
Change Data for Inspection Lot: Worklist for Inspection Lots

e ) B2 T T E  [lnaE e @ BB Oy | £ Usge Decsion & Results [ Create Defect &)

B Monit_ A Insp. Lot Material Plant Lot Qty BUn LT ST Start Date Date System Status
{CC@ | 100000 1000000663 1000 100 K6 0 1 25.07.2020 2R.07.2020 UD ICCO SPCO
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Invoice Verification:

Enter Transaction code MIR7 in command Bar

[ Menu Edit Favorites Extras System  Help

=hi@ ODhad 88l

@ [vmz v« JH 2@

BAP Easy Access
[L E | & | gaOthermenu | ¥a ¥ & | v & | [RCreaterole | 2 Assign user

* [ Favorites
* [= SAP Menu
+ [ Connector for Mutki-Bank Connectivity
v [ Office
¢ [ Cross-Application Components
™ [= Logistics
* [T Equipment and Tools Managerment
* [= Materials Management
+ [ Purchasing
v 3 Inventory Management
* [ Logistics Invoice Verification
* [== Document Entry
d @ MIRO - Enter Invoice
+ () MIR7 - Park Invoice

+ i) MIRA - Enter Invoice for Invoice h___

Enter Company Code: 1000 and click “ “ Continue icon.

[= Enter Company Code

-
Company Code LlUUU ;i

()]
—
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In Park Incoming Invoice Screen, provide below details;
Invoice Date: 25.07.2020
Purchase order: 4601000001 & Press Enter

Enter Incoming Invoice: Company Code 1000

Hide PO structure  Show worklist 5 | Hold PEsimulate [ TS

® Messages  [1]Help

Display - PO structure Oty | Transaction
~ 5 ALEX CHEMICAL & TNDUSTRIES =
~ %> 4601000001
= 4% 10 DISINFECTANT, PO

[Tnvoice |

__/Basicoata | Payment | Detais | Tax_ Withholding tax 11| 1|0

OO Balence

2,500.00-| INR

Vendor 0040000010

» @ Delvery note

Invoice date 25.07.2020
Posting Date [25.07. 2020/
Amount I | B
[ Calculate Tax
Tax Amount [ | T -
Bus.Place/Sectn 10 ]
Text I |
Due immediately

_| Paymt terms

ALEX CHEMICAL & INDUSTRIES
16 GOVIND NAGAR

CO OP HSG SOCIETY LTD
400057 VILE PARLE

@ 9699788073
o

Bank Key IBKLODDO307
Bank acct 307651100000204

IIDBI BANK LTD, PALGHAR i@ o1

/PO Reference | G/L Account | Material |

[Purchase Order/Scheduling Agreement ~| [a601000001] ’P

| Goods/service items -
Layout | All information -/
B Ttem _LAmount |Quantity |D|L=';/ ‘Pur(hme |Item ‘PD Text ‘Centml CcD
o |:|J 2,500.00 100KG [ | 4601000001 10 DISINFECTANT, POWDER, CARBOLIC.
-
4« L
Item Sear(h Term 171 Items

Confidential Document
Mahindra. All rights reserved.
Accepting No Limits

Copyright © 2018 Tech

Driving Positive Change
Page 102 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

System will copy details with reference to PO & Display.
Select the Tax Code: V1

‘ Enter Incoming Invoice: Company Code 1000

Hide PO structure  Show worklist L_ﬂ Hold ES\mutate @NF

@ Messages [i] Help

Display - PO structure
il a ALEX CHEMICAL & INDUSTRIES|
~ <0 4601000001
= <0 10 DISINFECTANT, PO
3 aJ Delivery note

aty ‘ Transaction [Tnvoice =

4 Basicbata | payment | Detals | Tax | withholdng tax (| < [+][2]

Invoice date 25.07.2020 Reference 16 GOVIND NAGAR
Posting Date 25.07.2020 CO OP HSG SOCIETY LTD
Amount | | e ] 400057 VILE PARLE
¥ Calculate Tax [=| 9699788073
Tax Amount [125.00 | [v1 (cssnsssﬂ
Bus.Phce/Sectn | /| | Bank Key IBKLOOD0307
Text I | Bankacct  |307651100000204
.| Paymt terms Due immedately - | [mBI BANK LTD, PALGHAR i o)

#®CO Balance

2,625.00-| INR

Vendor 0040000010
ALEX CHEMICAL & INDUSTRIES

_/POReference - G/L Account | Materal |

|Purchase Order/Scheduling Agreement =| [1e01000001]

[ Goods/service items

Confidential Document
Mahindra. All rights reserved.
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Provide Base line date: 25.07.2020 in Payment Tab.

Enter Incoming Invoice: Company Code 1000

Hide PO structure  Show worklst | [(¥ | Hold [ Simulate ® Messages  [ilHelp (ONF

Display - PO structure QW | Transaction [Tvoice - BCO Balance | 2,é25.00-| DR
~ & ALEX CHEMICAL & INDUSTRIES|
f;zniﬂnnt}n;?;ﬁcmm’ PON Basic Data_/(Payment | Detals | Tax | withholdng tax_ () [+ [}][E]] | Vendor 0040000010 -
» & Delvery note ALEX CHEMICAL & INDUSTRIES
BaselineDt  [25.07.2020 pyt Terms  |ooo1] [ |pays 3 16 GOVIND NAGAR
Due on 25.07.2020 3 CO OP HSG SOCIETY LTD
o I 3ys nei 400057 VILE PARLE
Fixed M (1] 9699788073

Payt Meth. | | Pmnt block Free for payment ~
mv.Ref. | | ] BankKey  IBKLDOD0307
Part. bank | | House bank 11 ] Bank acct 307651100000204

|IDBI BANK LTD, PALGHAR ‘

PO Reference | G/L Account  Materal |

[Purchase Order/Scheduling Agreement v| [4go100o001] Goods/service tems -
Layout Al information -
B tem | Amount Quantity 0... " Purchase ... Item PO Text Centm\c«D
3 2,500.00 100KG | | 4601000001 10 DISINFECTANT, POWDER, CARBOLIC.
<« “»

Item [ |3 search Term ) [1r: Ttems

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

Provide Amount including Tax Amount. Amount:2625.

Enter i ice: Ce Code 1000

Hide PO structure  Show worklst | 'Y | Hold F2fsimulate Messages  []Help  @@NF

Diplay - PO siructure Qtv | Transaction [ivoics - compamce [ o0 ]mm _
~ & ALEX CHEMICAL & INDUSTRIES @
|
o]

~ %> 4601000001 .
~ . 10 DISINFECTANT, PO Basic Data | Payment | Details | Tax | Withholding tax || [+][2] | Vendor 0040000010

» @ Delvery note ALEX CHEMICAL & INDUSTRIES

Invoice date 25.07.2020 Reference 16 GOVIND NAGAR

e o7 2020]
Posting Date 25.07.2020 CO OP HSG SOCIETY LTD
Amount [2,625.00 ] 057 VILE PARLE
[¥] Calculate Tax [ os00788072

Tax Amount [125.00 [V1(CGST+5GST 5% In.. |
1

Bus.Place/Sectn / Bank Key IBKLOO00307

Text ] Bankacct  |307651100000204
.| Paymt terms Due immediately - ‘lDBl BANK LTD, PALGHAR

PO Reference | G/L Account | Material |

[Purchase Order/Scheduling Agreement ~| (401000001 [Goods/service items -]
Layout All infarmation -
£ 1tem |Amount Quantity 0...73 |purchase ... |Item PO Text central i |
-
ﬁ R 2,500.00 100KG [ | 4601000001 10  DISINFECTANT, POWDER,CARBOLIC.
4 4 r

Irem Sear:h Term @ 171 Items

Click on “ “ Simulate Button.

System will display FI Documents posting details.
.| save as Completed

Click on “ Save as Complete Button.

Confidential Document Copyright © 2018 Tech
Mahindra. All rights reserved.

Accepting No Limits Alternative Thinking Driving Positive Change
Page 104 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

| Park Incoming Invoice: Company Code 1000

Show PO structure ‘3 Hide worklist L_ﬁ Hold ES\mulate SaveasCompIeted Messages II|HeIp @NF

[ Simulate Document in INR (Document currency)

Postion JA|G,’L |Act/Mat/Ast/Vndr | Amount |Cu...|Pur_Code |Tax date  |Bu... CofTT]
1K 18110001 ALEX CHEMICAL & IND.. 2,587.00-INR - -
25 18160008  GR/IR Clearing 2,500.00 INR 4601000001 10 W1 e
35 23500000  CGST- Input Credit 82.50 INR V1
45 23500001 SGST- Input Credit 62.50 INR V1
12000000008 12150019 TDS Payable - Sec 19.. 38.00-INR
4
! @ _or]
B jtems Vl
fmation -
|Centra|C{|:|
e 0
4 0
/1 Items
Debit 2,625.00 Credit 2,625.00 Bal. 0.00
LZ Save Parked Document 35| Save as Completed ]@ B[ mr
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Park Incoming Invoice: Company Code 1000

Show PO structure 43 Hide worklist | [ | Hold #Simulte [ Save as Completed Messages [L]Help HHNF

Worklist | Transaction [ Tnvoice -| WCO Balnce 0.00
+ [ Held documents EJ
* [ parked documents

» [ Docs complete for pos __/Payment /Detais | Tax | Withholding tax () [<|[*][&]

=
Invoice date Reference

Posting Date 25.07.2020

Amount | | | |

[ calculate Tax
Tax Amount | | ~

Bus.Place/Sectn !
Text |
.| Company Code 1000 Mumbai Port Trust Mumbai

/PO Reference | G/L Account " Materal |

[Purchase Order/Scheduling Agreement +| | N [ | Goods/service items
Layout | All information
B tem |Amount |Quant'rty |D|F‘v |Purchase |Item |PD Text Central
<« [ 1
Item Search Term o/ 0 Ite
L
Invoice document 6010000027 has been saved as complete w

System will park the invoice and displays «¥ Tnvoice document 6010000027 has bean saved as complata |,

message.
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Parked Invoice Approval:
Login as Approver in SAP System.

H o %;‘::’ o H
Click on SAP Business Workspace Button.
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
[E Menu Edit Favorites FExtras System  Help
& [sawe v dH e DHERE OO0 BE @M
SAP Easy Access

E? L & Other menu S v oa BCreate role @Assign users @DD(

= &3 Favorites
» (1 Transaction
» [ Reports
~ {0 SAP Menu
» (1 Connector for Multi-Bank Connectivity
- 71 Office
- [ Workoiace] {—
¢+ [J Telephone Integration
» (1 Appointment Calendar

RS o

Expand “Inbox” button, under workflow “Complete parked invoice 6010000027 2020” message
will appear.

Double Click on the “Complete parked invoice 6010000027 2020” message.

Business Workplace of DY HOD

TPNew message (i) Find folder  (iiFind document  BZ| Appointment calendar 55 Distribution lists

- 4 et 07400 Gl e (PIEIE) Bl ) Sl
- & Unread Documents 17 Workflow 1
'E\D,:“Q:”tj 27 Ex_ | Tile Status | Work Item ID Creation Da_ Creation _|P At Co_. \W_ | Dynamic co
~ O workflow

# [Please approve the Parked Invoice 6010000027, Year 2020 | 415051 26.07.2020 00:35:20 5
+ [ Grouped according to content

+ [ Grouped according to content type
+ [ Grouped according to sort key
+ [ Grouped according to task
- D Overdue entries 0
+ I Deadine Messages 0
- DN Entries with Errors 0
» & Outbox
» B Resubmission
» &2 private folders
» €9 shared folders
» © Subscribed Folders
« 0 Trash
« 10 shared trash 0

2 Tips & tricks: Display Other Columns.

Please approve the Parked Invoice 6010000027, Year 2020

It will open the Decision Step in Workflow Screen.
Click on "Approve" Button.
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Decision Step in Workflow

Tworkflow  (hcreate  Elimport

Please approve the Parked Invoice 6010000027, Year 2020

Choose one of the following altern:

[Approve

atiEes

Reject

Display

[Approval or Rejection History

[Hold

Description

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

Before you make a decision, you can display the attachments and cbjects which
have been attached to the user decision. You can also add your own attachments

If you choose Cancel, the user decision remains in your inbox for processing.

Objects and attachments

No attachments or objects exist

Invoice Document will be approved and Posted for Vendor Payment.
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PM Order Confirmation
Go to Transaction IW41 or in Command Bar IW41

[ Menu Edit Favorites Extras System  Help
@ « Q02 Hhad 550 o=
SAP Easy Access

[o [ &= | &£a0ther menu 75 g & | w & | [pCreate role 2 mssign users [ Docum

¥ [ Materials Management
v [ Governance, Risk and Compliance
» [ Sales and Distribution
* [ Logistics Execution
v [ ScM Extended Warehouse Management
¥ [ Transportation Management
» [ Production
* [3 Production - Process
v [0 Advanced Plnning
* [== Plant Maintenance
* [ AIN Integration
+ [ Management of Technical Objects
~ [= Maintenance Processing
v [ Notification
v (3 Order
v 3 Capacity Requirernents Planning
* [= Completion Confirmation
* = Entry
- () IW41 - Individual Time Confirmation
* [ Collective Time Confirmation
« 2 IW42 - Overall Completion Confirmation
* [ Time Sheet
- 2 W25 - Activity Report
v [ Display
v [ Postprocessing
+ [ W45 - Cancel
v+ [ Goods Movement
» ) MLBLN - Services
¢ [0 Measurement Documents
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Enter Order No 1000112 and press “ENTER”

& cConfirmation Edit Goto Environment System  Help

@ | v « eae HE el

Enter PM Order Confirmation: Initial Screen
[Tl] Parameters

| Confirmation No. of Operation

8 1
Confirmation
| Order | | Long-term order for |
r,—-pf
Order 1000112 J' Functional loc.
Activity Equipment
Suboperation
| Individual Capacity
Capacity cat.
Split number

Enter the work start and finish date and time in the actual data screen

Enter PM Order Confirmation: A f Data

&Goods Movements Motification Object Li Measurement Documents @ Create Follow-0On Order

order looo011z2 Pesticiding outside Hospital Building
Oper./Ack. 0010 Pesticiding outsi Hospital Building
System Status REL
| Confirmation Data
Confirmation 642
Work Center rcvi._ml 76| civil South Zone
Personnel no. Wage type
Actual Work 5| Activity Type Posting Date 25.07.2020
[+ Final Zonfirmtn [¥|Mo Rermain. Work AcctIndicator ]
[+ Clegr Open Res. Remaining Work H
wwork Start 7.2020|[10:00:00]  Actual Duration Exl
Work Finish 24.07.2020(13:00:00 Forecast End 24:00:00
Reason [ ]
Confirm. text [ ILDng Text Exists (]
| Total Confirmation Data |
Cumn.Actual Work ol | ActDuratn olE |
Forecast work sl | Planned Dur. 3.0/ |
Actual Start 00:00:z00 Actual End 00:00:00
After Entering Details Press the save icon to Save the confirmation details against order
Confidential Document Copyright © 2018 Tech
Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change
Page 110 of 140



Tech
Mahindra

SAP User Manual for General Maintenance

System will show the below message

Mumber of confirrmations saved for order 1000112: 1

Go to IW32 and open Order No 1000112

= Menu  Edit  Favorites  Extras  System Help

O | -]« Qe one nn

SAP Easy Access
[ & | & &&0ther menu 5 g &  +v 4« | [3Create role

v [0 materials Management
v [ Governance, Risk and Compliance
» [ Sales and Distribution
+ [ Logistics Execution
» [0 5CM Extended Warehouse Management
v [3 Transportation Management
» [ Production
v [3 Production - Process
v [ Advanced Plnning
* [ Plant Maintenance
v [ AIN Integration
+ [ Management of Technical Objects
* [= Maintenance Processing
v [ Notification
* [= Order
« 2 TW31 - Create (General)
v [0 Create (Specil)
- () IW32 - Change
» ) IW33 - Display
» 2 IW3D - Print
v [3 Order List
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Enter the Order No “1000112” and Press “Enter”
Change Order: Initial Screen

Header data Operations Components Costs  Additional data

.
Jrder I_1[:-l:-l‘.l11:.!. _‘

Status Updated as CNF-Confirmed

=g Order Edt Goto Extras  Erfronment  System  Help
. |« eee = o ew
‘ Change Generdl Maintenance 1000112: Central Header
B % 7R %2 R £l & 2 complete (busness)

Order zvo4)[10pA112 | Pesticiding outside Hospital Buiding 2 [
Sys.Status |REL CNF GMPS MACM PRC (1]

__I/Dpemtions VCONIponents VCosts VDbjects }/Add'rtionaIDaﬁ VLomtion }/Plannlng 1 Contre

Person responsible
PlannerGrp [103] 7 [1000] Civi Motifctn m
Mn.wk.ctr |CVL_sp1 | /[1000| Cwi South Zone Costs [ooon |mm
PMActType | |
SystCond. [
Dates
Bscstat  |24.07.2020 Priority ] |
Basic fin. 24.07.2020 Revision
Reference object

Func. Loc. | 1000-WDLA-HOSE-MB.. MBPT hospital
Equipment
Assembly

[ &E]Ee

First operation

Operation ‘Pesticid\ng outside Hospital Buiding \@ Calc. key [Calculate duration =]
wkeer/Pint |ovz_so1 | /[1000] celkey [eMoil AcyType [ | CIPRT
Workdurtn 2 & | Number L | Oprtn dur. R [¥] Comp.

==

LI
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%8 .| Change Status

[
irder 1000112 Order Type ZMO4 Planning Plant 1000
escription [Pesticiding outside Hospital Buiding |

£ 'Status | Business processes |

‘ Syst. Status ‘ ‘ Status with Status Number ‘
X St... Text | X | Status| Text no. ||

[FJREL Released

CNF  Confirmed

GMPS Goods movement posted
[ MACM Material committed -
PRC  Pre-costed

=]«
»

| Status Without Status No. |
X | Status| Text N

Active Status

-
[¥)Change Docs Status Profile i

Actual Cost also Displayed under Cost Tab in Order

Change General Maintenance 1000112: Cost Overview
H & T W B B =] & 2 Ccomplete (business)

=
der  [2Ma][1000112 Pesticiing outside Hospttal Buiding (=
jys.Status |REL CNF GMPS MACM PRC (5]

HeaderData Operations ‘Components Objects Additional Data Location Planning contral |
Estimated costs 0.00 INR @ Val.in Object Curr. INR

QValin CoAreaCurr. INR

[ Rep. Plan/Act. | [ rep. Budget/comme. |

Costs | Quantities | Key figures |

Group/Ds... | Est. costs | Plan costs | Act. costs | C. |
~ 5 Costs 0.00 4,110.00 4,495.00 INR
. 0.00 4,110.00 4,495.00 INR

55 Category
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Withdrawn Quantity is updated in Order
Go to Components Tab and click on General Data

Order zm04)[1000112 |Pesticiging outside Hospital Buiding ‘@
Sys.Gtatus |[REL GMPS MACM PRC &

HeaderData baﬁmtlons /Cnrrpnnenm }'Costs | Objects | Additional Data | Location " Planning | Control |

[onowe | v |EIFE0EER e o omn e aor] [ on [T oo JE2

EL Ite... Component Description L... Regmt Qty UM |IC S..SLoc Pint | Op... Batch Proc. Category
0010 1000000663 DISINFECTANT, POWDER, CARBOLIC. 100 KG N 1000 0010 PReq for Order
MI}OUOUOUSSO &DVE, COTTON / POLYSTER 50 PAAL 1000 0010 Reservation for Order
ML J@

0040
0050
0060
o780
00g0

Withdrawal Quantity is “100” as per order Requirement it is issued.

Change General Maintenance 1000112: Component Detail General Data

M4 »
lrrr |
Order 1000112 Activity 0010
- Rrrnanmneea 1
Material 1000000663 DISINFECTANT, POWDER, CARBOLIC.
TS i =l 1
Ttem LDOIDL Item Category N P

General Data | Purchasing Data |

| Component -
Plant [1000] Stor. Loc. [] hd
Batch ] Sort. String [
Regmit Date [23.07.2020/21:00:00] Offset [T 1
Resarvation '@—"J._| Movement type [261]

| Quantities
Reguirement Qty
Committed Qty
Withdrawal Qty [¥IFinal issue

G 1
Unit of Measure

| General Indicators

[ ackflushing Res./Purc. req.
lim-r_ Alowed Mat. Prov. Ind. <
| Stock Assignment
Creditor [ ]
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Goods Issue against Reservation
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

Select “Goods Issue” in transaction with reference to “Reservation”
Enter Reservation No:157

Press Enter.

Goods Issue Reservation - MPO0611268

Hide Oveniew [ | Hold heck  Pos | [E]Help
E@ ﬁ Goods Issue *  |Resarvation ":| j .'}@J_ GI for cost ©
My Documents
" pt"%“;gf%? [*=| < Generl | &2 | Cust. Header Fids
* 4000030000 )
* Orders Dacument Date 24.07.2020 Material Sip
: ig El’g Postng Date [25.07.2020 Doc.Header Text |
- 1000043 = [ [Indwidual Sip -
* Reservations
= 157
. 103 Line  Mat. Short Text V0K Qty in UnE E... |SLoc Skock Segme
* Materizl Documents
* 5001000051

* 5002000026
- 19

* 5001000001 [8=|  “Materal | Quantity AfWhere|

= 5001000000

* SO00000091
* Held Data

* Blank
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‘ [@ .| Goods Issue Reservation - MPOO611268
Hide Overview ] Hold Check Post | [E]Help
(]! | Goods Issue +| [Reservation - l\_15.5| L ﬁ@@ [
My Documents
N Pf"f"?;;g?;ﬁ ['5] _<Geneminl 22 | Cust. Header Fids |

* 4000020000

GR from blocked stck [105] |

~ Orders Document Date 25.07.2020 Material Slip
: igggégg Posting Date 25.07.2020 Doc.Header Text
- 1000045 = [ |Individual Slip -
~ Reservations
- 166
= Line |Mat. Short Text V0K |Qty in UnE E... Sloc Stock Segment Batch Valuation ...
- 102
~ Material Documents
- 5001000055
- 5001000054
* 5001000053 ¢ v
- 5001000052

£= (i [ Delete tents | (B8]l =
* 5001000051 &= |G f@F  pelete J[& contents | B3RS ®
+ 5002000026
- 5101000019 7 ty Ainea
- 5101000018 U Waterel_ | Quanty
* 5101000010
- 5001000004
¥ Held Data
* Blank

Enter the Storage Location “1001-Central Store”

| [ .| Goods Issue Reservation - MP00611268

Hide Overview D Hold Check Post mHeIp

=2l I Document Date  |25.07.2020 Material Slip
My Documents Posting Date 25.07.2020 Doc.Header Text |
~ Purchase Orders = Indwidual Siip -

» 4000030001
* 4000030000

= Orders Line |St... Mat. Short Text [v/OK |Qty in UnE E... sLoc
: igggégg [t JocalsLove, coTTon / PoLYSTER & 50 PAA Central Store
- 1000045
~ Reservations
+ 166 1¥ l J
- 157
+ 103 E][E] @]{ﬂ‘_&] fﬁ Delete ]!-—D Contents ]@@@ =

~ Material Documents
+ 5001000055

5001000054 [El] Material  Quantity _/Reservation \“Partner | Account Assignment + Cust, Item Fi
+ 5001000053 ¢

: gggigggggi Movement type [2e1] 7 [Z] 61 for order Stock type Unrestricted-U:
- 5002000026
* 5101000019 Phnt [Mumbai Port Trust 1000
. :igiggggig Storage location Central Store 1001
- 5001000004 Goods recipient
~ Held Data Unloading Point [ |
* Blank
Text [
Line 1
L
Document is 0.K. E?
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Goods Issue Reservation - MPOO611268

Hide Overview D Hold Check Post mHe\p

|| Document Date 25.07.2020 Materil Slip

} e o7 50a0]
My Documents Pasting Date 25.07.2020 Doc Header Text | |
~ Purchase Orders = [ [individual Slip -

* 4000030001
* 4000030000
~ Orders Line  Mat. Short Text V0K |Qty in UnE E... SLoc Order AC... Co... Stock Segme

* 1000109 —
50 1000112 0010 1000
. 1000060 GLOVE' COTTON / POLYSTER 00 PAA Central Store

* 1000045
¥ Reservations
+ 166 'Y
. 157 p— —
- 103 23 Gh)i| @ pelete | contents | B85S £
~ Material Documents o
* 5001000055
- 5001000054 [El] Material |, Quantity /'Ihhere }' Reservation } Partner }' Account Assignment }* Cust. Item Flds \
* 5001000053 &

- 5001000052 =M .

261 - Unrestricted-Use +
« 5001000051 Movement type GI for order Stock type
* 5002000026
- 5101000019 Plant [Mumbai Port Trust [1000
+ 5101000018 ——— —
. 5101000010 Storage location Central Store 1001

- ]
* 5001000004 Goods recipient
~ Held Data Unloading Point [ |

* Blank

[ ]

Text
r i
' 't
[ Ttem 0K o Line 1

1)

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

Select "1emOK v chackbox. Click on " E18K  Bytton. System will check for errors in the

document. If no error found it display " & Document s O.K. message.

Click on" =

[# Material document 5001000058 posted

St Button. system will create material document and display

message.
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Withdrawn Quantity is updated in Order
Enter T code IW32

=y Menu  Edit  Favorites  Extras  System Help

2 7] « Qe e nnL

SAP Easy Access

[o & | & | ga0ther menu o g & | v & | [RcCreate roke

v [0 materials Management
v [ Governance, Risk and Compliance
v [ Sales and Distribution
+ [ Logistics Execution
v [0 5CM Extended Warehouse Management
v [3 Transportation Management
» [ Production
» [3 production - Process
v [0 Advanced Plnning
* [= Plant Maintenance
v [ AIN Integration
v [ Management of Technical Objects
T [= Maintenance Processing
v [ Notification
~* [= Order
« 2 TW31 - Create (General)
v [ Create (Special)
+ 7 W32 - Change
» ) W33 - Display
» & IW3D - Print
» 3 Order List
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Enter Order No”1000112” and Press “Enter”
Change Order: Initial Screen

Header data Operations Components Costs Additional data Plnning  Control = B3

-
Order I'_l 000112

L=

Go to Components Tab and click on General Data

Change General Mail

EE T G S 2

nce 1000112: Component Overview

Complete (business)

Order zM04| 1000112 | [pesticiding outside Hospital Buiiding '@

Sys.Status  |REL ?ﬁm ERC (H]

HeaderDajz/F Operations /Cumunent.'. ], Costs |‘ Objects )‘ Additional Data |, Location |‘ Planning |, Control |

Gen.Data | purch. |ZIREEEfe st [ Graph. [ assy | [Z]f Rrepl. |EF catalog £ [

B Ite...| Component Description L... |Regmt Qty UM |IC 5.. SLoc |PInt |Op... Batch  Proc. Category
_M 1000000663 DISIMFECTANT, POWDER, CARBOLIC. 100 KG N 1000 0010 PReq for Order
:Mrloooooosao _GLOVE, COTTON / POLYSTER 50 PAAL 1000 0010 Reservation for Ordel
_ML J@

0040
- looso
- looso
oo
ooz
 loosa
oo
| Jowe
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Withdrawal Quantity updated in Order “1000112"

‘ Change General Maintenance 1000112: Component Detail General Data

M 4 » M

Order 1000112 Activity 0010

Material |lUUUUUUSBU | GLOVE, COTTON / POLYSTER

T il

Trem Jo02d| rem category [ | |
Component -
Plant 1000 Stor. Loc.
Batch Sort String
Goods Recipient Unloading Point |
Reqmt Date [23.07.2020]21:00:00] Offset
Reservation 166 2 Movement type 261
Quantities
Requirement Qty |50 Unit of Measure PLR [ |Fixed gty.
Committed Qty 50
Withdrawal Qty 50 Final issue
General Indicators
[ |Backflushing Res./Purc. req. [ Immediately v
[ |Bulk Material CostingRelevncy [100% Relevant to Co.. v |
Myt Allowed Mat. Prov. Ind. | -

| stock Assignment |

Fl 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: 27-07-2020
» Bank Account Details (Rev Outgoing A/c): 23110002
» Vendor Account Number.: 40000010

Document Date or Entry Date
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Post Outgoing Payments: Header Data

Process Open Items

Document Date
Posting Date

Document Number

27.07.2020] Type &z | Company Code 1000
27.07.2020| Period @ Currency/Rate | INR || |

[ 1

Translation dte
Cross-CC Number
Trading part.BA

Outgoing Bank Account
details

Reference | |
Doc.Header Text |General Maint |
Clearing Text |Genera| Maint
Bank data
Account |231100
Amount | 1 |
Amt.in loc.cur. | |
Bank Charges | |
Value date 127.07.2020]
Text |

Business Area

LC Bank Charges
Profit Cente

Open item selection

Account

Account Type
Special G/L Ind
Payt Advice No.

[ |Distrbute by Age
[ |Automatic Search

Additional selections
140000010 _@ {*)None
7?‘ [ |Other Accounts ) Amount

[+Standard OIs

| )Posting Date
)Dunning Area
) Others

) Document Number

Confidential Document
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Post Outgoing Payments Enter selection criteria
~ Other selection  Other account  Process Open Items
Parameters entered
Company Code 1000
Account [40000010 |
Account Type m
Special G/L Ind. | | W)Standard Ols
Document Number
From To String Initial Value
'_26000000371_‘ M M
] ]
O ]
L L ] ]
- Step 3. Enter the Payment Amount to Post the Payment for the Invoice document
Confidential Document Copyright © 2018 Tech
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Post Outgoing Payments Process open items

" Ja [? Distrbute Difference Charge Off Difference ¢’ Editing Options @ Cash Disc. Due

Standard | Partal Pmt | Res.Items  WH Tax

Account items 40000010 ALEX CHEMICAL & INDUSTRIES
Document N... |D..|Dol:ument D... |P‘BLISI|DBY‘ INR Gross CashDiscount lCDPBr. |
2600000037 RE 25.07.2020 31 2 2,587.007\_ J‘
i

@Im Amuuntl [&E Gross<>Net]lﬁE Currency H/ Items ][}’ Items ]I/ Disc. H}’ Disc.

| Processing Status |

Number of Items Amount Entered 1.00-|

1 [

Display from Item 1 Assigned [ 2,587.00-|
|
|

Reason Code

2,586.00 |

Difference Postings

|Displa\,r in dearing currency ‘ Not Assigned

1 items were selected w

Step 4. Click on Document overview Enter the Payment Amount to Post the Payment for the Invoice
document
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— = Document Edit Goto Extras Settings Environment System Help
Payment Amount entered
9 | | «H eae@ TE @
Post Outgoing Payments Correct G/L account item

e 5N [% [0 Choose open items Process Open Items & More data Acca

G/L Account 23110002 SBI Revenue Account - 1099 0 - Outgoing

Company Code 1000 Mumbai Port Trust
Item 1 / Credit entry / 50 /
Amount 12,587 00| |INR
Calculate Tax -
Business place
Profit Ctrs
Value date 27.07.2020
Assignment |
Text |Genera| Maint ”@ Long Texts ]

A Step 5. Click on Document Tab—> Simulate: To Simulate the entered details for validation and Click on
Post to post the document
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= Document Edit Goto Extras Settings Environment System Help

< | ~rl«H e@ae P10 A0 o=

Post Outgoing Payments Display Overview

¥ &Display Currency [i|Taxes IEJReset

Document Date 27.07.2020 Type [z Company Code 1000
Posting Date 27.07.2020 Period [a ] Currency INR
Document Mumber INTERNATL Fiscal ¥ear 2020 Translation dte 27.07.2020
Reference I | Cross-CC Number I
Doc.Header Text |General Maint I Trading part.BA
| Items in document currency
PK Buskh Acct INR Amount Tax amnt

001 50 0023110002 SBI — Rev — Outgoin 2,587.00—

o0z 25 0040000010 ATLEX CHEMICAT, & IND 2,587.00

D 2,587.00 C 2,587.00 0.00 g 2 Line Items

L5 Step 6. Click on save The Vendor Payment document- 2300000023 is Posted successfully

Document 2300000024 was posted in company code 1000

Step 7. Go to Transaction FBO3 or Document Tab - Display = To Display the Payment document Posted
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Edit Goto Extras Settings Enwironment System Help
° eH eee H0 Qm
Display Document: Data Entry View
& g & ¥ &Display Currency  F General Ledger View
| Data Entry View |

- | gy | | gy |

Document Number 3ooooooz24 Company Code 1000 Fiscal Year 2020
| p—— |
Document Date 27.07.2020 Posting Date 27.07.2020 Period 4
Reference [ | Cross-Comp.MNo. [ |
N —

Currency INR Texts Exist O Ledger Group

(K [=)[=)a]EIFL] (B L) ) [ JE =)

CoCd ™ Ttem Key S Account

Description Amount Curr. Tx Cost Center
1000 150 23110002 SBI - Rev - Outgoing 2,587.00- INR
2|25 40000010 ALEX CHEMICAL & INDUSTRI 2,587.00 INR

¥ Step 8. Go to Document Tab — Select Print Preview for Document Overview

Document Overview - Display

AP ETETE D [ochoose [Msave TE M HEH ETaxdata [i] &)
Doc.Type : EKZ ( Vendor Payment )} Normal document
Doc. Number 2300000024 Company Code 1000 Fiscal Year 2020
Doc. Date 27.07.2020 Posting Date 27.07.2020 Period 04
Calculate Tax [
Doc. Currency INR
Doc. Hdr Text General Maint

Itm|PK|Account Account Short Text Assignment Tx Amount
1|50|23110002 SBI - Rev - Outgoing|20200727 2,587.00-
2|(25|40000010 ATLEX CHEMICAL & INDU 2,587.00

Step 9: Transaction FBZ5 - Go to Transaction FBZ5 for Printing the Check
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—F= Check FEdit Goto Extras Environment System  Help
9 | v« Qe = . @
Print Form for Payment Document

| Ppp——
Document Number 2300000024
Company Code 1000
Fiscal Year 2020

| Payment method and form specifications

Payment Method o
Check Lot Number 1]
Alcernative Form I
Padding Character [
| Output control
Printer for Forms 7LP01 ' [+|Print Immediately

Payt Advice Printer [ |Recipient's Language
[ |Currency in ISO code
=

Test Printout

|
[ |Do Mot Void Any Checks

-

~» Step 10. Click on check and print preview
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Output Device :'_ZLPDl
Page selection I I
| Spool Request
Name |sMART | |Mz00596723 |
Title ' '
Authorization
| Spool Control | Number of Copies
[ |Print Now Number 1 ]
[ 1Delete After Qutput [ 1Group (1-1-1,2-2-2,3-3-3,...)
[|New Spool Request
[#|Close Spool Request | Cover Page Setfings
Spool Retention ?Day(s) SAP cover page | Do not print v
Storage Mode '1 Print only v Recipient [ ]
Department
lﬂgﬂ Print preview “lﬁl Print ‘@

Print Preview of ZLP01 Page 00001 of 00001

[@)Archive  @aPrint and Archive

AIC Payee 2707 2020

ALEX CHEMICAL & INDUSTRIES

Two thousand five hundred eighty seven only

2,587.00

Step 11. Transaction ZFI04 = Go to Transaction ZFI04 — Enter Company code, Current Date and Print to
create the Bank file for Vendor payment
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Text file to bank - Vendor Payment

>
Company code 1000

| |
Current Date ||_2 7.07.202 l:-J to

(=) Print layout

Output Device 12ch-1
Page selection I
| Spool Request
Name |SMART | Mz00596723
Title '
L -
Authorization
| Spool Control | Number of Copies
[ |Print Now Number 1
[ IDelete After Output [ 1Group (1-1-1,2-2-2,3-3-3,...)
[ INew Spool Request
["1Close Spool Request | Cover Page Settings
Spool Retention 'E'Day(s) SAP cover page ' Do not print >
Storage Mode '1 Print only v Recipient
1
Department
’@'733 Print preview ”&l Print ]@
Bank file created successfully:
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Print Preview of ZLPO1 Page 00001 of 00001

[E)Archive  ®2Print and Archive

MUMBAI PORT TRUST

Finance Department

Mumbai Port Trust

FPort House, 5.V .Marg,Ballard Estate
400001 MUMBAI

INDI1A

To,
The Branch Manager,
IDBIl Bank Limited,

Sir,

You are requested to make payment through Afc Mo: 10996685430 for the invoices listed below.

Row#| Party Account Mo IFSC Amount|Remarks
1 ALEX CHEMICAL & 307651100000204 | IBKLOO00307 2,587.00 (2300000024
INDUSTRIES
Total Amount: 2 587.00

Technical Completion of Order
Go to Transaction Code IW32 and enter the general Maintenance order No

Enter T code IW32
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[ Menu Edit Favorites Extras System  Help

© IR -] « e et DNy

SAP Easy Access

[o & | & | &a0ther menu 16 i & v a | [BCreate role

v [ Materials Management
+ [ Governance, Risk and Compliance
v [ sales and Distribution
+ [ Logistics Execution
v [ sCM Extended Warehouse Management
vy [0 Transportation Management
* [ Production
* [ Production - Process
* [ Advanced Planning
¥ [= Plant Maintenance
» [ AIN Integration
+ [ Management of Technical Objects
* [= Maintenance Processing
v [ Notification
* = Order
- ) IW31 - Create (General)
v [ Create (Spedal)
. 2 W32 - Change
» ) W33 - Display
« & IW3D - Print
v [ Order List

Enter Order No”1000112” and Press “Enter”
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Change Order: Initial Screen

Header data Operations Components Costs

Order %ﬁi@ p

-

|
And Click Complete Technically icon as shown

= Order Edit Goto Extras Enwironm System Help

@ | -] = e@e = HE @
‘ Change al Maintenance 1000112: Central Header

EH ga T2 | | B3 Fr =] & 2] complete (business)

Order [zMo4][1000112 | Pesticiding outside Hospital Building| Iz =
Sys.Status |REL CNF GMPS MACM PRC |

< HeaderData | Operations | Components |~ Costs | Objects | Additional Data | Location | Plnning |~ Contrc

Person responsible

PlannerGrp |103| ¢ |1ooo| cwil Motifctn 10000056
Mn_wk.ctr CWL_5D1 |« |1000| Civil South Zone Costs .00 INR

PMACCTYpe
SystCond. |—|

Dates
Bsc start 24.07.2020 Priority [ -~ b
Basic fin. 24.07.2020 Rewvision

Reference object

Func. Loc. [1o00-wDoLR-HOSP-MB..| MBPT hospital 5
Eguipment [ |
Assembly [ |

First operation

Operation |Pesticiding outside Hospital Building | Calc. key | calculate duration -|
WkCtr/PInt |CVL_SD1 S |1o00| Ctrl key EMO1 Acty Type [JPRT
Work durtm |3 H Mumber 1 Oprtn dur. 3 H ] Comp.
4 » "H
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Enter the Technical Closure date and time for the Order
i@ .| Change General Maintenance 1000112: Central Header

E s 7 |8 | 25 @y =1 &7 [2] complete (business)

Order [zmo4|1000112 | |pesticiding outside Hospital Buiding I@] @]
Sys.Status |REL CNEF GMPS JBFI MENC PRC SETC |

Operations Components Costs Objects Additionzal Data Location Planning Y'Control |

[E Complete

-
Reference date 26.07 .Zl}ZI}J

Reference time 00:42:26
[¢|Complete notifctns

%4 | Notification

Damage P’Not'rf. dates |

Malf.Start  |25.07.2020| [21:11:17| [ Breakdown

MalfEnd |26.07.2020| [00:00:00] Breakdown dur.  |0.00 "

Op Fid
WkCEr/PInt  |CVL_SD1 | /|1000| Ctrlkey |BMO1l| Acty Type [JPRT
Work durtn |3 H Number |1 Oprtn dur. |3 H [+] Comp.
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i . Change General Maintenance 1000112: Central Header
ﬁ .;-_f} FEI" =] ﬁ I'é] Complete (business)

s -t
rder ||_ZHU4_|||UMJ'2 | |Pesticiding outside Hospital Building @]
ys.5tatus  |TECO CNF GMPS JBFI MACM PRC SETC |

< HeaderData | Operations | Components | Costs | Objects | Additional Data | Location . Planning | Control

Person responsible
PhnnerGrp | 103| / [1000] cwil Notifctn 10000056 E]
Mn.whk.ctr  |CWL_SD1 |/ 1000 Ciwvil South Zone Costs 0.00 INE
PMACtType
SystCond. M

Dates
Bscstart  |24.07.2020 Priority | v @]
Basic fin. 24.07.2020 Revision
Reference object
Func. Loc. |1000-WDLA-HOSE-MB | MBPT hospital £
Equipment | |
Assembhy | |
First operation
Operation Pesticiding outside Hospital Buiding | Calc. key |calculate duration =
WkCtr/Pint  |ovL sp1 | s 1000| ctikey [PMoll Acty Type [JPRT
Waork durtn |3 B | Number |1 Oprtn dur. |3 H [v] Comp.

T i d fa—1
]
i Notification is completed -> can only be displayed E?
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Settlement of Order

Enter T code KO88 for Settlement to Cost Center
[ Menu Edit Favorites Extras  System  Help '

@ [ross l«H @ 2R 0hoad I TSR ew
SAP Easy Access

(b F | & suOthermenu | %8 Vg & ¥ ~ | [BCeaterole | 2 Assonusers  [diDocumentation

~ [E5 Favorites —
» B proc n
* ¥ IRO1 - Create Work Center F
* ¥ ILO1 - Create Functional Location
* ¥ IE01 - Create Equipment
* ¥ KS01 - Create cost center
* ¥ ZMMO1 - Create Materil Master
* ¥¢ BP - Maintain Business Partner
+ ¥ KES1 - Create Profit Center
* ¥ FS00 - G/L acct master record maintenance
* ¥ W21 - Create PM Notffication - General
* ¥ IW22 - Change PM Natfication
* ¥ W31 - Create Maintenance Order
* ¥ TW32 - Change Maintenance Order
* ¥ ZPMOL - PM Process
* ¥ MES2N - Change Purchase Requisition
* ¥ ME54N - Release Purchase Requisition
* ¥ ME41 - Create Request For Quotation
* ¥ ME47 - Create Quotation
* ¥ ME49 - Price Cormparison List
* ¥ ME21N - Create Purchase Order
* 7 ME29N - Release purchase order
* ¥ MESF - Message Output: Purchase Orders
* ¥ VL31N - Create Inbound Delivery
* 7 ZGI01 - Gate Entry
* ¥ QESIN - Results Recording Worklist
* ¥ QA11 - Record usage decision -
* ¥¥ MIGO - Goods Movement -
* ¥ MIR7 - Park Invoice -

sand [> | MPO0611268 ¥ | jpasapqhg | INS. oy
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Enter the Controlling Area 1000

=
Controling Area lem_l

imeters

Posting period

Asseft Value Date

tlement Period

al Year

19

lger Group

&)
‘

cessing Type

cessing Options

Yackground Processing

lest Run

Yetail List Layouts
“heck Trans. Data
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Enter Settlement Period 04 and Fiscal Year 2020 and remove test run Tick box, Click on Execute
Button.

Actual Settlement:

£ Settlement Rule

Zontroling Area 1000
rder "loo0112 1+

= =
Parameters
Settlernent Period 4 Posting period
Fiscal Year 12020 Asset Value Date
Processing Type | Autormatic A

Processing Options
Test Run
[ |check Trans. Data
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Click on called Detail List.

Acﬂ/?AdarBasklist

Selection

Selection Parameters Value Name

Order 1000112 Pesticiding outside Hospital Building
Period 004

Posting Period 004

Fiscal Year 2020

Processing Type 1 Automatic

Posting Date 31.07.2020

Controling Area 1000 MBPT Controling Area
Currency INR Indian Rupee

Value Date 31.07.2020

Processing Options

Selection Parameters Value
Execution Type Settlement Executed
Processing Mode Test run

|| Processing completed with no errors

Statistics

Processing Category z Number
Seftlement Executed 1
No Change

Not Relevant

Inappropriate Status

Error

Actual Settlement: Order Detail list

Basic st [ | & Glsender EReceiver [B| settlementrule [ | & T & Zg | o [Msave [mSelect

Detail list - Settled values

Senders *|Short text: Sender *|Receiver EVaICOArCur Inform.
ORD lUUUll2jPesticiding outside Hospital Building CTR 10050401 4,495.00
= 4,495.00

Order settled to Cost Center
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Closure of Order

Enter Transaction IW32

% . Change General Maintenance 1000112: Central Header
TR @ Z] & [ Complete (business)

T =1 | I e - - P
Order LZHO&JjIlOOllz Pesticiding outside Hospital Building lEJ

Sys.Status ~ |[TECO CNF GMPS JBFI PRC SETC (=

HeaderData I' Operations }’ Components |' Costs |' Objects }’ Additional Data |' Location |' Planning }’ Contraol

| Person responsible |

PlannerGrp [103] / [1000] civil Notifctn 10000056 |‘0_0\|
Mnwk.ctr  |CVL sp1 |/ |1000| Civil South Zone Costs [o.o0 |
PMACtType
SystCond.
| Dates |
Bsc start 24.07.2020 Priority ' -~ lEJ
Basic fin. [24.07.2020| Revision 1
| Reference object |
Func. Loc. [1000-wDLR-HOSE-MB .| MBPT hospital
Equipment ' '
Assembly ' '

Click on complete, Status will be updated CLSD after execute it. Order will Closed for further
posting.

Confidential Document Copyright © 2018 Tech
Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change
Page 140 of 140



	Creation of General Maintenance Notification:
	Processing of Notification
	Display of Notification
	Creation of General Maintenance order
	Releasing of Order
	Create/Change of Purchase Requisition
	Create/ Change Request for Quotation:
	Maintain Quotation
	Price Comparison for RFQ
	Quotation Approval
	Create/ Change Purchase Order
	Releasing of Purchase Order
	Create Inbound Delivery
	Create Gate Entry:
	Quality Inspection
	Invoice Verification:
	Parked Invoice Approval:
	PM Order Confirmation
	Goods Issue against Reservation
	Technical Completion of Order
	Settlement of Order
	Closure of Order

