Tech
Mahindra

SAP User Manual for Preventive Maintenance

Indian Ports Association (IPA)
Implementation of Port EBS Project

Enterprise Business System

Business Process Manual for
Preventive Maintenance

Submitted by:

Tech
Mahindra

Plot No. 58 A & B,
Noida Special Economic Zone,
Uttar Pradesh-201305

www.techmahindra.com

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

Accepting No Limits Driving Positive Change

Page 1 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

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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Introduction:

The purpose of the document is to give awareness of the complete cycle of how the Preventive
Maintenance Process Handled in S4H (SAP) to the respective users.

Summary:

In this chapter, we are going to learn about how Preventive Maintenance transactions will be
handled in SAP system. Equipment/Asset Planned maintenance is covered in this business
process manual document.

Its starts right from Maintenance Order, material PR, Service PR up to maintenance order

closure.
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Creation of Maintenance Plan

The below transaction code which we can use for creation of Maintenance Plan for Preventive
Maintenance Activity, this will be one time activity for coming years for functional
location/equipment/Asset for planned Maintenance.

Enter Transaction code IP42 in command bar (or) Follow the below navigation path

& |1Paz - 4 O e @&  DEE ST a8 EBEE

SAP Easy Access
& ™= =2 & Other menu &= By o2 v A [& create role & Assign users =

[ materials Management
[ Gate Transactions -
[ Governance, Risk and Compliance
[ sales and Distribution
[ Logistics Execution
[ scm Extended Warehouse Management
[ Transportation Management
[ Production
[ Production - Process
[ adwvanced Planning
= Plant Maintenance
» [ AN Integration
* [ management of Technical Objects
» [ maintenance Processing
= = Preventive Maintenance
~ 5] Maintenance Flanning
~ =3 Maintenance Plans
~ =5 Create
- B IP41 - Single Cycle Plan
- |Ei,:ﬂ P42 - Strategy F’Ianl
= Ei,:ﬁ IP43 - Multiple Counter Plan
o Ei,:ﬂ IP40 - For Service Procurement
o Ei,:ﬂ IFS0 - For Contract Item
= Eia IPO2 - Change -
-« I IPO3 - Display

{r vy s r v v vvr~

Double click on “IP42” the system will open the below screen
In the next screen, enter the required details as below
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Under Initial Screen:

Maintenance Plan Category (PM Maintenance Order) & Strategy (B or any other from F4) for
select from dropdown menu and press enter key to proceed

[ Maintenance pan  Edit Goto Extras Environment  System  Help
O | | « L JAK x HE @

Create Maintenance Plan: Initial

: ]
Maintenance plkn
Maint. plan cat. | Maintenance Order -
% |
Strategy B _|
Confidential Document Copyright © 2018 Tech

Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change

Page 8 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

Enter Description of Maintenance Plan Functional Location & Task List for proceed further.

Show below.

= Maintenance plan  Edit Goto  Extras  Environment  Systern  Help

@ | "«H eae® Shan 0 oW

Create Maintenance Plan: Strategy plan

Maintenance plan ' I Preventive Maint for Eq '|@

[EI Maint. plan hea... l
Maintenance pln cycle 19.07.2020 ], Maintenance plan scheduling parameters P Maintenance pln additional data |

Cycles

Cycle Unit Maintenance cycle text Offset
3MON 3-monthhy
12MON Yearly
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Ttem |~ Object list tem | Item location | Cycle item 19.07.2020 |

Maintenance Item | |Preventive Maint for Eq

| Reference object

Functional loc. 1000-WDLA-0002 "antop Vilage, Wadalz"
Equipment [10000338 | | 30 HP Kirloskar Water Pumping Set
Assembly
| Planning Data
| ey | | ey |
Planning Plant 1000| Mumbai Port Trust Maint. Plnner Group 107, MEED
Order Type ZMO1| Preventive Maintenance MaintActivity Type
| pse— | | ey | |
Main WorkCtr PM CME /1000 PM CME Departme.. Business Area
Priority ' - Settlement Rule @K{’
sales Document | | /] '|U"ﬁ|
| Task List

ription

[a]/[s me Tas] List For Generator BlEm

Press Enter this will fill the information related to F4 Values.

Maintenance plan cyce 19.07.2020 ], Maintenance plan scheduling parameters F Maintenance plan additional data |

Cyclas
Cycle Unit Maintenance cycle text Offset
3 MON 3-monthly 1]
12 MON Yearly 1] -
L i )

go to next tab at header level to fill the details of Call Horizon,Scheduling Period and Start date of
Maintenace Plan
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Create Maintenance Plan: Strategy plan

Maintenance plan ' |preventive Maint for Eq '
b= Maint. plan hea...

Maintenance plan cycle 19.07.2020 /lhll:emmce plan scheduling parameters ], Maintenance plan additional data |

| Date determination | Call control parameter | Seheduling indicator |
Shift Factor Late Compl. [100]% Call horizon [20 |2 fTime
Tolerance (+) [ = Scheduling period [10 [e= | (ol Time - key date
Shift Factor Early Compl. [1o0]s Completion Requirmnt [ | QM Time - factory caldr
Tolerance (-) [ =
Cycle modffication factor 1,00 || | Start scheduing
Factory calendar [o1] Start of cycle [19.!:-1.202[:-Jﬁ|

After that click on save button, on the bottom you will get the msg after save with Maintenance Plan
Numbe.

Maintenance plan | created
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Scheduling of Maintenance Plan

To plan/schedule the Maintenace Plan click the Menu on the same screen or enter transaction Code
IP10

[ L
e rr——— T T L L T T -
§ e e plan B eaa CHR oL IO DN
Crasts "
i Cheege kmw
Schaduls I
_
LS i L
M Eunctions "
M £t P -
D e
o
Confidential Document Copyright © 2018 Tech

Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change

Page 12 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

This will show the screen below and press “Start” button.
@, Schedule Maintenance Plan: Strategy plan 000000000003

_/Sdleduledqﬂ ], Manual calls - Maintenance plan scheduling parameters + Maintenance plan additiofal data |

19.07.2020/[F Adt....|Unt

= = FY

Start of cycle

) i)
EEEEEE T
Confidential Document Copyright © 2018 Tech
Mahindra. All rights reserved.
Accepting No Limits Alternative Thinking Driving Positive Change

Page 13 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

Press “Enter” it will show the calls can be generated based on start date and task list packages. Save the
same and see the list of generated orders.

You can do scheduling with IP30 also where you can schedule more than one Maintenance Plan

You need to provide Maintenance Plan Numbers, Maint. Plan Category, Strategy & Duration & Execute.

Deadline Monitoring for Maintenance Plans (Batch Input IP10)
P

Deadline monitoring for maintenance plans

Maintenance Plan 1 to 3 E’I
Maint. plan cat. B to ] E"
MaintPlan sort field to =
Maintenance Strategy B to
Interval for Call Objects :STS_I_'E

[¥|Rescheduling incl.
[v|Immediate start for all

Log Control
(®) Application Log

Log ;Batch Ingut}

Mode: Call transaction / BDC session

() Call transaction

=1

Call mode
()BDC session
Group name IP102020071%
User ID SB0O0E21355
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It will generate the schedule as below and then press Back ¢ . Button

[ Log Edit Goto System Help

Q| 7] « Qe HEOF

Display logs

& %) & Technical Information  [4]

Date/ Time/User Nu... | BExternal ID Object text Subobject Text = Transac... | Program
~ [@ 19.07.2020 21:35:44 SBO0O621: 25 IP1020200719 Application Log... IP30 RISTRAZ0
- [@ Problem class Other 25

4 1i

n EF R EFLEL ) (2@ JE JE @ e Ao |@as |

. Message Text LTt
Costs were determined: See cost overview .;fgj.

Order %00000000001 wil be released after update
Costs were determined: See cost overview -::@j-
Order 200000000002 wil be released after update

Costs were determined: See cost overview 2]
Order %00000000003 wil be released after update
Order saved with number 1000102

Order saved with nurmber 1000103

Order saved with nurmber 1000104

Maintenance plan 1 scheduled

Costs were determined: See cost overview

Order 200000000001 wil be released after update
Cost Determination Error Prev. Maintenance Plan 2
Order saved with number 1000105

Maintenance plan 2 scheduled

Costs were determined: See cost overview

Order %00000000001 will be released after update
Costs were determined: See cost overview

Order %00000000002 will be released after update
Costs were determined: See cost overview

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

Accepting No Limits Alternative Thinking Driving Positive Change

Page 15 of 214



Tech
Mahindra

—

SAP User Manual for Preventive Maintenance

&

on “Back” - button again for exit

Deadline Monitoring for Maintenance Plans (Batch Input IP10)
KN =TV @& BT B E g ]

Maintenance Plan Date Monitoring

Maintenance P'Ian| Maintenance Strategﬂ MaintPlan Text

1 =B Preventive Maint for Eg
L =
2 B Preventive Maint for Eg
3 B Preventive Maint for Eq
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To see the list of all generated Orders you need to run the Transaction IP24, with Functional
Location/Equipment/Maintenance Plant/Maintenance Plan Numbers and “Execute”

[= program Edit Goto Systern  Help

9 | ~l«H ege o Had o=
Scheduling overview list form: Selection Criteria
& [i]

| Maintenance item selection

Maint. plan cat. ’E‘ to ]
MaintPlan sort field | |to |
Maintenance Plan to
Maintenance Item to
Maintenance Strategy to

Maint. item text | [to |
Functional Location [1000-wDL2-0002  [to |
Equipment 110000333 E@' |
Assembly | [to |
Material | |to |
Serial Number | |to |
Settlement rule (= with or wjo Owyf Owfo

[ Iwith object list

| Maintenance dates

Order to

Motification to

Entry Sheet to

Scheduled start date to

- r—| . .
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This will show the list of all generated and yet to generate the Maintenance Order.

[ Lt Edit Goto Environment Settings System  Help
V] v« eae =i 0 @m
Scheduling overview list form: Maintenance Scheduling Overview List

EAEE =% P la E [ Maintenance tem Maintenance plans [T

B. S Maintenance Iterm  MntPlan Strat.  Maintenance fem description Call Number Start date | Order

[ 3143 3 B Preventive Maint for Eq 1 01.09.2020 1000071
143 3 B Preventive Maint for Eq 2 24.09.2020 1000100
143 3 B Preventive Maint for Eq 3 24.12.2020 1000106
143 3 B Preventive Maint for Eq 4 24.03.2021 1000107
143 3 B Preventive Maint for Eq 5 24.06.2021 1000108
143 3 B Preventive Maint for Eq 6 24.09.2021
143 3 B Preventive Maint for Eq 7 24.12.2021
143 3 B Preventive Maint for Eq 8 24.03.2022
143 3 B Preventive Maint for Eq 9 24.06.2022
143 3 B Preventive Maint for Eq 10 24.09.2022
143 3 B Preventive Maint for Eq 11 24.12.2022
143 3 B Preventive Maint for Eq 12 24.03.2023
143 3 B Preventive Maint for Eq 13 24.06.2023
143 3 B Preventive Maint for Eq 14 24.09.2023
143 3 B Preventive Maint for Eq 15 24.12.2023
143 3 B Preventive Maint for Eq 16 24.03.2024
143 3 B Preventive Maint for Eq 17 24.06.2024
143 3 B Preventive Maint for Eq 18 24.09.2024
143 3 B Preventive Maint for Eq 19 24.12.2024
143 3 B Preventive Maint for Eq 20 24.03.2025
143 3 B Preventive Maint for Eq 21 24.06.2025
143 3 B Preventive Maint for Eq 22 24.09.2025
143 3 B Preventive Maint for Eq 23 24.12.2025
143 3 B Preventive Maint for Eq 24 24.03.2026
143 3 B Preventive Maint for Eq 25 24.06.2026
143 3 B Preventive Maint for Eq 26 24.09.2026
143 3 R Preventive Maint for Fn 27 24122026

Schedule generated for one year from the date of trigger.
Confidential Document Copyright © 2018 Tech

Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change

Page 18 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

External Service Creation in Maintenance Order
Open Order in IW32 and start execution of operation on given dates, as per operation you can go for

tendering activity, internal execution.

= oOrder Edit Goto Extras Envionment  System  Help
2 | l«H eael & e @

Change Preventive Maintenance 1000100: Central Header

Order zMo1 /1000100 - Preventive Maint for Eql 2 @
Sys.Status |REL mMnT PRC |

HeaderData ], Operations | Components " Costs  Objects  Additional Data " Location | Plnning | Control |

| Person responsible |

PlnnerGrp [107] 7 [1o00] MEED Notifctn @
Mnawk.ctr  |PM ME |/ [1000) PM CME Departm.. Costs 0,00 INR
PMActType | |
SystCond. N
| Dates |
Bsc start [24.09.2020] Priority ' i @
Basic fin. 24.05.2020 Revision
| Reference object |
Func. Loc.  |1000-WDLA-0002 | "antop Vilage, Wadala" e
Equipment [10000338 | 30 HP Kirloskar Water Pumping Set
Asserrbly | '
| First operation |
Operation [A Check ' Calc. key ' -
wkCtr/Pint [P _cvE | /[1000| Ctrikey [PM01] Acty Type CJPRT
Work durtn [ number [ Oprtn dur. [ ] O comp.
" 3 =)
1
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For preventive Maintenance by External Vendor, change the control key from PM01 to PMO03 because of
Tendering activity.

[E order Edit Goto Extras Envronment  System  Help

9 @ C«Heace s oLy P8 em
| Change Preventive Maintenance 1000100: Operation Overview
EEH TN B Gy 1 & 2 Complete (business) [ R

order zmo1|[1000100 | [preventive Maint for Eq I@ @
Sys.Status |REL IMAT PRC &

HezderData ./ Operations | Components | Costs | Objects | Additional Data | Location | Planning | Control |

General ][ Internal ][ External ][ Dates ][ Act. Data ][ Enhancement ] @m@[ Ex. Factor ] Catalog ] [W
ER|Op... SOp |Work Ctr Plant |Co... |StTextk .. Operstion short text L... |Actual work work  Un [N..Dur.  Un |CKey ActT

0010 BM_CME 1000 PMO1 A Check 0,000 -
ooz e e 1 J— B Check 0,000 -
| Jonao BM_CME 1d Preventive Maint by External Vendor 0 o0H H [Calculate du. ~
_0050 FM_CME 10 [ 4 o H H -

00&0 PM_CME 1000 PMO1 [i] H H -
| o070 FM_CME 1000 PMOL 0 H H -
70080 PM_CME 1000 PMO1 [i] H H -
| Jooso FM_CME 1000 PMOL 0 H H -
70100 PM_CME 1000 PMO1 [i] H H -
| o110 FM_CME 1000 PMOL 0 H H -
_0120 PM_CME 1000 PMO1 1] H H -
N BMY_CME 1000 EMOL 0 H H -
_0140 FM CME 1000 EMOL 1] H H -
| Joiso EM_CME 1000 MO i H H -
— =]
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[Z oOrder Edit Goto Extras Environment System  Help

I -

| Change Preventive Maintenance 1000100: Operation Overview
S ERNTN B SS Complete (business) [EL [EL
Order [zM01 1000100 | |preventive Maint for Eq | @

Sys.Status |REL NMAT PRC =]

Opr. short text |Pre1.rent'r|.re Maint by External Vendor | L k Planning l L
Operation gty |l |AT.T Sort Term
Price [o,00 [mm | per T Factor ] Catalog ]
Material Group Cost Elerment |L |
Purch. Group lﬁ\ /{1000 Vendor
Agreement | | / | | Info record
Recipient Unloading Point | ::
Requisitioner Tracking Mumber
Pl. Deliv. Time lj []5ubcontr. FW Order | | /] |
[ Error @

" loioo | | n External operation —> please enter material group |

o110 | -

o120 | -

0130

| lo1a0| | |

T laisn T T B T —

O[]

And Press, “Enter”

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

Accepting No Limits Driving Positive Change

Page 21 of 214



Tech
Mahindra

—

SAP User Manual for Preventive Maintenance

Enter details of Material Group, Purchasing Group & Plant, press Enter, and fill the same details for next
operation.

[ Change Preventive Maintenance 1000100: Operation Overview

| - |

Change Preventive Maintenance 1000100: Operation Overvie
= B 27 W B Gy 5] & Complete (business) [E& [A
Order \zM01 1000100 . |preventive Maint for Eq | @

Sys.Status [REL MANC NMAT NTUE PRC (Al

Opr. short text |Pre1.renti1.re Maint by External Vendor |

Operation gty |l ||AT.T | Sort Term

Price |f:|r aa ||IHR | per 1

Material Group lm Cost Element |—|

Purch. Group 101|@l1000 Vendor

Agreement | | ! | | Info record

Recipient Unloading Point | |
Requisitioner |—| Tracking Mumber |—|

Pl. Deliv. Time |_| [ 1Subcontr. FW Order | | 7] |

0114 PM CME 1000 EMO1
0120 EM CHE 1000 EMO1
Below message will appear for not maintaining external operation.

Purchase requisition for service activity / element cannot be generated
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You need to maintain Service Operations.

Select the operation, click on External, and maintain the data, same need to be done for the further
activities, which are planned for tendering.

[ oOrder Edit Goto Extras Envionment  System  Help

Q| «H eqe = DHhapn 80 e
Change Preventive Maintenance 1000100: Operation Overview
S EH R TIE B B 5] & B complete (business) [ R

Order zMo1 1000100 | [preventive Maint for Eq |@
Sys.Status |REL NMAT PRC I@J

HeaderData -/ Operations | Components " Costs | Objects | Additional Data | Location | Planning | Control |

—
[ General ][ Internal I External ][ !Dates ][ Act. Data ][ Enhancement ] [%]E]E][ Ex. Factor ] Camlog]

EE Op... s0p |Work Ctr Plant | Co... | StTextK |S..| Operation short text |L... |Actual work Work Un
0010 M_CME 1000 PMO1 A Check 0,000

__oozoj PM_QME 1000 PMO1 B Check 0,000

_PO“OJ EM_CME 1000 EMO3 Preventive Maint by External Vendor 0 oH
0050 M_CME 1000 PMO1 0 H

_0050 PM CME 1000 EMOL1 i} H

" oo ™M_CUE 1000 PMO1 0 H

" looso mM_CUE 1000 PMO1 0 H

_0090 PM_CME 1000 EMOL1 0 H

" Jooo M_CUE 1000 PMO1 0 H
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[ Order Edit Goto FExtras FEnvironment System  Help

@ v«d eqce NL0 N0 ew

‘ Change Preventive Maintenance 1000100: External Processing Operation

M 4 » M | |® | Headerdata Operations Components = T35 [2]

Order 1000100 Activity 0040| / Ctrl key EM0O3
StdTextKey/ShrtText | | Preventive Maint by External Vendof | 2

General | Intemnal / Extemal | Dates | Act.Data | DryDock |

Operation gty 1 ’E‘ Sort Term
Price 160.000,00 [ | per 1
Material Group 72000000 Cost Element
Purch. Group [1o1] 7 [1000] Vendor
Agreement A Info record
Recipient Unloading Point [
Requisitionar MPO0B11268 Tracking Number
Pl. Deliv. Time ] ["|Subcontr. FW Order ]
__/Components VReIationshbs |
B3| Line D.Service No.___Short Text |Quantity |un | Gross Price |crey | Overf. Tol. |U|Cost Elem... |s...
10 o Coats - Oil Bound Distemper 10 M2 16.000,00 INR 41300012
20 0 1R 0
30 0 1R 0 -
10 ] nm 0 -
4| v = “
n !-—D Service Sel. ] Catalog ] tne |10 |

Click on Header Data & Save it.

Order saved with number 1000100
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Open the order again using TCODE IW32 and enter the Order No 1000100

=g Order Edit Goto  Extras  Environment  System  Help
Qo | | « Q@ e @

Change Order: Initial Screen

Header data Operations Components Costs Additional data  Planning  Conftrol E_\";.'

= 1
Order 1000100 _|| '
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Release the Order by Clicking o this Icon

= Order Edit Goto Extras Environment  System  Help

9 | «H eae & HE @
Change Preventive Maintenance 1000100: Central Header

= = e Fr =1 47 & complete (business)

Order zMo1| 1000100 | I'_Preuentuelmtfurlad @ @
Sys.Status |REL HNMAT PRC I@

HeaderData lr Operations | Components | Costs - Objects | Addtional Data | Location | Plnning - Control |

| Person responsible |

PlannerGrp [107] 7 [1000] MEED Notifctn @
Mn.wk.ctr [P o |/ [1000] pM cME Departm.. Costs 0,00 INR
PMACtType | |
SystCond. [
| Dates |
Bscstat  |24.08.2020) Priority | - [T
Basic fin. 24.08.2020 Revision

Reference object |

Func. Loc. |1000-WDLR-0002 "Antop Vilage, Wadala" o
Equipment |10000338 30 HP Kirloskar Water Pumping Set
Assermbly
| First operation |
Operation [A check | Calc. key hd
WkCEr/PInt  |PM_CME /1000| Ctrlkey |PMOL| Acty Type [JPRT
L T 1 . _ 1 - . _ 1 —~_
After Release save the Order again using save icon . The system will show the following message

Order saved with number 1000100
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Open the order again using TCODE IW32 and enter the Order No 1000100 and Press Enter

=y Order Edit Goto  Extras  Environment  System  Help
Q | | « Q@ e @

Change Order: Initial Screen

Header data Operations Components Costs Additional data  Plnning  Control B3

-

= 1
Order Il_ll}l}l}ll}l} _|| '
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Go to Operation Tab and Select the Operation and Actual Data

[& order Edit Goto Extras Envionment  System  Help

@ = -l«Heaqe = DhaH AT em
| Change Preventive Maintenance 1000100: Operation Overview
EE TN RS B S & 2 complete (business) [ER L

Order zo1l[1000100 | [preventive Maint for Eq |@ @
Sys.Status |REL MANC NMAT NIUP ERC (]

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

Internal External l hancement E 3

B Op... SOp |Work Ctr |Plant | Co... StTextK |S.. Operation short text |L.... | Actual work Work  Un N..Dur.  |Un CKey il

0010 FM_CME 1000 PMOL A Check 0,000 -
_EIUZU FM_CME 1000 [PMOL B Check 0,000 v
jnhmj PM_CME 1000 PMO3 Preventive Maint by Extemal Vendor 0 oH H Calculate du. ~

0060 PM_CME 1000 EMO1 0 H H -
| o070 PM_CME 1000 PMO1 0 H H -
| looso BM_CME 1000 BMO1 0 H H -
_UUSU PM_CME 1000 PMOL 0 H H -
_Dlﬂﬂ PM_CME 1000 PMO1 0 H H -
_Dllﬂ PM_CME 1000 PMO1 0 H H -
| |oazo BM_CME 1000 MO1 0 H H -
| o130 PM_CME 1000 PMO1 0 H H -
_Ul4U PM_CME 1000 PMOL 0 H H -
_Ul5U PM_CME 1000 PMOL 0 H H -
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Purchase Requisition Created under this No 2001000961

E Order Edit Goto Extras Environment  System  Help

9 | “«H ege DN S0 e

Change Preventive Maintenance 1000100: General Operation Data

4 4 » M | |® | Headerdata Operations Components | =% [

rrrsrr R (v P | [
Order 1000100 Activity 0040 / Ctrl key EMO03
StdTextKey/ShrtText | | Preventive Maint by External Vendor | 2

General | Internal | External | Dates /.M:t.Dah ]' Dry Dock |

| Completion confirmation |

Confirmation 621 Actual work oz |
No Remain. Work [ Forecast work a
s | |
Requisition 200100096110 R Qty [ o000 |
O

Services ]' Components - Relationships |

B Line D.. Service No. Short Text Quantity Un |Gross Price Croy  |Overf. Tol. |U|Cost Elem... S...
10 []2300000085 Two Coats - Ol Bound Distemper 10 M2 1€.000,00 IHR 41300012
20 a IR L
30 O INR ] -
40 O INR ] v

0 0
PR is generated, now this need to be saved with tendering or Non Tendering.
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Purchase Requisition Creation MM Script

?
Go to Transaction Code ME52N and click on button to open the PR, which is generated from

maintenance order.

Enter the PR Number and press “Enter” for update for Tendering activity.

= Purchase Requisiion  Edit  Environment  System  Help

Change Purchase Req. 2001000961

Document Overview Off | [ %8 ¥ | &0 [£] Z1Personal Setting

| standard PR v /[2001000961]

Purchase Requisition [2001000965@ () 1 B s L) B JFHLL] (E)) () E2) (8] | [ET pefouk vaues
bal Short Text Quantity Unit C Delivery Date |Val. Price P, |Matl Group | Available Qty in Stock Plant Sto

[ — Preventive Maint by Exter 1 AU D 24.09.2020 160.00 1 Constructio  0.000 Mumbai Port
() Pur. Order | 0
J (#) Purch. Requisition 0
() SRM Contract 0
]
]
[other bocument € | 0
0

——

LA

Ttem [T 10 ] Preventive Maint by External Vendor -/ E]E]

7Account Assgnment | Source of Supply | Versions | Status  Contact Person | Texts | Delivery Address ./ Customer Data - External Source

| Select Custom Field List |

(®) Data Fields O Email List Terms & Conditions

Mode of Purchase Tender ¥ Purchase types [ v

Avzilable Qty in Plant 0.000 Sample T

Last Year Consumption 0,000 Life Certificate 2

Avg Annual Req Qty 0,000 Stock Certificate n

Escalation % Original Valuation 160.000, 00 :
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Go to customer data Tab, and fill the detail for Tender or Non Tender

Edit

& Ppurchase Requisttion Environment Help
9 | « eae i
Change Purchase Req. 2001000961

Document Overview Off | [ %% I}

System

&t

[i] £ personal Setting

~|[z001000961]
~

No

A8 ew

variant o
defined

’
Hierarchy

|Short Text
Preventive Maint by Exter

B st |ftemA |1 |Materil
D

10 F

LN

] Standard PR
Header
Y @O EEREELD LR B B JEL) ) EE 8 Elvetur vaues £

| Quantity|Unit|C | Delivery Date|Val. Price P |Matl Group | Available Qty in Stock Phant Stor. Lt
1 AU D 24.00.2020 160.00_ 1 Constructio, 0.000 Mumbai Port

0

o0 oo oo

|[ 10 ] Preventive Maint by External Vendor

[E] Item

-

/7 Account Assignment

}/Source of Supply I/Versions YS\atus VContact Person

}/Tex\s I/Del'rvery Address /Ctdnlmll)iz l/ExtemaI Source of &

| Select Custom Field List

; ——

Mode of Purchase

(+)Data Fields _
Ifrender
|

~ | Purchase types

Available Qty in Plant 0.000]
Last Year Consumption 0,000
Avg Annual Reqg Qty 0,000

[ ]

Escalation %

Confidential Document

Sample

Life Certificate [

Stock Certificate [~

Original Valuation ’Tﬂn,mﬂ :
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Purchase Requisition Approval
Login as Approver 1 (Assistant Engineer) in SAP System.

= User  Systermn Help

® | v| « @

SAP

Mew password

Client 500

User REOOL
I il

PHESWGFI:I 'k'k'.l"k'k'klk'k'k')r'.lr'k1
B =

Logon Language |E|
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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

& sswp N dEH @@ CHE Ohoo @ I

‘ SAP Easy Access
B E ﬁﬂther menu E % & v A BCr:—:—ate role @ASSign Users @Dnc

~ &1 Favorites
* [ Transaction
» [(JReports
~ =7 SAP Menu
* (J Connector for Multi-Bank Connectivity
~ &1 Office
- [ Workplace]
* (O Telephone Integration
¥ (I Appointrment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000961” message
will appear.

?New message ﬂﬁ Find folder ﬂﬁ Find document @Appomtment calendar E’% Distribution lists
~ < Workplace: MP00611268

&)
~ Ealnbox _‘

+ & Unread Documents 0 Workflow 26
- &] Documents 12

T S R =) T

EE LI

Ex_ Title Status ‘Work Item ID Creation Da, Creation P At Co. W._ Dynamic columr
> D worifiow 26 "Please approve the Purchase Requisition 2001000961 e 415262 19.07.2020 15:10:33 5 |
5 L pp al 1
* I overdue entries 0 %, Please approve the Purchase Requisition 2001000961 ] 415261 19.07.2020 15:10:16 5 -
: g 2Bl #, Please approve the Purchase Requisition 2001000959 @ 415060 19.07.2020 15:10:03 5
. ~ E”t”“ TEEBT 2, Please approve the Purchase Requisition 2001000959 @ 414485 10.07.2020 15:07:07 5
C = g“t ;" 5, Please approve the Purchase Requisition 2001000659 @ 414484 10.07.2020 15:06:38 5
-4 Resubmission —
b ;3 Private folders %% Please approve the Purchase Requisition 2001000959 (] 415259 10.07.2020 15:05:51 5
o Please approve the Purchase Requisition 2001000959 415258 19.07.2020 15:05:51 5
» €2 Shared folders
C :i:;? Subscrbed Folders %%, Please approve the Purchase Requisition 2001000958 o= 415228 17.07.2020 10:00:27 5
. ﬁ Trash 5, Please approve the Purchase Requisition 2001000959 oo 415227 17.07.2020 09:59:48 5
+ 1007 Shared trash %, Please approve the Purchase Requisition 2001000959 (7l 414370 17.07.2020 09:58:25 5
57{, Please approve the Purchase Requisition 2001000958 (=] 414369 17.07.2020 09:57:56 5
52, Please approve the Purchase Requisition 2001000932 (&) 412260 03.07.2020 16:48:52 5 a
%, Please approve the Purchase Requisition 2001000932 2 412259 03.07.2020 16:48:04 5 A
b <

; Tips & tricks: Set work item to 'done'...
Please approve the Purchase Requisition 2001000961

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
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Double Click on the “Please Approve Purchase requisition 2002000961” message. It will open
the Purchase requisition document in Display mode.
Click on “ & . Back Button. System will open Decision step in workflow screen.

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

[& pecsion Edit Gote System  Help
] =
o -]« e s =F Qm
Decision Step in Workflow

Tworkflow [ Create  BlImport

Please approve the Purchase Requisition 2001000961

Choo=e one of the following alternatives
Eprove Purchase Requisition
B

Description Objects and attachments

Select one of the awvailable 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
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Login as Approver 2 (Executive Engineer) in SAP System.

[ User System Help

@ | v | « @
SAP

Mew password

Client 500

IF ol
User EE00L

Password KEKNERKN ALK N,

Logon Language lm
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| &3
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.

[ Menu Edit Favorites Extras  System  Help

& sswp N dEH @@ CHE Ohoo @ I

‘ SAP Easy Access
B E ﬁﬂther menu E % & v A BCr:—:—ate role @ASSign Users @Dnc

~ &1 Favorites
* [ Transaction
» [(JReports
~ =7 SAP Menu
* (J Connector for Multi-Bank Connectivity
~ &1 Office
- [ Workplace]
* (O Telephone Integration
¥ (I Appointrment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000961” message
will appear.

" Mew message (i) Find folder () Find document  [El Appointment calendar % Distribution lists

~ o Workplace: MP00611268

ot BLE ] SR EE I FITLE
~ &2 Inbox
+ = Unread Documents 0 Workflow 26
+ & Documents 12 Ex_. Title Status | Work Item ID Creation Da_, Creation _ |P |At_ |Co_ W, Dynamic colurnr
» I woridiow 26 %%, Please approve the Purchase Requisition 2001000961 = 415262 10.07.2020 15:10:39 5 -
+ IO overdue entries 0 %, Please approve the Purchase Requisition 2001000961 ] 415261 19.07.2020 15:10:16 5 -
+ I Deadine Messages 0 %, Please approve the Purchase Requisition 2001000959 @ 415260 19.07.2020 15:10:03 5
, ég;g&”“ AR U D 52, Please approve the Purchase Requistion 2001000959 © 414485 10.07.2020 15:07:07 5
» ¢l Resubrmission # Please approve the Purchase Reguisition 2001000959 ) 414484 19.07.2020 15:06:38 5
. K:‘s Private folders %5, Please approve the Purchase Requisition 2001000959 [ve] 415259 19.07.2020 15:05:51 5
v ¢@ shared folders 5, Please approve the Purchase Requisition 2001000959 [v%] 415258 19.07.2020 15:05:51 5
» tm}" Subscribed Folders Q, Please approve the Purchase Requisition 2001000958 (5] 415228 17.07.2020 10:00:27 5
+ 507 Trash 52, Please approve the Purchase Requisition 2001000959 @ 415227 17.07.2020 09:59:48 5
+ iif Shared trash 52, Please approve the Purchase Requisition 2001000959 (&) 414370 17.07.2020 09:58:25 5
[ %%, Please approve the Purchase Requisition 2001000958 =) 414369 17.07.2020 09:57:56 5
%5, Please approve the Purchase Requisition 2001000932 [ve] 412260 03.07.2020 16:48:52 5 a
%5, Please approve the Purchase Requisition 2001000932 (o] 412259 03.07.2020 16:48:04 5 A
4 4
Tips & tricks: Set work item to 'done'...
Please approve the Purchase Requisition 2001000961
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 requisition 2002000961” message. System will
open the Purchase requisition document in Display mode.

Click on “ & . Back Button. System will open Decision step in workflow screen.
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Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.
[E Decision Edit Goto System Help
@ -]« L= S0 =
Decision Step in Workflow

Tworkflow  [HyCreate  FlImport

Please approve the Purchase Requisition 2001000961

Choose one of the following alternatives
Eprove Purchase Regumisition
B

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 2.

Purchase Requisition Approval Request notification is forwarded to Approver 3.

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

Accepting No Limits Driving Positive Change

Page 39 of 214



Tech
Mahindra

—

SAP User Manual for Preventive Maintenance

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

[ User System Help

0 | "'l & @ Iﬁ IE'
SAP
MNew password
Client 500
ser DYCMEDODL
Password Toanafonnnnn]
L .l
Logon Language lﬁ|
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| &4
Click on “ 2

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

” SAP Business Workspace Button.

[ Menu Edit Favorites Extras  System  Help

& |sswp Y dH e@e  CHE sman @ M|

‘ SAP Easy Access
L_ﬂ E && Other menu HE S v oa BCreate rale @Asmgn LISErs @Dm

* &1 Favorites
* [ Transaction
v (1 Reports
~ 3 SAP Menu
v (1 Connector for Multi-Bank Connectivity
~ &1 Dffice
- [ Workplace]
¥ (O Telephone Integration
» (1 Appointment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000961” message
will appear.

" Mew message (i) Find folder () Find document  [El Appointment calendar % Distribution lists

~ o Workplace: MP00611268

ot BLE ] SR EE I FITLE
~ &2 Inbox
+ = Unread Documents 0 Workflow 26
+ & Documents 12 Ex_. Title Status | Work Item ID Creation Da_, Creation _ |P |At_ |Co_ W, Dynamic colurnr
» I woridiow 26 %%, Please approve the Purchase Requisition 2001000961 = 415262 10.07.2020 15:10:39 5 -
+ IO overdue entries 0 %, Please approve the Purchase Requisition 2001000961 ] 415261 19.07.2020 15:10:16 5 -
+ I Deadine Messages 0 %, Please approve the Purchase Requisition 2001000959 @ 415260 19.07.2020 15:10:03 5
, ég;g&”“ AR U D 52, Please approve the Purchase Requistion 2001000959 © 414485 10.07.2020 15:07:07 5
» ¢l Resubrmission # Please approve the Purchase Reguisition 2001000959 ) 414484 19.07.2020 15:06:38 5
. K:‘s Private folders %5, Please approve the Purchase Requisition 2001000959 [ve] 415259 19.07.2020 15:05:51 5
v ¢@ shared folders 5, Please approve the Purchase Requisition 2001000959 [v%] 415258 19.07.2020 15:05:51 5
» tm}" Subscribed Folders Q, Please approve the Purchase Requisition 2001000958 (5] 415228 17.07.2020 10:00:27 5
+ 507 Trash 52, Please approve the Purchase Requisition 2001000959 @ 415227 17.07.2020 09:59:48 5
+ iif Shared trash 52, Please approve the Purchase Requisition 2001000959 (&) 414370 17.07.2020 09:58:25 5
[ %%, Please approve the Purchase Requisition 2001000958 =) 414369 17.07.2020 09:57:56 5
%5, Please approve the Purchase Requisition 2001000932 [ve] 412260 03.07.2020 16:48:52 5 a
%5, Please approve the Purchase Requisition 2001000932 (o] 412259 03.07.2020 16:48:04 5 A
4 4
Tips & tricks: Set work item to 'done'...
Please approve the Purchase Requisition 2001000961
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 requisition 2002000961” message. System will
open the Purchase requisition document in Display mode.

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

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

Accepting No Limits

Page 42 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.
[E Decision Edit Goto System  Help
LM -]« (] TR o=
Decision Step in Workflow

i

Tworkflow  [hCreate  E)Import

Please approve the Purchase Requisition 2001000961

Choose one of the following alternatives

Ezprove Porchase Regmiszition

IReject Purchase Requisition
e/

De=scription Objects and attachments

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

No attachments eor ckjects 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.
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Login as Approver 4 (CME) in SAP System.

= User  System  Help

SAP

Mew password

Client 500

User m
U al

Password Doaaforanaa]
L |

Logon Language @
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&

Click on “
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

” SAP Business Workspace Button.

(T Menu Edit Favorites Extras System  Help

& | sswp Y JH @@ CHE DTLod @

‘ SAP Easy Access
L_ﬂ E ﬁmanner menu @ % & e BCreate role @Assign users @Dm

* 31 Favorites
* [ Transaction
* [ Reports
~ =1 SAP Menu
* [ Connector for Mutb-Bank Connectivity
~ 3 Dffice
- [&2 workplace]
* [ Telephone Integration
» (3 Appointment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000961” message
will appear.

" Mew message (i) Find folder () Find document  [El Appointment calendar % Distribution lists
~ o Workplace: MP00611268

¥ &2 Inbox ‘:“

+ = Unread Documents 0 Workflow 26
+ &1 Documents 12

BLE JE (=SS

EDE D

Ex_, Title Status Work Item ID Creation Da,, Creation P At Co. W, Dynamic columr
» I woridiow 26 %%, Please approve the Purchase Requisition 2001000961 = 415262 10.07.2020 15:10:39 5 -
+ IO overdue entries 0 %, Please approve the Purchase Requisition 2001000961 ] 415261 19.07.2020 15:10:16 5 -
+ I Deadine Messages 0 %, Please approve the Purchase Requisition 2001000959 @ 415260 19.07.2020 15:10:03 5
, égtﬂ;"“ AR U D 52, Please approve the Purchase Requistion 2001000959 © 414485 10.07.2020 15:07:07 5
» ¢l Resubrmission # Please approve the Purchase Reguisition 2001000959 ) 414484 19.07.2020 15:06:38 5
. K:‘s Private folders %5, Please approve the Purchase Requisition 2001000959 [ve] 415259 19.07.2020 15:05:51 5
v ¢@ shared folders 5, Please approve the Purchase Requisition 2001000959 [v%] 415258 19.07.2020 15:05:51 5
» EL[(\; Subscribed Folders Q, Please approve the Purchase Requisition 2001000958 (5] 415228 17.07.2020 10:00:27 5
+ 507 Trash 52, Please approve the Purchase Requisition 2001000959 @ 415227 17.07.2020 09:59:48 5
+ iif Shared trash i 52, Please approve the Purchase Requisition 2001000959 (&) 414370 17.07.2020 09:58:25 5
%%, Please approve the Purchase Requisition 2001000958 =) 414369 17.07.2020 09:57:56 5
%5, Please approve the Purchase Requisition 2001000932 [ve] 412260 03.07.2020 16:48:52 5 a
%5, Please approve the Purchase Requisition 2001000932 (o] 412259 03.07.2020 16:48:04 5 A
4 4

Tips & tricks: Set work item to 'dome'...
Please approve the Purchase Requisition 2001000961

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

Before you make a decision, you can display the
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Double Click on the “Please Approve Purchase requisition 2002000961” message. System will
open the Purchase requisition document in Display mode.

Click on “ & Back Button. System will open Decision step in workflow screen.
Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition.
5 Decsion Edit Goto System  Heb
@ v« @ = =
Decision Step in Workflow

>

Tworkflow [ Create  BlImport

Please approve the Purchase Requisition 2001000961

Choo=e one of the following alternatives
Eprove Purchase Requisition
IReject. Purchase Requisition

Display Purchase Requmisition

Eproval or Rejection History

Hold

Description Objects and attachments

Select one of the awvailable 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 4.0nce the Purchase requisition is approved by
all 4 level approvers, a notification is triggered to Purchase Requisition Initiator and all
preceding approvers.
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Enter T Code ME53N to display the Purchase Requisition system shows that PR is approved by

all levels

=4 Purchase Requisiion ~ Edit  Environment  System  Help

@ | |« eqe oM H0 ew

Display Purchase Req. 2001000961

Document Overview Off D E'? fﬁ 5] .@Persona\sattlng

No a Elsmndard PR ~| 2001000961
c - Texts ./ Release strategy
variant
v
deﬁned Release group [F1 Release Group for PR Code ‘Descnpnon \S\at .
[+l 4 Release Strategy [21] Rel strategy for PR AL Levell v
A2 Level 2 o
Al A3 Level 3 o
Release Indicator RFQ/purchase order M Leveld 3

B @ EEEEFLELEL e R JEL @) EEEE) Bkt vakes [ 1]

B st Tem A I Materal |Short Text
10 F D Preventive Maint by Exter

i

|[10 1 Preventive Maint by External Vendor  ~ | [«]~]

‘Stor. Loc. |PGr |Requ'snr.

| Quantity|Unit C Delivery Date|Val. Price P Matl Group | Avalable Qty in Stock Plant
1 AU D 24.09.2020 160.00. 1 Constructio. 0.000 Murrbai Port 101 MPOOG112

I, G0

@Item
- Services kUrmts kMateriaIDa\a kQuantmeleates kVa\uation kAccountAss»gnment kSourceofSupply l/Versions l/Slatus Contact Person kTex\x

Created by [MPoOG11268 | Changed on [15.07.2020
Crea. ind. Production order -

Requisitioner ’m‘ Tracking Mumber 1

Purch. Group [101] Materisl Mamt Telephane
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SRM Tendering Activity Script

Portal Logon

EBS Portal & SSO to SRM Portal

Access the URL URL https://10.9.7.22:8001/ebs-portal/ in IE browser. Below screen will be displayed.

o ® https://109.7.22:8001/ebs-portal/ ~ © Ceificate error & | | Search... Bl &~ 2

“ | EBS Portal

E Skip To Main Content | & eoo ~Q AboutUs ContactUs
; @ INDIAN PORTS ASSOCIATION N

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

Login " -
" g 8" Not Registered yet ?
Pensioners 4 5 o = - Lex

L =
( REGISTER AS A CUSTOMER /‘\
oo

f’ REGISTER AS A SUPPLIER

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

SUBMIT

ik I

(# Supplier Registration Status

LEURED i

4 Open Tenders

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

Click on “Submit” button.
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& hitpr/ 087223001/ sbn-pectalf - @ Comficateamar & Search. 2
% | EBS Potal

E English Ship To Main Contant Q  About Us ContactUs

I

Login
IM ik

10100020
sesaseens

| P T T

/ We Acknowledge and accept
the Terms And Conditions

_ Note: Password is case sersithve. |

LU

4, Open Tenders

L LILAREE VU

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

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

QO i = @ Cenfatesror O
* | EBS Poctal

x
S oo 000

48 INDIAN PORTS ASSOCIATIC
&2 R i £ apex bady of Majer M-nﬁ--w»(‘mwawas}
—————
i) Login

Port Users ’ Pensaners

Entor the 4 digit OTP semt via SMS on your

phone (T3300XX432}
99:ﬁ xX
(<4381
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Once system verifies the OTP a new window will be displayed. Select “Other EBS Application” tab and click
on “SRM Portal” link. Please see screenshot below.

Englih siptomanconer (@@ Q. Home AboutUs ContactUs &ADT

{Mumbai Port Trust)

INDIAN PORTS ASSOCIATION L
An apex body of Major Ports under Administrative Control of Ministry of Shipping Sﬂﬁﬁﬁm:%‘“
EMPLOYEE PORTAL
SAP Apps General | Other Ebs Applicationsl
i o T w
)
Employee Self DMS Eoffice SRM Portal
Service —
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A new window will be opened wherein you will be redirected to the SRM portal through SSO. The screen

will be displayed as shown below.

e I https://ipasdbaieq portebs.com:50001/irj/portal - @0 || Search. P R BO®
"% Employee Landing Page |E.. * 7 Inbox - IPA SRM Portal X _

| Log Off

Welcome 10100020 (10100020)

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

Y

Home ‘Strategic Purchasing

Overview

Work Overview

The list of items shown here could be cutdated. Waiting for update
Reports o

Hlerts - I Hofifications
-
Services Show: [New and In Progress Tasks | = (Al [+ & FEE

Advanced Search

8 subfct Sent Date = DueDate - staus B

The screen contains the information of User id / Name and logon time at the right corner. The “Home”

tab will be displayed on the left corner of the screen.

| Log Ofi

Welcome 10100020 (10100020
Login Time:19/07/2020 19:03.22 151

E - PROCUREMENT PORTAL

SaticPurchasig

Overview
Work Overview o "

The list of items shown here could be outdated. Waiting for update
Reports o

Alerts. - | Motications
Services Show: [New and In Progress Tasks |~ [All I~ A F EE

Advanced Search

B Subject Sent Date = DueDate - Status =
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Strategic Purchasing

Select “Strategic Purchasing” tab then click on “Strategic Sourcing” link. At the right side panel, user will
be able to see the list of RFx’s with various status.

This is basically a dashboard where the user can view and act upon the tender’s created using their user-
id’s.
There are different search criteria’s provided by system to search the Tender’s created.

Welcome 10100020 (101
Login Time: 19/07/2020 19:03

E - PROCUREMENT PORTAL

Home Strategic Purchasing

Overview  Reporls

Strategic Sourcing

Lentral LonTacts An

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

‘Contract Management
Business Partner

Workload Redistribution
RFxs - All
S
Services  Hide Quick Criteria Maintenance Query has been changed Change Query Define New Query Personalize
e L — L —
S S
* Auction Hame of RFxc | ]

* Auction Template
* RFx

* RFx Template
Central Functions

* Carry Out Sourcing

Upload / Migrate Certificate

Home | Strategic Purchasing

Overview  Reports
Strategic Sourcing
Contract Management
Business Partner
Workload Redistribution

Services

Advanced Search
Create Documents
* Auction

* Auction Template
* RFx

* RFx Template
Central Functions

* Gany Out Sourcing

Upload / Migrate Cerlificate

Status:

Processed Since:

L H
. @

g O i 0 50000634
Product Category:
Submission Deadline: | |¥|
My RFx: O
Purchase Group: I = |
umber of RFx responses: & [ | To [
Sl | —

Strategic Sourcing E A
~ POWL 5
RFxs AIl(S4) Saved (1) Awailing Approval (34] Published (48) Completed (0) Release Rejecled (0) Deleled (0
Auctions Al (3) Saved (0) Published (1) Active (0) Paused (0) Ended (0) Completed (0)
Sourcing Templates Al RFxs (0) RFP (0) RFQ(0) All Auctions (0) English Auction (0) Gompany Best Bid (0)
Central Contracts Al (0)
Document Output Last 7 days (17)
Milestone Plans Al (0)
RFxs - All
{¥ Show Quick Criteria Maintenance {Query has been changed Change Query Define New Query Personalize
Viewr |[Standard View] ~|| CrealeRFx Copy | Display Edit Delete | Publish Responsesand Awards Prini Preview | Refresh Export , S
EL RFxMNumber  RFxName Type  Status RFx Category  Purchasing Organization Submission Deadiine  Responses =
| 5100000162 | Budgetary Offer ZEOI  Awaiing Approval Mumbai Port Trust Purchase Organisation 17.07 2020 0
| 5100000161 | Copy of 5100000160 BSE Test ZLT2  Published Mumbai Port Trust Purchase Organisation 16.07 2020 0
| 5100000160 | Copy of 5100000144 - BSE Test ZLT2  Published Mumbai Port Trust Purchase Organisation 14.07 2020 0 o
| 5100000152 | 10100020 08.07 2020 17:41:23 ZSTI  Awaiting Approval Mumbai Port Trust Purchase Organisation 31.07 2020 0
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Carry Out Sourcing
To see the list of purchase requisition’s replicated from the backend HANA system & create tender’s
against them, user need to go to Carry Out sourcing option. Follow below steps.

Select “Strategic Purchasing” tab then click on “Strategic Sourcing” link. Under “Central Function” click
on “Carry Out Sourcing” link.

Steps would be as Strategic Purchasing - Strategic Sourcing = Central Functions 2 Carry Out Sourcing.

Please see the screenshot below.

WEICUIIE LULUUUY [ LUIUUL

Login Time:19/07/2020 19:03.22

E - FPROCUREMENT FORTAL

Home Strategic Purchasing

Overview Reports

Strategic Sourcing
Contract Management Strategic Sourcing =l .
Business Partner

~ POWL =
Workload Redistribution
- Active Queries

Services

RFxs AN(54) Saved (1) Awailing Approval (34) Published (43) Compleled (0) Release Rejected (0) Deleted (0

Advanced Search
Create Documents
* Auction

* Auction Template
* RFx

* RFx Template
Central Functions

* Camy Out Sourcing

Upload / Migrate Certificate

Auctions All (3) Saved (0) Published (1) Aclive (0) Paused (0) Ended (0) Completed (0]
‘Sourcing Templates Al RFxs (0) RFP(0) RFQ({0) ANl Auctions (0) Engiish Auction (0) Company Best Bid (0)
Central Contracts Al (0)
Document Qutput Last 7 days (17
Milestone Plans Al (0)

RFxs - All
 Hide Quick Criteria Maintenance Query has been changed
I J—
Rete [

Name of RFx: \ \

Change Query Define New Query Personalize

]

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

requisitions.

Confidential Document

Copyright © 2018 Tech
Mahindra. All rights reserved.

Accepting No Limits

Driving Positive Change

Page 54 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

Assign Sources of Supply: Step 1 (Select Requisition)
|4 Previous |[Next b] | [Close || System Info || Create Memory Snapshat | [@.]
— 1 [ [ —
Select Requisition Assign Sources of Supply (No Hems) Review Drafts (No ltems) Summary Screen (No Documents)
wsahommRewsios  E,
Number of Requisition: I:l Name of Requisition: l:l Seftings
Product supier: [ 3
Rewester [ A Extemal Requi
g O i Account Assig Category: | [+]
Purchasing Group: Account Assi it Number.
Priority: I:E Intended for Grouping: [
Delivery DateRange: [ [+] Include Locked ltems: [
Delivery Date: i To: [
[ setect Al | Expand |[ Collapse | | | tide Subordinate Outines | | || [Reject ttems | Filter Settings
EX Requisition / Item Number Descripfion Category Priority  Quantity Unit Requester Delivery Date  Supplier Mumber  Supplier Name Contract Info Record External ltem Number Logical System D

If you know the PR number, then enter SAP Purchase Requisition in “External Requisition” field and click
on “Search” button. Purchase Requisition Line items shows below

Assign Sources of Supply: Step 1 (Select Requisition)
|4 Previous [ Next b | [ Close || System Info | Create Memary Snapshot |

w—r11) B E 4] 4
Select Requisition Assign Sources of Supply (No ltems) Review Drafts (No tems) Summary Screen (No Documents)
vsemGmRsis
Number of Requisifion: I:| Name of Requisition: I:l Settings
Item Descripfion: I:| Product Category:
Podct [ [ Supplier
Requester | Extemal Requirement: [200100086t -l
Purchasing Ot i Account Assi Category: | [=|
Purchasing Group: Account Assi Number.
Priority: I:E Intended for Grauping: ||
Delivery Date Range: :E Include Locked ltems: ]
Delivery Date: | Eo | [

[ Select Al || Expand || Colapse | | [ Hide Subordinate Outines | Al Categories [*/| [Rejectttems |

EL Requisition / ltem Number Configurable ltem Number Description

Category  Priority Quanfity Unit Requester Delivery Date Supplier Number  Supplier Mame  Contract InfoRecord External lfem Mumber ot
J v 2000000162/ oot Preventive Maint by Extemal Vendor 72000000 1 AU PLUSER  From24.09.2020 2001000961/00010
o mzcmnmmm 0001.44 Two Coats - Oil Bound Distemper 72000000 10 M2 PI_USER From 24.09.2020

2001000861/00010 U

Click on “Select All” button and click on “Next” button.
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Assign Sources of Supply: Step 1 (Select Requisition)

[« Plavlousl Next | | [ Close || System info || Greate Memory Snapshot | IE

— 3] B ~

Select Requisition Assign Sources of Supply (No ltems) Review Drafts (No ltems) Summary Screen (Mo Documents)

Number of Requisition: :’ Name of Requisition: :l Settings
fem Description | | Product Category:
Product Swpler [ A
Requester: External Requirement:
Purchasing Crganizafion: Account Assi Category: /—m
Purchasing Group: _ Account A it Number:
Priority: :E Intended for Grouping: [ |
Defivery DateRange: [ [+] Include Locked Items: [ ]
Delivery Date: Tn ]
[ select All [ Expand || Collapse | | [ Hide inate Outiines || All Categories [*] | [Reject ftems |

» [:] 20000001621 0001 Preventive Maint by External Vendor 72000000 1 AU PI_USER From 24092020 2001000961/00010

Once you click on “Next” button, system will direct to next step#2 of selecting the Draft document to be
created.

Once again click on “Select All” button to ensure all the PR’s and line items are properly selected.

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

IV hitps://ipasdbaieq.portebs.com:50001/irj/ portalNavigationTarget=ROLES%:3A%2F %:2Fportal_content%2Fcom.ipa IPA_Content®%2Fcom.ipa Portal_Roles%2Fcam.ipa.ro_strategicpurchaser®2Ffl strategic_purch%2Fl_overview%2Fcom.sap petsm.coren

Options

Assign Sources of Supply: Step 2 (Assign Sources of Supply ( 1 Items))
[4 Previous I Next b | [ Save || Close || System Info |[ Create Memory Snapshot | [@:

h—r] ] ] (f—

Select Requisition Assign Sources of Supply ( 1 ltems) Review Drafts (No lems) Summary Screen (Mo Documents)

(Select Al | Expand Al Collapse Al | Change | Refresh | | | Pronose Sources of Supply | Creale Draft | {Replace ltem vith Caalog tem 4 [ Undo Replacement | | [ Submit o Grouping | | [Remove | |  Assign to My Purchasing Group |
RFx

B Reguisition / Item Number ~ External ltem Number ~ Configurable ltem Number Descri Variant Category Descripfion Priority Quantity Unit Delivery Date Supplier Number  Supplier Name  Contract Coniract f

Auct
r ) (720000001621 2001000961 0001 Pmﬂnhw%)demawendur Construction Service 1 AU From 24.09.2020
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Once you click on “Next” button, system will direct to next step#3 of selecting the Transaction Type for
the tender to be created.

From the drop down list select “ZSTI - Single Tender” option.

(& Camy Out Sourcing - IPA SRM Portal - Internet Explorer -

‘ &7 hitps://ipasdbgieq.portebs.com:30001/irj/ portaliNavigationTerget=ROLES %3A%2F %2F portal_content?2Fcom.ipa.PA_Content%2Fcom.ipa.Portal_Roles%2Fcom.ipa.ro_strategicpurchaseris2Ffl strategic_purch®2Ffl_overview%:2Fcom.sap.pct.srm.core

Options
Assign Sources of Supply: Step 3 (Review Drafts ( 1 Items!!
4 Previous | Next b | [ Process All Drafls || Close | Process Selected Drafts | Edit Selected Drafs |{ System Info || Create Memory Snapshot | @
| S—
2] 3] [a]
w— 1] 2] B o -

Select Requisition Assign Sources of Supply (No liems) Review Drafts ( 1 tems) Summary Screen (No Documents)

[ change Setected Draft To . |[Remove | Seftings
E& Draft Name Draft Type Supplier Number Supplier Transaction Type [
|— 10100020 19.07.2020 19:54:36 Bid Invitation 7

ZAT1 ; Adv/Opn Tender 1 Env

ZAT2 : Adv/Opn Tender 2 Env

ZEOI : EQliBudgetary offer

ZUT1 : Limited Tender 1 Env B
ZLT2 : Limited Tender 2 Env

Z5TI: Single Tender

Ll L

et

EL Requisition / ltem Number Configurable ltem Number Descripion Category Quantity Unit  Info Record MNet Price Gross Price Currency [

|— ~ []2000000162 1 0001 Preventive Maint by External Vendor 72000000 1 AU 0.00 INR
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Once the tender type is selected, click on the “Edit Selected Drafts” button as shown below.

S

Riview Drals (1 Bewa)  Semmury 5o (e Donamenty,)

SekciRunton e o of Seppy e ey
frtr
Trasiackn Trpe :

Chasge St [ T, | s
Suier Vi Heie:

e Trpa
571 Sagle Tendes

[ shoeca reor e e

[Few— F——yT) T

A new window will get opened with all the details required for RFx creation.

Details are explained in next section#4 — RFx Creation. Simultaneously system will automatically move to

next step#4. Click on the “Close” button to close this screen.
Options *
Summary Screen: Step 4 (Summary Screen 1 Documents)
4. Previous || Next ] ‘ | Refresh || Clase | System Info || Create Memory Snapshot | [0:
|
[2] [3] [4]
h— ] Bl (—
Select Requisiion ~ Assign Sources of Supply (No ltems) Review Drafts (No ems) Summary Screen 1 Documents
Created Objects
Seftings
B Document Number Document Type Description Stafus Supplier Number Supplier Name Total Value Currency
|— 5100000176 RFx 10100020 19.07.2020 19:54:38 Saved 0.00
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RFX Creation - Edit RFx

RFx Parameters

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

Edit RFx : Opensside panel
[ Read Oni | | [ Close | Technical RFx | Pemissions | Publish | Save | Check | Export | Prin Preview | Dele | Waitan Rix Parameler | Import | System formation | Creale Memory Snapshot | Reled Links [@Z

|RFxll||mber 5100000175' RFx Name 10100020 19.07.2020 195438 |ype Single Temerl Status Saved  Created On 19.07 2020135648 |Created By ADITISHENDYE|  Time Zone INDIX  Number of Suppliers 0
umber erzion Number ersion [ype Version mal Version Number

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

Please see the screen shot below.
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Options ¥
Edit RFx : Open side panel
[ Read Only | | [ Close || Technical RFx || Permissions || Publish || Save || Check || Export | Print Preview || Delete || Maintain Réx Parameter || Import || System Informafion || Create Memory Snapshot || Related Links , | E@

RFx Number 5100000176 RFx Name 10100020 19.07.2020 19:54:38 Type Single Tender Status Saved Created On 19.07.2020 19:56:18 Created By ADITI SHENDYE Time Zone INDIA Number of Suppliers 0
Number of tems 1 Version Number Version Type Active Version External Version Number

. RFX Information i/ Bidders ltems Notes and Atfachments }/ Weights and Scores ’/ Approval }/ Tracking I
Ri

Fx Parameters ‘ Questions ‘ MNotes and Attachments

Identification Event Parameters A
RFx Name: [10100020 1907 2020 1954 38 Currency.
PoTenderto [ | Target Value IR

Detalkd Prce Information
Tender Descripfion: Follow-On Document: | Purchase Order of Contract ¥

Bidder Can Change RFx Responses: AMC Indi
Allow Mulfiple RFx Responses for Each Gompany: Q

Display Weighting fo Bidders: [ |

RFx Type: | Single Tender

Publication Type: |Restiicted RFx ||

Organization
Purchasing Organizatien: | Mumbai Port Trust Purchase Organisation Tender Fee Security Deposit
* Security Deposit Required: ]
* Security Deposit Percentage: E

Purchasing Group: |Material Mgmt Purchase Group Show Members

Dates Required. D
Rex S0
* RFx Submission Date: 00:00:00 Eamest Money Deposit
Price Rix Opening Date: 00:00.00 el |
Technical RFx Respense Opening Date: 00:00:00
End of Binding Period: * Reason for EMD Exclusion: |
Valid From / To: . Scenario AwardiContract

Pre-bid Meetina

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

RFx Information = RFx Parameters
Identification
Field Description Field Status
Port Tender | Enter the internal port tender number followed by the | Editable
No respective Port.
Tender This is 256 character in length. Used for entering the long | Editable
Description | description of the Tender
RFx Type Type of Tender Non-Editable
Publication System Defaulted — Restricted RFx Editable
Type
Organization
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Purchasing System defaulted Non-Editable
Organization
Purchasing System Defaulted Non-Editable
Group
Dates
RFx Start | Date from which the Tender process will start after it is | Editable
Date approved and published
RFx Date by which the Bidder should submit the response Editable
Submission
Date
Price Rfx | RFx Price Opening Date Editable
Opening
Date
Technical RFx Technical Opening Date Editable
RFx
Response
Opening
Date
Valid From / | Binding period of the tender Editable
To
Event Parameters
Currency System Defaulted as INR. Not to be changed Editable
Target Value | System defaulted based on the estimates in the Purchase | Editable

requisition. Not to be modified.
Detailed System defaulted. Not to be changed Editable
Price
Information
Follow-on Defaulted by system. The document to be created i.e. either | Editable
Document a Purchase Order or Contract against the L1 bidder response.

Not to be changed.
Bidder can | Will be checked by default. This allows the bidder to change | Editable
change RFx | the submitted responses until the RFx submission deadline
Response date is not reached. If unchecked, response once submitted

cannot be modified by the Bidder. Not to be changed.
Allow Will be checked by default. This allows the bidder to change | Editable
multiple RFx | the submitted responses multiple times, until the submission
Response deadline date is not reached. If unchecked, Bidder cannot
for each | modify & re-submit the responses. Not to be changed.
company
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AMC Is applicable for the AMC tenders. If checked TCR with | Editable
Indicator ALR/AVR will be generated
QSBC Currently not available Editable
Tender Fee
Tender Fee | Check this field if tender fee needs to be collected from the | Editable
Required Bidder
Tender Fee | Enter the percentage of amount to be collected from the | Editable
Percentage | Bidder. System automatically calculates the tender fee and
displays in the Tender Fee field
Tender Fee Buyer can input the amount here instead of entering the % | Editable
Submission | Tender Fee is required to be submitted before this Date and | Editable
Deadline Time by the Bidder without which the Bidder will not be able
to create & submit the responses
Earnest Money Deposit
Required Check this field if EMD fee needs to be collected from the | Editable
Bidder
EMD Enter the percentage of amount to be collected from the | Editable
Percentage | Bidder. System automatically calculates the EMD fee and
displays in the EMD Fee field
Amount Buyer can input the amount here instead of entering the | Editable
EMD %
Submission EMD Fee is required to be submitted before this Date and | Editable
Deadline Time by the Bidder without which the Bidder will not be able
to create & submit the responses
Pre-Bid Meeting
Pre-Bide Check this box if pre-bid meeting needs to be conducted with | Editable
Meeting the Bidders.
Required
Pre-Bid Start | Provide the start date & time for the pre-bid meeting to be | Editable
Date & Time | started
Pre-Bid End | Provide the end date & time for the pre-bid meeting | Editable
Date & Time | discussion
Pre-Bid Location of the meeting that was held. Editable
Location
Pre-Bid Mention the concluded points in the column. This is 256 | Editable
Remarks characters in length.
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Enter all the applicable details required for the tender to be published.

Edit RFx e e por
Ciose { Techncal ' | Parmevmms | Pustes | Soms | Coech | Expot | Do Prece | Goiee | Wiarion 5 Parsmete | bmpet | Syviem wocmaton | Cresie Memory Sespubet | Setaed Lk , |

e R ———— .

Wieeen " Type Singhe Terder Tates Seved Comated On 1907 2009 1936 8 Tome NOW Supphere §
il Vernion Type Achve Verson Eabema Vermon Surnter
Mokes st Aschemets | Weights et Scovee | Acovevsl | Tisckeg
DA
b
Mervatc enoe. ok o Eerst Parameners ~
W Mawee 93100003 19 67 3008 195438 Commacy et [« ]
Pt Tonder e VBSTCOIRGTTN Target Ve 182 608 0 R
LONG TEROER DESCRPToN Tk ey
. TENOER TYPE 1S USED FOR Detabed Price infommaticn. | Sewpee Fece -
ndut Cesmpton PROPRIETARY | OLM VEASORS. Thes Falow On Document. | Parchase Orter w Contiact | 9]
.' "“’:"”“ L Stes Con Change RFs Rospenses ¥ AMC e |
' Tope  Sngle Tencer
- = Ao Mhatple BTt Rusporses for Lach Compery ¥ osac |
A { Rewrcwe RS
o T » = o B
Crpanisatcn
"hessng Tondes Fou Jecaimy Cwgenan
iy Gemey  Materal Mgt Purchane Groop Shrw Masers * Securty Depont Requres
* Secwty Depontt Puscestage. 10
Danes. Aepans
RfxSualol nirnd JH2uw Tancer Foe Percentage &
* EPxeemmson st MIrNN ) D60 * Terder foe 3,000 00 wev
Prce St Opeog Cate 1307350 I (2400 Senmisicn Duatine 190709 (22000
Tochcw AFx Resgoess Openng Oute: 1572220 I (22 4308
0 of Pondeg Puscd n Earvest Money Deposit
Vet Prom/Ta (ms72e Y- 1Twace B Repans 7
- - AD Parcecage 4 Al
* Amount 12008 00 mat

Sutewenon Dsagins (1873020 I (222000

Pesusuntse et I e

PobdEasOee METNN I DKe

P Bt Lacatan  [ON LI WEREX 3 S5aCey
FLERSS ATTEND THE INEBO
WEETING FOR ANY CLARTICATIONS:

P i Recnakx.

Click on the “Check” button. Any errors will be displayed in red color as highlighted below.
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Edit RFx : Open side panel
Read Only | | | Close |[Technical RFx ][ |[ Publish |[ Save |[ Check \IExpon Print Preview || Delete || Maintain Rbx Parameter | Import || System ion [ Create Memory Snapshot || Related Links , | @.
| =

-0 Please add afleast one Bidder fo RFx
© Piease maintain Rix Parameter 1
& No permissions maintained for price opener
@ No permissions maintained for technical opener

(N i R L

RFx Number 5100000176 RFx Name 10100020 19.07.2020 19:54:38 Type Single Tender Status Saved Created On 19.07.2020 19:56:18 Created By ADITI SHENDYE Time Zone INDIA Number of Suppliers 0

Number of ltems 1 Version Number Version Type Acfive Version External Version Number
Bidders } ftems % Motes and V Weights and Scores l/ Approval Y Tracking I
RFx Parameters Questions ‘ MNotes and Attachments.
Identification Event Parameters
RFx Name: 10100020 18.07.2020 18:54:38 ] A
Haeileadeghio} Target Value, 160,000.00| INR
LONG TENDER DESGRIPTION. THIS _ 5 - -
Tender Descrpion: | TENDER TYPE IS USED FOR Detailed Price Information
" |PROPRIETARY / OEM VENDORS. THIS Follow-On Document; |[Purchase Order or Contract ||
FIELD IS OF 256 CHARACTERS.
- Bidder Can Change RFx Responses: AMC Indicator: []
RFx Type: |Single Tender
Allow Multiple RFx Responses for Each Company: asec: [
Publication Type: |Restricted RFx ||
Display Weighting to Bidders: [ ]
Organization
ing Organization:  Mumbai Port Trust Purchase Organisaion | Tender Fee Security Deposit
Purchasing Group: |Material Mgmt Purchase Group | Show Members * Security Deposit Required:
* Security Depesit Percentage:

Dates

Required

Bidders Tab

Under the “Bidders” tab, Buyer would be able to add the bidder id. Buyer can either provide the Bidder id
directly and then click on “Add” button.

Buyer also can click on “Search for Bidder” button to search the Bidders to be invited for the tendering
activity.

= [Sml]
RFX Information | Bidd ltiems

Notes and Atachments Y Weights and Scores Y Approval Y Tracking ]

Add Bidder by Company D) | 4000442 _ | [ Search for Bidders 4 | | [ Send Noi Output Medium | | Selfings
B! Company Name Contact Couniry Company ID Bidder Contact Person Phone Number Output Medium =
* Currency: Currency Conversion Dats:
Following is a list of currencies that can be used by the bidders. ‘You can add more currencies, delete currencies or set the main currency from the list.
[ Add Gurrency || Set Main Gurrency || Delete | Seflings
Currency Description =
LR Indian Rupee
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New confirmation window will be displayed and system will prompt for confirmation. Click on “Ok”
button.

B. Organization Name Business Partner ID
FELIX ENGG. CO. 200

Bidder id will get added as shown in screen shot below.

A
Add Bidder by Company ID: | [ ada] | ['Search for Bidders | | [ Send Noliications || Qutput Megium | | Sefings
BL Company Name Contact Country Company 1D Bidder Contact Person Phone Number Qutput Medium El
FELIX ENGG. CO. FELIX ENGG. CO. N 40000442 200 123456789 Mai

Maintain RFx Parameters
It's mandatory to maintain RFx parameters for any of the tender type.

Click on the button “Maintain RFx Paramter” as shown below.

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

Accepting No Limits Alternative Thinking Driving Positive Change

Page 65 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

Display RFx:
(7] | ]

0 Please maintain Rfx Parameter Il

Close || Technical RFx || Copy || Check || Export || Print Preview | Maintain Réx Parameter |{ System Information || Create Memory Snapshot || Related Links

RFx Number 5100000176 RFx Name 10100020 19.07.2020 13:54.38 Type Single Tender Status Saved Created On 19.07.2020 19:56:18 Created By ADITI SHENDYE Tir
Number of ltems 1 Version Number Version Type Aclive Version External Version Number

ltems l/ Notes and Atfachments ]/ Weights and Scores l/ Approval l/ Tracking 1

RFX Information

Add Bidder by Company ID: [ Add | | [ Search for Bidders . | | | Send Notifications || Qutput Medium | | [ Delete |
Bl Company Name Contact Couniry Company |D EBidder Contact Person Phene Number
U rRiENRR oA FFIIY FNRR 1N N annnndas ann 17245780

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

m:50001/irj/portal?NavigationTarget=ROLES%3A%2F $2F portal_content3%2Fcom.ipa.PA_Content%2Fcom.ipa.Partal_Roles%2Fcomn.ipa.ro_strategicpurchaser32Ff|_navit

= _ -
;e )| = http://ipasapqimg.portebs.com:2002/sap/be/webdynpro/sap/zsrm_tech_q = & | | Search... o~ | i
ﬁ Z7 Application to maintain Qu... % || —
| e I http://ipasapqima.portebs.com:2002/sap/be/webdynpro/sap/zsm_tech_q » C | | Search.. D~ D]
\j "_" Z¥ Application to maintain Qu... * ||
Bid No: 5100000176 ~
! . . ISAP4 Please select data to be imported
Please maintain Question ™
! AddRow | Save | Delete c:losel Import | Back | Transfer |
| | ] SNo Group Quest T[] Question Group Attachme
1 DO YOU HAVE PREVIOUS WORK EXPERIENCE. UPLOAD DOCUMENTS. Eligibility Criteria Mo
2 . DOU YOU HAVE PAN NO Eligibility Criteria 1o
3 DOU YOU HAVE TAN NO. Eligibility Criteria Mo
4 IN LAST 7 YEARS, EXPERIENCE OF 3 COMPLETED PURCHASE ORDERS OF MINIMUM 4 LAKHS ATTACHED?  Eligibility Criteria 1o
5 . WHETHER ANNUAL AVERAGE TURN OVER .FOR LAST 3 YEARS IS ABOVE RS5.10/15/50% LAKHS Eligibility Criteria 1o
6 WHETHER BIS LICENSE HOLDER Eligibility Criteria 1o
7 WHETHER DOCUMENTS FOR START UP ATTACHED? Eligibility Criteria  es
8 WHETHER DOWN LOADING CHARGES OF RS.105/- PAID Eligibility Criteria Mo
a WHETHER ECS MANDATE FORM FILLED AND UPLOADED? Eligibility Criteria  Ves
I v T WHETHER EMD ATTACHED / PAID THROUGH GATEWAY? Eligibility Criteria Mo
= WHETHER EXEMPTION CERTIFICATE SUBMIWED FOR NSIC / MSE? Eligibility Criteria V&= v

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

Mahindra

Read Only | | [ Close |[ Technical RFx |[ Permissions | Publish |[ Save || Check |[ Export || Print Preview || Delete |[Mainiain Rix Parameter || Import |[ System ion |[ Greate Memory Snapshot || Related Links |
RFx Number 5100000176 RFx Name — INDIA
Number of Items 1 Version IIIIIJ
I httpi//ipasapgima.portebs.com:2002/sap/bc/webdynpro/sap/zsrm tech_q ~ @ | | Search... o~
RFX Information 1 1 = Application to maintain Qu... % |1
~
Add Bidder by Company ID: SAP, Application fo maintain Question
EX company Name Bid No: 5100000176 Output

FELIX ENGG. CO. N B _
= Please maintain Question

Add Row Delete Import

T[] S.No  Group Question Attachment Required
1 Eligibility Criteria WHETHER ANNUAL AVERAGE TURN OVER .FOR LAST 3 YEARS IS ABOV No v
2 Eligibility Criteria DOU YOU HAVE PAN NO No ~

* Currency: |INR <

Folloving is a list of currencies that can be us:

[ Add Currency || Sei Main Currency || Dele
|

Currency

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

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

Click on “Permission” button and add user-ids under the Tech Scrutiny, Price Opener, Tech Evaluator, Price
Scrutiny and Price Evaluator roles
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RFx Name 10100020 19.07.2020 19:34:38 RFx No. 5100000176

User Permission Assignment

| Ml Delete

User Technical Opener  Tech Scruting  Price Opener  Technical Evaluator  Price Scruting  Price Evaluator BidFlnurMmm.E
| 10100020 0 0 0 0 0 ®

User Details

User Name: O izatit Company
Building Room Telephone

Once you click on “Add” button, Buyer needs to provide the user id and the then click on the “Search”
button. System will display the user details. Select the row and then click on “Transfer” button. Please see
screenshot below.
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Pemmissons

User Permission Assignment

[Add | Delete |

Usar Technical Opanar  Tech Seruling  Price Opensr  Techaical Evalualer Price Seruliny  Prica Evalualer B Floar Admin

10100020 = [ m | “
Uger Details
JaaT Mame i zation Loimipany
Buildeng Riosim Telephons
Add User
User Hamef (10100011 |
First Name: |
|
OSEr DeLails
First Name Last Name UseriD  PersoniD  EmployesID  E-Mail  Department  Position Name |
SIDDHASANJAY APHALE 10100011 00000000 00000000
| |[rranster [jcance |
7 >
Similarly, Buyer can add multiple users in the Permission tab and assign appropriate roles for performing
the activities in SRM. After adding the user’s & assigning respective roles the permission tab details will
look like below.
Please refer below table for the roles and its functionality.
Permission Tab (Tender Committee)
Role Name | Role Description Field Status
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Bid Floor | This role is assigned by default to the user creating the | Editable
Admin Tender i.e. the Buyer. Its recommended not to change
Technical User assigned under this role is responsible for opening the | Non-Editable
Opener technical responses received. In Single Tender process,

system will default this role to the Buyer creating the tender.
Tech User’s responsible for performing the technical scrutiny Editable
Scrutiny
Technical User’s responsible for performing the evaluation or reviews | Editable
Evaluator on the details submitted by the scrutiny team
Price User’s responsible for performing the Price opening of the | Editable
Opener tender’s once it is initiated by the Bid Floor Admin
Price User’s responsible for performing the price scrutiny Editable
Scrutiny
Price User’s responsible for performing the evaluation or reviews | Editable
Evaluator on the details submitted by the scrutiny team

Permiggions
RFx Name 10100020 19.07.2020 19:54:38 RFx No. 5100000178

—
Close Window
—

Permissions updated successfully
User Permission Assignment

User Technical Opener Tech Scrutiny Price Opener Technical Evaluator Price Scrutiny Price Evaluator Bid Floor Admin. El
10100020 0 0 0 O | ©
10100011 0 O O O O 0
10100012 O O O O O 0 M
10100013 [m} O ] O O o
10100024 O O o 0 -
10100015 O O [m} O0 O O
10100019 O O [} O O 0
10100017 O O O ] O 0 -

User Details

User Name Organization Company
Building Room Telephone

Item Tab

Click on he “Items” tab of the RFx document. This tab contains all the BOQ items mentioned in the
purchase requisition. All the items will be replicated from the purchase requisition automatically.

To see the details of the item’s click on the “Details” button. System will display all the details pertaining
to the material / services as shown in the screenshot below.
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RFx Number 3100000176 RFx Name 10100020 19.07.2020 19:54:38 Type Single Tender Status Published Created On 19.07.2020 19:56:18 Created By ADITI SHENDYE Time Zone INDIA Number ¢

Number of ltems 1 Version Number 1 Version Type Aclive Version  External Version Number 1
RFX Information V Bidders )ﬁ/ Hotes and Attachments L/ Weights and Scores V Approval L/ Tracking ]
wmowwer
u L] u
dd Line . |[ Add Subline  |[{{[ZH][ cut | copy || Paste . |[ Delete Expand All Collapse All Fiter Set
EL Line Number Iem Type Product ID Description Lot Allow RFx Response Modification  Variant Product Category  Quantity Unit Currency  Delivery Date Motes Attachments Internz
|— v~ (J5  Outine Preventive Maint by External Vendor O 72000000 18U INR 24.09.2020 [ [ 1
= @BE Service 8300000085  Two Coats - Oil Bound Distemper [ O = 72000000 10 M2 INR: 24.09.2020 0 0 2
_-I Questions  Notes and Attachments
Identification Currency, Values and Pricing
Contral Key: Service functional Currency:
ttem Type: Quantityunit:
Product ID: | ]
Description: | Two Coats - Oil Bound Distemper Service and Delivery
ProductCategory: (72000000 | Constucton Serv eivery Dae: Fom 24092020 |
Lot []
Allow RFx Response Modification: []
Further Properties
Variant. Alternative not allowed

Approval Tab

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

Display RFx: Open side pan
| [#2] | [Close |[ Technical RFx || Copy |[ Check || Export | Print Preview |[ Maintain Réx Parameter || System Information |[ Create Memory Snapsho || Related Links | (g

RFx Number 5100000178 RFx Name 10100020 19.07.2020 19.54:38 Type Single Tender Status Saved Created On 19.07.2020 19.56:18 Created By ADITI SHENDYE Time Zone INDIA Number of Suppliers 1
Number of ltems 1 Version Number Version Type Active Version External Version Number

RFX Infermation l Bidders l liems } Netes and Aftachments r Weights and Scores

Current Status: |Initial ] Header Approval Note
Current Process Step: | ]

Tracking

Currently Processed By: | ]
Approval Process Data: Download as XML
Follow Up: [_|Work ltem to Requester at Process End

Header Approval Status
Add Approver || Remove Approver Seffings.
Sequence Process Step Status. Processor Received On Processed On Forvarded By =
| - SRM RFx Completion Open (No Decision Made) MANDAR PARKAR
N SRM RFx Completion Open (No Decision Made) RAMESH SUBRAMANIAN
o SRM RFx Completion Open (No Decision Made) GANGADHAR YEDDY
Reviewer(s) for the Document
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C-Folder Attachment

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

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

C-Folder
Folder Folder Description Used By
External Area | Contains documents that are to be shared with the RFx | Buyer/Tender

respondents. Creator
NIT document has to be uploaded in the this area.

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

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

Evaluation Contains evaluator comments Evaluators

Technical Bid | When the RFx respondent creates an RFx response, a folder | Bidder
is created under Technical_Bids in which the RFx respondent
can store technical RFx response documents.

To upload the documents in C-folder and digitally sign the uploaded documents, click on the “Notes and
Attachment” tab located under “RFx Parameter” option. Scroll down and click on “Add Attachment”
button

Please see the screenshot below.
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Open st pan

Edit RFx :
[Reat O | | [ Close || Tochmeal R | Permisions | Putish | Save | Gheck | Export | Prnt Freview | Delte | Waii i Paremate | impor | Sysiem infrsabon | reatsWemory Snapahe | Reted s | @

RFx Number 5100000176 RFx Name 10100020 19.07 2020 15:54:38 Type Singie Tender Status Saved Created On 19.07.2020 19:56:18 Created By ADITI SHENDYE Time Zone INDIA Mumber of Suppliers 1
Number of ltems 1 Version Number Version Type Active Version External Version Number

|| Emply-
| Temering et Empty-
J “Emply-
Fiter Setings

Category Descripion File Name Version Processor Visible Intemally only Checksd Ot Type Size (KE) Changedby Changed on
[3] The table dees net cantain any data.

Collaboration Room Created on
(3] Ho collaberation has yet been created

[Croate [ Assign | Dotete |
Collaboration Reen
[3] He colsberation has yet been crested

Add Aachment || [Pelele | Verlty Signaiure Filter Seffings
CFoider Hame Category Description File Name Version Processcr Checked Oul Type Sie(KB) Changedby Changed on
3] The tabile does not contain any data

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

below.
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Add Attachment

Here, you can upload a file and aftach it to the header
Description: | |

Folder Name ERNAL AREA|~

Select the document from the respective folder on your PC/Laptop and then click on the “Open” button.

& Choose File to Upload x
4 | < IPAPro.. » 0SS Raised Documents v O Search OS5 Raised Documents,
Organize = Mew folder =~ M @
~
Add Attachment 3 This PC A Name Date modified Type
Here, you can upload a file and attach it o the header 3D Objects Application Error.dock 5/25/2020 5:43 PM Microsoft Word
Fiee [ |[Browse..] I Desktop Bidder Issue.docx T/17/2020 11:02 AM Microsoft Word
o [ <] BSP Page ErrorJPG 7/17/2020 3:56 PM IPG File
Folder Name: [EXTERNAL AR |= & Downlosd Mew Microsoft Word Document.docx 6/15/2020 12:22 AM Microsoft Word
ownlosds RFx Response Submission Error in custo...  7/15/2020 1:33 PM Microsoft Word
b music RFx Response Submissien Error.docx 7/7/2020 5:04 PM Microsoft Word
[&] Pictures @ SAP_CFX_Comp_CreatarJPG 7/19/2020 4:28 PM IPG File
B Videos SM21 Log.XLSX 7/19/2020 4:36 PM Microsoft Excel
‘i Windows (C:)
— Data Disk (D:)
@ CD Drive (E:) WE
2 ornndeemawne Y € ¢
File name: | SAP_CFX_Comp_Creator.JPG o] [AlFiles () ~
s

Once the file is uploaded the screen will be displayed as below. Click on “Ok” button to proceed further.
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Here, you can upload a filke and attach it to the header

File: |D:MPA ProjectUPA Projed| Browse . |

Drescription: | |

Folder HMame: |EXTERMAL AR_._ |

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

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

To sign the document, select one of the certificates and choose Sign
C=|IN, D=Personal, Pos

rashira. Phone=119d

C=US, 5=CA 0O=5AF Labs, L Paln Alto, OU=Cloud Integration, CH= wdfaap corp (C= USS A O=5AP Labs L=Palo Alto, OU=Cloud Integrad
<

ff211dbE0f as, S
DC=com, DC=TechiMahindra, OU=Mumbai, OU=Users, CN=Abhay Subhash Gade, E=AG0I0615222@ TechMahindra.com (DC=com, DC=Tech

SAC

Digifaf Signature

>

Cence!

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

Digital Signature

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

» The signed document cannot be changed later (integrity).

« Unable to determine the author of the signature (authenticity).
« The document's s1 ire be di

d later (binding).

Enter User PIMN

User PIIN:

I numuuuml

MNote: Length should be between 6—32 characters

o ]

Cancel | SoftKeyboard I

Once the password is successfully verified, system will display a confirmation window. Click on “Ok”
button as shown below.
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Message from webpage x

Document signed: signer details (CN-P
I SN=204958cfac7fS8ade81ec2bf3cfa371 d5e0abe7f2¢141163b
647b015673417,
telephoneNumber=f19db29af81bdf79920dcd04d20¢898dadba
€7¢e0803¢7048191211db60f 1ae, SP=Maharashtra,
postalCode=400607, O=Personal, C=IN)

Similarly, Buyer can add multiple documents following the same steps. The size of the individual file should
not exceed 5 mb. Buyer can upload multiple documents in the External Area folder and Collaboration
folder as shown below.

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

RFx Number 5100000176 RFx Name 10100020 19.07.2020 19:54:38 Type Single Tender Status Saved Created On 19.07.2020 19:58:18 Created By ADITI SHENDYE Time Zone INDIA Numb
Number of Hems 1 Version Number Version Type Active Version External Version Number

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

Description

“Emply-
| Emply-
| Tendering et Emply-
J “Emply-

[Add |[ Edit Descripfion || Versioning . || Delete || Create Profie | Filter Settings

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

Add Attachment || Delete || Verify Signature Filter Seffings
cFolder Name Category Description File Name Version Processor Checked Out Type Size (KB) Changedby Changed on
|— EXTERNAL AREA  Standard Attachment SAP CFX Comp Creafor SAP_CFX_Comp_Creator.JPG.sig 1 0 sig 49 10100020 20.07.2020
J COLLABORATION  Standard Attachment COLABORATION DOCUMENT = Mew Microsoft Word Document docx.sig - 1 0 sig 166 10100020 20.07.2020
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Tracking Tab

Under this tab, Buyer can check all the history related to this RFx i.e. the Backend purchase requisition,
Shopping Cart that got created against this backend document and the RFx that has been created.

Any changes to the RFx can be seen here in this tab under the “Version Overview” option.
All the updates can be checked under this tab. Please see screenshot below.

RFx Number 5100000176 RFx Name 10100020 19.07.2020 19:54.38 Type Single Tender Status Awaiting Approval Created On 19.07.2020 19:56:18 Created By ADITI SHENDYE Time Zone INDIA
Number of Suppliers 1 MNumber of ltems 1 Version Number Version Type Active Version External Version Number

RFX iformation | Bidders | llams | Notes and Attachments | Weights and Scores | Approval m

View|Indian Rupee || Fiter Seffings
Document Name Document Number Back-End Document Number Status Dale
Extemal Reguirement PI_USER 19.07.2020 15:10 2000000162 2001000961 Approved 19.07.2020
RFx 10100020 19.07.2020 19:54:38 5100000176 Awaiting Approval 19.07.2020

System Status
Awaiting Approval » Created > Complete > RFx Ready

B Version DocumentVersion Type Created On Changed On Document Name Extemal Version Number

’— Active Document 19.07.2020 19:56:18 20.07.2020 12:13:02 10100020 19.07 2020 19:54:38

@ ChangedSnce | |v] C ChangedFromTo || | Epad Al ColapseAl  HideQuey  Fifter  Sefings
Headerfltem Atfribute Old Value New Value Changed By Changed On Changed At Version D

b Header

Publish RFx with Digital Signature

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

“RFx is complete and contains no errors”
Please ensure that you have inserted the digital signature token in your PC/Laptop USB.Click on
“Publish” button as shown in screenshot below.
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Edit RFx : Open side panel
[ Read Only | | [ Close || Technical RFx || Permissions || Publish || Save || Check || Expart |[ Print Preview || Delete || Maintain Réx Parameter || Import [ System ion || Greate Memory Snapshot || Related Links , | [ez

R« complete and contains no emors

RFx Number 5100000176 RFx Name 10100020 19.07.2020 19:54.38 Type Single Tender Status Saved Created On 19.07.2020 19:56.18 Created By ADITI SHENDYE Time Zone INDIA Number of Suppliers 1
Number of ltems 1 Version Number Version Type Active Version External Version Number

n Bidders l’ ltems I’ Notes and Attachments ]/ Weights and Scores y Approval l/ Tracking I
RFx Parameters | Quesfins | Notes and Aftachmens

RFx Type: |Single Tender

Publicafion Type: |Restricted RFx |¥]

Allow Multiple RFx Responses for Each Company Qsec: [ |
Display Weighting to Bidders: [ |
Organization

Purchasing Organization: Mumbai Port Trust Purchase Organisafion Tender Fee Security Deposit
* Security Deposit Required:

* Security Deposit Percentage:

Purchasing Group:  Material Mgmt Purchase Group Show Members

Dates Required
RFx Start Date: Tender Fee Percentage
* RFx Submission Date: [130000 | * Tender Fee: 8,000.00] INR
Price Rix Opening Date: 0.00 Deadiine: [123000 |
Technical RFx Response Opening Date:

EndofBindng Period: | | Lipesoevleend
Valid From/ To: [20.07.2020 [ - [18.10.2020 Required
EMD Percentage:

= Amount 12,800.00/ INR

Deadine: [20.07.2020 [ [1230:00
Scenario Award/Contract

L]

Pre-bid Meeting

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

Message from webpage x

Session Management will not work!
! Please check the DSM log file for details.

You can turn off this alert inside 'Support Desk’ -> "SAP
Application’
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A new window will be displayed prompting the select the digital signature. Select the signature and click
on “Sign” button as shown in screenshot below.

| Digital Signature

Chack the docurnent displayed below.

Frint Seave
BFx Type :
Descniption o 10100020 19.07 2020 19:54:38
RFx Number o 5100000176
s

Port Tender Number - MBPT/2020007/230
Tender Descripion  : LONG TENDER DESCRIPTION. THIS

RFx currency : INR

Tume zone : INDLA

Bidding procedure : Linuted Tender
Submmssion penod o 20,072020 13:00:00
Teclmical Opening date © 20.07.2020

Price Opening date © 20.07.2020 07:30:00
Valid From © 200072020 - 18.10.2020

To sign the docurnent, select one of the cefificates and choose Sign.

M. O=Pearsonal. PostalCode=400607, S=Maharashira. Fhone=f19dbd9afd 1 bhdf Odcdl4dZNciiidadbaa ¥

C 03704619211 dbe0fl ae, S
CeUE, S=CA, O=5AF Labs, L=Falo Alio, D=Cloud Integraton, Ch=*wdf sap.corp (C=US, S=CA4 O=SAF Labs, L=Falo Alto, Qll=Cloud Integrad
OC=corn, OC=Teachhahindra, OLl=kMumbas, OUl=Users, CH=Abhmy Subhash Gade, E=AGIIE1522 2B Techidahindra com (DC=com, OC=Tech

€
&  Dighalsignenre concel

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

User PIN: I :mmmmu-l

Note: Length should be between 6—32 characters

OK I Cancel | SofiKevboard |

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

Atps://ipasapqimaq.portebs.com:4302/sap (bD1IbiZiP TUWMC ZwP TMOM]EDINYaNy41MC ZpPTE =) /bc/bsp/sapsm/call_sig_ctrl/signature. htm?aninputProcessing=SIGNATURE&sap-params=c3NmX3NIc3Nfa Wi

Message from webpage X

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

! SN=204858cfacTfBadedec2bf3cfa371247d5e0abeTf2c1411630
647b07156734f7,
telephoneNumber=f19db29af31bdf79920d cd04d20c898dadba
e7ce0B03cT048f5ff211dbEDf 1ae, SP=Maharashtra,
postalCode=400607, O=Persanal, C=IN)

System displays message as “RFx xxxxx Xxxx Xxxx has been published”.

Please note that by clicking on Publish button, this RFx will not be available for the Bidder to create
response.

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

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

[ Edit] | | [Close || Technical RFx [ Show my Tasks |[ Copy |[ Check |[ [y Discharge RFx |[ Export |[ Print Preview |[ Maintain Rix

|[ System

|[ Create Memary |[ Related Li

Zl RFx is complete and contains no errors

¥| RFx 10100020 19.07.2020 19:54:38- 5100000176 has been published

RFx Number 5100000176
Number of Suppliers 1

RFx Name 10100020 19.07 2020 19:54.38
Number of ltems 1

Type Single Tender

Version Number Version Type A

Status Awaiting Approval
e TSI EXTETITAT Ve

sion Number

Created On  19.07.2020 19:56:18

Created By ADITI SHENDYE

]/ Weights and Scores }/ Approval }/ Tracking I

~~ RFX Information 1/ Biﬂdem]’ Hems} Motes and
Ri

Fx Parameters ‘ Questions | Notes and Attachments

Dates

Identification
RFx Name:
Port Tender Mo:
Tender Description:
RFx Type:
Publication Type:
‘Organization

Purchasing Organization:

Purchasing Group:

RFx Start Date:

* RFx Submission Date:

10100020 19.07 2020 19:54:33
MBPT/2020/07/230

LONG TENDER DESCRIPTION. THIS
TENDER TYPE IS USED FOR
PROPRIETARY / OEM VENDORS. THIS
FIELD IS OF 256 CHARACTERS.

Single Tender
Resiricied RFx

Mumbai Port Trust Purchase Organisation

Material Mgmt Purchase Group Show Members

20.07.2020 13:00:00

20.07.2020 14:00:00

Event Parameters
Curmrency:

Target Value:
Detailed Price Information:

Follow-On Document:

INR

160,000.00| |yR
Simple Price
Purchase Order or Contract

Bidder Can Change RFx Responses:
Allow Multiple RFx Responses for Each Company:
Display Weighfing to Bidders: O

Tender Fee

Required
Tender Fee Percentage: |5

* Tender Fee: 8,000.00 INR

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

Kindly Approve RFx 5100000

Created = pee——

Hi RamanaMoorthy

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

RFx Date/Time : 20200708 193000
RFx Description : T2

Regards,
Workflow System

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

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

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

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

@0 | Seach. Pl fhdr i

| Logo

E - PROCUREMENT PORTAL Welcome MANDAR PARKAR (1010001

Login Time:20/07/2020 12:23.18 I¢

Home Strategic Purchasing

Work Overview
Alerts Tasks (10/10) Mofificafions

Reports

B Show: [New and In Progress Tasks (10/10) [« (Al [+ 4 FeE
Services
B Sypiec Sent Date = DueDale - Stalis [
Advanced Search
Approve RFx Number 5100000176 Today New
Approve RFx Number 5100000131 Jul 2, 2020 New
J Approve RFx Number 5100000123 Jun 26, 2020 New
J Approve RFx Number 5100000098 Jun 24, 2020 New
J Approve RFx Number 5100000097 Jun 24, 2020 New
J Approve RFx Number 5100000108 Jun 21, 2020 New
J Approve RFx Number 5100000107 Jun 21, 2020 New
J Approve RFx Number 5100000104 Jun 24, 2020 New
J Approve RFx Number 5100000100 Jun 21, 2020 New

| Amemin A Pimiannn ARARANA 42 A2 NI AYEEAL Hlsrmbne EANBANANE Lun 47 3030 . =

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

Click on “Approve” button to approve the RFx. In this case the RFx will be approved and will move to the
next stage of approver.
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Click on “Reject” button to reject the RFx. If the RFx is rejected, approver needs to input the reason for

rejection. This document will go back to the tender creator i.e the Buyer.

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

|[ Create Memory 5

hot || Related Links _ |

Approve RFx :
| | Close || Inquire || Save || Export || Print Preview || Delete || System

RFx Number 5100000176
Number of Suppliers 1

RFx Name 10100020 19.07 2020 19:54:38
Number of Items 1

Type Single Tender
Version Number

Status Awaiting Approval
Version Type Active Version

Created On 19.07.2020 19:56:13
External Version Number

m Bidders }/ ltems }/ Motes and Attachments }/ Weights and Scores }/ Approval ]/ Tracking l

RFxParameters | Quesfions | MNotes and Attachments

Identification
RFx Name:
Port Tender Mo:
Tender Description:
RFx Type:
Publication Type:
Organization

Purchasing Organization:

Purchasing Group:

Dates

RFx Sfart Date:
* RFx Submission Date:

Price Rfx Opening Date:

10100020 19.07.2020 19:54:38
MEBPT/2020/07/230

LONG TENDER DESCRIPTION. THIS
TENDER TYPE IS USED FOR
PROPRIETARY / OEM VENDORS. THIS
FIELD IS OF 256 CHARACTERS.

Single Tender
Restricted RFx

Mumbai Pert Trust Purchase Organisation

Material Mgmt Purchase Group Show Members

20.07.2020 13:00:00
20.07.2020 14:00:00
20.07.2020 14:00:00

Event Parameters

Currency: |INR
Target Value: 160,000.00 INR.
Detailed Price Information; |Simple Price

Follow-On Document. |Purchase Order or Contract

Bidder Can Change RFx Responses:

Allow Multiple RFx Responses for Each Company:

Display Weighfing to Bidders: [

Tender Fee

Required

Tender Fee Percentage: |5
* Tender Fee: 8,000.00 INR.

Submissicn Deadline; |20.07.2020 13:30:00

Once the RFx is approved message “Publication of RFx (Number 51xxxxxxxx) was approved, as shown in

the screenshot below.
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Display RFx:

| | Close || Technical RFx. | Show my Tasks | Copy || Check || [y Discharge RFx | Export || Print Preview | Maintain Rfx Parameter || System Information | Create Memory Snapshot | Related Links , |

.'.’j Publication of RFx (Number 5100000176 ) was approved

RFx Number 5100000176 RFx Name 10100020 19.07.2020 19:34:38 Type Single Tender Status Awaiting Approval

Created On 19.07.2020 19:56:18  Created By ADITI SHEP

Number of Suppliers 1 Number of ltems 1 Version Number Version Type Active Version External Verzion Number

/~ RFX Information ,’ Bidders }/ ltems ]/ MNotes and Attachments }/ Weights and Scores }/ Approval }/ Tracking \

RFxParameters | Quesions | Notes and Attachments

Identification Event Parameters
RFx Name: 10100020 19.07.2020 19:54:38

Port Tender No: | MBPT/2020/07/230

LONG TENDER DESCRIPTION. THIS

T T TENDER TYPE I3 USED FOR
PROPRIETARY / OEM VENDORS. THIS
FIELD IS OF 256 CHARACTERS.

RFx Type: | Single Tender
Publication Type: | Restricied RFx

Arnanizatinn

Documents approved will disappear from the “Tasks” tab.

Currency: |INR
Target Value: 160,000.00 |NR

Detailed Price Information: | 3imple Price
Follow-On Document. | Purchase Order or Contract

Bidder Can Change RFx Responses:
Allow Multiple RFx Responses for Each Company

Display Weighfing to Bidders: []

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

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

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

RFx is available for RFx Response submission

Created =1 R.SUGANTHESWARI PRIYATHARISINI

Hi FELIX ENGG. CO. ,

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

RFx Number :

RFx Date/Time : 00000000 000000

RFx Description :

Regards,

Workflow System

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

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

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

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

Please see the screenshot below.

=

Cwrrvere Heparty

SUHEg SHE TR
- PO
Atk bt
BFsh M Guend 5 Aeishen Aviein il [ Pl 34 Commiebl (1) Fabtaie Aesibol (8] Debeied (51
hecons A8 07 Saved B0 Pabinbed (1) Ackn 1) Tened 0 Seded () Compivied 1)

Crewle Dorenosh) Toarcing Bemplsiss A0 EFan % AEPST AEQ NN AlAsckss B Daolah decho ) Comsba B e 1)
* Aacion Covdesd Comiracts 48 0
* dariion Tompisi Eccamant Guiget Ll Ddmn 017
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e ] Trem  Saahe I gy PeiRaeg Gepelon sk s Ll e
T omeuns | sviesdos 1507 200 15543 IS5 Publsted \dumtin Port Trust Puschau Orgmsion T M 1

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

and Awards

Close || Technical RFx || Permissions I‘ Initiate Technical RFx Response Opening I Open Technical RFx Response || Copy || Check || [ Discharge RFx | R

| Verify Signature || Questions and Answers ( 0 ) || Maintain Rfx Parameer || System

|| Create Memary Snapshot || Related Links , |

RFx Number 5100000176
Number of items 1

RFx Name 10100020 19.07.2020 19:54:35
Version Number 1

Type Single Tender
Version Type Active Version

Status Published
External Version Number 1

Created On 19.07.2020 19:56:18 Created By ADITI SHENDYE

_/m/ Bidders ]’ ltems r Notes and Attachments }/ Weights and Scores ]/ Approval }/ Tracking I

RFxParameters | Questions  Notes and Aftachments

Identification

RFx Name:
Port Tender Mo:

Tender Description:

RFx Type:
Publication Type:

Organization

Purchasing Crganizatien:

Purchasing Group:

Dates

RFx Start Date:
* RFx Submission Date:

Price Rfx Opening Date:

10100020 19.07.2020 19:54:38
MEPT/2020/07/230

LONG TENDER DESCRIPTION. THIS
TENDER TYPE IS USED FOR
PROPRIETARY / OEM VENDORS. THIS
FIELD IS OF 256 CHARACTERS.

Single Tender
Restricted RFx

Mumbai Port Trust Purchase Organisafion
Material Mgmt Purchase Group

20.07.2020 13:00:00
20.07.2020 14:00:00
20.07.2020 14:00:00

Event Parameters

Currency: |INR

Target Value: 160,000.00 INR
Simple Price
Purchase Order or Gontract

Detailed Price Information:

Follow-On Document:

Bidder Can Change RFx Responses:

Allow Multiple RFx Responses for Each Company:
Display Weighting fo Bidders:

Tender Fee

Show Members

Required:
Tender Fee Percentage: 5
* Tender Fee: 8,000.00 INR
Submissien Deadline: | 20.07.2020 13:30:00

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

Simultaneous Logon

[ Acknowledge | Cancer |

User ID: | 10100020

Process Details

{1l Help

Process Start-End Time:

00:00:00

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

- | 00:00:00

M & K1 [E@llel 1 1=1
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Below screen will be displayed. Click on “Close” button to close this window.
Simultaneous Logon E m

_'Lf.i User approval successful

Process Details

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

Process Time Remaining

00:05:00
Extend Process Time: [00:00:00 | [ Extend |

Active Approvals

User Status
User Approved Approval Time |:|

10100020 (| 00:00:00

il Help

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

Close

Since this is a Single tender i.e. proprietary / OEM tender, system will automatically perform the opening
of the technical rfx response. Buyer needs to proceed to perform the TCR report related activities as
explained in next section.

Technical Comparative Statement

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

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

To access the TCR report, click on “Response and Awards” button as mentioned in the below screenshot.
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Display RFx !
(||| it Pce R Response Opening | Close | Technical RFx | Pemissions | Copy | Gheck | [ Discharge RFx | Responses and Avards | Create Folow-on RFsx | Expot | Print review | Veriy Sgnafue |
i | Related Links , |

RFx Mumber 5100000176 RFxName 10100020 19.07.20201%:5438  Type Single Tender  Status Pubished  Created On 19.07.20201956:48  Created By ADITISHENDYE  Time Zone INDIA
Numberofems 1 Version Number 1 Version Type Acfive Version  External Version Number 1

W Bidders % tems y Notes and Atachments ]/ Weights and Scares }/ Apprwal]/ Tracking ‘

RFx Pmlmehn Questions ‘ Nates and Attachments

Identification Event Parameters
RFy Name: | 10100020 19.07.2020 19:54:38 Curency: MR
LONG TENDER DESCRIPTION. THIS . - -
o e FEVERTVESUSEDFR Detled Pri nfomaton: Sl i
" |PROPRIETARY / OEM VENDORS. THIS Follow-On Document: |Purchase Order or Confract
FIELD IS OF 256 CHARACTERS.

Biidder Can Change RFx Responses:
RF Type: | Single Tender

: Allow Mulfiple RFx Responses for Each Company:
Publication Type: | Resiricied RFx

Display Weighing to Bidders: [ ]

Organization
Purchasing Organizafion: | Mumbai Port Trust Purchase Organisaion Tender Fee Securiy Depos

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

Responses and Awards Open side pane
[ Print Preview | || [ Close || Export || Questions and Answers (0 ) || System o || Create Memary Snapshot | @:
Remaining Time 0 Days 00:00:00 | RFx Name 10100020 19.07.2020 19:54:38 Type Single Tender Status Published Number of Suppliers 1 RFx Number 5100000176
It Responses and Awards
[ TCRReport] [Accep! || Reject |[ Refresh | Seffings
RFx Response RFx Response Status Company Name Bidder Name RFx Response Version Last Changed |:|
|— 6100000164 Bid submitted FELIX ENGG. CO. FELIX ENGG. CO 1 20.07.2020

A new window will be displayed. Here in this screen, the details provided by the Bidder’s against the

guestion maintained by the Buyer will be displayed. Buyer needs to provide his findings under the “Buyer
comments for 61xxxxxxx” for all the line items.

Z¥ Technical Comparative Stat.., %

L

,.:, \ ',' Technical Comparative Statement

5100000176

Mumbai Port Trust Purchase Organisation

Technical Comparative Statement

S.No.  Group Question Buyer Comments for 6100000164 40000442 & | 6100000164
1 Eligibility Criteria  WHETHER ANNUAL AVERAGE TURN OV...  Ok.checked all the documents and YES SIMILAR WORK DONE BEFORE
found ok
2 Eligibility Criteria  DOU YOU HAVE PAN NO Chackad PAN no YES
List Of Attachments Email Loas for Shortfall Docs
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For any shortfall documents, Buyer needs to intimate the Bidder to submit the same. To perform this step,
click on “Short Fall Docs” button as shown in screenshot below.

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

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

CAD 4 :
pea e To Send mail to vendor for Short fall Docs

Please Select Vendor to send Mail

Send Mail Back

T Quotation No  Vendorld Vendor Name Email Id

. GI00000164 3 40000442 FELIX ENGG. CO. ag00§15222@techmahindra.com

Please maintain email content here

] Emall T

Please submit scan copy of the PAN Number

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

Mail send Successfully to Selected Vendors

SAP To Send mail to vendor for Short fall Docs

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

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

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

If a new user/s are added or any modifications done in the role assighment the same details will get
replicated in the TCR screen.

scrutiny and review commities|
Buyers Overall Comments:

Scrutiny's Team Comment

User ID Full Mame Status  Comment's Date  Comment's Time Comments
10100011 SIDDHASAMNJAY APHALE 00:00:00
10100012 PERAMPATTANALIL GOFI 00:00:00

Observation/Recommendation committee's Comments

User 1D Full Name Status  Comment's Date  Comment's Time  Commenis
10100013 ARVIND APANDKAR 00:00:00
10100024  MRIMALINI KELKAR 00:00:00

Save Short Fall Docsl Maintzain Workflow Sequence I Farward I PDF Close
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Buyer need to maintain the overall comment’s and then click on “Save” button. It is mandatory for Buyer
to provide his overall comments.

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

A new window will be opened consisting the list of user’s based on their role assignment will be displayed
as shown in screenshot below.

SA ',' Maintain Sequence for Scrutiny and Committee me...

Maintain Sequence for Scrutiny Workflow members

User Name  Full Name User Type  Seguence
. 10100011 SIDDHASANJAY APHALE A 1
10100012 PERAMPATTANALIL GOPl A 2

Maintain Sequence for Committee Workflow members

User Name  Full Name User Type  Sequence
. 10100013 ARVIND AFANDKAR C 1
10100024 MRIMALINI KELKAR  C 2

| Save Sequence I Back To Main Screen |

Provide the sequences and then click on “Save Sequence” button. Then click on “Back to Main Screen”
button. The window will get closed and user will be re-directed to the main TCR report screen.

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

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

System will display message as shown in below screenshot.
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me
[¥] Workdiow Started Successfuily I

= Technical Comparative Statement

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

Approving TCR

Follow the process of logging to EBS portal as detailed in section 1.1

Once the user is redirected to the SRM portal through SSO, below screen will be displayed. Here the TCR

report approver needs to navigate to “Home” tab and then click on “Tasks” tab. Under “Tasks” system will
display

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

7 Inbo - IPA SRM Portal x|t

ﬁ“’s_“’} | Logc
//) E . PROCUREMENT PORTAL Welcome SIDDHASANJAY APHALE (1010001

Login Time:20/07/2020 19:08.52 T

Home: Strategic Purchasing

Work Overview
Alerts (| Wotications
Reports
i Show: [New and In Progress Tasks (4/4)  |=|[Al [« %7 EE
Services
& Subject Sent Date = DueDate - Staus [
Advanced Search
Please Evaluate TECHNICAL COMPARATIVE REPORT for RFx 5100000176 | Today New
| Please Evaluate TECHNICAL COMPARATIVE REPORT for RFx 5100000125 Jun 26, 2020 New
J Please Evaluate TECHNICAL COMPARATIVE REPORT for RFx 5100000124 Jun 26, 2020 New
J Please Evaluate TECHNICAL COMPARATIVE REPORT for RFx 5100000115 Jun 24, 2020 New
&

Plaasa Fyaluate TFCHNICAI COMPARATIVF RFPORT far RFx 5AN000NNA7R

A new window will get displayed as shown below.
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Scrutiny member can input his comments and either click on “Submit” button to provide his acceptance.

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

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

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

(& Task - IPA SRM Portal - Internet Explorer - [InPrivate]

OUGVELN =™ htips://ipasdbqieq.portebs.com:50001/ir)/ portal?NavigationTarget= ROLES %3A%2F %2Fportal_conter

Please evaluate the below RFx
RFx No: |5100000176

Comments from 10100011 Scrutiny team member. This is a fee text box.|

| suomit fRetum | TcR PDFI Close |

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

..".'".f Data Updated Successfully

Please evaluate the below RFx
RFx Mo: (5100000176

Comments from 10100011 Scrutiny team member. This is a fee text box.

Submit Return TCR PDF Close
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Based on the number of user’s selected for performing scrutiny activities the workflow will get triggered
to the subsequent user’s.

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

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

Review committee members need to follow the steps as mentioned above from point#5.3.1 to point#5.3.5

Once all the activities are performed and all the details captured, below screenshot will be displayed.

Buyer's Comments

Scrutiny's Team Comment

User ID Full Name Status Comment's Date  Comment's Tme Comments
10100012 PERAMPATTANALIL GOPI APPROVED  20.07.2020 19:14:55 Approved by 10100012 Scrutiny team member
10100011 SIDDHASANJAY APHALE ~ APPROVED  20.07.2020 19:11:10 Comments from 10100011 Scrutiny team member. This is a fee text box

Observation/Recommendation committee’s Comments

User ID Full Name Status Comments Date  Comments Time — Comments

10100024  MRINALINI KELKAR ~ AFPROVED  20.07.2020 19:30:21 Approved...

10100013  ARVIND APANDKAR  APPROVED  20.07.2020 19:29:14 Approved...
Save | Shori Fall Docs | Maintain Workflow Sequence  Forward | PDF || Close

Accept/Reject buttons will get activated once the technical comparative statement/report activities are
completed. Click on “Accept” button as shown below.
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Responses and Awards

Mahindra

Once the response is technically accepted, status will get changed from Bid Submitted to Tech Bid
Accepted. Please see the screenshot below.

Since this is a single tender i.e proprietary / OEM type of bid, Buyer need not click on Reject button.

Response Activify 'Te

Technical RFx Responses and Awards
TCR Repart [ Accept | Reject | Refresh | Selfin

RF Respanse RFx Response Stalus Company Name Bidder Name RFx Response Version Last Changed
6100000164 Tech Bid Accepled FELIX ENGG. CO. FELIX ENGG. CO. 1 20.07.2020

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

Price RFx Response Activity

Initiate Price RFx Response Opening

Buyer needs to login first to the EBS portal. Please refer to section number 1.1 for login to EBS portal &
SSO to SRM portal & follow the steps.
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[ Print Preview | | | | Close || Export || Questions and {0 ][ System Inf tion || Create Memory ]

Remaining Time 0 Days 00:00:00 RFx Name 10100020 19.07.2020 19:54:33 Type Single Tender Statug Published Number of Suppliers 1 RFx 1

Response Activity Technical Response Activity
T ical RFx Resp and Award
TCR Report || Accept || Reject || Refresh
| S—

RFx Response RFx Response Status Company Name Bidder Name RFx Response Ve
6100000164 Bid submitted FELIX ENGG. CO. FELIX ENGG. CO. 1
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Click on “Strategic Purchasing” tab and then click on “Strategic Sourcing” link. At the right side panel in
the Search criteria screen provide the RFx number and then click on “Apply” button.

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

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

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

User 1D: 10100020
* E |
|A:iu|ow\edge Cancel

Process Details
Process Start-End Time: |00:00:00 | -|00:00:00 | ‘

] Help

Enter your system for vV
password is checked against the system.

Mahindra

Below screen will get displayed and it will display the list of user’s responsible for Opening the price RFx

response. Click on “Close” button to close this window.

Simultaneous Logon

.‘ User approval successful
Process Details

|23:.08:23

Process Start-End Time: |23:03:23

Process Time Remaining

00:05:00

Extend Process Time: |DG:0I]:DD

Active Approvals

Approval Time

10100024

User Approved
O
O

10100015

00:00:00

(il Help

password is checked against the system.

Enter your system password for secondary verification. The
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Email notification will be triggered to the user’s for performing the price RFx response activity.

User need to follow the steps mentioned in Section#1.1 to login to EBS portal & SSO to SRM portal.

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

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

Please see the screenshot below.
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RFx will be visible in another window and it will be in display mode.
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Click on the “Open Price RFx Response Opening” button. This button will be active, once Buyer has
initiated the price opening process.

A new window will get popped-up. Provide the password and click on “Acknowledge” button.
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User ID: 10100024
* Password:

Acknowledge | Cancel

Process Details

Process Start-End Time: |23:03:23 | - 23:08:23

Process Time Remaining

00:03:27

[ Help

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

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

Simultaneous Logon =1 E3

User approval successful

Process Details

Process Start-End Time: | 23:03:23 | - 23:08:23

Process Time Remaining

00:03:07

(13 Help

Enter your system password for secondary verification. The
password is checked against the system.
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Similarly, other users can perform their activity of acknowledging the price RFx response opening. The
above process is through Simultaneous logon i.e. multiple users can login and perform the activity
simultaneously.

Price Comparative Statement

Now we need to perform the PCR activity as this is a common process to be performed for all tender
types.

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

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

Mahindra

Display RFx :
| %] | [Iniiate Price RFx Response Opening || Close | Technical RFs: || Pemmissions || Copy | Check || B Discharge RFx |[ Respanses and Avards | Create Fallow-on RFx: | Export || Print Preview | Veriiy Signature |
Questions and Answers ( 0} | Maintain Rfx Parameter E‘E Change Price Open Date || System Informafion | Create Memory Snapshot Relaled Links 4
RFx Number 5100000176  RFxName 10100020 19.07.2020 19:5438  Type Single Tender  Status Published  Created On 19.07.2020 19:56:18  Created By ADITISHENDYE  Time Zone INDIA
Number of ltems 1 Version Number 1 Version Type Acfive Version External Version Number 1
RFX Information }/ Bidders r ltems r Motes and Attachments ]/ Weights and Scores i/ Approval }/ Tracking I
RFx Parameters | Questions | Notes and Atfachments
Identification Event Parameters
AFx Mame: | 10100020 19.07 2020 19:54:38 Currency; |INR
Port Tender No: | MBPT/2020/07/230 Target Value: 160,000.00 INR
LONG TENDER DESCRIPTION. THIS o T -
S TENDER TYPE IS USED FOR Detailed Price Infarmation: | Simple Price
~ |PROPRIETARY / OEM VENDORS. THIS Follow-On Document: | Purchase Order or Contract
FIELD IS OF 256 CHARACTERS. _
Bidder Gan Change RFx Responses:
RFy Type: | Single Tender
Allow Multiple RFx Responses for Each Company:
Publication Type: |Resiricted RFx
Display Weighting to Bidders; [ ]
Organization
Purchasing Organization: |Mumbai Port Trust Purchase Organisation Tender Fee Security Depos

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

[ Print Preview | | | | Close || Export |[ Questions and (0 ][ System Information || Create Memory |
Remaining Time 0 Days 00:00:00 | RFx Name 10100020 19.07.2020 19:54:38 Type Single Tender Status P Number of i 1 RFx Num
Response Activity _— Technical Response Activity
—
| Compare Selected Resp |[ Compare All R [[ Ad d C i |=1[ PCR Report || PCR for ALR and AHR |

| SS—

E. Response Number Response Version Company Mame

J 6100000164 1 FELIX ENGG. CO.

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

Z7 Application to call Price Co.., *

E! ? Price Comparative Statement

5100000176

Mumbai Port Trust Purchase Organisation

Price Comparative Statement

) . FELIX ENGG.
L ) Trust Estimate Trust Estimate FELIX ENGG. .
5.MNo. Descriplion of the work Unit  Qty Rate/Unit Amount in Rs CO. Rate/Unit Cco. A'rqn;unl in
. 1 Preventive Maint by External Viendor AU 1.000 0.00 0.00 0.00 0.00
2 Two Coats - Oil Bound Distemper M2 10.000 16000.00 160000.00 1000.00 10000.00
Ranking For ltem Rank 1
Differ from Estimate Cost(in %) 93.75-
BASIC COST
TOTAL 10000.00
ORDER OF MERIT Rank 1
Buyer's Comments
Forwarding to Price scrutiny and review
committee. |
Buyer's Overall Comments:
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The price comparative report also contains the list of user’s responsible for performing the Scrutiny and
review committee activities.

These users are determined based on those maintained in Permission tab.

Scrutiny Team Comments / Remarks

UserlID Full Mame Status Comments Date  Comment's Time Comments

I 10100019  LATADATE 00:00:00

Committee Comments /| Remarks

UserID Full Mame Status  C s Date Ci t's Time Cc it
I 10100024  MRINALINI KELKAR 00:00:00
10100017  MUKESH NAWANI 00:00:00

Save | Maintain Workflow Sequence || Forward | PDF | Close

Once the overall comments are saved, Buyer needs to click on “Maintain Workflow Sequence” button.

Scrutiny Team Comments / Remarks
User ID Full Mame Status  C sDate C s Time C

I 10100019  LATA DATE 00:00:00

Committee Comments / Remarks

User ID Full Name Status  C s Date O sTime C
I 10100024  MRINALINI KELKAR 00:00:00
10100017 MUKESH NAWANI 00:00:00

Savel Ma\nmianrkﬂowSequenceI Forward IF'DF Close

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

Accepting No Limits Driving Positive Change

Page 104 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

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

me

Data Updated Successiully

AP
=

Maintain Sequence for Scrutiny Workflow Members
User Name Full Hama User Type Sequence
- 10100019 LATA DATE A 1

Maintain Sequence for Committee Workflow Members

User Nam Full Narm User Type Sequence
- 10100024 MRINALINI KELKAR C 1
10100017 MUKESH MAWANI C 2

| Save Sequence "Back To Main Screen

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

Save Maintain Workflow Sequence| Forward || PDF | Close

System will display message as shown in below screenshot.
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me
[#] Weridiow Started Successtuily I

Approving PCR

Follow the process of logging to EBS portal as detailed in section 1.1

Once the user is redirected to the SRM portal through SSO, below screen will be displayed. Here the PCR

report approver needs to navigate to “Home” tab and then click on “Tasks” tab. Under “Tasks” system will
display

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

| Log off

E - PROCUREMENT PORTAL I
£ Login Time:22/07/2020 09:32.19 IS1
SategeParchasg
Overview
Alerts. _ | Noifications
Reports
B Show: [New and In Progress Tasks (3/3) [=][an =l 4 F R
Services
E. Subject Sent Date. = Due Date - Status =
Advanced Search
Please Evaluate PRICE COMP/ REPORT for RFx Jul 20, 2020 New
5e Evalia! G RFX Jun 24, 2020 New
| Pleass Evaluats PRICE COMPARATIVE REFORT for RFx 5100000115 Jun 24, 2020 New

A new window will get displayed as shown below.

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

E - ppnpl IREMENT pinAl Welcome LATA DATE (10100019)

L9 1T,
(2 Task - IPA SRM Portal - Internet Explorer - O X

¥ https://ipasdbqieq.portebs.com:50001/irj/portal?NavigationTarget=ROLES %3A%2F %2F portal_content™2Fevery_user®2Fgeneral?2Fuwl2Fcom.sap.netw @ |

Home Strategic Purchasing
Opfions +

Overview
| Please evaluate the below RFx

Work Overview RFx No: 5100000176

Alerts:
Reports Reviewed by 10100019 review commitiee and recommended to
proceed lurlhev\
- Show: |New and In Progress Tasks (3/3)
Services _

B Subject

Advanced Search ,
r Please EvnmmpmcEcumAmiEREEI | Submit "”’" PCRPDF  Close

J Please Evaluate PRICE COMPARATIVE REP|
J Please Evaluate PRICE COMPARATIVE REP|

Please Evaluate PRICE COMPARATIVE I

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

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

Click on the “Close” button to close this screen.
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| Log
E - PROCIIRFMFNT PORTAI SR RS
{2 Task - IPA SRM Portal - Internet Explorer - ] x P

https://ipasdbqieq.portebs.com: 30001 irj/portalINavigationTarget=ROLES43A%2F %2Fportal_contentSt2Fevery_user2Fgeneral®2Fuwl¥2Fcom.sap.netw @ |

Options ~
| Please evaluate the below RFx N
RFx No: |5100000176
Alerts
Reviewed by 10100019 review commitiee and recommended to
Show: o snd i Progress Taska (3731 || |02 M)
s dvanced Search B Subject |
EeEESes B thEwmumcecmPARAHVEREE’ Fui e PCRFDFlc"'SEI
J Please Evaluate PRICE COMPARATIVE REP)|
J Please Evaluate PRICE COMPARATIVE REP)|
Please Evaluate PRICE COMPARATIVE
Once the comments are submitted or the work-item is returned message “Data updated successfully” will
be displayed. Please see the screenshot below.
- O

i (2 Task - IPA SRM Portal - Internet Explarer
I https://ipasdbgieq.portebs.com: 30001 /irj/ portal’MavigationTarget=ROLES%3A%2F %a2Fportal_content®e2Fevery_userieFgeneral%a2Fuwl%a2Fcom.sap
Op

| ¥ Data Updated Successfuly |

Please evaluate the below RFx

RFx No: (5100000176

Reviewed by 10100019 review committee and recommended to
preceed further.

Swubmit Return PCRPDF  Close

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

submit their recommendation’s.
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Once all the review committee members have completed their activities, the PCR process will be
completed.

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

Initiation for awarding is explained in the next section.

== A ',' Pace Comparative Statement
017
Mumbal Port Trust Purchasa Of
Price Comparative Statement
FELIX ENGG
TrustEstimate  TrustEssmate  FELIX ENGG
SNo. |- Description of the wark Unit  Goy Rate/Unt Amount in Rs CO. Rate/Unit C°‘a‘:"‘“"
[ R Proventive Maint by External Vendor AU 1000 000 000 000 000
2 Two Costs - O Bound Distemper M2 10.000 16000.00 160000.00 1000.00 10000.00
Ranking For Rem Rank 1
Difor from Essmate Cosi(in %) 93.75-
BASIC COST
TOTAL 1000000
ORDER OF MERIT Rank 1
Buyer's Comments
v ] W
e
Scrutiny Team Comments / Remarks
User 1D Full Name Status C sDate C sTme C
l 10100019 LATADATE APPROVED 22072020 093821 Raviewnd by 10100019 revie and o
peoceed further
Committee Comments / Remarks
User 1D Full Name Status Ci sDate C sTime C
l 10100017  MUKESH NAWANI  APPROVED  22.07.2020 094731 R ang g6 by 10100017
10100024 MRINALINI KELKAR ~ APPROVED 22 07 2020 094614 Reviewsd by Audit dept 10100024
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Award Response

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

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

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

RFx will be displayed in another screen. Click on the “Response and Awards” button as shown below.

Display RFx :
| %] | [Iniiate Price RFx Response Opening || Close | Technical RFs: || Permissions || Copy | Check || s Discharge RFx |f Respanses and Awards | Create Follow-on RFx: | Export || Print Preview | Veriiy Signature |

Questions and Answers ( 0} | Maintain Rfx Parameter E‘E Change Price Open Date || System Informafion | Create Memory Snapshot Relaled Links 4

RFx Number 5100000176  RFxName 10100020 19.07.202019:5438  Type Single Tender  Stafus Published  Created On 19.07.202019:56:18  Created By ADITISHENDYE  Time Zone INDIA
Number of ltems 1 Version Number 1 Version Type Acfive Version External Version Number 1

RFX Information }/ Bidders r ltems r Motes and Attachments ]/ Weights and Scores i/ Approval }/ Tracking I
RFx Parameters | Questions | Notes and Attachments

Identification Event Parameters
RFx Name: | 10100020 19.07.2020 19:54:38 Curency; |INR
Port Tender No: |MBPT/2020/07/230 Target Value 160,000.00 | INR
LONG TENDER DESCRIPTION. THIS o T -
endrDesrgion: | TENDER TYPE S USED FOR fe AbiE TR T
~ |PROPRIETARY / OEM VENDORS. THIS Follow-On Document: | Purchase Order or Contract

FIELD IS OF 256 CHARACTERS.
RFx Type: | Single Tender
Publication Type: |Resiricted RFx

Bidder Gan Change RFx Responses:
Allow Multiple RFx Responses for Each Company:
Display Weighting to Bidders; [ ]

Organization
Purchasing Organization: |Mumbai Port Trust Purchase Organisation Tender Fee Security Depos

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

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

Remaining Time 0 Days 00:00:00 RFx Mame 10100020 19.07.2020 19:54:38 Type Single Tender Status Published Number of Suppliers 1 RFx Number 5100000176
Response Activity Response Comparison Technical Response Activity
———
[ Compare Selected Resp | Compare All R |fdvanced Compari |~|[PCR Report || PCR for ALR and AHR |
S |
E: Response Number Respense Version Company Name Bidder Hame
J 6100000164 1 FELIX ENGG. CO. FELIX ENGG. CO.

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

Responses and Awards
I| 7 Edit | I [ Print Preview | | | [[Clese |[ Export |[ Questions and Answers (0 ) |[ System Information |[ Create Memory Snapshot |

Remaining Time 0 Days 00:00:00 RFx Name 10100020 19.07.2020 19:54:38 Type Single Tender Status Pul
Response Activity Resp C pari I Technical Response Activity
Dizplay Bidders | Comparnson Date: 2007 2020 | Back to Response Comparison Maim View | | Generate PDF | Downlo;

Expand All Collapse All

Header/ltem No. Hem/Attributes FELIX ENGG. CO. : FELIX ENGG. CO. : Submitted
l_ * Header Description 10100020 19.07_2020 19:54:38
J RFX Response Mumber 6100000164
Owerall Bidder Rank 1
| Bidder Mame FELIX ENGG. CO.
Bidder Number 40000442

Submission date and time  20.07.2020 19:32:17

Currency INR
T Total Value 10,000.00
j Accept (|
| *  liem Short Text Preventive Maint by External Vendor
» % ltem Short Text Two Coats - Oil Bound Distemper
Total Accepted ltems Value: 0.00
Best Bid WValue: 10,000.00

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

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

Accepting No Limits Driving Positive Change

Page 111 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

Responses and Awards
| Print Preview | | | Close || Display || Award |[IExporl |[ Questions and Answers (0 ) |[ System Information |[ Create Memory Snapshot |
| I—

Remaining Time 0 Days 00:00:00 | RFx Name 10100020 19.07_2020 19:54:38 Type Single Tender Status Publis

Response Activity _ I Technical Response Activity

Display Bidders | G ison Date: 20.07.2020 [ Back to Response Comparison Main View | [ Generate PDF | Download |

Expand All Collapse All

Header/ltem Mo. Hem/Aftributes FELIX ENGG. CO. - FELIX ENGG. CO. - Submitted
I_ P Header Crescription 10100020 19.07 2020 19:54:38
 em: Short Text Preventive Maint by External WVendor
: Delivery date 24.09_20
| ltem-Level Rank 1
Lnit LE
: Met value 10,000.00
| Quantity 1
Lot-Level Rank 1
: Product Cat. 72000000
] Currency INR
Creviation From RFx Response 0,000 %
o Accept
o - % Hem: Short Text Two Coats - Ol Bound Distemper
| Delivery date 24.09_20
o ltem-Level Rank 1

The response will be accepted in the system and it will follow an approval process. Below message will be
displayed once the RFx response is awarded in system.
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Responses and Awards
| Print Preview | | | [ Close || Expert || Questions and Answers ( 0) || System Information || Create Memory Snapshot |

_\_’.'j RFyx response 6100000164 (10100020 19.07.2020 19:54:38) accepted

Remaining Time 0 Days 00:00:00 RFx Name 10100020 19.07 2020 19:54:38 Type Single Tender Status Published
Response Activity Response Comparison i Technical Response Activity
Digplay Bidders | Comparison Date; | 20.07.2020 | Back to Response Comparison Main View || Generate PDF | Download Respon

Expand All Collapse All
Header/ltem Mo, Hem/Attribufes FELIX ENGG. CO. : FELIX ENGG. CO. : Awaiting Approval

[ » Header Descripon 10100020 19.07.2020 19:54:38
J P Item Short Text Preventive Maint by External Vendor
J 9 % ltem Short Text Two Coats - Oil Bound Distemper
Total Accepted ltems Value: 10,000.00

Best Bid Value: 10,000.00

Buyer can check the approvers under the “Approval” tab as shown in screenshot below.

Display RFx Response:
Show My Tasks | | [ Print Preview | | | [Close | Technical RFx Response || Export || LOA || System ion || Greate Memory Snapshat |
RFx Response Number 6100000164 RFx Name 10100020 19.07.2020 19:54:38 Status Awaiting Approval Supplier Name FELIX ENGG. CO. Total Value 10,000.00 INR. RFx Number 51
Rfx Information ]’ ltems r Mofes and Attachments Tracking
Current Status: | Active Header Approval Note

Current Process Step: | SRM RFx Response/Bid Approval
Currently Processed By: MANDAR PARKAR
Approval Process Data: Download as XML
Follow Up: [7] Work Htem to Requester at Process End

Header | ltem

Header Approval Status

| Add Approver || Remove Approver |

Sequence Process Step Level Status Status Processer Determination
|— = 001 SRM RFx Response/Bid Approval Active (Assigned Process is Running)  Open (Mo Decision Made) Get Manager of P. Group (Header) for Appr. for RFx Re

Processor

sponse  MANDAR PARKAR  20407.2020 19
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RFx Response Approval

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

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

| Logt

E - PROCUREMENT PORTAL Welcome MANDAR PARKAR (101000

Login Time:20/07/2020 19:59.29 ]

Sirategic Purchasing

Overview

Work Overview
Alerts Notifications
Reports
H Show: [New and In Progress Tasks (10 /10) [=][an [+] " FaE
Services
—— B Subject Sent Date = DueDate = Stafus =
RFx Res| 10100020 19.07 2020 19:54:38 Number 6100000164 Today New
ST Jul 2, 2020 New
o Approve RFx Number 5100000123 Jun 26, 2020 New
I Approve RFx Number 5100000098 Jun 21, 2020 New
Approve RFx Number 5100000097 Jun 21, 2020 New
o Approve RFx Number 5100000108 Jun 21, 2020 New
| Approve RFx Number 5100000107 Jun 21, 2020 New
| Approve RFx Number 5100000104 Jun 21, 2020 New
: Approve RFx Number 5100000100 Jun 21, 2020 New
I Approve RFx Response 10100021 16.06.2020 22:55:11 Number 6100000064 Jun 17, 2020 New D

Click on the “Approve RFX Response 61xxxxxxx“ link. A new screen will get displayed. Click on “Approve”
button. Once approved, Buyer i.e. tender creator will be able to create Purchase Order or Contract against
this L1 response.
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Approve RFx Response:
| Approve |m | [ Print Preview | | | Close | Save || LOA || System ion || Create Memery

RFx Response Number 6100000164 RFx Name 10100020 19.07 2020 19:54:33 Status Awaiting Approval Supplier Name FELIX ENGG. CO. Total Value 10,000.00 INR RFx Number 5100000176

Jm Notes and Atiachments * Approval * Tracking |

General Data | Nofes and Atftachments | Quesfions | Messages

Bidder Contact Information RFx Response Information
Supplier Name: FELIX ENGG. GO. Last Changed On:  20.07.2020 19:57-42 INDIA
Contact Person Name: FELIX ENGG GO Lasi Changed By. ADITI SHENDYE
E-Mail: ag00615222@techmahindra.com Creation Date:  20.07.2020 13:44:49 INDIA
Fax: Created By: Mr. FELIX ENGG. CO

Phone: 123456739

Event Parameters Service and Delivery
prcess T i —
Curency
Detailed Price |Simple Price | Status and Statistics
Foliow-On D - |F‘url:l|ase Order or Confract GCreated On:
Target Value of RFx in Original Currency: INR Created By: |Mr. FELIX ENGG. CO. ]
Target Value of RFx in Selected Currency: MR Last Processed On:
Met Value of Header Items: INR Las! Processed By.  |ADITI SHENDYE ]

Port Tender No: |MBPT/2020/07/230

Terms of Payment: |:
‘Organization I;?HE.J;ENDER‘DE.S&TF:!EN THIS

Create Purchase Order

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

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

Under the POWL screen, user can search for the particular RFx or select the particular RFx from the
dashboard and click on “Display” button. The other way, is to click on the RFx number link to display the
RFx.
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RFx will be displayed in another screen. Click on the “Response and Awards” button as shown below.

Display RFx :
| %l | Inifiae Price RFx Response Opening |
[ Questions and Answers (0) || Maintain Refx Parameter

Close || Technical RFx: || Permissions || Copy || Check || (55 Discharge RFx |[ Responses and Awards | Create Follow-on RFx || Export | Print Preview | Verfy Signature |
&, Change Price Open Date || System Information | Create Memory Snapshot [ Refated Tinks , |

RFx Number 5100000178 RFx Name 10100020 19.07.2020 19:54:38  Type Single Tender  Status Published Created On 19.07.202019:56:18  Created By ADITISHENDYE Time Zone [NDIA
Number of tems 1 Version Number 1 Version Type Active Version External Version Number 1

y Eli-i mn |’ Bidders |’ [tems P MNotes and Attachments ]/ Weights and Scores ]/ Approval }/ Tracking \

RFxParameters | Questions | Noles and Allhments

Identification

Event Parameters
RFx Name: 10100020 19.07.2020 19:54:38 Curency: | INR
Port Tender No: | MBPTI2020/07/230 Target Value: mu,mu_nn INR
LONG TENDER DESCRIPTION. THIS N = :
ender Desaigion: | TENDER TYPE ISUSED FOR Detailed Price Information:  Simple Price
" |PROPRIETARY / OEM VENDORS. THIS Fallow-On Document:  Purchase Order or Cantract
FIELD 1S OF 256 CHARACTERS. ,
Bidder Can Change RFx Responses:
RFyx Type: | Single Tender
- Allow Multiple RFx Respanses for Each Company:
Publication Type: |Restricted RFx
Display Weighting to Bidders: ||
Organization
Purchasing Organization:  Mumbai Port Trust Purchase Organisation Tender Fee Security Depos
Confidential Document Copyright © 2018 Tech

Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change

Page 116 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

screen will

A new
tab and click on “RFx Response number” link.

be displayed as

shown

Go to the

“Response Comparison

Responses and Awards

| Close || Expert || Questions and Answers ( 0) |[ System

|| Create Memory

[ Print Preview | |

Remaining Time 0 Days 00:00.00

| RFx Name 10100020 19.07.2020 19:54:33

Response Activity |§ ! Technical Response Activity

Type Single Tender Status Published

Number of Suppliers 1

RFx Number 5100000176

[ compare Selected Responses ||

Compare Al Ry I d G

| =|[ PCR Report || PCR for ALR and AHR. |

El Response Number

6100

Respense Version
1

Company Mame

FELIX ENGG. CO.

Bidder Name
FELIX ENGG. CO.

RFx response will get displayed in another screen as shown below.

Display RFx Response:

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

RFx Response Number 6100000164

RFx Name 10100020 19.07.2020 19:54:38

Notes and Attachments }/ Approval ]/ Tracking I

Status Accepted Supplier N\ame FELIX ENGG. CO.

Total Value

10,000.00 INR RFx Number 5100000178

General Data | MNofes and AMtachments  Questions | Messages

Bidder Contact Information
Supplier Name: FELIX ENGG. C!

0.

Contact Person Name: FELIX ENGG. CO.
E-Mail: agD0615222@techmahindra.com

Fax

Phone: 123456759

Event Parameters
Process Type:
Currency:
Detailed Price . Simple Price
Follow-On Document: \F‘urchase Order or Confract
Target Value of RFx in Original Currency: INR
Target Value of RFx in Selected Currency: INR
et Value of Header Hems: INR

Terms of Payment:

Organization

Responsible Purchasing Organization:

R ible P ing Group:

1

0 50000634 Mumbai Port Trust Purchase Organisafion
o |0 50000787 Material Mgmt Purchase Group

RFx Response Information
Last Changed On:  20.07.2020 20:03;

215 INDIA

Last Changed By: MANDAR PARKAR
Creation Date:  20.07.2020 13:44:49 INDIA

Created By: Mr. FELIX ENGG.

co.

Service and Delivery

Incoterm:

|

Status and Statistics

Created On:
Created By:
Last Processed On:
Last Processed By:

Port Tender No:

Tender Descripfion:

20.07.2020 13:44:49 INDIA

[Mr. FELIXENGG. CO \

20.07.2020 20:03:15 INDIA

[MANDAR PARKAR \

MBPT/2020/07/230

LONG TENDER DESCRIPTION. THIS
TENDER TYPE IS USED FOR
PROPRIETARY / OEM VENDORS. THIS
FIELD IS OF 256 CHARACTERS.

Pre-Bid End Date: 19.07.2020

Pre-Bid Location: | ON-LINE WEBEX SESSION |
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Click on “Create Purchase Order” button as shown in screenshot below.

Display RFx Response:
Print Preview | Eﬂ ‘ Close || Technical RFx Response || Export | Create Purchase Order |||Simulate and Create Purchase Order || Creale Confract || Publish To Catalog || Undo Accept || LOA || System i Create Memory Snapshot
1 1

RFx Response Number 6100000164 RFx Name 10100020 19.07.2020 19:54:38 Status Accepted Supplier Name FELIX ENGG. CO. Total Value 10,000.00 INR RFx Number 5100000176

ﬁklmmﬂm r ltems 'r Noles and Attachments ./ﬁ‘

Current Stalus: |Finished | Header Approval Note

Current Process Step: | |
Currently Processed By: | |
Approval Process Data: Download as XML
Follow Up: ["] Waork ltem to Requester at Process End

e
Header Approval Status

s v

Sequence  Process Step Level Status Status Processor Defermination Processor Received On Processed On Forwarde
. = 0 SRM RFx Response/Bid Approval Completed (Level was Processed) Approved Get Manager of P. Group (Header) for Appr. for RFx Response  MANDAR PARKAR  20.07.2020 19:57:44  20.07.2020 20:01:24

A new window will be popped-up, Select the transaction type and then click on “Create Purchase Order”
button.

| Create Purchase Order

Select from the following transaction types:
Transaction Type Description
| zme STD Purchase Order

I Create Purchase Order ICarlDa
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PO will be created and replicated to backend system.

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

Display RFx Response:

| Print Preview | | | | Close || Technical RFx Respanse || Export || Create Purchase Order || Simulate and Create Purchase Order || Create Contract || Publish Te Catalog

v PO 4000010064 is in the process of fransfer to back-end system

RFx Response Number 6100000164 RFx Name 10100020 19.07.2020 19:54:38 Status Accepted Supplier Name FELIX ENGG. CO. Total Value
Rifx Information ]/ ltemz ]/ Motes and Aftachments ,L Eﬁ l’ Tracking

Current Status: | Finished Header Approval Note

Current Process Step:
Currently Processed By:
Approval Process Data: Download as XML
Follow Up: [ Work ltem to Requester at Process End

My, o

Header Approval Status

| Add Approver || Remove Approver |

Please see the screenshot below of the PO that has got replicated to backend Hana system. This PO will
be available for further processing.
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STD Purchase Order 4000010064 Created by PL_USER

Document Overview Off D 59 L'ﬁ @PnntPreview Messages 5] .@Fersona\satting

Mahindra

No variant o [1] STO Purchase Order — ~|[1000010062| Vendor [40000442 FELX ENGG. CO. | Doc.Date  [20.07.2020]
deﬁned E Deivery/Invoice | Conditions Texts  Address |~ Communication Partners - Additional Data | Org. Data - Status | Customer Data . Release strategy D
Release group [21] Release Group for PO Code | Description Stat
Release Strategy [01] Rel Strategy for PO PL  Approver 1 a
Hierarchy P2 Approver 2
P3 Appraver 3
Release indicator 3] Blocked, changeable wit. ee

P4 Approver 4

B S.Itm A I Material Short Text PO Quantity 0Q.../C|Deliv. Date |Net Price Curr... Per Q... Matl Group  Pint stor.fl
HDl ED Preventive Maint by Exte 1AU D 24.09.2020 10,000.00IHR 1 AU Constructio.. Mumbai Port Trust .
O N
0 >
{ERE s oE REE E B [_pddipennng ]
[5)xem ‘[ 11Preventive Maint by Extemal Vendor ~ ~ [«
Services | Limits | Material Data  Quantities/Weights  Delivery Schedule | Delivery | Invoice | Conditions | Inda | Account Assignment | Temm
Title | - €3] Address details
Name [Mumbai Port Trust ]
I 1
« ”»”
Select other Purchase order and enter the PO Number “4000010064
[& purchase Order Edit Goto Environment  System  Help
STD Purchase Order 4000010064 Created by PI_USER
Document Overview On D E'Q’ rﬁ '-"1'3 @Print Preview Messages E‘ ﬁPersona\Setting
STD Purchase Order = 4000010064, Vendor [40000442 FELIX ENGG. CO. | poc. Date 20.07.2020
| Header
=)
§| TG FRE W PO Quantity Q... C Deliv. Date  Net Price Curr... Per O.../Matl Group  Pint stor. LT
= - aint by Exte.. 1AU D 24.09.2020 10,000.00INR 1 AU Constructio.. Mumbai Port Trust
~ INR
(®1Pur. Order
'Purch. Requisition o
(_)SRM Contract INR —
INR -
«
Other Document @ [
e e =TT P T
@Item [[ 1] Preventive Maint by External Vendor -| BB
Services | Limits | Material Data | Quantities/Weights | Delivery Schedule | Delivery /Vlmu:e ]' Conditions | India | Account Assignment | Texts " Del... || D] =
inv. Recelt Tacote [
[JFinal Invoice
V] GR-Bsd IV
[J5.-Based v
DP Category [ -

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

ring Positive Change

Page 120 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

Select Invoice tab and select Tax Code “V1” and in header Level Choose appropriate in Customer Data
LD Clause and Save the Purchase Order for Approval Process.

& purchase Order Edit Goto  Environment  System  Help

@ “l«B e@qe® & A5 o=
| STD Purchase Order 4000010064 Created by PI_USER

Document Overview On [ %8 [ &0 @print Preview  Messages (1] 7 Personal Setting

| sTD purchase Order  +{4000010064] vendor 40000442 FELIX ENGG. CO. | Doc.pate  [20.07.2020
gHeader
=]
Sls.tm A 1 Matersl short Text PO Quantity 0...|C|Delv. Date | Net Price |curr...|per 0. Mati Group | Pint ‘stor. LT
1 F D Preventive Maint by Exte.. 1AU D[24.09.2020 10,000.00INR 1 AU Constructio.. Mumbai Port Trust

IEEEEn
8

INR
(| 0
E] Item [T 1] Preventive Maint by External Vendor - E]E]

Services | Limits | Material Data | Quantities/Weights | Delvery Schedule | Delivery *‘Invoice | Conditions | India | Account Assignment | Texts  Del...[| [ |[*][E]
[ Inv. Receipt Tax Code E’lJ

["IFinal Invoice
GRBsd IV
[|5.-Based IV
DP Category

SAPZ [ MPO0G11268
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STD Purchase Order 4000010064 Created by PI_USER

Document Qverview Off D E’? rﬁ @Print Preview Messages |1| ﬁﬂersonalsattmg

[20.07. 2020

STD Purchase Order +|/4000010064] Vendor |40000442 FELIX ENGG. CO. | Doc. Date
No 2
. = Delivery/Invoice | Conditions | Texts | Address | Communication | Partners | Additional Data | Org. Data | Status /(lmm lr Release strategy Jj [« =l
variant
W
deﬂned Despatch / Delivery Instruction [ |
de s 4 Insurance Policy No. I | GeM Purchase Order No.
Hierarchy Security Deposit 0,00 RFX No.
[= Liguidation Damage Entries
5. No. | LD Clause 1D Clause Description Minimm LD & Period Maximum LD %
 |# oooor |Lo1 LD Calculated Per day, Maximum| 1,00 DAY 10,00 2
) oooo2 LD2 LD Calculated Per Week, Maximu 0,50 WEEK 5,00
=y |0... Matl Group |Pint |stor. LT
Al Constructio.. Mumbai Port Trust a
i

'J"l
Click on “ " “heck Button. System will check for errors in document. If no errors found,

system will show “ () No messages issued during check Message.

|
Clickon “ = Save Button. System will Create Purchase Order document & displays “

W) Senvice Purchase Ord created under the NUMbE 4000010064” Message.
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Release of Purchase Order-Approval Process
Login as Approver 1 (Assistant Engineer) in SAP System.

[ user System Help

@ | v| « @A

SAP

Mew password

Client 500
Uzer 00l |
I A1
Password Foxaanaforaans]
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

& sewp Y H Q@ CHE Hhogd @ [

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

* =1 Favorites
¥ [ Transaction
» [JReports
~ =1 SAP Menu
* (J Connector for Multi-Bank Connectivity
~ 31 Office
- {2 Workplace]
¥ (I Telephone Integration
» (I Appointrment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase Order 4000010064” message will

appear.
" o Wosce: 03611268 [E@)as) ) (BIEE) BT 8 ) Sk
* & Urvead Documents 0 Workflow 27
+ &l ocumanns 12 Bx Teke Status  Wodk ltem D Creation Da_ Creation P A% Co. W Dyeamic coams
~ ——" @ Piase soucove the Purchae OYGw 4030010964 ER . F Y E Y S—
* [ Grouped acconding to content Q) Please wicove the Purchase Requstion 2001000563 (=] 415320 20,027,200 023458 3
: g Soauped acckeing to coatant o Q Phaase 3ppeove the Purchase Requstion 2001000963 2 414579 20,07.2020 0233:46 S
Grouded acconéing <o sort key Piaase 2ppcove the Purchase Requizion 2001000962 = 414487 19.07.2020 15:4342 S
» B8 Grouped acconding to task Q Please apsecve the Purchase Requston 2001000962 % 414486 10.07.2020 15:03:02 5
: g ‘ 9 0 Q/ Please approve the Purchase Requetion 2001000561 f:ﬂ 415262 19.07.2020 15:10:39 5 (
+ 3 Entres weh Enmi ° Ry Please approve the Purchase Requation 20010005601 (%) 415201 19.07.2020 15%10:16 3 I
» 25 Outhax Ry Phave aoseove the Purchase Requaton 2001000359 2 415260 19.07.2020 15:20:03 S
» <5 Ressbemson Qs Phiase aopcove the Purchase Requation 2001000959 2 414485 10.07.2020 15907:07 S
» 5 private foldees Q Ploase approve the Puschase Reguston 2001000959 % 414484 10.07.2020 15:06:38 S
» 2 Shares folders Q/ Please approve the Purchase Requstion 2001000959 o 415258 19.07.2020 1505:51 5
o ¥ Subicrbed Folders Ry Please approve the Purchase Requstion 2001000559 o 415259 19.07.2020 1595:5: 3
T T R Please 20orove the Purchase Requetion 2001000558 2 415228 17,072,200 10:00:27 3
+ T Shares tash ‘o “
#  Tips & tricks: Display Othar Columna...
Please approve the Purchase Ordaer 4000010064
Description Objects and attachments
Select one of the available decision cpticas, This RO sttackaents oF cbjects exiast
cospletes the processing of this atep.
Befere you make a mn?.p?, you cas display the ~
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Double Click on the “Please Approve Purchase Order 4000010064” message. It will open the
Purchase requisition document in Display mode.

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

—a@x
(& pecsion Edt Goto System Help
9 « e = P8 e
Decision Step in Workflow

Dworkflow  [Hcreate  Elimport

Please approve the Purchase Order 4000010064

Choose one of the following alternatives

[Approve

Reject

Display

lApproval or Rejection History

[Hold

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.

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

Purchase Order will be approved with level 1.

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

[ uUser System Help

@ | v | « @A
SAP

MNew password

Client 500

I ol
User EE00L

Passwiaord KEXKEXN ALK,

Logon Language IEI
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| &3
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.

[ Menu Edit Favorites Extras  System  Help

& sswp N dEH @@ CHE Ohoo @ I

‘ SAP Easy Access
B E ﬁﬂther menu E % & v A BCr:—:—ate role @ASSign Users @Dnc

~ &1 Favorites
* [ Transaction
» [(JReports
~ =7 SAP Menu
* (J Connector for Multi-Bank Connectivity
~ &1 Office
- [ Workplace]
* (O Telephone Integration
¥ (I Appointrment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase Order 4000010064” message will

appear.

Double Click on the “Please Approve Purchase Order 4000010064” message. System will open
the Purchase Order document in Display mode.

AR NeE I (BR)elm) ) (FIES) 61 A8 ) (&% SR VL))
» &l Urvead Documents 0 Workflow 27
+ &l Documents 12 Bx_ Teke Status  Work ltem D Creation Da_ Creation P A% Co_ W Dyeamc colums
~ R—— Ry Phase 330ove tha Purchase OVGw 4DI0VTONA @ 4I5S 2072020 114537 S
/8 GRped Stceeing o comA: Q Please wsove the Purchase Reauston 2001000561 © 415020 20,07.2620 0234:58 S
A Lenerdisireldivor st Q Phase 30prove the Purchase Requskion 2001000563 2 414579 2007.2020 02:33:46 5
E o NREE NN e o P Q) Phaase 30pcove the Purchase Requszion 2001000962 414487 10.07.2000 151342 S
.o s B Q Please appeove the Purchase Requstion 2001000962 414486 19.07.2020 1523:02 5
+ [ eadine o 0 R/ Please approve the Purchase Requstion 2001000561 415262 19.07.2020 15:10:39 S ('
+ D) Entres with Ermors © Ry Please approve the Purchase Requaton 2001000561 415201 19.07.2020 15:20:16 3 I
» 2 Outhox Ry Phave 100cove the Purchase Requation 2001000559 415260 1907.2020 15:30:03 S
v <5 Rensdewmson Qs Phase aopeove the Purchase Requation 2001000959 & 414485 10.07.2020 15407:07 5
+ 5 Private fokdens Q Plaase 3pprove the Purchase Regustion 2001000959 () 414484 10.07.2020 1506:38 S
» 2 shares folders R Please approve the Purchase Requstion 2001000959 (%) 415258 19.07.2020 1545:5! S
» o Subicrbed Folders Ry Please appeove the Purchase Requstion 2001000559 o 415259 19.07.2020 15055t 35
« O T Ry Phease 200rove the Purchase Requetion 2001000558 2 415228 17,02,2020 10:00:27 3
* T Shared tash “ <h
Tips & tricks: Display Othar Columns...
P
Please approve the Purchase Ordar 4000010064
Description Objects and attachments
Select one of the available decision cpticas. This Bo sttachaencs or ohjects exist
cospletes the processing of this astep.
Befere you make & “c"ﬁ' Yyou cas display the .’-

Click on “ @& Back Button. System will open Decision step in workflow screen.
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Click on “Approve” Button to approve the Purchase Order
=4 Decision  Edit Goto  System  Help m

Decision Step in Workflow

D workflow  [hcreate  Elimport

Please approve the Purchase Order 4000010064

Choose one of the following alternatives

[Approve

Reject

Display

lApproval or Rejection History

[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 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.

Purchase Order will be approved with level 2.

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

= User  Systern Help

SAP
MNew password
Client 500
IJzer DYCMEQDL
Password Toanafoancnann]
= |
Logon Language IE'
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| &3
Click on “ &2

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 Favortes Extras  Systemn  Help

& | sewp (g Ce@ee CHER oo @ Iy

‘ SAP Easy Access
) B &5 Other menu & B o2 |+ a | [BCreate role £ Assign users  [EiyDoc

~ &1 Favorites
* [ Transaction
v (JReports
- 121 SAP Menu
v (1 Connector for Multi-Bank Connectivity
~ 3 Dffice
- [t Workplace]
¥ (3 Telephone Integration
» (3 Appointment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase Order 4000010064” message will

appear.

Double Click on the “Please Approve Purchase Order 4000010064” message. System will open
the Purchase Order document in Display mode.

r o Workplice: MP00611268
v 5 box

+ & Unvead Documents 0 Workflow 27
+ & Docements 12 B Tele Work Item I Creation Da_ Creation . P AL Co W Dymamc columy
= B wosdfow 27 Q) Phase 3pseove the Purchase O/Or 4030010364 415455 22.07.2020 114537 S
* (80 Grouped according to content Q, Phease 10seove the Purchase Requston 2001000563 415320 20,07.2020 0234:58 3
; r:; Grouzed mw e :;wz e Q Phaase 1pprove the Purchase Requstion 2001000963 414579 20,07.2020 023346 5
4 ;;_"“"”‘ ::wn:_'zw‘” Q Piase a0pcove the Purchase Requstion 2001000962 414487 19.07.2020 15:4342 S
< nMG‘d“”‘m m" e Q Ploase approve the Purchase Requstion 2001000962 414486 19.07.2020 1513:02 S
+ 0 Ouading $4aemges 0 @ Phease approve the Purchase Requetion 2001000561 415262 19.07.2020 1500:39 3 o
D s e B R Please a0prove the Purchase Requaton 2001000561 415261 19.07.2020 15:10:16 3 r
» 25 Outbax R Phase appeove the Purchase Requation 2001000359 415260 10072020 15:30:03 5
v B Resstateson Q Phaase 30peove the Purchase Requstion 2001000959 414485 10.07.2020 1507:07 5
» 5 private foldens Q Plaase 3pseove the Purchase Requstion 2001000959 414484 10.07.2020 150638 S
» €2 shares folders Q) Please approve the Purchase Requstion 2001000959 415258 19,07.2020 1545:51 S
» o Subscrbed Foders Q Please 1ppeove the Purchase Requstion 2001000559 415299 19.07.2020 159%:51 3
« © Tash Ry Phease 200cove the Purchase Requstion 2001000558 415228 17,020,200 10:00:27 3
* T Shared trash ‘o “

(Bl@)eii) ) (FIES) 8 T RS ) e SR V)

Jp Tips & tricks: Display Other Columns...
Please approve the Purchase Ordar 4000010064
Description Objects and attachments

Select one of the available decision cpticas. This RO sttachaents oF ochjects exiat
cospletes the processing of this step.

Befeore you make & ueu}ne. you cas display the

Clickon “ @& . Back Button. System will open Decision step in workflow screen.
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Click on “Approve” Button to approve the Purchase Order.

=g
=g Decision Edit Goto  System Help
° « e = GEICL
Decision Step in Workflow

TDworkflow  [hcreate B limport

Please approve the Purchase Order 4000010064

Choose one of the following alternatives

[Approve

Reject

Display

|Approval or Rejection History

[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 chjects 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 Order will be approved with level 3.

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

= User  System  Help

SAP

Mew password

Client 500

User m
U al

Password Doaaforanaa]
L |

Logon Language @
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| &3
Click on “ 2

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

” SAP Business Workspace Button.

(T Menu Edit Favorites Extras System  Help

& | sswp Y JH @@ CHE DTLod @

‘ SAP Easy Access
L_ﬂ E ﬁmanner menu @ % & e BCreate role @Assign users @Dm

* 31 Favorites
* [ Transaction
* [ Reports
~ =1 SAP Menu
* [ Connector for Mutb-Bank Connectivity
~ 3 Dffice
- [&2 workplace]
* [ Telephone Integration
» (3 Appointment Calendar
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Expand “Inbox” button, under workflow “Approve Purchase Order 4000010064” message will
appear.

" € oo wssiizee BRI e SRRy
bt -]
+ &l Urvead Documents 0 Workflow 27
+ &l bocumams 12 Ex_ Tele Status  Work Item D Creation Da_ Creation . P AL Co. W Dymamic colums
- Ina———  Piase swseove e Fuchave Ordw 4030810664 @ 4155 20200 1A S
* (50 Grouged acconding to content Q) Please wseove the Purchase Requston 2001600563 (5] 415320 20,07.2020 0234:58 3
i g“w Bkeing W oyt ioe Qs Phaase appeove the Purchase Requston 2001000563 2 414579 20.07.2020 023346 5
* T Grouped acconding to sart bey Plaase 30peove the Purchase Requation 2001000962 =) 414487 10.07.2020 15:4342 S
» B Grouped acconding to task
. Qs Please approve the Purchase Requstion 2001000962 %) 414486 19.07.2020 15:33:02 5
S g " $ 0 Qs Please approve the Purchase Requetion 2001000561 % 415262 19.07.2020 15:00:39 S (
+ D3 Entres weh 0 ° Ry Please approve the Purchase Requeton 20010005601 2 415201 19.07.2020 15:20:16 3
5 Othiat S Q Phase weove the Purchase Requation 2001000359 2 415260 19.07.2020 15:30:00 5
¥ <5 Reastiaionon Q Phiase aopecve the Purchase Requstion 2001000959 @ 414485 10.07.2020 1597:07 5
» &8 private foldens Q Plaase 3pprove the Puschase Regustion 2001000959 Q 414484 10.07.2020 15:06:38 S
» <2 Shares folders Q) Please approve the Purchase Requstion 2001000959 Q 415258 19.07.2020 1505:51 5
o ¥ Susserbed Folders Ry Please approve the Purchase Requstion 2001000559 (%] 415259 19.07.2020 15955 35
« O T Ry Please 200cove the Purchase Requetion 2001000558 2 415228 17,072,200 10:00:27 3
* T Shares trash o

“
#  Tips & tricks: Display Othar Colemns...
Please approve the Purchase Ordaer 4000010064

Description Objects and attachmests

Select cne of the available decision
cospletes the processing of this atep.

pet This | ®o 2 or chjects exiast

Befere you make a decisign, you cas display the
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Double Click on the “Please Approve Purchase Order 4000010064” message. System will open
the Purchase Order document in Display mode.

Click on “ &, Back Button. System will open Decision step in workflow screen.
Click on “Approve” Button to approve the Purchase Order.
[E pecision Edt Goto System Help m

] « @ = HE em
Decision Step in Workflow

Hworkflow  [hcreate  FImport

Please approve the Purchase Order 4000010064

Choose one of the following alternatives

lApprove

Reject

Display

= 1 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.

Before you make a decision, you can display the attachments and chjects 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 Order will be approved with level 4.
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Once the Purchase Order is approved by all 4 level approvers, a notification is triggered to
Purchase Order Initiator and all preceding approvers.
=4 Workplace Edt  Gote  Folder  Environment  Settings  System  Help -
o | J<deee SR e®
Business Workplace of MP0O0611268

?New message ﬂﬁ Find folder ﬂﬁ Find document @Appomtment calendar g’ei% Distribution lists

" o orobcs: wocer1268 @ CHIE ) & 7 ) ) LI
v 2 Inbox -
- #] Unread Documents 5 Unread Documents 5
+ ] Documents 17 Me_ Ty Title At |Author Date recei ~ Co_ |Re_ |Recp,.
= O workflow 26 [ [2 Purchase Order 4000010064 is approved. SAP_WFRT 22.07.2020 1
» 9 Grauped according to content [ [2 Purchase Order 4000010064 i approved. SAP_WFRT 22.07.2020 1
' S Grouped according to content type [ [& Purchase Order 4000010064 is approved. SAP_WFRT 22.07.2020 1
: = g"’“"ej “[“’j!"g ;‘) z’i key [ [ Purchase Order 4000010064 is approved. SAP_WFRT 22.07.2020 1
rouped according to tast -
Purchase Order 4000010064 is approved. SAP_WFRT 22.07.2020 1
+ I overdue entries 0 B e = -

+ [ peadine Messages 0
+ O Entries with Errors 0

3 %a Outbox

3 @,@ Resubrmission

3 t{,‘é Private folders

» ©2 shared folders

v ¥ Subscribed Folders

« TOF Trash

« 707 Shared trash

Purchase Order 4000010064 is approved.

Hello Sir/Madam,

Purchase Order 4000010064 is approved.

Approved by: MP00611268 MPD0611268

Regards,
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Display of Purchase Order

Enter T code ME23N and Enter the other Purchase order No 4000010064 and select Release
Strategy System shows that purchase order released all four levels.
& purchase Order Edit Goto  Envronment  System  Help

() FcH eae =/ S8 @m

Release STD Purchase Order 4000010064

Document Overview On 59' ’-_ﬁ ﬁ' @Pnnt Preview Messages III ﬂPersonalSettlng

| STD Purchase Order  ~ 4000010064 Vendor |40000442 FELIX ENGG. CO. | Doc.Date [20.07.2020
k) Delivery/Invoice YCondrtions VTexts YAddress VCommunimtion VPartners YAdditionaI Data l/Drg. Data Vstztus VCustomer Data /Hehmeshm ]H J0JE
Release group 21! Release Group for PO Code ‘Descn'pt»on |S\at |Rele
Release Strategy [D1] Rel Strategy for PO P1 Approver 1 ¥ | B
P2 Approver 2 W B
P3 Approver 3 B
&
Release indicator Released A PTG v B
(=]
B/s./tm [A |1 |Materal Short Text PO Quantity |0...|c|Deiv. Date |net price lcurr... Per  |0... Matl Group  Pint 'stor. LT

L F D Preventive Maint by Exte 1AU D|24.09.2020 10,000.00INR 1 AU Constructio... Mumbai Port Trust

FEEEEEN
8

LI i

EER EFEE T
Ttem Detail
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Create/ Change Measurement Sheet
Enter Transaction code ZMS01 in command Bar

=g Menu  Edit Favorites Extras System  Help

@ |zmso1 i« e@@ 2HE HNhoH NE

SAP Easy Access
[0 E | & | saOthermenu | Vo ¥ & | v 4 | [@Createrole | 2 Assion users

» [ Favorites
¥ [ SAP Menu
» (3 Connector for Multi-Bank Connectivity
» [ Office
» B3 Cross-Application Components
» [ Logistics
» (3 Accounting
» £33 Human Resources
» (3 Information Systems
» (3 Tools
» (3 webClient UI Framework

In Create Measurement Sheet Screen, provide below details;

Service Order: 4000010064

Company Code: 1000

System will display Service line item details from service purchase order.
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Click on « IEEUEEEESEENCNE J« Input measurement Button. System will open Backup sheet
screen

=4 System  Help

/] MR ae g8 e
Create Measurement Sheet
& Clear screen [
20.07.2020]
Service Ord, [2000010064] Company Code 1000 Mumbai Port Trust Plant 1000 Mumbai Port Trust Doc. Date 1 20.07.2020
endor . CO. Purchase Group 101 Material Mgmt
| Attachments |
OBJECTID GUIID DATE TYPE
Doc. Type L J |
File name
a|» 4|
Service Order - Line Ttems Services for Item |1 Preventive Maint by External Vendor -
Item  Material/Service Quantity Ulm Line Service Mo Description Text | Input Measurements  BOQ Qty BOQ Amoun
1 Preventive Maint by External ..1.000 I~ 10 8300000085 Two Coats - 0il Bound Distemper Input Measurements |10.000 10,000.00 =
= | | a0 aqr
Gl 2 4

In Back up screen, record the service activity details.

Click on “|_S3Ve B EXE | « g tton
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[ system Hep -

[~

Create Measurement Sheet
& Clear screen O

Service Order 4000010064 Company Code | 1000 Mumbsai Port Trust Plant 1000| Mumbai Port Trust Doc. Date |20.07.2020
Vendor 40000442 FELIX ENGG. CO. Purchase Group /101 Material Mgmt

Attachments

[ Backup Sheet

255 UEEE Service Line Item No. 10 UM  [Square meter |
File name
3 E Date Description - ‘ Quantity |U...‘B‘emarlui
_22.07.2020 Two Coats Completed LComp\at:ed Jomp\etad -
0.000 M2 ~
m 0.000 M2
Service Order - Line Ttems| | 0.000 Mz
Ttem  Materal/Service I 0.000 Mz PQ Qty 80Q Amoun ]
1 Preventive Maint by 0.000 M2 .000 10,000.00 =
I | m 0.000 M2 T
|| N 0.000 M2
|| N 0.000 M2 -
|| ] 0.000 M2 -
4 “r
= Total  |o-000 | u2 Save & Exit Cancel R

0
o 0

System will Update the data recorded against the service line item. Current JMS Quantity will
be updated in Measurement sheet.
=

. I .
Clickon“ ™= “icon
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® seen e L4

@[ ~« oe a0 em=
Display Measurement Sheet
& Clear screen I &3

Service Order 4000010064 Company Code | 1000 Murmbai Port Trust Plant 1000| Mumbai Part Trust Doc. Date [20.07.2020
1MS Na. 1100000010| Vendor 40000442 | FELIX ENGG. CO. Purchase Group  |101| Material Mgmt
Attachments
HDB]ECT]D |Gurm DATE TYPE
4| | ———| |v

[ 51
Service Order - Line Trems Services for Ttem ‘_ b |
| Item ‘MatenaVSemce ‘Quanhty |U | Line Service No ‘Descmtnn |Text |1nput Measurements |BDQ Qty ‘BDQ Amoun
1 Preventive Maint by External .. 1.000 A~ 10 8300000085 Two Coats - 0il Bound Distemper Input Measurements |10.000 10,000.00 =
B -l = o
TEE 0
IMS: 1100000010 Successfully created. g > MPO0611268 ~ | ipasapgihg | INS =

System will Create Measurement sheet & displays “8 ™ 100l sasdb ot v \ogoaoe.
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Change Measurement Sheet:
Enter Transaction Code ZMSO02 in the Command Bar.

[ Menu Edit Favorites [Extras System  Help

& 4EE ke CE@ DHE DO [

SAP Easy Access
(& ™ &  gaOthermenu | S By &2 w &  [BCreaterole | EFas

~ &1 Favorites
* [ Transaction
v [JReports
~ 21 SAP Menu
v (1 connector for Multi-Bank Connectivity
v [ Office
v (O Cross-Application Components
» (7 Logistics
v (1 Accounting
* [J Human Resources
¥ [ Information Systems
¥ (1 Tools
v [1 wWebClient UI Framewaork
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Enter following data.
Company Code: 1000
JMS No0:1100000010.

And Press “Enter”

Click on “ . Workflow will be initiated

& system  Help

@ | -]« ae S0 em
Change Measurement Sheet

¢ Clearscreen N 3 @

. (e | [P P . Py
Service Order 4000010064| Company Code 1000 Mumbai Port Trust Plant 1000 Mumbai Port Trust Doc. Date |20.07.2020
1100000010 (10000442 |
JMS No. 1100000010) Vendor 40000442 FELIX ENGG. CO. Purchase Group 101 Materal Mgmt
| Attachments |
OBJECTID GUIID DATE TYPE
T n
Doc. Type ! J s
File name [ ~
AL i
Service Order - Line Items Services for Item [1 Preventive Maint by Extemnal Vendor -
- Item Material/Service Quantity U Line Service No Description Text Input Measurements BOQ Qty BOQ Amoun ﬁ

1 Preventive Maint by External .. 1.000 L=~ 10 300000085 Twe Coats - 0il Bound Distemper Input Measurements |10.000 10,000.00 =

1 | -

-

I [ Workflow Released for Approval I E? [> | MPDOG11268 * ipasapgihg | INS
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Approve JMS Sheet
Login as Approver 1 (Assistant Engineer) in SAP System.

(S User System Help

0 | v « @
SAP
Mew password

Client 500

User LEODL
I ol

Password (i anafoanans]
L |

Logon Language |E|
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Click on “
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 FExtras  System  Help

& |sswp i e CHE Dhoo @ Mm@

‘ SAP Easy Access
L& E' &5 Other menu & By 2 |+ 4« | [Hreate role £ Assign users [ ErDoc

- &1 Favorites
* (7 Transaction
¥ [JReports
~ 1 SAP Menu
¥ (1 Connector for Multi-Bank Connectivity
~ &1 Office
.
* (1 Telephone Integration
* (1 Appointment Calendar

Expand “Inbox” button, under workflow “Please Approve JMS 1100000010 “message will
appear
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= Workplace  Edit  Goto  Folder

[] | «

Environment
2ae

Business Workplace of MPO0O611268

Settings  System  Help

A8 o

?New message ﬂﬂFind folder ﬂﬂFind document @Appomtment calendar g’ei% Distribution lists

~ o Workplace: MP00611268

~ %a Inbox

ELE]E L]

+ & Unread Documents 4 Workflow 28
+ ] Documents 17 Ex.. Title Status | Work Item ID|Creation Da_ |Creation P |At_ |Co_ |W. . | Dynamic colu
» O workfiow 28 %, Please approve the JMS 1100000010 5] 415456 22.07.2020 12:23:46 5
+ 3 overdue entries 0 4, Please approve the Purchase Order 4000010064 =] 414818 22.07.2020 11:52:04 5
* ¥ Deadine Messages 0 %, Please approve the Purchase Requisition 2001000963 @ 415320 20.07.2020 02:34:58 5
: égti':;”es with Errors 0 %, Please approve the Purchase Reguisition 2001000963 @ 414579 20.07.2020 02:33:45 5
» ¢ Resubmission '32, Please approve the Purchase Requisition 2001000962 (%) 414487 19.07.2020 15:13:42 5
" K:‘a private folders +%; Please approve the Purchase Requisition 2001000962 @ 414486 19.07.2020 15:13:02 5
> K’9 Shared folders '32, Please approve the Purchase Requisition 2001000961 (%) 415262 19.07.2020 15:10:39 5
» € Subscribed Folders #, Please approve the Purchase Requisition 2001000961 (2] 415261 19.07.2020 15:10:16 5
+ F Trash +%, Please approve the Purchase Requisition 2001000859 @ 415260 19.07.2020 15:10:03 5
+ {iif Shared trash '32, Please approve the Purchase Requisition 2001000959 © 414485 19.07.2020 15:07:07 5
+%, Please approve the Purchase Requisition 2001000859 @ 414484 19.07.2020 15:06:38 5
'3{, Please approve the Purchase Requisition 2001000959 (%] 415258 19.07.2020 15:05:51 5
'32, Please approve the Purchase Requisition 2001000959 @ 415259 19.07.2020 15:05:51 5

4

#  Tips & tricks: Gromp Work Ttems According to Tasks..

Please approve the JMs 1100000010

Description Objects and attachments

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

This No attachments or objects exist

Before you make a decision, you can display the

System will open the JMS document for line item wise approval.
Select the line item & Click on “ P25t 7 buytton.

[5 Lst Edt Settings System  Help w
(] -] «<H" = 6® SR em
JSM Workflow

H2TTF E% @ BER BL e
Bl Select line Levell Level2 Level3 Level JMS Number Company Code Service order Item Mo Vendor

Vendor name Doc.Date  Plant Service/Material
E 1100000010 1000 4000010064

1 40000442 FELIX ENGG. CO. 20.07.2020 1000 Preventive Maint by External Vendor

Quantity UoM Service No
1.000 AU 8300000085

Service item No Description
10 Two Coats -

Click on “ ”icon to confirm the selected line items.
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[ Information x

|1| Selected entries will be considered for approval
process

2
Click on “Approve” Button to approve the Measurement Sheet.
[= pecison Edit Goto System  Help

o -« e = sHew
Decision Step in Workflow

Dworkfow  [Hcreate  Elimport

Please approve the JMS 1100000010

Choose one of the following alternatives

Approve

Reject

Display

|Approval or Rejection History

Hold

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 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.

Measurement Sheet will be approved with level 1.

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

(& User System Help

0 | v | « @

SAP

Mew password

Client 500

I 3

User EE001

Password SRR R R

Logon Language |E|
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. &2

Click on
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

“ SAP Business Workspace Button.

[ Menu Edit Favortes Extras  System  Help

& sewe N dH @@ CHE DT oo @ [

‘ SAP Easy Access
B E ﬁﬂmer menu E % & v A Bﬂreate role @ASSign Users B?yDnc

~ &1 Favorites
* [ Transaction
» (I Reports
~ =1 SAP Menu
* (J Connector for Multi-Bank Connectivity
~ 21 Office
[ Workpiace]  {m—
¥ [ Telephone Integration
¥ (I Appointrment Calendar
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Expand “Inbox” button, under workflow “Please Approve JMS 1100000010 “message will
appear

= Workplace  Edit  Goto  Folder  Environment  Settings  System  Help

Q| v« eqe HE @%
Business Workplace of MPO0O611268

T7MNew message  (f)Find folder () Find document [ Appointment calendar 5% Distribution lists
v & Workplace: MP00611268

v &2 Inbox :“

+ =] Unread Documents 4 Workflow 28
+ & Documents 17

ELE]E L]

Ex  Title Status Work Item ID Creation Da_ Creation  |P At |Co. W, Dynamic colu
» O workfiow 28 %, Please approve the JMS 1100000010 5] 415456 22.07.2020 12:23:46 5
+ 3 overdue entries 0 4, Please approve the Purchase Order 4000010064 =] 414818 22.07.2020 11:52:04 5
+ [ Deadine Messages 0 %, Please approve the Purchase Requisition 2001000963 @ 415320 20.07.2020 02:34:58 5
; ég;’;i"ﬂs D Eread 4, Please approve the Purchase Requisition 2001000963 = 414570 20.07.2020 02:33:46 5
- el '32, Please approve the Purchase Requisition 2001000962 (%) 414487 19.07.2020 15:13:42 5
" K:‘a private folders +%; Please approve the Purchase Requisition 2001000962 @ 414486 19.07.2020 15:13:02 5
> K’9 Shared folders '32, Please approve the Purchase Requisition 2001000961 (%) 415262 19.07.2020 15:10:39 5
b tmf’ Subscribed Folders +%; Please approve the Purchase Requisition 2001000961 @ 415261 19.07.2020 15:10:16 5
+ i Trash '%; Please approve the Purchase Requisition 2001000959 @ 415260 19.07.2020 15:10:03 5
+ {iif Shared trash '32, Please approve the Purchase Requisition 2001000959 © 414485 19.07.2020 15:07:07 5
f +%, Please approve the Purchase Requisition 2001000859 @ 414484 19.07.2020 15:06:38 5
'32, Please approve the Purchase Requisition 2001000959 © 415258 19.07.2020 15:05:51 5
%; Please approve the Purchase Requisition 2001000959 @ 415259 19.07.2020 15:05:51 5

4 4

#  Tips & tricks: Group Work Ttems According to Tasks..
Please approve the JMS 1100000010

Description Objects and attachments

Select one of the available decision options. Thiz | No attachments or objects exist
completes the processing of this step.

Before you make a decision, you can display the

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

Page 153 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

System will open the JMS document for line item wise approval.
Select the line item & Click on “ P25t 7 putton.

[ Lt Edit Settings System  Help '
@ | M = [ & ol 0w

| 7SM Workdlow |
RANE2FTTF E% O B BB rost

B Select line Levell Level2 Level3|Leved IMS Number |Company Code Service order|Item No Vendor  |Vendorname  Doc.Date  Plant |Service/Material |Quantity |UoM|Service No  |Service item No Description
v 1100000010 1000 4000010064 1 /40000442 FELIX ENGG. CO. 20.07.2020 1000 Preventive Maint by External Vendor 1.000 AU 8300000085 10 Two Coats -

Click on “ ” icon to confirm the selected line items.
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|1| Selected entries will be considered for approval

process

Click on “Approve” Button to approve the Measurement Sheet.
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[ pecson Edit Goto System Help
————a
9|l
L

T« e = HE o
Decision Step in Workflow

Dworkflow  fhcreate  Elimport

Please approve the JMS 1100000010

Choose one of the following alternatives
[Approve

Reject

Display

[Approval or Rejection History

[Hold

Description Objects and attachments

Select one of the available decision options. This completes the processing of No attachments cor objects exist
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.

Measurement Sheet will be approved with level 2.

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

[ User System Help

0 | "'l & @ Iﬁ IE'
SAP
MNew password
Client 500
ser DYCMEDODL
Password Toanafonnnnn]
L .l
Logon Language lﬁ|
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| &4
Click on “ 2

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

” SAP Business Workspace Button.

[ Menu Edit Favorites Extras  System  Help

& |sswp Y dH e@e  CHE sman @ M|

‘ SAP Easy Access
L_ﬂ E && Other menu HE S v oa BCreate rale @Asmgn LISErs @Dm

* &1 Favorites
* [ Transaction
v (1 Reports
~ 3 SAP Menu
v (1 Connector for Multi-Bank Connectivity
~ &1 Dffice
- [ Workplace]
¥ (O Telephone Integration
» (1 Appointment Calendar
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Expand “Inbox” button, under workflow “Please Approve JMS 1100000010 “message will
appear

T Workplace Edit  Goto  Folder Envionment  Settings  System  Help

S v« eaoe A0 @
Business Workplace of MPOO611268

T Mew message  [(f)Find folder (i) Find document  [E] Appointment calendar 5 Distribution lists

~ « Workplace: MP00611268 3 (= (@)
~ &2 Inbox -
- & Unread Documents 4 Workflow 28

= ':] Documents 17
» 11 workflow 28
+ I overdue entries 0
+ [ Deadine Messages 0
+ D Entries with Errors 0
» 2 Outbox
v B Resubmission
v &2 private folders
2
»

Title Status Work Item ID Creation Da_ | Creation _|P At _|Co_ W._ Dynamic colu
Please approve the JMS 1100000010 415456 22.07.2020 12:23:46
Please approve the Purchase Order 4000010064 414818 22.07.2020 11:52:04
Please approve the Purchase Requisition 2001000963 415320 20.07.2020 02:34:58
Please approve the Purchase Requisition 2001000963 414579 20.07.2020 02:33:46
Please approve the Purchase Requisition 2001000962 414487 19.07.2020 15:13:42
Please approve the Purchase Requisition 2001000962 414486 19.07.2020 15:13:02
Please approve the Purchase Requisition 2001000961 415262 19.07.2020 15:10:39
Please approve the Purchase Requisition 2001000961 415261 19.07.2020 15:10:16
Please approve the Purchase Requisition 2001000959 415260 19.07.2020 15:10:03
Please approve the Purchase Requisition 2001000959 414485 19.07.2020 15:07:07
Please approve the Purchase Requisition 2001000959 414484 19.07.2020 15:06:38
Please approve the Purchase Requisition 2001000959 415258 19.07.2020 15:05:51
Please approve the Purchase Requisition 2001000959 415259 19.07.2020 15:05:51
1“0

2 Shared folders
©¥ Subscribed Folders
ﬁ Trash

o ﬁ Shared trash

geeceeeaceedldr
LTI

I T I A T I AT AT R I ]

Tips & tricks: Group Work Items According to Tasks..

Please approve the JMS 1100000010

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
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System will open the JMS document for line item wise approval.
Select the line item & Click on “ P25t ” putton.

[ Lt Edit Settings System Help

@ | -l <@ =Nt S8 o

=
JSM Workflow
HEFTTF EfR G BHEw BE post

B Select line Levell Level2 Level3 Level JMS Number Company Code|Service order Item Mo Vendor

Vendor name Doc.Date  Plant Service/Material Quantity UoM Service No  Service item No Description
E 1100000010 1000 4000010064

1 /40000442 FELIX ENGG. CO. 20.07.2020 1000 Preventive Maint by External Vendor 1.000 AU 8300000085 10 Two Coats -

Click on “ ” icon to confirm the selected line items.

Ii' Selected entries will be considered for approval
process
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Click on “Approve” Button to approve the Measurement Sheet.

[ pecson Edit Goto System Help
1
o T e = Gl
Decision Step in Workflow

Dworkflow  fhcreate B limport

Please approve the JMS 1100000010

Choose one of the following alternatives

[spprove

Reject

Display

[Approval or Rejection History

[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 decision remains in your inbox for processing.

Measurement Sheet will be approved with level 3.

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

= User  Systemm  Help

SAP
Mew password
Client 500 |
User CMEOOL
IF =1
Password -x-xw-x-x|x-x-x-x-x-x-x]
L |
Logon Language @
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| &3
Click on “ 2

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

” SAP Business Workspace Button.

(T Menu Edit Favorites Extras System  Help

& | sswp Y JH @@ CHE DTLod @

‘ SAP Easy Access
L_ﬂ E ﬁmanner menu @ % & e BCreate role @Assign users @Dm

* 31 Favorites
* [ Transaction
* [ Reports
~ =1 SAP Menu
* [ Connector for Mutb-Bank Connectivity
~ 3 Dffice
- [&2 workplace]
* [ Telephone Integration
» (3 Appointment Calendar
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Expand “Inbox” button, under workflow “Please Approve JMS 1100000010 “message will
appear

T wWorkplace Edit Goto  Folder Environment  Settings  System  Help
@ | T« eqe A8 o
Business Workplace of MPOO611268

?New message ﬂﬁ Find folder ﬂﬁ Find document @Appomtment calendar g’ei% Distribution lists

~ o Workplace: MPO0611268

? g FEIEIE] i) ®
« & Unread Documents 4 Workflow 28
+ ] Documents 17 Ex.. Title Status | Work Item ID|Creation Da_ |Creation P |At_ |Co_ |W. . | Dynamic colu
» I3 workfiow 28 %, Plaase approve the JMS 1100000010 @ 415456 22.07.2020 12:23:46 5
+ 3 overdue entries 0 %, Please approve the Purchase Order 4000010064 @ 414818 22.07.2020 11:52:04 5
* D Deadine Messages 0 %, Please approve the Purchase Requisition 2001000963 @ 415320 20.07.2020 02:34:58 5
: égi’;&”es with Errors 0 %, Please approve the Purchase Reguisition 2001000963 @ 414579 20.07.2020 02:33:45 5
» &8 Resubmission '32, Please approve the Purchase Requisition 2001000962 (%) 414487 19.07.2020 15:13:42 5
. é T %, Please approve the Purchase Requisition 2001000962 © 414486 10.07.2020 15:13:02 5
» @ Shared folders +%, Please approve the Purchase Requisition 2001000961 @ 415262 19.07.2020 15:10:39 5
v ¥ Subscribed Folders '32, Please approve the Purchase Requisition 2001000961 (2] 415261 19.07.2020 15:10:16 5
+ F Trash +%, Please approve the Purchase Requisition 2001000859 @ 415260 19.07.2020 15:10:03 5
. ﬁ Shared trash '%; Please approve the Purchase Requisition 2001000959 @ 414485 19.07.2020 15:07:07 5
i '32, Please approve the Purchase Requisition 2001000959 (%) 414484 19.07.2020 15:06:38 5
+%; Please approve the Purchase Requisition 2001000959 @ 415258 19.07.2020 15:05:51 5
'32, Please approve the Purchase Requisition 2001000959 @ 415259 19.07.2020 15:05:51 5
4 4

Tips & tricks: Group Work Items According to Tasks..

Please approve the JMs 1100000010

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
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System will open the JMS document for line item wise approval.

Select the line item & Click on “ P25t 7 putton.

[E Lst Edit Settings System  Help '
@ | -]« =N ol om
JSM Workflow
HNa&TT E% @ BER E B rost

EL Select line Levell Level2|Level3 Level JMS Number |Company Code Service order|Item No Vendor | Vendor name Doc.Date  Plant |Service/Material Quantity UM Service No | Service item No Description
E 1100000010 1000 4000010064 1 /40000442 FELIX ENGG. CO. 20.07.2020 1000 Preventive Maint by External Vendor 1.000 AU 8300000085 10 Two Coats -

Click on “ " icon to confirm the selected line items.
[ Information

III Selected entries will be considered for approval

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

(& pecison Edit Goto System  Help

o -« e = sHew
Decision Step in Workflow

Dworkflow  horeate  Elimport

Please approve the JMS 1100000010

Choose one of the following alternatives

Approve

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.
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JMS will be approved with level 4.

Once the JMS is approved by all 4 level approvers, a notification is triggered to initiator stating
“JMS 110000010 is approved”

[= workplece Edit Goto Folder Enyironment Settings  System  Help -
@ | v| « 2ae HE @
Business Workplace of MP00611268

ﬁNew message ﬂﬁ Find folder ﬂﬁ Find document Appointment calendar @ Distribution lists

o 4 \:_Jorkilace: MP0O0611268 @ 0oLE [ @) 5] # [l ) SELTFLA)
~ & Inbox.
d':] Unread Documents 9 Unread Documents 9
+ =] Documents 22 Me_ | Ty |Title At_ | Author Date recei_” Co,_|Re_|Recp
~ D workdow 27 "] [% JMs 1100000010 & approved. SAP_VIFRT 22.07.2020 T
b el e 0] [ JMS 1100000010 is approved. SAP_WFRT 22.07.2020 1
. S g:zzp:j :EES:S::Q tg ;)r"tt:t &= 5 [ IMS 1100000010 is approved. SAP_VUFRT 22.07.2020 1
' BB Gmuzed acmmmg papars ¥ [ [& IMS 1100000010 is approved. SAP_WFRT 22.07.2020 1
- DI overdue entries 0 B [ IMS 1100000010 is approved. SAP_WWFRT 22.07.2020 1
+ D Deadline Messages 0 [ [ Purchase Order 4000010064 s, SAP_WFRT 22.07.2020 1
- DI Entries with Errors 0 [ [ Purchase Order 4000010064 is SAP_VUFRT 22.07.2020 1
&5 Outhox [ [ Purchase Order 4000010064 is SAP_WWFRT 22.07.2020 1
&8 Resubmission B4 [2 Purchase Order 4000010064 is SAP_WFRT 22.07.2020 1

rs",é Private folders

2 shared folders

=¥ Subscribed Folders
* 0 Trash

- T0F Shared trash

JMS 1100000010 is approved.

Hello Sir/Madam,

JMS 1100000010 is approved.

Approved by: MP00611268 MP00611268

Regards,
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Create/ Change Abstract:

Enter Transaction code ZASO1 in Command bar and press Enter

[E Menu Edit Favorites Extras System  Help
@ [zasa1 2R HhHhodH A8 o=
SAP Easy Access

[ E | & | suoOthermenu |76 ¥ & | v 4 | [RCreaterole | 2 Assignusers  [23Documentation

» [ Favorites
~ = SAP Menu
3 Connector for Multi-Bank Connectivity
» [ Office
3 Cross-Application Components
» [ Logistics
» [(3 Accounting
* [ Human Resources
+ [T Information Systems
+ [ Tools
» [ webClient UI Framework

h“_ =
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In Create Abstract Screen, provide below details,
Company Code: 1000
Service PO: 4000010064

=g System  Help

T =
V] -]« eae S8 em
Create Abstract
& Clear Screen
T
Service Order L4UUUUIUU\54J‘ Company Code |1000 Doc. Date
Plant Purchase Group
1

Vendor

| List of Approved and open JMS.

Select IMS No Created On |Created By Changed On | Changed By Approved [
| O -
o O =
| [ O

O
| D
| o
| o
| [ O

O
| D
| O
- 0 L
-5 :
B i

Press Enter.

System will fetch the details of JMS recorded against Service order and display in Create
Abstract screen.

Select the JMS Line Item and Click on “ [ [» Process Selection “ Process Selection Button.
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[E system  Help

] v| « eqe HE em
Create Abstract
& Clear Screen
-
Service Order |_4000010064J Company Code 1000 Mumbai Port Trust Doc. Date 20.07.2020
Plant 1000 Purchase Group 101
Vendor 40000442 | FELIX ENGG. CO.

List of Approved and open JMS

_Select|JMS No Created On | Created By Changed On |Changed By |Apprcwed
D 1100000010 22.07.2020 MPO0OE112&8 22.07.20 ~

-

i L
“} Process Selection
lcAD 4 3
=1
= System  Help
e -«8 ece SF oW
‘ Create Abstract
FEE (OGS DEED (SR EL L) B e 5]
E IMS Doc No PO Line Item Material Description PO Quantity| PO_UoM| Select Line Number Service Number Service Text |Actual Quantity|Quantity Service UioM
1100000010 1 Preventive Maint by External Vendor 1.000 AU 10 8300000085 Twao Coats - Oil Bound Distemper 10.000 10.000 M2
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System will Create Abstract Document.

[= Details of Abstract created
ENAE AR ER
Ele J&= J=

Abstract PO Line Item
2100000010 1

Invoice Verification:

Enter Transaction code MIR7 in command Bar
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= Menu  Edit  Favorites  Extras  System  Help

@ MRz M G@hlaffil DDaN DB

SAP Easy Access

[o & | & | & 0ther menu 76 i & | v & | [create role £ Assign users

v [ Favorites -
~ [ SAP Menu -
» (7 connector for Multi-Bank Connectivity
v [ Office
* [ Cross-Application Components
~ [= Logistics
* [ Equipment and Tools Management
¥ [= Materials Management
» [T Purchasing
» [ Inventory Management
~ = Logistics Invoice Verification
¥ = Document Entry
+ () MIRO - Enter Invoice
+ &) MIR7 - Park Invoice
+ [ MIRA - Enter Invoice for Invoice

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

[= Enter Company Code

Company Code K@ _.@

[)2¢]
—

In Park Incoming Invoice Screen, provide below details;
Invoice Date: 22.07.2020
Purchase order: 4000010064 & Press Enter.
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& Invoice Document  Edit  Goto  System  Help

V] l«Heace DHoH TS0 oW

‘ Park Incoming Invoice: Company Code 1000

Show PO structure €2 Hide worklist | [} | Hold P#sSimubte [S] Save as Completed ® Messages  [ilHelp  (DNF

Workst | Transaction [Trvoice - WOO Balnce 10,000.00- INR

+ (O Held documents

+ [ Parked documents -
+ [ Docs complete for pos __/Payment [ Detals _|“Tax | withholding tax (| [/[*] (5] | Vendor 0040000442
FELTX ENGG. CO.
Invoice date 22.07.2020 Reference 3 MOTISHAH CROSS LANE
Posting Date 22.07.2020 COZY COTTAGE, 4TH FLOOR, BYCULLA
Amount | ‘ INR 20027 MUMBAT-MUMBAI
["|Calculate Tax (=1 2865273
Tax Amount [ [ -] @
Bus.Place/Sectn & Bank Key SBINODODD290
Text [ | Bankacct  |7234896734
| Paymt terms Due immeditely . | |STATE BANK OF INDIA, WORLI NORTH |
__/'POReference | G/L Account | Material |
[Purchase Order/Scheduling Agreement | [4000010064 | Goods/service tems ~|
Layout [ All information -
B Item ‘Amount ‘Quanhty |D|F‘,—, |Purchme |Item |PD Text ‘Central C<_|:|
o 1 10, 000.00 [ 4000010064 1 ive Maint by External Vendor
« v i L
Ttem Search Term s 1 Items
0
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System will copy details with reference to PO & Display. Select the Tax Code V1 & Select
Calculate Tax Checkbox. Provide Base line date: 22.07.2020 in Payment Tab
& Invoice Document Edit Goto  System  Help -

9 | “«H eae Dhan I NE oW

‘Park' ing Invoice: Company Code 1000

show PO structure <3 Hide worklst | (Y | Hold Pfisimulte (=] save as Completed ® Messages  [i]Hep  {DNF

Worklist Transaction [Invoice ~| WCO Balance 10,500.00- INR

+ [T Held documents

v [ Parked documents

» 31 Docs complete for pos _BasicData | Payment | Detals | Tax | Withholding tax il CI0)C e

FELIX ENGG. CO.
Invoice date 22.07.2020 Reference 3 MOTISHAH CROSS LANE
Posting Date 22.07.2020 COZY COTTAGE, 4TH FLOOR, BYCULLA
Amount [ ] THR 400027 MUMBAI-MUMBAT
¥ Calculate Tax 1] 2865273
Tax Amount |s00.00 | [V1(CGST+5GST 5% In.. ~| T
Bus.Place/Sectn ! Bank Key SBINOO0OD290
Text [ | Bankacct  [7234896734
| Paymt terms Due immediately | | [STATE BANK OF TNDIA, WORLT NORTH [iii_or]
/PO Reference | G/L Account | Materil
[purchase Order/Scheduling Agreement ~| [s000010064] \Goods}ser\rice items -
Layout All information v
B Item _LAmount ‘Quantitv ‘O‘F‘v ‘Purchae ‘]tem |P0 Text |Cer|tra\ Cc|:|
o b 10,000.00 (7] 4000010064 1 Preventive Maint by External Vendor
4 4
Ttem Search Term /71 Ttems
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Click on “Calculate Tax Check Box”, Tax Amount will be calculated as per selected Tax Code and
displayed.
Provide Amount including Tax Amount. Amount: 500.

Clickon “ Fisimute Simulate Button.
= Invoice Document  Edit  Goto  System  Help
o | “l«H eae D000 800 e

Park Incoming Invoice: Company Code 1100

Show PO structure  Show worklist mte Sa\re as Completed Messages [i] Help @ﬂNF
e

Transaction [1 Tnvoice - CCE Baknce 0.00 | INR
BasicData | Payment | Detais . Tax | Withholdingtax (] |*/[*][@] | Vendor 0000400121 |
Company =]
Invoice date 04.03.2020 Reference |PO 4202000040 BALLARPUR INDUSTRIES LTD
Posting Date 04.03.2020 D),MACM 10B, O.C. GANGULY SARANI (LEE RO
Amount [42.00 ' [tmm | 700020 KOLKATA
[¥| Calculte Tax [ 033-2282-6271
Tax Amount [2.00 | V11 (CGST+SGST 5%..v| T
Bus.Phce/Sectn | |/ | | [F o1
Text IREFEF‘LENCE TO PO 4202000040
Paymt terms Due immediately :
PO Reference ], GfL Account - Material |
[1 Purchase Order/Scheduling Agreem.. ~| (1202000040 | | [1 Goods/service items -|
Layout [7_6310 All information -
Ttem  Amount Quantity 0...|"5 Purchase ... Ttem PO Text CentralCcD
Lj 14000 4202000040 10 Preventive Maintenance Tug Singaravelar

0
Item Search Term '@ /2 Items
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System will display FI Documents posting details.

Click on “ |E& save as Completed

“ Sa ve as Complete Button.

=4 Invoice Document  Edit  Goto  System  Help '

-

Park Incoming Invoice: Company Code 1000

Show PO structure ‘3 Hide worklist fﬁ Hold ESimulate Save 3s Completed Messages ElHelp @BNF

[ Simulate Document in INR (Document currency)

Postion  |AlG/L Act/Mat/Ast/Vndr | Amount |cu... Purchasing... Trem |T.|ursd. Code  Taxdate [pu../coffl |
1K 18110001  FELDX ENGG. CO. [ 40.. 10,350.00-INR i N SE—
2518160008 GRYIR Clearing 10,000.00 INR 40000100641 Wi ™ il
35 23500000  CGST- Input Credit 250.00 INR Vi
4523500001 SGST- Input Credit 250.00 TNR Vi YCULLA
12000000005 18150019 TDS Payable - Sec 19. 150.00-NR
I
NORT:
items o
rmation s
‘Centra\C{D
[
[ ) 2
/1 ITtems
Debit 10,500.00 Credit 10,500.00 Bal. 0.00 W
E] Save Parked Document ]E] Save as Completed ]@ [> | MPO0611268 ~ | ipasapghg = INS
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”a Irvgice doqument S010000017 has been sved as complate

. . . . “
System will park the invoice and displays message
Park Incoming Invoice: Company Code 1000
Show PO structure 2] Hide worklst | [ | Hold [%Simuite [ Save as Completed Messages [ilHelp  (ENF
WWorklst Transaction | Tnvoice - WCO Baknce 0.00
+ [ Held documents |Z‘
v [ parked documents — N .
» £ Docs complete for pos < Ba8CData | Payment | Detals | Tex |“withhodng tax () [<IDE
1= |
Invoice date Reference
 RETTI
Posting Date 22.07.2020
Amount [ |
[ICalculate Tax
Tax Amount [ || -
Bus.Place/Sectn /
Text [ |
.| Company Code 1000 Mumbai Port Trust Mumbai o
PO Reference ]' G/L Account  Materil |
[Purchase Order/Scheduling Agreement +| | | | Goods/servica tams -|
Layout All information -
B. Item  Amount Quantity 0... "% |Purchase ... Item PO Text Centm\CcD
s L
Item (53] search Term (iR o/ 0 Items
0
Invoice document 6010000017 has been saved as complete E ? [> | MPO0611268 ~ | ipasa

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
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> Vendor Account Number.: 40000442

Document Date or Entry Date

Post Outgoing Payments: Header Data

[ Process Open Items
Document Date @ Company Code w
Posting Date @ Currency/Rate
Document Number I—I Translation dte Outgoing Bank Account
Reference | | Cross-CC Number details
Doc.Header Text |Prevent'r\re Maint -
Clearing Text |Prevent'rve Maint
Bank data |
Account 123110002 |
Amount | 1
Amit.in loc.cur. |
Bank Charges | |
Value date 127.07.2020|
Text |Prevent'rve Maint |Assignment
—
Open item selection Additional selections
Account 140000442 | )None
Account Type @ [ |Other Accounts JAmount
Special G/L Ind |—|Standard Ols [@ Document Number
Payt Advice No. | | () Posting Date
[ Distribute by Age ()Dunning Area
[ |Automatic Search () Others

“ Step 2. Enter the Document Number and Click on Process Open Items to process the payment
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Post Outgoing Payments Enter selection criteria

Other selection  Other account  Process Open Items

Parameters entered

Company Code 1000
Account [40000242 |
Account Type m

Special G/L Ind.

| [¥]Standard OIs

Document Number

From To String Initial Value
F =1
2600000032 | O
O O

’ Step 3. Enter the Payment Amount to Post the Payment for the Invoice document
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‘ Post Outgoing Payments Process open items

— ;& |2 Distribute Difference  Charge Off Difference /Edtng Options @ Cash Disc. Due

_ 'standard | Partial Pmt | Res.Items | WH Tax |

‘ Account tems 40000442 FELIX ENGG. CO.
Document N... |D.. |DD|:umEnt D... |P...|Bu5\...‘Day...| INR Gross CashDiscount lCDPEr. |
2600000032 RE 22.07.2020 31 5 10, 350.007L J‘
«»

[ﬁ Amount] [Ezﬁ Gross<>Net Hﬁﬁ Currency ] [/ Items H}' Items l l/ Disc. ][}' Disc.

| Processing Status |
Number of Items 1 Amount Entered ‘ 1.00-|
Display from Item 1 Assigned ‘ 10, 350.00—|
Reason Code Difference Postings ‘ |
‘Display in clearing currency | Mot Assigned \ 10,349.00 |

¥ 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

< | «H e@e SE on
Post Outgoing Payments Correct G/L account item

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

G/L Account 23110002 SBI Revenue Account - o 430 - Outgoing

Company Code 1000 Mumbai Port Trust

Item 1 / Credit entry / 50 -

Amount 110, 350.00]| JINR

Calculate Tax (!

Business place l—\

Profit Ctrs

Value date 27.07.2020

Assignment |

Text |Preventive Maint HQ 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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[Z Document Edt Goto Extras Settings  Environment  System  Help

O | v«H eae 2P0 S0 eF

Post Outgoing Payments Display Overview

= EﬂDisplay Currency |1|Taxe5 £ Reset

Document Date 27.07.2020 Type [kz| Company Code [1000]
Posting Date 27.07.2020 Period fa ] Currency INR
Document Number INTERNAL Fiscal Year [2020]  Translation dte 27.07.2020
Reference I I Cross-CC Number I I
Doc.Header Text |Preventive Maint I Trading part.BA [ ]
| Items in document currency
PK BusA Acct INR AEmount Tax amnt

001 50 0023110002 SBI — Rev — Outgoin 10,350.00-

002 25 0040000442 FELIX ENGG. CO. 10,350.00

D 10,350.00 Cc 10,350.00 0.00 = 2 Line Items

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

Document 2300000027 was posted in company code 1000
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Step 7. Go to Transaction FBO3 or Document Tab - Display = To Display the Payment document Posted

Display Document: Data Entry View
2§ & t &Display Currency B[] General Ledger View

| Data Entry View

[ e |

Currency INR Texts Exist [l Ledger Group

S (&EIRIE R EL L) (2] J& JEL)

T —
Document Number k300000027 Company Code 1000 Fiscal Year 2020
—_— —— =
Document Date 27.07.2020 Posting Date 27.07.2020 Period 4
Reference I I Cross-Comp.No. ' I

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

Document Overview - Display
HHA»METE TV E [ [Dchoose [TMsave T B M E [HlTaxdata [1] &Y

CoCd | Ttem Key 'S Account Description Amount Curr. Tx Cost Center
1000 150 23110002 SBI - Rev - Outgoing 10,350.00- INR
225 40000442 FELIX ENGG. CO. 10,350.00 INR

Doc.Type : KZ ( Vendor Payment ) Normal document
Doc. Number 2300000027 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 Preventive Maint

Itm|PK|Account Zccount Short Text Assignment Tx Amount
1|150|23110002 SBI - Rev - Outgoing|20200727 10,350.00-
212540000442 FELIX ENGG. CO. 10,350.00

Step 9: Transaction FBZ5 = Go to Transaction FBZ5 for Printing the Check
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—= Print Form for Payment Document
Qo v| « Qe = HNE O
Print Form for Payment Document

Document Number 2300000027
Company Code 11000/  Mumbai Port Trust
Fiscal Year l2020]
Payment method and form specifications
Payment Method m
Check Lot Number |1—|
Alternative Form |
Padding Character ﬂ
Output control
Printer for Forms ZLPO1 | || Print Immediately
Payt Advice Printer | | | |Recipient's Language
[ |Currency in ISO code
[+| Test Printout
[ Do Mot Void Any Checks

e Step 10. Click on check and print preview
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Output Device :'_ZLPDl
Page selection 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 Settings
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 ZLPO1 Page 00001 of 00001

[BArchive  ©aPrint and Archive

Ny T

A/IC Payee 2 707 2020

FELIX ENGG. CO.

Ten thousand three hundred fifty only

10,350.00

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

[ 1Delete After Qutput [Group (1-1-1,2-2-2,3-3-3,...)

[ INew Spool Request

["1Close Spool Request | Cover Page Settings

Spool Retention '?Day(s) SAP cover page ' Do not print >

Storage Mode '1 Print only v Recipient

1
Department
[@'733 Print preview ”&l Print l@
Bank file created successfully:
Confidential Document Copyright © 2018 Tech
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Print Preview of ZLP01 Page 00001 of 00001

[&)Archive

- Print and Archive

ndra

Mumbai Port Trust

MUMBAI PORT TRUST

Finance Department

Port House, S.W.Marg,Ballard Estate

400001 MUMBAI
INDHA

To,

The Branch Manager,
IDBI Bank Limited,

Sir,

You are requested to make payment through Alc MNo: 10996685430 for the invoices listed below.

Row#| Party Account Mo IFSC Amount| Remarks

1 |ALEXCHEMICAL & 307651100000204 |1BKLOOOO307 2,587.00 | 2300000024
NDUSTRIES

2  |MAHARASHTRA BAMBOO 25,200.00 | 2300000025
BHANDAR

3 |FELKX ENGG.CO. 7234896734 SBIN0000Z290 58,995.00 (2300000026

4 |FELIKX EMGG.CO. 7234896734 SBIN0000Z290 10,350.00 | 2300000027

Total Amount: 97,132.00

Invoice will be parked for approval and same will be updated in the Purchase Order History.

Enter Transaction Code ME22N in command bar (or) Follow the below navigation path.

Transaction Code

ME22N

Menu Path

Easy Access = SAP Menu > Office > Workplace
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[E Menu Edit Favortes Extras Systern  Help

& ~-JdEB @@ CHER oDo0 BE @@

SAP Easy Access
(& ™ | & | Saothermenu | 5 B &2 | v & | [§Createrole | B9 Assion users By Documentztion

~ =1 Favorites
* (7 Transaction
* (I Reports
~ 3 SAP Menu
» [ connector for Multi-Bank Connectivity
v [ Office
+ [ Cross-Application Components
~ 131 Logistics
* [J Equipment and Tools Management
= 3 Materials Management
~ 33 Purchasing
~ &1 purchase Order
v [J Create
* @ Change {——
+ ) Display
» ¢ Create Extended Purchase Order
+ &3 Channe Pxtended Purchase Order

Click on Other document and Enter Pur. Order: 4202000040.
Click on Other Document Button.
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=g Purchase Order  Edit Gote  Enyironment  System  Help ‘

o <0 eee =i A0 0

‘ STD Purchase Order 4000010064 Created by PI_USER

Document Overview On D 5? fﬁ @Pnnt Preview Messages [i] ﬂPersona\ Setting

| STD Purchase Order  ~[4000010064) Vendor 40000442 FELIX ENGG. CO. Doc.Date  |20.07.2020]
T1| Header
[=]
ﬁs..htm A1 |Materil Short Text PO Quantity |0...|c Deiiv. Date  Wet Price |curr... per 0. MatiGroup |Pint |stor. LE@
1 FD Preventive Maint by Exte 1AU D 24.09.2020 10,000.00INR 1 AU Constructio.. Mumbai Port Trust a
0

Addl Planning

Item

Quantities/\Weights VDeiverv Schedule }/DQWEW Vlnvoice VCondmons | India VAc:aunt Assignment _/Tem VDeiuery Address || =
FEEREFLYEE JE J=L [ E 5

Sh. Text” MvT|Materizl Document Item Posting Date |EQuantity Delivery cost quantity| OUn ZAmt.in Loc.Cur. |L.cur£Qty in OPUN DelCostQty (OPUN) Order Price Unit 2 Amount C
INR

WE 101 5101000050 1 22.07.2020 10,000.00 10,000.00 In
Tr./Ev. Goods receipt = 10,000.00 INR = 10,000.00 I
Lerf 1000000237 22.07.2020 10,000.00 INR 10,000.00 I
Tr./Ev. Service entry = 10,000.00 INR = 10,000.00 T
VRe 6010000017 1 22.07.2020 10,000.00 INR 10,000.00 Ir
Tr./Ev. Parked invoice = 10,000.00 INR = 10,000.00 I
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Parked Invoice Approval:
Login as Approver in SAP System.

Clickon “' "' “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 Favortes Extras System  Help
& |[sswr B C@GQ DHER Doo @ M
‘ SAP Easy Access
L_ﬁ' E & Other menu HE P v oa BCreate role @.ﬁ.ssign users E%Du:
~ =1 Favorites e —

* [J Transaction
» (O Reports
~ 1 SAP Menu
» (1 connector for Multi-Bank Connectivity
~ ¥ Dffice
[t Workplace]
¥ [1 Telephone Integration
» (1 Appointment Calendar
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Expand “Inbox” button, under workflow “Complete parked invoice 6010000018 2020“message
will appear.

Double Click on the “Complete parked invoice 6010000018 2020 “message.

= Workplace Edit  Goto Folder Environment  Settings  System  Help
9 | ME eae 8 e
Business Workplace of MPO0611268
7 New message ([l Find folder (R Find document  FZ] Appointment calendar ' Distribution lists

- o Workplace: MPO0611268

ELEELH

hd Z’a Inbox
- & Unread Documents 7 Workflow 28
+ & Documents 22 Ex_, | Title Status Work Item ID Creation Da_ |Creation . |P At Co. W  Dynamic column
= O workflow 28 “b Please approve the Parked Invoice 6010000018, Year 2020 5] 415475 22.07.2020 13:08:05 5
» [ Grouped according to content %, Please approve the Purchase Order 4000010064 &) 414818 22.07.2020 11:52:04 5
» B3 Grouped according to content type 4, Please approve the Purchase Requisiton 2001000963 ] 415320 20.07.2020 02:34:58 5
: g g;zz:j zzzij::g Ez 5;; (= %, Please approve the Purchase Requisiton 2001000963 @ 414579 20.07.2020 02:33:46 5
+ X Overdue entries 0 #£, Please approve the Purchase Requisition 2001000962 w2 414487 19.07.2020 15:13:42 5
+ D3 Deadine Messages 0 #£, Please approve the Purchase Requisition 2001000962 2 414486 19.07.2020 15:13:02 5
« 1 Entries with Errors 0 #£, Please approve the Purchase Requisition 2001000961 2 415262 19.07.2020 15:10:39 S
» £ Outhox #%, Please approve the Purchase Requisition 2001000961 @ 415261 19.07.2020 15:10:16 5
» B Resubmission %, Please approve the Purchase Requisition 2001000959 2 415260 19.07.2020 15:10:03 5
v 2 private folders i %%, Please approve the Purchase Requisition 2001000959 (%] 414485 19.07.2020 15:07:07 5
v 9 Shared folders " ¥, Please approve the Purchase Requisition 2001000959 (%] 414484 19.07.2020 15:06:38 5
» ¥ Subscribed Folders %, Please approve the Purchase Requisition 2001000959 (&) 415258 19.07.2020 15:05:51 5
* 0F Trash s Please approve the Purchase Requisition 2001000959 (] 415259 19.07.2020 15:05:51 5
« T00F Shared trash ol L

ﬁ Tips & tricks: Resubmit Work Item...

Please approve the Parked Invoice 6010000018, Year 2020

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
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It will open the Decision Step in Workflow Screen.

Click on Approve Button.

[Z pecson Edt Goto System Help ‘
o . ez GIEICL

Decision Step in Workflow

Tworkflow  Fhcreate  Flimport

Please approve the Parked Invoice 6010000018, Year 2020

Choose one of the following alternatives
[Approve

Reject

Display

lApproval or Rejection History

[Hold

Description Objects and attachments

Select one of the available decision options. This completes the processing of No attachments or chjects 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.
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Invoice Document will be approved and Posted for Vendor Payment.

[Z workplece Edit Goto Folder Envionment Settings System  Help .
@ | v« eqe 8 e
Business Workplace of MPO0611268

ﬁNew message Gﬁ Find folder Gﬁ Find document EAppmntment calendar @ Distribution lists

-7 Workplace: MP00611268 ([0 ) (&) 2 [2)E
~ &2 Inbox

- & Unread Documents 11 Unread Documents 11
: ':] Documents 26 Title At Author Date recei_|Co_|Re Recip
= D Workfiow 27 Parked Invoice 6010000018, Year 2020 s Posted.  SAP_WFRT 22.07.2020
+ [ Grouped according to content Parked Invoice 6010000018, Year 2020 is Posted. SAP_WFRT 22.07.2020
* [ Grauped according to content type parked Invoice 6010000018, Year 2020 is Posted. SAP_WFRT 22.07.2020
: g g:z:z:g gzig;:::g ts 2]; key parked Invoice 6010000018, Year 2020 is Posted. SAP_WFRT 22.07.2020
. O overd JMS 1100000010 is approved. SAP_WFRT 22.07.2020
verdue entries 0 JMS 1100000010 is approved. SAP_WFRT 22.07.2020
+ | Deadine Messages 0
N r—— JMS 1100000010 is approved. SAP_WFRT 22.07.2020
@ Outbox Purchase Order 4000010064 is approved. SAP_WFRT 22.07.2020
K_@ e rraniy Purchase Order 4000010064 is approved. SAP_WFRT 22.07.2020
K'}‘E Private folders Purchase Order 4000010064 is approved. SAP_WFRT 22.07.2020
g‘g Shared folders Purchase Order 4000010064 is approved. SAP_WFRT 22.07.2020
% Subscribed Folders
- 0f Trash
* 10F Shared trash

e[S F L

3
5
=

T e e e e e [
EERR O R R

Parked Invoice 6010000018, Year 2020 is Posted.

Hello Sir/Madam,

Parked Invoice 6010000018, Year 2020 is Posted Successfully.

Regards,

Go to Transaction Me23N
And Other Purchase Order enter the PO Number”4000010064”
And Select Purchase Order history in Item header

“Invoice Receipt” Updated in Purchase Order History
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=g Purchase Order

Edit  Goto Enyironment System

9 | eae =i A8 o
STD Purchase Order 4000010064 Created by PI_USER

Document Overview OFf [ % ¥ | @IPrint Preview

Help

v &

Messages [1] & Personal Setting

[STD Purchase Order  +|4000010064) vendar 40000442 FELIX ENGG. CO. | Doc.pate  [20.07.2020

~
NO_ 73| Header
variant 5
defined E/s.itm A1 Materl |short Text |Po quantity |o... c|Deiv. Date |Net Price |curr...|per  |0... Matl Group | Pint |stor. (T
B [ F D Preventive Mant by Exte 1AU D 24.09.2020 10.000,00IHR 1 AU Constructio.. Mumbai Port Trust -
D -
0 o
[=] ttem T[11Preventive Mait by External Vendor ~ ~ [« ¥
India Account Assignment Texts Delivery Address Confirmations Condition Control Retail Customer Data Incoterms D 12
& EFREFLIEE J= JEL 0 E ) E

Sh. Text|MvT Material Document|Irem|Posting Date |EQuantity Delivery cost quantity OUn Amt.in Loc.Cur. L.cur ZQty in OPUN | DelCostQty (OPUR) | Order Price Unit T Amount |1
WE 101 5101000050 1 22.07.2020 10.000,00 INR 10.000,00 In
Tr./Ev. Goods receipt 10.000,00 INR - 10.000,00 I
RE-L 6010000018 1 22.07.2020 10.000,00 INR 10.000,00 1Iv
Tr./Ev. Invoice receipt _ 10.000,00 INR = 10.000,00 T
Lerf 1000000237 22.07.2020 10.000,00 INR 10.000,00 10
Tr./Ev. Service entry 10.000,00 INR = 10.000,00 Tt
VRe 6010000017 1 22.07.2020 10.000,00 INR 10.000,00 In
Tr./Ev. Parked invoice 10.000,00 INR = 10.000,00 I

Fl Process-Vendor Outgoing Payment
Enter Transaction Code F-53

In the below selection screen enter the following fields to process the payment for the Vendor

» Enter Document Date: 23-07-2020
» Bank Account Details (Rev Outgoing A/c): 23110002
» Vendor Account Number.: 40000442

Document Date or Entry Date

Confidential Document

Copyright © 2018 Tech

Mahindra. All rights reserved.
Accepting No Limits

Driving Positive Change

Page 194 of 214



Tech
Mahindra

SAP User Manual for Preventive Maintenance

Process Open Items

Document Date 123.07.2020 F Type
Posting Date 23.07.2020 Period

Outgoing Bank Account
Company Code details

Currency/Rate

] &

Document Number |—| i Vendor Account Number
Reference | | .
Doc.Header Text |Pa'_.rment for Maint Order
Clearing Text |
Bank data
Account 123110002 .
Amount |1
Amt.in loc.cur. |
Bank Charges | |
Value date lm Profit Center
Text |  Assignment | |
Open item selection Additional selections
Account 140000442 ”| ("INone
Account Type |E| [ | other Accounts (1Amount
Special G/L Ind ' |/IStandard OIs (®) Document Number
Payt Advice No. | | (") Posting Date
[ | Distribute by Age (" )Dunning Area
[ Automatic Search (10thers

Enter the Document Number and Click on Process Open Items to process the payment
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Post Outgoing Payments Enter selection criteria

Other selection  Other account  Process Open Items

FParameters entered

Company Code m

Account l40000442 |

Account Type m

Special G/L Ind. | | [@Standard OIs

Document Number

From To String Initial Value
I Tl

2600000032 ] M
= =

Enter the Payment Amount to Post the Payment for the Invoice document
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Post Outgoing Paymentis Process open items

£ [ Distribute Difference  Charge Off Difference ¢ Editing Options @ Cash Disc. Due

~/ Standard | Partial Pmt |~ Res.Items | WHTax |

| Account items 40000442 FELLX ENGG. CO.

Document ... D.. Document ... |P.. Bus...Da...  INR Gross Cashbiscount _coper. |
2600000032 RE 22.07.2020 31 1 10,350.00—L

m Amount] [ﬁzﬁ Gross<=... "ﬁf, Currenqr] ’[| Items "\‘HH tems ] ’[| Disc. "“HH Disc.

Processing Status
Number of Ttems i Amount Entered | Le 00—|
Display from Ttem 1 Assigned | 10,350.00-
Reason Code Difference Postings | |
|Display in clearing currency | Mot Assigned | 10,349.00 |
1 items were selected w
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Post Outgoing Payments Correct G/L account item

. Payment Amount entered
A ‘-] D ED Choose open items Process Open Items -" More data Account Model Y

G/L Account 23110002 | 5BI Revenue Account - 10996685430 - Outgoing

Company Code 1000 Murmbai Port Trust

Item 1 / Credit entry / 50

—
Amount 15,4970.50 INR.
Calculate Tax
Business place
Profit Ctrs 1005
©  More
Value date 23.07.2020
Assignment
Text :P2P Procesd LE_TII Long Texts |
MNext Line Item
Pstky Account SGL Ind New Co.Code
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Click on Document Tab—> Simulate: To Simulate the entered details for validation and Click on Post to
post the document

o KEH OO0 ODoN 0 0%

Post Outgoing Payments Display Overview

@ E: Display Currency |I| Taxes M) Raset

Document Date 23.07.2020 Type EZ Company Code 1000
Posting Date 23.07.2020 Period 4 Currency INR
Document Mumber INTERNAL Fiscal Year 2020| Translation dte 23.07.2020
Reference Cross-CC Mumber
Doc.Header Text P2P Qutgoing Payment Trading part.BA

Items in document currency

FE Busd Zcct INR Amount Tax amnt

00l 50 0023110002 SBI - Rev - Outgoin 15,570.50-

00z 25 0040000899 CONA INDUSTRIES 15,570.50

D 15,970.50 C 15,5970.50 0.00 2 Line Items

Other line tem

Pstky count SGL Ind TType Mew Co.Code
Sad
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The Vendor Payment document- 2300000022 is Posted successfully

@ Document 2300000022 was posted in company code 1000

SAPZ » | AND0683606 ~ | ipasapging | OVR o 4
Go to Transaction FB03 or Document Tab - Display = To Display the Payment document Posted
Tk
v K Q00 el @ 3%
Display Document: Data Entry View
‘:'3* fﬁ @ S E: Display Currency :I General Ledger View
Data Enfry View
e ol
Document Mumber LZSUUUUUMZ_I Company Code 1000 Fiscal Year 2020
Document Date 23.07.2020 Posting Date 23.07.2020| Period 4
Reference Cross-Comp.Mo.
Currency INE Texts Exist Ledger Group
] [E[FIRIEIFNE L (S & [ L]
Co___‘ Itm PK 5 Account Description Amount Curr.  Tx Cost Center Profit Center
1000 1 50 23110002  5BI - Rew - Outgoing 15,970.50- INR 1005
2 25 40000899 CONA INDUSTRIES 15,970.50 IMR
Go to Document Tab — Select Print Preview for Document Overview
s v—l — & £
(v I K QOO THE DO ON YT 0%
% .| Document Overview - Display
F AU ADPINEZET 2T 5 E Doose @save T B D B [raxee [ B

Doc.Type : KZ { Vendor Payment ) Normal document
Doc. Number 2300000022
Doc. Date 23.07.2020
Calculate Tax

Doc. Currency INR
Doc. Hdr Text P2P Outgoing Payment

Company Code 1000 Fiscal Year 2020
Posting Date 23.07.2020 Period 04

Itm|PK| Account Account Short Text Assignment Tx Amount

=

50| 23110002 SBI - Rev - Qutgoing|20200723 15,870.50-
25| 40000395 |CONA INDUSTRIES 15,970.50

(5]
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Cheque Print
Go to Transaction FBZ5 = Go to Transaction FBZ5 for Printing the Cheque

V] K Q00 = el @ %

Print Form for Payment Document

Im all
Docurment Mumber I_tz3l:n:n:n:n:n:|22J

Company Code 1000,  Mumbai Port Trust
Fiscal Year 2020

Payment method and form specifications

Payment Method C
Check Lot Murnber 1
Alternative Form

Padding Character

Qutput control

Printer for Forms ZLPO1 Print Immediately
Payt Advice Printer Recipient's Language
Currency in IS0 code
~ Test Printout
Do Mot Void Any Checks

Cheque Printed Successfully
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SAP
CrhEall

Output Device  |ZLPO1 |7 Local Printer

Page selection

Spool Request

Mame SMRRT ENOO&E5606
Title
Authorization
Spool Control Mumber of Copies

Print Nows Murmber 1

Delete After Qutput Group (1-1-1,2-2-2,3-3-3,...)
~/ Mew Spool Reguest
+f Close Spool Request Cover Page Setfings
Spool Retention 2 Day(s) SAP cover page Do not print v
Storage Mode Print only v Recipient

Department

(@ Print preview |= Print | 3¢ |

o K Q00 ' athad U0 0%

Print Preview of ZLP01 Page 00001 of 00001

Archive Print and Archive

AIC Payee 2307 2020

CONA INDUSTRIES
Fifteen thousand nine hundred seventy and fifty paise only

15,970.50
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Payment File
Go to Transaction ZFI04 - Go to Transaction ZFI04 — Enter Company code, Current Date and Print to
create the Bank file for Vendor payment

V. VKR 000 = ] @ %
Text file to bank - Vendor Payment

@

Company code 1000

L
Current Date to

& Print layout
Bank file created successfully:
V] YK 000 B ANND N80 0%

Print Preview of ZLP0O1 Page 00001 of 00001

Archive Print and Archive

MUMBAI PORT TRUST

Finance Department

Mumbai Port Trust

Port House 8.V Marg Ballard Estate
400001 MUMBAI

IND 1A

To,
The Branch Manager,
1DBI Bank Limited,

Sir,

You are requested to make payment through Alc MNo: 10996685430 for the invoices listed below.

Row#| Party Account Mo IFSC Amount|Remarks
1 |CONAINDUSTRES 15,970.50 | 2300000022
Total Amount 15,970.50
Sibd
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Technical Completion of Order
Go to Transaction Code IW32 and enter the preventive Maintenance order No

Change Order: Initial Screen

Header data Operations Components Costs Additional data  Plan

r T
Order Il_ll}l}l}ll}l} _|| |
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|
And Click Complete Technically icon as shown

= order Edit Goto Extras  Enviionment  Systern  Help

@ | v« ece = g ew

a2 Change Pre; intenance 1000100: Central Header

EH e TP B 51 & & complete (business)

Order (Erm | Complete (te(hniGLIIy) (Ctv\+F12)tm_Eq M @ :
Sys.Status [REL GMES NMAT PRC =

| ‘operations | 'components | costs | Objects | Additional Data | Location | Planning  +contral |

| Person responsble |

PlannerGrp [107] / [To00] MEED Notifctn
Mn.wk.ctr  |EM CME | /1000 PM CME Departm. Costs 0.00 INR
PMACType ||
SystCond. []
| Dates |
Bsc start [24_05_2020] Priority hd @
Basic fin. 24.09.2020 Revision
| Reference object |
Func. Loc.  |1000-WDLR-0002 "Antop Vilage, Wadak" 55
Equipment 10000338 30 HP Kirloskar Water Pumping Set @
‘Assembly
| First operation |
Operation [A check '@ Cale. key [ -
wkCayPint [ o€ | /[1000] cuikey [PM01] Acty Type CIeRT
‘Work durtn U] wumber || Oprtn dur. ] [comp. :
4 = AL
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Enter the Technical Closure date and time for the Order

[ oOrder Edit Goto FExtras Environment  System  Help

‘ Change Preventive Maintenance 1000100: Central Header
E %e TS B2 B =1 &7 B2 complete (business)

Order zMo1| 1000100 | [preventive Maint for Eq |@] @]
Sys.Status |REL GMPS NMAT PRC &)

Operations Components Costs Objects Additional Data Location Planning F'Control |

[S Complete
Reference Date rza.u'r.zuqu
Reference time 15:14:38
|| Complete notifckns
Reference object
Func. Loc. |1000-WDLR-0002 "antop Vilage, Wadalk" &
Equipment [10000338 30 HP Kirloskar Water Pumping Set
Assembly
First operation
Operation [A Check |@ Calc. key e
WkCEtr/PInt  |EM_CME /11000| Ctrlkey |PMO1| Acty Type JPRT
| | [ e | L | E
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Order Saved as Technically Completed and updated in status TECO

[E grder Edit Goto Extras Environment  System  Help

9 | “l«Beqel = NE @

I t
Order I[ZHUWMUU | |preventive Maint for Eq [E]

Sys.Status |TECO GMPS JBFI NMAT PRC SEIC |

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

Person responsible
PlannerGrp (107 / [1000] MEED Notifctn
Mn.wk.cer  |PM_cME |/ [1000| PM CME Departm.. Costs 0.00 INR
PMACtType | |
SystCond. M
Dates
Bscstart  |24.09.2020 Priority | v| [T
Basic fin. 24.09.2020 Revision
Reference object
Func. Loc. | 1000-WDLA-0002 | "Antop Vilage, Wadalk" s
Equipment 10000338 | 30 HP Kirloskar Water Pumping Set
Assermbly | |
First operation
Operation A Check | Cale. key | -
wkcer/Pint |2 o | s [1000) cerlkey [eMol] Acy Type | | [JPRT
Work durtn 0.0 |—| Nurmber ’0—| Cprtn dur, (0.0 |—| [ Comp.
LI I : I -
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Settlement of Order

Enter T code KOS88 for Settlement to Cost Center

[& Menu Edit Favorites Extras  System  Help

@ [xoss l«Hl @t 2R HTOHD HE em

SAP Easy Access
[0 [ | & | saoOthermenu 3 7g & v & | [Rcresterole

| & Assign users [ Documentation

~ S Favorites
» B3 proc
* ¥ IR01 - Create Work Center
= ¥7 ILO1 - Create Functional Location
* ¥ IE01 - Create Equipment
* ¥ K501 - Create cost center
* ¥ ZMMO1 - Create Material Master
* 7 BP - Maintain Business Partner
* ¥ KES51 - Create Profit Center
* ¥ FS00 - G/L acct master record maintenance
+ ¥r IW21 - Create PM Notfication - General
* ¥ W22 - Change PM Notffication
* ¥ W31 - Create Maintenance Order
= ¥ W32 - Change Maintenance Order
* ¥ ZPMOL - PM Process
* ¥ MES2N - Change Purchase Requisition
* ¥ MES4N - Release Purchase Reguisition
* ¥ ME41 - Create Request For Quotation
* ¥ ME47 - Create Quotation
* ¥ ME49 - Price Comnparison List
+ 77 ME21N - Create Purchase Order
* ¥ ME29N - Release purchase order
* ¥ ME9F - Message Output: Purchase Orders
+ ¥ VL31N - Create Inbound Delvery
* ¥ ZGI01 - Gate Entry
* ¥ QESIN - Results Recording Workdist
= ¥ QA1 - Record usage decision
* ¥ MIGO - Goods Movement
* ¥ MIR7 - Park Invoice
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Enter the Controlling Area 1000

=
Controling Area ltmﬂ_I

L=

imeters

Posting period
Asset Value Date

tlement Period

al Year

194

lger Group

5]
:

cessing Type

cessing Options

ackground Processing

lest Run

Jetail 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: Order

. & settlement Rule

Controlling Area 1000
I Tt T
Order 1000100 A |
= =
Parameters
Settlement Period 4 Posting period
Fiscal Year 2020 Asset Value Date
Processing Type '1 Automatic -

Processing Options
[f| Test Run
[|Check Trans. Data
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Actual Settlement: Order Basic list

B @
Selection
Selection Parameters Value Name
Order 1000100 Preventive Maint for Eq
Period 004
Posting Period 004
Fiscal Year 2020
Processing Type 1 Automatic
Posting Date 31.07.2020
Controlling Area 1000 MBPT Controlling Area
Currency INR Indian Rupee

Processing Options

Selection Parameters Value
Execution Type Settlement Executed

Praraccinn Mnda Tact run

H Processing completed with no errors

Statistics

Processing Category E Number
Settlement Executed 1

No Change
Mot Relevant

Inappropriate Status
Error

Click on highlighted option called Detail List.

Actual Settlement: Order Detail list
Basic list [ Sender Receiver [=] Settlement rule & F = % Ei EiSave EiSeIect

Detail list - Settled values

Senders *Short text: Sender | Receiver = ValCOArCur | Inform.
[DRD IUUUIUU]Preventive Maint for Eqg CTR 10050401 10,000.00
= 10,000.00

Order settled to Cost Center
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Closure of Order

Enter Transaction IW32

Change Order: Initial Screen

Header data Operations Components Costs Additional data  Planning  Control %3

I =t
1000100 o
Order | _Iﬂ

Press Enter, click on Complete Business or (ctrl+shift+12)
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‘ Change Preventive Maintenance 1000100: Central Header
T % B 1 & [ complete (business)

T I - -
Order I|_ZI-IC|1_|‘ﬂ|C|C|1C|Cl | |Preventive Maint for Eq @
Sys.Status ~ |[TECO GMPS JBFI NMAT PRC SETC H

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

Person responsible

FlannerGrp [107] 7 [1000] mEED Notifctn 1

Mn.wk.ctr ~ PM cME |/ 1000 PM CME Department Costs 0.00 INR
PMACtType ’_|
SystCond. B

Dates

Bscstart  |24.09.2020 Priority | ~| Nl

Basic fin. [24.09.2020] Revision 1

Reference object

Func. Loc. [1000-wprLa-oooz | "Antop Village, Wadala"

Equipment [10000338 | 30 HP Kirloskar Water Pumping Set

Assembly | I

First operation

Operation |A Check | Calc. key | -
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Change Preventive Maintenance 1000100: Central Header
T B Z] & B complete (business)

Order [zmo1]1000100 | |Preventive Maint for Eq ™
Sys.Status ~ |TECO GMPS JBFI NMAT PRC SEIC B

HeaderData ]‘ Operations }' Components |' Costs |' Objects |' Additional Data |' Location }' Flanning }' Control

| Person responsible [= Complete order

PlannerGrp 107|/ |1000 ,l- — _],
omplete
Mn.wkcr  |BM CME |/ - P .
| Completion possible with warning
I Log |
| Dates 1
————— I%C Cancel I
Bsc start 24.09.2020

Click on complete, Status will be updated CLSD after execute it.

Change Preventive Maintenance 1000100: Central Header
T RIS ME

Ir T=l | | . . |

ZM01 |P/00100
Order I§ J|j| Preventive Maint for Eqg T
Sys.Status  |CLSD GMPS JBFI NMAT PRC SEIC B

Order Closed for further posting.
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