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SAP MM - Procurement of Material

Every organization acquires material to complete its business needs. The process of
buying materials and obtaining services from vendors or dealers is procurement.
Procurement process should be done in such a way that it is ordered in correct

guantity, with a proper value at the proper time.
Procurement of Material having following Steps:

1) Purchase Requisition Process
2) Enquiry / Tendering Process
3) Purchase Order(Contract)

4) Purchase Order (Dispatch Instruction)

1 Purchase Requisition Process:

Procurement in every organization starts with gathering requirements. Once
requirements are gathered, we need to inform the purchasing organization. A
Purchase Requisition is a document that contains a list of requirements. The key

points to note about a purchase requisition are as follows:

» A purchase requisition is a request that is made to the purchasing
organization to procure a certain list of materials.
> Itis an internal document and remains within the organization.
» |If a purchase requisition has already been approved, then it can be modified
only to a limited extent.
Purchase Requisition (PR) is an internal purchasing document in SAP. It is used
to give notification to responsible department (purchasing/procurement) of
requirements of materials and/or external services and keep track of such

requirements.

It authorizes the Purchasing department to purchase materials or services in
specific quantities within a specified time frame. As an approval process it is a check
on budget availability. If the funds are not available, the Department manager or
authorized personnel take a decision to release or not to release purchase

requisition for further process.
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PR must contain information about quantity of a material or a service and the

required date.
Purchase Requisitions can be created in two ways.

1. It can be created manually by a person

2. It can be created automatically from Projects.

1.0) Purchase Requisition Type and Number Range:-

_Brgggment Description(20) From To E;?er:‘:;(
ZHQP HQ Purchases 4000000000 | 4099999999 | Internal
ZSRV Service Purchases 4100000000 | 4199999999 | Internal
ZSTO Stock Transp. Order 4200000000 | 4299999999 | Internal
ZLOC Local Purchases 4300000000 | 4399999999 | Internal
ZPDI Project DI 4500000000 | 4599999999 | Internal
ZNDI Non Project DI 4600000000 | 4699999999 | Internal

1.1 Create Purchase Requisition:-

Path to Create Purchase Requisition Manually:-

SAP Menu Path | Logistics => Materials Management => Purchasing => Purchasing
Requisition => Create

SAP T-code ME51N

1.1.1 SAP Easy Access

[= Menu Edit Favorites Extras System
[mesin -l ec@
S, Easy Access

S SE TF7 - -

- [(JFavorites
- &3 SAP Menu
» [ Office

Step Action
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Step Action

(2) MES5I1N is now entered in the Transaction box.

(2) Click Enter & .

1.1.2 ME5IN - Create Purchase Requisition

[ purchase Requisition  Edit  Enyironment  System  Help -
(Y FdBCRQALCHRE D48 AR @M
® . Create Purchase Requisition

Document Overview On D Q‘} Hold g”l‘! ﬂ @Personal Setting

ZHQR PR - HQ Procureme. ~ l Source Determination
=] Te.

- [®) Header note

1 Continuous-texte. ~

T (OO (A FEEE S DGR S [ (@25 0] & pefaut values

B Stat It AL 4T Material Short Text Quantity Unit C Delivery Date Material Group Plant Stor. Loc. PGr Requisitioner lrackingNo Vendor
1 1000000005 TRANSFORMER 125 KVA 10 NOS D 31.01.2018 Distribution T JBVNL, Dhanb  Central Stor 100 Mahesh ]
100 Mahesh
= Item 1[ 10 ] 1000000005 , TRANSFORMER 125 KVA v - v

Material D... | Quantities/Dates ' Valuation = Source of Supply ' Status  Contact Person ' Texts | Delivery Address

Material 1000000005 Short Text TRANSFORMER 125 KVA
Batch Revision level
Material Group 1180 Distribution Transf.

Step Action

(2) Purchase Requisition Doc. Type: Select PR Doc.type

(2) Material, Qty, Del.Date, Plant, S location: Input the data.

Note:- 1.For Project Material-You have to add “Q”Project in Account
Assignment Category (If you specify “Q” then you need to update WBS
element in item details of respective item.)

2. You can add additional text in item details Text field, if required.
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1.1.3 ME5IN - Create Purchase Requisition

& purchase Requistion Edit Enyironment System Help

@ d@lece HE oo s BE @B

Source Determination

ZHQR PR - HQ Procureme. ~
| Te... /Release strategy

Release group G1 Release Gro Code  Description Status
Release Strategy Z1 PR Value < 2000e90 E1l Executive Engineer a

Release Indicator B Blocked
°8

= & El AR B DGR, ) @280 §oefaut Valves|

@BStat ItemA I Material Short Text Quantity Unit C Delivery Date Material Group Plant Stor. Loc. PGr Requisitioner TrackingNo Veng
10 1000000005  TRANSFORMER 125 KVA 10 NOS D 31.01.2018 Distribution T JBVNL, Dhanb  Central Stor 100 Mahesh [ ]
100 Mahesh
100 Mahesh
8= |Ttem 1[ 10 ] 1000000005 , TRANSFORMER 125 KVA v - v

Material D... Quantities/Dates ' Valuation | Source of Supply = Status = Contact Person ' Texts | Delivery Address

Material 1000000005 Short Text TRANSFORMER 125 KVA
Batch Revision level
Material Group 1180 Distribution Transf.

4«

l No messages issued during check I :1 P4 > MESIN ¥ JBVNLTEMP

Step Action

.}'1
1) Click Check @9

No message issued during check

) Click Save Q

Purchase requisition number 1100000032 created

1.2 Change Purchase Requisition:-
Path to Change Purchase Requisition:-

SAP Menu Path Logistics => Materials Management => Purchasing => Purchasing
Requisition => Change
SAP T-code MES2N
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(5 Menu Edit Favorites Extras System
ldia e@
HEH I v a
- SN SAP Menu
» [(JOffice

Step Action
(2) MES52N is now entered in the Transaction box.
(2) Click Enter &

1.2.2 ME52N - Change Purchase Requisition

& purchase Requisition

&

Edit Enyironment  System

JBCcC@a 2

@ . Change Purchase Req. 1200000003
Document Overview On D b @ | Setting
[ | ZPRJ PR-Proj Procurement ~ 1200000003
[ [© Select Document

= Select Docu

Help

HiR OO0 RBE

v

@8

Purchase Requisition 1100000032

Fad n

Chmba

Document Type

rch.Req. terial Plnt PGr Item
Pur. Order 1100000032 1000000005 1101 ZHQR 100 00010
®)Purch. Requisition
_JSRM Contract BB
Step Action
(2) Other Purchase Requisition: Click
(2) Purchase Requisition: Input/ Select PR
3) Other Document: Click
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1.2.3 MES52N - Change Purchase Requisition

& purchase Requisition Edit Enyironment  System
@ -1 |8 ferere U088 PDE @®m
%@ .| Change Purchase Req. 11000\

Document Overview On [ % @5 | 40 [Fiediiverss

004,23

Determination

[(¥8] ZHQR PR - HQ Procureme. ~ 1100000032

B Te... < Release strategy
Release group G1 Release Group 1 Code  Description Status
Release Strategy Z1 PR_Value < 2000000 31 Executive Engineer a
Release Indicator B Blocked

5c}

= @I AFEEE) B DB [ ) B Es5)) & pefault values)

R Stat Item A I Material Short Text nit C Delivery Date Material Group Plant Stor. Loc. PGr Requisitioner TrackingNo Ven
10 1000000005  TRANSFORMER 125 KVA 0S D 31.01.2018 Distribution T JBVNL, Dhanb  Central Stor 100 Mahesh
100 Mahesh
100 Mahesh
= |Item 1 10 ] 1000000005 , TRANSFORMER 125 KVA - - v

Material D... Quantities/Dates ' Valuation ' Source of Supply ' Status | Contact Person | Texts ' Delivery Address

Material 1000000005 Short Text TRANSFORMER 125 KVA
Batch Revision level
Material Group 1180 Distribution Transf.

40

|I No messages issued during check I :1 P4 > MES2N ¥ JBVNLTEMP

Step [Action

(1) [Qty: Change existing qty.( You can change also Mat.no, Item Text...etc)

‘)"1
(2) |Click Check a4

No message issued during check

3) Click Save Q

Purchase requisition 1100000032 changed

1.3 Display Purchase Requisition:-
Path to Display Purchase Requisition:-

SAP Menu Path | Logistics => Materials Management => Purchasing =>
Purchasing Requisition => Display
SAP T-code MES3N
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1.3.1 SAP Easy Access

= Menu

Edit Favorites Extras  System
2 MY
SAP Easy Access
HEH 7 v a
- &N SAP Menu
» (] Office
Step [Action
(1) |ME53N is now entered in the Transaction box.

2 |click Enter @ |

1.3.2 ME53N - Display Purchase Requisition

E Purchase Requisition  Edit

(V] -

Enyironment  System  Help

JBcCceQaoHR BB O
Display Purchase Req. 1200000003

Document Overview On D 1 Beslac

'ng

= Select Docu ent

¥ | ZPRJ PR-Proj Procurement ~ 1200000003
[ = Calect Doc

Purchase Requisition 1100000032

Chmbe

Purch.Req. Material P’ix:t l\Doc'u;xent: Type PGr Item
“)Pur. Order 1100000032 1000000005 1101 ZHQR 100 00010
@)Purch. Requisition
_JSRM Contract eB
a
Step Action
(2) Other Purchase Requisition: Click
(2) Purchase Requisition: Input/ Select PR
3) Other Document: Click
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TR .
O sl

Az K
Lt v S

1.3.3 ME53N - Display Purchase Requisition

[E purchase Requision ~ Edit  Enyironment  System  Help ‘
(4 B CQQLECHR DO PR @@

® . Display Purchase Req. 1100000032

Document Overview On [ "f @ i | @Persona! Setting

[¥8] ZHQR PR - HQ Procureme. ~ 1100000032
= Te...  Release strategy

Release group G1 Release Group 1 Code  Description Status
Release Strategy Z1 PR_Value < 2000000 E1 Executive Engineer a
Release Indicator B Blocked

B8

= (& EFEET) B (DGR [ ) [BEE0]) & oefaut Values

[ Stat  Item A 1 Material Short Text Quantity Unit C Delivery Date Material Group Plant Stor. Loc. PGr Requisitioner TrackingNo Vendor
10 1000000005  TRANSFORMER 125 KVA 11 NOS D 31.01.2018 Distribution T JBVNL, Dhanb  Central Stor 100 Mahesh
= Item :1 [ 10 ] 1000000005 , TRANSFORMER 125 KVA ': - v
Material D... Quantities/Dates | Valuation = Source of Supply ' Status | Contact Person | Texts ' Delivery Address

Material 1000000005 Short Text TRANSFORMER 125 KVA

Batch Revision level

Material Group 1180 Distribution Transf.
by

[ SAH > MES3N ¥ JBVNLTEMP INS

1.4 Release Purchase Requisition:-

It is a setup of approval procedures for purchase requisitions or other purchasing
documents. Under such a procedure, if a purchase requisition or external purchasing
document fulfills certain conditions (e.g. the total order value exceeds INR 10, 000),
it has to be approved (by the Project manager/ Department manager / Cost center
manager etc.,) before it can be processed further.

This process of approving (clearing, or giving the "green light" to) a proposed item of
expenditure is replicated in the SAP System by the "release procedure”.

It is sensible to define separate release procedures for different groups of materials
for which different departments are responsible, and to define separate procedures

for investment goods and consumption goods.

Path to Release Purchase Requisition:-

SAP Menu Path | Logistics => Materials Management => Purchasing =>
Purchasing Requisition => Release=>Individual Release
SAP T-code MES54N
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=4 Menu Edit Favorites Extras  System

*JdH C@

~ £ SAP Menu
» [ Office

Step [Action

(1) |MES54N is now entered in the Transaction box.

) |click Enter & |

1.4.2 ME54N — Release Purchase Requisition

You can check Release strategy in ME53N

Here only 1 Release Code “E1 Executive Engineer”

Executive Engineer Log in to SAP to release Purchase Requisition.

[E Ppurchase Requisition Edit Enyironment System Help

& rdBCcC@@ OHR s o EE @B

@@ .| Release Purchase Req. 1200000003
Document Overview On 1=l A al Setting

Y& | ZPRJ PR-Proj Procurement ~ 1200000003

[ & Select Docum:

Purchase Requisition

1100000032
Pareh B

F o= ) mn. ~ - b Dl
.Req. Material Plnt Document Type PGx Item
“)Pur. Order 1100000032 1000000005 1101 ZHQR 100 00010
#)Purch. Requisition
_JSRM Contract
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Step Action

(2) Other Purchase Requisition: Click

(2) Purchase Requisition: Input/ Select PR
(3) Other Document: Click

1.4.3 ME54N — Release Purchase Requisition

& purchase Requisition  Edit  Enyironment  System  Help

V] ~JdB8 e CHE
® . Release Purchase Req. 1100000032

Document Overview On “fﬂ qﬁ‘ g’l‘l ﬂ éj_E]Personal Setting

ZHQR PR - HQ Procureme. ¥ 1100000032

LS
r>z
|
=l
®
5

=) Te... -~ Release strategy
Release group G1 Release Group 1 Code  Description StatusiRelea
Release Strategy Z1 PR_Value < 2000000 [El jExecutive Engineer FAN Vé
Release Indicator B Blocked
& BB
Step [Action

Status:- £ Release possible

1) Click Release %
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1.4.4 ME54N - Release Purchase Requisition

& purchase Requisiton  Edit  Enyironment System  Help

< B CEQLECHRE DO PR @@
® .| Release Purchase Req. 1100000032

Document Overview On ‘(f 6 golH @Personal Setting

[ ZHQR PR - HQ Procureme ¥ (1100000032
| Te... A Release strategy

Release group G1 Release Group 1 Code  Description Status Relea
Release Strategy Z1 PR_Value < 2000000 [E1 7 Executive Engineer v W

Release Indicator R| Released
°8

B &)@ EFEEE B (QGUREE.) [ B2 0 @efout vales|

B Stat ItemA I Material Short Text Quantity Unit C Delivery Date Material Group Plant Stor. Loc. PGr Requisitioner Trf
10 1000000005  TRANSFORMER 125 KVA 11 NOS D 31.01.2018 Distribution T  JBVNL, Dhanb  Central Stor 100 Mahesh
100 Mahesh
100 Mahesh
= |Item 1[ 10 ] 1000000005 , TRANSFORMER 125 KVA v - v

Material D... | Quantities/Dates | Valuation ' Source of Supply | Status < Contact Person Texts | Delivery Address

Created By mm2 Yash Changed On 31.01.2018
Crea. ind. R Realtime (manual) v
Requisitioner Mahesh Tracking Number

4 )

I Release effected with release code ElI :3- ',' [ MES4N ¥

Step Action

In Status v Release effected

After releasing PR DOC. © release efiected with reiease code £1

Note: - Only those users can release Purchase Requisition whoever possesses
Purchase Requisition release authorization.
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1.4.5 ME54N - Release Purchase Requisition

=g Purchase Requisition Edit Enyvironment  Syste:

@ - a [}

<2

51 49 £ B @

ZHQR PR - HQ Procureme. | (Check _(Ctri+Shil
=) Te... Release strategy

Release group G1 Release Group 1 Code  Description Status Relea
Release Strategy Z1 PR_Value < 2000000 {E1 T Executive Engineer v
Release Indicator R| Released

eR

= @O EFEEE.) & QGRRE) [ ) (BT @oefut valves|

B Stat ItemA I Material Short Text Quantity Unit C Delivery Date Material Group Plant Stor. Loc. PGr
10 1000000005 TRANSFORMER 125 KVA 11 NOS D 31.01.2018 Distribution T JBVNL, Dhanb  Central Stor 100
100
100
= [Ttem 1 [ 10 ] 1000000005 , TRANSFORMER 125 KVA v A v

Material D... = Quantities/Dates ' Valuation ' Source of Supply | Status  Contact Person Texts ' Delivery Address

Created By mm2 Yash Changed On 31.01.2018
Crea. ind. R Realtime (manual) v
Requisitioner Mahesh Tracking Number
0
|E] No messages issued during check I =:.l D4
Step |Action

.}'1
(1) |Click Check a4

No message issued during check

(@) Click Save Q

Purchase requisition 1100000032 changed

1.5 Close Purchase Requisition:-
Path to Close Purchase Requisition:-

SAP Menu Path | Logistics => Materials Management => Purchasing =>
Purchasing Requisition => Change
SAP T-code ME52N

Page 14 of 50




Project — JBVNL YASH)
» Procurement of Materials '
o Jevad] End User Manual — Materials Management . s

Ay S
Lt v S

1.5.1 SAP Easy Access

[5 Menu Edit Favorites Extras System

laa ee
O HiH 7 v a
» (] Office
Step [Action

(1) |ME52N is now entered in the Transaction box.

2 |click Enter @ |

1.5.2 ME52N - Change Purchase Requisition

= Purchase Requisition Edit Enyironment System Help

& ~- dH C@@ LHE IDDLOY EE @ @

@ . Change Purchase Req. 1200000003

Document Overview On [ ] SO ISetting

|E’ ZPRJ PR-Proj Procurement ~ 1200000003
[ =5 ant

> Select Docu

Purchase Requisition 1100000032|

o | oY ) [ -
Plnt Document Type PGr Item

rch. g . terial
Pur. Order 1100000032 1000000005 1101 ZHQR 100 00010

®)Purch. Requisition

“JSRM Contract [&T8
Step Action
Q) Other Purchase Requisition: Click
(2) Purchase Requisition: Input/ Select PR
3) Other Document: Click

Page 15 of 50




Project — JBVNL YASH)
Procurement of Materials

End User Manual — Materials Management

1.5.3 MES52N - Change Purchase Requisition

[ purchase Requisition  Edit  Enyironment  System
(V] - J|8e-ae o D488 FE @M

® . Change Purchase Req. 1100000032

Document Overview On  [1 % &5 £8 [l personal Setting

Release group G1 Release Group 1 Code  Description Status
Release Strategy Z1 PR_Value < 2000000 El Executive Engineer 4
Release Indicator R Released

8

bSO &FEERE) & [ QGUREE ) [H (8250 §oefaut values

BSat ItemA 1 Material Short Text Quantity Unit C Delivery Date Material Group Plant Stor. Loc. PGr Requisitioner Tr|
10 1000000005  TRANSFORMER 125 KVA 11 NOS D 31.01.2018 Distribution T JBVNL, Dhanb  Central Stor 100 Mahesh
100 Mahesh
100 Mahesh

= 1tem |1 [ 10 ] 1000000005 , TRANSFORMER 125 KVA -
Material D... - §l Quantities/Dates | Valuation Supply | Status | Contact Person ivery Address
Quantity 11 0S  Delivery date D|31.01.2018
Quantity ordered 0 0S Request date 31.01.2018
Open quantity 11 NOS  Release Date 31.01.2018
Pl. Deliv. Time
ixed ID GR proc. time 1

[SAPy b MES2N ~

Step [Action

(1) |Select Item

(2) |select Quantities/Dates Tab

(3) |Ticked "Closed” field

(4) Click Save Q

Purchase requisition 1100000032 changed

2 Enquiry / Tendering(Request for Quotation) Process:

Vendor selection is an important process in the procurement cycle. Once
requirements are gathered, we start looking for possible suppliers who can fulfil the
requirements at the best possible price. So, a request is made to the vendors to

submit their quotations indicating the price of the material along with their terms and
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conditions. This request is known as the request for quotation (RFQ). Listed below

are the key points to note about a request for quotation:

» Request for quotation is a form of invitation that is sent to the vendors to

submit a quotation indicating their pricing and terms and conditions.

> It contains details about goods or services, quantity, date of delivery, and date

of bid on which it is to be submitted.

» Quotation is a reply by a vendor in response to a request for quotation.

An RFQ can be created by the following two ways:

» Reference to Purchase Requisition

» Manually

We are creating RFQ after L1 Bidder finalization with combination of material and L1

bidder.

2.0) RFQ Type and Number Range:-

RFQ Number Range

. Internal /
Document | Description E . External
Type rom o]
ZOTM Tenders - Materials AAA 2727 External
ZOTS Tenders - Services AAA 2727 External
ZOTT Tenders - Turnkey AAA 7277 External

2.1 Create RFQ:-

Path to Create Request for Quotation:-

SAP Menu Path

Logistics => Materials Management => Purchasing =>
RFQ/Quotation => Request for Quotation => Create

SAP T-code

ME41
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2.1.1 SAP Easy Access

= Menu Edit Favorites Extras System

IQrMEﬂJ ~rjdH @

SAP Easy Access
T v oa

- &3 SAP Menu
» [ Office

Step Action

(2) MEA41 is now entered in the Transaction box.

(2) Click Enter & .

2.1.2 MEA41 - Create RFQ

[= RFQ Edit Header Item  Enyironment System  Help
& ~- H COQ@Q CEHE B

Create RFQ : Initial Screen

2 @ T O Reference to PReq M&@Mm@mm

RFQ Type ZOTM
Language Key EN

RFQ Date 31.01.2018
Quotation Deadline 15.02.2018
RFQ RFQO0011

Organizational Data
Purch. Organization 1000
Purchasing Group 100

Default Data for Items
Itermn Category

Delivery Date T 16.02.2018
Plant 1101
Storage Location 1101

Material Group
Req. Tracking Number
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Step [Action

RFQ type, RFQ Date, RFQ (Ext .Number range), Pur.Orgnization, Pur.
(1) |Group, Item Category, Delivery date (Should be later than quot.
Deadline date) Plant, Storage location: Input/ select the data.

(2) |Reference to PR: Click

Press Enter

1) We are creating RFQ with reference to released PR.
Note:- 2) We need to provide RFQ Number, as our RFQ number

range in external.

2.1.3 MEA41 - Create RFQ

= RFQ Edit Header [tem Enyironment System Help

Create RFQ : Initial Screen

3 3 D Reference to PReq D Reference to Outline Agreement

RFQ Type ZOTM _

P TL LG [E Selection of Purchase Requisitions X0

RPQ Dets 1100000032

Quotation De: Purch.Req. I—FQ" =

RFQ Requisn. item Purch.Req. Material
Purch. Group 1100000032 1000000005

Organization Document Type

Purch. Orga Material
MPN material

Purchasing (
Plant

Default Data ftem Category

Item Catege Acct Assgmt Cat

Delivery Dat Tracking Number

Plant Supplying Plant

| Assigned

¥ |Stock material

Storage Loci
Material Gro
Req. Trackir ¥ Open only

& " dBCQQEHR B

'}

] &J

int
1101

Zo (2

=

Deoecument Type
ZHQR

PGr Item
100 00010

Step [Action

(1) |Purchase Requisition: Input/ Select PR

(2)  |click Continue (Enter) d)
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2.1.4 ME41 - Create RFQ
& RFQ Edit Header Jtem Enyironment  System Help w

@ rJHCG@Q CHE DDOO AR @@
{: Purchase Requisitions

Shoat Tz ot _Skoc T ALl O “ﬂfmwi' i
TRANSFORMER 125 KVA 1101 1101 11.000NOS D 31.01.2018 31.01.2018 N -

Create RFQ : Se

5]

1100000032 1000000005

Step [Action

(1) |Select line item.

(2) |Click Adopt + Details

2.1.5 ME41 — Create RFQ

E RFQ Edit Header [Item Enyironment System Help
& - dB8CeCEQ oHR DO AR @MW

Create RFQ : Item 00010

» O G et
Item RFQU011 10 ItCat. Plant 1101
Material 1000000005 Mat. Grp 1180 Stor. Loc. 1101
Short Text TRANSFORMER 125 KVA

Quantity and Date

RFQ Quantity 11 NOS In 15.02.2018

Delivery Date pf16.02.2018]]

Deadline Monitoring

1st Rem./Exped. TrackingNo
2nd Rem./Exped. V. Mat.
3rd Rem./Exped.

No. Exped. 0

Step [Action

(1) Delivery Date: Input / Select Del.Date( Must be later than Qut. Deadline
date)

(2) Click Header‘!3
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2.1.6 MEA41 - Create RFQ

4 RFQ Edit Header Item Enyironment System Help
& B CARALCHRE Do IR @M
Create RFQ : Header Data
K2Z2500R0
RFQ RFQ0011 Company Code 1000 Purchasing Group 100
RFQ Type ZOTM Purch. Organization 1000
Vendor
Administrative Fields
RFQ Date 31.01.2018 Item Interval 10 Coll. No.
Language EN Subitem Interv. 1 QuotDdin 15.02.2018
Validity Start Validity End Apply By
Warranty Bindg Per.
Terms of Delivery and Payment
Targ. Val.
Reference Data
Your Reference Salesperson
Our Reference Telephone
e-Tender Details
l Tender Details @
Step [Action

(1) |Collective No.: Input / Select Collective no.
(2) |Click Tender Details
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2.1.7 ME41 — Create RFQ

= System Help
@ KL @a—a@ £ EE @
Create RFQ : Header Data
Tender Reference No NIT003/PR/JBVNL/2017-18 Tender Type OPEN Open Tender
Tender Category GOODS Goods ~ Form Of Contract SUPPLY
Tender fee 10000 EMD Amount 100000
Description TRANSFORMER 125 KVA

Product Category

Published Date
Sale Start Date
Bid Submission Start

ELECTRICAL EQUIPMENT

31.01.2018/00:00:00
31.01.2018/00:00:00
31.01.2018/00:00:00

YA@

20.02.2018/00:00:00
14.02.2018[00:00:00
15.02.201800:00:00

Bid Opening Date
Sale End Date
Bid Submission End

Step [Action

(1)

Tender ref No, Tender Type, Tender Category, Form of Contract,
Tender Fee, EMD amt., Description, Product Category, Tender Dates:
Input/ select the data.

(2)

Click Back e

2.1.8 MEA41 - Create RFQ

= RrrQ Edit Header Item Enyironment System Help
& - <4 [E] B2 ™ O D m
Create RFQ : Vendor Address
2a
RFQ RFQOO11 Company Code 1000 Purch. Group 100
RFQ Date 31.01.2018 RFQ Type ZOTM Purchasing Org. 1000
Vendor Twoooool] &
Name
Title - - Delete Field
M/S P P Industries Pvt. Ltd.
Name P P Industries Pvt. Ltd.
Lz
Search Terms
Search term 1/2 P P INDUST
Street Address
Street/House number A-16 New Focal Point Dabwali Road
Postal Code/City 151001 Bathinda
Country IN India Region 19 Punjab
Time zone INDIA [ ]
PO Box Address
PO Box 151001
Postal code
Company Postal Code b
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Step [Action

(1) Click Save [Q

Tenders - Materials created under the number RFQ0011

2.2 Change RFQ:-
Path to Create Request for Quotation:-

SAP Menu Path

Logistics => Materials Management => Purchasing =>
RFQ/Quotation => Request for Quotation => Change

SAP T-code

ME42

You can change RFQ with ME42 transaction code.

2.3 Display RFQ:-
Path to Display Request for Quotation:-

SAP Menu Path

Logistics => Materials Management => Purchasing =>
RFQ/Quotation => Request for Quotation => Display

SAP T-code

ME43

You can Display RFQ with ME43 transaction code.

2.4 Maintain Quotation:-

Path to Maintain Quotation:-

SAP Menu Path

Logistics => Materials Management => Purchasing =>

RFQ/Quotation => Quotation => Maintain

SAP T-code

ME47
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2.4.1 SAP Easy Access

E Menu Edit Favorites Extras System

& rME4z -

JH C@

SAP Easy Access

- &3 SAP Menu
» (JOffice

E:-T‘j ./) v A

orites

Step

Action

(1)

ME47 is now entered in the Transaction box.

(2)

Click Enter 3.

2.4.2 MEA47 — Maintain RFQ

= Quotation Edit Header Jtem  Enyironment System  Help

< *dJdHCQQ CHR DO AR @@
intain Quotation : Initial Screen
o
1
RFQ Emoou G
Purch.Doc. Vendor POrg PGr Doc. Date c OTyp
RFQO0011 1000001 1000 100 31.01.2018 A ZOTM
Step [Action
(1) |RFQ:- Input/ Select RFQ number
2 |Click Enter @,
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2.4.3 ME47 — Maintain RFQ

= Quotation  Edit Header [tem Enyironment System Help

(] {8 ¢cea CHR 0L EER @@

RFQ REQO011  |ReqQ-ltem Conditions (Shift+F6) RFQ Date 31.01.2018

Vendor 1000001 P P Industries Pvt. Ltd. QuotDdin 15.02.2018
Quotation Items
i ShotTeg BEQ Quantity Qua G Dal
0 ¥ 000000005 TRANSFORMER 125 KVA 11 NOS D 16.02.2018 1NOS 1180 1101 1101

(1) [Select line Item

(2) Click Item Condition &l

2.4.4 ME47 — Maintain RFQ

= Condition Edr Goto Extras Enyironment Pricing System Help

Create Gross Price Condition (P0O00) : Condition Supplements

Item Description
10 TRANSFORMER 125 KVA

128 B W=

< +JdB8 cée CHR Do R oW

Valid From 3 1 Valid to

Condition supplements
CnTy Name Jnk per UoM DeletionID Scolo;s1
PO00 Gross Price 150, 000.00KNR 1NOS &
a4y

Texts 0

Step [Action

(1) [Amount: Input amount with respect to condition type.
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Step [Action

If you want to add Freight then use FRC1 condition type to maintain it.

(2) |Vvalid to:- select valid to date

3) Click Header‘!3

2.4.5 ME47 — Maintain RFQ

&

Variable key

4 Condition Edit

Goto

Extras Enyironment

k| =1

Help

CQQ L HE 2

Create Gross Price Condiam

Header

SEE G F DEZAHBNE 2§ 3

1DOH FE @

Purchasing Document Item Description
RFQO011 10 TRANSFORMER 125 KVA
Validity
. 1 01 2018 = " o -
Valid From 31.01.2018 Valid to L31.l2.2018_‘(_)
Responsibility
Search term
Responsibility
Technical data
Created By YASHMM2
Created On 31.01.2018
Step [Action

1) Click Save [Q

Quotation for Tenders - Materials RFQ0011 maintained

3 Purchase Order (Contract):

3.0) Contract PO Type and Number Range:-

Document
Category

Docum
ent

Description

Number Range

Internal

From

To

/
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Type External
Contract ) .
i ZPJIM Project Material PO | 6100000000 | 6199999999 | Internal
(Quantity)
Contract Turnkey Purchase
ZTUR 6200000000 | 6299999999 | Internal
(value) PO

3.1 Create Contract:-
Path to Create Contract:-

SAP Menu Path

Logistics => Materials Management => Purchasing => Outline

Agreement => Contract=> Create

SAP T-code ME31K

3.1.1 SAP Easy Access

= Menu Edit Favorites

Extras System

ME31K v

JH CG@

P Easy Access
S MBI -
rites

v Menu
» [ Office

o

Step [Action

(1)

MM31K is now entered in the Transaction box.

) |click Enter ¥ |
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3.1.2 ME31K - Create Contract

E Qutline Agreement Edit Header Item Enyironment System Help
(] - dH @@ LHR Do BE @M
Create Contract : Initial Screen

2 B T Dreerence o pr (2)

Vendor
Agreement Type ZPJIM

Agreement Date 31.01.2018
Agreement

Organizational Data
Purch. Organization 1000
Purchasing Group 100

Default Data for Items
Item Category

Acct Assignment Cat.
Plant

Storage Location
Material Group

Req. Tracking Number
Vendor Subrange

Acknowledgment Reqd

_I
J

Step [Action

(1) Agreement type, Pur.Orgnization, Pur. Group, Item Category, Plant,
Storage location: Input/ select the data.

(2) |Reference to RFQ: Click

Note:- We are creating Contract with reference to RFQ.

3.1.3 ME31K - Create Contract

= outline Agreement Edit Header Jtem  Enyironment System Help
@ B CQQALCHR IDNONFR @B
Create Contract : Initial Screen

328[13 DReferenoehoPReq DReferencemRFQ

Vendor
Agreement Type ZPJIM RFQO011 G
31.01.2018

Agreemen:Date From RFQ item Poren Do v PGr Doc. Date c OTyp
Agreemen To RFQ item [RFQO011 1000001 1097 100 31.01.2018 A 20TM
Organizational Data
Purch. Organization 1000
Purchasing Grou| 100 —

ng p - ; a
Default Data for Items
Item Category
Acct Assignment Cat.
Plant 1101
Storage Location 1101

Material Group
Req. Tracking Number
Vendor Subrange
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Step [Action
(1) |RFQ: Input/ Select RFQ

(2) |click Continue (Enter) )

3.1.4 ME31K - Create Contract

= Contract Header Item Enyironment System Help
(B CRQALCHR DO AR @@
Create Contract : Header Data
2ABZAVAD
Agreement Company Code 1000 Purchasing Group 100
Agreement Type ZPJM Purch. Organization 1000
Vendor 1000001 P P Industries Pvt. Ltd.
Administrative Fields
Agreement Date 31.01.2018  Item Number Interval 10 Subite: 1
Validity Start 31.01.2018  Validity End i EN
GR Message
Terms of Delivery and Payment
Payt Terms 2001 Targ. Val. I
Payment in Days %  Exch. Rate 1.00000 Ex.Rate Fx
Payment in Days % Incoterms
Payment in Days Net
Reference Data
Quotation Date Q
Your Reference IrRFQOO11 : :
Our Reference Tel
Suppl. Vendor Invoicing Party
Step [Action

(1) |Validity End date: Input / Select Validity End date

) Target Value: Input Target Value (For Turnkey/Value Contract only)
For “ZPJM” Contract Target value is not required, as this is gty Contract.

(3) |Your reference: Input Your reference if required any (Optional)

4) |Click Enter @ |
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3.1.5 ME31K - Create Contract

[ contract Edit Header Item Enyironment System  Help
g FJHCQQEHR DDOD PR @@

dew: Reference Document Items

Reference Do ails (SAITT3) pef. Doc. Type ZOoTM Doc. Date 31.01.2018
Vendor 1000001 P P Industries Pvt. Ltd. Currency INR
Reference Items
i shortText ot __Sloc A__Oty Qun j
0 J1000000005 TRANSFORMER 125 KVA 1101 1101 11 NOS 150, 000.00
Step |Action

(1) |Select line item.
(2) |[Click Adopt + Details

3.1.6 ME31K - Create Contract

[ contrat Edit Header Item  Enyironment System  Help
1V B CAQQALCHR DO AR @8
Create Contract : Item
»aRée
Agreement Item Item Cat. AcctAssCat
Material 1000000005 Matl Group 1180 Plant 1101
Short Text TRANSFORMER 125 KVA Stor. Loc. 1101
Quantity and Price
Target Quantity g 1Nos RelOrdQty. 1
Net Order Price 150,000.00 INR /11 NOS Price Date 31.12.2018
Qty Conversion 1 NOS <-> |1 NOS InfoUpdate
Other Data
1st Rem./Exped. ConfContr. ~—|Acknowl. Reqd
2nd Rem./Exped. Ackn. No.
3rd Rem./Exped. TrackingNo |Estimated Price
Vend. Mat. v |Print Price
GR/IR Control
Underdel. Tol. %  Stock Type V|G
Overdeliv. Tol. % / [CIGR
Tax Code v/IR
Shipping Instr. v|GR-BasedIV
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Step [Action

(1) |Tax Code:- Input/ Select Tax Code (mandatory field)

(2) Click Item Condition &'

3.1.7 ME31K - Create Contract

& condion Edit Goto Extras Enyironm Pricing  System Help
@ . <1|tg-e-@:m:;¢ PDOO IH @®

Change Gross Price Condition (P000) : Condition Supplements

SGAE R > BPEZADBINE 2 & 3
Variable key
Purchasing Document Item Description
10
Validity
Valid From [31.01.2018) Valid to 31.12.2018

Condition supplements
CnTy Name Amount Unit per UoM PeletionID Scales Texts E]

PO0O Gross Price 150,000.00 INR 1NOS : :

1 )

BRE BRI ™

Step [Action

Check Amount with respect to Condition type.(Mandatory Fields)
(1) |[Need to Provide P000-Gross Price (Ex. Work’'s price), FRC1-Freight,
whichever is applicable

(@) Click Save Q

Project Material PO created under the number 6100000000
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3.2 Change Contract:-

Path to Change Contract:-

SAP Menu Path

Logistics => Materials Management => Purchasing => Outline

Agreement => Contract=> Change

SAP T-code

ME32K

You can change Contract with ME32K transaction code.

3.3 Display Contract:-

Path to Display Contract:-

SAP Menu Path

Logistics => Materials Management => Purchasing => Outline

Agreement => Contract=> Display

SAP T-code

MES33K

3.3.1 SAP Easy Access

DE1(1)/110 SAP Easy Acces

&« (A

« 7 Favorites

¥ [ SAP Menu
+ 3 Office

1

Step

Action

(1)

MM33K is now entered in the Transaction box.

(2)

Click Enter 3.
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3.3.2 ME33K - Display Contract

(= Outline Agreement Edit Header Item E

M e
play Contract : Initial Scred

Agreement |6100000012h—@

Step [Action
(1) |Agreement: Input/ Select Agreement

) |click Enter @ |

3.3.3 ME33K - Display Contract

= Contract  Edit Header Item Enyironment System Help

(V) v « e SR AFYS A=l all7]

W | Display Contract : Item Overvie
ERRSeTJamcB@A 25

Release Documentation (Ctrl+Shift+F12) 30.02.2018

Agreement 6100000012 Agreement Type
Vendor 1000000 Anvil Cable Pvt. Ltd Currency INR 16’4(’ Procurement Report
Outline Agreement Items
tem .l A Material Jarg Oty
10 2000000002 M10 X 200M! =
Step [Action

(1) |Select Line item

(2) Click Release Documentation [l
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3.3.4 ME33K - Display Contract

(= List Edit Goto Environment System Help

@

-

I «H eee St DNOD N0 0

Release Order Docu. for Contract 6100000012 Item 00010
& [BlRelease = P
1

/
PO />\-"Item Order date Order gty. Un PO value Curr.
I4500000007 00010(20.02.2018 3 KG 3,600.00 1INR
Qty. released to date 3 KG 3,600.00 INR
Tgt. gty. 4 KG
Open target gty. 1 KG

Step [Action

(1) |Double click on PO to display

See release document details

[= purchase Order Edit Goto  Enyironment System  Help
(] l«H @@e =i S8 ew
Project DI 4500000007 Created by ps1 Yash

Document Overview On D ")? ﬁ @Print Preview Messages E] ﬂPersonal Setting

[fmw] zpor project o ~|[4500000007] Vendor 1000000 Anvil Cable Put. Ltd Doc. date  |20.02.2018
@ Header
@ B i]lm A 1 Material Short Text PO Qu... O... C Deliv. Date NetPr... Curr... Per O... Matl Group  Plnt Stor. ... Purch.Req.  Regmt No. Requisitioner
Um 2000000002 M10 X 200MM FULL THREAD HEXAG 3KG D 20.02.2. 00.00INR 1 KG Material grou.. JBVNL, Ranc
s 1“0
- - Lo
] 1tem 1101200000002, M10 X 200MM FULL THREAD. ~ [ = |~

Material Data ~ Quantities/Weights ~ Delivery Schedule - Delive {Invoice | Conditions | India - Purchase Order History | Texts | Delivery Address | Confirmations |  Condition C... 0=

& EE] L) (S JEL0) ) G E L) (5

Sh. Text MvT Material Document Item Posting Date =Quantity Delivery cost quantity OUn =Amt.in loc.cur. |L.cur=Qty in OPUn DelCostQty (OPUn) Order Price Unit=  Amount Crcy Reference

BzZWE 5000000039 1 20.02.2018 0 2 KG 666.67 INR 0 2 KG 666.67 INR
Tr./Ev. Delivery costs o 0 KG - 666.67 INR - 0 KG *  666.67 INR
WE 101 5000000039 1 20.02.2018 2 0 KG 2,400.00 INR 2 0 KG 2,400.00 INR
Tr./Ev. Goods receipt o 2 KG - 2,400.00 INR - 2 KG * 2,400.00 INR
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4 Purchase Order (Dispatch Instruction):

The type of procurement can be maintained in a field that is known as item category

as shown below.

4.0) PO(DI) Type and Number Range:-

Document | Document L. Number Range Internal /
Category Type Description From To External
PO ZHQP HQ Purchases 4000000000 | 4099999999 | Internal
PO ZSRV Service Purchases 4100000000 | 4199999999 | Internal
PO ZSTO Stock Transp. Order 4200000000 | 4299999999 | Internal
PO ZLOC Local Purchases 4300000000 | 4399999999 | Internal
PO ZFO Blanket Order 4400000000 | 4499999999 | Internal
PO ZPDI Project DI 4500000000 | 4599999999 | Internal
PO ZNDI Non Project DI 4600000000 | 4699999999 | Internal
PO ZTUR Turnkey Purchases 4700000000 | 4799999999 | Internal

4.1 Create PO(DI):-
Path to Create PO (DI):-

SAP Menu Path

Logistics => Materials Management => Purchasing => Purchase

Order => Create => Vendor/Supplying Plant known

SAP T-code ME21N

4.1.1 SAP Easy Access

Edit Favorites Extras

48 e¢a

System

es
AP Menu
» (Joffice
Step [Action

(1) |ME21N is now entered in the Transaction box.
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Step [Action

) |cClick Enter @ |

4.1.2 MEZ21N - Create Purchase Order(DI)

E Purchase Order Edit Goto Enyironment  System Help
V] FdEBCAQLEHRE DO HEE @@
® . Create Purchase Order
IDocumentOvefviewOn D @ Hold g’l‘l @PrintPreview Messages ﬂ &]Persond Setting
ZHQP HQ Purchases Vendor Doc. date 31.01.2018
= Delivery/Invo... 1 Address ' Communication | Partners ' Additional Data | Org. Data Status Payment Processing
{37 Not Yet Sent Ordered 0.00
65 Not Delivered Delivered 0.00
& Not Invoiced still to deliv. 0.00
Invoiced 0.00
Down paymts 0.00
= R S.Itm A I Materal Short Text PO Quan... OUn C Deliv. Date Net Price Curre... Per OPU Matl Group
Step |Action

(1) |Document Overview On: Click ( If Doc. overview not On)
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4.1.3 ME21N - Create Purchase Order(Dl)

= Purchase Order Edit Goto Enyironment System Help
< - B CRQLHRE DO B @M
@ . Create Purchase Order

Document Overview Off D@ Hold 48 Q@Pﬁntf’review Messages ﬂ@PersonalSetﬁng

D t ;j [ ] ZHQP HQ Purchases - Vendor
Oocumern) — |#=  Delivery/Invo...| Texts | Address | Communication | Partners |
d
0SB =) (& H Active Ordered
s z L3 Not Yet Sent Delivered
= Not Delivered Still to deliv.
’ &2  Not Invoiced Invoiced
Purchase orders Down paymts
Requests for quotations
/B S..Itm A 1 Material Short Text
| @10 1000000005 TRANSFORMER 125 KVA

=
=

My purchase orders

« »
S BRRBIED TSS G= (&IFIFIEF (D)

My purchase requisitions = | Item

My purchase orders on hold
My purchase requisitions

1 [ 10 ] 1000000005 , TRANSFORMER 125 KVA
Material D... | Quantities/Weights | Delivery Schedule ' Delivery

Control code 85043300

Step [Action

(1) |Click Selection Variant {[} -]
(2) |Contract:- Select
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4.1.4 ME21N - Create Purchase Order(Dl)

E Program Edit Goto  System Help
< B AR EHR DL AR @8
Purchasing Documents
5000
] 1000000005 >

Selection Parameters to o
e b 1a to =3
Material Short Text e S |
Supplying Plant to o |
Storage Location to o |
Material Group to [eabal
Purchasing Organization to 3
Purchasing Group to 3
Purchasing Document to o |
Name of Person Responsible o =3
Document Type to =
Document Category K =3
Company Code ‘o 3
Document Date to o |
Vendor to ==

Step |Action

(1) |Material Number: Input Material Number

(2) |Document Type: Input Doc. type

3) Click Execute @
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4.1.5 ME21N - Create Purchase Order(Dl)

-Dx
= Purchase Order Edit Goto Enyironment System Help
g *dBCR@RBHR DL PR @@
® . Create Purchase Order
Document Overview Off [ ﬁ Hold n’l‘-‘l @Print?review Messages B&Pmlsaﬁng
“| (¥ ] ZHQP HQ Purchases - Vendor Doc. date 31.01.2018
gL =] Delivery/Invo... | Conditions | Texts | Address ' Communication | Partners | Additional Data | Org. Data . Status Payment Processing
L3 Not Yet Sent Ordered 0.00
5 Not Delivered Delivered 0.00
& Not Invoiced Still to deliv. 0.00
Invoiced 0.00
Down paymts 0.00
=R s.itm A I Materal Short Text PO Quan... OUn C Deliv. Date  Net Price Curre... Per OPU Matl Group Pint
—
|
—
—
—
L L
S REDR &S ClE (BIFFIF (& Default Values Addl Planning
= | Item 1 New Item - alw
grr b ME2IN ¥ JBVNLTEMP INS

Step [Action

(1) |Purc.Doc: Select Pur.Doc.

(2) |Click Adopt

4.1.6 MEZ21N - Create Purchase Order(DI)

= Purchase Order Edit Goto Environment System Help w
[ B C@@QRHR DL ER @@
@ . Create Purchase Order
Document Overview Off D@Hold&?l Q@Pﬂm?rmew Messagﬁﬂﬂ ing
s 1000001 P P Industries Pvt. Ltd, Doc. date 31.01.2018 -
Document | — = . . E
B munication | Partners | Additional Data | Org. Data Status  Payment Processing | Versions
Overview -
F e SIS B Acive Ordered 11 NoOS 1,650,000.00 INR
m— . I Mot Yet Sent Delivered 0 NOS 0.00 INR
Lo p i i NOS 1, 650,000.00
- 6100000000 [ Not Delivered Still to deliv. »650,000. INR
B Not Invoiced Invoiced oS 0.00 INR
Down paymts 0.00 INR
=R S.Im A I Materal Short Text Ta? n C Net Price Curre... Per OPU Matl Group B i
‘Q'l() 1000000005 TRANSFORMER 125 KV) 11jos D f31.01.2018f 150,000.00INR 1 NOS Distribution Trf|j JBVNL, Dhan
1 INR 4
Ll INR -
i i
[=:pl-} el o= Al EF (& Default Values Addl Planning
3= ltem 1[ 10 ] 1000000005 , TRANSFORMER 125 KVA - - v
Material D... | Quantities/Weights = Delivery Schedule | Delivery | Invoice ' Conditions . India Texts | Delivery Address | Confirmations | Conditi... L
Control code 85043300
o &
& Can delivery date be met? [SAR4 [ ME2IN * JBVNLTEMP INS a8
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Action

PO Doc Type: Select PO Doc Type

Qty: Input PO Qty

Delivery Date: Check Delivery date.

Plant & Storage Location:- Input/Select Plant & S Loc

4.1.7 ME21N - Create Purchase Order(Dl)

[ purchase Order Edit Goto Enyironment System Help w—
(V] B CR@OHR DI PR @@
® . Create Purchase Order
Document Overview Off D@ Hold 4B Q@Pﬂnt?mnew Messages “ﬂPersonalSeuing
‘ = ZHQP HQ Purchases - Vendor 1000001 P P Industries Pvt. Ltd. Doc. date 31.01.2018 =
Document T3 Header <
| Overview ™ RS.Im A I Materal Short Text PO Quan... OUn C Deliv. Date  Net Price Curre... Per OPU MatiGroup  Pint i
& 09 =G a0 1000000005 TRANSFORMER 125 KVA 11NOS Semgl - 01.2028 150, 000.00INR NOS Distribution Tra JBVNL, Dhan
INR -
Purch.Doc. — INR =
- 26100000000 «» “«»
QRRED &S CE AFBE & Values Addl Planning
= Item [ 1 [ 10 ] 1000000005 , TRANSFORMER 125 KVA 4 [«
Material D... | Quantities/Weights | Delivery Schedule | Delivery = Invoice lc«m India | Texts | Delivery Address | Confimations | Conditi... [»
Quantity 11 NOS Net 1,650,000.00 |INR
N.. CnTy Name Amount Crcy  per UoM Condition value Curr. ptatus  NumCCo OUn CConDe E
@ POO0O Gross Price 150, C )0 INR 1NOS » 650, . INF 1NOS
Net value incl. disc . INR 1NOS 1,650,000.00 INR 1NOS
@ NAVS Non-Deductible Tax 0.00 INR 0.00 INR 0
Net value incl. tax ’ . INR 1NOS 1,650,000.00 INR 1NOS
@ SKTO Cash Discount 0.000 % 0.00 INR 0
Actual Value INR 1NOS 1,650,000.00 INR NOS -
g -
[ D
oy 4«
[CH =T Condition rec. Analysis o) Update v
4« 8 2
SAPg b ME2IN ¥ JBVNLTEMP INS &

Select item

(1)

Select Condition tab

(2)

Check Pricing elements.
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4.1.8 MEZ21N - Create Purchase Order(DI)

(& purchase Order Edt Goto Enyironment System  Help ==
(V] B CEARHR NI PR @M
® . Create Purchase Order
Document Overview Off D@ Hold ﬁl Q@Priml’review Messages ﬂ&lkﬁm&lsamg
“| 3] 2HQP HQ Purchases - Vendor 1000001 P P Industries Pvt. Ltd. Doc. date 31.01.2018
Document T3 Header
Overview . ™ ERS.Itm A 1 Materal Short Text PO Quan... OUn C Deliv. Date  Net Price Curre... Per OPU Mati Group  Pint s}
Q?}.;UQ M & (& A 1000000005 TRANSFORMER 125 KVA 11NOS D 31.01.2018 150,000.00INR 1 NOS Distribution Tra JBVNL, Dhan. Ce
INR
Pue.Docs ™M INR
- 36100000000 ™ INR
m INR
INR -
™ INR -
“« ) “« )
QBRI FESS CE BIFBIT (& Default Values Addl Planning
&= Item 1[ 10 ] 1000000005 , TRANSFORMER 125 KVA alv
Material D... ' Qx ities/Weights | Delivery Delivery Invoice kmdﬁom India ' Texts | Delivery Address | Confirmations | Conditi... 3=
E?_!lmh Receipt : Tax Code
Final Invoice
VIGR-Bsd IV
DP Category v
g b ME2IN ¥ JBVNLTEMP INS =y

Step [Action

(1) |SelectInvoice tab
(2) |Tax Code:- Input/Select Tax Code

Press Enter

Note:- GR-Based Invoice Verification Ticked Mandatory

4.1.9 ME21N - Create Purchase Order(DI)

Document Overview On U ? |H Eﬁ dﬂPrint Preview Messages H @Personal Setting
[ W [HQP HQ Purchases ~2000000023] Vendor 1000001 P P Industries Pvt. Ltd. Doc. date 31.01.2018
| 1| Header
f B S..Itm A I Material Short Text PO Quan... OUn C Deliv. Date Net Price Curre... Per OPU Matl Group Pint Stor. L... Purch.Req.
:10 1000000005 TRANSFORMER 125 KVA 11NOS D 31.01.20. 00.00INR 1  NOS Distribution Tra JBVNL, Dhan. Central S
INR
B INR
[ ] INR
| INR
B INR
] INR
i
8 mED @EF OE (&F FF B Defaut Values Addl Planning
85 |1tem 1[ 10 ] 1000000005 , TRANSFORMER 125 KVA | [a]¥]
Material D... | Quantities/Weights | Delivery Schedule ' Delivery Invoice Conditions | India = Texts | Delivery Address | Confirmations = Condition Control = Retail
'v/Inv. Receipt Tax Code 16
Final Invoice
¥|GR-Bsd IV
DP Category -

Step [Action
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Step [Action

Click Taxes

4.1.10 ME21N - Create Purchase Order(DI)

= Conditions  Edit Goto  System  Help
@ -dHR@ee@ CHKE fRLD DR @B
# .| Display Taxes
4 rM
Item 10 Material 1000000005
Net 1,650,000.00 [INR
Tax 287,000.00
Pricing Elements
N.. CnTy Name Amount Crey  per UoM Condition value Curr.  Status NumCCo OUn CConDe Un  Condition value CqCur
@ BASE Base Amount 1,650,000.00 INR 0 0 0.00
Calculated Call 150,000.0C 1 1,650,000.00 INR 0 ) 0.00
Sub total 150, 00¢C 1,650,000.00 INR C 0.00
@ JIIN IN:Integrated GST-ND 18 97,000.00 INR 0 0 .00
Total excise duty 0.00 INR 0 0 0.00
Copy net price 00 1,650,000.00 INR 0.00
Price + ED 50,00 1,650,000.00 INR 0.00
[ Otprice+ €D+ 5T 150,000.00 1! 1,650,000.00 INR 0.00
Step |Action
See Pricing element of Taxes
(1) |Click Back
4.1.11 ME21N - Create Purchase Order(DI)
Document Overview On D ""ﬂ %‘T g')i‘l @Print Preview  Messages Personal Setting
[ | ZHQP HQ Purchases ~14000000023] Vendor 1000001 P P Industries Put. Ltd. Doc. date 31.01.2018
‘E‘ Header
‘E‘ 58 S..Itm A I Material Short Text PO Quan... OUn C Deliv. Date Net Price Curre... Per OPU Matl Group Pint Stor. L...
o 1000000005 TRANSFORMER 125 KVA 11NOS D 31.01.20. .00.00INR 1 NOS Distribution Tra.JBVNL, Dhan. Central S
- w
- e
- e
u
— |
| INR
“>»
@ BEIE [@EF = EAFFE (& | Defaultvalues | [ AddlPlanning
(5 item 11 10 ] 1000000005 , TRANSFORMER 125 KVA - [a]¥]
Material D... | Quantities/Weights = Delivery Schedule | Delivery | Invoice & Conditions :[ India ’l Texts | Delivery Address | Confirmations = Condition Control | Retail

Step [Action
(1) |Click India Tab
Check Control code(HSN number)
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4.1.12 ME21N - Create Purchase Order(Dl)

[E purchase Order Edit Goto Enyironment System  Help w
@ - qBlgee cur nnoy PN @
» Create Purchase Orde
Document Overview Off DE‘ Hold ;ﬁ A, MasagsnﬁPevsomlSetmg
D ment ‘ ZHQP HQ Purchases - Vendor 1000001 P P Industries Pvt. Ltd. Doc. date 31.01.2018[ 4 5
ocu X L] Delivery/Invo...  Conditions | Texts | Address | Communication | Partners | Additional Data | Org. Data | Status . Release strategy Payment Pro... L2
Overview - -
& OIS @ )5 Release group (F1, Release Group P1 Code Description Processor Status
Release Strategy S1 PO _Value < 2000000 El Executive Engineer MMUSER1 a
Purch.Doc.
+ 6100000000 Release indicator B Blocked
]
= R S.Itm A I Material Short Text PO Quan... OUn C Deliv. Date Net Price Curre... Per OPU Mati Group  Pint i
.é_'.»’) 1000 000 B 11NOS D 31.01.2018 150, 000.00 INR 1 NOS Distribution Tra JBVNL, Dhan
INR -
[ | INR -
L (R4
S RBE FES TS (AT Defautt Values Addl Planning
= ltem 1 10 ] 1000000005 , TRANSFORMER 3lf5 KVA - alwy
Material D... | Quantities/Weights [{ Delivery Schedule lDelivery | Invoice | Conditions | India | Texts | Delivery Address | Confirmations | Conditi... O
S...C Delivery Date  Sched. Qty Time  Stat. Del. GRaty Purch.Req.  Requi...[N... Open Quantity sch. [
9_‘1\ 31.01.2018 11 31.01.2018 111 -
0 -
L “ )
grr ' ME2IN ¥ JBVNLTEMP INS &

(1) |Select Condition tab

Check Delivery Schedule and dates

(2) Click Save[g

[¥] HQ Purchases created under the number 4000000023

4.2 Change PO(DI):-
Path to Change PO (DI):-

SAP Menu Path | Logistics => Materials Management => Purchasing => Purchase

Order => Change

SAP T-code ME22N

You can change PO (Dispatch Instruction) with ME22N transaction code.
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4.3 Display PO(DI):-
Path to Display PO (DI):-

SAP Menu Path | Logistics => Materials Management => Purchasing => Purchase
Order => Display
SAP T-code ME23N

You can Display PO (Dispatch Instruction) with ME23N transaction code.

4.4 Release PO(DI):-
Path to Release PO (DlI):-

SAP Menu Path | Logistics => Materials Management => Purchasing => Purchase

Order => Release=>individual Release

SAP T-code ME29N
You can check 1St processor (Release Code) to release the Purchasing
Document.

Code  Descripton Processor Stabus

El Exsouthne Enginseer MMUSER1 Ly

Here “MMUSER1” is only 1 Processor to release the PO.

MMUserl Log in to SAP.

4.4.1 SAP Easy Access

=g Menu  Edit Favorites Extras  System  Help

(V] B A B an
SAP Easy Access - User Menu for MMUSER1

- 1 Client Copy - Special Selections
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O sl

Ay S
Lt v S

YA@

Action

Click SAP Business Workplace

4.4.2 SAP Easy Access

= Workplace Edit Goto Folder Environment Settings System  Help

[ FdHECQ NHR D8 RE @@

Business Workplace of MMUSER1

(HiFind folder

TP New message (HiFind document  EZ)Appointment calendar G Di

(2 )
Workflow 2

Title,

TE S G (O T E .

o

. gcuments

-

- [EIOverdae entries 0

- [ Deadline Messages 0
- [B Entries with Errors O

» & Outbox

» B Resubmission

» ¢ Private folders

+ @ Shared folders

» G5 Subscribed Folders

- O Trash

- O Shared trash

5 Please release purchase order 4000000023
P O000000TE

ation Dat:
31.01.2018
2 ase release purchase order -01.2015

23:49:55

# Tips & tricks:
Please release purchase order 4000000023

Description Objects and attachments

No description available

Display workflow log... |

e Purchase Order: 4000000023

|SAE > MMUSER1 * JBVNLTEMP INS

6 L

Step [Action

(1) |Click Inbox

(2) |Click Workflow

(3) [Select PO

Click Execute

(4)
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4.4.3 SAP Easy Access

[E purchase Order Edit Goto Environment System  Help w
(] B Cc@@ BHE DO EER @@
#® . Release HQ Purchases 4000000023
Document Overview On %7 G g8 ([Print Preview  Messages [Hl #Personal Setting
[ ] zHQP HQ Purchases ~[4000000023] Vendor 1000001 P P Industries Pvt. Ltd. Doc. date 31.01.2018
=] Delivery/Invo... | Conditions | Texts | Address | C ication | Partners ' Additional Data | Org. Data = Status Release strategy Payment Processing | Versions
Release group :IP 1: Release Group P1 Code  Description Processor Statu;
Release Strategy 51/ PO_Value < 2000000 E1 Executive Engineer MMUSER1 a
Release indicator B Blocked
| 58
?:'_ B S... Itm A I Material Short Text PO Quantity OUn C Deliv. Date Net Price Curre... Per OPU Matl Group Pint
2o 1000000005  TRANSFORMER 125 KVA 11NOS D 31.01.2018 150,000.00INR 1 NOS Distribution Tra_JBVNL, Dhanbad Circ =
! INR -
| INR
| INR
| INR
| INR
| INR -
| INR -
0 0
S (BHEID @& (OE (&F[F&F (& Default Values | Addl Planning
| ¥/ Item Detail
|SARg > MMUSERL * JBVNLTEMP INS &

Step [Action

(1) Click Release % and SAVE

4.4.4 Release PO

[E purchase Order Edit Goto  Environment  System  Help w
[ 48 QoHKE ODOD FE@m
@ . Rel HQ Purch 40|

Document Overview On %7 5 g& &% (print Prd

tsages [l &7 Personal Setting

] 2HQP HQ Purchases ~[4000000023] Vendor 1000001 P P Industries Pvt. Ltd. Doc. date 31.01.2018[ &
[=] Delivery/Invo... | Conditions | Texts | Address | Communication | Partners | Additional Data | Org.Data ~ Status - Release strategy| Payment Processing | Versions
Release group 21| Release Group P1 Code | Description P ek
Release Strategy 51| PO_Value < 2000000 TE1 7 Executive Engineer MMUSER1
Release indicator 2| Released
L5E]
=R s.tm A I Materal Short Text PO Quantity OUn C Deliv. Date  Net Price Curre... Per OPU Mati Group  PInt
[ _Jo 1000000005  TRANSFORMER 125 KVA 11NOS D 31.01.2018 150,000.00INR 1 NOS Distribution Tra_JBVNL, Dhanbad Circ ~
| INR -
— e
| INR
| INR
| INR
| INR -
| INR -
«» «»
= (B B mald GOE (&F2[FF Defautt Values Addl Planning

T/ item Detail

l: Release effected with release code E1 I [SAPg [ MMUSERL ¥ JBVNLTEMP INS =

Step [Action

Check Status

See Information message at the bottom of the screen.

(1) |Click Back
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4.45 SAP Easy Access

= workplace Edit Goto Folder Environment  Settings

ssem  Help |- 7

< FdE C@QQ HE IDO0 FNE @m

Business Workplace of MMUSER1

T7New message  (HIFind folder  {HiFind calendar G Distribution lists

- =f_Workplace: MMUSER1 [sr|& @] (TEIS B &) (BT
e Jpgen

» [ workflow 2
- [ Overdue entries 0
- [ Deadline Messages 0
- [ Entries with Errors 0
» € Outbox
» B Resubmission
» &R Private folders
+ @ Shared folders
» G Subscribed Folders
O Trash
- O Shared trash

Status  Creation Date Creation Ti_ P Atta Con_Wor
31.01.2018 23:49:55 5
15.01.2018 12:16:24 5

@ | Please release purchase order 4000000023 2
Please release purchase order 4000000016 @

# Tips & tricks: Create Attachment...
Please release purchase order 4000000023

Description Objects and attachments

No description available e Purchase Order: 4000000023

[ HQ Purchases 4000000023 changed

[SAE [ MMUSER1 ~ JBVNLTEMP INS &
Step [Action
(1) [Click Update.
= Workplace  Edit Goto  Folder  Enyironment  Settings System Help Sy |
& FJdHBCQAQCHE DO ER @M

Business Workplace of MMUSER1
ENEW message MFind folder Find document @Appcintmem calendar BD'strihuliun lists

- & Workplace: MMUSER1

- Dl v [@EE UG (LS T

- & Inbox

- ] Unread Documents 0 Workflow 1
- #] Documents 0 i
» [ workflow 1 I:@:mm release purchase order 4000000016 ) 15012018 12:16:24
- [ overdue entries 0

- [ Deadline Messages 0
- [ Entries with Errors 0

» £ Outbox

» €3 Resubmission

» G Private folders

» @ Shared folders

» & Subscribed Folders

- O Trash

- T Shared trash

# Tips & tricks: Resubmit Work Item...

Please release purchase order 4000000016
Description Objects and attachments

No description available e Purchase Order: 4000000016

S

> MMUSER1 * JBVNLTEMP INS =

Step [Action

(1) |System update workflow list, and removed Released PO.

4.5 Amendment PO(DI):-
Path to Amendment PO (DI):-
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YA@

SAP Menu Path | Logistics => Materials Management => Purchasing => Purchase

Order => Change

SAP T-code ME22N

45.1 SAP Easy Access

=4 Menu Edit  Favorites Extras  System Help ‘J
A
& [mE22n -lKEecaa
P Easy Access
S EHB S v a
ites
nu
e
ss-Application Companents
ogistics
» [JAccounting

Step [Action

MEZ22N is now entered in the Transaction box.

(1)

2 |click Enter @ |

4.5.2 ME22N - Change Purchase Order (DI)

-
[ purchase Order Edit Goto Environment System  Help (=]
& B CERQLCHRE BDO8 ER @R
@ . HQ Purchases 4000000023 Created by mm?2 Yash
Document Overview On  [] %7 §F g8 (JPrint Preview  Messages [l &7Personal Setting
¥ | ZHQP HQ Purchases ¥ 4000000023| Vendor, 1000001 P P Industries Pvt. Ltd. Doc. date 31.01.2018
3 LE" S€ieCt bocument . &
2 PO Quan... OUn C Deliv. Date Net Price Curre... Per OPU Matl Group Pint Stor. L... Purch.Req.
Pur. Order 00000023 [Q 11NOS D 31.01.2018 00.00INR 1 NOS Distribution Tra JBVNL, Dhan. Central S
- oo Ehdoxr POrg PGr Doc. Date (] OTyp INR
®)Pur. Order ’4000000023 1000001 1000 100 31.01.2018 F ZHQP INR
Purch. Requisition INR
SRM Contract INR
INR
. R TES CE [EFE = Default Values Addl Planning
B=|Item 1[ 10 ] 1000000005 , TRANSFORMER 125 KVA v - v
Material D... | Quantities/Weights ' Delivery Schedule | Delivery < Invoice Conditions | India | Texts | Delivery Address & Confirmations | Condition Control | Retail
Vi Tax Code 16 Taxes
¥GR-Bsd I
DP Category -
:5- Py > YASHMM2 ¥ JBVNLTEMP INS

Step

Action
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YA@"

Step [Action

(1) |Purchase Order:- Input / Selection Purchase order number

(2) |[Click Other Document

4.5.3 ME22N - Change Purchase Order (DI)

=4 Purchase Order Edit Goto Environment  System Help

& B CSHRE SO0 BRE @E
% .| HQ Purchases 4000000023 Created by mm2 Yash

Document Overview On D “Z‘ ﬂ ,5?1 @Print Preview  Messages B @Personal Setting

000000023 Vendor 1000001 P P Industries Pvt. Ltd. Doc. date 31.01.2018

Short Text PO Quan... OUn C
Swe¥U05 TRANSFORMER 125 KVA 11NOS D

INR
INR
INR
INR
INR
INR

L

LI

S BE D @6 OE (&% ¥ & (B Default Values Addl Planning

= Ttem 1 [ 10 ] 1000000005 , TRANSFORMER 125 KVA - - v

W Inv. Receipt Tax Code 16 Taxes
[ |Final Invoice

|¥|GR-Bsd IV

DP Category hd

Deliv. Da et Price Curre... Per OPU Matl Group Pint Stor. L... Py
b0 . 00 INR 1 NOS Distribution Tra_JBVNL, Dhan_ Central S

Material D... | Quantities/Weights | Delivery Schedule | Delivery Invoice Conditions | India = Texts | Delivery Address | Confirmations | Condition Control | Retail

Step [Action

(1) |Delivery date:- Change Delivery date ( Change as per your requirement)

(2) |[Click Header
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[E purchase Order Edit Goto  Environment

@ - J|grere P EDO0 FE @M
@ .| HQ Purchases 4000000023 CF€ated by mm2 Yash

Document Overview On [ "ﬁ |-T3 ' g @Print Preview  Messages [Hl @Personal Setting

[ ] zHQP HQ Purchases ~ 4000000023 Vendor

1000001 P P Industries Pvt. Ltd. Dac. date 31.01.2018| @&
B Delivery/Invo...  Conditions ' Texts = Address = Communication | Partners = Additional Data | Org. Data | Status | Release strategy ' Payment Processing
o5 B () (&) T 6 L) (B (DA E=E.) (E
B Status Version (Com  Reacon Text Reguested b Net Order Value  Value chg. Crcy  Created By Created On  Time Released
& 1 | XYZ Delivery Date Changed ESE 1,650,000.00 0.00 INR YASHMM2 02.02.2018 19:41:30
0 v | 1,650,000.00 0.00 INR YASHMM2 31.01.2018 23:45:54 MMUSER
[F'_ B S..Itm A I Material Short Text PO Quan... OUn C Deliv. Date Net Price Curre... Per OPU Matl Group Pint Stor. L... Purch.Req. i
410 1000000005 TRANSFORMER 125 KVA 11NOS D 02.02.2018 _.00.00INR 1

iy NQS Distribution Tra_JBVNL, Dhan_ Central S
| INR
_| INR

4 b >
= BEL @ald mlE (&FIFF (& Default Vaiues AddI Planning
= Ttem 110 ] 1000000005 , TRANSFORMER 125 KVA - [l

Material D... | Quantities/Weights | Delivery Schedule ' Delivery Invoice Conditions ' India | Texts | Delivery Address | Confirmations | Condition Control | Retail

[#|Inv. Receipt Tax Code I6 Taxes
[_IFinal Invoice
[¥IGR-Bsd IV
4“0 0
| Ak [> YASHMM2 * JBVNLTEMP INS ]

Step [Action

(1) |Select versions tab

(2) |Input change ( Active Completed, Reason, Text, Requested By)
(3) [Click Save

HQ Purchases 4000000023 changed

4.6 Cancellation PO(DI):-
Path to Cancellation PO (DI):-

SAP Menu Path | Logistics => Materials Management => Purchasing => Purchase

Order => Change

SAP T-code ME22N

You can cancel PO in ME22N transaction code by "Delivery Completed" Indicator
tick.

Manual End
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