
Lesson 5: Managing 
Sales and Distribution (SD) Processes 



Lesson 5 Learning Objectives

Upon completion of this lesson, you should be 
able to:
– Understand how to review and prepare sales documents 

for year end.
– Recognize the transactions used to review sales 

documents.
– Understand the importance of shipping and billing in the 

same fiscal year.
– Understand what reports are available to view open 

orders, picks, issues and billing. 
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SD - Open Orders

Sales Orders
– Review all Open Sales Orders (VA05). Choose Open 

Sales Orders in the Selection Criteria.
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The List of OPEN Sales Orders can be by 
creator or by agency.

SD - Open Orders
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To close an open sales order, you must do a 
"Reason for Rejection" in the sales order and 
save OR change the quantity in the sales 
order to the quantity shipped to the customer.

SD – Open Orders
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SD – Incomplete Sales Orders

Review Incomplete Sales Orders in V.02 by 
agency or created by to determine reason order is 
incomplete and update or delete. 
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Incomplete SD documents are shown and by 
clicking into the document the system details 
why the Sales Order is incomplete 

SD – Incomplete Sales Orders cont. 
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SD – Incomplete Sales Orders cont. 
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Next click on “Complete Data” to complete the 
missing data.



VL06O - Review all open pick requests and 
open issues. Complete or delete. 

SD – Picking and Issuing
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Sales Orders blocked for Delivery – VA14L.  
This can be edited by double clicking on the 
sales order or the line item can be deleted in 
VA02.  

SD – Blocked for Delivery
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VA45- Review all Open Sales Contracts
V.06- Review all Incomplete Sales Contracts. 
Are they still valid?

SD – Sales Contracts
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VF04 - Review all open Billing Documents 
related to Sales Orders. Be certain there are 
no billing documents awaiting release to 
accounting. All shipments made by June 30th

must be billed by that date. 

SD – Billing (VF04)
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VFX3- Release Billing Documents for Accounting This 
allows you to view billing documents that  are due to 
be released to accounting. 

SD – Billing (VFX3)

130



VF05 – Review  All Pending and Open Billing 
Documents  
V23 -Review All SD Documents Blocked for 
Billing by clicking on Edit Sales Doc

SD – Billing (VF05 and V23)
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If the sales order was shipped 
in the current fiscal year, the 
billing must be completed in 
the current fiscal year

SD – Billing – Current Fiscal Year

132



VA05 - Review all OPEN Sales Orders
V.02 - Review INCOMPLETE Sales Orders
VL06O - Review all Open Picking & Goods 
Issue Requests.
VA14L- Review any SD Documents Blocked 
for Delivery
VA45 - Review All OPEN Order Sales 
Contracts
V.06 - Review All INCOMPLETE Sales 
Contracts

SD - Transaction Codes to Remember
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VF04 – Review All OPEN Billing Documents 
related to Sales Orders
VFX3 - Release Open Billing Documents for 
Accounting
VF05 - Review All Pending and Open Billing 
Documents 
V23 - Review All SD Documents Blocked for 
Billing 

SD – Billing Transaction Codes
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A Sales Order can roll forward to 
the new year by using ZFMJ2

SD Sales Orders Carryforward
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You should now be able to:
– Understand how to review and prepare sales 

documents for year end.
– Recognize the transactions used to review sales 

documents.
– Understand the importance of shipping and billing in 

the same fiscal year.
– Understand what reports are available to view open 

orders, picks, issues and billing. 

Lesson 5 Summary
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