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Overview

In Purchasing, the term Confirmation is an umbrella term for various kinds of information provided by
a vendor to a customer with regard to ordered goods.

Possible types of confirmation include the following:

e Order acknowledgments
e Loading or transport confirmations
o Shipping notifications. (Note that shipping notifications may also be referred to by a

number of other names, including “advice (note)”, “advice of dispatch”, “ship notice”, and
“advance(d) shipping notice (“ASN”)

A further form of confirmation frequently used in Purchasing is the Inbound Delivery which is created
on the basis of an incoming shipping notification. The shipping notification represents a vendor’s
confirmation to a purchasing organization of a delivery date for a certain quantity of ordered
materials (or the date of performance of ordered services).

Structure

It can be possible to enter incoming vendor confirmations manually. Alternatively, such confirmation
can be received via EDI and processed automatically.

When working with vendor confirmations, the following options are available:

e |t can be possible to enter the order acknowledgment number if it is simply wished to
provide a basis for monitoring the receipt or non-receipt of acknowledgments.

e The confirmed quantities and delivery dates should be maintained if it is required to
provide more detailed information in support of the purchasing, inventory management,
and materials planning/control functions within the enterprise.

Procurement Using Vendor Confirmations

Purpose

Working with confirmations has the advantage that Materials Planning does not have to depend
solely on the delivery dates and quantities set out in purchase orders or the delivery schedules of
scheduling agreements.

Confirmations enable the company to plan more exactly, since during the time-span between the
order date and the desired delivery date more reliable information are received increasingly from the
vendor regarding the anticipated delivery.

Furthermore, it can be possible to monitor all confirmations and issue expediters in respect of
outstanding order acknowledgments.

Noted if only order acknowledgments are received from nominated vendors, the receipt of which it is
wished to monitor, the acknowledgment number is to be entered. In this case, no information on
confirmed quantities and delivery dates is available to support the procurement process.

Integration

The information from incoming confirmations is available to the inventory management and goods
receiving functions.

In this case, it can be possible to specify whether each confirmation category is relevant to
materials planning in Customizing. If a confirmation is MRP-relevant, the data on quantities and
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delivery dates appears in the current Stock/Requirements List. One or more confirmation categories
can be MRP-relevant, but the last confirmation that is expected must be GR-relevant.

When a goods receipt is posted, the stock/requirements list is updated. That is to say, the quantities
and delivery dates from MRP- and GR-relevant confirmations are deleted from the list at this time.

If it is wished to post a goods receipt with reference to vendor confirmations, you should set the
GR assignment indicator for the desired confirmation category in Customizing for Purchasing.

Assignment to previously received confirmations at the time of goods receipt (GR) means that the
default GR quantity is taken from the associated confirmation and that the GR reduces or cancels
out exactly the associated confirmation in the stock/requirements list.

Noted that a goods receipt can only be posted if a confirmation (e.g. in the form of an inbound
delivery) has previously been entered. If the goods receipt occurs before the inbound delivery, it will
not be able to post the GR. This is because in that case there is no inbound delivery to which the
latter can be assigned.

Prerequisites

In order to be able to receive confirmations from the nominated vendors, the confirmation control
facility must be maintained in Customizing for Purchasing (Confirmations — Confirmation control):

o It is mandatory to define in Customizing for Purchasing the categories of confirmation
that it is wished to receive from such nominated vendors and enter manually.
(Confirmations — Confirmation control — External confirmation categories.)

e The order acknowledgments and shipping notifications can only be received via EDI and
automatically processed.

In the standard system, the relevant internal confirmation categories are already
assigned to the external confirmation categories for order acknowledgment and shipping
notification. (Customizing for Purchasing: Confirmations — Confirmation Control —
Internal Confirmation Categories.). Unless any internal confirmation categories are
entered, it will be unable to receive vendor confirmations via EDI.

e For each confirmation category, you can specify in Customizing whether the information
is to be made available to Purchasing only, or also to Materials Planning and Inventory
Management. Under Confirmation sequence, select the MRP-relevant and GR-relevant
indicators for the confirmation categories concerned.

e |tis also possible to specify in Customizing the sequence in which various confirmations
are expected to be received.

¢ In some cases, confirmations may flow in the other direction. It can be specified, for
example, that the pre-defined vendor is to receive an acknowledgment of receipt from
you upon entry of a goods receipt from the vendor with reference to an inbound delivery.
For this vendor, this serves as a proof of delivery (POD). In this case, it is mandatory to
use a confirmation control key that a) provides for inbound deliveries and b) is POD-
relevant in the purchase order or scheduling agreement.

If an order acknowledgment number is solely entered in order to gain a general overview of which
vendor acknowledgments it is necessary to chase up, no settings are required to be made in
Customizing.

Process Flow

The following process flow gives a broad outline of the functions available if vendor confirmations
feature is worked with.
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1. The company arranges with its vendor that the latter is to send confirmations relating to
purchase orders or to delivery schedules created under scheduling agreements.

2. A purchase order or a scheduling agreement delivery schedule is created and
transmitted to this vendor.

For each item, it can be specified whether order acknowledgments can be expedited (ie
whether messages can be sent urging the vendor to send an overdue acknowledgment).
This cannot be done with respect to the other categories of confirmation.

3. A receipt of the acknowledgment is awaited:

e The vendor’s acknowledgment is not received on time.
If the Acknowledgment requirement indicator has been set in the PO and the nominated
vendor has not sent an acknowledgment, it is possible to expedite the latter (send the
vendor a message urging its submission).

¢ An acknowledgment is sent by the vendor to the company.
The data from the acknowledgment is entered in the purchase order or scheduling
agreement. If the acknowledgment is received via EDI, the system processes the data
automatically.

4. Areceipt of the shipping notification is awaited from your vendor.

e It can be possible to monitor both the receipt of confirmations (here a shipping
notification) and the quantities and dates set out in them. This applies to all confirmation
categories (i.e. order acknowledgments, inbound deliveries, loading confirmations, etc.).

¢ When you receive a shipping notification from your vendor, you can enter the data it
contains manually in the PO or scheduling agreement, or you can create an inbound
delivery with a separate inbound-delivery document.

If the vendor’s shipping notification is received via EDI, the system processes the data
automatically and creates a separate inbound-delivery document.

5. When the goods are delivered, it can be possible to post the goods receipt with
reference to the PO or the delivery schedule of the relevant scheduling agreement. If an
inbound-delivery document exists for a shipping notification received from one of your
vendors, you can also reference this inbound delivery when entering the goods receipt.

Confirmations from the Purchasing Viewpoint

Use
When working with vendor confirmations, the following options are available:

e The company works exclusively with order acknowledgments.
In this case, the confirmation has informative character only, i.e. it is impossible to enter
any dates or quantities in the system.

e The company works with one or more self-defined confirmation categories (order
acknowledgment, loading confirmation, inbound delivery, etc.). In this case, quantities
and dates can be entered in the system.

Prerequisites

o Working with order acknowledgments only
None.

¢ Working with different confirmation categories
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The confirmation control facility must be set up in Customizing for Purchasing. It is also
possible to define which confirmation categories are relevant to MRP in Customizing for
Purchasing (Confirmations — Confirmation control under Confirmation sequence).

Features

Working with Order Acknowledgements Only

In this case, it is not mandatory to enter anything when a purchase order (or scheduling agreement)
is created. SAP recommends that the Acknowledgment requirement indicator should be set, since it
can then be possible to send out messages urging vendors to submit outstanding acknowledgments.

Noted that if the indicator has been set in the relevant purchasing info record, it is adopted in the
purchase order.

When the nominated vendor sends an order acknowledgment, enter the acknowledgment number
on the item detail screen. If it is wished to assign the same acknowledgment number to all items, you
can use the fast change facility. (Edit — Fast change.)

The company, in this case, cannot enter any dates or quantities, and are thus unable to influence
materials planning. Neither can the company run any analyses of confirmations.

Working with Different Confirmation Categories

In this case, it is mandatory to enter a confirmation control key on the item detail screen when
creating a purchase order (or outline purchase agreement). This key determines which
confirmations are expected from the vendor (e.g. an order acknowledgment and a shipping
notification) and in which sequence.

Noted if a confirmation control key has been defined in the relevant purchasing info record, this is
suggested. The same applies to the Acknowledgment requirement indicator.

If a purchase order is created with reference to a contract, the confirmation control key from the
contract is adopted in the PO.

Updating of PO When Several Partial Acknowledgements are Received
An order acknowledgment always relates to a PO item and not to individual schedule lines.

If a vendor initially sends a partial acknowledgment relating to only two schedule lines of an item with
three schedule lines, further acknowledgments will be expected.

As soon as a further partial acknowledgment is received via EDI, all old acknowledgments recorded
manually or via EDI are deleted. All old data is replaced by the data of the current acknowledgment.

Example:

50 tons of Steel 1 was ordered to be delivered on each of 10.15, 10.18, and 10.20. The nominated
vendor sends a partial acknowledgment for 50 tons of Steel 1 for 10.15 and 30 tons of Steel 1 for
10.18.

In a second acknowledgment, the vendor confirms delivery of the remaining 20 tons of Steel 1 on
10.18 and 50 tons of Steel 1 on 10.20.

Since a new acknowledgment received via EDI causes all existing acknowledgments to be
overwritten, only 70 tons of Steel 1 are now shown as confirmed in the system, despite the fact that
the vendor has actually confirmed a total of 150 tons of Steel 1.

In each new partial acknowledgment, the company’s nominated vendor should therefore list both the
already confirmed quantities and the quantities confirmed via the current acknowledgment.

Vendor Confirmation Procedure Training Document 7/30
This document is for Super Users Training on 17 — 21 January, 04

olcim



T

APBM

Quantity, Date and Price Checks
When order acknowledgments are received via EDI, the following checks are carried out:

Quantity Check

e The system compares the quantity ordered of a PO item with the total quantity
confirmed by the vendor (the vendor may not have confirmed the complete quantity as
at the delivery date shown in the PO but spread over several delivery dates).

o The system checks whether the over-delivery and under-delivery tolerances stipulated in
the PO item have been adhered to.

Date Check

e The system checks dates at schedule line level. The confirmed dates are compared
with any existing delivery dates from delivery schedule lines of the purchase order or
scheduling agreement. The tolerance limits are determined from the confirmation
control key. (The confirmation control key can be defined in Customizing for Purchasing
under Confirmations — Set up Confirmation Control.)

e The system apportions the confirmed quantity among existing schedule lines one after
the other.

e Adherence to the delivery date is then checked for each individual schedule line.

If it is required to have the system issue an error message in the event of non-adherence to
prescribed delivery dates in the case of incoming order acknowledgments received via EDI, it is
mandatory to define the system message for delivery date variances in acknowledgments
accordingly in Customizing for Purchasing.

Price Check

o Ifitis expected to adopt the prices transmitted by the vendor via EDI, it is mandatory to
select the Price indicator in Customizing and define tolerances for the price check
(Confirmations — Set up Confirmation Control under Confirmation Sequence).

e The system then checks whether the prices transmitted via EDI by the nominated
vendor lie within the specified tolerances.

If they do, the confirmed quantities and dates are updated in the PO. If not, an error message is
issued.

Noted in Customizing, it is possible to specify that the material number transmitted in an order
acknowledgment via EDI is to be adopted in the purchase order. Any existing vendor material
number will be overwritten. (Purchasing — Confirmations — Set up Confirmation Control under
Confirmation Sequence.)

At this point, SAP provides the enhancement MMOG6EOO1, enabling the company to adapt both
quantity/price tolerances and the process of adopting the vendor material number to suit your own
specific requirements.

Monitoring Vendor Confirmations

Use

The confirmation monitoring facility enables the company to check whether the expected
confirmations have been received and whether the delivery quantities and dates are as requested.
The list analyses that are available for monitoring purposes provide the company at all times with an
overview of the status of all related purchase orders and their influence on materials planning and
control.
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Prerequisites
e Analyses are only possible for items having a confirmation control key.

e |t is possible to specify the deadline for receipt of confirmations for each confirmation
category in Customizing for Purchasing (Confirmations — Set up confirmation control
under Confirmation sequence.)

It can be possible to specify in Customizing that the followings can be seen in the monitoring list, for
example:

o Which order acknowledgments have still not been received a certain number of days
after the PO date

o  Which shipping notifications have still not been received a certain number of days
before the delivery date

Activities
To monitor vendor confirmations, choose <Purchasing document> — Reporting — Monitor
confirmations.

Order Acknowledgement Expediters

Use

Reminding messages can be sent to vendors urging them to submit outstanding order
acknowledgments. It is impossible to issue such messages with respect to other vendor
confirmation categories.

Prerequisites

A prerequisite is that the Acknowledgment requirement indicator has been set in each relevant PO
or scheduling agreement item.

Activities
Choose <Purchasing document> — Messages — Monitor order acknowledgment.

If the indicator has been set, the system proceeds as follows when the reminder program is run:
It checks whether the confirmation control key has been set:

1. If it has not, it checks whether the acknowledgment number has been entered. If there
is no such number, a message urging the vendor to submit the overdue
acknowledgment is issued.

2. If it has, the sum of the quantities from all previous order acknowledgments is
calculated. If the result is less than the order quantity, an urging message (expediter) is
issued.

Creating a Purchase Order or Outline Agreement with Acknowledgement
Requirement

1. Create a purchase order or an outline purchase agreement and maintain the items.

2. Select the item to be acknowledged by the vendor and enter a confirmation control key
in the Deadline monitoring area of the item detail screen.

If the confirmation control key provides for the submission of order acknowledgments by the vendor,
and it is wished to urge the latter to do so in case they are still outstanding after a certain period of
time, set the Acknowledgment requirement indicator.
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3. Save the purchase order.

If it is expected to work exclusively with order acknowledgments (i.e. without using a confirmation
control key), the only option is to set this indicator. It is, therefore, unnecessary to make any other
entries.

Monitor Confirmations

Monitor Confirmations in Purchase Order or Outline Agreement

1. Select the item for which the accumulated confirmations is wished to be seen and
choose ltem — Confirmations — Lists.

2. Then branch to one of the following lists:
o Quantities relevant to MRP
o Quantities that have been reduced/offset with regard to MRP
o Cumulative quantities

A line from a PO delivery schedule covering 100 tons of steel is reduced to zero as a result of the
relevant order acknowledgment for 100 tons. The subsequent inbound delivery of 100 tons in turn
reduces the order acknowledgment quantity to zero, and, finally, the GR of 100 tons completely
offsets the inbound-delivery quantity.

Monitoring Several Purchase Orders or Outline Agreements
1. Choose Purchase order — Reporting — Monitor confirmations.

2. Specify an interval of purchase orders and enter the category of confirmations to be
monitored (for example, AB for order acknowledgment).

3. Choose Program — Execute.

Manual Maintenance of Confirmations

1. Change the purchase order or scheduling agreement.

2. Select the item for which it is wished to enter a confirmation and choose ltem —
Confirmations — Overview.

3. On the confirmation overview screen, maintain the confirmation category, date, time-
spot, and quantity, as well as the confirmation number used by the vendor.

It can also be possible to receive a confirmation with respect to a material with a
manufacturer part number (MPN).

Noted if the company works exclusively with order acknowledgments (i.e. without using a
confirmation control key), enter the acknowledgment number on the item detail screen. This number
can be any identifier customarily used in the enterprise (e.g. the date of the order acknowledgment
or an external document number). If the same number for each item is expected to be entered,
choose Edit — Fast change.

Quantity Checks

e If a vendor notifies a quantity that is greater than the still-open notified quantity, the
system issues a warning message.
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o If the cumulative quantity from all inbound deliveries relating to a PO item exceeds the
order quantity (taking the over-delivery tolerance into account), the system issues a
warning message.

e If the cumulative notified quantity is less than the quantity already delivered, a warning
message is issued.

Depending on the specific settings in Customizing, an indicator showing whether or not the data in
the confirmation is used in materials planning is set in column D. If the indicator has not been set,
the data is for information only.

In column E, it can be seen whether the confirmation was entered manually in the PO (1), or
generated automatically upon entry of a shipping notification using the function Create inbound
delivery (2).

Creating Inbound Delivery Against Shipping Notification

1. Choose Purchase order — Inbound delivery — Create.

2. On the initial screen, enter the vendor, the delivery date and the PO number. There is
also the option of entering a transport identification code (e.g. a vehicle registration
number). In this way, deliveries for several purchase orders can be grouped together.

If the PO number is not well defined, choose Inbound delivery — Select purchase orders
and enter selection criteria and then choose Program — Execute.

A list of the purchase orders will then be obtained from the specified number interval that
contain still-open notified quantities. Select the relevant purchase orders and choose
Adopt selected.

3. Press exter . The overview screen with the suggested quantities appears.

The default quantity is taken from the PO item. However, it is possible to overwrite this
suggested quantity and enter a different unit of measure. In order for this to be possible,
the desired unit must be defined as an alternative unit of measure in the material master
record with the appropriate conversion factor.

All quantities (e.g. the notified quantity) are converted into the order unit and recorded in
the purchase order by the system.

For example, a PO is raised for 100 tons of Steel 1, against which the vendor sends a
shipping notification for 5 crates. It is expected in this particular case, to enter the
inbound delivery in the unit of measure "crate". The system checks whether the
alternative unit of measure can be converted into the order unit. If so, the inbound
delivery in the alternative unit can be saved.

Noted a batch split can be made in the inbound delivery, which is taken into account in
the confirmation overview for the purchase order and at the time of goods receipt. If the
batch split is to be taken into account at the time of goods receipt, the confirmation
category Inbound delivery must be confirmation-related (GR assignment indicator).

4. Check the data and make any necessary changes.

5. Save the document. After this, the confirmation overview is updated in the relevant
purchase orders.
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Confirmation from Materials Planning Viewpoint

Use

The quantities and dates relevant to Materials Planning which are derived from vendor confirmations
are displayed in the current stock/requirements list. This list indicates which quantities have been
reduced to zero as a result of more recent confirmations or goods receipts, and which quantities
have only been partly offset in this way.

For example, if an order acknowledgment confirming delivery of 80 tons of steel has been received
with respect to a PO that specified 100 tons, the list contains a line with an open PO quantity of 20
tons and a line with an acknowledged quantity of 80 tons.

If an inbound delivery of 100 tons is entered, this has the effect of reducing to zero both the open PO
quantity (of 20 tons) and the acknowledged quantity. This means that the scheduled quantity from
the PO no longer appears in the list - it is replaced by the notified quantity of 100 tons.

Updating of Data in Materials Planning

The following graphic shows how the information from the PO and the different kinds of vendor
confirmation influences materials planning and control:

Material
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Materials Planning initially assumes that delivery will be in accordance with the data in the delivery
schedule (in this case, that 200 large steel bolts will be delivered on July 31).

The vendor’'s order acknowledgment causes Materials Planning to change the delivery date from
July 31 to July 28.

Subsequently, a loading confirmation is received. This has no influence on the existing information
in the materials planning and control system, because loading confirmations are defined in
Customizing as "not relevant to materials planning".

The next MRP-relevant confirmation received from the vendor is a shipping notification, advising
shipment of 90 steel bolts on August 3.

Materials Planning then assumes that of the 200 ordered bolts, 90 will be available on August 3, but
that the remaining 110 will already be available on July 28 - as assumed since the receipt of the
order acknowledgment.

A subsequent shipping notification confirms 110 bolts for August 4. This means that Materials
Planning will replace the date July 28 from the order acknowledgment. It will now assume that 90
bolts will be delivered on August 3, and the remaining 110 on August 4.

Confirmation from Inventory Management Viewpoint

Use
When a goods receipts is posted, there are several ways of finding the associated purchase orders.

Purchase Order Number

If a link is established via the PO number itself, the relationship is unique (i.e. one goods receipt
(GR) against one purchase order).

Inbound Delivery

If the number of the inbound delivery is entered, the system selects all purchase orders containing
this number and suggests the notified quantities for the GR document.

Prerequisites

If it is required to match up Goods Receipts against Purchase Orders via the inbound-delivery
number or the transport identification code, the inbound delivery must exist as a separate document.

Confirmation-Related Goods Receipt

Use

When entering a goods receipt against a purchase order, it is possible to have the system suggest
the confirmed quantities instead of the complete order quantity.
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Prerequisites

If it is required to post the goods receipt with reference to vendor confirmations, set the GR
assignment indicator for the desired confirmation category in Customizing for Purchasing. SAP
recommends that this indicator should be always set for the last category of confirmation the
company expects to receive in each case.

For example, in item 1 of a PO, 200 tons of steel were ordered for delivery on May 1st. The vendor
notifies that 50 tons will be delivered on May 1st, and 150 tons on May 3rd.

o (Goods receipt with GR assignment

When a GR is posted against the PO, the system will generate one default quantity line
containing 50 tons, and one with 150 tons.

The GR quantities then relate to individual inbound deliveries and can also be deleted
per inbound delivery. If a goods receipt of 150 tons is posted against an inbound
delivery of 150 tons, the inbound delivery is cancelled out (the quantity is reduced to
zero, i.e. completely offset). The inbound delivery of 50 tons remains open.

o Good receipt without GR assignment

When a goods receipt is maintained against the purchase order, the system suggests
the order quantity of 200 tons of Steel 1 as the GR quantity.

The inbound deliveries are offset (reduced or cancelled out) according to the
confirmation date.

If a GR of 150 tons is posted, the first inbound delivery is cancelled out with 50 tons, and
the second one partially offset with 100 tons. The second inbound delivery is thus left
with an open quantity of 50 pcs.
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1. Creation of Purchase Order with Vendor Confirmation Requirements

1.1. Access transaction by
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1.2. On “Create Purchase Order” screen, fill in the data as below:

Bl EIGCa DREE D00 BE @E

Ereafe Parclase Srder

‘ Document overview on ||@‘ Hold | | |@ Print preview || Messages H Help | Personal setting

Standard PO ] 02.12.2004
5 L Conditions r Texts r Address Conmunications data r Partners r Additional data Org.data Status 4]

0 Mot yet sent Ordered 0.80
& Mot delivered Delivered 8.88
& Not invoiced Still to deliv. a.60
Invoiced a.68
Down paymts a.08
M S |Item (A |I |Haterial Short text PO quantity |0Un Clpeliv. da |Het price Curr_ |Per 0P |Hatl

[«][» | T ([«][v]

M e [« ]

Tt b

& 0| & =T Default values
b= Hew item -] a
q
Fig-02
Field Name Description R/O/C/D | User Action and Values
Material Alphanumeric key uniquely | R Enter the material number
identifying the material
PO quantity Quantity ordered by the | R Enter the PO quantity
buyer, to be supplied by
the vendor
OUn (Order unit) | Specifies the unit of | R Enter the order unit
measure in  which the
material is ordered
C (Category of | Indicates whether the | R Enter the category of delivery date
delivery date) delivery date is to be
entered and displayed as
a calendar day, week or
month
Deliv. date Date on which the goods | R Enter the delivery date
are to be delivered or the
service is to be performed
Net price Net price per price unit R Enter the net price
Currency Currency key for amounts | R Enter the currency
in the system
Per (Price unit) Specifies how many units | R Enter the price unit
of the purchase order price
unit the price is valid for
Vendor Confirmation Procedure Training Document 16/30 I
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location)

location at which materials
are stored

Field Name Description R/O/C/D | User Action and Values
OPUn (Order | Indicates the unit of | R Enter the order price unit
price unit) measurement to which the

purchase order price

relates
Matl group | Number and description of | O Enter the material group
(Material group) the material group
Pint (Plant) Plant in which you produce | O Enter the plant

or for which you wish to

procure materials or

services
Stor. loc (Storage | Name of the storage | O Enter the storage location

Press ‘ENTER’, then select
‘Confirmations’ sub-title
Legend: R = Required, O = Optional, C = Conditional, D = Display
Vendor Confirmation Procedure Training Document 17/30
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1.3. On “Create Purchase Order” screen, maintain information as specified in the table below:

T

. —
] aldE IBad DREE 000 BE @ —
Ereafe Parcliase 8rder d
‘ Document overview on ||@ Hol |@ Print preview H Hessages || Help | Personal setting|
Standard PO ] 02.12.2004 @ E
L= S [Item A I |Haterial Short text PO quantity OUn|C (Deliv. da HMet price Cur |P |0|Hatl group
1 000053013206 ANGULAR CONTACT BALL 10EA D [31.12.2004 1,500.00THB (1 |Engular Co i
THB |T‘
THB =
L]+ | T ] [« [+]
EE Y 2T Default values
= [ 1 ] 008853813286 , ANGULAR CONTACT B3 -
A Delivery r Invoice r Conditions r Texts r Delivery address Confirmations Condition control A0 E
Conf. control ] Order acknowl. ID Acknowl. reqd
[=]
=]
d
Fig-03
Field Name Description R/O/C/D | User Action and Values

Make sure that the
||:| Acknowl. reqd |
indicator is flagged which enables
the activation of the ‘Order
Acknowledgment’ Urging Letter if
the vendor fails to acknowledge
receipt of the PO.

I.H
Click on ‘ﬂ’ icon to check the
correctness of all relevant entries

and then click on (= icon to post
the saving of this purchasing
document

Legend: R = Required, O = Optional, C = Conditional, D = Display

Vendor Confirmation Procedure Training Document
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2. Monitor the Confirmations of the Purchase Orders

In regard to Order Acknowledgement Requirement

2.1. Access transaction by

Via Menu

Logistics > Materials Management - Purchasing - Purchase Order
- Reporting 2 Monitor Confirmations

Via Transaction Code

ME2A

@ A H C@Es SHE ODhon BE @m

SAP Easy Access

A & | & &2 [v]4]

[ Favorites
= {2 SAP menu
I (1 office
= {3 Logistics
7 |3 Materials HManagement
= {3 Purchasing
= 4 Purchase Order
> [ Create

) ME22N - Change
2 ME23N - Display

) HE28 - Release

b [ List pisplays
< {3 Reporting

2 ME24 - Haintain Supplement

) HEHASSPO - Hass Maintenance

) HEBBFN - General Analyses

) HEB1N - Analysis of Order Ualues

) HEE2 - Archived Purchasing Documents
72 HE20 - SC Stocks per Uendor

fZ) HE2ZA - Honitor Confirmations

b [ Messages

> [ Outline Agreement
P [ RFO/Quotation
I [ Master Data
> [ Environment
b [ Inventory Hanagenent

b [ Purchasing Information System
) HE2U - Goods Receipt Forecast
> [Jpeclaration to Authorities
b (3 Inbound Delivery
b (1 Follow-0n Functions

> 1 Purchase Requisition

Fig-04
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2.2. On “Monitor Vendor Confirmations” screen, fill in the data as below:

v|< HICaq SHE D000 FHEI@m

Honifor Fendor Confirmafions

Fig-05
Field Name Description R/O/C/D | User Action and Values
Purchasing Alphanumeric key uniquely | O Enter the purchasing document
document identifying purchasing number
document
Purchasing Denotes the purchasing | R Enter the purchasing organization
organization organization
Confirmation Key denoting the nature of | R Enter the confirmation category
category the confirmation
Document type Identifier allowing | O Enter the document type
differentiation between the
various kinds of
purchasing document in
the SAP system
Purchasing group | Key for a buyer or group of | O Enter the purchasing group
buyers, who is/are
responsible for certain
purchasing activities
Vendor Alphanumeric key uniquely | O Enter the vendor number
identifying a vendor
Document date Date on which the | O Enter the document date
purchasing document was
created
Delivery date Date on which an item is | O Enter the delivery date
to be delivered or the
service provided

T
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Field Name

Description

R/O/C/D | User Action and Values

Vendor  Confirmations:

up

Click on @ icon then the “Monitor

acknowledgement” screen will pop

Order

Legend: R = Required, O = Optional, C = Conditional, D = Display

i Bla M SaOe DME DD LH0) BE RS

.=

Mot Vicrsowr Somfrmaions: Orofor Ackrrowdico oo

i

Purch.-nrd. OTy. Yendor
Item  Maberial
Belivery date

Hsrne
Shnet text
OFder qty.

Uy

Flip Order date

ComFirmed qiy.

Hey date

NZN@Rnanas HIl Tnanar
namad SHF_@h-@al

SEF {THAILAND) LTD.

L Tl S B E LY

HFH ARIELAR CONRTACT HALL BEARTHD 5706

B oai.1%, 20ak A0, Al EW 22,11, 2 0ih
Parch.ned. 0Ty, Uendm: Hare Fip Nedee date |
Item  Haberial Ehoet tent |
Belivery date Order 4i. GomfdFmg qry. K dame
Fig-06

- TPRE (21 00 ] vk | R
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3. Creation of ‘Order Acknowledgement’ and/or Urging/Reminders

In regard to ‘Order Acknowledgement’ Letter

3.1. Access transaction by

Via Menu Logistics > Materials Management > Purchasing > Purchase Order
- Messages = Monitor Order Acknowledgements

Via Transaction Code | ME92F

NI H @O DHE Dhoan BE @M

SAP Easy Access

BE| % @

[ Favorites
= {2 SAP menu
I (1 office
= {3 Logistics
7 |3 Materials HManagement
= {3 Purchasing
= 4 Purchase Order
> [ Create
) ME22N - Change
2 ME23N - Display
2 ME24 - Haintain Supplement
) HE28 - Release
) HEHASSPO - Hass Maintenance
b [ List pisplays
> [ Reporting
b (3 Inbound Delivery
> (1 Follow-0n Functions
< {3 Hessages
173 HE9F - Print/Transmit
2 HE91F - Urging/Reminders
) ME92F - Honitor Order Acknowledgements:
> 1 Purchase Requisition
> [ Outline Agreement
> [ RFQ/Quotation
I 1 Haster Data
> [ Environment
» [ Inventory Management
P [JLogistics Inwoice Uerification
b [JPhysical Inventory
P [Jvaluation
I ] Material Requirements Planning (MRP)
» (1Seruvice Entry Sheet

Fig-07
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3.2. On “Monitor Receipt of Order Acknowledgements” screen, fill in the data as below:

v|< HICaq SHE D000 FHEI@m

Honifor Receipgf of Jrder Ackanseledgmenfs

Purch. doc. data
Document type
Purchasing group
Uendor

Document date

Parameters

Reference date

[] List untransmitted messages

[] Generate and save messages

82.12.2004

reminder/urging levels

Fig-08
Field Name Description R/O/C/D | User Action and Values
Purchasing Alphanumeric key uniquely | O Enter the purchasing document
document identifying purchasing number
document
Purchasing Denotes the purchasing | R Enter the purchasing organization
organization organization
Document type Identifier allowing | R Enter the document type
differentiation between the
various kinds of
purchasing document in
the SAP system
Purchasing group | Key for a buyer or group of | O Enter the purchasing group
buyers, who is/are
responsible for certain
purchasing activities
Vendor Alphanumeric key uniquely | O Enter the vendor number
identifying a vendor
Document date Date on which the | O Enter the document date
purchasing document was
created
Reference date Reference date for | C Enter the reference date

Click on icon which leads to
the report displaying the list of
Purchase Orders for which the

Vendor Confirmation Procedure Training Document
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Field Name

Description

R/O/C/D

User Action and Values

Order Acknowledgment has not
been made by the respective
vendors

Legend: R = Required, O = Optional, C = Conditional, D = Display

3.3. On “Monitor Receipt of Order Acknowledgements” screen, maintain information as
specified in the table below:

mlaH @@ 2HE Dhoo EE e

Moaisnr Race @t of Onde F ACKGO W@ gme s

S H [
e—— a
Pisrch.oard . OTyp Uendar Hami PEp OFder date =

ITtem Material Shert text

.,.__:ataunwwa HHE  TT0anEL LT¥ CF CO EHI @0 GIAD THONO W13 Z@,.05,.Zane
LIy Supply of S0-Ton Silos and Accescories

I ET TP T T T2 S1AM CITY CEMENT PURLIE (THR) LLLR R e [
apne Consulting MgFecmont He. 16-TU-Consul- o

[ NN@ENTSANT MO 0 TALE £V THAIL TH KV THUAT CH UI HHBA  Huh PR 02 FEB
i8] Safety shoes size 4O
anes Cleth Dust Hask KTS
annEE Cloth foanwas glove
LI Safety Glass{elear lens)
annes Safeky Glazs{Broun Lens)

[ as@piiST10 HHE 1108635 UIEH TIH ©CO. L U L [
1% T3] Telephone FPanasonic 2375

[ as00niSTiZ HHE 1108880 CTY THHH SAH FHAH XD BHF THEF UHHU% Z6.02 . Z0bk
LI T3] "Hain Bag Filter,FL 1=t Roos 9,3 ,37
anne: “Hain Bag Filter,Creund Floor, Roomi™
e UHain Dag Filters Greund Floar, Boam?™
ooy "Haln Bag Filter,Giound Floor Roond
T4 “detby Zubstation, Transforser roon,West™
AnanG "Facking Plant,Transforpcr room,Soukh™
LI “detty Suhstation,Transformer room, Hee
R "Facking Plant,Transforner room, East™
LI “Jdetty Substation,Transformer room, st
@nain "Packing Plant =t Floor, Soukh™
@i Silicon

[ as@pnissse HHD 1003z LTY¥ THHH THAKEE LIHH Hul FH, 0. TAR
apne UFS powcr Sauer

a |

G

T
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2 H S@e DM@ nnhos OE ) S

Mo SFaco e anf Lirdfees Ackrrowdind g mis

G Geneiste reessages | (B mescage: | L

Purch.ord. OTyp Uendor Hani Pop order date -9

Item Haterial Sherlt Lexk

I anon0auZ6s HHE 4108084 CT¥ CF CO KHI WD CIA&D THOHG i3 20.05.2802 Hessage gencrabted
LT g ] Supply of S0-Ten Silos and Accessaries

L Fmnngmady HHE 1308020 S1AH CITY CEMENT PUBLIE (THE) M1 e, M, ZFaRE
anna Consulting mgrecment Ho. 16-TU-Consul- &3

[ as@pniSan BHE 1108032 C¥ THHH TH HY THUAT CH U1 EHOA HL% 2602 FaRs
B SaFety shoes =ize Ln
anneE Cloth Dust Hash KTS
BEs Cleth feanvas glouwe
LU Safety Blassi{clesr lenxh
A0S safoty Class{Brown Lensh

[ 1 a%@apiiSF10 HHE 1108434 UWIEH TIH Cd. L% EA 02 EaE
B Telephnne Panasonic PA7E

| 2%@00i5712 HHE 11 0868L CTY THHH SAH FHAH XB BHP THEP WHM4E 26,02 ,200%
[T E ] “Hain Bag Filter,FL 15t Reom 1,23
e “Hain lag Filter,Greund Floar, Boaml™
[ 10T ] "Haln Bag Filter ODround Floor, Roop2™
[LI “Hain Bag Filter,Ground Floor Reomd™
annes: AeREy Suwhstation, Transfarmer room, Wenk™
L1 "Facking Plant,Transforper room,South™
L1 “Jdetty Suhstation, Transformer room,Horth
annes 'Til:l{ill! Mlamt  Transiormer room,last™
Ao "letty Substation,Transforper roon,West™
apoin “Packing Plant, 15t Floor, Soukh'™
LIHER] Siticen

L 3a@ni5T5Ea BHHE A4 0&320 CTY¥ THHH THAHH LIHH Huk FE. 02, FE0&
@il a PE power Sauer

| L [FRO @00 7 pobere | OWA

Fig-10

Field Name Description R/O/C/D | User Action and Values

Make the proper selection of the
Purchase Order for which the
Reminder Letter should be
generated and sent to the vendor
and then click on
Generate mezsages icon

Click on icon to save and
generate automatically the Order
Acknowledgement Reminder
Letter
Legend: R = Required, O = Optional, C = Conditional, D = Display
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3.4. To print out the Order Acknowledgment Reminder Letter and send to the vendor, go to
Transaction ME9F (SAP Menu - Logistics - Material Management > Purchasing >

Purchase Order 2 Messages = Print/Transmit)

3.5. On “Message Output” screen, fill in the data as below:

] 1 iH @ee DB H0hos HE @B

HNessrge Jaufpal

Purch. doc. data

Document number bﬂﬂﬂﬂﬂﬂﬂsﬂ@ to
Uendor to
Purchasing organization M188 to
Purchasing group to
Document type to

Document date

Message data
Application EF
Message type to @
Transmission time-spot
Processing status :]

Creation date

Time created #8:-88:488

Fig-11
Field Name Description R/O/C/D | User Action and Values
Document Alphanumeric key uniquely | O Enter the purchasing document
number identifying purchasing number
document
Vendor Alphanumeric key uniquely | O Enter the vendor number
identifying a vendor
Purchasing Denotes the purchasing | R Enter the purchasing organization
organization organization
Purchasing group | Key for a buyer or group of | O Enter the purchasing group
buyers, who is/are

responsible for certain
purchasing activities

Document type Identifier allowing | R Enter the document type
differentiation between the
various kinds of

purchasing document in
the SAP system

Document date Date on which the | O Enter the document date
purchasing document was
created

Application Subdivides the usage of a | C Maintain the application

condition for use in
different application areas
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Field Name

Description

R/O/C/D

User Action and Values

Message type

Specifies the kind of
output to be produced

R

Enter the message type

was created

Transmission Dispatch time 0] Enter the transmission time-spot
time-spot
Processing Processing status of | O Enter the processing status
status message
Create date Date on which the|O Enter the create date

message was created
Time created Time when the message | O Enter the time created

Click on @ icon

Legend: R = Required, O = Optional, C = Conditional, D = Display
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3.6. On “Message Output” screen, maintain information as specified in the table below:

& mid H SOa S EE DN L5 BE G

Mossage D@
4 4 ¢ bl &% E R R ovtmsesge]| Do neccage | Besage detad || Tiial pinto

Boo. date PGP Home Uznad ot Fupch.doo .
Higq. Lmg Pavtner Bele Greated on Tine Time H Wser naes Dutput device Hane  Fax number
20,05 200 H1F CTY GF G0 KHI XD CIA0 THOMHG 11 AEEL AUDEODNEGE
23 EM 1100des LF 2311 208 12:a01r 3 i SUPRPEAH Frantend Printing
B0 203 W11 S1AH GETY GCENEHT PUBLIC {THA) 1EAEIS ALDBIBELTT
[ £Ha EM dende LF 2301 20sh 12sanieg 3 i SUPRPSAH Fromtend Printimg

-
™

E L]k

a |k
| G [ FRD 14100 71 pubors DV %
Fig-12
Field Name Description R/O/C/D | User Action and Values

Select the respective Purchase
Order and then click on
Display message | jcon to view the
Order Acknowledgment Reminding
Letter
Legend: R = Required, O = Optional, C = Conditional, D = Display
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3.7. On “Print Preview for LOCL Page XXXX of XXXX” screen, click on icon to go back to
the ‘Message Output’ screen:

LETTER OF ACKNOWLEDGEMENT

1 0ES

CT¥ OF O KHT XD GLAQ THONG
TRUNG TG ARD

HOMC, Vintnwm

Haw 23 2004

AL ¢

EE : PURCHASE ORDEER NG, 3400004268 / DATED May 20, 2002

In roudd e mouch regretful to confirm thar are have aot get received vour ackaowledging receipt of owr
aforos sd Pisrchaes Order as cequested which will be undsubtedly resultmg m unavoirdshle delay
delivery of the required shipment and conse quently jeopardizing cur cement production.

A3 oaredult of i, you are kandly requeated to promprly make soch & necesgary confirmation to uad with
LT T LY P S Tl iS et r R oY A Koneat™s . R I T

Fig-13

FREE (410 5 pickewgs DVA 0
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3.8. On “Message Output” screen, click on | DUPUt 233328 | jcon to print the message out:

afd H @6 SHE DN o0 EDE )G

Mo ssage Duipur

4 4 kM & T RS H P Dispise: 21 detad || Triad paintind
-
Boc. date PEF Hame 1 Uendor Furch . dec . =
Hsg. Leg Fartner Bole Greated on Tine Time H Bsor nars Dutput dewice Hame  Fax nunber
2005 208F H1Z CTY CF GO KMI XD GIAD THOHE 11 MR Y AUDBIBYZE 6B
I ZMa  EM  110008% LF  23_11.2084 12:90:17 3 % SUPRPEAH Frontend Printing
0 0 2083 H11 S1AH CITY CEMEMT PUBLIGC {THA) REL T ANBBIBENTT
[ M3 EM  1ae0wzs LF 23112084 12190285 3 % SUPRPEAH Frontend Printimg

e TITS
| L
Fig-14
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