SAP Tutorials

Sales
Procurement
Production

Ryan Wilcauskas

V0.9



Tutorial 0
Familiarization with the SAP Interface
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

Tutorial Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



STEP 1: LOGGING INTO SAP

Your instructor will provide your login details needed to login to SAP.

Step 1.1: Click on the “SAP Logon Button” shown in Figure 0-1.

Tutorial Figure 0-1: SAP Logon Button

This will bring up the following screen. The “Name” column indicates the name of the server.

[ SAP Logon 740 — 8%
Logon Variable Logon... | ¢ T EI [ @ 2 ¥
- [ Favorites Name = | System Description s | -
+ [(3 Shortcuts [g Bergen BER ~
+ [(3 connections Og Bern BRN

[Clg, Bowler BLR

[Clg, Bremen BRE

[[lg, Bristol BRI

[lg, Budapest BDP

[lg, Cairo CAI

[lg, Calcutta CAL

[lg, Cardiff CDF

[Clg, Crown CRN

[Clg, Dakar DAK

[lg Diion DD

| [, Glasgow GLA

‘| g, Halo HAL

[[lg, Kosovo KOS

[lg Lisbon LIS

[ig London LDN

[Clg, Madrid MDR

[lg, Merida MER

[lg Moscow MOS

[Clg, Napali NAP

[lg, Naples NLS

[[lg, Nassau NAS

[Clg, Nice NIC

[lg, Odessa ODE L

[g, Oslo OSL

v = «»

Tutorial Figure 0-2: SAP Logon Window



Step 1.2: Click on the Server Name

Click on the Server Name provided by your instructor by double clicking the appropriate name from the list of

Connections.

[S SAP Logon 740

LogOn Variable Logon... | 0 e mEmE R ¥ ]
« [ Favorites Name = | System Description 'SID |~
+ [3 shortcuts g Bergen BER ¥
+ [2 connections g Bern BRN

[Clg, Bowler BLR
[lg, Bremen BRE
[lg, Bristol BRI
[lg, Budapest BDP
[lg, Cairo CAI
[lg, Calcutta CAL
[lg, Cardiff CDF
[lg, Crown CRN
[lg, Dakar DAK
[lg, Dijon DD
[lg, Glasgow GLA
[lg Halo HAL
[lg Kosovo KOS
[lg Lisbon LIS
[lg London LDN
[lg, Madrid MDR
[lg Merida MER
[lg Moscow MOS
[lg Napali NAP
[Clg, Naples NLS
[Clg, Nassau NAS
[Clg, Nice NIC
[lg, Odessa ODE 4
| [g Oslo OSL «
1) )

Tutorial Figure 0-3: SAP Client Login List



Step 1.3: Client Number, Your GBI-###, Password

Type in the client number, your GBI-### (where ### is your GBI Number), and your password in the Password
field. This information will be given to you by your instructor.

Clicking inside of a field will highlight it yellow and put a red outline around each corner of the field. Note that the

D is part of the Tutorial instructions and will not appear in the SAP system. The D is used to indicate which
field you need to type in.

@ M @ o L
SAP

New password

Client Information
| 1 | GBI Version 3.1

[ me— |
User LGBI—H#I )
Password KRKAKRNAKNN K] Welcome to SAP ERP 6.0 Enhancement Package 8 GBI system
Based on SAP NetWeaver 7.5
Logon Language EN

Support Package Stack 5
Available Languages:

English - EN
German - DE

Tutorial Figure 0-4: SAP User Login Screen



The SAP Easy Access Menu Screen will appear. This screen allows you to navigate through the system.

& Menu Edit Favorites Extras System  Help
9 v« Qo2 DNAHN TR 0=

SAP Easy Access

B Y R

» [ 6BI Transactions

» [ office

» [ cross-Application Components
» [ Logistics

» [ Accounting

» [ Human Resources

» [ Information Systems

» [ Tools

» [ webCient UI Framework

&als

GlOBAl BIKE InC.

| lsAp4 > cAI(1)215 ¥ | Caro  OVR

Tutorial Figure 0-5: SAP Easy Access Menu
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STEP 2: SAP EASY ACCESS MENU

Figure 0-6 below shows the SAP Easy Access Menu. This is the very first screen that will appear after you have
logged in to SAP.

[& Menu Edit Favorites Extras System  Help -

9 7]« Qoo DDLN DB 0

SAP Easy Access
RE| & Ve d|v a

+ [ Favorttes -
- >
» [ GBI Transactions
» [ office
» [ Cross-Application Components
~ [ Logstics
~ 5 Materals
~ 5 Purchasing
~ [E5 Purchase Order
» [ Create
+ @ Change
* @ Display
+ @ Maintain Supplement
* @ Mass Maintenance
» [ Release
» [03 List Displays
» (3 Reporting
» £ Inbound Delvery «
» [ Follow-On Functions
» [ Messages
» [ purchase Requisition
» [ Outline Agreement.
» 3 RFQ/Quotation
» [ Master Data
» [ Envi
» [ Inventory Management
» [ Logistics Invoice Verification
» 5 physcal Inentory GlOBAl BIKE InC.
» [ valuation
» [ Materal Requirements Planning (MRP)
» [ Service Entry Sheet
» [ Service Master
» [ Foreign Trade/Customs
» [ Materal Master
» [ Product Catalog
» [ Sales and Distribution
» [ Logistics Execution
» [ Production
» [ Production - Process
» [ Plant Maintenance
» [ customer Service
» [ Quality Management
» [ Logstics Controling
» [ Project System -
» [ Agency Business -

sApd [ CAI(1)410 ¥ | Caro  OVR

Tutorial Figure 0-6: SAP Easy Access Menu

5



The menu tree allows you to navigate through the system. A transaction is indicated by a white box and a folder is
indicated by a yellow folder. Clicking a folder will expand the menu and show additional folders and transactions.

@ V|« @02t HDHOLH N0 0

SAP Easy Access

REF| & ¥ n v A

+ [ Favorites —
v v
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
'Logistics
¥ [ Materials Management
~ [~ Purchasing
¥ [ Purchase Order
» [ Create
- Change
+ & Display
« @ Maintain Supplement
« 2 Mass Maintenance
» [3 Release
» [3 List Displays
» [ Reporting
» [ Inbound Delivery
» [3 Follow-On Functions
» [ Messages
» [ Purchase Requisition
» [3 outline Agreement
» [0 RFQ/Quotation
» [ Master Data
» [ Environment

Tutorial Figure 0-7: SAP Easy Access Menu — Folders and Transactions



STEP 3: SAP TOOLBAR NAVIGATION

There are several buttons that will be used frequently to navigate through transactions.

Step 3.1: Navigate to the “Create A Sales Order” Transaction

The navigation instructions below indicate the folders you need to click on to access a specific transaction. All
navigation instructions will start with folders and always end with a transaction. The transaction will be
highlighted.

NAVIGATION: SAP MENU > LOGISTICS > SALES AND DISTRIBUTION > SALES > ORDER > CREATE

O | v| « 2 Qe HNLaH FH o=
SAP Easy Access

RE & Y ad | v a

+ [3 Favorites -
v [== SAP Menu o
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
¥ [ Logistics
» [ Materials Management
¥ [ Sales and Distribution
» [(3 Master Data
» [ Sales Support
v [ Sales
» [ Inquiry
» [ Quotation
¥ [ Order
o
+ 7 Change
« 2 Display
» 23 customer replenishment
» [ Subsequent functions
» [(3 Scheduling Agreement
» [3 Contract
» [3 Backorders
» [ Product Cost by Sales Order
» [ Environment
» [3 Information System
» [ Tools

Tutorial Figure 0-8: Create Sales Order Menu Tree



Step 3.2: Using The Check Button

o

The green check © button is used to validate your inputs and advance to the next screen. The below screen in

Figure 0-9 is accessed using the Navigation Instructions from the previous step (3.1).

Fill in the following information:

e Quotation Type: OR

e  Sales Organization: UEOO
e  Distribution Channel: WH

e  Division: Bl

@

L LAY

Create Sales Order: Initial Screen

[[] Create with Reference

Order Type

- Organizational Data
Sales Organization
Distribution Channel
Division
Sales Office
Sales Group

saSales  paltem overview

OR|

UEOO| US East
WH Wholesale
BI Bicycles

Tutorial Figure 0-9: Create Sales Order: Initial Screen

s Ordering party

HE 0%



To advance to the next screen we can click the enter key on the keyboard or click on the green check ° .The
green check is used to confirm your input.

[e] T ~1<niece D0 0
Create Sales Order: Initial Screen

[[]create with Reference  jaSales  Aaltem overview  Ja Ordering party

Order Type OR|

| Organizational Data

Sales Organization UE0O|  US East
Distribution Channel v Wholesale
Division 'BI] Bicycles
Sales Office [ ]

Sales Group [ ]

Tutorial Figure 0-10: Check Button



=

Step 3.3: Using The Save Button

Enter the following:

e Sold-To Party: 2058
o PO Number: 1###

Make sure you replace ### above with your unique GBI Number. For example, if Julia’s GBI is GBI-012 then she
would type 1012 in the “PO Number” field.

|
Once you have completed entering the above you must save by clicking the save button = .

@ ‘1 «Elece NPNH T 0w

Create Standard Order: Overview

o | &) & | @) £ | Lt of sales orders

Standard Order Net value 0.00 | ‘
BRE o
Ship-To Party
PO Number 122 | Date

_/ Sales | Itemoverview . Itemdetal | Ordering party - Procurement | Shipping - Reason for rejection |

Req. delv.date  [D| [11/10/2017 Deliver.Plant |
("] Complete dlv. Total Weight ' 0.000] |
Delivery block ' | Volume | 0.000] |
Biling block ’ ~ | Pricing Date 11/10/2017

[ I 1

Payment card ‘ Exp.date

Card Verif.Code
Payment terms
Incoterms [ '

Tutorial Figure 0-11: Save Button



After the save button has been clicked, the status bar will display a document number.
For the purposes of this step we did not fill out the entire Sales Order. We will do this in another Tutorial.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Standard Order

Number. This confirms that you have clicked the save button . When you click save, a Document Number will
be generated. This Document Number may have a different name depending on the transaction you are currently
in. For example, the Document Number below is referred to as a Standard Order Number. You will be asked to
record all Document Numbers on your Tutorial Document Tracking Number sheet. This is to keep track of your
Document Numbers in case they are needed in other steps. Most SAP steps will build on each other and require
you to enter Document Numbers from previous steps.

o "« e@e OHhaph T80 e
Create Standard Order: Overview
43 | &1 & | @ &3 | List of sales orders

Standard Order Net value 0.00

.| —
Sold-To Party | Q D
Ship-To Party
PO Number PO Date =

7/"Sales } Item overview - Itemdetal  Ordering party . Procurement  Shipping  Reason for rejection

Req. deliv.date D| |11/07/2017 Deliver.Plant

~|Complete div. Total Weight 0.000
Delivery block ¥ |Volume 0.000
Biling block | Pricing Date 11/07/2017

Payment card Exp.date

Card Verif.Code
Payment terms

Incoterms -
All items
Item  Material Order Quantity Un 'S |Description Customer Material Numb ItCa DGIP HL Itm D First date Pint |Batch E
O D 11/07/2017 =
O D11/ ~

D|11/07/2017
D 11/07/2017

D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017 -
D 11/07/2017 v

I. Standard Order 653 has been saved I ISAP4

Tutorial Figure 0-12: Standard Order Document Number — Save

Standard Order 653 has been saved

Tutorial Figure 0-13: Standard Order Document Number



Step 3.4: Using The Exit Button @

The yellow exit button @ will allow you to exit to the SAP Easy Access Menu

(V] |« H Qo = HNLH A o=

Create Standard Order: Overview
43 & & @ & Lst of sales orders

Standard Order Net value 0.00 || |
Sold-To Party I—| _'j @
Ship-To Party
PO Number PO Date
j Item overview Vltem detail VOrder‘ng party VProcurement Vshbp'ng VReason for rejection \
Req. defv.date D] [11/07/2017 Deliver.Plant ]
["]Complete div. Total Weight 0.000 |
Delivery block ¥ Volume o.000/ | |*
Biling block ¥ | Pricing Date 11/07/2017
Payment card [—”—] Exp.date ﬁ
Card Verif.Code
paymentterms | | B
Incoterms [ | =
All items
|Item |Material |Order Quantity lun | |Description Customer Material Numb ItCa |DGIP HL Itm |D|First date  |Pint |Batch T[]
O D 11/07/2017 -
: D D 11/07/2017 >
|| (] D 11/07/2017
- O D 11/07/2017
- O D 11/07/2017
|| 0O D 11/07/2017
- O D 11/07/2017
O D 11/07/2017
: O D 11/07/2017
|| (] D 11/07/2017
L O D 11/07/2017
- O D 11/07/2017
| 0O D 11/07/2017
0 D 11/07/2017 a
: O D 11/07/2017 -
<« [ |

Tutorial Figure 0-14: Exit Button




Step 3.5: Using The Back Button Q

&

The green back button

Easy Access Menu then you will be returned to the main SAP Easy Access Menu.

o - «<d|epe aRaPsballalaRE-Y
Create Standard Order: Overview
4 & & | @ £ | List of sales orders

Standard Order Net value [ oo | |
Sold-To Party @]
Ship-To Party [ ]

PO Number [ |popate ]

" Sales P Item overview Yltem detail YOrder‘ng party VProcurement I/Shipping VReason for rejection \

will allow you to go back to the previous screen. If the previous screen was the SAP

Req. deliv.date D] [11/07/2017 Deliver.Plant []

["]Complete div. Total Weight T ooool ]
Delivery block ¥ | Volume [ o.000] |
Biling block | Pricing Date [11707/2017)

Payment card 1 ] Exp.date [ ]

Card Verif.Code
Payment terms

Incoterms [ | =

| Altems

|Ttem  Material |order Quantity Un |S | Description Customer Material Numb
O

O

O

00000000

0oo0o

Tutorial Figure 0-15: Back Button

D First date

D 11/07/2017
D 11/07/2017
D11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D[11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D[11/07/2017
D 11/07/2017
D[11/07/2017

Pint |Batch

-




Step 3.6: Using The Cancel Button Q

The cancel button Q will cancel your actions on your current screen and return you to the previous screen.
Clicking the cancel button on the below screen will cancel the transaction and return us to the “Create Standard
Order: Initial Screen”.

o -«<aede] ONNDIPH 0
Create Standard Order: Overview
4 & & | @ £ | List of sales orders

Standard Order Net value 0.00 ||
Sold-To Party @
Ship-To Party

PO Number [ lpopate ]

 sales | Item overview | Itemdetal . Ordering party  Procurement | Shipping |~ Reason for rejection |

Req. defv.date  [D| [11/07/2017 Deliver.Plant [ ]
["]Complete div. Total Weight 0.000/ |
Delivery block | volume 0.000/ |
Biling block ¥ | Pricing Date 11/07/2017
Payment card [ expdate [ ]
Card Verf.Code | |
Payment terms | | .
Incoterms [ =
All items
Item  Material Order Quantity Un S Description Customer Material Numb ItCa DGIP HL Itm D First date Pint |Batch
] 0O D 11/07/2017 -
B (] D 11/07/2017 ~
|| ] D 11/07/2017
|| O D 11/07/2017
O D 11/07/2017
O D 11/07/2017
B ] D 11/07/2017
|| ] D 11/07/2017
|| O D 11/07/2017
0O D 11/07/2017
O D 11/07/2017
B 0O D 11/07/2017
|| O D 11/07/2017
B O D 11/07/2017 =
L O D 11/07/2017 -
«» «»

EEE EeE s

Tutorial Figure 0-16: Cancel Button




Step 3.7: Status Bar

The status bar will display a green check, error, or a caution after clicking or . A caution will indicate
that you should complete or fix a field before continuing your transaction, but it may not be required to continue.
A caution is just to warn you. An error requires a field to be completed or changed before continuing.

The following error e indicates that the Sales Organization, Distribution Channel, or Division is incorrect.
Specifically, the GT distribution channel does not exist.

@ v| « *ae 28

Create Sales Order: Initial Screen

[[Jcreate with Reference  jaSales  jaltem overview A Ordering party

Order Type OR Standard Order

Organizational Data

Sales Organization CIQ US East
Distribution Channel GT Wholesale
Division BI Bicycles
Sales Office

Sales Group

I @ sales area UE0O GT BI does not exist I

Tutorial Figure 0-17: Status Bar — Error



The following caution indicates we should enter a PO Number before we continue with our Sales Order. This is

not required since this is a caution.

V] v« Q@
Create Standard Order: Overview

4 &) & | @ £2 | List of sales orders

Standard Order Net value
Sold-To Party 5058

Ship-To Party |

PO Number B jPO Date

DNNH I TE0 0

0.00 |

(8]

 Sales l/ Item overview Vltem detail Y Ordering party

Req. deliv.date [0 [11707/2017 Deliver.Plant
[ Complete div. Total Weight
Delivery block ¥ Volume
Biling block | | Pricing Date
Payment card ] Exp.date
Card Verf.Code | |
Payment terms ]
Incoterms [l
All items
_|Item Material Order Quantity \Un S
ORWN1058 O
O
|| ]
|| ]
|| ]
|| O
O
0O
|| O
O
O
O
O
L ]
L] O

I A\ : Enter PO Numberl

.
0.000 |
0.000 |
11/07/2017
|
Description

/Procurement shipping | Reason for rejection |

Customer Material Numb

ItCa

;

DGIP HL Itm

D First date

D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017

Pint

Batch [

-

Tutorial Figure 0-18: Status Bar — Caution




The green check in the status bar indicates we successfully completed the Sales Order below.

(V] l«Hea® = DN P08 e

Create Standard Order: Overview
& & & | @ £ List of sales orders

Standard Order
Sold-To Party | J

Ship-To Party
PO Date

PO Number
jltem overview Vltemdetai Yorder'ng party VProcurernent l/sh'pphg YReasonforrejecﬁon ]

Net value [ .00 ]

O000000o0o0oooooooo

D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D 11/07/2017
D[11/07/2017
D 11/07/2017

Req. deliv.date @ m Deliver.Plant D
["]Complete div. Total Weight [—0.000“_1
Delivery block ¥ Volume fj]D i
Biling block [ ~|pricng Date [11/07/2017]
Payment card [_”—‘ Exp.date ]—‘
Card Verf.Code | |
Payment terms ]
Incoterms [T =
All items
Item |Material |Order Quantity lun |5 |Description Customer Material Numb Itca |DGIP |HL Itm D First date  |Pint |Batch [

v

I Standard Order 653 has been saved I

Tutorial Figure 0-19: Status Bar — Green Check




Step 3.8: Using The Search Button Q

The instructions will indicate when a search is required.

To search, simply click inside of the field and then click the F4 key on your keyboard or click on the Q' This will
bring up a search menu which will allow you to search.

All searches we will do in the Tutorials will be a wild card search. To do a wild card search you need to type *###
into the field where ### is your GBI number. This will bring up all items that belong to you.

Q

Figure 0-20 has the field that we want to search. When you click inside of a field, notice the appears beside the

field indicating that we can perform a search.

All items

Item i Qrder Quantity Un S Description
I

-
| Q

L -

Tutorial Figure 0-20: Search Field — Click Inside Field



After you have clicked the F4 key on your keyboard or clicked on the Q , the following screen will appear. Enter *
followed by Your GBI Number into the “Material” field to search for all materials that are defined for your GBI

number.

O | «H e@ae DO N0 0w

Create Standard Order: Overview

[ Restrict Value Range (1) _ '
//'P: Material by product hierarchy )/ S: Sales material by description } Material with Fashi...‘ E| |I| @|

s<
L
S—h Material description ’
p<
Language Key EN
— = E

-

Sales Organization B
(L5

Distribution Channel WH

|
Material y L

Maximum No. of Hits 500

el
——e—"

) \ ) 1L

|

Tutorial Figure 0-21: Search Field — Wild Card Search Using Your GBI Number



The results of the search are below in Figure 0-22.

GBI Number 058 was used to create all of the Tutorial instructions. Notice that all materials end with 058 in the
“Material” column. When you perform a search the last 3 digits of a material, vendor or customer number
should always be your GBI Number.

J' ”'P: Material by product hierarchy " s: Sales material by description |“Material with Fa...| [¢][»][O
v
[TEEEERED
Material description “ Language SOrg. pchl Material
| AR PUMP EN DNOO WH | PUMP1058 -
< AR PUMP EN DS00 WH | PUMP1058 v
o AIR PUMP EN UEOD WH | PUMP1058
= AIR PUMP EN UWO00 WH | PUMP1058
S8 DELUXE TOURING BIKE (BLACK) EN DNOO WH | DXTR1058
P4 DELUXE TOURING BIKE (BLACK) EN DS00 WH | DXTR1058
DELUXE TOURING BIKE (BLACK) EN UEOD WH | DXTR1058
DELUXE TOURING BIKE (BLACK) EN UWO00 WH | DXTR1058
“| DELUXE TOURING BIKE (RED) EN DNOO WH | DXTR3058
DELUXE TOURING BIKE (RED) EN DS00 WH | DXTR3058
DELUXE TOURING BIKE (RED) EN UEOO WH | DXTR3058
DELUXE TOURING BIKE (RED) EN UWO00 WH | DXTR3058
DELUXE TOURING BIKE (SILVER) EN DNOO WH | DXTR2058
DELUXE TOURING BIKE (SILVER) EN DS00 WH | DXTR2058
DELUXE TOURING BIKE (SILVER) EN UEOD WH | DXTR2058
DELUXE TOURING BIKE (SILVER) EN UWO00 WH | DXTR2058
DERAILLEUR GEAR ASSEMBLY EN DS00 WH | DGAM1058
DERAILLEUR GEAR ASSEMBLY EN UWO00 WH | DGAM1058
ELBOW PADS EN DNOO WH | EPAD1058
| ELBOW PADS EN DS00 WH | EPAD1058
| ELBOW PADS EN UEOD WH | EPAD1058

Tutorial Figure 0-22: Search Field — Wild Card Search Results



STEP 4: ENABLE TECHNICAL NAMES

SAP utilizes transaction codes to easily navigate through the system. We will be using the SAP Easy Access Menu
Tree to find transactions in these Tutorials, but it will be useful in the future to be able to type a transaction code
instead of going through the SAP Easy Access Menu Tree. To display transaction codes follow these steps.

Step 4.1: Click on “Extras” then click on “Settings” in the Menu Bar

Edit  Favorites System  Help
o [ - Display documentation Shift+F6 :’aﬁ DEJE @@

Technical details Shift+F11

At}
1=
©
=]
c

SAP Easy Access Settings Shift+F9
Set start transaction Shift+F7

RE| &Y g s

- [(3 Favorites
M IB SAP Menul
» [ GBI Transactions
» [3 Office
» [ Cross-Application Components
» [(3 Logistics
» (3 Accounting
» [ Human Resources
» [3 Information Systems
» 3 Tools
» [ webClient UI Framework

Tutorial Figure 0-23: SAP Easy Access Menu - Settings



Step 4.2: Click on “Display Technical Names”

Click the ) to enable the settings once you have selected “Display Technical Names”.
SAP Easy Access
RE|&| Y v a
[ Settings %3

This is used to specify settings

=
I_DDisplay Favorites at End of List

["1Do not display menu, only display favorites
["1Do not display picture

|!7\DisEIax Technical Namesl

©E)|

Tutorial Figure 0-24: SAP Settings

o -] « @e ISR DNNH D6 W ° -]« Qe ISHE DNOD TH 0
SAP Easy Access SAP Easy Access
RE &Y md | v a RE|&|Y%Bmd|v 4
+ [ Favorites - « [ Favorites
~ [E5 5AP Menyl hd ~ [ SAP Menu
» [ GBI Transactions » [ GBI Transactions
» [ office » [ office
» [ Cross-Application Components » [ Cross-Application Components
~ [ Logistics ~ [ Logistics
~ [ Materials Management ~ [ Materials Management
~ [E5 Purchasing ~ [E5 Purchasing
~ [E5 Purchase Order ~ [ Purchase Order
» [ Create » [ Create
« @ ME22N - Change - @ Change
+ @ ME23N - Display + @ Display
« @ ME24 - Maintain Supplement + @ Maintain Supplement
+ @ MEMASSPO - Mass Maintenance + ) Mass Maintenance
» [ Release » [ Release
» [ List Displays » [23 List Displays
» [ Reporting » [ Reporting
» [ Inbound Delivery ' » [ Inbound Delivery
» [ Follow-On Functions : » [ Follow-On Functions
» [ Messages » [ Messages
» [ Purchase Requisition » [ purchase Requisition
» 3 outline Agreement » [ outline Agreement
» (X3 RFQ/Quotation » [ RFQ/Quotation
» [ Master Data » [ Master Data
» [ Environment » [ Environment
» [ Inventory Management » [ Inventory Management
» [ Logistics Invoice Verification » [ Logistics Invoice Verification
» [ Physical Inventory » [ Physical Inventory
» [ valuation » [ valuation

Tutorial Figure 0-25: SAP Easy Access With Technical Name Tutorial Figure 0-26: SAP Easy Access Without Technical Names



Tutorial 1
Creating a Sales Order
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

Tutorial Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



TUTORIAL SCENARIO

A customer has sent a request to purchase a Deluxe Touring Bike (Silver) that we need to fill. We need to process
the customer’s order and enter it into our system as a Sales Order. After the Sales Order has been entered into
SAP, we will need to procure the raw materials needed to make the Deluxe Touring Bike (Silver) from a vendor.
Once the raw materials have been received into our inventory, we can then produce the Deluxe Touring Bike
(Silver). After production has been completed, we will move the bike to our Miami plant so we can fulfill the order
and ship the bike to the customer. Finally, we will process the customer’s payment.

Procure . .

Tutorial Figure 1-0: End to End Process

TUTORIAL 1: SALES ORDER PROCESSING

A customer has sent a request to purchase a Deluxe Touring Bike (Silver) that we need to fill. We need to process
the customer’s order and enter it into our system as a Sales Order. We will skip the Pre-Sales Activities. These
activities would include: contacting customers, contracts and quotations. We will create a Sales Order to process a
request to purchase a bike from a customer. After we have procured raw materials to make the bike and produced
the bike we will then resume the sales process. Finally, we will create an Outbound Delivery to ship the bike and
process payment from the customer.

Move
Pre-Sales Create Sales Finished

Create Pick. Pack Create Process
Outbound g ‘ Billing Customer

Activities Order Bike to Ship Document e

Miami Plant

Delivery

Tutorial Figure 1-1: Sales Process



STEP 1: CREATE A SALES ORDER

A customer has sent a request to purchase a Deluxe Touring Bike (Silver) that we need to fill. We need to process
the customer’s order and enter it into our system as a Sales Order.

Move

Pre-Sales Create Sales Finished LI

Outbound

Create Process
Billing Customer
Document Payment

Pick, Pack,

Activities Order Bike to
Miami Plant

Delivery Sy

Tutorial Figure 1-2: Sales Process — Create Sales Order

Step 1.1: Navigate to the “Create A Sales Order” Transaction

Navigation: SAP Menu > Logistics > Sales and Distribution > Sales > Order > Create

Transactions are indicated by the white boxes. Once you have found the appropriate transaction click on it and
advance to the next screen.

@ | «Hle@e 2688 DD PR 0=

SAP Easy Access
RF|&|V6asd|v a

+ [ Favorites -
~ [~ SAP Menu hd
» [ GBI Transactions
» [ Office
» [ cross-Application Components
~ [ Logistics
» [ Materials Management
~ [~ Sales and Distribution
» [ Master Data
» [ sales Support
v [ Sales
» [ Inquiry
» [3 Quotation
¥ [E5 Order
- |2 Create)
+ & Change
+ 2 Display
» [ customer replenishment
» [3 Subsequent functions

Tutorial Figure 1-3: Create Sales Order Menu Tree



We need to identify what type of order this is. We will use the “OR” order type indicating this is a “Standard
Order”. We then specify the Sales Organization that the customer is located in along with what distribution
channel we will use and what division. The Sales Organization, Distribution Channel, and Division allow us to
identify where orders will be shipped from.

Fill in the following information:

e Quotation Type: OR

e Sales Organization: UEOO

e  Distribution Channel: WH

e Division: Bl
V] MR RE@ HE
Create Sales Order: Initial Screen

[[Jcreate with Reference ~ 4aSales  jaltem overview  Ja Ordering party

Order Type oR|

Organizational Data

Sales Organization US East
Distribution Channel Wholesale
Division Bicycles
Sales Office

Sales Group

Tutorial Figure 1-4: Create Sales Order: Initial Screen



Step 1.2: Sales Order — Customer Search

We are now in the “Create Standard Order: Overview” screen. We are still creating a Sales Order with the order
type of “Standard Order”.

To complete the Sales Order, we first need to search for the customer. Click inside of the “Sold-To Party” field and

e
then click the F4 key on your keyboard or click on the Q' This allows us to bring up the search menu.

V] "l«H @@ Dhan A0 em
Create Standard Order: Overview
43 &) & | @ &3 | List of sales orders

Standard Order Net value [ 0.00 |
Sold-To Party E @
Ship-To Party

PO Nurnber PO Date

 Sales f Item overview - Itemdetal -~ 'Ordering party -~ Procurement  Shipping |~ Reason for rejection

Reg. deliv.date D| |11/05/2017 Deliver.Plant

| Complete dlv. Total Weight [ 0.000 |
Delivery block ~ | Volume [ 0.000 |
Biling block ¥ Pricing Date 11/05/2017

Payment card 1 Exp.date |

Card Verif.Code
Payment terms

Incoterms [ -

All items
Item  Material Order Quantity Un S Description Customer Material Numb ItCa DGIP HL Itm D First date Pint 'Batch
0 D 11/05/2017 —
O D 11/05/2017 ~
0O D 11/05/2017
O D 11/05/2017
0 D 11/05/2017
0O D 11/05/2017
0O D 11/05/2017
O D 11/05/2017
0O D 11/05/2017
0 D 11/05/2017
0O D 11/05/2017
(]} D 11/05/2017
O D 11/05/2017
0 D 11/05/2017 -
0O D 11/05/2017 -

Tutorial Figure 1-5: Create Standard Order: Overview Screen



A search box will appear. Enter *### into the “Search Term” field where ### is your unique GBI Number. This is a

special wild card search that will bring back all of your customers. Make sure you are in the “Customers (general)”

tab.

Once you have entered *### into the “Search term” field click the at the bottom of the search window.

Maximum No. of Hits 500

Tutorial Figure 1-6: Create Standard Order: Overview Screen — Customer Search

A: Customers (general) | s: customers per sales group " X: Customers b... || \ El__@[
Search term

Country [ ]

Postal Code | |

City |

Name ‘

Customer [ |

Ection

(|

ateria

TR —




Click on Your Peachtree Bikes Customer. Make sure the “Customer” Column shows your GBI Number as the last 3

digits.

[S Restrict Value Range (1) 24 Entries found

A: Customers (general) } S: Customers per sales group © X: Customers...| «[][E]
T
VERREPED »
Search term: 058
4 Cty” | PostalCode City Name 1 Customer
{DE 04277 LEIPZIG DRAHTESEL 18058
PO Number |DE 10999 BERLIN CAPITAL BIKES 16058
DE 17389 ANKLAM OSTSEERAD 21058
DE 20249 HAMBURG ALSTER CYCLING 14058
DE 22767 HAMBURG RED LIGHT BIKES 23058 S
DE 30629 HANNOVER CRUISER BIKES 17058
DE 39126 MAGDEBURG VELODOM 24058
DE 44784 BOCHUM FAHRPOTT 19058
Delivery bld DE 63263 NEU-ISENBURG  AIRPORT BIKES 13058
Biling bloc DE 69120 HEIDELBERG NECKARAD 20058
paymentc‘ DE 70499 STUTTGART RADLELAND 22058
card verf A E 81829 MUNCHEN BAVARIA BIKES 15058
1us 02210 BOSTON BEANTOWN BIKES 5058
Paymentt ;s 10014 NEW YORK CITY BIG APPLE BIKES 2058
Incoterms| 5 19073 PHILADELPHIA  PHILLY BIKES 3058
US 20003 WASHINGTON DC DC BIKES 11058 |
Allitems JUS 30319 ATLANTA 'PEACHTREE BIKES 4058 [
tem ||US 48076 DETROIT MOTOWN BIKES 8058 hb
‘_‘ US 49504 GRAND RAPIDS  FURNITURE CITY BIKES 7058
] lus 60515 CHICAGO WINDY CITY BIKES 6058
—‘ lus 80207 DENVER ROCKY MOUNTAIN BIKES 1058
‘ lus 92612 IRVINE SOCAL BIKES 9058
\J lus 94304 PALO ALTO SILICON VALLEY BIKES 10058
| |lus 98146 SEATTLE NORTHWEST BIKES 12058
\
||
[

Tutorial Figure 1-7: Create Standard Order: Overview Screen — Customer Search Results




Step 1.3: Sales Order: Inputs

To complete the Sales Order we need to specify when the customer has requested to receive the bike and when
we received their order.

Type your PO Number and PO Date into the appropriate fields. Make sure you are in the “Sales” Tab.

Enter the following:

e PO Number: 75###
e PO Date: Today’s Date

@ «H @@ @ DO 00 0P

Create Standard Order: Overview
= | & & | @) &3 | List of sales orders

Standard Order Net value 0.00

Sold-To Party 4058 @
Ship-To Party [ ]

PO Number [7522% | po Date 11/07/2017)(3)

I; Sales I Item overview | Itemdetal | Ordering party | Procurement | Shipping |~ Reason for rejection |

Req. deliv.date D [11/07/2017 Deliver.Plant

["Complete dliv. Total Weight o.o00/ |
Delivery block | Volume ‘ 0.000 |
Biling block [ v Pricing Date 11/07/2017

Payment card ' |Exp.date ‘ ‘

Card Verif.Code ‘

Payment terms | |

Incoterms ] | :

r

Tutorial Figure 1-8: Create Standard Order: Overview Screen — PO Number and PO Date



We need to set when the customer would like to receive the order.

Enter the following:

e Req. deliv.date: 1 Week From Today’s Date

O | “«Hd @@ DHhaH S0 e

Create Standard Order: Overview
¢ | &5 & | @) £3 | List of sales orders

Standard Order Net value 0.00 || \
Sold-To Party ‘ﬁs—] @
Ship-To Party

PO Number [75### |PO Date [11/07/2017|

Mkem overview Yltem detail YOrder‘ng party YProcurement Ysh'pp'ng YReason for rejection |

Req. deliv.date o] 11/21/2017| Deliver.Plant

["]Complete div. Total Weight V 0.000 |
Delivery block ‘ ~| Volume f 0.000 |
Biling block [ v Pricing Date [11/07/2017|
Payment card ‘ I ‘ Exp.date [ ]

Card Verif.Code
[ ]

Payment terms

I -

Incoterms

H All items

Tutorial Figure 1-9: Create Standard Order: Overview Screen — Requested Delivery Date
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@

<
Click the button in the menu bar. Then, click the button on the “Information” pop-up that will appear.

Create Standard Order: Overview
48 & | @ £ List of sales orders

Standard Order Net value 0.00 || |
Sold-To Party 1058 O
Ship-To Party

PO Number 75430 PO Date 11/05/2017

ﬁltemoverview Vltemdetzi VOrder‘ng party VProcurement Vsh‘pp‘ng VReason for rejection \

Reg. delv.date  [p| [11/1272017 Deliver.Plant ]

D complete div. Total Weight [ .00 |
Delivery block v | Volume [ o.o00 |
Biling block ¥ Pricing Date [1170572017]

Payment card 1 ] Exp.date |

Card Verif.Code
CEVEue (S Information

=
Incoterms @ Change in invoice date: The biling date is h

redetermined

All itenq

| Item

Customer Material Numb Itca |DGIP HL Itm |D|First date Pt |Batch [
D 11/05/2017 =
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017
D 11/05/2017 -
D 11/05/2017 v

-

DOoO0oOoo0ooooooon

(T o T

()
(&1
]

==

&3]
()
(%]

Tutorial Figure 1-10: Create Standard Order: Overview Screen — Change Invoice Date
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Click inside of the first cell in the “Material” Column. Then click the F4 key on your keyboard or click on the @

© "« eae

DNYH P08 ew

Create Standard Order: Overview
& &9 & | @ £ | List of sales orders

Standard Order
Sold-To Party

Ship-To Party
PO Number

Net value [ 0.00 |[usp |
[10s5 | peachtree Bikes / 2001 Summit Boulevard / Atianta GA 30319 [
[s0s5 | Ppeachtree Bikes / 2001 Summit Boulevard / Atianta GA 30319
75430 PO Date 11/05/2017

jkemoverview |“ttem detail | Ordering party  Procurement | Shipping /Reason for rejection |

_ Item  Material Order Quantity
—

O000O0ooooooooooo

lun |s | Description

Customer Material Numb

ItCa |DGIP|HL Itm D) First date
D11/12/2017
D11/12/2017
D 11/12/2017
D 11/12/2017
D 11/12/2017
D11/12/2017
D11/12/2017
D11/12/2017
D 11/12/2017
D 11/12/2017
D 11/12/2017
D11/12/2017
D 11/12/2017
D 11/12/2017
D 11/12/2017

Req. delv.date  [p] [11/12/2017 Deliver.Plant []
["|Complete div. Total Weight 0.000] |
Delivery block v |Volume 0.000 f_\ #
Biling block ¥ Pricing Date 11/05/2017
Payment card [_V—‘ Exp.date [ﬁ
Card Verif.Code ﬁ
Payment terms W Pay immediately w/o deduction
Incoterms [FoB| Miami :
| Alitems ‘

|Pint | Batch [T

-

Tutorial Figure 1-11: Create Standard Order: Overview Screen — Material Column Select

12




’

Click on the @ in the right hand corner of the Search window. Select “S: Sales material by description”

[= salesdocument Edit Goto Extras  Envionment  System  Help

V] l«H eae Dhan S8 0w

Create Standard Order: Overview

St /
S ® M: Material by description
= Materil description |l_| L A: Material by old material number
B¢ Language Key EN H: Sales material by general product hierarchy
Material ] K: Materials for class
— L: Material by material group —
N: Material by EAN (International Article Number)
Maximum No. of Hits 500 0: Materials by several classes
P: Material by product hierarchy
I S: Sales material by description I

Material with Fashion Fields

—

Material Numb ItCa |DGIP HL Itm D|First date  Pint |Batch [T}
D|11/07/2017 =
D 11/07/2017
D|11/07/2017
D|11/07/2017
D|11/07/2017
D|11/07/2017
D 11/07/2017
D|11/07/2017
D|11/07/2017
D|11/07/2017
D|11/07/2017
D 11/07/2017
D|11/07/2017
D 11/07/2017 a
D 11/07/2017 v

v

T

ojojojojoojojojojojof

Tutorial Figure 1-12: Create Standard Order: Overview Screen — Material Search Change
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In the new search window verify the following:

e Sales Organization: UEOO
e Distribution Channel: WH

Enter the following:

e Material: *#tt

<
Click when you have entered and verified the above.

O | “«H @@ DN NE 0%

Create Standard Order: Overview

o 0 ) 3
[ Restrict Value Range (1)

/7'P: Material by product hierarchy /" 5: Sales material by description

Si
j Material description [ |

L« Language Key W
Sales Organization e
™ Distribution Channel

Materal

Maximum No. of Hits 500

KN|D|=]

]

[Material 1
'
W

Tutorial Figure 1-13: Create Standard Order: Overview Screen — Material Search Inputs

el
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Double click on the Deluxe Touring Bike (Silver) in the new screen with DXTR2058 being DXTR2###, where ### is
your GBI Number.

(V] «H @@ DTN 08 @
Create Standard Order: Overview

= 2 0 o B R
[© Restrict Value Range (1) 18 Entries found —k5

~//P: Material by product hierarchy sz Sales material by description Ul [«]»][E]
Y.
'E' 0 B2 =10
= Material description “ Language SOrg. DChl Material
AIR PUMP EN UEOD WH PUMP1058 |
_| DELUXE TOURING BIKE (BLACK) EN UEO0 WH DXTR1058 £
DELUXE TOURING BIKE (RED EN UEQD WH DXTR3058
DELUXE TOURING BIKE (SILVER) EN UEO0 WH DXTR2058
[ELBOW PADS EN UEQ0 WH EPAD1058
FIRST AID KIT EN UEO0O WH FAID1058
KNEE PADS EN UEO0O WH KPAD1058
MEN'S OFF ROAD BIKE EN UEO0 WH ORMN1058
OFF ROAD HELMET EN UEOD WH OHMT1058
PROFESSIONAL TOURING BIKE (BLACK) EN UEOD WH PRTR1058
PROFESSIONAL TOURING BIKE (RED)  EN UEOD WH PRTR3058
PROFESSIONAL TOURING BIKE (SILVER) EN UEO0 WH PRTR2058
REPARR KIT EN UEOD WH RKIT1058
ROAD HELMET EN UEO0 WH RHMT1058 b
T-SHRT EN UEO0 WH SHRT1058 |
WATER BOTTLE EN UEO0O WH BOTL1058 h
WATER BOTTLE CAGE EN UEO0 WH CAGE1058
WOMEN'S OFF ROAD BIKE EN UEOD WH ORWN1058

Tutorial Figure 1-14: Create Standard Order: Overview Screen — Material Search Final Output
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Verify the Material column has DXTR2### from the previous search in the first row.

Enter the following:

e  Order Quantity: 1

Card Verif.Code

Payment terms 0001 Pay immediately w/o deduction

Incoterms 'FOB| Miami ‘ -
‘ All items
‘_ Item  Material Order Quantity Un |S  Description Customer Material Numb

\ fpxrr2058 | 1 0O

| 0

L

|

Tutorial Figure 1-15: Create Standard Order: Overview Screen — Material Quantity
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Click the 0 button in the menu bar. This will verify all of your inputs.

Tl«H @@ = DNLY IPE oW

‘ Create Standard Order: Overview
4 | &) & | @ 42 | List of sales orders

Standard Order Net value [ 3,000.00 [[UsD |
Sold-To Party 4058 Peachtree Bikes / 2001 Summit Boulevard / Atlanta GA 30319 @
Ship-To Party [40s2 | Ppeachtree Bikes / 2001 Summit Boulevard / Atlanta GA 30319

PO Number 75222 PO Date 11/07/2017

jltemoverview Vltemdetai }/Order‘ng party VProcurement VSh'pp‘ng l/Reasonforrejecﬁon

Req. deliv.date  [p| [11/21/2017 Deliver.Plant []

[~ Complete div. Total Weight [—s,slo\@
Delivery block ~ | Volume [ oo |
Biling block | Pricing Date [11/07/2017]

Payment card C‘ﬁ Exp.date ﬁ

Card Verif.Code

Payment terms W Pay immediately w/o deduction
Incoterms [FoB| Miami | :
All items
Item | Materal |Order Quantity lun |s |Description | customer Material Numb ItCa |DGIP |HL Itm |D|First date  |Pint |Batch [T}
10DXTR2058 1EA [ | Deluxe Touring Bike (silver) TEN D 11/21/2017 MI0O -
’_@ O D 11/21/2017 -
<« [

Tutorial Figure 1-16: Create Standard Order: Overview Screen — Check Inputs
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Step 1.4: Save Sales Order

E
Click ™ to save your Sales Order.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Standard Order
Number. This will server as your Sales Order Number. Please write down this Sales Order Number on your
Tutorial Document Tracking sheet under the Sales Order row.

@ | v'«@@a NP T0 W

Create Standard Order: Overview
3 | &) & | @ £3 | List of sales orders

Standard Order Net value 0.00 | '
Sold-To Party r| -'a‘ @
Ship-To Party ‘ ‘

PO Number ‘ PO Date ]

Sales l/Item overview }/Item detail YOrdering party VProcurement }/Shipping k Reason f

Req. deliv.date ol [11/07/2017 Deliver.Plant [ ]
["]Complete div. Total Weight [ 0.000| |
Delivery block [ v | Volume [ 0.o00 |
Biling block [ | Pricing Date 11/07/2017
Payment card 1 ] Exp.date [ |
Card Verif.Code
payment terms | |
Incoterms [ | :
All items
| Item \Material \Order Quantity Un S \Description Custc

00

»

4

I Standard Order 661 has been savedl

Tutorial Figure 1-17: Sales Order Save

Standard Order 661 has been saved

Tutorial Figure 1-18: Sales Order Document Number
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Once you have recorded your Sales Order Number, click on to exit back to the SAP Easy Access Menu.

] <8 e = ONNN N0 0
Create Standard Order: Overview
4 & & | @ £ | List of sales orders

Standard Order Net value [ 0.00 | |
Sold-To Party r| Q @

Ship-To Party
[ leopate |

PO Number

movemew Vltemde\zi Vorder‘ng party VProcurement kSh'pp'ng kReasonforrejection ]
Req. defv.date  [D| [11/07/2017 Deliver.Plant
0.000

["]Complete div. Total Weight . i

Delivery block ¥ | Volume 0.000 | #

Biling block v | Pricing Date 11/07/2017
Payment card Exp.date
Card Verif.Code

Payment terms

[T <

»

Incoterms
 Allitems
Item | Materal |Order Quantity lun |s | Description Customer Material Numb Itca |DGIP |HL Itm |D|First date  |Pint |Batch [
O D 11/07/2017 a
O D 11/07/2017 v
<« [ |

Tutorial Figure 1-19: Exit to SAP Easy Access Menu
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Tutorial 1
YouTryltl
Creating a Customer



WV AINNES oottt s s s s s e s s s s e s s s e s e s s e s aaaaaaasasasasasasasasesesaseseeeeeeeeeeeeeeeeeeeeseeeeeeeetererererererererererererenens 2
11 e YU V0 A Yol =Y o - T T TSR 3
STEP L Create CUSTOMIEE coviiiiiiiiiiiiieieittit et s s s e s s s e s e s e s e s e sesaseaaaasasasaasesasesenaaeeeseseeseeesesereeeserereeenerenens 3

STEP 1.1 SAVE CUSTOMIEBE e s e s e s e s e s e s e e e e e e e e e e s e s e e e s e e e s aeasaaaaaaaeaeaeaaaeseeeeeeeaeeeeeeeeeeeeeererarerererererererererens 13



Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

You Try It Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



SALES YOU TRY IT 1: SCENARIO

We have a new customer that we can sell to. We will create the vendor Trail Extreme in SAP.

STEP 1: CREATE CUSTOMER

We will create the customer Trail Extreme in SAP.

Navigation: SAP Menu > Logistics > Production > Master Data > Bills of Material > Bill of
Material > Material BOM > Display

@ | «He@@ 2R HDhaH E

SAP Easy Access
RE | &Y s v a

+ [ Favorites
¥ [ SAP Menu
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
¥ [~ Logistics
» [ Materials Management
¥ [~ Sales and Distribution
¥ [ Master Data
¥ [~ Business Partner
» [ Sales Prospect
¥ [ Customer
¥ [ Create
« 2 Sales and Distribution
- |@ Completel
» [ change
» [ pisplay
+ @ Block
« & Flag for Deletion
« €2 Assign Consumer - Reference Customer
« 2 Change Account Group
» [ Display Changes
s @ Master Data Comparison




Tutorial Figure 1-20: Create Customer Menu Tree

Enter the following:

e Account Group: Sold-to Party
e Company Code: US00

e  Sales Organization: UWO00

e Distribution Channel: WH

e Division: Bl

Once you have entered in the above click .

Customer Create: Initial Screen

[© Customer Create: Initial Screen x
Account group I' Sold-to party v|
Customer [ﬂﬂ ' '
Company code
| Sales area
Sales Organization uwoo |
Distribution Channel WH
Division BI Q)
[ All sales areas... ] [ Customer's sales areas... I
| Reference |

Customer @]

Company code [ ]
Sales organization [ ]
Distribution channel [ ]

Reference division []

]eE L]

S ——————

Tutorial Figure 1-21: Create Customer: Initial



Enter the following:

o Title: Company

e Name: Trail Extreme

e Search Term: ###

e Street/House number: 200 Lakeside Drive
e Postal Code: 98595

e  City: Westport

e Country: US

e Region WA

&
Once you have entered in the above click the — button next to the Region (WA).




QO | v «EH @@Q® HE @
Create Customer: General Data

[(yOther Customer  Sales Area Data [

Customer INTERNAL

/ Address | Control Data | Payment Transactions | Marketing | Unloading Points  Export Dat

[E] E: Preview [i”_D]

| Name
Title Company M|
Name Trail Extreme
| Search Terms |
Search term 1/2 E###I L |
| Street Address
Street/House number 200 Lakeside Drive l '
Postal Code/City 98595 JWestport |
Country Us Region WA ]

| PO Box Address |
PO Box

Tutorial Figure 1-22: Create Customer — General

Enter in the following:

e Transportation Zone: 0000000002

Once you have entered the above, then click on “Company Code Data”



9 | "«H @@@ =M HE I HNOH 1 HH e
- Create Customer: General Data

[y Other Customer  |Company Code Data | Sales Area Data [

Customer INTERNAL

Control Data Payment Transactions Marketing Unloading Points Export Da

&] E‘ Preview] li"_lﬂ]
Name

Title | Company =
Name | Trail Extreme |

[ l

Search Terms
Search term 1/2 ]"### " l

Street Address
Building Code [—] Room [ﬁ Floor Iﬁ
c/o [

Street 2 [

Street 3 [

Street/House number /200 Lakeside Drive ll
Street 4
Street 5
District
Different City
Postal Code/City | westport |

Country s USA Region lia | washington

Time zone Tax Juris.

Suppl.

ol w
I
w
o
w

Transportation Zone
Structure Group
Undeliverable

Kl
[E]

PO Box Address

PO Box

Postal code
Company Postal Code

B

Tutorial Figure 1-23: Create Customer — Address

Enter the following:

e Recon. Account: 110000
e Sort Key: 001

Then click “Payment Transactions”



Q@ | " «H @@ HE | @B
Create Customer: Company Code Data
r[ﬁOther Customer  General Data  Sales Area Data Ej D

Customer INTERNAL Trail Extreme Westport
Company Code US00  Global Bike Inc.

_/Amountllmagement }I/Payment Transactions Correspondence }/Insurance

' Accounting information

1 =t
Recon. account Illoooo Sort key 001|_C§J‘

Head office
Authorization [ ] Cash mgmt group
Value adjustment ]
 Interest calculation
Interest indic. [ ] Last key date
Interest cycle ] Last interest run
' Reference data |
Prev.acct no. ] Personnel number ]
1

Buying Group

Tutorial Figure 1-24: Create Customer — Company Code Account Management

Enter the following:

e Terms of Payment: 0001

Once you have entered the above, then click on “Sales Area Data”



@ | "«H @@ = HE 0%

Create Customer: Company Code Data

‘(yOther Customer  General Data |Sales Area Data] &) [

Customer INTERNAL Trail Extreme Westport
Company Code US00| Global Bike Inc.

Correspondence | Insurance

Account Management -~ Paym

Payment data

Terms of payment Tolerance group

Known/neg.leave

B/e charges payt term AR Pledging Ind ’_\
Time until check paid [ ]Payment history record
- Automatic payment transactions

Payment methods Payment block ﬂ
Alternat.payer House bank

B/exch.limit [ lusp Grouping key [_]
[1Single payment
Next payee
[ ]Payment advice by EDI Lockbox
' Payment advice notes
Rsn code conv. (_\ Selection rule ’_\

Tutorial Figure 1-25: Create Customer — Company Code Payment Transactions

Enter the following:

e  Currency: USD
e  Cust.pric.proc.: 1
e  (Cust.Stats.Grp: 1



Then click on the “Shipping” tab

9 | " «H e@ae® HNE @m
Create Customer: Sales Area Data
[(jother Customer  GeneralData Company Code Data &) [
Customer INTERNAL Trail Extreme Westport
Sales Org. Uwoo US West
Distr. Channel [ Wholesale
Division [51] Bicycles
_/Sdes Shipping Biling Documents VPartner Functions |
| Sales order
Sales district Order probab. 100|%
Sales Office AuthorizGroup
Sales Group Item proposal
Customer group | | Acct at cust.
ABC class [ ] UoM Group
Currency m United States Dollar Exch. Rate Type
[ Switch off rounding PP cust. proc. []
[ Product attributes ]
| Pricing/Statistics
Price group [ ]
Cust.pric.proc. Standard
Price List
Cust.Stats.Grp
| Agency business
["IRelevant for agency business
| Customer hierarchy
Hierarchy type []
Higher-level customer
Valid from 11/09/2017) Valid to 12/31/9999

Tutorial Figure 1-26: Create Customer — Sales Area Data
Enter the following:

e Delivery Priority: 02
e  Shipping Conditions: 01
e Delivering Plant: SDOO

10



Then click on “Billing Documents”

O | I «H @@ HE @
Create Customer: Sales Area Data

‘(yother Customer  General Data Company Code Data & [&

Customer INTERNAL Trail Extreme Westport
Sales Org. luwoo! US West

Distr. Channel i Wholesale

Division [B1] Bicycles

Sales ./ Shipping t Biling Documents LIPartner Functions |

| Shipping
Delivery Priority 02 [v|Order Combination
Shipping Conditions
Delivering Plant
[ IRelevant for POD

POD timeframe

| Partial deliveries

[)Complete delivery required

Partial delivery per item " partal delivery allowed
Max. partial deliveries o]
[ TUnlimited tol.
Underdel. Tolerance [ ]
e

Overdeliv. Tolerance

| General transportation data

) PP —— )
Transportation Zone 0000000002 Region West

Tutorial Figure 1-27: Create Customer — Sales Area Shipping

Enter the following:

e Incoterms: FOB Olympia

e Terms of Payment: 0001

e Acct assgmt group: 01

e Tax Classification: 0 (for all rows)

11



O “l«d ea® = 80 0%

Create Customer: Sales Area Data

[[yOther Customer  General Data Company Code Data &) [

Customer Trail Extreme Westport
Sales Org. US West

Distr. Channel [ﬂ Wholesale
Division [51] Bicycles
Partner Functions
Biling document
["|Subs. invoice processing [ |Rebate ["|Price determin.
Invoicing dates D

InvoicingListDates | |

Delivery and payment terms

Incoterms roB| | folympial 1
Terms of payment 0001§ Pay immediately w/o deduction

Accounting

Acct assgmt group Domestic Revenues

Taxes

Country |Name |Tax categ... [Name Tax... |Description
US USA UTX2 County Sales Tax 0 empt

US USA UTX3 City Sales Tax 0 empt

Us USA UTXJ Tax Jurisdict.Code 0 empt

Tutorial Figure 1-28: Create Customer — Sales Area Billing
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Step 1.1: Save Customer

Click

to save your new customer Trail Extreme.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Customer
Number. Please write down this Customer Number on your You Try It Document Tracking sheet under the

Customer row.

Once you have recorded your Trail Extreme Customer Number, click on

Menu.

v

Customer Create: Initial Screen

[E Customer Create: Initial Screen

Account group | Sold-to party
I =]
Customer L Qa
Company code |usao|  Global Bike Inc.
Sales area
Sales Organization UW00|  US West
Distribution Channel [sezt| Wholesale
Division [81]  Bicycles
All sales areas... J [ Customer's sales areas...
Reference
Customer [@ [
Company code [
Sales organization
Distribution channel ]
™
Reference division

I Customer 0000025186 has been created for company code US00 sales area UW00 WH BI I

Tutorial Figure 1-29: Save Customer

to exit back to the SAP Easy Access

Customer 0000025186 has been created for company code US00 sales area UW00 WH BI

Tutorial Figure 1-30: Customer Number

13
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Creating a Sales Order
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

You Try It Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



SALES YOU TRY IT 2: SCENARIO

Our customer, DC Bikes, has sent a request for a sales order that we need to fill. The customer has requested to
purchase our Professional Touring Bike (Black). We need to process the customer’s order and enter it into our
system. After the sales order has been processed we will need to fulfill the order and ship the Professional Touring
Bike (Black) to our customer.

Procure . .

Tutorial Figure 1-31: End to End Process

SALES YOU TRY IT 2: SALES PROCESS

DC Bikes has sent a request for a sales order that we need to fill. The customer has requested to purchase our
Professional Touring Bike (Black).

Move

Pre-Sales Create Sales Finished eI SIS e

Outbound Py PR Billing Customer
Document Payment

Activities Order Bike to Ship

Miami Plant LI

Tutorial Figure 1-32: Sales Process



STEP 1: CREATE A SALES ORDER

We will first create a Sales Order to record the products DC Bikes is ordering.

Step 1.1: Navigate to the “Create A Sales Order” Transaction

Navigation: SAP Menu > Logistics > Sales and Distribution > Sales > Order > Create

We need to identify what type of order this is. We will use the “OR” order type indicating this is a standard order.
We then specify the Sales Organization that the customer is located in along with what distribution channel we will
use and what division.

Fill in the following information:

e Quotation Type: OR

e  Sales Organization: UEOO
e Distribution Channel: WH
e  Division: Bl

@ | v « Re@ = HE @
Create Sales Order: Initial Screen

[[]Create with Reference  jaSales  jaltem overview  4a Ordering party

-
Order Type Lﬂ _' Standard Order

~ Organizational Data

Sales Organization UE0O| US East
Distribution Channel W Wholesale
Division BIl  Bicycles

Sales Office
Sales Group [_]

Tutorial Figure 1-33: Create Standard Order: Initial Screen



Step 1.2: Sales Order — Customer Search

To complete the sales order we first need to search for the customer. Click inside of the “Sold-To” Party field and

then click the F4 key on your keyboard or click on the Q . This allows us to bring up the search menu.

9@ @ ~l«Heeqe a0 W
Create Standard Order: Overview
43 &) & | @) £ | Lit of sales orders

Standard Order Net value 0.00

Sold-To Party | a @
Ship-To Party

PO Number [ lpopate ]

sales | Ttem overview | Item detal | Ordering party | Procurement | Shipping | Reason for rejection |

Req. delv.date D] [11/05/2017 Deliver.Plant ]
["IComplete div. Total Weight 0.000 |
Delivery block ~ | Volume 0.000 |
Biling block ~ | Pricing Date 11/05/2017
Payment card [ Exp.date
Card Verif.Code
Paymentterms | |
Incoterms [ | =
[ Allitems
Item  Material Order Quantity Un |S |Description Customer Material Numb ItCa DGIP HL Itm D First date Pint Batch
[] (] D 11/05/2017 -
0O D 11/05/2017 b
0O D 11/05/2017
|| O D 11/05/2017
B O D 11/05/2017
|| O D 11/05/2017
O D 11/05/2017
O D 11/05/2017
|| O D 11/05/2017
I O D 11/05/2017
O D 11/05/2017
O D 11/05/2017
O D 11/05/2017
|| O D 11/05/2017 a
] O D11/05/2017 -
| 4|

Tutorial Figure 1-34: Create Standard Order: Overview Screen



A search box will appear. Enter *### into the “Search Term” field (where ### is your unique GBI Number). This is a
special wild card search that will bring back all of your customers. Make sure you are in the “Customer(general)”
tab.

4
Once you have entered *### into the “Search term” field click the at the bottom of the search window.

/ A: Customers (general) |'s: Customers per sales group ¢ X: Customers b...]] < /[»][T]
Search term i L
Country
Postal Code | |
City | |
Name { | :
Ectlon
Customer ( |

Maximum No. of Hits 500

i

ateria

<)

8

=
—

Tutorial Figure 1-35: Create Standard Order: Overview Screen — Customer Search



Click on Your DC Bikes Customer. Make sure the “Customer” Column shows your GBI Number as the last 3 digits.

[S Restrict Value Range (1) 25 Entries found x

S: Customers per sales group V“x: customers..)]| [+ /(]
\ &

Search term: 058

Cty” PostalCode City ‘Name 1 Customer

DE 04277 LEIPZIG DRAHTESEL 18058

DE 10999 BERLIN CAPITAL BIKES 16058

DE 17389 ANKLAM OSTSEERAD 21058

DE 20249 HAMBURG ALSTER CYCLING 14058

DE 22767 HAMBURG RED LIGHT BIKES 23058

DE 30629 HANNOVER CRUISER BIKES 17058

DE 39126 MAGDEBURG VELODOM 24058

DE 44784 BOCHUM FAHRPOTT 19058

DE 63263 NEU-ISENBURG ~ AIRPORT BIKES 13058

DE 69120 HEIDELBERG NECKARAD 20058

DE 70499 STUTTGART RADLELAND 22058

DE 81829 MUNCHEN BAVARIA BIKES 15058

us 02210 BOSTON BEANTOWN BIKES 5058

us 10014 NEW YORK CITY BIG APPLE BIKES 2058

Us 19073 PHILADELPHIA PHILLY BIKES 3058

Us 20003 WASHINGTON DC DC BIKES 11058

Us 30319 ATLANTA PEACHTREE BIKES 4058

US 48076 DETROIT MOTOWN BIKES 8058

US 49504 GRAND RAPIDS  FURNITURE CITY BIKES 7058

US 60515 CHICAGO WINDY CITY BIKES 6058

us 80207 DENVER ROCKY MOUNTAIN BIKES 1058

Us 92612 IRVINE SOCAL BIKES 9058

US 94304 PALO ALTO SILICON VALLEY BIKES 10058

US 98146 SEATTLE NORTHWEST BIKES 12058

uUSs 98595 WESTPORT TRAIL EXTREME 25186

Tutorial Figure 1-36: Create Standard Order: Overview Screen — Customer Search Results

or rejecti
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Step 1.3: Sales Order: Inputs

To complete the order we need to specify when the customer has requested to receive the bike and when we
received their order.

Type your PO Number and PO Date into the appropriate fields. Make sure you are in the “Sales” Tab.
Enter the following:

e PO Number:954###
e PO Date: Today’s Date

@ "«H @@ @ PO N0 0P

Create Standard Order: Overview
$3 & & | @ £ | List of sales orders

Standard Order Net value ‘ 0.00 | '
Sold-To Party 11058 @
Ship-To Party

PO Number loszz# PO Date 1171072017

_/ Sales | Itemoverview - Itemdetal | Ordering party | Procurement | Shipping - Reason for rejection |

Req. deliv.date bl [11/10/2017 Deliver.Plant
["]Complete div. Total Weight ‘ 0.000!
Delivery block ‘ ¥ Volume ‘ 0.000!
| PP — |
Biling block ‘ v Pricing Date 11/10/2017
| . |
Payment card ‘ [ ‘ Exp.date
Card Verif.Code
Payment terms
0 -

Incoterms

I

Tutorial Figure 1-37: Create Standard Order: Overview Screen — PO Number and PO Date



We need to set when the customer would like to receive the order.

Enter the following:

e Req. deliv.date: 1 Week From Today’s Date

Then click 0 to verify your inputs.

@ v«d @@ VLY HNE 0

Create Standard Order: Overview
#4 & & | @ £3 | List of sales orders

Standard Order Net value ’ 0.00 |usp |
Sold-To Party 1102 | DCBkes/ 1300 Pennsylvania Ave / Washington DC DC 20003  |[)]
Ship-To Party 11058 | DCBikes / 1300 Pennsylvania Ave / Washington DC DC 20003

PO Number 95058 |PO Date 11/10/2017)

_/ Sales [/Item overview Kltem detail (Ordering party (Procurement Vsh'pping (Reason for rejection |

Req. deliv.date  |p| [11/17/2017 Deliver.Plant [ |
[Complete div. Total Weight ' o.o000 |
Delivery block ' ~ | Volume ’ o.o00/ |
Biling block | ~ ! Pricing Date 11/10/2017|
Payment card ' [ ' Exp.date [ ]
Card Verf.Code | |
Payment terms looo1] Pay immediately w/o deduction
Incoterms OB/ Miami W -
All items
\Item Material _\'grder Quantity ‘Un \S \Description Customer Material Nui

!
M | Q 0
m

Tutorial Figure 1-38: Create Standard Order: Overview Screen — Requested Delivery Date



<
Click the button on the “Information” pop-up that will appear.

Create Standard Order: Overview
¢ | &5 & | @) £ | List of sales orders

Standard Order Net value ' 0.00 |usp |
Sold-To Party 110ss | DCBikes/ 1300 Pennsylvania Ave / Washington DCDC 20003 ([
Ship-To Party l110s2 | DC Bikes / 1300 Pennsylvania Ave / Washington DC DC 20003

PO Number 95058 PO Date 1171072017

ﬂykem overview Vltem detail YOrdering party YProcurement YSh'pp'ng YReason for rejection |

Req. delv.date D] [11/17/2017 Deliver.Plant ]

D complete dv. Total Weight ! 0.000/ |
Delivery block [ v | volume ’ 0.000 |
Biling block ' v | Pricing Date 1171072017

Payment card [ | Exp.date |

Card Verif.Code

Payment fE@W{sl=l]

19 r
Ii] LChange in invoice date: The biling date is
redetermined

Customer Material Numb

Tutorial Figure 1-39: Create Standard Order: Overview Screen — Change Invoice Date
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Click inside of the first cell in the “Material” Column. Then click the F4 key on your keyboard or click on the @

@ | "«H @@ DL N0 R

Create Standard Order: Overview
o | & & | @ £3 | List of sales orders

Standard Order Net value l 0.00 |usp |
Sold-To Party ll10ss | DCBikes/ 1300 Pennsylvania Ave / Washington DC DC 20003 [
Ship-To Party (110s2 | DCBies / 1300 Pennsylvania Ave / Washington DC DC 20003

PO Number l95058 |po Date 11/10/2017

Hltem overview Vltem detail l/Order'ng party VProcurement Ysh'pp'ng YReason for rejection |

Req. deliv.date BW 11/17/2017 Deliver.Plant

[")complete div. Total Weight l 0.000| |
Delivery block ! ¥ Volume l o.000/ |
Biling block ! ~ | Pricing Date 11/10/2017

!

Payment card I ‘ Exp.date
Card Verif.Code

Payment terms 0001 Pay immediately w/o deduction

Incoterms 'FoB| Miami ] -
All items
Item r|_Materia| _Lgder Quantity lUn ‘S |Descr'ption Customer Material Numb
|
I & 0
O
M

Tutorial Figure 1-40: Create Standard Order: Overview Screen — Material Column Select
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Click on the @ in the right hand corner of the Search window. Select “S: Sales material by description”

= sales document  Edit

(V] -

Goto  Extras

« *ae

Environment  System

Dhan S8 0w

Help

2

Create Standard Order: Overview

A: Material by old material number

Material description

® M: Material by description
A: Material by old material number

B¢ Language Key EN H: Sales material by general product hierarchy
Material ] K: Materials for class
— L: Material by material group —
N: Material by EAN (International Article Number)
Maximum No. of Hits 500 0: Materials by several classes
P: Material by product hierarchy
S: Sales material by description
laterial wi -ashion Flelds
i
| Material Numb ItCa |DGIP HL Itm DFirst date  |PInt |Batch
I D 11/07/2017
[ D 11/07/2017
I D 11/07/2017
T T ey D 11/07/2017
0 D 11/07/2017
| O D 11/07/2017
] O D 11/07/2017
[ ] 0 D 11/07/2017
[ O D 11/07/2017
I 0O D 11/07/2017
[ O D 11/07/2017
] O D 11/07/2017
[ O D 11/07/2017
B O D 11/07/2017
: O D 11/07/2017
<« [ «»

Tutorial Figure 1-41: Create Standard Order: Overview Screen — Material Search Change
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In the new search window verify the following:

e Sales Organization: UEOO
e  Distribution Channel: WH

Enter the following:

e  Material: PRTR1###

Click

when you have entered and verified the above.

O | “«H @@ Dhad S0 e

‘ Create Standard Order: Overview

[ Restrict Value Range (2)

// P: Material by product hierarchy

Material description [
p< Language Key EN
Sales Organization UEQD

™| pistribution Channel WH
Material (=] |
Maximum No. of Hits 500

]l

| — — —

Tz

, _—m—mm—

Tutorial Figure 1-42: Create Standard Order: Overview Screen — Material Search
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Double click on the Professional Touring Bike (Black) in the new screen with PRTR1058 being PRTR1###, where

##4# is your GBI Number.

54 [S Restrict Value Range (2) 1 Entry found

77p: Material by product hierarchy / S: Sales material by description m |I| |I| |§|
v

(v]BE)&) s 2el) |

Material description Language SOrg. DChl Material

[PROFESSIONAL TOURING BIKE (BLACK)] EN UEO0 WH PRTR1058 i
S<
S
sty
P

ction

—

L 3

Tutorial Figure 1-43: Create Standard Order: Overview Screen — Material Search Final Output
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Verify the “Material” column has PRTR1### from the previous search in the first row.

Enter the following:

e  Order Quantity: 10

(V] l«Bleae NN FE oW

Create Standard Order: Overview
4 &) & | @) £3 | List of sales orders
Standard Order Net value 3,200.00 |[USD

Sold-To Party 11058 DC Bikes / 1300 Pennsylvania Ave / Washington DC DC 20003 @

Ship-To Party 11058 DC Bikes / 1300 Pennsylvania Ave / Washington DC DC 20003
PO Number 95058 PO Date 11/10/2017

sales | Item overview Vltem detail \/Ordering party VProcurement Vsh'pp'ng l/Reason for rejection |

Req. deliv.date [o] m Deliver.Plant [ ]

[]Complete dlv. Total Weight [ 7,310/ |
Delivery block ¥ | Volume [ o.o00 |
Biling block ¥ | Pricing Date 11/11/2017

Payment card 1 ] Exp.date [ ]

Card Verf.Code | |
Payment terms [o001] Pay immediately w/o deduction
Incoterms |FoB Miami | :
All items
Item |Material |Order Quantity Jun 'S | Description | customer Material Numb ItCa |DGIP [HL Itm |D|First date  Pint |Batch ]
10 PRTR1058 ) lOJEA ["] Professional Touring Bike (black) TAN D 11/17/2017 MIOO -
O D 11/17/2017 -
«»

»

4

Tutorial Figure 1-44: Create Standard Order: Overview Screen — Material Quantity
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Click the button in the menu bar. This will verify all of your inputs.

Q| “«H ea@ = PO IS0 0%

Create Standard Order: Overview
o | & & | @) £2 | List of sales orders

Standard Order Net value l 32,000.00 |UsD |
Sold-To Party 1102 | DCBikes /1300 Pennsylvania Ave / Washington DC DC 20003  [[)]
Ship-To Party 1102 | DCBikes / 1300 Pennsylvania Ave / Washington DC DC 20003

PO Number lm |pO Date m

’Q/Item overview Yltem detail YOrder'ng party YProcurement Ysh'pp'ng YReason for rejection

Req. deliv.date m 11/17/2017 Deliver.Plant

["|Complete div. Total Weight l 73,100/ |
Delivery block | | Volume [ 0.000| 2
Biling block I | Pricing Date 11/10/2017

Payment card | ” | Exp.date
Card Verif.Code

Payment terms 0001/ Pay immediately w/o deduction

Incoterms 'FOB/| Miami | .
All tems
Item |Materia| ‘Order Quantity ‘Un ’S |Descr'ption ’Customer Material Num
10 PRTR1058 10EA [ ] Professional Touring Bike (black)

T =
|

! Q 0

O

Tutorial Figure 1-45: Create Standard Order: Overview Screen — Check Inputs
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Step 1.4: Save Sales Order

]
Click

to save your Sales Order.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Sales Order
Number. Please write down this Sales Order Number on your You Try It Document Tracking sheet under the

Sales Order row.

O | «Heae Dhan S0 o

Create Standard Order: Overview
43 | &) & | @ £3 | List of sales orders

Standard Order Net value 0.00 | |
Sold-To Party r| ql @
ship-To Party 1

PO Nurmber V |po Date ]

M Item overview Yltem detail YOrderhg party YProcurement YShipp‘ng kReas

Req. deliv.date [o| [11/10/2017 Deliver.Plant []

[~]Complete div. Total Weight [ 0.000/ |
Delivery block [ v | Volume [ 0.000/ |
Biling block ( | Pricing Date 11/10/2017

Payment card — 1 Exp.date [ ]

Card Verif.Code
Payment terms
Incoterms [

‘ All items
_Item ‘Material ‘Order Quantity ‘Un ‘S ‘Description C

O00000o0;o

Standard Order 669 has been saved

Tutorial Figure 1-46: Sales Order Save

Standard Order 669 has been saved

Tutorial Figure 1-47: Sales Order Document Number
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Once you have recorded your Sales Order, click on

to exit back to the SAP Easy Access Menu.

@ @ ~«Beq@e@ i N 0 0=

4 &) & @ 43 List of sales orders

Standard Order Net value | 0.00 | |
Sold-To Party |
Ship-To Party
PO Number |po Date 2
Item overview | Item detail |/ Ord Procurement Reason for rejection |
Req. delv.date  [p| [11/07/2017 Deliver.Plant ]
[]complete div. TotalWeight | o.000] |
Delivery block ~ | Volume 0.000/ |
Biling block ¥ Pricing Date 11/07/2017
Payment card H Exp.date
Card Verif.Code
paymentterms | |
Incoterms I ] :
| | Item |Order Quantity lun s b a Materil Numb ItCa |DGIP |HL Itm |D|First date  |PInt | Batch ]

<« [

D 11/07/2017
D 11/07/2017

a

-

e

Tutorial Figure 1-48: Exit to SAP Easy Access Menu
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STEP 2: CREATE OUTBOUND DELIVERY

The Professional Touring Bike (Black) has been manufactured through the production process so we will now
create an Outbound Delivery Document. This will result in shipping the Professional Touring Bike (Black) to our
customer. We need to create an Outbound Delivery Document to ship the order to our customer.

Navigation: SAP Menu > Logistics > Materials Management > Sales and Distribution > Shipping
and Transportation > Outbound Delivery > Create > Single Document > With Reference to Sales

Order

Enter the following:

e  Shipping Point: MIOO
e  Selection Date: 1 Month From Today
e Order: Your Sales Order

Then click 0 to verify your inputs.

o | v « Qe = HE 0%

Create Outbound Delivery with Order Reference

|\ with Order Reference  |[) W/o Order Reference | | (5> A& BT | 3 B2 &% P98 | Post Goods Issue

Shipping point MIO0O

' Sales order data
Selection date 12/10/2017

Order rm
From item Jd
]

To item

' Predefine delivery type
Delivery Type

Tutorial Figure 1-49: Create Outbound Delivery — Initial Screen
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Step 2.1: Save Outbound Delivery

Click E to save your Outbound Delivery.

O | «He@@ i HhadH FE0 o

Outbound Delivery Create: Overview
Cr T e o0 & 90 ¥ B S B3| Post Goods Issue

QOutbound deliv. Document Date 11/10/2017

Ship-To Party 11058 DC Bikes / 1300 Pennsylvania Ave / Washington DC DC 20003
~ Item Overview E/ Loading l/Transport l/Status Overview l/Goods Movement Data
Pick Date/Time 11717/2017] [00:0.) ovrlPickStatus 2l Not yet picked
Warehouse No. f—] OveralWMStatus [_] No WM trnsf ord reqd
~ Allltems
Itm  Materil Pint |SLoc Deliv. Qty Un |Picked Qty Un |Batch B..P|V/Stag. Date
10 PRTR1058 MIO0O0 10 EA EA DA 11/17/2017
T 'l—x
| Q L

L

L

1

Tutorial Figure 1-50: Create Outbound Delivery — Overview
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Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Outbound
Delivery Number. Please write down this Outbound Delivery Number on your You Try It Document Tracking

sheet under the Outbound Delivery row.

£
\

Once you have recorded your Outbound Delivery Number, click on @ to exit back to the SAP Easy Access Menu.

< v | « L LAY | L)
Create Outbound Delivery with Order Reference
ith Order Reference [ W/o Order Reference Rnen : %3 | Post Goods Issue
Shipping point MI00|  SP Miami
| Sales order data
Selection date [11/17/2017]
r7669| T\a
Order ‘ )
From item
To item ‘

Predefine delivery type
Delivery Type

Outbound Delivery 80000447 has been saved

Tutorial Figure 1-51: Create Outbound Delivery — Save

Outbound Delivery 80000447 has been saved
Tutorial Figure 1-52: Create Outbound Delivery — Document Number
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STEP 3: PICKING

We will now pick our materials from their Storage Location and ship them to our customer.

Navigation: SAP Menu > Logistics > Materials Management > Sales and Distribution > Shipping
and Transportation > Outbound Delivery > Change > Single Document

@

Verify Your Outdound Delivery Number. Click the button to change Your Outbound Delivery Document

@ | Y«H e@@ SHE 0N N PR o=
Change Outbound Delivery
& 17 By AT & s B8 Post Goods Issue

Outbound Delivery i_ QJ

Tutorial Figure 1-53: Change Outbound Delivery — Initial Screen
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Click on the “Picking” tab.
Enter the following:

e Picked Qty: 10
e Sloc: FGOO

-
Then click to save your Outbound Delivery.

o | "«H @@@ chHi HhadH A0 om

l Outbound Delivery 80000447 Change: Overview
W G 0. &9 @ % %% | Post Goods Issue

Outbound deliv. 80000447 Document Date 11/10/2017
Ship-To Party 11058 DC Bikes / 1300 Pennsylvania Ave / Washington DC DC 20003

" Item Overview m Loading VTransport Vsmtus Overview VGoods Movement Data |

Pick Date/Time l11/17/2017) |o00:0.] ovrlPickStatus A Not yet picked

Warehouse No. OveralWMStatus H No WM trnsf ord reqd

’ All Items
Im  Materal Pint lSLoch_eW. Qty Un | Picked Qty Un Batch B..P VS
10 PRTR1058 MI00 FGoo| & EA 10 EA [:]A 11

Tutorial Figure 1-54: Change Outbound Delivery — Picking
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Your Outbound Delivery has been saved and updated.

P
\

DO NOT click on @ to exit back to the SAP Easy Access Menu. Continue to the next step.

@ M Q@ HE @

Change Outbound Delivery
B3 B> &2 %2 | Post Goods Issue
I 7t
Outbound Delivery L80000447| Q

Qutbound Delivery 80000447 has been saved

Tutorial Figure 1-55: Change Outbound Delivery — Save
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STEP 4: POST GOODS ISSUE

Now we will Post the Goods Issue to the Outbound Delivery. Use the navigation below if you exited from the
previous step.

Navigation: SAP Menu > Logistics > Materials Management > Sales and Distribution > Shipping
and Transportation > Outbound Delivery > Change > Single Document

@

Verify Your Outdound Delivery Number. Click the button to change Your Outbound Delivery Document.

O | "«EH @@ = HE @

Change Outbound Delivery
% 017 B A" @ & 2| Post Goods Issue

Outbound Delivery Cm T_g]

Tutorial Figure 1-56: Change Outbound Delivery — Initial Screen

Click “Post Goods Issue”

© «B e@@ SHE DNAH T8 em

Outbound Delivery 80000447 Change: Overview
% BW B 0 &% % E o B2 | Post Goods Issue

Outbound deliv. 30000447 Document Date 11/10/2017
Ship-To Party 11058 DC Bikes / 1300 Pennsylvania Ave / Washington DC DC 20003
___Item Overview i Loading  Transport | Status Overview | Goods Movement Data |
Pick Date/Time 11/17/2017, |00:0.. OvrlPickStatus H Fully picked
Warehouse No. ﬁ OveralWMStatus m No WM trnsf ord reqd
| Alltems
Itm | Materil Pint |SLoc Delv. Qty {un |picked Qty lun |Batch B../p|v/stag. Date |
10 PRTR1058 MI00 FGOO 10 EA 10 EA Dc 11/17/2017
— :

Tutorial Figure 1-57: Change Outbound Delivery — Post Goods Issue
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Your Outbound Delivery has been saved and updated.

-
\

Click on @ to exit back to the SAP Easy Access Menu.

@ v« L LAY HE 0%

Change Outbound Delivery
8 S Br RS E | @ % | Post Goods Issue
I =
Outbound Delivery I_8000044'7 J

Outbound Delivery 80000447 has been saved

Tutorial Figure 1-58: Change Outbound Delivery — Update
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STEP 5: CREATE BILLING DOCUMENT

We have issued the materials to our customer. Now we must create a Billing Document so that we can charge our
customer for their order.

Navigation: SAP Menu > Logistics > Sales and Distribution > Billing > Billing Document > Create

Verify that Your Outbound Delivery Document is displayed then click E to save your Billing Document.

@ | F«B ea® Sin fnod  fR o

Create Billing Document
& & paBiling due st  jaBiling document overview A2 [)Selection st & B

Default data

Biling Type [ '] Serv.rendered
Biling Date Pricing Date

~ Docs to be processed \
Document Item [SD document categ. Processing status ]Bi 111
80000447 -

B aa—— <

Tutorial Figure 1-59: Create Billing Document — Initial Screen
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Step 5.1: Save Billing Document

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Billing Document Number. Please write down this Billing
Document Number on your You Try It Document Tracking sheet under the Billing Document row.

I/->
Once you have recorded your Billing Document Number, click on @ to exit back to the SAP Easy Access Menu.

@ “«H @@ DNOAH FE 0w

Create Billing Document
& & LaBiling due st 4ABiling document overview Blselection st & B

Default data
Biling Type v Serv.rendered
Biling Date Pricing Date

Docs to be processed
Document Item SD document cateq. Processing status gili T

reoooounl -‘Q -
- -

v

Document 90000356 has been saved

Tutorial Figure 1-60: Billing Document — Save

Document 90000356 has been saved

Tutorial Figure 1-61: Billing Document — Save
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STEP 6: VIEW BILLING DOCUMENT

We have issued the Billing Document to our customer. Now we must check the amount that the customer owes us
for the 10 Professional Touring Bike (Black).

Navigation: SAP Menu > Logistics > Sales and Distribution > Billing > Billing Document > Display

Verify Your Outdound Delivery Number. Click the Q button to display the document.

Q | "J«BEle@@ 2R DDA PR Iew
Display Billing Document
& [ & LaBiing items  jAAccounting g (@

I r "
Biling document  |8000035¢] Ql

More Search Criteria

Document Number
Company Code
Fiscal Year

Reference [ ]

() Search |

Tutorial Figure 1-62: Billing Document — Display
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Step 6.1: View Billing Document Net Value

Based on the document below, it costs us 15,000.00 to manufacture the Professional Touring Bike (Black). The

“net value” shows the cost that will be charged to the customer for the Professional Touring Bike (Black). The

customer will pay us 32,000.00.

© M RO@ DHhaHn HE0 o

Invoice 90000356 (F2) Display: Overview of Billing Items

[F> AAAccounting [iii Biling documents (&)

Ly At
I[nvoice '_‘90000356 Net Value 32,000.00 |USD
Payer 11058 DC Bikes / 1300 Pennsylvania Ave / Washington DCD..
Biling Date 11/10/2017 £
Bl Item Description Billed Quantity SU Net value Material Cost Tax amount
32,000.00 PRTR1058 15,000.00 0.00

10 Professional Touring Bike (black 10EA

Tutorial Figure 1-63: Billing Document — Your Billing Document View
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STEP 7: POST PAYMENT FROM CUSTOMER

We have issued the Billing Document to the customer. Now we will process their payment. From the previous step

we know the customer will pay us 32,000.00.

Navigation: SAP Menu > Accounting > Financial Accounting > Accounts Receivable > Document

Entry > Incoming Payments

Enter the following:

e Document Date: Today’s Date
e  Posting Date: Today’s Date

e  Account: 100000

e Amount: 32,000.00

e Account: 11###

O | "l«H @@= » S em
’ Post Incoming Payments: Header Data

Process Open Items

g

Document Date 11/10/2017| Type @ Company Code Usoo

Posting Date 11/10/2017 Period @ Currency/Rate SD :]
Document Number [ﬁ Translation dte
Reference Cross-CCode No.

[=}

—

Doc.Header Text | | Trading part.BA D
Clearing text , ]

Bank data

Account 100000 Business Area | |

Amount 32000.00 Amt.in loc.cur.

Bank charges LC bank charges

Value date 11/10/2017 Profit Center

Text [ ]Assignment { ]

Open item selection Additional selections

Account 11#4# (®)None

Account type @ ["]other accounts () Amount

Special G/L ind [v]Standard OIs () Document Number

Pmnt advice no. () Posting Date

[_|Distribute by age (Dunning Area

[") Automatic search () 0thers

Tutorial Figure 1-64: Post Incoming Payments — Header
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The following screen will appear. Verify the "Amount entered" and "Assigned" are both the same number. Also,

verify the “Not Assigned” is 0.00.

O | i« e@@ =i Hhad P90 om

‘ Post Incoming Payments Process open items

Ja [# Distribute Difference  Charge Off Difference & Editing Options & Cash Disc. Due

Mhrﬁal Pmt . Res.ltems . WH Tax |

] Account items 11058 DC Bikes

Document... D.. Document... P.. Bu... Da... USD Gross 'I_cashnscount _\‘CDPer. |
90000356 RV 11/10/2017 01 0 32,000.00 | |

1« )

@]{@ Amo...| [#5 Gross<... |5 currency | [ ttems #° ttems | | Disc. | Disc. |

Processing Status

Number of items 1 Amount entered ( 32,000.00 |
Display from item 1 Assigned ( 32,000.00 |
Reason code [ ] Difference postings [ ]
Display in clearing currency Not assigned ( 0.00 |

Tutorial Figure 1-65: Post Incoming Payments — Complete
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Step 7.1: Save Incoming Payment

]
Once you have verified “Not Assigned” is 0.00 then click to save your Incoming Payment Document.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Incoming Payment Number. Please write down this Incoming

Payment Number on your You Try It Document Tracking sheet under the Incoming Payment row.

-
\

Once you have recorded your Incoming Payment Number, click on to exit back to the SAP Easy Access Menu.

o «H e@@ HE

Post Incoming Payments: Header Data

Process Open Items

Document Date r_|
Posting Date
Document Number
Reference

11/10/2017

= )
Type DZ

Period 11

Doc.Header Text

Company Code usao)|
Currency/Rate USD
Translation dte
Cross-CCode No.
Trading part.BA

Clearing text
Bank data

Account ~

Amount
Bank charges
Value date

11/10/2017

Text

Open item selection
Account

Account type D
Special G/L ind
Pmnt advice no.

[ Distribute by age
[ Automatic search

__|Other accounts

[vStandard OIs

Business Area
Amt.in loc.cur.
LC bank charges
Profit Center
Assignment

Additional selections
(®)None
() Amount
") Document Number
") Posting Date
() Dunning Area
") Others

Document 1400000307 was posted in company code US00

Tutorial Figure 1-66: Post Incoming Payments — Save

Document 1400000307 was posted in company code US00

Tutorial Figure 1-67: Post Incoming Payments — Document Number
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

Tutorial Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



TUTORIAL SCENARIO

A customer has sent a request to purchase a Deluxe Touring Bike (Silver) that we need to fill. We need to process
the customer’s order and enter it into our system as a Sales Order. After the Sales Order has been entered into
SAP, we will need to procure the raw materials needed to make the Deluxe Touring Bike (Silver) from a vendor.
Once the raw materials have been received into our inventory, we can then produce the Deluxe Touring Bike
(Silver). After production has been completed, we will move the bike to our Miami plant so we can fulfill the order
and ship the bike to the customer. Finally, we will process the customer’s payment.

Procure . .

Tutorial Figure 2-0: End to End Process

TUTORIAL 2: PROCURE TRADING GOODS FROM A VENDOR

We have finished creating the customer’s Sales Order. Now we must procure the raw materials from a vendor so

that we can manufacture the Deluxe Touring Bike (Silver). We will skip the Purchase Requisition step. This step is
used as an internal request to purchase. We will also skip vendor selection since we know the vendor we will use.
We will create a Purchase Order to request materials from our vendor. We will then receive the materials into our
inventory and pay our vendor.

Purchase Goods
Order Receipt

Purchase Vendor .
Invoice Payment

Requisition Selection

Tutorial Figure 2-1: Procurement Process



STEP 1: CREATE A PURCHASE ORDER WITH "VENDOR/SUPPLYING PLANT KNOWN"

We will now create a Purchase Order to request materials from our vendor, Space Bike Composites.

Purchase Vendor Purchase Goods

Requisition Selection Order Receipt LSles el

Tutorial Figure 2-2: Procurement Process — Purchase Order

Navigation: SAP Menu > Logistics > Materials Management > Purchasing > Purchase Order >
Create > Vendor/Supplying Plant Known

(V] «Hle@@ 2R DDhoaN T8 e
SAP Easy Access
RE| &V | v a

+ [ Favorites -
~ [ SAP Menu bt

» [ GBI Transactions

» [ office

» [ cross-Application Components

~ [ Logistics

~ [ Materials
~ [ Purchasing
~ [ Purchase Order

v B o
0 % Vendor/Supplying Plant Knownl
G Vendor Unknown

* @ Via Requisition Assignment List
+ @ Automatically via Purchase Requisitions

+ @ Change

+ @ Display

+ @ Maintain Supplement

+ @ Mass Maintenance

» [ Release

» [ List Displays

» [ Reporting

» [ Inbound Delivery

» [ Follow-On Functions

» [ Messages

Tutorial Figure 2-3: Create Purchase Order Menu Tree



Step 1.1: Search For Vendor
In the “Create Purchase Order” Screen we want to search for the vendor.

Click inside the “Vendor” field and click the F4 key on your keyboard or click on the al,

V] l«B eqe@ =i 80 o™
Create Purchase Order

Document Overview On | [) [fJ Hold &® | (5)Print Preview  Messages [i] Z7Personal Setting

@ Standard PO v | vendor ﬁ c.date  [11/07/2017]
)

Delivery/Invoice |~ Conditions Texts Address Communication - Partners Additional Data 0Org. Data Status \

User Interface for the purch. Org.
Purchase Order

Three screen areas, which
can be expanded and Company Code
collapsed individually,

allow you to determine

which data is displayed.

Purch. Group

Faulty items
You can process system
messages directly or
collect them for
subsequent processing.

A 1 Material Short Text PO Quantity 0... C Deliv. Date  Net Price Curr... Per

|@
)

JOOOOOC00e

Further functions

e Self-Definable
Document Overview

e Fast and
Straightforward
Access to Relevant
Data

e Put Incomplete

Tutorial Figure 2-4: Create Purchase Order — Vendor Field Select

0... Matl Group  Pint

Stor. Location BT



Enter the following:

e Search Term: *#it#t (where ### is your GBI Number) into the “Search Term” field.

9 | «Blee@ iR DNANINDI 0D

Document Overview On | [ [fJ Hold &% | @Print Preview Messages [i] &7 Personal Setting

[ Restrict Value Range (1) x
Standard PO
| Header I: Vendors by Country/Company Code ‘Kk:vend...|| [/
h B 5. Itm lA Search term @ m ...IPef O

Country [ ]

postl Code —

oty [ ]
Name I I

vendor —

Maximum No. of Hits

C2/8 ()

Tutorial Figure 2-5: Create Purchase Order — Vendor Search



In the next screen we will select the “Space Bike Composites” vendor. Make sure the number in the “Vendor”

column ends with your GBI Number as the last 3 digits.

[= Restrict Value Range (1) 24 Entries found

A: Vendors (General) | I: Vendors by Country/Company Code Kkve...]] (<[]
\
ERGR RS
Search term: 058
Cty” PostalCode City Name 1 Vendor
DE 01069 DRESDEN SACHSEN STAHL AG 123058
DE 24149 SANDKRUG SHELL GEAR 121058
DE 33647 BIELEFELD PYRAMID BIKING 114058
DE 39120 BRAUNSCHWEIG BURGMEISTER ZUBEHOR OHG 113058
DE 50737 KOLN COLOGNE BIKE SUPPLIES 122058
DE 68167 MANNHEIM FLAT TIRE AND MORE 116058
DE 74080 HEILBRONN THICK SPOKE 119058
DE 76228 KARLSRUHE GUMMI SCHULTZE 117058
DE 80331 MUNCHEN RUN & FUN 124058
DE 86391 AUGSBURG LOHSE SCHRAUBE 118058
DE 97070 WURZBURG MAIN CARBON 120058
4DE 99099 ERFURT ABS BRAKES GMBH 115058
4US 19341 GRAND RAPIDS RAPIDS NUTS N BOLTS 108058
us 22102 MCLEAN SPY GEAR 107058
RUS 30319 ATLANTA OLYMPIC PROTECTIVE GEAR 101058
Us 33126 MIAMI FUN N THE SUN SEATS N BAR 110058
US 45202 CINCINNATI BOOMTOWN TIRE & WHEEL 102058
US 54601 LACROSSE NIGHT RIDER ALUMINUM PROD 106058
Us 75039 IRVING DALLAS BIKE BASICS 103058
US 77042 HOUSTON SPACE BIKE COMPOSITES 105058
US 85251 SCOTTSDALE  SUNNY SIDE UP TIRE 111058
US 88837 EDISON LIGHTBULB ACCESSORY KITS 104058
Us 92011 CARLSBAD REDWOOD KITS 112058
Us 97223 PORTLAND GREEN BLAZERS SEATS 109058

Tutorial Figure 2-6: Create Purchase Order — Vendor Selection

mmunication
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Step 1.2: Expand Item Overview

Expand the “Item Overview” section by clicking on

Q | v Re@® =i T e
Create Purchase Order

Document Overview On | [ [y Hold &® | @)Print Preview Messages [i] &Personal Setting

| standard PO ~] Vendor 107058 Spy Gear | Doc. date  [11/05/2017
_____ E Delivery/Invoice | Conditions | Texts tAddress t/Cornmuniaﬁon k’Partners t'/Addiﬁonal Data_// Org. Data ksm:us

—————————————— R—
User Interface for the Purch. Org. US00| GBIUS
Purchase Order

Purch. Group [woo]  North America
Three screen areas, which .
can be expanded and Company Code US00| Global Bike Inc.

collapsed individually,
allow you to determine
which data is displayed.

Faulty items
You can process system

messages directly or
collect them for I.Item Overview I
Item [New Item v (4]

Further functions

Self-Definable

Document Overview

Fast and

Straightforward

Access to Relevant

Data

e Put Incomplete
Purchase Orders "On
Hold"

e Copy or Convert

Documents into

Purchase Orders

Fast Change

Maintain Personal

Settings

Enter Account

Assignment

e Display Release

Strategy

Invoke Print Preview

Direct from Purchase

Order

Further Information

For more information about
the business background,
see Help -> Application
Help.

Tutorial Figure 2-7: Create Purchase Order — Item Overview Not Expanded



Step 1.3: Enter Purchase Organization, Purchasing Group and Company Code

Now enter the Purchase Organization, Purchasing Group and Company Code. These fields are part of our

company’s organization structure. They indicate what part of our organization will be procuring and paying for the

materials.

Enter the following into the screen. Make sure you are on the Org Data tab.

e  Purchase Organization: US00
e Purchasing Group: NOO
e Company Code: US00

() «B @@ S Ao em
Create Purchase Order

Document Overview On D —ﬁ' Hold &% @Pn’nt Preview Messages [i] g—§|PersonaI Setting

[¢=Back |[= Forward |[Edlciose | [{] standard o - Vendor (0000107058 | Doc.date |11/05/2017)

_____ @ Delivery/Invoice |~ Conditions | Texts |  Address .~ Communication | Partners |~ Additional Data l Org. Data I

Status

User Interface for the Purch. Org. Uso0§ GBI US
Purchase Order .

. Purch. Group NOO| § North America
Three screen areas, which
can be expanded and Company Code US00 | Global Bike Inc.
collapsed individually,
allow you to determine
which data is displayed.

Faulty items

You can process system
messages directly or
collect them for
subsequent processing. ]

Further functions

e Self-Definable
Document Overview

e Fast and
Straightforward
Access to Relevant
Data

@
OO0 e
5

Tutorial Figure 2-8: Create Purchase Order — Org Data

A 1 Material Short Text PO Quantity 0... C Deliv. Date  Net Price Curr... Per



Click the button in the menu bar to verify your Org Data inputs.

= S8 o™

Create Purchase Order

Document Overview On | [ [§ Hold &% | (3)Print Preview  Messages [i] & Personal Setting

= Forward ][l close | (] Standard PO v | vendor 0000107058 Doc. date  [11/05/2017

,,,,, '5] _ Delvery/nvoice Addtional Data

User Interface for the Purch. Org. US00| GBIUS
Purchase Orde .
Thm se * N Purch. Group NOO|  North America

ree screen areas, which
can be expanded and Company Code Us00| Global Bike Inc.
collapsed individually,
allow you to determine
which data is displayed.
Faulty items
You can process system
messages directly or
collect them for == S..‘ltm ‘A ‘l \Material Short Text ‘PO Quantity ‘OWMDeW. Date  Net Price ‘Curr.A.‘Per ‘o...‘Maﬂ Group | Pint Stor. Location

subsequent processing.

Further functions

Self-Definable
Document Overview
Fast and
Straightforward
Access to Relevant
Data

Put Incomplete
Purchase Orders "On
Hold"

e Copy or Convert
Documents into
Purchase Orders
Fast Change
Maintain Personal
Settings

Enter Account
Assignment

e Display Release
Strategy

Invoke Print Preview
Direct from Purchase
Order

e Further Information

OO0 OOO0OO0a

For more information about
the business background,
see Help -> Application
Help.

I Default Values H Addl Planning

@ Item [New Item = BE]

Tutorial Figure 2-9: Create Purchase Order — Verify Org Data
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Step 1.4: Enter Materials Into The Purchase Order

Now enter the materials we want to procure from Space Bike Composites. We want to procure all necessary
materials needed to build our Deluxe Touring Bike (Silver). We will start by searching for Touring Frame-Silver.

[
Click inside the first cell in the "Material" column. Then click the F4 key on your keyboard or click on the QU

(= purchase Order Edit Goto Environment System Help

9 | “l«H ea® =i HE 0%
Create Purchase Order

Document Overview On D Fﬁ Hold 67'3 @Print Preview Messages \1] lQﬂpersonal Setting

1

[&Back |[= Forward |[Eciose | Vv Standard PO v | vendor 107058 Spy Ge
E Delivery/Invoice  Conditions  Texts  Address |~ Communicatio

User Interface for the Purch. Org. Usoo. GBI US
Purchase Order | S

X Purch. Group N0O| North America
Three screen areas, which
can be expanded and Company Code US00 Global Bike Inc.

collapsed individually,
allow you to determine
which data is displayed.

Faulty items
You can process system
messages directly or

collect them for 5 S..Itm A I Materil Short Text PO Quantity
subsequent processing. ‘_‘D
i

Further functions b
} o

e Self-Definable

Tutorial Figure 2-10: Create Purchase Order — Materials Search
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=]

We will search using “Material By Material Type”. Click on the == in the right-hand corner of the Search window.
Select “T: Material By Material Type”.

%

I A l«Bea@ 2 Ll
Create Purchase Order

Document Overview On | [) IfJ Hold &% | @)Print Preview  Messages [i] & Personal Setting

(= Forward |[EClose |

 Standard PO - | vendor (107058 Spy Gear Doc. date  [11/05/2017)

———————
T Interf for th N
P:er nterface for the 1 ®  M: Material Number/Material Description
rchase Order d Material description ] |

Three screen areas, which 9 (% a A: Material by old material number
can be expanded and Language Key EN B: Material by bill of material
collapsed individually,

. — .
allow you to determine Material C: Material transferred from CAD system
which data is displayed. E: Competitive product by competitor

F: Production Resources/ Tools by Description/PRT Grouping
Faulty items o0 ]
500 | :

You can process system Mamum No. of Hiits H: Sales material by general product hierarchy
messages directly or = I: Material by vendor's material number
collect them for E 5 J: Material by material category L

subsequent processing. K: Materials for cla:
: Materials for ciass

L: Material by material group
N: Material by EAN (International Article Number)
0: Materials by several classes

Further functions

e Self-Definable
Document Overview
Fast and
Straightforward
Zccess to Relevant
Data
Put Incomplete
Purchase Orders "On
Hold!
e Copy or Convert
Documents into
Purchase Orders
Fast Change
Maintain Personal
Settings
Enter Account
Assignment
e Display Release
Strategy

P: Material by product hierarchy
R: Material by task list

S: Sales material by description
T: Material by Material Type

W: Plant Material by Description

X: Material by Characteristic Value

G: Search Help for Manufacturer Part Number

U: Search Help for Manufacturer Part Number with AMPL

Z: Material for International Article Numbers: Vendor-Specific

I ALl v v
]DDDDD[:II:IE

7: Excise Duty Material for Description
UsD
UsD

Tutorial Figure 2-11: Create Purchase Order — Material Search By Material Type
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Enter the following information into the fields:

e Material: *#tt

Q | “l«H e@@ = HE 0%
’ Create Purchase Order

Document Overview On | [ [y Hold &© | @3)Print Preview Messages [i] & Personal Setting

(] Standard PO | | Vendor [ | Doc.date [11/07/2017
E [ Material number (1) W 0rc =
//S: Sales material by description

Material Type D{:}:@

Material description l

Language Key B e
Material e |

Haximum Ho. of Hits 1500 | [_ curr...|per  |0...|Matl Grou

Tutorial Figure 2-12: Create Purchase Order — Materials Search Input
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The following search results will be displayed in the next window. We want to procure Touring Frame-Silver.

We see that our Touring Frame-Silver has the Material number TRFR2###, where ### is your unique GBI number.

In the screenshot below 058 would be replaced by your GBI Number.

Click on the Touring Frame-Silver entry.

Material description
REPAIR KIT

ROAD HELMET
T-SHIRT

WATER BOTTLE
WATER BOTTLE CAGE

058 PRODUCT GROUP BICYCLES

058 PRODUCT GROUP DELUXE TOURING BICYCLE
058 PRODUCT GROUP OFFROAD BICYCLES

058 PRODUCT GROUP PROFESSIONAL TOURING
058 PRODUCT GROUP TOURING

BRAKE KIT

CARBON COMPOSITE WHEEL

CHAIN

CIRCULATION FAN FILTER

DERAILLEUR GEAR ASSEMBLY

HEX NUT 5 MM

LOCK WASHER 5 MM

MEN'S OFF ROAD FRAME

OFF ROAD ALUMINUM WHEEL

OFF ROAD HANDLE BAR

OFF ROAD SEAT KIT

OFF ROAD TIRE

OFF ROAD TUBE

PACKAGING

PEDAL ASSEMBLY

SOCKET HEAD BOLT 5X20MM

TOURING ALUMINUM WHEEL

TOURING FRAME-BLACK

TOURING FRAME-RED

Language Material

EN

TOURING FRAME-SILVER

RKIT1058
RHMT1058
SHRT1058
BOTL1058
CAGE1058
PG-BIKEOS8
PG-DXTR058
PG-ORBK058
PG-PRTR058
PG-TRBK058
BRKT1058
CCWH1058
CHAN1058
FLTR1058
DGAM1058
HXNT1058
LWSH1058
OFFR1058
ORWH1058
ORHB1058
ORSK1058
ORTR1058
ORTB1058
PCKG1058
PEDL1058
BOLT1058
TRWH1058
TRFR1058
TRFR3058
TRFR2058

TOURING HANDLE BAR
TOURING SEAT KIT
TOURING TIRE
TOURING TUBE

TRHB1058
TRSK1058
TRTR1058
TRTB1058

Tutorial Figure 2-13: Create Purchase Order — Materials Selection

14

/09/2017

iorq. Data | Status

Usb
Usb
UsD
UsD
UsD
UsD
UsD
UsD
UsD
UsD
UsD
UsD
UsD
Usb

Curr...

Per

0... Matl Group |Pint

Stor



The Touring Frame-Silver material number is now displayed in the first row of the "Material" column.

Q| «H e@® =/ 8 0%

| Create Purchase Order

[ ' Hold &% | @)Print Preview  Messages [il 57 Personal Setting

17| standard PO | | vendor 1105058 Space Bike Composites | Doc. date  |11/03/2017

= Delivery/Invoice | Conditions | Texts |  Address | Communication | Partners .~ Additional Data . Org. Data | Status

Document Overview On

Purch. Org. US00| GBIUS
Purch. Group NOO'  North America

Company Code US00| Global Bike Inc.

"S|R/s.tm A |1 Materal Short Text PO Quantity 0.../C Delv. Date | Net Price curr... Per ¢
[] Immzoss UsD
USD

]
[ ] usD

1

Tutorial Figure 2-14: Create Purchase Order — Materials Search Results
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Now enter the following Materials into the next rows of the “Material” column. We know the material numbers
from the previous search.

We will complete the Purchase Order by typing in the PO Quantity, Delivery Date, Net Price, Currency and Plant.

The PO Quantity is the quantity of the goods that we want from our vendor. The Delivery Date is the requested
date we want to receive the order. The Net Price is the price it will cost us to buy each material. Currency is the
currency we wish to pay in. Since SAP can support many different currencies, we must specify the type of currency.

The plant is the location we wish to receive the material in.

Enter the following:

Material PO Quantity Deliv. Date Net Price Currency Pint

TRFR2### 1 2 Weeks From 200.00 usD DLOO
Today

DGAM1## 1 2 Weeks From 75.00 usD DLOO
Today

TRSK1H## 1 2 Weeks From 50.00 usD DLOO
Today

TRHB1### 1 2 Weeks From 25.00 usD DLOO
Today

PEDL1### 1 2 Weeks From 45.00 usD DLOO
Today

CHAN1H#HHH 1 2 Weeks From 10.00 usD DLOO
Today

BRKT1### 1 2 Weeks From 70.00 usD DLOO
Today

WDOC1### 1 2 Weeks From 1.00 usD DLOO
Today

PCKG1### 1 2 Weeks From 3.50 usD DLOO
Today

Tutorial Figure 2-15: Create Purchase Order — Materials Needed For Purchase Order
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Enter in all values from the table above (Tutorial Figure 2-15). Your table should look like the figure below. To
expand the table click on the “Item Detail” button to collapse “Item Detail”

O | «Bea® &M A e=m
Create Purchase Order

Document Overview On D fﬁ Hold &% @Print Preview Messages [i] §—£|Personal Setting

Tl e ——— T - - : =
\rv| Standard PO v Vendor 105058 Space Bike Composites Doc. date  |11/09/2017
=] Delivery/Invoice | Conditions | Texts | Address | Communication | Partners . Additional Data /(Org. Data | Status |

Purch. Org. US00 GBIUS
Purch. Group N0O|  North America

Company Code US00| Global Bike Inc.

E It S..Itm A I I_Material _'Sjort Text PO Quantity 0... C Deliv. Date  Net Price Curr... Per O... Matl Group  Pint
(] rerzosy Q) 1 11/21/2017 200.00USD DLOO
[ ] DGAM1058 1 11/21/2017 75.00USD DLOO
L] TRSK1058 1 11/21/2017 50.00USD DLOO
7:] TRHBLOSE 1 11/21/2017 25.00USD DLOO
L] PEDL1058 1 11/21/2017 45.00USD DLOO
7:] CHAN10SE 1 11/21/2017 10.00USD DLOO
] BRKT1058 1 11/21/2017 70.00USD DLOO
L] WDOC1058 1 11/21/2017 1.00USD DLOO
[ ] PCKG1058 1 11/21/2017 3.50USD DLOO
] USD

Tutorial Figure 2-16: Create Purchase Order — Materials
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Expand “Item Details” and click the button in the menu bar to verify your inputs.

Notice the green boxes below. Make sure you do not have any errors or cautions in the status bar. Errors will
appear at the bottom of the screen if you have any.

-—v‘ «<H ea@ 26 al
[ .| Create Purchase Order

Document Overview On D fﬁ Hold &® @Pr'nt Preview Messages [il fﬂPersonaISett'ng

(@h-

[{m7] Standard PO ~| | vendor 105058 Space Bke Compostes | Doc. date  [11/07/2017
E _ Delivery/Invoice YConditions YText: VAddres VCommuniGtion YPartners YAddkionalData / 0Org. Data l/Status |

Purch. Org. US00| GBIUS
Purch. Group NOO|  North America

Company Code US00| Global Bike Inc.

E E’\S..\Itm A 1 |Material Short Text [P0 Quantity 10...\C Deliv. Date  Net Price cur... \Per

|0... Matl Group | Pint Stor. Location
20 TRFR2058 Touring Frame-Silver 1EA D 11/21/2017 200.00USD 1 EA Raw MaterialsPlant Dallas
E]so DGAM1058 Derailleur Gear Assembly 1EA D 11/21/2017 75.00USD 1 EA Raw MaterialsPlant Dallas
E]w TRSK1053 Touring Seat Kit 1EA D 11/21/2017 50.00USD 1 EA Raw MaterialsPlant Dallas
E]so TRHB1053 Touring Handle Bar 1EA D 11/21/2017 25.00USD 1 EA Raw MaterialsPlant Dallas -
[ Jeo PEDL1058 Pedal Assembly 1EA D11/21/2017 45.00USD 1 EA Raw MaterialsPlant Dallas 2
«» «»
& N [E \g | Defautt values | [ AddiPlnning |
em [ 90 T WDOC1058 , Warranty Document v [a]+]
Material Data t Quantities/Weights t Delivery Schedule t Delivery t Invoice /* Conditions | Texts Delivery Address Confirmations VCondﬂ:ion Control VRetaiI I
Quantity 1Ea | Net [ 1.00 |usp |
| Pricing Elements
N../CnTy Name Amount Crcy |per U...|Condition value Curr. | Status/Num... |OUn |CCon... \Un Condition value CdCur ... | @
[@ pBXX Gross Price 1.00 USD 1EA 1.00 USD 1EA 1EA 0.00 O
Net value incl. disc 1.00 USD 1EA 1.00 USD 1EA 1EA 0.00 O
[ nav Non-Deductible Tax 0.00 USD 0.00 USD 0 0 0.00 V!
Net value incl. tax 1.00 USD 1EA 1.00 USD 1EA 1EA 0.00 O
[E sKTO Cash Discount 0.000 % 0.00 USD 0 0 0.00 =]
Actual price 1.00 USD 1EA 1.00 USD 1EA 1EA 0.00 0O
[EwoTB OTB Procurement 1.00 USD 1EA 1.00 USD 1EA 1EA 0.00 V! -
I 0 -
‘ | «»

@Eﬂ&ﬂ Condition rec. I Anatysisl

Tutorial Figure 2-17: Create Purchase Order — Check and Verify
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Step 1.5: Save Purchase Order

]
Click

to save your Purchase Order.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Standard PO

Number. This will serve as your Purchase Order Number. Please write down this Standard PO Number on your

Tutorial Document Tracking sheet under the Purchase Order row.

o -{Hlece i TR ew
Create Purchase Order
Document Overview On | [) 'Y Hold &© | (3)Print Preview Messages [i] S7Personal Setting

T S ——— o750
Standard PO v Vendor ‘ | Doc.date [11/07/2017

Delivery/Invoice | Conditions YTexts YAddres }/Corrmunication }/Partners YAdditionaI Data / Org. Data }Status |

Purch. Org. [ ]
Purch. Group []
Company Code []
§ S.Itm A I Material Short Text PO Quantity 0... C Deliv. Date  Net Price Curr... Per 0... Matl Group PInt
N
an
an
an
an
an
an
an
an
an
an
an
an
an
an
an
an
an
an
an
an
an
LJ
] =]
BEE \:HZ\ (&) [ Defautt values | [ Addl Planning
@Item [New Ttem = E]E]

I (¥ standard PO created under the number 4500000750 I

Tutorial Figure 2-18: Purchase Order Saved

Standard PO created under the number 4500000750

Tutorial Figure 2-19: Purchase Order Number

19
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Once you have recorded your Purchase Order Number, click on to exit back to the SAP Easy Access Menu.

8 o™

Create Purchase Order

Document Overview On  [) '} Hold &© ' @JPrint Preview Messages [i] &7 Personal Setting

' Vendor Doc. date  [11/05/2017

__Delivery/Invoice ~ Conditions Texts - Address Communication Partners |/~ Additional Data Status

User Interface for the Purch. Org.

Purchase Order : Purch. Group []
Three screen areas, which

can be expanded and Company Code
collapsed individually,

allow you to determine

which data is displayed.

Faulty items
You can process system
messages directly or
collect them for
subsequent processing.

EEE

=
=
I
=
=
=
=
I

=
=
=
I
=
I
=
I
=
I
=
I
L

Ltm A |1 |Materal |Short Text PO Quantity 0... C|Deliv. Date  Net Price curr... Per 0. Mati Group | Pint Stor. Loc

Further functions

Self-Definable

Document Overview

Fast and

Straightforward

Access to Relevant

Data

e Put Incomplete
Purchase Orders "On
Hold"

e Copy or Convert

Documents into

Purchase Orders

Fast Change

Maintain Personal

Settings

Enter Account

Assignment

Display Release

Strategy

Invoke Print Preview

Direct from Purchase

Order

Further Information

IS EEEEEEEEEEEEEEN

For more information about
the business background,
see Help -> Application
Help.

[ Default Values H Addl Planning

Item [New Ttem v [EB

Standard PO created under the number 4500000746

Tutorial Figure 2-20: Exit to SAP Easy Access Menu
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STEP 2: COMPLETE GOODS RECEIPT

After we create the Purchase Order, our vendor will be notified that they need to ship material to us. When Space
Bike Composites ships the material to us, we must receive it into our inventory. A Goods Receipt will allow us to
receive the goods into our inventory from Space Bike Composites.

Purchase Vendor Purchase

Requisition Selection Order e E2 PERTCIE

Tutorial Figure 2-21: Procurement Process — Goods Receipt

Navigation: SAP Menu > Logistics > Materials Management > Inventory Management > Goods
Movement > Goods Receipt > For Purchase Order > GR For Purchase Order (MIGO)

Q | I«Hle@e 2R HDDNOLH I FE o

SAP Easy Access
RE (& Y wd | v a

« [ Favorites a
~ [ SAP Menu ~
» [ GBI Transactions
» [ office
» [ cross-Application Components
~ [ Loqistics
~ [ Materials Management
» [ purchasing
~ [ Inventory Management
¥ [ Goods Movement
- & Goods Movement (MIGO)
~ [ Goods Receipt

v For Purchase Order
' GR for Purchase Order (MIGO)
- PO Number Known

+ & PO Number Unknown

+ & GR for Order (MIGO)

+ 2 For Order

+ 2 Other
+ 2 Goods Issue (MIGO)
+ 2 Goods Issue
« &2 Transfer Posting (MIGO)
* 2 Transfer Posting
» [[3 Subsequent Adjustment
» [ Goods Movement of Handling Units

Tutorial Figure 2-22: Goods Receipt SAP Easy Access Menu Tree
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Verify the following have automatically populated:

e Purchase Order: Your Purchase Order Number

GR goods receipt: 101

O | ]« RA@ S HE DhLN DR 0®
Goods Receipt Purchase Order - GBI-058

Hide Overview | [ | Hold Check FPost | [i]Help

|[@]! [ Goods Receipt |

| |Purchase Order
My Documents

- I4500000750I@| @) @

GR goods receipt
~ Purchase Orders Verdor 0o |
- 4500000746 (5)_Genei | ‘vendor | 23|

~ Material Documents

* 5000000439 Document Date 11/07/2017 Delivery Note
- = -

H?MBE;? Posting Date [11/07/2017] Bill of Lading HeaderText

e e
&[] |Indwidual Slip 4

Line | Mat. Short Text OK Qty in UnE E... |SLoc Batch Valuation ... M... D Stock Type Pint S... Customer

a

Tutorial Figure 2-23: Goods Receipt — Enter Purchase Order



@

Click the button in the menu bar to advance to this screen.

RGe —HE NN TE 0
Goods Receipt Purchase Order 4500000750 - GBI-058

Hide Overview | [ = Hold Check Post | [ilHelp

2 [Goods Receipt ~| [Purchase Order ~ o GR goods receipt 101 |
My Documents

T P naonorso ) _lGeeRIT} Vendor | 2 |
- 4500000750 (=) Vendor (&2
- 4500000746

~ Material Documents Document Date 11/07/2017 Delivery Note Vendor Space Bike Composites
= SIS Posting Date 11/07/2017 Bil of Lading HeaderText

~ Held Data 20
ek |2 [ [mdvidalsie  ~]

Line |Mat. Short Text (0K |Qty in UnE E...|s../sLoc Batch |Valuation ... |M... D|Stock Type [Pt |s... | customer

-

101 + Unrestricte.. ¥ Plant Dallas
101 + Unrestricte.. ¥ Plant Dallas
101 + Unrestricte.. ¥ Plant Dallas
101 + Unrestricte.. ¥ Plant Dallas

1 |Touring Frame-Silver
2 |Deraileur Gear Assembly

| Touring Seat Kit
4 |Touring Handle Bar

v

000o0ooooo

TPedal Assembly 101 + Unrestricte.. ¥ Plant Dallas
jcﬁain 101 + Unrestricte.. ¥ Plant Dallas
I]Bmke Kit 101 + Unrestricte.. ¥ Plant Dallas
I]Wananty Document 101 + Unrestricte.. ¥ Plant Dallas

Tutorial Figure 2-24: Goods Receipt — For Your Purchase Order
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Enter in RMOO as the Storage Location under the “Where” tab for your first material. Then click the “Item OK” so
that it is checked.

9 | «B @@ ] D700 90 e®m
[#] Goods Receipt Purchase Order 4500000758 - GBI-058

Show Overview | [ | Hold Check Post | [ilHelp

| Goods Receipt ~| [Purchase Order - I | ] GR goods receipt 101 ]
[E] @ Vendor | &3 |

Document Date  |11/09/2017 Delivery Note [ | vendor |Space Bike Composites |

Posting Date 11/09/2017 Bill of Lading [ | HeaderText | |

&[] |Individual Slip -

Line |Mat. Short Text |oK |Qty in UnE [E... S../SLoc Batch |Valuation ... |M...|D|Stock Type  |Pint /5. |customer ]
I]Touring Frame-Silver Ok EA ﬁ 101 + Unrestricte.. ¥ Plant Dallas

I]Derail!eur Gear Assembly Op eA & 101 + Unrestricte.. ¥ Plant Dallas

I]Tour'ng Seat Kit Op EA 101 + Unrestricte.. ¥ Plant Dallas

I]Tour'ng Handle Bar Op EA 101 + Unrestricte.. ¥ Plant Dallas

|5 _|pedal Assembly oh EA 101 + Unrestricte.. ¥ Plant Dalas -
I]Cha'n On EA 101 + Unrestricte.. ¥ Plant Dallas v

« «»

[ 1@ @ Delete ]I.—D Contents ]

Material | Quantity N Where purchase Order Data | Partner |

Movement type 101] [] m GR goods receipt Stock type Unrestricted use v
Plant |Plant Dallas |[ozoo]
]

Goods recipient
Unloading Point [

Text [ ]

——

Tutorial Figure 2-25: Goods Receipt — Item OK: First Item
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For all remaining rows in the table enter RMOO as the Sloc (Storage Location) and check all of the boxes in the “OK”
column.

(V) l«B e Sl HDLH I PE em
Goods Receipt Purchase Order 4500000758 - GBI-058

Show Overview | [ | Hold Check Post @ [ilHelp

|Goods Receipt ~| [Purchase Order vl I @ GR goods receipt 101 ]
] vendor | 2 |
Document Date 11/09/2017 Delivery Note Vendor |Space Bike Composites |

Posting Date 11/09/2017 8il of Lading HeaderText | ]
= [ |Individual Slip -

Line |Mat. Short Text |0k |Qty in UnE E...|s..SLoc Batch Valuation ... |M...|D|Stock Type Pint 's... | customer [
1 |Touring Frame-Silver o Y= 101 + Unrestricte.. ¥ Plant Dalas
2 |Derzilleur Gear Assembly EA 101 + Unrestricte.. ¥ Plant Dallas
3 |Touring Seat Kit EA 101 + Unrestricte.. ¥ Plant Dallas
4 |Touring Handle Bar EA 101 + Unrestricte.. ¥ Plant Dallas
5 |Pedal Assembly EA 101 + Unrestricte.. ¥ Plant Dallas a
6 |Chain EA 101 + Unrestricte.. ¥ Plant Dallas N

<« [ «»
[ [0 @ _oekte O contents |
_ Material t Quantity m Purchase Order Data VPartner \

Movement type 101] [ [+] 6R goods receipt Stock type Unrestricted use ~
Plant [Pant Dalas |[ozoo]
Storage Location RMOO

Goods recipient

Unloading Point [ |

Text [

[v]Item OK Line W

Tutorial Figure 2-26: Goods Receipt — Storage Location and Item Okay: All Other Material Rows
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Click the 0 button to verify your inputs.

[el 1 <wececnrorpniomes

Goods Receipt Purchase Order 4500000758 - GBI-058

Show Overview | [ Hold Check Post | [ilHelp

[Goods Receipt ~| [Purchase Order - | T | ]
1) v, 2

GR goods receipt

[101]]

Document Date 11/09/2017 Delivery Note [ | vendor [Sgace Bike Composites
Posting Date 11/09/2017 Bill of Lading [ | HeaderText |

& [ [Indwidual Sip =

Line |Mat. Short Text |0k |Qty in UnE E... sLoc

6 Jchan ) EA Raw Materals

[ 7 |Brake kit @[ EA Raw Materials

[I'Wananty Document V1 EA Raw Materials

[Ipackag'ng vl 1 EA m
<« [

Tutorial Figure 2-27: Goods Receipt — Check and Verify
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|Batch

B

‘Vabation

|M...|D|stock Type

101 + Unrestricte..
101 + Unrestricte..
101 + Unrestricte..

101 + Unrestricte..

Pint |s... | customer
v Plant Dallas
¥ Plant Dallas
¥ Plant Dallas
v Plant Dallas

il




Step 2.1: Save Goods Receipt

Click to save your Goods Receipt.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Material
Document Number. This Material Document Number will serve as your Goods Receipt Number. Please write
down this Material Document Number on your Tutorial Document Tracking sheet under the Goods Receipt row.

) 7«<D(ma He ONRD TF 0
Goods Receipt Purchase Order - GBI-058

Hide Overview D Hold Check Post EHeIp

‘ ‘ Goods Receipt
My Documents
General }:Vendor & |

~| [Purchase Order v ‘Q (.‘) @ :‘ GR goods receipt 101

~ Purchase Orders

* 4500000750
* 4500000746
= .  EEE—
~ Material Documents Document Date  |11/07/2017 Delivery Note
* 5000000442 - 11/07/2017 Bill of Ladi I HeaderText | |
. 5000000430 Posting Date / 2 ill of ing eaderTe:
~ Held Data = [ [Individual Sip v
* Blank
Line | Mat. Short Text OK Qty in UnE E... SLoc Batch Valuation ... M... D Stock Type
«»
B8 ‘E\L‘ flf Delte ][O contents H!‘

E] Materal | Quantity /Where |

Pint S... Customer [T}
=

I Material document 5000000442 postedl

Tutorial Figure 2-28: Goods Receipt Saved

¢

Material document 5000000442 posted

Tutorial Figure 2-29: Goods Receipt Number
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STEP 3: ENTER INCOMING INVOICE

Our vendor has sent us the invoice for our order. We will now enter that invoice into our SAP system.

Purchase Vendor Purchase .
Invoice Payment

Requisition Selection Order

Tutorial Figure 2-30: Procurement Process — Invoice

Navigation: SAP Menu > Logistics > Materials Management > Logistics Invoice Verification >
Document Entry > Enter Invoice

(V] i«Hle@@ 2k HhoaH P08 o
SAP Easy Access
RE |&|Ygd| v a

+ [3 Favorites
~ [ SAP Menu
» [ GBI Transactions
» [ office
» [ Cross-Application Components
~ [ Logistics
¥ [ Materials Management
» [ purchasing
» [ Inventory Management
~ [ Logistics Invoice Verification

« &J Park Invoice
« &2 Enter Invoice for Invoice Verification in Background

Tutorial Figure 2-31: Incoming Invoice Menu Tree
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We will now enter in the details of the invoice we have received from Space Bike Composites.

Enter the following:

e  Posting Date: Today’s Date

e Invoice Date: Today’s Date

e Amount: 479.50

e  Tax Amount (drop-down): XI (Input Tax)

e  Purchase Order/Scheduling Agreement: Your Purchase Order Number

@ v« L JAL HDThLH 50 e
Enter Incoming Invoice: Company Code US00
Show PO structure  Show worklst | [y | Hold %3 Simulate Messages [1]Help
Transaction ‘Invoice v m Balance 0.00

=

BasicData | Payment | Detais | Tax | Contacts |/ Note |

Invoice date 11/07/2017 Reference

|
Posting Date 11/07/2017
Amount 479.50 | [ Calculate tax
Tax Amount ‘ | IX1 (Input Tax) ~|
Text

Baseline Date
Company Code US00 Global Bike Inc. Dallas

PO Reference | G/L Account | Material |

|Purchase Order/Scheduling Agreement ¥ |4500000758|'Q?| | Goods/service items v

Layout | All information -

Item  Amount Quantity O'T'.} Purchase ... Item PO Text Tax Code‘i\‘
[

Tutorial Figure 2-32: Incoming Invoice — Inputs
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Click the button to verify your inputs from the step above. The following screen will appear as shown in the
figure below.

o]l l«Hde@@ =il HNaN HE ew

Show PO structure  Show worklist | Y | Hold [#3Simulate | @ Messages [i]Help

Transaction [Invoice M ®WOO Balance | 0.00 |usD

=

Vendor 0000105058
Space Bike Composites
Invoice date |11/08/2017| Reference 10111 Richmond Ave
Posting Date 11/08/2017) HOUSTON TX 77042
Amount 479.50 USD | [ Calculate tax USA
Tax Amount - o] &
Text | By
Paymt terms Due immediately [ il o1
Baseline Date 11/08/2017
Company Code  US00 Global Bike Inc. Dalas -
/PO Reference | G/LAccount | Materal |
[Purchase Order/Scheduling Agreement | [45000007s8] | 1= ] | Goods/service items -
Layout | All information -
Item  Amount Quantity 0.../"% Purchase ... |Item PO Text Tax Code| |
200.00 1 ] 45 - O
75.00 1EA [
50.00 1EA [
25.00 1EA [
45.00 1EA [
10.00 1EA [
70.00 1EA [
1.00 1EA [ =
: 3.50 1EA [ 45 58 ¢ acka -
<« [ <«

EBEEE EF ren [ Eserchtem | ®® S/ s Ttems

Tutorial Figure 2-33: Incoming Invoice — Check
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Click the Re3simuiate button. This will check our invoice to make sure the price amount we have entered matches
Your Purchase Order.

After clicking the Re3simuiate button the following error appears. The “Enter tax jurisdiction code” error can be
solved by entering a Tax Jurisdiction Code.

Show PO structure  Show workiist | 'Y | Hold | Fs3simulate || @ Messages [ilHelp

Transaction

(=]

Invoice date 11/07/2017 Reference | | 10111 Richmond Ave
Posting Date 11/07/2017 HOUSTON TX 77042
Amount 700.10 Usp | [Dcalculate tax USA
Tax Amount [XT (Tnput Tax) vl @
Text T
Paymtterms  Due immedately [ i@ o]
Baseline Date 11/07/2017
Company Code US00 Global Bike Inc. Dallas
=3 [Goods/service ftems -
Layout [Allinformation <

|
|

D 0 KD
EfF] rem | [E search Tem | DR [(18]/ 15 Items

Io Enter a tax jurisdiction code 'I

Tutorial Figure 2-34: Incoming Invoice — Tax Jurisdiction Error After Clicking Simulate
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Click inside the "Jurisd. Code" field and then click the F4 key on your keyboard or click on the . This allows us to

bring up the search menu.

o | l«Be@q@ oif fhad A8 e

Show PO structure  Show worklist | (Y | Hold PiSimulste | @ Messages [i]Help

Transaction | Invoice v WCO Balnce | 0.00 |USD

(=

Space Bike Composites
Invoice date 11/07/2017 Reference | | 10111 Richmond Ave
Posting Date 11/07/2017 HOUSTON TX 77042
Amount 700.10 [usp | [Dcalculate tax USA
Tax Amount [XT(nput Ta) ~]
Text |
Paymt terms Due immediately i@ o1
Baseline Date 11/07/2017
Company Code  US00 Global Bike Inc. Dalas -

<« | <«

EJF) rem [ Ejsearch Tem | [EEE 18]/ 15 ttems

'@ Enter a tax jurisdiction code

Tutorial Figure 2-35: Incoming Invoice — Tax Jurisdiction Code Search
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In the next screen enter TX as the state.

We are entering TX because our materials were procured for the Dallas (DLOO) plant in the previous steps.

Click once you have entered the State.

& Invoice Document Edit Goto System  Help
=

Enter Incoming Invoice: Company Code US00

Show PO structure  Show worklst | I} | Hold [ Simulate @ Messages  [i]Help

Transaction [Tnvoice v WCO Balance 0.00 |USD
Mhyment /Detais |\ Tax |/ Contacts  Note | | Vendor 0000105058
=]
Invoice date [ Restriction of Selection
Posting Date | State 77042
Amount R county ‘
Tax Amount | Gty o
Text |
Paymt terms | I \
Ecrc Description o | F
Company Code |
|Purchase Order/Scheduling Agreement v| 4500000750 | | | Goods/service items v!
Layout | All information v|
EAN/UPC \Vendor Mat./Sheet No. \Promotion \Bu... |Activity |Region |Distribut.  |Jurisd. Code |Internal NCD

v

Tutorial Figure 2-36: Incoming Invoice — Tax Jurisdiction State Search
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Double click TX0000000 in the following search results window.

Enter Incoming Invoice: Company Code US00

Show PO structure  Show worklst | [y | Hold [ Simulate @ Messages  [i]Help

Transaction [Tnvoice vl WOO Bahnce 0.00 | USD
Basic Data | Payment | Detals / Tax | Contacts | Note | | Vendor 0000105058 |

Space Bike Composites =
Invoice date [ Tax Jurisdiction (1) 1 Entry found x

Posting Date | i Restrictions

Amount v

Tax Amount_ ¥ (B3] @) (E8)7s) P =1

Text
| Tax Jur. __ Description
1
Paymt terms  ¥1x0000000] Texas i

Baseline Date .

Company Code<

S

[ P ——
Purchase Order, v

4

=T

EAN/UPC Internal N¢| |

a

v

Tutorial Figure 2-37: Incoming Invoice — Tax Jurisdiction State Results
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Click the button to verify your inputs from the step above. The following screen will appear showing we also
need to enter the “Jurisd. Code” for our next material.

We will then enter the same Jurisd. Code (TX0000000) for all materials that are highlighted in the table below.

|2] «B e@@ o fnod PR em

Show PO structure  Show workist | (Y | Hold PfSimulate | @ Messages [ilHelp

Transaction | Invoice v| WO Bance | 0.00 | UsD

(=]

Invoice date 11/07/2017 Reference [—] 10111 Richmond Ave

Posting Date 11/07/2017 HOUSTON TX 77042

Amount 700.10 [usp | O cCalculate tax USA

Tax Amount T E

Tex ] =

Paymt terms Due immeditely [ I or]
Baseline Date 11/07/2017

Company Code US00 Global Bike Inc. Dallas :

|Purchase Order/Scheduling Agreement ¥| 14500000750 | | E | Goods/service items v

TX0000000 O

|y [l <«

(&]F] tem | Bsearchtem [ |RIE [T15]/ 15 Items

Tutorial Figure 2-38: Incoming Invoice — Tax Jurisdiction Other Materials
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Once you have entered in all Jurisd. Codes, click the E] in the following screen.

Enter Incoming Invoice: Company Code US00

Show PO structure

Transaction

Show worklst | I(§

Hold %32 Simulate

|Invoice

s |

@ Messages [i] Help

Basic Data | Payment | Detais | Tax | Contacts | Note |

#®CO Balance

0.00 |USD

| Vendor 0000105058

Invoice date
Posting Date

R 706750131
11/09/2017

11/08/2017

[ Simulate Document in USD (Document currency)

Position
=

AlG/L
Ile 300000
25 310000
35 310000
45 310000
55 310000
€S 310000
75 310000
85 310000
95 310000

105 310000

Debit 479.50

Act/Mat/Ast/Vndr

Space Bike Composite...

Goods Receipt / Invoic..
Goods Receipt / Invoic..
Goods Receipt / Invoic..
Goods Receipt / Invoic..
Goods Receipt / Invoic..
Goods Receipt / Invoic..
Goods Receipt / Invoic..
Goods Receipt / Invoic..
Goods Receipt / Invoic..

Credit 479.50

Reference

Amount

479.
200.

75.

50.
.00
45.
10.
70.
.00
.50

w

S0-

00
00
00

00
00
00

Bal.

Tutorial Figure 2-39: Incoming Invoice — Simulate Results
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|

Cu...

usD
usD
usD
usD
usD
usb
usD
usD
usbD
usD

Space Bike Composites
10111 Richmond Ave

Purchasing... Item T..

4500000758 10
4500000758 20
4500000758 30
4500000758 40
4500000758 50
4500000758 60
4500000758 70
4500000758 80
4500000758 90

HOUSTON TX 77042

XI
XI
X
X
X
XI
X
X
XI
X

= = =

= =

[

Jurisd. Code

TX0000000
TX0000000
TX0000000
TX0000000
TX0000000
TX0000000
TX0000000
TX0000000
TX0000000

Tax date  |Bu... cofl]

BIOO
BIOO
BIOO
BIOO
BIOO
BIOO
BIOO
BIOO
BIOO




Click the button again to verify your inputs from the step above. The following screen will appear showing
all errors have been resolved.

Notice we now have a green light CCA peside Balance and the Balance is 0.00. This confirms we have no errors
and the amount we entered matches the amount of the items from Your Purchase Order.

[@] «H @@ Sk DNH PNF 0

Show PO structure  Show worklist | [} | Hold PSSSimulate | Messages [i]Help

Transaction | Invoice M Localeance | 0.00 Jusp

Detais  Tax | Contacts | Note Vendor 0000105058
Space Bike Composites
Invoice date 11/09/2017 Reference [—] 10111 Richmond Ave

Posting Date [11/09/2017| HOUSTON TX 77042

Amount 479.50 USD | ["]Calculate tax USA

Tax Amount XI (Input Tax) v|
Text [ | %

Paymt terms Due immeditely i o1

Baseline Date 11/09/2017

Company Code US00 Global Bike Inc. Dallas -
AR o s
[Purchase Order/Scheduiing Agreement v| [4s00000758] | | [ = | [ Goods/service items -
Layout | All information -
Quantity ... "% |Purchase ...
200.00 1EA [ |45 75
75.00 1 (]
50.00 1 T 4s
25.00 1 s
45.00 1 ] 45
10.00 1 ] 4
70.00 1 ] 4
1.00 1 ]
3.50 1 []

[@][@]@ [E[?] Item [_][@]Searm Term | ][E E/ 9 Items

Tutorial Figure 2-40: Incoming Invoice — Final Screen Simulation
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Step 3.1: Save Incoming Invoice

Confirm that there is a green light CCB peside Balance and the Balance is 0.00 then click on to save your
Incoming Invoice.

The following screen will appear.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document

Number. This Document Number will serve as your Incoming Payment Number. Please write down this Document
Number on your Tutorial Document Tracking sheet under the Incoming Payment row.

° 1 {f]ece NNPH T 0
Enter Incoming Invoice: Company Code US00

Show PO structure  Show worklst | (Y | Hold %% Simuiate

< [ilHelp

Transaction Invoice v ®OO Balance 0.00

Basic Data Payment - Details  Tax  Contacts  Note |

Invoice date | Reference |

Posting Date [11/07/2017

Amount [ ] [ Calculate tax
Tax Amount [ | -
Text [

Company Code US00 Global Bike Inc. Dallas

PO Reference | G/L Account | Materal |

Purchase Order/Scheduling Agreement | | | | Goods/service items v|
Layout All information M
_|Item  Amount Quantity 0... ™ Purchase ... Item PO Text Tax Code| |
-
-
-
-
«» «>»
E Item [ Search Tem | @] ol/ 0 Ttems

I Document no. 5105600519 created (Blocked for payment) I

Tutorial Figure 2-41: Incoming Invoice Save

Document no. 5105600519 created (Blocked for payment)
Tutorial Figure 2-42: Incoming Invoice Document Number
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STEP 4: POST OUTGOING PAYMENT

We have entered the invoice from our vendor. Now we must pay the invoice.

Purchase Vendor Purchase Goods

Requisition Selection Order Receipt LSles SEHul:

Tutorial Figure 2-43: Procurement Process — Payment

Navigation: SAP Menu > Accounting > Financial Accounting > Accounts Payable > Document
Entry > Outgoing Payment > Post

@[ @ ~«Heqe 2Hf 0NRH TR W
SAP Easy Access
RE | &Y% wd v a

+ [ Favorites -
~ [ SAP Menu 4
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
» [ Logistics
~ [ Accounting
¥ [ Financial Accounting
» [ General Ledger
» [ Accounts Receivable
~ [~ Accounts Payable
~ [ Document Entry
+ @ Invoice
+ @ Invoice - General
+ @ Credit Memo
+ @ Credit Memo - General
« 2 Invoice/Credit Memo Fast Entry
» [ Document Parking
» [ Down Payment
» [ Bill of Exchange
» 3 Other
» [ Reference Documents

~ [ Outgoing Payment
+ @ Post + Print Forms

. @ Payment Request

Tutorial Figure 2-44: Post Outgoing Payment Menu Tree
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We will now enter in the details of our Outgoing Payment. The “Bank data Account” will be Your Bank Account.
The “Open item selection Account” will be Your Space Bike Composites Vendor Account.

Enter the following into the next screen:

e Document Date: Today’s Date
e  Posting Date: Today’s Date

e  Account: 100000

e Amount: 479.50

e Account: 105###

Click Process Open Items when you have entered the above.

V] "i«H e@®

Post Outgoing Payments: Header Data

HE @F

Process Open Items

Document Date Type ®z|  Company Code  [US00
Posting Date Period 11/ curency/Rate  |USD

Document Number Translation dte

Reference Cross-CCode No.
Doc.Header Text Trading part.BA ]
Clearing text

Bank data

Account 100000 Business Area ]

Amount 479.50| Amt.in loc.cur.

Bank charges LC bank charges

Value date 111/09/2017/ Profit Center

Text ‘ ‘Assignment

Open item selection | Additional selections

Account 105058 (®)None

Account type K| []other accounts () Amount

Special G/L ind V|Standard OIs () Document Number

Pmnt advice no. | () Posting Date

[ |Distribute by age ()Dunning Area

|| Automatic search () Others

Tutorial Figure 2-45: Post Outgoing Payment — Inputs
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The following screen will appear. Verify the "Amount entered" and "Assigned" are both the same number. Also,

verify the “Not Assigned” is 0.00.

@ «H e@@ ol DN I HE oW

Post Outgoing Payments Process open items

A [2 Distribute Difference  Charge Off Difference  ’ Editing Options @ Cash Disc. Due

Standard | Partial Pmt | Res.tems | WH Tax |

Account items 105058 Space Bike Composites
Document... D.. Document... P.. Bu... Da... USD Gross CashDiscount CDPer.
r i
5105600522 RE 11/09/2017 31 0 479.50- J|
«»

@][ﬂ-ﬁ Amo...] [ﬁn’ﬁ Gross<... Hﬂn’ﬁ Currency] [/ Items ][" Items ] V Disc. ]L‘ Disc. ]

| Processing Status

Number of items 1 Amount entered 479.50-
Display from item 1 Assigned 479.50-
Reason code [] Difference postings

Display in clearing currency Not assigned 0.00

Tutorial Figure 2-46: Post Outgoing Payment — Results
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Step 4.1: Save Outgoing Payment

]
Once you have verified “Not Assigned” is 0.00 then click to save your Outgoing Payment Document.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This will serve as your Outgoing Payment Number. Please write down this Document Number on your
Tutorial Document Tracking sheet under the Outgoing Payment row.

V] «H eae® S8 e

Post Outgoing Payments: Header Data

Process Open Items

Document Date rl 1 Type kz| Company Code US00
Posting Date |11/07/2017]  Period 11| currency/Rate UsD |
Document Number | Translation dte
Reference [ Cross-CCode No.
Doc.Header Text Trading part.BA
Clearing text

Bank data

Account = Business Area

Amount [ Amt.in loc.cur.

Bank charges LC bank charges

Value date [11/07/2017 Profit Center

Text [ | Assignment

Open item selection || Additional selections
Account *)None

Account type [&] ["]Other accounts ) Amount

Special G/L ind [ [v|Standard OIs “)Document Number
Pmnt advice no. | “)Posting Date

[ IDistribute by age ) Dunning Area

["] Automatic search ) Others

Document 1500000313 was posted in company code US00 I

Tutorial Figure 2-47: Outgoing Payment Saved

Document 1500000313 was posted in company code US00

Tutorial Figure 2-48: Outgoing Payment Document

42



Once you have recorded your Outgoing Payment Document Number, click on
Access Menu.

o | -] «
Post Outgoing Payments: Header Data

Process Open Items

10 0%

Document Date r—I ‘Type [kz] Company Code [usoa)
Posting Date [11/07/2017] Pperiod [11] Currency/Rate [usp |
Document Number Translation dte
Reference Cross-CCode No.
Doc.Header Text | ‘ Trading part.BA [ ]
Clearing text [ ‘
| Bank data
Account ™~ Business Area [ ]
Amount Amt.in loc.cur.
Bank charges LC bank charges
Value date 11/07/2017 Profit Center
Text [ | Assignment
| Open item selection | Additional selections
Account (®)None
Account type [x] [ Other accounts () Amount

[v]Standard OIs
|

(O Document Number
() Posting Date

() Dunning Area

() Others

Special G/L ind
Pmnt advice no.

[ Distribute by age
[ Automatic search

Document 1500000313 was posted in company code US00

Tutorial Figure 2-49: Exit to SAP Easy Access Menu
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

You Try It Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



PROCUREMENT YOU TRY IT 1: TUTORIAL SCENARIO

We have a new vendor that we can procure materials from. We will create the vendor Bike Mania in SAP. Then we
will request a quote for Air Pumps.

STEP 1: CREATE A VENDOR

We will create the vendor Bike Mania.

Navigation: SAP Menu > Logistics > Materials Management > Purchasing > Master Data >
Vendor > Central > Create

© i«BHle@@ 2hit Do A0 0
‘SAPEasyA

RE & |Vgd|v

+ [ Favorites
~ [ SAP Menu
» [ GBI Transactions
» [ office
» [ cross-Application Components
~ [ Logistics
~ [ Materials Management
~ [ Purchasing
» [ purchase Order
» [ purchase Requisition
» [ outline Agreement
» [ RFQ/Quotation
~ [ Master Data
* [ Info Record
» [ Source List
» [ Quota Arrangement
» Approved Manufacturer Parts
~ [ Vendor
» [3 Purchasing
~ [ Central
- {2 Create]
+ @ Change
+ @ Display
+ @ Changes
+ © Block
« 2 Flag for Deletion
* @ Account Group Change

Tutorial Figure 2-50: Create Vendor Menu Tree



Enter in the following:

e Company Code: US00
e  Purchasing Organization: US00
e Account Group: KRED

@ |« QRO@ HE 0%

Create Vendor: Initial Screen

Vendor
Company Code Usoo
PurchasingOrganization Usoo
Account group KRED| O
' Reference
Vendor ’ ‘

Company code
PurchasingOrganization

Tutorial Figure 2-51: Create Vendor — Initial



Step 1.1: Vendor Details

Enter the following:

e Title: Company

e Name: Bike Mania

e Search Term: ###

e Street/House number: 100 Ocean Way
e Postal Code: 06601

e  City: Bridgeport

e Country: US

e Region: CT

e Language: English

Q button.

[@] «deae 0 0
Create Vendor: Address

Once you have entered in the above click the

&) [ [E] MENA Certificate

Vendor INTERNAL

Name
Title I Company v I
Name IBike Mania | |

| Search Terms |
Search term 1/2 #E#

Street Address
Street/House number 100 Ocean Way |

Postal Code/City Lossol Bridgeport 1
Country Region x| | b3

PO Box Address |
PO Box

Postal code

Company Postal Code | @l

Communication |
Language I English v I Other communication...
Telephone Extension [

Mobile Phone ‘ ‘

Fax ‘ | Extension

E-Mail ‘

Standard Method v

Data line

Telebox

Comments

Tutorial Figure 2-52: Create Vendor — Address



Enter the following:

e  Tax Number 2: 1234-#it

@

Once you have entered in the above click the button.
Blr -« eeec 0 W
 Create Vendor: Control
&) [3 ) Tax categories MENA Certificate
Vendor INTERNAL Bike Mania Bridgeport
Account control
Customer Authorization
Trading partner Group key
Tax information
Tax Number 1 Tax number type ] ["]Equalizatn tax
Tax Number 2 I 1234-##4 Tax type ] ["INatural Person
Tax Number 3 ("] Sales/pur.tax
Taxbase | | ] Tax Split
Fiscal address Soc. Ins. Code ["]Soc.insurance
Tax Jur. VATReg.No. | | other... |
Rep's Name Type of Busines [ |
Tax office Type of Industr [ |
Tax Number
Tax Number 5 [ |
Reference data
Location no. 1 Location no. 2 Check digit m
Cred.info no. Last ext.review
Industry Train station [ \
SCAC Car.freight grp ServAgntProcGrp
Transport Zone Stat.gr.service []
POD-relevant ﬂ
Actual QM sys. QM system to
External manuf.
Person subject to withholding tax
Date of birth Place of birth [ ]
Sex ﬂ Profession [ |

Tutorial Figure 2-53: Create Vendor — Control



There are no inputs on this screen. Click the

[l -«<recec

0 button.

DL PR 0w

‘ Create Vendor: Payment transactions

Y [3 G] MENA Certificate

Vendor INTERNAL

Bike Manie

Bridgeport

Bank Details

C...Enk Key
A
| o

i N

O

‘ Bank Account

Acct Holder

(=]

‘ BnkT‘ Referen

[ Bank Data... |E5 Delete Bank Detai |[i] mBAN]

Pay t transactions

Different Payee in Document

Alternative payee
DME indicator
Instruction key
PBC/POR number

15

[ JIndividual Entries
[JEntries for Referen.

[ Permitted Payee ]

Tutorial Figure 2-54: Create Vendor — Payment Transactions




Enter in the following:

e Recon. Account: 300000

V]

Once you have entered in the above click the button.

9 | «H Q@ N @
Create Vendor: Accounting information Accounting
&) [3 [i] MENA Certificate

Vendor INTERNAL Bike Manie Bridgeport
Company Code US00  Global Bike Inc.

| Accounting information

Recon. account Isoooool .@'I Sort key

Head office
Authorization Cash mgmnt group
Release group
Minority indic. Certificatn date
| Interest calculation
Interest indic. [] Last key date
Interest cycle ] Last interest run
| Withholding tax
W. Tax Code [] Exemption number
WH Tax Country Valid until
Recipient type ] Exmpt.authority ']
| Reference data

Prev.acct no. Personnel number

Tutorial Figure 2-55: Create Vendor — Accounting Info



Enter the following:

e Payt Terms: 0001
e Chk double inv.: Checked

Once you have entered in the above click the

Q button.

@ | "«H Q@ HE @

Create Vendor: Payment transactions Accounting

& [ [(A] MENA Certificate

Bike Manie Bridgeport
Global Bike Inc.

Vendor INTERNAL
Company Code Usoo
| Payment data

Payt Terms

Chk cashng time

| Automatic payment transactions

Tolerance group
Chk double inv. I

Payment methods Payment block [ Free for payment
Alternat.payee House bank
Individual pmnt ] Grouping key ]
B/exch.limit [ usD
Pmt adv. by EDI [}
| Invoice verification
Tolerance group
M

Prepayment

Tutorial Figure 2-56: Create Vendor — Payment



Enter the following:

e (Clerk at vendor: Julia James

V]

Once you have entered in the above click the button.

o\ “«H @@ ® HE 0

Create Vendor: Correspondence Accounting

&) [3 [A] MENA Certificate

Vendor INTERNAL Bike Manie Bridgeport

Company Code US00| Global Bike Inc.

Local process.
Accta clerk
Acct w/ vendor

' Dunning data
Dunn.Procedure | | Dunning Block [
Dunn.recipient Legal dunn.proc.
Last Dunned Dunning Level [
Dunning clerk ] Grouping key []
I Dunn. Areas
| Correspondence
]
]
—

Clerk at vendor | Julia Jameq
Act.ck tel.no. ' ’

Clerk's fax [ |
[

Clrk's internet

[
Account memo ]

Tutorial Figure 2-57: Create Vendor — Correspondence
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Enter the following:

e  Order currency: USD
e Terms of paymnt: 0001

Once you have entered in the above click the

O | v | « L LAY
Create Vendor: Purchasing data

& [ [(A] MENA Certificate

T s -
Vendor INTERNAL | Bike Manie

Purchasing Org. Usoo GBI US

0 button.

Bridgeport

HE 0%

. Conditions
Order currency WQ'
Terms of paymnt 0001
Incoterms [
Minimum order value [ ]
Schema Group, Vendor []
Pricing Date Control " No Control
Order optim.rest. [ ]
| Sales data
Salesperson ‘
Telephone ‘ '
]

Acc. with vendor

Tutorial Figure 2-58: Create Vendor — Purchasing
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Step 1.2: Save Vendor

]
Click

to save your Vendor.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Vendor Number.
Please write down this Vendor Number on your You Try It Document Tracking sheet under the Vendor row.

'f‘
Once you have recorded your Bike Mania Vendor Number, click on @ to exit back to the SAP Easy Access Menu.

o v« [ L HE om
Create Vendor: Initial Screen

T}
Vendor d Q
Company Code US00|  Global Bike Inc.
PurchasingOrganization lusoo|  GBIUS
Account group KRED!

| Reference
Vendor
Company code
PurchasingOrganization

I Vendor 0000125166 has been created for company code US00 purchasing organization US00 I

Tutorial Figure 2-59: Create Vendor Saved

Vendor 0000125166 has been created for company code US00 purchasing organization US00

Tutorial Figure 2-60: Vendor Number
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STEP 2: PURCHASE REQUISITION

We will now create a Purchase Requisition. The Purchase Requisition is used to get a price quote from our vendor,
Bike Mania. This is an internal request for purchase. We will create a Purchase Requisition for Air Pumps.

Purchase Vendor Purchase Goods Invoice Pavment
Requisition Selection Order Receipt Y

Tutorial Figure 2-61: Procurement Process

@ | «He@e 2B DNOH B8

SAP Easy Access
RE | &V agsd v a

+ [ Favorites
¥ [= SAP Menu
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
¥ [~ Logistics
¥ [ Materials Management
¥ [ Purchasing
» [ purchase Order
¥ [ Purchase Requisition
y |® Creatgl
« 2 Change
« 2 Display
« €2 Mass Maintenance
» [ Release
» [ List Displays
» [ Follow-On Functions
» [ outline Agreement
» [ RFQ/Quotation
» [(3 Master Data
» [ Environment

Tutorial Figure 2-62: Create Purchase Requisition Menu Tree
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Click

to expand the “Item Overview” section below.

V] | « QRe® = f HE @%
Create Purchase Requisition

Document Overview On D L_ﬁ EV'D E] ﬁpersonal Setting

| Purchase Requisition ¥
Ta| Header

["]Source Determination

Ta| Item Overview

Item 'New Item v BE}

Tutorial Figure 2-63: Create Purchase Requisition — Expand Sections

Click inside the “Material” field. Click the @ or click the F4 key on your keyboard to bring up the search menu.

O | l«H ea® = f S0 em
Create Purchase Requisition

Document Overview On D fﬁ ab [i] @Personal Setting

m Purchase Requisition ¥ [_|Source Determination

Header

M @OELEEREFL B (2 B JEL ) [B)=EE] Evefut vaues
St ItemA I hort Text Quantity Unit C Delivery Date Matl Group  Plant Stor. Loc. | PGr Requisnr. | Tracking. Vendor Fixed vendor S
=]

Tutorial Figure 2-64: Create Purchase Requisition — Search Material
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Enter the following:

e  Material: *###

[& Material Number (1)

A: Material by old material number

Material description [ | l
Language Key EN
- Materal - |

[
= Maximum No. of Hits 500 | Default Values

| Plant stor. Loc

Tutorial Figure 2-65: Create Purchase Requisition — Material Input
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Double Click on Your Air Pumps.

M: Material Number/Material Description | A: Material by old material number || [« [»][E]
v -
2 <) 1 1Y [ 2 = |
Material description “ Language Material
058 PRODUCT GROUP BICYCLES EN PG-BIKEOSS o |
058 PRODUCT GROUP DELUXE TOURING BICYCLE EN PG-DXTR058 %
058 PRODUCT GROUP OFFROAD BICYCLES EN PG-ORBK058
T 558 PRODUCT GROUP PROFESSIONAL TOURING EN PG-PRTRO58 i
058 PRODUCT GROUP TOURING EN PG-TRBK0S8 3 Default Value
AIR PUMP (EN PUMP1058 | Plant s
BRAKE KIT EN BRKT1058
CARBON COMPOSITE WHEEL EN CCWH1058
CARBON COMPOSITE WHEEL ASSEMBLY EN CCWA1058
CHAIN EN CHAN1058
CIRCULATION FAN FILTER EN FLTR1058
DELUXE TOURING BIKE (BLACK) EN DXTR1058
DELUXE TOURING BIKE (RED) EN DXTR3058
DELUXE TOURING BIKE (SILVER) EN DXTR2058
DERAILLEUR GEAR ASSEMBLY EN DGAM1058
ELBOW PADS EN EPAD1058
FIRST AID KIT EN FAID1058

Tutorial Figure 2-66: Create Purchase Requisition — Material Search Results
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Click inside the “Vendor” field. Click the @ or click the F4 key on your keyboard to bring up the search menu.

O | v] « Q@ ] HE e
Create Purchase Requisition
Document Overview On | [) Iy | @b [i] &7Personal Setting

{7 Purchase Requisition  ~| | ["]Source Determination
Header
E EEREED S EE e [ BEE) S

1 |Material Short Text | Quantity |Unit|C Delivery Date|Matl Group |Plant |stor. Loc. |PGr |Requisnr. | Tracking, . Fixed vendor 'S
PUMP1058 (5|

Tutorial Figure 2-67: Create Purchase Requisition — Vendor Field

Enter the following:

e Search Term: *###

I: Vendors by Country/Company Code k K: Vend...[[] \ EJ

Search term x] l

Country

Postal Code [ ]

City { \

Name | 1 Ej Default Values
Plant s

Vendor ]

Maximum No. of Hits 500

Tutorial Figure 2-68: Create Purchase Requisition — Vendor Field
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Double Click on Your Bike Mania.

 Required 25 Entries found

A: Vendors (General) [ I: Vendors by Country/Company Code

k K: Ve...m

v

] (=1

=

2 <] i 11 Y ) =1

Search term: 058

Cty" PostalCode City Name 1 Vendor
DE 01069 DRESDEN SACHSEN STAHL AG 123058
DE 24149 SANDKRUG SHELL GEAR 121058
DE 33647 BIELEFELD PYRAMID BIKING 114058
DE 39120 BRAUNSCHWEIG BURGMEISTER ZUBEHOR OHG 113058
DE 50737 KOLN COLOGNE BIKE SUPPLIES 122058
DE 68167 MANNHEIM FLAT TIRE AND MORE 116058
DE 74080 HEILBRONN THICK SPOKE 119058
DE 76228 KARLSRUHE GUMMI SCHULTZE 117058
DE 80331 MUNCHEN RUN & FUN 124058
DE 86391 AUGSBURG LOHSE SCHRAUBE 118058
DE 97070 WURZBURG MAIN CARBON 120058
A
US 06601 BRIDGEPORT __BIKE MANIA 1125166
US 19341 GRAND RAPIDS RAPIDS NUTS N BOLTS 108058
Us 22102 MCLEAN SPY GEAR 107058
US 30319 ATLANTA OLYMPIC PROTECTIVE GEAR 101058
US 33126 MIAMI FUN N THE SUN SEATS N BAR 110058
US 45202 CINCINNATI BOOMTOWN TIRE & WHEEL 102058
US 54601 LACROSSE NIGHT RIDER ALUMINUM PROD 106058
USs 75039 IRVING DALLAS BIKE BASICS 103058
Us 77042 HOUSTON SPACE BIKE COMPOSITES 105058
US 85251 SCOTTSDALE  SUNNY SIDE UP TIRE 111058
US 88837 EDISON LIGHTBULB ACCESSORY KITS 104058
Us 92011 CARLSBAD REDWOOD KITS 112058
Us 97223 PORTLAND GREEN BLAZERS SEATS 109058

Tutorial Figure 2-69: Create Purchase Requisition — Vendor Search Results
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Enter the following:

e Quantity: 10

e Deliv. Date: 1 Week From Today
e Plant: MIOO

e  Stor. Loc.: TGOO

O | l«Blea® =0 8 o=
Create Purchase Requisition

| Document overview on | | [ Iy | @t [E] &lPersonal Setting

[{] Purchase Requisition  ~ | | [~]Source Determination

Header

B @OE AR ELEL (S I L) ) ) Eosu vae ]
St___ Item A I  Material Short Text Quantity nit C_Delivery Date Matl Group Rlan gr 1o PGr Requisnr.  Tracking_ Vendor Fixed vendor |S
| ] PUMP1058 i 125166

Tutorial Figure 2-70: Create Purchase Requisition — Vendor Search Results
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@

Click the button to verify your inputs.

Then click on the “Source of Supply” tab.

Enter the following in the screen below:

e  Purch. Org.: USO0

S«<H eae S SE Qm
Create Purchase Requisition

Document Overview On | [) I | @& [i] &iPersonal Setting

| Purchase Requisiton | | ["]Source Determination

Header
[O@L] [2]F]R]E[FL [ L] [2]@ & ==L [E][E)][2E][E]| 5 pefaut values

St_,_\ ItemA |1 Material Short Text Quantity Unit|C Delivery Date Matl Group  Plant Stor. Loc. |PGr Requisnr. | Tracking. Vendor
| 10 PUMP1058  Air Pump 10 EA D 11/18/2017 Utilities DC Miami Trading . NOO 125166
]

]

]

]

]

]

]

]

]

]

<«

[t 1tem [ 10 ] PUMP10S8 , Air Pump < [a]+]

Material Data YQuantties/Dates YValuation ,I/ Source of Supply |\/smtus VContact Person YTexts | Delivery Address |

|Fixed vendor S

Agreement [ ] Purch.Org. Order Unit []
Fixed vendor Suppl. Plant []
Info record

Required Vendor 125166 Bike Mania

Vendor Material No.

L‘ﬂ Assign Source of Supply I

Tutorial Figure 2-71: Create Purchase Requisition — Purchasing Organization
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Step 2.1: Save Purchase Requisition

E
Click the ™ to save your Purchase Requisition.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Purchase
Requisition Number. Please write down this Purchase Requisition Number on your You Try It Document Tracking

sheet under the Purchase Requisition row.

I/‘

Once you have recorded your Purchase Requisition Number, click on @ to exit back to the SAP Easy Access
Menu.

(V) M Rae =M = =
Create Purchase Requisition

Document Overview On D fﬁ ;f’ﬂ E] §3_|Personal Setting

Purchase Requisition vj ‘ ["]Source Determination

Header
S [OTL] [E[F]@]E[FL) &L L) (2] & =L 6] @I
St ItemA I  Materil Short Text Quantity Unit C Delivery Date Matl Groi

Item [New Item - BE]

I Purchase requisition number 0010000171 created I

Tutorial Figure 2-72: Save Purchase Requisition
Purchase requisition number 0010000171 created

Tutorial Figure 2-73: Purchase Requisition Document Number
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STEP 3: CREATE PURCHASE ORDER

We will now create a Purchase Order based on the Purchase Requisition we just created.

Purchase Purchase Goods

Requisition Order Receipt Ul I

Tutorial Figure 2-74: Procurement Process

Navigation: SAP Menu > Logistics > Materials Management > Purchasing > Purchase Order >
Create > Vendor/Supplying Plant Known

Click on the “Document Overview On” button.

@ I«H @@=t DHE o

Create Purchase Order

IDocument Overview On I\ [ ¥ Hold &5 | @Print Preview  Messages [i] &7 Personal Setting

Standard PO M| | vendor [ | Doc.date [11/11/2017

7| Header

"|8s./itm (A |1 |Material |short Text PO Quantity 0...|c|Delv. Date |t Price cur...|per |0...|Mati Group |Pint Stor. Location |B[T]
. -
L 0
om
e
— D 1D
E‘] I Default Values I I Addl Planning

@ Item [New Item - E]E]

Tutorial Figure 2-75: Purchase Order — Document Overview
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Click on the button and then click “My Purchase Requisitions”.

O | l«Beqe 2 8 e®™
Create Purchase Order

Document Overview Off | [) [ Hold && = @JPrint Preview  Messages [i] &7Personal Setting

| | N1/1172017!
Vendor Doc. date  |11/11/2017

Short Text PO Quantity 0... C Deliv. Date  Net Price Curr... Per 0... Matl Group  Pint Stor. Location B

Purchase orders
Requests for quotations
Contracts

Scheduling agreements

General purchasing documents
Purchase Requisitions
My purchase orders

My purchase orders on hold
I My purchase requisitions I

L]
(]
(]
L] a

0

>

‘:J‘: :‘ Ij‘lj‘ ‘E‘ l Default Values ] [ Addl Planning
@ltem New Item v BB

Tutorial Figure 2-76: Purchase Order — Document Overview

Click on Your Purchase Requisition. Then click on the adopt button .

K]

o “«H e@a® 2/ HE @F
Create Purchase Order

| Document Overview Off | | [ 'Y Hold &© | (@3Print Preview Messages [i] Z:Personal Setting

~ 7| Standard PO dl | Vendor
Document Y| Header
Overview v DB s.itm A1 Materal Short Text PO Quantity

.....

ke I3 [@) 1 (&) |

Purch.Reg./Reg. item
» Pfzoooot71] N

IEEEEE

Tutorial Figure 2-77: Purchase Order — Adopt Purchase Requisition
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Enter the following:

e Amount: 14.00

V] «H @@@ =680, HE  om
Create Purchase Order
| Document Overview Off | | [ ¥ Hold & | 3% @)Print Preview  Messages [i] & Personal Setting

A Standard PO v Vendor |125166 Bike Mania | Doc. date @
Document 2| Header
Overview v B|8/s./tm |A |1 |Materal short Text PO Quantity |0...|c|Deiiv. Date |Net Price
AlO PUMP1058 Air Pump 10EA D 11/18/2017 14

IO @) E L&
Purch.Req./Req. item |
» [3) 10000171

n
<«
[ Default Values ] [ Addl Planning ]
[t trem [[ 107 PuMP10SE , Air Pump v [a]+]
Material Data | Quantities/Weights " Delivery Schedule  Delivery | Invoice
Quantty | 10]Ea | Net [ 140.00 |[usD |
| Pricing Elements

N..lCnTy|Name Amount Crey |per |U...|Conditionvahe |Curr. |Stztus|
@kmﬁ};s Price 14.00 |JSD 1EA 140.00 USD

Tutorial Figure 2-78: Purchase Order — Amount
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Click to verify your inputs. Then click again to confirm the delivery date can be met.

9 | l«H e@® & 8 o=
v Create Purchase Order

Document Overview Off | [ IJ Hold &% | B% 3)Print Preview  Messages [i] S7Personal Setting

[standard PO ~| | vendor [125166 Bike Mania | Doc. date  [11/11/2017]
Document T Header
Overview v Bl8/s./tm (A1 |Materal ‘Short Text |PO Quantity |0...|CDeliv. Date |Net Price curr...|F
_____ 10 PUMP1058 Air Pump 10EA D 11/18/2017 14.00USD 1

(8= 1) [&) [ usD
Purch.Req./Req. item | USsD
» [ 10000171 UsD

UsD
UsD

»

\ —J
@ [ Default Values H Addl Planning ]

(=) em ([ 10 1 PUMP1058 , Ar Pump Y [a]=)
Material Data VQuantib‘es/Weights VDeivery Schedule VDeivery Vlnvoice mk Texts kDeiveryAdc

Quantity 10|Ea | Net \ 140.00 |UsD |
Pricing Elements
\N..lCnTyjName ‘Amount |Croy ‘per ‘U...‘Condition value ‘Curr. \Stztus‘Num... \OUn
Eeexx (Piss Price 14.00 USD 1EA 140.00 USD 1EA
Net value incl. disc 14.00 USD 1EA 140.00 USD 1EA
@ x2avM Non-Deductible Tax 0.00 USD 0.00 USD 0
Net value incl. tax 14.00 USD 1EA 140.00 USD 1EA
[ sxT0 Cash Discount 0.000 % 0.00 USD 0
Actual price 14.00 USD 1EA 140.00 USD 1EA
[@woTB OTB Procurement 14.00 USD 1EA 140.00 USD 1EA
«»

k&{’ Condition rec. ] Ana}ysis]

Ay Can delivery date be met? EV

Tutorial Figure 2-79: Purchase Order — Check Caution
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Step 3.1: Save Purchase Order

]
Click

to save your Purchase Order.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Standard PO
Number. This will serve as your Purchase Order Number. Please write down this Standard PO Number on your

You Try It Document Tracking sheet under the Purchase Order row.

Once you have recorded your Purchase Order Number, click on @ to exit back to the SAP Easy Access Menu.

o l«Be@@ 2f 0 e
Create Purchase Order

Document Overview OFf | [ ¥ Hold &5 | (3)Print Preview Messages [i] &7Personal Setting

Y| Standard PO M Vendor
Document Header
Overview v [B&/s.tm | |1 |materal Short Text P

e DB @) E L (&)
Purch.Req./Req. item
» [ 10000171

\
IEEEEENENEEEEEEEEEEEEEE

M 1L

BEER EETE &
Item [ New Item

I Standard PO created under the number 4500000759 I

Tutorial Figure 2-80: Purchase Order Saved

Standard PO created under the number 4500000759

Tutorial Figure 2-81: Purchase Order Document Number
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

You Try It Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



PROCUREMENT YOU TRY IT 2: SCENARIO

Now you try procuring materials from a different vendor. You will procure Repair Kits and Knee Pads from the Spy
Gear vendor. Trading goods are goods that we do not make in-house. We procure these from a vendor and then
sell them directly to customers.

Purchase Goods
Order Receipt

Purchase Vendor .
Invoice Payment

Requisition Selection

Tutorial Figure 2-82: Procurement Process

STEP 1: CREATE A PURCHASE ORDER WITH "VENDOR/SUPPLYING PLANT KNOWN"

We will now create a Purchase Order to request materials from our vendor. We will skip the Purchase Requisition
step since there is no need to internally request for a Purchase Order to be created. We will also skip the vendor

selection step since we know the vendor we will procure materials from.

Purchase Vendor Purchase

Requisition Selection Order SEVAIES

Tutorial Figure 2-83: Procurement Process — Purchase Order

Navigation: SAP Menu > Logistics > Materials Management > Purchasing > Purchase Order >
Create > Vendor/Supplying Plant Known

Step 1.1: Search For Vendor

In the “Create Purchase Order” Screen we want to search for the vendor.

Click inside the “Vendor” field and click the F4 key on your keyboard or click on the @

(] “l«Beae = 8 e®
[@ 1. create Purchase Order

Document Overview On | [) I} Hold &% | @Print Preview  Messages [i] &7Personal Setting

7] Standard PO ~ | vendor | |Tloc. date  [11707/2017]
————————
User Interface for the o Purch. Org.
Purchase Order
Three screen areas, which Purch. Group ]
can be expanded and Company Code

collapsed individually,
allow you to determine
which data is displayed.

Faulty items

VA ran mracess avaram

Tutorial Figure 2-84: Create Purchase Order — Vendor Field Select



Enter the following:

Search Term: *###

9 | "l«He@@ 2R HDoaNIFAE o

Document Overview On | [ [J Hold &% | @IPrint Preview  Messages [i] &7Personal Setting

[S Restrict Value Range (1) x
Standard PO
71| Header 1: Vendors by Country/Company Code “k: Vend...]] [«|[][E]
b5 Rs.tm |A Search term = ... Per (0%

Country [ ]
Postal Code [ ]
City I |

Name I ]

Vender —

Maximum No. of Hits

C2 T (]
m ] | | [ 11 |

Tutorial Figure 2-85: Create Purchase Order — Vendor Search



In the next screen we will select the Spy Gear vendor. Make sure the number in the “Vendor” column ends with

your GBI Number.

=

Restrict Value Range (1) 24 Entries found

I: Vendors by Country/Company Code

(kve.] IS

-
MO EEEY
tocumd Search term: 058
zlsmcw‘\l’ostanode}city |Name 1 |Vendor
DE 01069 DRESDEN SACHSEN STAHL AG 123058
Head{ e 54140 SANDKRUG SHELL GEAR 121058
B S.|pE 33647 BIELEFELD PYRAMID BIKING 114058
- [loe 39120 BRAUNSCHWEIG BURGMEISTER ZUBEHOR OHG 113058
| |oe s0737 KOLN COLOGNE BIKE SUPPLIES 122058
- [oe 68167 MANNHEIM FLAT TIRE AND MORE 116058
- [[oe 74080 HEILBRONN ~ THICK SPOKE 119058
[[ee e KARLSRUHE ~ GUMMI SCHULTZE 117058
0 DE 80331 MUNCHEN RUN & FUN 124058
e DE 86391 AUGSBURG LOHSE SCHRAUBE 118058
-~ JdpE 97070 WORZBURG ~ MAIN CARBON 120058
ne DE 99099 ERFURT ABS BRAKES GMBH 115058
CLlus 10341 GRAND RAPIDS RAPIDS NUTS N BOLTS 108058
Clus 22102 MCLEAN SPY GEAR 107058
" [ Jus 30319 ATLANTA OLYMPIC PROTECTIVE GEAR 101058
[ |us 33126 MIAMI FUN N THE SUN SEATS N BAR 110058
[Jus 45202 CINCINNATI ~ BOOMTOWN TIRE & WHEEL 102058
[[us 54601 LACROSSE NIGHT RIDER ALUMINUM PROD 106058
[us 7503 IRVING DALLAS BIKE BASICS 103058
] Us 77042 HOUSTON SPACE BIKE COMPOSITES 105058
s US 85251 SCOTTSDALE  SUNNY SIDE UP TIRE 111058
- Llus 88837 EDISON LIGHTBULB ACCESSORY KITS 104058
s 02011 CARLSBAD REDWOOD KITS 112058
E Us 97223 PORTLAND GREEN BLAZERS SEATS 109058
L
n

Tutorial Figure 2-86: Create Purchase Order — Vendor List
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Step 1.2: Expand Item Overview

If needed, expand the “Item Overview” section by clicking on

Q | v Re@® =i T e
Create Purchase Order

Document Overview On | [ [y Hold &® | @)Print Preview Messages [i] &Personal Setting

| standard PO ~] Vendor 107058 Spy Gear | Doc. date  [11/05/2017
_____ E Delivery/Invoice | Conditions | Texts tAddress t/Cornmuniaﬁon k’Partners t'/Addiﬁonal Data_// Org. Data ksm:us

—————————————— R—
User Interface for the Purch. Org. US00| GBIUS
Purchase Order

Purch. Group [woo]  North America
Three screen areas, which .
can be expanded and Company Code US00| Global Bike Inc.

collapsed individually,
allow you to determine
which data is displayed.

Faulty items

You can process system
messages directly or
collect them for
subsequent processing.

Item Overview

Item [New Item = E]B

Further functions

Self-Definable

Document Overview

Fast and

Straightforward

Access to Relevant

Data

e Put Incomplete
Purchase Orders "On
Hold"

e Copy or Convert

Documents into

Purchase Orders

Fast Change

Maintain Personal

Settings

Enter Account

Assignment

e Display Release

Strategy

Invoke Print Preview

Direct from Purchase

Order

Further Information

For more information about
the business background,
see Help -> Application
Help.

Tutorial Figure 2-87: Create Purchase Order — Item Overview Not Expanded



Step 1.3: Enter Purchase Organization, Purchasing Group and Company Code

Now enter Purchase Organization, Purchasing Group and Company Code. These fields are part of our company’s
organization structure. They indicate what part of our organization is procuring and paying for the materials.

Enter the following into the screen. Make sure you are on the “Org Data” tab.

e  Purchase Organization: US00
e Purchasing Group: NOO
e Company Code: US00

@ «HB e@a® =6 HEo em

|.| Create Purchase Order

Document Overview On [ 'Y Hold &5 & @)Print Preview Messages [i] S7Personal Setting

(= Back J[=> Forward |Elclose | [fm] standard Po - Vendor (0000107058 | Doc.date  [11/05/2017)
_____ [EJ Delivery/Invoice |~ Conditions | Texts | Address  Communication | Partners | Additional Data ./ Org. Data | Status

User Interface for the Purch. Org. lusoal GBIUS
Purchase Order P

. Purch. Group N00|  North America
Three screen areas, which
can be expanded and Company Code US00| Global Bike Inc.

collapsed individually,
allow you to determine
which data is displayed.

Faulty items
You can process system
messages directly or

collect them for E

subsequent processing.

=
=

A 1 Materil Short Text PO Quantity 0... C Deliv. Date | Net Price Curr... Per

Further functions

e Self-Definable
Document Overview

e Fast and
Straightforward
Access to Relevant
Data

OO e

Tutorial Figure 2-88: Create Purchase Order — Org Data



Click the button in the menu bar to verify your “Org Data” inputs.

= 8 e®
Create Purchase Order

Document Overview On | [ [§ Hold &% | (3)Print Preview  Messages [i] & Personal Setting

= Forward ][l close | (] Standard PO v | vendor 0000107058 Doc. date  [11/05/2017

,,,,, '5] _ Delvery/nvoice Addtional Data

User Interface for the Purch. Org. US00| GBIUS
Purchase Orde .
Thm se * N Purch. Group NOO|  North America

ree screen areas, which
can be expanded and Company Code Us00| Global Bike Inc.
collapsed individually,
allow you to determine
which data is displayed.
Faulty items
You can process system
messages directly or
collect them for == S..‘ltm ‘A ‘l \Material Short Text ‘PO Quantity ‘OWMDeW. Date  Net Price ‘Curr.A.‘Per ‘o...‘Maﬂ Group | Pint Stor. Location

subsequent processing.

Further functions

Self-Definable
Document Overview
Fast and
Straightforward
Access to Relevant
Data

Put Incomplete
Purchase Orders "On
Hold"

e Copy or Convert
Documents into
Purchase Orders
Fast Change
Maintain Personal
Settings

Enter Account
Assignment

e Display Release
Strategy

Invoke Print Preview
Direct from Purchase
Order

e Further Information

OO0 OOO0OO0a

For more information about
the business background,
see Help -> Application
Help.

I Default Values H Addl Planning

@ Item [New Item = BE]

Tutorial Figure 2-89: Create Purchase Order — Verify Org Data



Step 1.4: Enter Materials Into The Purchase Order

Now enter the materials we want to procure from Spy Gear. We want to procure Repair Kits and Knee Pads to
resell to our customers.

[
Click inside the first cell in the "Material" column. Then click the F4 key on your keyboard or click on the ™+,

[ purchase Order Edt Goto Enyronment System Help

] l«B e 26 R e™
Create Purchase Order

Document Overview On | [) [§ Hold &® | (Print Preview  Messages [i] &7 Personal Setting

@ Standard PO | | vendor 107058 Spy Gear | Doc. date  [11705/2017]
L Delvery/Invoice | Conditions | Texts | Address | Communication | Partners | Additional Data_/{Org. Data | Status

———————
User Interface for the purch. Org. us0| GBIUS
Purchase Order Purch. Group [§00]  North America
Three screen areas, which
can be expanded and Company Code  [US00| Global Bke Inc.
collapsed individually,

allow you to determine

which data is displayed.

Faulty items
You can process system
messages directly or

collect them for (l&/s.ftm [A |1 Materal Short Text PO Quantity O...|C Deliv. Date | Net Price Curr... Per |0... Matl Group |Pint stor. Location B[]
subsequent processing. Il 7 Q UsD -
L ¥

Further functions -

Self-Definable
Document Overview
Fast and
Straightforward I
Access to Relevant 7

Data

Put Incomplete
Purchase Orders "On
Hold"

Copy or Convert
Documents_into
Purchase Orders
Fast Change

e Maintain Personal UsD
Settings =
e Enter Account
Assignment psp
e Display Release UsD
Strategy Usp

e Invoke Print Preview
Direct from Purchase
Order

e Further Information

OO OOOOad

For more information about
the business background,
see Help -> Application
Help.

[_Defautt values | [ Addl Planning

[ rtem New Ttem < A5

Tutorial Figure 2-90: Create Purchase Order — Materials Search
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We will search using Material By Material Type. Click on the == in the right-hand corner of the Search window.

Select “T: Material By Material Type”.

I @ l«Bea@ 2 Ll
Create Purchase Order

%

Document Overview On | [) IfJ Hold &% | @)Print Preview  Messages [i] & Personal Setting

Standard PO v | vendor

Material number (1)

= Forward

(107058 Spy Gear

Material by old material number

[11/05/2017

User Interface for the
Purchase Order

Three screen areas, which
can be expanded and
collapsed individually,
allow you to determine Material
which data is displayed.

7

Material description 1)

Language Key

Faulty items
You can process system
messages directly or

collect them for E!

subsequent processing.

Maximum No. of Hits 500

Further functions =

e Self-Definable
Document Overview
Fast and I
Straightforward =
Access to Relevant

Data

Put Incomplete I
Purchase Orders "On =
Hold"

e Copy or Converc
Documents into I
Purchase Orders i
Fast Change
Maintain Personal
Settings
Enter Account IF
Assignment I
e Display Release
Strateqy

EEEEEEn

Tutorial Figure 2-91: Create Purchase Order — Material Search By Material Type

10

Material Number/Material Description

Material by old material number

Material by bill of material

Material transferred from CAD system

Competitive product by competitor

Production Resources/Tools by Description/PRT Grouping
: Sales material by general product hierarchy

Material by vendor's material number

Material by material category

Materials for class

Material by material group

Material by EAN (International Article Number)
Materials by several classes

Material by product hierarchy

Material by task list

: Sales material by description

Material by Material Type

V: Material by Supply Area

W: Plant Material by Description

X: Material by Characteristic Value

G: Search Help for Manufacturer Part Number

U: Search Help for Manufacturer Part Number with AMPL
Z: Material for International Article Numbers: Vendor-Specific
7: Excise Duty Material for Description

JYRARTPQELANSIIMNDO®EE

Usp
UsD



Enter the following information into the fields:

e  Material Type: HAWA
o Material: *###

HAWA is the material type for Trading Goods.

O | “«H ea® =f

| Create Purchase Order

Document Overview On | [ [J Hold &© | @3Print Preview

[Standard PO v | vendor
Y|}l [ Material number (1)

i

// S: Sales material by description

Material Type HAWA

| Material description [

| Language Key EN

Tutorial Figure 2-92: Create Purchase Order — Materials Search Input
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| Material i L
| Maximum No. of Hits 500

S8 @

Messages [il S7Personal Setting




The following search results will be displayed in the next window. We want to procure Repair Kits and Knee Pads.

Click on the Repair Kit entry. Note the Knee Pads material number for use in the next step.

Q | l«Blea® =m P o=
Create Purchase Order

Document Overview On D Fﬁ Hold -"'D @Pr‘nt Preview Messages E E—ElPersonal Setting

= Back |[=2> Forward |[Elclose {7 Standard PO ~| | vendor |107058 Spy Gear | Doc.date [11/05/2017

[= Material number (1) 10 Entries found

- X
o o oy st ooy e | .. (4
V.
AES P )

User Interface for the F
Purchase Order
Three screen areas, which

can be expanded and C Material Type: HAWA
collapsed individually,
allow you to determine Material dsuipﬁon‘\l.anguage\uatsﬂ
which data is displayed. AIR PUMP EN PUMP1058
ELBOW PADS EN EPAD1058
Faulty items FIRST AID KIT EN FAID1058
You can process system | kneEe paDS EN KPAD1058
messages directly or —]
collect them for OFF ROAD HELMET EN OHMT1058 curr..
subsequent processing. | REPAIR KIT EN RKIT1058 UsD
| ROAD HELMET EN RHMT1058 Gsp
Further functions | T-SHIRT EN SHRT1058
| WATER BOTTLE EN BOTL1058 gsD
e Self-Definable | WATER BOTTLE CAGE EN CAGE1058 gsD
Document Overview USD
e Fast and ]
Straightforward — PED
Access to Relevant : | Usb
Data i USD

Tutorial Figure 2-93: Create Purchase Order — Materials Selection
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The Repair Kit material number is displayed in the first row of the "Material" column.

Q | fl«Be@® =M HE om
Create Purchase Order
Document Overview On D Fﬁ Hold i’l‘?l @Print Preview Messages E] §§-]Personal Setting

[¢=Back ][=> Forward |[Elclose |

\ Standard PO M

| vendor

[107058 Spy Gear

| Doc. date

11/05/2017

Delivery/Invoice VConditions VTexts VAddres l/CommniGtion l/Pan:ners VAddiﬁonaI Data w

User Interface for the
Purchase Order

Three screen areas, which
can be expanded and
collapsed individually,
allow you to determine
which data is displayed.

Faulty items

You can process system
messages directly or
collect them for
subsequent processing.

Further functions

=)

Purch. Org. US00| GBIUS
Purch. Group N0O| North America

Company Code US00| Global Bike Inc.

B/s./tm |A |1 |Materal Short Text |PO Quantity

RKIT1058

O]

Tutorial Figure 2-94: Create Purchase Order — Materials Search Results
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0...|c|Delv. Date |Net Price

‘Curr... ‘
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UsD



Now enter the Knee Pads material number into the next row of the “Material” column. We know the Knee Pads
material number from the previous search or you may do another search find the material number.

O | l«Blea® =i 8 ew
Create Purchase Order

Document Overview On | [) [[§ Hold && | @3)Print Preview  Messages [i] S7Personal Setting

[¢=Back |[=> Forward |[Elciose | ] Standard PO - Vendor [107058 Spy Gear | Doc.date [11/05/2017

E Delivery/Invoice - Conditions " Texts |~ Address } Communication } Partners - Additional Data / Org. Data P Status \

User Interface for the Purch. Org. US00| GBIUS

Purchase Order ) purch. Group [w00]  North America
Three screen areas, which

can be expanded and Company Code US00| Global Bike Inc.
collapsed individually,

allow you to determine

which data is displayed.

Faulty items
You can process system
messages directly or

collect them for 8 s./tm A1 Materal Short Text PO Quantity O... C|Delv. Date |Net Price curr... Per  O...
subsequent processing. ‘_‘D RKIT1058 USD
. HE KPAD1### UsD
Further functions ‘ ‘D —
UsD
[ | P

Tutorial Figure 2-95: Create Purchase Order — Materials
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We will complete the Purchase Order by typing in the PO Quantity, Delivery Date, Net Price, Currency and Plant.

The PO Quantity is the quantity of the goods that we want. The Delivery Date is the requested date we want to
receive the order. The Net Price is the price it will cost us per good. Currency is the currency we wish to pay in.
Since SAP can support many different currencies, we must specify the type of currency. The plant is the location
we wish to receive the material in.

Enter in the following for Repair Kit (RKIT1###):

e Material: Your Repair Kits

e PO Quantity: 10

o Deliv. Date: 1 Week From Today
e Net Price: 16.00

e  Currency: USD

e  PInt: MIOO

Enter in the following for Knee Pads (KPAD1#i##):

e  Material: Your Knee Pads

e PO Quantity: 5

e Deliv. Date: 1 Week From Today
e Net Price: 37.50

e  Currency: USD

e  PInt: MIOO

V] l«Beae 2 S0 o
Create Purchase Order

Document Overview On D ﬁ Hold && @Print Preview Messages [i] @ Personal Setting

<5 Back J[=> Foward |[Ecose | [[] Standard o - Vendor 107058 Spy Gear Doc. date  [11/05/2017
@ Delivery/Invoice  Conditions -~ Texts | Address - Communication - Partners - Additional Data /"Org.Dam | status

User Interface for the Purch. Org. Us00. GBIUS
Purchase Order

Three screen areas, which

can be expanded and Company Code US00| Global Bike Inc.
collapsed individually,

allow you to determine

which data is displayed.

Purch. Group NOO|  North America

Faulty items
You can process system
messages directly or

collect them for @E& S.Itm A 1 Material Short Text PO Quantity 0... C Deliv. Date  Net Price Curr... |Per 0... Matl Group  Pint

subsequent processing. (] RKIT1058 10 11/18/2017 16USD MI0D
KPAD1058 5 11/19/2017 37.50USD

Further functions % HERDIOSE /18720 7.0 MI00
UsD

Tutorial Figure 2-96: Create Purchase Order — Material Inputs
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Click the button in the menu bar to verify your inputs.

o = ~l«Beqe@ =i S8 0%
Create Purchase Order
Document Overview On D l‘ﬁ Hold &b @Pr'ntPreview Messages H ﬁPersonalSeﬁg
[eBack |2 Forward standard PO ~| | vendor [107058 Spy Gear | Doc. date  [11/05/2017]

User Interface for the
Purchase Order
Three screen areas,
can be expanded and
collapsed individually,
allow you to determine
which data is displayed.

which

Faulty items

You can process system
messages directly or
collect them for
subsequent processing.

Further functions

Self-Definable
Document Overview
Fast and
Straightforward
Access to Relevant
Data

Put Incomplete
Purchase Orders "On
Hold"

e Copy or Convert
Documents into
Purchase Orders
Fast Change
Maintain Personal
Settings

Enter Account
Assignment

Display Release
Strategy

Invoke Print Preview
Direct from Purchase
Order

e Further Information

For more information about
the business background,
see Help -> Application
Help.

Delivery/Invoice

Additional Data

Purch. Org. US00, GBIUS
Purch. Group N0o|  North Ameria
Company Code US00| Global Bike Inc.
"o|Bs.itm |A 1 |Materal Short Text PO Quantity |0.../c|Delv. Date | Net Price |curr...|per  |0...|Matl Group |Pint stor. Location |B[T]
[0 BKITI0S8  Repair Kit 10EA D 11/16/2017 16.00USD 1 EA Utities  DCMimi
[0 KPAD10SZ  Knee Pads SEA D 11/19/2017 37.50USD 1 EA Safety Gear DCMiami -
Usb -
“«)
[ Default Values ] [ Addl Planning ]
[ rtem [[ 10 TRKIT1058 , Repair Kt - [a+
Delivery Address Condition Control
Quantty | 10][ea | Net 16000 Jusp |
| Pricng Elements
N..‘CnTyjName ‘Amount \Crcy ‘per U... Condition value ‘Curr. Sm:us‘Num... oun ‘CCon...jUn ‘Condit‘nn value ‘Cdcur S‘
[ 2BxX Gross Price 16.00 USD 1EA 160.00 USD 1EA EA 0.00 (]
Net value incl. disc 16.00 USD 1EA 160.00 USD 1EA 1EA 0.00 (]
Ewav Non-Deductble Tax 0.00 USD 0.00 USD 0 0 0.00
Net value indl. tax 16.00 USD 1EA 160.00 USD 1EA 1EA 0.00 (]
[ESKTO Cash Discount 0.000 % 0.00 USD 0 o 0.00
Actual price 16.00 USD 1EA 160.00 USD 1EA 1EA 0.00 (]
[E¥oTB OTB Procurement 16.00 USD 1EA 160.00 USD 1EA 1EA 0.00 a
Y m] -
«» | >
@k&’ Condition rec. l Analysis ] &5 Update

Tutorial Figure 2-97: Create Purchase Order — Check and Verify
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Step 1.5: Save Purchase Order

]
Click

to save your Purchase Order.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Standard PO
Number. This Standard PO Number will serve as your Purchase Order Number. Please write down this Number on

your You Try It Document Tracking sheet under the Purchase Order row.

(V] l«Beae 26 g8 ew
Create Purchase Order

Document Overview On  [) '} Hold &© = @)Print Preview Messages [i] &7 Personal Setting

[{¥] Standard PO ~| | vendor Doc. date  [11/05/2017

AAAA Delivery/Invoice | Conditions | Texts | Address | Communication | Partners | Additional Data ./ Org. Data | Status |

User Interface for the Purch. Org.

Purchase Order 3
Three screen areas, which Purch. Group L
can be expanded and Company Code | |
collapsed individually,

allow you to determine

which data is displayed.

Faulty items

You can process system

messages directly or

collect them for Ei

subsequent processing.

7

.. Itm A 1 Material Short Text PO Quantity 0... C Deliv. Date  Net Price Curr... Per 0.../Matl Group  Pint Stor. Loc

Further functions —

e Self-Definable
Document Overview

e Fast and
Straightforward |

Access to Relevant H

Data

Put Incomplete

Purchase Orders "On

Hold"

e Copy or Convert

Documents into

Purchase Orders

Fast Change

Maintain Personal

Settings

Enter Account =

Assignment

Display Release

Strategy

Invoke Print Preview ]

Direct from Purchase |

Order

e Further Information

\
I EEEEEEEEEEEEEEEnE

“»
For more information about
the business background,

see Help -> Application BEE EFETE & [ pefautt values | [ Addl pianning
Help.
Ttem [New Ttem = E]E]

Standard PO created under the number 4500000746

Tutorial Figure 2-98: Purchase Order Save

Standard PO created under the number 4500000746

Tutorial Figure 2-99: Purchase Order Number
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Once you have recorded your Standard PO Number, click on

Qe =i

8 o™

to exit back to the SAP Easy Access Menu.

Document Overview On [} 'Y Hold

Create Purchase Order

User Interface for the
Purchase Order

Three screen areas, which
can be expanded and
collapsed individually,
allow you to determine
which data is displayed.

Faulty items
You can process system
messages directly or
collect them for
subsequent processing.

Further functions

Self-Definable

Document Overview

Fast and

Straightforward

Access to Relevant

Data

e Put Incomplete
Purchase Orders "On
Hold"

e Copy or Convert

Documents into

Purchase Orders

Fast Change

Maintain Personal

Settings

Enter Account

Assignment

Display Release

Strategy

Invoke Print Preview

Direct from Purchase

Order

Further Information

For more information about
the business background,
see Help -> Application
Help.

o

&b | @Print Preview  Messages [i] &Personal Setting

[ | Doc.date [11/05/2017)
Additional Data

Purch. Org.
Purch. Group
Company Code

EERTE |Short Text PO Quantity |0.../C Delv. Date | Net Price curr... Per |O... Mati Group

(]

am

-

i

=

[

um

L

L

Em

-

L

nu

om

g

L

H

=

+

I

L0

‘ =
@ [ Default Values ] I Addl Planning

Item [New Ttem v [EB

Standard PO created under the number 4500000746

Tutorial Figure 2-100: Exit to SAP Easy Access Menu
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STEP 2: COMPLETE GOODS RECEIPT

After we create the Purchase Order, our vendor, Spy Gear, will be notified that we need material to be shipped.
When Spy Gear ships the material to us we must receive it into our inventory. A Goods Receipt will allow us to
receive the goods into our inventory from Spy Gear.

Purchase Vendor Purchase Goods

Requisition Selection Order Receipt LRt SEAES

Tutorial Figure 2-101: Procurement Process — Goods Receipt

Navigation: SAP Menu > Logistics > Materials Management > Inventory Management > Goods
Movement > Goods Receipt > For Purchase Order > GR For Purchase Order (MIGO)

Verify the following have automatically populated:

e  Purchase Order Field: Your Purchase Order
e GRgoods receipt field: 101

o «H e@@ S NN R e
Goods Receipt Purchase Order - GBI-058

Hide Overview | [ | Hold Check Post | [ilHelp

|| [Goods Receipt ~| [Purchase Order  ~| [4s00000746] ] GR goods receipt  [101] |
My Documents
~ Purchase Orders — )
 Pudee Oudes_ (i E
~ Material Documents
v Bank Document Date  |11/05/2017 Delivery Note
% Posting Date 11/05/2017 Bil of Lading HeaderText
— & [ [Indwidual Sip ~|
Line |Mat. Short Text |oK |Qty in unE E... SLoc |Batch |Valuation ... |M... D/Stock Type  |Pint |s... |customer
a

Tutorial Figure 2-102: Goods Receipt — Enter Purchase Order
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Click the button in the menu bar to advance to this screen.

o Fl«Be@@ i o 50 em
[@ .| Goods Receipt Purchase Order 4500000746 - GBI-058

Hide Overview | [ | Hold Check Post | [ilHelp

®2] @) (=) | Goods Receipt ~| [Purchase Order  ~| | Q @] GR goods receipt  [101] |
My Documents
~ Purchase Orders @
- 4500000746
~ Material Documents
* Blank Document Date 11/05/2017 Delivery Note Vendor Spy Gear
Ziere Posting Date 11/05/2017 Bl of Lading HeaderText
= 0 [lndividual Slip v
Line |Mat. Short Text |ok |ty in unE E... s...sLoc |Batch |Valuation ... |M... D|Stock Type Pint |s... | customer [
(1 Jrepair kit 0o EA 101 + Unrestricte.. ¥ DC Miami -
2 _Jknee pads O's e [ 101 + Unrestricte.. ¥ DC Miami hd
-
<« [ D
EE W @

Delete |[D)  Contents I
(=

i Quantity t ‘Where k Purchase Order Data t Partner ]
Material Repair Kit | [RerTi0se
Vendor Material No. ]
Material Group UTIL
EAN in Order Unit |
EAN Check ]
[Jitem 0K Line 1

Tutorial Figure 2-103: Goods Receipt — Input Your Purchase Order



Click on the button in the Repair Kit row. Then click “Item OK” so that a check mark appears beside it.

o “l«Be@@ ol DDONITE R
‘ Goods Receipt Purchase Order 4500000746 - GBI-058

Hide Overview | [ ' Hold Check Post | [ilHelp

=)@ [GoodsRecept  ~| [Purchase Order ] | | i) GR goods receipt  [101] |
My Documents
~ Purchase Orders
: 15]_Genera | vendor 22 |
~ Material Documents
+ Blank Document Date 11/05/2017 Delivery Note Vendor Spy Gear
~ H‘elng;Ea Posting Date 11/05/2017 Bill of Lading HeaderText
&[] [Indwidual Sip -
Line |Mat. Short Text |oK |Qty in unE E...|s../sLoc Batch |valuation ... |M... D|Stock Type Pint |s... |customer [
Repair Kit 0 EA 101 + Unrestricte.. ¥ DC Miami —
Knee Pads Os EA 101 + Unrestricte.. ¥ DC Miami e
<|v|El v
[ \@ f@@ Delte J[D contents
E] ’ﬂm \“Where | Purchase Order Data | Partner |
Material |Repair kit | [RezT1088
Vendor Material No. ’ ]
Material Group UTIL
EAN in Order Unit
EAN Check []

(@tem oK 7 ine ]

Tutorial Figure 2-104: Goods Receipt — Item OK: First Item
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Click on the “Where” tab.
Enter the following:

e  Storage Location: TG00

] l«Beae@ =&

Dhan S8 e

‘ Goods Receipt Purchase Order 4500000746 - GBI-058

Hide Overview | [} | Hold Check Post | [ilHelp

|Goods Receipt ~| [Purchase Order ~ [ | ] [iii] GR goods receipt mﬂ
My Documents
¥ Purchase Orders @ | Vendor | 82
M isuoenraen
~ Material Documents
Blank Document Date 11/05/2017 Delivery Note Vendor Spy Gear
~ ka:;g;ku Posting Date 11/05/2017 Bill of Lading HeaderText
&[] |Indwidual Slip -
Line |Mat. Short Text |oK |Qty in UnE E... s...5Loc |Batch |Valuation ... |M... D|Stock Type Pint |s... | customer [
(1 JRepairkit 0o Ea (5] 101 + Unrestricte.. ¥ DC Miami -
[ 2 Jknee Pads s EA 101 + Unrestricte.. ¥ DC Mami hd
-
«» [ Ol
[ ]@ @ Delete ED Contents
(5] wotersl | quantty /Whete | puchase order bata | partner |
Movement type @ H F’ GR goods receipt. Stock type Unrestricted use ¥
Plant [ Mami |Mzoo
Storage Location TG00/ P
Goods recipient
Unloading Point [ ]
Text [
[Iitem OK Line ]

Tutorial Figure 2-105: Goods Receipt — Storage Location: First ltem
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Click the 0

V] l«Be@@ =@ fhad N0 0w

button after you have clicked “Item OK” and entered in the Storage Location.

‘ Goods Receipt Purchase Order 4500000746 - GBI-058
Hide Overview [ | Hold Check Post | [ilHelp

®2]I@) [Goods Receipt

My Documents
~ Purchase Orders [E]
-+ 4500000746

~| [purchase Order  ~| | I

@&

~ Material Documents

GR goods receipt mﬂ

_ *Bank Document Date  |11/05/2017

Delivery Note Vendor Spy Gear
% Posting Date 11/05/2017 Bill of Lading HeaderText
- ] |Individual Slip v
Line | Mat. Short Text |ok |qty in unE E...[s.. sLoc |Batch |Valuation ... |M...|D|Stock Type Pint |s.... |customer [
Repair Kit 10 EA Trading Goods 101 + Unrestricte.. ¥ DC Miami —
Knee Pads Os EA ™

v |§

101 + Unrestricte.. ¥ DC Miami

l ]@ @ Delete ]FD Contents ]

(5] materal | quantiy JWiere | Purchase Order Data_} Partner |
Movement type 1101 D E‘GR goods receipt Stock type Unrestricted use +
Plant IDC Miami |pzoo
Storage Location [Trading Goods ] TG00
Goods recipient
Unloading Point

Text [ |

VIltem OK Line &

Tutorial Figure 2-106: Goods Receipt — Check: First Item
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We will now do the same for our second material, Knee Pads. Click on the ‘ button in the Knee Pad row. Then
click “Item OK” so that a check mark appears beside it

V] «H ee@ =i HnNaN A5 em
i Goods Receipt Purchase Order 4500000746 - GBI-058
Hide Overview | [

Hold Check Post | [ilHelp

| ‘ | Goods Receipt

~| [Purchase Order  +| | I ] . ] GR goods receipt |01 |
My Documents
P aoaoragmy D) _fGene@) Vendor | 22
- 4500000746 e
~ Material Documents
* Blank Document Date 11/05/2017 Delivery Note Vendor Spy Gear
e Hf'dag:? Posting Date [11/05/2017] Bil of Lading [ ] HeaderText
= [ |Individual Slip v
Line |Mat. Short Text |ok |qty in unE E...|s..sLoc |Batch |Valuation ... [M... D|Stock Type Pint |s... |customer [T
(1 JRepairkit ™ 10 EA 101 + Unrestricte.. ¥ DC Mami -
[ 2 Jknee pads O A 5] 101 + Unrestricte.. ¥ DC Mami N
o >
[ \@ @ Delete [D Contents
g Quantity t Where VPurdlase Order Data VPartner |
Material |knee Pads | [keap1ose
Vendor Material No. [
Material Group SFTY
EAN in Order Unit
EAN Check
[V1tem OK Line 2

Tutorial Figure 2-107: Goods Receipt — Item OK: Second Item



Click on the “Where” tab.

Enter the following:

e  Storage Location: TG00

© l«Bea@ ol NN FHE W

‘ Goods Receipt Purchase Order 4500000746 - GBI-058
Hide Overview | [) | Hold Check Post = [ilHep

[®)[2])/[@] [E] [Goods Receipt ~| [purchase Order  +| | | |

My Documents

GR goods receipt @D

~ Purchase Orders E] e | 20
~ Material Documents
* Blank Document Date 11/05/2017 Delivery Note Vendor Spy Gear
THedData | posting Date 11/05/2017 Bl of Lading HeaderText
- &[] |Indvidual Slip -
Line |Mat. Short Text |oK |Qty in unE E...|s../sLoc |Batch |Valuation ... |M...|D|Stock Type Pint |s... |customer [
Repair Kit 10 EA Trading Goods 101 + Unrestricte.. ¥ DC Miami b
Knee Pads O EA

«» [

EE | [REE) T peete D contenss | {3
() wateral | Quantty /

Purchase Order Data Partner 1

101 + Unrestricte.. ¥ DC Miami

-

Movement type 101 D B GR goods receipt Stock type Unrestricted use ¥
Plant [DC Mami [z00]

Sageloaten  (We [ |

Goods recipient

Unloading Point

Text [

[v1tem OK Line [j

Tutorial Figure 2-108: Goods Receipt — Storage Location: Second Item
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Click the 0

Qo @ ~«Beqe ohi N oH em

button after you have clicked “Item OK” and entered in the Storage Location.

Goods Receipt Purchase Order 4500000746 - GBI-058

Hide Overview [ | Hold Check Post | [ilHelp

(E2] @) E) | Goods Receipt

~| [Purchase Order  ~| | ] GR goods receipt  [101][ |
My Documents
P msardg [ _GemeR| vendor | 2|
~ Material Documents
* Blank Document Date @ Delivery Note : Vendor Spy Gear
~ el Dafa Postng Date |11/05/2017 Bil of Lading " beterrex [ ]
& [ [Indwidual Slip |

Line |Mat. Short Text |0k |ty in UnE E... sLoc Batch |Valuation ... |M... D|Stock Type Pint |s... |customer [
[ 1 |Repair kit 10 EA Trading Goods 101 + Unrestricte.. ¥ DC Mami =
Knee Pads S EA Trading Goods 101 + Unrestricte.. ¥ DC Miami

<« [

\ (e @

Delete ) Contents I

(5 _ ot uaney A e e osa_| paner |
Movement type @ D GR goods receipt Stock type
Plant [DC Miami )
Storage Location
Goods recipient
Unloading Point
Text [

[¥Item OK Line 2

Tutorial Figure 2-109: Goods Receipt — Check: Second Item
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Step 2.1: Save Goods Receipt

Click to save your Goods Receipt.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Material
Document Number. This Material Document Number will serve as your Goods Receipt Number. Please write down

this Material Document Number on your You Try It Document Tracking sheet under the Goods Receipt
(Procurement) row.

V] v« eae@ o DDLH I EE 0w
Goods Receipt Purchase Order - GBI-058

Hide Overview | [} = Hold Check post | [i]Help

‘ Goods Receipt ~| [Purchase Order - C ja @] ‘j\ GR goods receipt [101]
My Documents
~ Purchase Orders = Arecnee) Aoe)
- 4500000746 General | Vendor | &3
~ Material Documents
5000000439 Document Date  |11/05/2017 Delivery Note
¢ “f'dag:f Posting Date 11/05/2017 Bill of Lading HeaderText
& [ |Indvidual Slip v
Line  Mat. Short Text OK Qty in UnE E... SLoc Batch Valuation ... M... D Stock Type Pint S... Customer
-
“» «»
‘i”i [ QHL‘ [¥ Delete |[[B) Contents ;‘ ‘i
Material | Quantity / Where
Material document 5000000439 posted lsAP4

Tutorial Figure 2-110: Goods Receipt Save

Material document 5000000439 posted

Tutorial Figure 2-111: Material Document Number
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STEP 3: ENTER INVOICE

Our vendor has sent us the invoice for our order. We will now enter that invoice into our SAP system.

Purchase Vendor Purchase Goods

Requisition Selection Order Receipt LLEIEE SEAES

Tutorial Figure 2-112: Procurement Process — Invoice

Navigation: SAP Menu > Logistics > Materials Management > Logistics Invoice Verification >

Document Entry > Enter Invoice

We will now enter in the details of the invoice we have received from Spy Gear.
Enter the following:

e Invoice Date: Today’s Date

e  Posting Date: Today’s Date

e Amount: 347.50

e  Tax Amount (drop-down): XI (Input Tax)

e  Purchase Order/Scheduling Agreement: Your Purchase Order Number

@ «H e@@ S0 HNON N0 em
Enter Incoming Invoice: Company Code US00

Show PO structure  Show worklst | [y | Hold [iSimulate | Messages [i]Help

Transaction [ Invoice '] OO Balance 0.00

Payment Details Tax Contacts Note

Invoice date 11/05/2017 Reference
Posting Date 11/05/2017

Amount [347.50 | | [ Calculate tax
Tax Amount [ | [X1(input Tax) -
Text [ |
Baseline Date

Company Code US00 Global Bike Inc. Dallas

i G/L Account | Materal |

|Purchase Order/Scheduling Agreement ~| [450000074¢[Q | Goods/service items ]
Layout [ All information v |
"_{Item |Amount |Quantity |0...|% |purchase ... [Item |PO Text |Tax Code| |

Tutorial Figure 2-113: Incoming Invoice — Inputs
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Click the button to verify your inputs from the step above.

The following screen will appear. Notice that our Knee Pads and Repair Kits appear.

nier Lnco g ’ ny

Show PO structure  Show worklist | [§ | Hold [¥¥Simulte | @ Messages [i]Help

Transaction |Invoice M ®CO Balnce | 0.00 |USD

Payment | Detais Contacts | Note Vendor 0000107058
Spy Gear
Invoice date 11/05/2017 Reference 8405 Greensboro Dr.
Posting Date 11/05/2017 MCLEAN VA 22102
Amount 347.50 | fusp | [ Calculate tax USA
Tax Amount | X1 (input Tax) ~| E
Text ] B
Paymt terms Due immediately [ i o1
Baseline Date 11/05/2017 .
Company Code US00 Global Bike Inc. Dallas =
St i scom | sl
|Purchase Order/Scheduling Agreement v |450000074€ | | [E] | Goods/service items v
Layout | Allinformation -
Item  Amount Quantity
160.00
187.50
L |
L
L
L
L
|| -
\_‘ [ | A d
<« [ <«
Items

B — -

Tutorial Figure 2-114: Incoming Invoice — Check
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Click the PR3 simuate button. This will check our invoice to make sure the price amount we have entered matches
Your Purchase Order.

After clicking the PR3 simuate the following error appears. The “Enter tax jurisdiction code” error can be solved by
entering a Tax Jurisdiction Code.

© “«H @@ DD N0 0%

Enter Incoming Invoice: Company Code US00

Show PO structure  Show worklst (Y | Hold [ Simulate @ Messages  [ilHelp

Transaction [Tnvoice v OO Balance 0.00 | USD
(=]
BasicData | Payment | Detals  Tax  Contacts | Note | | Vendor 0000107058 |
Spy Gear
Invoice date 11/05/2017 Reference 8405 Greensboro Dr.
Posting Date 11/05/2017 MCLEAN VA 22102
Amount [347.50 | [usp | D calculate tax USA
Tax Amount | | X1 (input Tax) vl =

Text [ ‘
Paymt terms Due immediately ‘ ‘

Baseline Date 11/05/2017
Company Code US00 Global Bike Inc. Dallas =

PO Reference | G/L Account | Material |

|Purchase Order/Scheduling Agreement ¥| [4500000746 | | Goods/service items v!
Layout | All information v|

~[EANjuPC Vendor Mat./Sheet No.  |Promotion |Bu... |Activity Region Distribut. | Jurisd. Code Internal N¢| |

-

-

|

-

-

-

-

-

|

-

-

-

| | -

B —

«» «>»

Item Search Term [E] 2]/ 2 Items

@ Enter a tax jurisdiction code

Tutorial Figure 2-115: Incoming Invoice — Tax Jurisdiction Error After Clicking Simulate
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Click inside the "Jurisd. Code" field and then click the F4 key on your keyboard or click on the . This allows us to
bring up the search menu.

O | "l«H e =HR fanpH HE o

Show PO structure  Show worklist | [(§ | Hold P#8Simulste | @ Messages [ilHelp

Transaction | Invoice v WCO Bance | 0.00 |USD

(=

ﬁ E@t t Details t Tax t Contacts YNote I Vendor 0000107058
Spy Gear 3|
Invoice date 11/05/2017 Reference [—] 8405 Greensboro Dr.
Posting Date 11/05/2017 MCLEAN VA 22102
Amount 347.50 | [uso | [Ocalubte tax USA
Tax Amount | [XnputTa) ] O
Text ] iy
Paymt terms Due immediately i o1]
Baseline Date 11/05/2017
Company Code US00 Global Bike Inc. Dallas :
o | G o s
|Purchase Order/Scheduling Agreement ¥ 4500000746 | | [ e ] | Goods/service items v
Layout | All information ~|

<« L <«
BEEE (&]F) rem [ 5| search Term | ]IE [2)/2 Ttems

Tutorial Figure 2-116: Incoming Invoice — Tax Jurisdiction Code Search
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In the next screen enter FL as the state.

We are entering FL because our materials were procured for the Miami (MI00) plant in the previous steps.

Click once you have entered the State.

Enter Incoming Invoice: Company Code US00
Show PO structure  Show worklist | [(Y | Hold [#2Simulate @ Messages [ilHelp

[ Tnvoice v/ W00 Baknce | 0.00 |USD

Transaction

| Vendor 0000107058 |
Spy Gear i3]

Invoice date

Posting Date 1 siate [Fml 22102

Amount { county .

Tax Amount | City [—1 o

Text

Paymt terms | B [

Baseline Date L
| Description |

Company Code |

: v]ia]

_

[Purchase Order/Scheduling Agreement v| |4500000746) | | | Goods/service items v
Layout | All information =
EAN/UPC \Vendor Mat./Sheet No.  |Promotion |Bu... |Actwity ~ |Region |Distribut. |Jurisd. Code Internal N¢| |

Fs

4

Tutorial Figure 2-117: Incoming Invoice — Tax Jurisdiction State Search
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Double click FLOO00000 from the next search results window.

Enter Incoming Invoice: Company Code US00

Show PO structure  Show worklist | [y | Hold [ Simulate @ Messages  [i]Help
0.00 | USD

Transaction | Invoice v| OO Bakince

BasicData | Payment | Detals . Tax | Contacts | Note | | Vendor 0000107058 |

Spy Gear

Invoice date [ Tax Jurisdiction (1) 1 Entry found

Posting Date | i Restrictions

Amount

'IT':);tAmount | @
| Tax Jur. | Description -
L fiii o1

Paymt terms 't 5000000 Florida

Baseline Date |
Company Code |
A
o
Purchase Order, v
n v
|EAN/UPC Internal N¢| |

- | -
g

Tutorial Figure 2-118: Incoming Invoice — Tax Jurisdiction State Results
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Click the

need to enter the “Jurisd. Code” for our next material.

button to verify your inputs from the step above. The following screen will appear showing we also

We will then enter the same Jurisd. Code (FLO000000) for all materials that are highlighted in the table below.

@ “«H @@

DN NE 0%

Enter Incoming Invoice: Company Code US00

Show PO structure ~ Show worklist | (Y

Transaction [ Tnvoice v|

&

Hold [83Simulate

Basic Data | Payment | Detals / Tax | Contacts / Note |

@ Messages  [i]Help
OO Balance 0.00 | USD
| Vendor 0000107058
Spy Gear

Invoice date 11/05/2017 Reference 8405 Greensboro Dr.

Posting Date 11/05/2017 MCLEAN VA 22102

Amount '347.50 | |usp | [ calculate tax USA

Tax Amount [ | [X1 (Input Tax) v| =

Text ‘ '

Paymt terms Due immediately [ '! ol
Baseline Date 11/05/2017

Company Code US00 Global Bike Inc. Dallas :

PO Reference | G/L Account | Material |

|Purchase Order/Scheduling Agreement ¥ |4s00000746/ |

| EAN/UPC Vendor Mat./Sheet No.

EEE EfF rem

Promotion

Search Term

| Goods/service items

(=]

s |

Layout | All information
Bu... Activity Region Distribut. Jurisd. Code
FLO000000

L
I

L

' (R 2]/ 2

Tutorial Figure 2-119: Incoming Invoice — Tax Jurisdiction Second Material
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Click the button again to verify your inputs from the step above. The following screen will appear showing
all errors have been resolved.

Notice we now have a green light CCB peside Balance and the Balance is 0.00. This confirms we have no errors
and the amount we entered matches the amount of the items from Your Purchase Order.

V) «H eae® NDha S8 e
Enter Incoming Invoice: Company Code US00
Show PO structure  Show worklst | [y | Hold [ Simulate Messages [i]Help
Transaction [Invoice | OC® Balnce |  0.00 |USD

BasicData | Payment | Detals | Tax  Contacts . Note | | Vendor 0000107058 J
Spy Gear
Invoice date 11/05/2017 Reference 8405 Greensboro Dr.
Posting Date 11/05/2017 MCLEAN VA 22102
Amount [347.50 | |usp | [ Calculate tax USA
Tax Amount | | [X1 (input Tax) - O
Text [ '
Paymt terms Due immediately ' '! ol
Baseline Date 11/05/2017
Company Code US00 Global Bike Inc. Dallas :

PO Reference | G/L Account | Material |

[Purchase Order/Scheduling Agreement v| 4500000746 | ‘ | Goods/service items v/
Layout | All information v
Item  Amount Quantity 0...5 Purchase ... Item |PO Text Tax Code[l
:_ !l: 160.00 10EA | | 4500000746 10  Repair Kit XI (Inpt ~
2 187.50 SEA [ | 4500000746 20  Knee Pads XI (Inpt ¥
- OO ap

Item Search Term ' '@] 2]/ 2 Items

Tutorial Figure 2-120: Incoming Invoice — Final Screen Simulation
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Step 3.1: Save Incoming Invoice

Confirm that there is a green light CCA peside Balance and the Balance is 0.00 then click on

Incoming Invoice.

The following screen will appear.

El

to save your

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Incoming Invoice Number. Please write down this Incoming

Invoice Number on your You Try It Document Tracking sheet under the Incoming Invoice row.

@ v« [ AL Dhaoaf 560 =
Enter Incoming Invoice: Company Code US00
Show PO structure  Show worklst | (Y | Hold [ Simulate Messages [1]Help

Transaction [ Invoice - WOO Balance

BasicData | Payment . Detals | Tax | Contacts | Note |

Invoice date I‘—] _' Reference

Posting Date [11/05/2017]

Amount [ 1 []  Ocakubte tax
Tax Amount | v|
Text

Company Code US00 Global Bike Inc. Dallas

PO Reference | G/L Account | Materal |

Purchase Order/Scheduling Agreement v | | [
Layout
|Item | Amount Quantity 0... ) Purchase ... Item PO Text
«>»
Item [ Search Term | @]

Document no. 5105600517 created (Blocked for payment)

Goods/service items

v

| Allinformation

0l/7 0

v

Tax Code| |

-

v

Items

;

Tutorial Figure 2-121: Incoming Invoice Save

Document no. 5105600517 created (Blocked for payment)

Tutorial Figure 2-122: Incoming Invoice Document Number
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STEP 4: POST OUTGOING PAYMENT

We have entered the invoice from our vendor, so now we must pay that invoice.

Purchase Vendor Purchase Goods

Requisition Selection Order Receipt L7282 FERIES

Tutorial Figure 2-123: Procurement Process — Payment

Navigation: SAP Menu > Accounting > Financial Accounting > Accounts Payable > Document
Entry > Outgoing Payment > Post

We will now enter in the details of our Outgoing Payment. The “Bank data Account” will be Your Bank Account.
The “Open item selection Account” will be Your Spy Gear Vendor Account.

Enter the following into the next screen:

e Document Date: Today’s Date

e  Account: 100000

e Amount: 347.50

e Account: Your Spy Gear Vendor (Perform a search to find Your Spy Gear vendor)

Click Process Open Items when you have entered the above.

(V] «Hd @@= i N @®
Post Outgoing Payments: Header Data

Process Open Items

Document Date  |11/05/2017) Type [xz]  company code  [usoo]
Posting Date 11/05/2017| Period @ Currency/Rate @‘:}
Document Number Translation dte
Reference Cross-CCode No.
Doc.Header Text [ ] Trading part.BA D
Clearing text [ |

Bank data

Account 100000 BusnessArea | |

Amount 347.50 Amt.in loc.cur.

Bank charges LC bank charges

Value date 11/05/2017 Profit Center

Text [ | Assignment

Open item selection Additional selections

Account :‘1070H| =l (®)None

Account type E ["]Other accounts () Amount

Special G/L ind [vStandard OIs () Document Number

Pmnt advice no. () Posting Date

[ |Distribute by age () Dunning Area

[ Automatic search () Others

Tutorial Figure 2-124: Post Outgoing Payment — Inputs
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The following screen will appear. Verify the "Amount entered" and "Assigned" are both the same number. Also,

verify the “Not Assigned” is 0.00.

9 | «B @

44 [# Distribute Difference  Charge Off Difference

] HPNaH A0 o=
Post Outgoing Payments Process open items

& Editing Options & Cash Disc. Due

Standard | Partial Pmt | Res.tems | WH Tax |

Account items 107058 Spy Gear

Document... D.. Document... P.. Bu... Da... USD Gross CashDiscount CDPer.
5105600517 RE 11/05/2017 31 0 347.50- |
«»

(R Amo..) [ Gross<... [# currency] [# ttems | 1tems | [# pisc. [ pisc. |
| Processing Status
Number of items 1 Amount entered [ 347,50
Display from item 1 Assigned [ 3a7.s0]
Reason code ] Difference postings ]
Display in clearing currency Not assigned [ o0.00|

Tutorial Figure 2-125: Post Outgoing Payment — Result
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Step 4.1: Save Outgoing Payment

]
Once you have verified “Not Assigned” is 0.00 then click to save your Outgoing Payment Document.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Outgoing Payment Number. Please write down this Outgoing

Payment Number on your You Try It Document Tracking sheet under the Outgoing Payment row.

@ «H e@® HE o=

Post Outgoing Payments: Header Data

Process Open Items

Document Date r| =] Type x| Company Code [usa0]
Posting Date 11/05/2017| Period 11] Currency/Rate UsD |
Document Number Transhtion dte
Reference Cross-CCode No.
Doc.Header Text | Trading part.BA ]
Clearing text

Bank data

Account ~ Business Area [ ]

Amount Amt.in loc.cur.

Bank charges LC bank charges

Value date 11/05/2017 Profit Center

Text Assignment

Open item selection | Additional selections

Account ®)None

Account type & ["]Other accounts 7) Amount

Special G/L ind [v]Standard OIs )Document Number

Pmnt advice no. )Posting Date

["Distribute by age ")Dunning Area

["] Automatic search ) Others

Document 1500000311 was posted in company code US00

Tutorial Figure 2-126: Outgoing Payment Document Save

Document 1500000311 was posted in company code US00

Tutorial Figure 2-127: Outgoing Payment Document
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Once you have recorded your Document Number, click on to exit back to the SAP Easy Access Menu.

) «Beae HEH Q®
Post Outgoing Payments: Header Data
Process Open Items
Document Date |4 Type [xz]  company Code  [usoo]
Posting Date 11/05/2017| Period [11] Currency/Rate [usp |
Document Number Translation dte
Reference Cross-CCode No.
Doc.Header Text | | Trading part.BA ]
Clearing text [ |
| Bank data |
Account ~ Business Area ]
Amount Amt.in loc.cur.
Bank charges LC bank charges
Value date 11/05/2017 Profit Center
Text [ 'Assignment
| Open item selection | Additional selections |
Account [ ] (®)None
Account type [%] [T)other accounts () Amount
Special G/L ind [v|Standard OlIs () Document Number

) |
Pmnt advice no.

[|Distribute by age
[ Automatic search

Document 1500000311 was posted in company code US00

() Posting Date
() Dunning Area
() Others

Tutorial Figure 2-128: Exit to SAP Easy Access Menu
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Tutorial 3
First Exercise
Production
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

Tutorial Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



TUTORIAL SCENARIO

A customer has sent a request to purchase a Deluxe Touring Bike (Silver) that we need to fill. We need to process
the customer’s order and enter it into our system as a Sales Order. After the Sales Order has been entered into
SAP, we will need to procure the raw materials needed to make the Deluxe Touring Bike (Silver) from a vendor.
Once the raw materials have been received into our inventory, we can then produce the Deluxe Touring Bike
(Silver). After production has been completed, we will move the bike to our Miami plant so we can fulfill the order
and ship the bike to the customer. Finally, we will process the customer’s payment.

Procure . .

Tutorial Figure 3-0: End to End Process

TUTORIAL 3: PRODUCTION

We now have the raw materials needed to produce the Deluxe Touring Bike (Silver). We will complete the
production of the bike.

A customer ordered a Deluxe Touring Bike (Silver). We need to manufacture this bike for the customer. To create
a Deluxe Touring Bike (Silver) we need to have the raw materials needed to produce the bike in stock. These
materials were procured from our Space Bike Composites vendor in Tutorial 2. We also need 2 Touring Aluminum
Wheel Assemblies. The Touring Aluminum Wheel Assembly is a semi-finished good that is needed to produce the
Deluxe Touring Bike (Silver). The Deluxe Touring Bike (Silver) is a finished good. We are going to create the
Touring Aluminum Wheel Assemblies using a Goods Movement called “procure from heaven” instead of going
through the production process. This step would normally occur during the procurement process to procure raw
materials and then the Touring Aluminum Wheel Assemblies would be created in the production process.
Production would begin by creating a planned order and authorizing that order. We will skip these steps. We will
start the Tutorial by creating a Production Order, issuing the materials to the production order, confirming
production was completed, and finally receiving the finished goods into our inventory.

Authorize Creatg Confirm .
Planned Order - Production Goods Issue . Goods Receipt Completion
Production Order Production

Tutorial Figure 3-1: Production Process



STEP 1: PROCURE SEMI-FINISHED MATERIAL

We need to manufacture the Touring Aluminum Wheel Assembly. We need 2 Touring Aluminum Wheel
Assemblies. The Touring Aluminum Wheel Assembly is a semi-finished good that is needed to produce the bike.
We are going to create the Touring Aluminum Wheel Assemblies using a Goods Movement called “procure from
heaven” instead of going through the production process.

Navigation: SAP Menu > Logistics > Materials Management > Goods Movement > Goods Receipt
> Other

O | «Ble@ Sh@ HDHodH A8 0=
SAP Easy Access

RE| & bmd v a

+ [ Favorites -
~ [ SAP Menu hd
» [ GBI Transactions
» [ office
» [ Cross-Application Components
~ [ Logistics
~ [= Materials M it
» [ Purchasing
~ [ Inventory Management
~ [ Goods Movement
+ & Goods Movement (MIGO)
~ [ Goods Receipt
» 3 For Purchase Order
+ @ GR for Order (MIGO)

+ 2 For Order
- |2 other
+ ¢ Goods Issue (MIGO)

+ @ Goods Issue

+ @ Transfer Posting (MIGO)

+ @ Transfer Posting

» [ Subsequent Adjustment

» [ Goods Movement of Handling Units

Tutorial Figure 3-2: Goods Receipt: Other Menu Tree



Enter in the following:

e Document Date: Today’s Date
e  Posting Date: Today’s Date

e Movement Type: 561

e Plant: DLOO

e  Storage Location: SFOO

Once you have entered in the above click the o button.

‘«H e@ae® & =
Enter Other Goods Receipts: Initial Screen

D New Item To Reservation... To Order... WM Parameters...

Document Date 11/08/2017 Posting Date 11/08/2017

Material Slip ‘
Doc.Header Text
| Defaults for Document Items

Movement Type
Plant
Storage Location

Special Stock
Reason for Movement

["1Suggest Zero Lines

| GR/GI Slip
[]Print () Individual Slip
(e Indiv.Slip w.Inspect.Text
() Collective Slip

Tutorial Figure 3-3: Goods Receipt: Other — Initial Screen



Enter in the following:

e  Material: TRWA1###
e Quantity: 2

The SLoc and PInt should already be entered. Verify the following:

e Sloc: SFO0
e Pint: DLOO

O | l«B eqael = DNOHN F0 0w

Enter Other Goods Receipts: New Items

[) & @ & ToResenation... To Order... To Purchase Order...

Movement Type 561/ Init.entry of stBal.

Items

Item Material uantity UnE SLoc Batch Re Plnt
| 1fTrRwal#s: 2] SFO0 | El
[ SF00 | TpLoo
[ I | IsFoo] | [prool
[ I [ Israal | [proo
[ I [ |srao] | [proo
[ e I [ Israo] | [proo
[T I | IsFoo| | [prool
[ e I [ Israal | [proo
[ 4 I [ |srao] | [proo
[ 10 I I |sFaa] | [proo
[ I " IsFool | [proo
[1z] | [ |sraal | [proo
[ 13 I [ VsFoalf | [prool
[14] I I | [proo]
[ 13 I [ |srool | [prool

Tutorial Figure 3-4: Goods Receipt: Other — Enter Materials



Click the 0

button to verify your inputs. Notice that the TRWA1### cell is now gray.

[e] - «meee znn nrpp om o=

[ @& @ & ToResenation... To Order... To Purchase Order...

Movement Type 561 Init.entry of st8al.

Items
Item Material Quantity UnE SLoc Batch
1|[TRWa1058 ] EA |SFO0
2 ] szao|
3 SFO0
4 SFO0
5 [ |sroo
6 SFO0
7 SFO0
8 SFO0
9 SFO0
10 R
11 SFO0
12 SFO0
13 SFO0
14 SF00
=S| 1 seod] 1
Entry lof 1

Tutorial Figure 3-5: Goods Receipt: Other — Check



Using the menu bar at the top of the screen navigate to: Movement Type > Receipt > Init.Stck Entry(Own) > To
Unrestricted

[& other Goods Receipts  Edit  Goto Movement Type | Environment  System  Help

0 \ v | « = Receipt > W/o Purchase Order >
Reversal of Receipt > Delivery W/o Charge

Enter Other Goods Receipts: Collective Process /o Production Order )
By-Product >

D Vi @ & ToReservation... To Order... To Purchase Order... ) :
Init.Stck Entry(Own) »|  To Unrestricted |
Movement Type 561 Init.entry of stBal. Init.Stck Entry(Ext) » In Quality Inspection
Customer Returns To Blocked
From Stock Transfer > To Stck w.Subc. Unr.
Items To Stck w. Subc. QI
Item Material Quantity UnE SLoc Batch Re Plnt To Re.Pck.atCust.Unr.
[ 1|TRWR1058 [@ IEa |sFool [pLool To Re.Pack.atCust QI
2| T [~ Vsrool | [prool To Cons.at Cust. Unr
E I [ VsFaal | [orLoo To Cons. at Cust. QI
[ I [~ sraal | [oroo
[ I [ sraal | [proo
G| I I Jsroo] ] [proo|
[ I [ Israa ] [proo
[ o I [ sFadl | [oroo
[ I [~ sraal | [oroo
[0 I [ sraa] | [proo
| — T T eenal 1 | Py |

Tutorial Figure 3-6: Goods Receipt: Other — To Unrestricted Menu Navigation



Step 1.1: Save Goods Receipt

]
Click to save your Goods Receipt.
This will create the Touring Aluminum Wheel Assemblies without the need to go through the production process

to create it.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Goods Receipt Number. Please write down this Document
Number in your Tutorial Document Tracking sheet under the Goods Receipt (Production — Wheel Assembly) row.

\
Once you have recorded your Document Number, clickon ™ to exit back to the SAP Easy Access Menu.

V) v« eae | L
Enter Other Goods Receipts: Initial Screen

D New Item To Reservation...  To Order... WM Parameters...

Document Date 11/08/2017 Posting Date 11/08/2017
Material Slip
Doc.Header Text

Defaults for Document Items

Movement Type 561 Special Stock
T at
Plant pLog| QY Reason for Movement
= —
Storage Location SF00 Suggest Zero Lines
GR/GI Slip
[)Print O Individual Slip
®) Indiv.Slip w.Inspect. Text
) Collective Slip

Document 4900002439 posted I

Tutorial Figure 3-7: Goods Receipt: Other Saved

Document 4900002439 posted

Tutorial Figure 3-8: Goods Receipt: Other Document Number



STEP 2: CREATE PRODUCTION ORDER

We will now produce the Deluxe Touring Bike (Silver). To start the production process create a Production Order.

Create

Planned Order . Production Goods Issue
Production
Order

Authorize Confirm

g Goods Receipt eti
Production oods Receip Completion

Tutorial Figure 3-9: Production Process — Production Order

Navigation: SAP Menu > Logistics > Production > Shop Floor Control > Order > Create > With

Material
9 | «HIe@® 2R HDLH AP om
SAP Easy Access

RE|&|Ybwsd | v a

+ [3 Favorites a
~ [== SAP Menu b
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
M =i Logish‘csl
» [ Materials Management
» [ Sales and Distribution
» [ Logistics Execution
~ [ Production
» [0 Master Data
» [ sop
» [ DRP
» [ Production Planning
» [ MRP
~ [ Shop Floor Control
~ [ Order
~ [ Create
- I% With Material |
- Without Material
« 2 From Planned Order
+ & Collective Conversion of Planned Orders
+ & For Sales Order
« @ For Project
+ @ change
+ 2 Display
» [3 Simulation Order

Tutorial Figure 3-10: Create Production Order Menu Tree
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Enter in the following:

e  Material: DXTR2#t#
e  Production Plant: DLOO
e  Order Type: PPO1

V] M Q@

Production Order Create: Initial Screen

Material DXTRZ#44| ja
Production Plant DLOO Plant Dallas
Planning Plant | ‘

Order Type

Order ‘

' Copy from

Order ‘

Tutorial Figure 3-11: Create Production Order: Initial Screen

@

Click the

11

HE @F

button to verify your inputs from the step above and advance to the next screen.



To create the Production Order we need to specify when it will be finished and how many Deluxe Touring Bike
(Silver) we are creating.

Enter in the following:

e TotalQty: 1
e End: Today’s Date

Q | v« B AL HE @

(IE

Production order Create: Header

(5] E Z&materal Q&capacty | sn & B B Production Version

Order I 3 Type [PPOL
Material |DXTR2058 | Deluxe Touring Bike (silver) | pant |pLOO
Status

__/ General | Assignment | Goods Receipt | Control | Dates/Qties | MasterData | Long Text . Administration |

Quantities

Total Qty 1 EX | Scrap Portion | | fo.00 |2
Delivered 0 Short/Exc. Rept lo |
Dates/Times

Basic Dates Scheduled Confirmed

End 11/08/2017Fp:00] | | [ooz00] | l

Start | Joo:00| | | fooz00] | | lo0:00]
Release

Scheduling | Floats

Type | Backwards v Sched. Margin Key | 001]
Reduction Float Bef. Prdn (1] Workdays
Note No scheduling note Float After Prdn [ 1] Workdays

Release Period (1] Workdays

Priority []

Tutorial Figure 3-12: Create Production Order: Header
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Click the to verify your inputs. The “Release carried out” message will appear confirming your inputs are
correct.

E] J<dlece s GL=ICT ]
Production order Create: Header
IFs GhMateral  RdCapacty | cn & B 5 B B [ Fe
Order £00000000001 Type |PRO1
Material [pxTR2058 | Deluxe Touring Bike (siver) | pant [proo
Status REL MACM SETC
General | Assi | Goods Receipt | Control | Dates/Qties + Master Data | Long Text ©
| Quantities |
[ E— N 1
Total Qty ] 22 | scrap Portion [0.00 |s
e
o 1
Delivered lo | Short/Exc. Rept 0
| Dates/Times
Basic Dates Scheduled Confirmed
End [11/11/2017] [00:00] [11/09/2017] [08:35] | |
Start [11/08/2017] [00:00] [11/09/2017] [0s:00] | | [00:00
Release [11/08/2017] [11/08/2017]
| Scheduling | Floats |
| -
Type Backwards v Sched. Margin Key 001
Reduction No reduction carried out Float Bef. Prdn 1 Workdays
Note Automatically carried out today sched.. Float After Prdn 1 Workdays

Release Period 1 Workdays
Priority ]

I Release carried out I

Tutorial Figure 3-13: Create Production Order: Header — Release Carried Out
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Step 2.1: Save Production Order

]
Click button to save your Production Order.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Order Number.
This Order Number will serve as your Production Order Number. Please write down this Order Number on your
Tutorial Document Tracking sheet under the Production Order row.

P

\
Once you have recorded your Order Number, click on @ to exit back to the SAP Easy Access Menu.

o - «D@(ae SH 0®
Production Order Create: Initial Screen

5 | L

Materia Q

Production Plant DLOO Plant Dallas

Planning Plant

Order Type PPOL Standard production order
Order

Copy from

Order

I Order number 1000006 saved I

Tutorial Figure 3-14: Production Order Saved

Order number 1000006 saved

Tutorial Figure 3-15: Production Order Number
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STEP 3: CREATE GOODS ISSUE TO PRODUCTION ORDER

The Production Order has been created. We need to issue the goods to our production order so that we can

complete the production order.

Create

Authorize Confirm

Production Goods Issue Goods Receipt Completion

Order

Planned Order

Production Production

Tutorial Figure 3-16: Production Process — Goods Issue

Navigation: SAP Menu > Logistics > Production > Shop Floor Control > Goods Movement >

Goods Issue

@ Ti«Hle@@ 2R DDhOAH TS0 0%

SAP Easy Access
RE |&|VWbingd|v a

+ [3 Favorites 4
~ [ SAP Menu N
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
~ [ Logistics
» [ Materials Management
» [ sales and Distribution
» [ Logistics Execution
~ [ Production
» [ Master Data
» [ sop
» [ DRP
» [3 Production Planning
» [ MRP
~ [ Shop Floor Control
» [ order
» [(3 Control
~ [ Goods Movements
» [(3 Material Staging

v LM Material Staging
.
+ 7 Goods issue with HU

+ 2 Goods Receipt
+ @ Pack materil
+ @ Goods receipt with HU
» [ Batch Search Strategy
» [23 confirmation
» [ Period-End Closing
» [ Information System
» [ Tools

Tutorial Figure 3-17: Goods Issue Menu Tree
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Enter the following:

e Movement Type: 261
e Plant: DLOO
e  Storage Location: RM0O

Once you have entered the above then click “To Order...”

@ v« RO@ HE

Enter Goods Issue: Initial Screen
[ New Item  To Reservation... WM Parameters...

| P | PP —
Document Date 11/08/2017 Posting Date 11/08/2017

Material Slip
Doc.Header Text
| Defaults for Document Items

@&

Special Stock [

Reason for Movement

Movement Type
Plant
Storage Location

["1Suggest Zero Lines

| GR/GI Slip

["Print () Individual Slip
() Indiv.Slip w.Inspect.Text
() Collective Slip

Tutorial Figure 3-18: Goods Issue — Initial Screen
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Enter Your Production Order into the first row of the “Order” column. Then click “Adopt + Details”

Enter Goods Issue: Initial Screen

D New Item

Document Date
Material Slip
Doc.Header Text
| Defaults for Docun
Movement Type
Plant
Storage Location |

S —

L

| GR/GI Slip
[(JPrint

To Reservation...

|r

To Order... WM Parameters...

[S Reference: Order

=

017

T

Order SLoc S By-Prds  Op. sel. FIs Extende(
1000006 Qoo || 0 O 0O
' |rmoo] |} 0 O 0O
' [rioo] ] 0 0O O
[Reaa][ ] 0 O O
' [rMoa][ ] 0O 0O 0O
| Find reservations |
Material | |
Plant 'pLoo)
Requirements date
By-Products [']
«» <«
(¢][[TO)f Adopt + Detais |[%]

_—_—

Tutorial Figure 3-19: Goods Issue — Enter Production Order
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Enter in SFOO for Stor. Loc for TRWA1###. Click the adopt button

@ | "«H e@ae

Enter Goods Issue: New Item 0001

HE @

(0 to advance to the next screen.

(0
Movement Type 261/ GI for order
Material ITRWA1058 ' Touring Aluminum Wheel Assembly
Stock Material ' '
| Quantity in |
Unit of Entry 2 |Ea | Plant 'bLool  stor. Loc. |[sFodQYl
Batch )
Reservation 23 1 10Fs
| Account Assignment |
Cost Center
Order 1000006
Goods recipient
I |

No. Containers

Text [

Tutorial Figure 3-20: Goods Issue — Touring Aluminum Wheel Assembly
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All other materials will automatically have RMO0O as the Stor. Loc. This does not need to be changed. Continue to

click the adopt button

& | .

«H eae

until you advance to the screen shown below in Figure 3-22.

HE @

Enter Goods Issue: New Item 0002

(o

Movement Type 261/ GI for order

Material ITRFR2058 Touring Frame-Silver
Stock Material ‘ ‘
| Quantity in |
Unit of Entry zll jmﬁ Plant 'DLo0|  Stor. Loc.  |RMOO|
Batch
Reservation 23 Iz 10
- Account Assignment J
Cost Center
Order 1000006
Goods recipient
 — m—

No. Containers

Text

Tutorial Figure 3-21: Goods Issue — Raw Materials
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Step 3.1: Save Goods Issue

Click E

to save your Goods Issue.

© | i«|Hle@@ =i E P A0 @

[ @& & ToReservation... To Order...

=
Posting Date .IEI/OS/ZOUEI

Items
Item Quantity EUn Material Pint  SLoc Batch Re MvT § S
BUn Material Description Reserv.no. Itm FIs
BRE |Ea |trRwa1058 | [pLoo] [sFool -
[Touring Aluminum Wheel Assembly | |22 i |
21 |[Ea |TRFR2058 | [pLoo] [RMoo) -]
|Touring Frame-Silver | |28 Iz
ER |lea |Deamioss | [proo| [reoo] |
|Derailleur Gear Assembly | |28 EN
a1 |Ea |tRSK1058 | [pLoo] [rMoo] -
|Touring Seat Kit | [28 I« ]
sl |Ea |TREB1OSS | [pLoo] [rMoo] -
|Touring Handle Bar | [28 IIs |
el |Ea [eEDL10SE | [pLoo] [reoo] -
|Pedal Assembly | [28 e 1
Ml |Ea |cran10se | [pLoo] [RMoo) -]
(G E—

Tutorial Figure 3-22: Goods Issue — Overview
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Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Goods Issue Number. Please write down this Document
Number on your Tutorial Document Tracking sheet under the Goods Issue (Production) row.

\
Once you have recorded your Document Number, click on @ to exit back to the SAP Easy Access Menu.

@ v| « RQ@ HE o]
Enter Goods Issue: Initial Screen

[ New Item  To Reservation... To Order... WM Parameters...

Document Date [11/08/2017 Posting Date [11/08/2017
Material Slip ‘

Doc.Header Text

| Defaults for Document Items

Movement Type [261] Special Stock
I = |
Plant DLOO| & Reason for Movement
— -
Storage Location RMOO |_1Suggest Zero Lines
| GR/GI Slip
["Print () Individual Slip
() Indiv.Slip w.Inspect. Text
() Collective Slip

Document 4900002440 posted |

Tutorial Figure 3-23: Goods Issue Saved

Document 4900002440 posted

Tutorial Figure 3-24: Goods Issue Document Number
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STEP 4: CONFIRM PRODUCTION ORDER

The materials have been issued to the Production Order so that the actual production can take place. After some
time, we have now produced the Deluxe Touring Bike (Silver). We need to confirm that the production has been
completed.

Create

Planned Order - Production Goods Issue
Production
Order

Confirm

Authorize

Goods Receipt Completion

Production

Tutorial Figure 3-25: Production Process — Confirm Production

Navigation: SAP Menu > Logistics > Production > Shop Floor Control > Confirmation > Enter >
For Order

© I«Heqe 2ot DDOLH PR e

SAP Easy Access
RE|&|VWbiwd| v a

+ [ Favorites -
v [ SAP Menu ~
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
~ [ Logistics
» [ Materials Management
» [ sales and Distribution
» [ Logistics Execution
¥ [ Production
» [ Master Data
» (O sop
» [ DRP
» [3 Production Planning
» [ MRP
~ [ Shop Floor Control
» [ Order
» [23 control
» [ Goods Movements
¥ [ Confirmation
v [ Enter
» [ For Operation

+ @ Requested Confirmations
+ @ Predefined Processes

» [ Reprocessing

» [3 Subsystem

Tutorial Figure 3-26: Confirm Production Order Menu Tree
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Enter in Your Production Order Number in the screen below then click the button to continue to the next
screen.

@ v« Q@ HE 0%

Enter Production Order Confirmation: Initial Screen

| —
Order I_1ooooo<5| s

Tutorial Figure 3-27: Confirm Production Order — Initial Screen
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Enter in the following:

e  Confirmation Type: Final Confirm.
e Yieldtoconf.:1

Click to confirm the production.
v v «|Hl @ @@ HE @m
Confirmation of Production Order Enter : Actual Data
A Goods Movements
Order 1000006 | Status: REL PRC GMPS MACM SETC
Material Number |DXTR2058 | Deluxe Touring Bike (silver)

| Confirmation Type

() Partial Confirm. (&) Final Confirm. () Aut. Final Conf. [v|Clear Reservation

| Actual Data j

Curr. t/b Conf. Unit Confirmed to Date  Planned t/b Conf. Unit
Yield to conf. |1| IF_A 0 1 EA

Confirmed scrap 0
Rework ' ‘ 0
Reason for Var.
| . |
Personnel no.
To Be Confirmed Confirmed to Date Planned t/b Conf.
Start Execution  |11/08/2017/10:12:16| 11/09/2017
Finish Execut. [11/08/2017|10:12:16) 11/09/2017
Posting Date 11/08/2017

|

Confirm. text (JLong Text Exists

Tutorial Figure 3-28: Confirm Production Order — Final Confirmation
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You will receive a message confirming production has been completed for Your Production Order.

o
|

Click on @ to exit back to the SAP Easy Access Menu.
@ v| « Q@ | |
Enter Production Order Confirmation: Initial Screen

I Tt
Order
= )

Confirmation of order 1000006 saved

Tutorial Figure 3-29: Production Order Confirmed
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STEP 5: GOODS RECEIPT

The production has been completed. Now the Deluxe Touring Bike (Silver) we produced must be received into our
inventory. Once the Deluxe Touring Bike (Silver) is placed into our inventory then this will conclude the production
process.

Authorize Creatg Confirm
Planned Order - Production Goods Issue . Goods Receipt Completion
Production Order Production

Tutorial Figure 3-30: Production Process — Goods Receipt

Navigation: SAP Menu > Logistics > Production > Shop Floor Control > Goods Movement >
Goods Receipt

O | I«He@ge 2@ £hadh 0 o=

SAP Easy Access

RE | & |V 5| v a

» [ GBI Transactions -
» [ Office ~
» [ Cross-Application Components

~ [ Logistics

» [ Materials Management
» [ sales and Distribution
» [ Logistics Execution
¥ [ Production
» [ Master Data
» [ sop
» [T DRP
» [3 Production Planning
» [ MRP
¥ [ Shop Floor Control
» [3 Order
» [3 Control
¥ [= Goods Movements
» [ Material Staging
» [ WM Material Staging
« 2 Goods Issue
+ @ Goods issue with HU
* I Goods Receipt]
+ & Pack material
+ (2 Goods receipt with HU
» [[3 Batch Search Strategy

Tutorial Figure 3-31: Goods Receipt Menu Tree
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Enter the following:

e Document Date: Today’s Date
e  Posting Date: Today’s Date

e Movement Type: 101

e Order: Your Production Order
e Plant: DLOO

e Storage Loc.: FGOO

e
Click the adopt button o once you have entered the above.

& v RO HE @F

Goods Receipt for Order: Initial Screen

[[]] Adopt + Details To Order... WM Parameters...

Document Date |11/08/:ol7 Posting Date

Delivery Note
Doc. Header Text

. Defaults for Document Items

Movement Type
Order

Plant Reason for Movement ‘ |
Storage Loc. [ )Suggest Zero Lines

| GR/GI Slip
["IPrint (D Individual Slip

(®) Indiv.Slip w.Inspect.Text
() Collective Slip

Tutorial Figure 3-32: Goods Receipt — Initial Screen
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Step 5.1: Save Goods Receipt

=
Click the ™ to save your Goods Receipt.

@ “JH|eae Dhayn IS8 e

Goods Receipt for Order: Collective Processing 0001 / 0001
& & 7o Order...

Posting Date 11/08/2017
| Items
Item Quantity EUn Material Pint  SLoc Order c
BUn Material Description Batch Re MvT 5 S
’ 1!'_1| _']1-:1&. |DXTR2058 |pLoo| |FGoo|1000006 ' ™

'Deluxe Touring Bike (siver) V 101+

Tutorial Figure 3-33: Goods Receipt — Final Screen
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Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Goods Receipt Number. Please write down this Document

Number on your Tutorial Document Tracking sheet under the Goods Receipt (Production - Bike) row.

£
\

Once you have recorded your Document Number, clickon ™ to exit back to the SAP Easy Access Menu.

© MR Qe u ]
Goods Receipt for Order: Initial Screen

[ Adopt + Details To Order... WM Parameters...

Document Date  |11/08/2017| Posting Date [11/08/2017|
Delivery Note ‘ ‘
Doc. Header Text

Defaults for Document Items

Movement Type | 101]

d Fli"\—
Order ‘ JQ ‘
Plant DLO0 Reason for Movement
Storage Loc. |FGOO [")Suggest Zero Lines
| GR/GI Slip
["JPrint (O Individual Slip
() Indiv.Slip w.Inspect. Text
() Collective Slip

I Document 5000000449 posted I

Tutorial Figure 3-34: Goods Receipt Saved

Document 5000000449 posted

Tutorial Figure 3-35: Goods Receipt Document Number
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

You Try It Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



PRODUCTION YOU TRY IT 1: BILL OF MATERIAL AND STOCK OVERVIEW

We are going to view a Bill of Material and Material Inventory. A Bill of Material is a list of all raw materials and
semi-finished materials needed to produce a finished good.

STEP 1: VIEW BILL OF MATERIAL

We are going to view the Bill of Material for the Deluxe Touring Bike (Black).

Navigation: SAP Menu > Logistics > Production > Master Data > Bills of Material > Bill of
Material > Material BOM > Display

@ @ CT«He@qe 2K NI TH e
SAP Easy Access
RE| & Y% ad|v a

+ 3 Favorites
~ [ SAP Menu
» [ GBI Transactions
» [ office
» [ Cross-Application Components
~ [ Logistics
» [ Materials Management
» [ sales and Distribution
» [ Logistics Execution
~ [ Production
~ [~ Master Data
» [ Material Master
+ @ Production Versions
~ [ Bills of Material
~ [ Bill of Material
~ [ Material BOM

@ Create

» 23 Assignment of Configurable Material
» [ BOM Group
» 3 Muttilevel

» [ Document Structure

» [ Equipment BOM

» [ Functional Location BOM

» [ Order BOM

» [ wBs BOM

Tutorial Figure 3-36: Bill of Material Menu Tree



The following screen shows the materials needed to create a Deluxe Touring Bike (Black). Notice that we can see

the quantity of each material that is needed to produce a Deluxe Touring Bike (Black).

(]

v

«

Qe DDAHN P W

Display material BOM: General Item Overview

E B [E & hasubitems

~ L
Material PxTR3058

Plant |pLoo] plant Dallas

™/
Alternative BOM |1

New Entries 7 [i]Header

F—
J sluxe Touring Bike (red)

Materal | Document | General |

5 Validity

Item ICt |Ce
70010 L TRWA1058
0020 L TREFR3058
0030 L  DGAM10S8
0040 L  TRSK1058
0050 L TRHB10SS
0060 L  PEDL10S8
0070 L  CHAN1058
0080 L BRKT1058
0090 L WDOC10S58
0100 L  PCKG10S8

Tutorial Figure 3-37: Bill of Material — Deluxe Touring Bike Black

C description
Touring Aluminum Wheel Assembly
Touring Frame-Red
Deraileur Gear Assembly
Touring Seat Kit
Touring Handle Bar
Pedal Assembly

Chain

Brake Kit

Warranty Document
Packaging

Quantity

iR R e H e e e

PR RRRER RS

>

< ?

- |SIS

Valid From | Valid to

01/01/2010 12/31/9999
01/01/2010 12/31/9999
01/01/2010 12/31/9999
01/01/2010 12/31/9999
01/01/2010 12/31/9999
01/01/2010 12/31/9999
01/01/2010 12/31/9999
01/01/2010 12/31/9999
01/01/2010 12/31/9999
01/01/2010 12/31/9999

change No.[T
a




STEP 2: VIEW STOCK OVERVIEW

We know what materials are needed to manufacture a Deluxe Touring Bike (Black) based on the Bill of Material.
Now we are going to look up the current stock of materials that we have in our Dallas Plant.

Navigation: SAP Menu > Logistics > Production > Master Data > Bills of Material > Bill of
Material > Material BOM > Display

V] «Hle@@ 2R DhaH P80 ew

SAP Easy Access
RE|&|Vbasd| v a

+ 3 Favorites
~ [ SAP Menu
» [ GBI Transactions
» [ office
» [ Cross-Application Components
~ [ Logistics
~ [5 Materils Manag
» [ Purchasing

-

¥
» [ Goods Movement
» [ Material Document
» [ Reservation
» [ Periodic Processing
~ [ Environment
» [ List Displays
~ [ Stock
+ @ Stock Overview
+ @ Stock/Requirements List
+ @ Plant Stock Avaiabiity

+ @ Availabiity Overview
[ Warehouse Sto
L) piration Date List

N7
« @ Stock for Posting Date
+ @ Stock in Transit
+ @ Stock in Transit on Key Date
+ @ Valuated Goods Receipt Blocked Stock
+ @ Valuated Special Stock
+ @ Stock with Subcontractor
« @ Stock Overview (Russia)

Tutorial Figure 3-38: Warehouse Stock Menu Tree



Enter the following:

e Material: *#tt
e Plant: DLOO

Click the Q button to verify your inputs.

. ®
Then click to execute your search.

‘l<H ece s 5 @
Display Warehouse Stocks of Material

BE

| Database Selections

Material =] BT to | [ =

Plant _ o | |
Storage Location ‘ ‘ to [ ]
Batch to

| Scope of List

Material Type [ ] to [ ]
Material Group to
Purchasing Group [] to [ ]

Tutorial Figure 3-39: Display Warehouse Stock of Material — Initial Screen



The following screen shows us the current stock of all materials in the Dallas plant. We can see that we have 31

Socket Heads in stock.

=

9 |l

E

T« ee@ 2Rt DNLD N0 0m
Display Warehouse Stocks of Material

RESTV E% BT BHEHEm G K4 >r

Material Material Description Plnt Name 1

SLoc SL Unrestricted Unit Transit/Transf. In Quality Insp. Restricted-Use Blocked Returns

Total Value Crcy Total Value Total Value Total Value Total Value Total Value

BOLT1058 Socket_Head Bolt 5x20mm DLOO Plant Dallas

RMOO EX 0 0 0 0 0
3.10 USD 0.00 0.00 0.00 0.00 0.00

BRKT1058 Brake Kit DLOO Plant Dallas

RMOO 1 EAR 0 0 0 0
70.00 USD 0.00 0.00 0.00 0.00 0.00

CCWH1058 Carbon Composite Wheel DL0O0O Plant Dallas

RMOO 0 EAR 0 0 0
0.00 USD 0.00 0.00 0.00 0.00 0.00

CHAN1058 Chain DL0O0O Plant Dallas

RM00O 1 ER 0 0 0 0 0
10.00 USD 0.00 0.00 0.00 0.00 0.00

Tutorial Figure 3-40: Warehouse Stock of Materials
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Production Semi-Finished
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and
then click the F4 key on your keyboard or click on the la‘. This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H### into the field where ### is your GBI number. This will bring up all items that belong to you.

You Try It Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box E so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



PRODUCTION YOU TRY IT 2: SCENARIO

In the previous Tutorial, we skipped over the step to manufacture semi-finished goods. You will go through the
production process to create the Touring Aluminum Wheel Assembly.

Procure

. Production
W EYCIELS

Payment

Tutorial Figure 1-31: End to End Process

PRODUCTION YOU TRY IT 2: SEMI-FINISHED GOOD PRODUCTION PROCESS

We are going to manufacture the Touring Aluminum Wheel Assembly. The Touring Aluminum Wheel Assembly is

a semi-finished good that is needed to produce a finished good.

Authorize ezt Confirm
Planned Order . Production Goods Issue - Goods Receipt Completion
Production Order Production

Tutorial Figure 3-41: Production Process — Semi-Finished

STEP 1: PROCURE RAW MATERIALS FROM HEAVEN

We need to manufacture the Touring Aluminum Wheel Assembly. We need 2 Touring Aluminum Wheel
Assemblies. The Touring Aluminum Wheel Assembly is a semi-finished good that is needed to produce bikes. We
are going to procure all of the raw materials needed to produce a Touring Aluminum Wheel Assembly “from
heave”. A Goods Movement called “procure from heaven” will automatically procure materials instead of going
through the production process.

Step 1.1: View Bill of Materials

We need to find out what raw materials are needed to manufacture a Touring Aluminum Wheel Assembly.

Navigation: SAP Menu > Logistics > Production > Master Data > Bills of Material > Bill of
Material > Material BOM > Display



Enter the following:

e  Material: TRWAL1#t#
e Plant: DLOO
e BOM Usage:1

< v | « RO ) Q=
Display material BOM: Initial Screen

g0 jaltem &

Material TTRWAL##4] j@‘
Plant 'DL0O| Plant Dallas
BOM Usage '1| Production
Alternative BOM | |
| Validity
Change Number ]
Valid From [11/09/2017)
valid to 11/09/2017|
Revision level ]

| Additional Data

Required quantity

Tutorial Figure 3-42: Display Bill of Material — Initial



Record the Material Numbers and Quantities for all materials.

O | «Heae DhaH P 0w

Display material BOM: General Item Overview
B B & jiSubitems New Entries 107 | & [ilHeader B Validity

-
Material [rRwa1058 Euring Aluminum Wheel Assembly
Plant DLO0| Plant Dallas

Alternative BOM |1 |

g/bocument /" General |

Item ICt |C e description |Quantity
0010 L  TRTR1058 Touring Tire 1
0020 L  TRIB10S8 Touring Tube 1
0030 L TRWH1058 Touring Aluminum Wheel 1
0040 L  HXNT1058 Hex Nut 5 mm 1
0050 L  LWSH1058 Lock Washer 5 mm 2
0060 L  BOLT1058 Socket Head Bolt 5x20mm 1

Tutorial Figure 3-43: Display Bill of Material — Final

SIs |Valid From  Valid to

[J 01/01/2010 12/31/9999
[[J 01/01/2010 12/31/9999
[J 01/01/2010 12/31/9999
[[J 01/01/2010 12/31/9999
[J 01/01/2010 12/31/9999
[[] 01/01/2010 12/31/9999

Change No.T

L

-
-



Step 1.2: Procure “From Heaven”

Now we will execute a Goods Movement “from heaven”.

Navigation: SAP Menu > Logistics > Materials Management > Goods Movement > Goods Receipt
> Other

Enter in the following:

e Document Date: Today’s Date
e  Posting Date: Today’s Date

e Movement Type: 561

e Plant: DLOO

e  Storage Location: SFOO

Once you have entered in the above click the Q button.

V] v | « L JAY u| =
Enter Other Goods Receipts: Initial Screen

D New Item To Reservation... To Order... WM Parameters...

e —— ) [ rarana]
Document Date 11/08/2017 Posting Date 11/08/2017

Material Slip
Doc.Header Text
| Defaults for Document Items

[ |

Movement Type (561 Special Stock [
Plant [pLoo) Reason for Movement | |
Storage Location CSF’WE@ ["1Suggest Zero Lines
| GR/GI Slip
[JPrint () Individual Slip
() Indiv.Slip w.Inspect. Text

() Collective Slip

Tutorial Figure 3-44: Goods Receipt: Other — Initial Screen



Enter in all of Your Materials and Your Quantities in the screen below. Verify RM0O for the SLoc and DLOO for the
plant for all materials.

o "«H @@ ® DO IS0 0%

Enter Other Goods Receipts: Collective Processing

D V4 Cjﬂ & ToReservation... To Order... To Purchase Order...

Movement Type 561 Init.entry of stBal.

- Items
Item Material Quantity UnE SLoc Batch Re Plnt
| 1|TRTR1058 [}I JEA |RMo0| DLOO
! 2/TRTB10S8 1 |Ea |lRMo0] DLOO
I 3| TRWH1058 1 |Ea |RMOO! DLOO
' 4/ExNT1058 1 lea |lRMo0! DLOO
| s|LwsH1058 1 |Ea ||RMo0] DLOO
| &/BOLT1058 1 |Ea ||RMo0] DLOO

Tutorial Figure 3-45: Goods Receipt: Other — Enter Materials

Click the Q button to verify your inputs. Notice that “Material” column cells are now gray.

Using the menu bar at the top of the screen navigate to: Movement Type > Receipt > Init.Stck Entry(Own) > To
Unrestricted



Step 1.1: Save Goods Receipt

Click to save your Goods Receipt.

This will create the Touring Aluminum Wheel Assembly without the need to go through the production process to
create it. Normally, the production process would be needed to produce semi-finished material.

Click on Q@ to exit back to the SAP Easy Access Menu.

© v« (Y | =
Enter Other Goods Receipts: Initial Screen

D New Item To Reservation... To Order... WM Parameters...

Document Date 11/09/2017 Posting Date 11/09/2017
Material Slip
Doc.Header Text
Defaults for Document Items
Movement Type rsel ;
Plant LDLOOLQ
Storage Location  |RMO0

Special Stock

Reason for Movement
" |Suggest Zero Lines
GR/GI Slip

IPrint O Individual Slip

©) Indiv.Slip w.Inspect. Text
Collective Slip

Document 4900002450 posted

Tutorial Figure 3-46: Goods Receipt: Other — Save

Document 4900002450 posted

Tutorial Figure 3-47: Goods Receipt: Other — Document Number



STEP 2: CREATE A PRODUCTION ORDER

We will now produce the Touring Aluminum Wheel Assembly. To start the production process create a Production

Order.

Authorize i Confirm
Planned Order - Production Goods Issue - Goods Receipt Completion
Production Order Production

Tutorial Figure 3-48: Production Process — Production Order

Navigation: SAP Menu > Logistics > Production > Shop Floor Control > Order > Create > With

Material

Enter in the following

e  Material: TRWA1it#
e  Production Plant: DLOO
e Order Type: PPO1

Q | | «H QA =R OO S o

Production Order Create: Initial Screen

Material TTRWAL#44] al
Production Plant ‘m  Plant Dalas
Planning Plant ﬁ
Order Type Standard production order
Order
Copy from

Order

Tutorial Figure 3-49: Create Production Order: Initial Screen



Click the button to verify your inputs from the step above and advance to the next screen.

To create the production order we need to specify when it will be finished and how many Touring Aluminum
Wheel Assemblies we are creating.

Enter in the following:

e TotalQty: 2
e End: Today’s Date

@ | v| « e =2 g (2 4]
Production order Create: Header

|. %’ﬁMateriaI c2-,‘3'-Capacil:y gn S § &8 'iflj] E Production Version
Order ' | ] Type |PPOL
Material ITRWA1058 | Touring Aluminum Wheel Assembly | Pnt |DLOO

Status

_/ General }/Asignment VGoods Receipt VControI VDates/Qties VMaster Data VLong Text VAdm‘n'strz

| Quantities [
Total Qty [2 |2 | Scrap Portion [ | [o.00 s
Delivered lo ' Short/Exc. Rept 0 |

| Dates/Times

Basic Dates Scheduled Confirmed

End [11/09/301'@@[0:00' ’ | looz00! | ’
Start ' | loo:00! | | loo:00! | | [00:00]
Release

| Scheduling | Floats |
Type 'Backwards v Sched. Margin Key 001/
Reduction Float Bef. Prdn rﬁ1Workdays
Note No scheduling note Float After Prdn M1l Workdays

Release Period 1) Workdays

Priority []

Tutorial Figure 3-50: Create Production Order: Header
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Click the to verify your inputs. The “Release carried out” message will appear confirming your inputs are
correct.

V] v« _*ae = HE em
Production order Create: Header
| oE] [ Q&Materal Rdcapacty | cn & B 5% Op B [ e

Order wooooooooox@ Type |PPOL
Material |TRWR1058 [ Touring Aluminum Wheel Assembly | pant |pLOO

Status REL MACM SETC

Assignment Goods Receipt Control Dates/Qties Master Data Long Text

Quantities

Total Qty ] Tea | scrap Portion [ | [o.00 s

Delivered TO—T Short/Exc. Rept fo—\

Dates/ Times

Basic Dates Scheduled Confirmed

End [11/12/2017| [00:00] [1171072017] [08:07] | |

Start [11709/2017) [00:00] [11/1072017] [08:00] | | [00:00]

Release [11/09/2017] [11/09/2017]

Schedulin | Floats

Type |Backwards M Sched. Margin key | 001]

Reduction No reduction carried out Float Bef. Prdn WWorkdays

Note Automatically carried out today sched.. Float After Prdn m Workdays
Release Period ‘_l\ Workdays

Priority []

Release carried out

Tutorial Figure 3-51: Create Production Order: Header — Release Carried Out
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Step 2.1: Save Production Order

]
Click

to save your Production Order.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Order Number.
This Order Number will serve as your Production Order Number. Please write down this Production Order
Number on your You Try It Document Tracking sheet under the Production Order row.

\
Once you have recorded your Production Order Number, clickon ™ to exit back to the SAP Easy Access Menu.

(V] v« Rae = =
Production Order Create: Initial Screen

)

Material A Q

Production Plant DL0O Plant Dallas

Planning Plant

Order Type PPOL Standard production order
Order

Copy from

Order [ 4

Order number 1000007 saved

Tutorial Figure 3-52: Save Production Order

Order number 1000000 saved

Tutorial Figure 3-53: Production Order Number
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STEP 3: CREATE GOODS ISSUE TO PRODUCTION ORDER

The Production Order has been created. We need to issue the goods that are needed to complete the production
order.

Authorize Grezii Confirm
Planned Order - Production Goods Issue - Goods Receipt Completion
Production Order Production

Tutorial Figure 3-54: Production Process — Goods Issue

Navigation: SAP Menu > Logistics > Production > Shop Floor Control > Order > Create > With
Material

Enter the following:

e Movement Type: 261
e Plant: DLOO
e  Storage Location: RM00O

Once you have entered the above fields then click “To Order...”
@ | I«H @@Q@ SHE IO DI PR e
Enter Goods Issue: Initial Screen

D New Item To Reservation... To Order... WM Parameters...

Document Date 11/07/2017 Posting Date 11/07/2017

Material Slip ] ]
Doc.Header Text [ ]
Defaults for Document Items
Movement Type Tﬁﬁ Special Stock ﬂ
Plant ‘m Reason for Movement f_]
Storage Location  |RM00| [|Suggest Zero Lines
GR/GI Slip
["JPrint (O Individual Slip
(@) Indiv.Slip w.Inspect. Text
() Collective Slip

Tutorial Figure 3-55: Goods Issue — Initial
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Enter Your Production Order into the first row of the “Order” column. Then click “Adopt + Details”

Enter Goods Issue: Initial Screen

D New Item To Reservation... To Order... WM Parameters...

[S Reference: Order

Document Date | T SLoc S By-Prds  Op. sel. FIs Extendet]-17
Material Slip _'T1000007 T@loo‘mm | O 0O
Doc.Header Text T Tresool 11 N O 0O o
. Defaults for Docun zmonl | |:, |7| |:|
Movement Type |/ lrmool 1] M O O
Plant | [rmoa][ | ] IE! IEI IEI T
Storage Location | gin 4 reservations |
’{ — | Material [ | s
Plant /pLoo|
Oiprint Reguirements date
By-Products []
DO «»
(][ Adopt + Detais (%]
S —————

Tutorial Figure 3-56: Goods Issue — Enter Order
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Click the adopt button

to advance to the next screen. Continue to click the adopt button

advance to the screen shown below in Tutorial Figure 4-58.

O | v«H @@ HEd @®m
Enter Goods Issue: New Item 0001
In|
Movement Type 261| GI for order
Material TRTR1058 Touring Tire
Stock Material
| Quantity in |
Unit of Entry j_gl JLA ' Plant DLOO| Stor. Loc. |RMOO
Batch
Reservation 29 1 |[IFIs
| Account Assignment |
Cost Center
Order 1000007
Goods recipient
No. Containers

Text [

Tutorial Figure 3-57: Goods Issue — Touring Aluminum Wheel Assembly

O | "l«B e@a® LDhoH 50 0
Enter Goods Issue: Overview
[ & & ToReservation... To Order...
Posting Date :Iu/os/zon]j_l‘
| Items
Item Quantity EUn Material Pint  SLoc Batch Re MvT 5 5
BUn Material Description Reserv.no. Itm FIs
[ |e2 |[TrTR1058 | [proo) [rMoo] [ze1] [F
’Touring Tire | [29 I |
B E |e2 |[TrTB1058 | proo) [rMoo] [ze1] [F
[Touring Tube | [z9 EN
R E |Ea |TRWE10S8 | [oroo] [rmoo) 261 [
[Touring Aluminum Wheel | [29 Iz
[ 4|z |'Ea |[ExnT1058 | [oroo] [rRMoo) [ze1] [F
[Hex Nut 5 mm | [29 4]
[s|[a |[ea |[rwsn10s8 | proo) [rMoo] [ze1] [F
[Lock Washer 5 mm | [29 s
G E |e2 |[zorT1058 | proo) [rmoo] [ze1] [F]
|Socket Head Bolt 5x20mm | [29 le |

Tutorial Figure 3-58: Goods Issue — Final
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Step 3.1: Save Goods Issue

Click to save your Goods Issue.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Goods Issue Number. Please write down this Goods Issue
Number on your You Try It Document Tracking sheet under the Goods Issue (Production) row.

P

\
Once you have recorded your Goods Issue Number, click on @ to exit back to the SAP Easy Access Menu.

o M Qe T8 e

Enter Goods Issue: Initial Screen

D New Item To Reservation... To Order... WM Parameters...

Document Date 11/09/2017 Posting Date 11/09/2017]
Material Slip |
Doc.Header Text

Defaults for Document Items

Movement Type 2€1 Special Stock
T Tt
Plant pLog & Reason for Movement
= —
Storage Location RM0OO |_|Suggest Zero Lines
GR/GI Slip
[CPrint O Individual Slip

®) Indiv.Slip w.Inspect. Text
") Collective Slip

Document 4900002452 posted

Tutorial Figure 3-59: Goods Issue — Save

Document 4900002452 posted
Tutorial Figure 3-60: Goods Issue — Document Number
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STEP 4: CONFIRM PRODUCTION ORDER

The materials have been issued to the Production Order so that the actual production can take place. After some
time, we have now produced the Touring Aluminum Wheel Assemblies. We need to confirm that the production
order has been completed.

Authorize Creatg Confirm .
Planned Order . Production Goods Issue . Goods Receipt Completion
Production Order Production

Tutorial Figure 3-61: Production Process — Confirm Production

Navigation: SAP Menu > Logistics > Production > Shop Floor Control > Confirmation > Enter >
For Order

Verify Your Production Order appears in the following screen.
@ | i« e@@ =HE I ONad N0 eom
Enter Production Order Confirmation: Initial Screen

Order L1000007| JQ]

Tutorial Figure 3-62: Confirm Production Order — Initial Screen
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Enter in the following:

e  Confirmation Type: Final Confirm.
e Yield to conf.: 2

]
Click

to confirm the production.

V] v| « Q@ HE @
Confirmation of Production Order Enter : Actual Data

A Goods Movements

Order 1000007 Status: REL PRC GMPS MACM SETC
Material Number ITRWA1058 ] Touring Aluminum Wheel Assembly

| Confirmation Type

() Partial Confirm. () Final Confirm. () Aut. Final Conf. [v|Clear Reservation
- Actual Data !

Curr. t/b Conf. Unit Confirmed to Date Planned t/b Conf. Unit
= -

Yield to conf. Lzl _:E.A ‘ 0 2 E2

Confirmed scrap ' ' 0 0

Rework ' ' 0

Reason for Var.

Personnel no.
To Be Confirmed Confirmed to Date Planned t/b Conf.

Start Execution  |11/09/2017|13:42:40 11/10/2017

Finish Execut. 111/09/2017[13:42:40] 11/10/2017

Posting Date 11/09/2017

Confirm. text ‘ [JLong Text Exists

Tutorial Figure 3-63: Confirm Production Order — Final Confirmation
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You will receive a message confirming production has been completed for your order.

Click on Q@ to exit back to the SAP Easy Access Menu.

V] v« Q@ 28

Enter Production Order Confirmation: Initial Screen

-
Order _,

Confirmation of order 1000007 saved

Tutorial Figure 3-64: Confirm Production Order — Save

19



STEP 5: GOODS RECEIPT

The production has been completed. Now the Touring Aluminum Wheel Assemblies must be received into our
inventory.

Create
Production Goods Issue
Order

Planned Order Authorize Confirm

Goods Receipt Completion

Production Production

Tutorial Figure 3-65: Production Process — Goods Receipt

Navigation: SAP Menu > Logistics > Production > Shop Floor Control > Goods Movement >
Goods Receipt

Enter the following:

e Document Date: Today’s Date
e  Posting Date: Today’s Date

e Movement Type: 101

e Order: Your Production Order
e Plant: DLOO

e  Storage Loc.: FGOO

i
Click the adopt button . once you have entered the above.

o «BEle@e@! =i I8 om
| Goods Receipt for Order: Initial Screen
[0 Adopt +Detals To Order... WM Parameters...
Document Date 11/09/2017 Posting Date 11/09/2017
Delivery Note
Doc. Header Text
Defaults for Document Items
Movement Type  |101
Order 1000007
Plant DLOO Reason for Movement
o
Storage Loc. LS00 @ ["JSuggest Zero Lines
GR/GI Slip
[JPrint O 1Individual Slip
©Indiv.Slip w.Inspect. Text
O Collective Slip

Tutorial Figure 3-66: Goods Receipt — Initial Screen
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Step 5.1: Save Goods Receipt

E
Click the ™ to save your Goods Receipt.

@ | "«H @@ @ DO IS0 0

Goods Receipt for Order: Overview 0001 / 0001
& & 7o Order...

Posting Date lel/09/2017‘
| Items |
Item Quantity EUn Material Plnt SLoc Order c
BUn Material Description Batch Re MvT 5 S
12 |EA |TRWA1058 |pLoo| /RM00/[1000007 ! v

lTouring Aluminum Wheel Assembly '

Tutorial Figure 3-67: Goods Receipt — Final Screen
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Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Goods Receipt Number. Please write down this Document
Number on your You Try It Document Tracking sheet under the Goods Receipt (Production) row.

£
\

Once you have recorded your Goods Receipt Number, click on @ to exit back to the SAP Easy Access Menu.
@ MR *Re@ S0 %

Goods Receipt for Order: Initial Screen

[[] Adopt + Details To Order... WM Parameters...

Document Date 11/09/2017 Posting Date [11/09/2017
Delivery Note |
Doc. Header Text

| Defaults for Document Items

Movement Type |101]
T

| N
Order _,Q

Plant DLOO Reason for Movement
Storage Loc. RM0OO ["]Suggest Zero Lines
GR/GI Slip

[“JPrint T Individual Slip

®) Indiv.Slip w.Inspect. Text
") Collective Slip

Document 5000000451 posted

Tutorial Figure 3-68: Goods Receipt — Save

Document 5000000451 posted

Tutorial Figure 3-69: Goods Receipt — Document Number
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Tutorial 4

The Complete Cycle
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Warnings

Login Details: Your instructor will provide your login details needed to login to SAP. This will include the server you
need to use to login, the client number, your GBI Number, which will act as your username, and a temporary
password.

The ### Symbol: You will be assigned a unique GBI Number. Your GBI Number will have an identifier that will be
uniquely yours. ONLY USE YOUR GBI NUMBER!! Anywhere in this tutorial you see ### you should use your
assigned GBI number. Inform your instructor if you believe that a student is using your number accidentally. For
example, the instructions may say to create PO Number 15###. If John’s GBI Number is 25 then he should create
15025 (his GBI number is GBI-025). GBI-058 was used to create all Tutorial instructions. Anywhere you see 058
should be replaced with your GBI Number as you are completing the Tutorial (unless GBI-058 was assigned to you
by your instructor).

@

Saving: The instructions will indicate when to save your document. Before saving, always click on the to
validate your work. If there are any errors or cautions displayed in the status bar, then you should fix those before

]
saving your document. After you have validated your work, you should then click the button to save your
work.

Searching: The instructions will indicate when a search is required. To search, simply click inside of the field and

=
then click the F4 key on your keyboard or click on the Q' This will bring up a search menu which will allow you to
search. All searches we will do in the Tutorials will be a wild card search. To do a wild card search, you need to type
*H##t# into the field where ### is your GBI number. This will bring up all items that belong to you.

Tutorial Instructions: The Tutorial instructions will provide step by step instructions. Each step will indicate if you
need to click on a field. The field or button will be highlighted with a red box : so that you can easily
identify what you are asked to do. The red box is part of the instructions and not part of the SAP system. The “You
Try It Exercises” may not include the red box. The “You Try It Exercises” are less guided.



TUTORIAL SCENARIO

A customer has sent a request to purchase a Deluxe Touring Bike (Silver) that we need to fill. We need to process
the customer’s order and enter it into our system as a Sales Order. After the Sales Order has been entered into
SAP, we will need to procure the raw materials needed to make the Deluxe Touring Bike (Silver) from a vendor.
Once the raw materials have been received into our inventory, we can then produce the Deluxe Touring Bike
(Silver). After production has been completed, we will move the bike to our Miami plant so we can fulfill the order
and ship the bike to the customer. Finally, we will process the customer’s payment.

Procure

Sell Materials Production Ship Payment

Tutorial Figure 4-0: End to End Process

TUTORIAL 4: COMPLETE SALES PROCESS

We have produced the Deluxe Touring Bike (Silver). Now we will resume the Sales Process to finish fulfilling the
customer’s order. We have already created the Sales Order. We will ship the Deluxe Touring Bike (Silver) to the
customer and process their payment.

Move

Pre-Sales Create Sales Finished S G e

Outbound P PRES Billing Customer
Delivery Document Payment

Activities Order Bike to
Miami Plant

Ship

Tutorial Figure 4-1: Sales Process



STEP 1: STOCK TRANSPORT ORDER FROM DALLAS TO MIAMI

The production of the customer’s order for the Deluxe Touring Bike (Silver) has been completed. The customer’s
Sales Order indicates that the shipping point is Miami. We manufactured the Deluxe Touring Bike (Silver) in our
Dallas Plant. We must transfer the bike from Dallas to Miami to fulfill the order. To transfer between our Plants,
we will create a Stock Transport Order (STO). A STO is created using the “Create Purchase Order” transaction. A
STO allows one of our Plants to “buy” material from another Plant.

[\ [e}V/]
Pre-Sales Create Sales Finished
Activities Order Bike to
Miami Plant

Create Create Process

Pick, Pack,
Ship

Outbound
Delivery

Billing Customer
Document Payment

Tutorial Figure 4-2: Sales Process — Move Finished Bike Using Stock Transport Order (STO)

Navigation: SAP Menu > Logistics > Materials Management > Purchasing > Purchase Order >
Create > Vendor/Supplying Plant Known

O | I«Hle@e 2k DN H N0 em

SAP Easy Access
RE & Y md | v a

+ [ Favorites —
~ [ SAP Menu e
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
~ [ Logistics
~ [ Materials Management
¥ [ Purchasing
~ [ Purchase Order
v [== Create
d Vendor/Supplying Plant Known
J Vendor Unknown
+ @ Via Requisition Assignment List
- @ Automatically via Purchase Requisitions
+ & Change
+ @ Display
+ @ Maintain Supplement
+ @ Mass Maintenance
» [ Release
» [ List Displays
» [ Reporting
» [ Inbound Delivery
» 3 Follow-On Functions
» [ Messages

Tutorial Figure 4-3: Stock Transport Order Menu Tree



Change the Order Type dropdown field to “Stock Transp. Order”.

@ l«Blea® =@ 0 o
Create Purchase Order
() ¥ Hold &b | B @print Preview

[

Messages [i] ﬂPersonal Setting
! Eprp——
Doc. date  [11/08/2017[[@]
ication | Partners | Additional Data ./ Org. Data | Status |

Document Overview On

[fuf Stock Transp. Order  ~ | supplying Plant
E Delivery/Invoice 1/ Conditions }/Texls VAddres }/f'

Purch. Org.

Purch. Group

Company Code

B S.tm A I Material Short Text PO Quantity 0... C Deliv. Date  Matl Group Pint Stor. Location Batch Regmt No. Requisitioner
=01

Tutorial Figure 4-4: Stock Transport Order — Initial Screen

Enter the following:

e  Purchasing Org: US00
e Purchasing Group: NOO
e Company Code: US00

Then click 0 to verify your inputs.

8 0%

@ | "«H e@® =M

Create Purchase Order

[ ' Hold &5 | B @Print Preview  Messages [i] &7 Personal Setting

mre |/ | I 8 [ | S 708 7903730
(7] stock Transp. Order  ~ | | supplying Pant  [DLOO Doc. date  [11/08/2017/@]

= Delivery/Invoice  Conditions | Texts | Address | Communication + Partners |~ Additional Data  Org. Data

Document Overview On

| status |

Purch. Org. [usoo
Purch. Group [noo
Company Code [uson

Tutorial Figure 4-5: Stock Transport Order — Org Data



Enter the following:

e Supplying Plant: DLOO

e Material: DXTR2###

e PO Quantity: 1

o Deliv. Date: Today’s Date
e  PInt: MIOO

e  Storage Location: FGOO

Then click Q to verify your inputs.

@ “l«Hd ea® =& HE 0=
Create Purchase Order

Document Overview On D fﬁ Hold &t @Print Preview Messages [i] §—5|Personal Setting

17| Stock Transp. Order  ~ Supplying Plant | DLOO Plant Dallas J Doc. date  [11/13/2017
= Delivery/Invoice  Conditions |/ Texts | Address | Communication | Partners | Additional Data /Ora. Data | Status |

Purch. Org. UsS00| GBIUS

[y )
Purch. Group NOO|  North America
Company Code US00| Global Bike Inc.

E S..Itm A I Materil Short Text PO Quantity 0... C Deliv. Date Matl Group Pint Stor. Location Bat
U | | B YRS | | I | ]
M

Tutorial Figure 4-6: Stock Transport Order — Enter Material



@

You may receive a caution that says “Can delivery date be met?”. Click

«<Hieqe & 95 0=

to verify that it can be met.

‘ Create Purchase Order

Document Overview On | [ 'y Hold @B ' 3% (3)Print Preview  Messages [i] &7Personal Setting

[Stock Transp. Order  ~ | supplying Plant  [DLOO Plant Dallas | Doc.date [11/08/2017
71| Header
bS|Rs./tm A 1 Materal Short Text PO Quantity 0... C|Deliv. Date  Matl Group Pint Stor. Location Batch Regmt No. Requisitioner
{ S |
10 U DXTR2058 Deluxe Touring Bike (silv.. 1EA D 11/08/2017 Finished BikesDC Miami
<\ <
@ @ [ Default Values ][ Addl Planning ]
[E]Item [[ 10 7 DXTR2058 , Deluxe Touring Bike (siver) | E]E]
Material Data VQuantiﬁes/Weighrs VDeivery Schedule VDeivery Ylnvoice ﬁ Texts YDeivery Address YConﬁrraﬁons YRemi ]
Quantity e Net [ 0.00 |[usp |
‘ Pricing Elements
N.. CnTy| Name |Amount |crey |per  |U...| Condition value |curr. |Status/Num... |oUn |CCon...|Un |Condition value lcdeur [s... |
@ r101 val.Price Supply.Pin 1,400.00 USD 1EA 1,400.00 USD 1EA 1EA 1,400.00 USD
Delivery costs 0.00 USD 1EA 0.00 USD 1EA 1EA 0.00 0O
O
O
O
(]
]
i <«
QR nimnrec | @A |

I& Can delivery date be met? I W

Tutorial Figure 4-7: Stock Transport Order — Delivery Date Caution



Step 1.1: Save Stock Transport Order
Click the E button to save your Stock Transport Order.
o -1{a|ece zan =11

‘ Create Purchase Order

‘ Document Overview On | [ [§ Hold &5 @ 3% @3)Print Preview  Messages [i] &7 Personal Setting

Stock Transp. Order  + | | Supplying Plant  [DLOO Plant Dallas | Doc. date [11/08/2017
T Header
"a|8s..[tm A |1 |Materl Short Text PO Quantity |0.../c|Deiiv. Date |Matl Group |Pint Stor. Location |Batch | Reqmt No. |Requistioner ]
10 U DXTR2058 Deluxe Touring Bike (silv... 1EA D 11/08/2017 Finished BikesDC Miami Finished Goods ()

B -

€Y [ Default Values H Addl Planning ]

@Item [[ 101 DXTR2058 , Deluxe Touring Bike (siver) | E]E]
‘ Material Data t Emtities/We'Ehts t Delivery Schedule t Delivery t Invoice ﬁ Texts t Delivery Address t Confirmations \/Retli_]
Quantity 1]Ea’] Net [ 0.00 J[usp |
| Pricing Elements
N..CnTy|Name |Amount lcrey [per |U...|Condition value curr. | Status|Num... |oun |cCon... {Un |Condition value cdeur s...
[@r101 Val.Price Supply.Pin 1,400.00 USD 1EA 1,400.00 USD 1EA 1EA 1,400.00 USD
Delivery costs 0.00 USD 1EA 0.00 USD 1EA 1EA 0.00 D
m]
[m]
m]
[m] =
D v
<« <«
[6’:{' Condition rec. ] Analysis ]

Tutorial Figure 4-8: Stock Transport Order — Save




Click the “Save” button.

Create Purchase Order

Document Overview On [) 3 Hold &b @ BF @Print Preview  Messages [il &7 Personal Setting

my](Stock Transp. Order | | Supplying Plant  |DLOO Plant Dallas | Doc.date [11/08/2017

s.tm |A |1 |Materal |Short Text PO Quantity |0...|c|Deliv. Date |Mati Group |Pint
10 U DXTR2058 Deluxe Touring Bike (silv... 1EA D 11/08/2017 Finished BkesDC Miami

[= Save Document

System messages issued

Stor. Location
Finished Goods

Batch Regmt No.

Requisitioner

Save [I[ Edit ] [X Cancel ] rno
Item [ 10 ] UXTR2058 , Deluxe Touring Bike (siver) v/ E]E]
;/ Material Data t Quantities/Weights t Delivery Schedule k Delivery k Invoice ﬁ Texts k Delivery Address VConfmnﬁons YRetli_l
Quantity 1)Ea | Net [ 0.00 [usp |
‘ Pricing Elements.
N..‘CnTy‘Name ‘Amount ‘Crcy ‘per ‘U Condition value \Curr. ‘Status\Num... oun |CCon... Un ‘Condiﬁon value ‘Cdcur‘ -
@ 2101 Val.Price Supply.Pin 1,400.00 USD 1EA 1,400.00 USD 1EA 1EA 1,400.00 USD [V ‘ ‘
Delivery costs 0.00 USD 1EA 0.00 USD 1EA 1EA 0.00 0
O
O
]
O -
[m] -
«» «»
[EEER oo ec | [@_avass |

Tutorial Figure 4-9: Stock Transport Order — Save Document Dialogue Box




Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Stock Transport
Order Number. Please write down this Stock Transport Order Number on your Tutorial Document Tracking sheet
under the Stock Transport Order row.

Once you have recorded your Stock Transport Order Number, click on @ to exit back to the SAP Easy Access
Menu.

O | l«Bea® =R R e™
Create Purchase Order

Document Overview On D fﬁ Hold -#E @PrintPreview Messages \ﬂ ﬂpersonal Setting

Standard PO v Vendor | Doc.date [11/08/2017
| Header
(=) E S.Itm A 1 Material Short Text PO Quantity 0... C Deliv. Date  Net Price Curr... Per 0... Matl Group | Pint Stor. Location B

-

v

OO0

W L W L

\:\:H:\ \i\j\ \E\ [ Default Values ] [ Addl Planning
[ em New Ttem - A

I Stock Transp. Order created under the number 4500000757 I

Tutorial Figure 4-10: Stock Transport Order — Save

Stock Transp. Order created under the number 4500000757

Tutorial Figure 4-11: Stock Transport Order — Document Number
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STEP 2: GOODS ISSUE TO STOCK TRANSPORT ORDER

We have created the Stock Transport Order to transfer the Deluxe Touring Bike (Silver) from Dallas to Miami. Now

we need to issue the goods to the Miami plant.

Navigation: SAP Menu > Logistics > Materials Management > Inventory Management > Goods
Movement > Goods Receipt > Goods Issue (MIGO)

0[ v]«ﬂ:]\i@

2HE DDOH PE W

SAP Easy Access
REF |[&|VBgd | v a

+ [ Favorites
¥ [ SAP Menu

» [ GBI Transactions

» [ office

» [ Cross-Application Components
~ [ Logistics

~ [ Materials Management

» [ Purchasing
~ [ Inventory Management

¥ [ Goods Movement

+ 2 Goods Movement (MIGO)
¥ [ Goods Receipt

» [3 For Purchase Order
+ & GR for Order (MIGO)
« 2 For Order

. QOther

- Goods Issue (MIGO

= Goods Issue

+ 2 Transfer Posting (MIGO)
« 2 Transfer Posting

» [3 subsequent Adjustment

» [ Goods Movement of Handling Units

» [3 Material Document
» [ Reservation

» [ Periodic Processing
» [ Environment

» [3 Subcontracting with Chargeable Components

Tutorial Figure 4-12: Goods Issue Menu Tree
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Verify “Purchase Order” is selected in the dropdown menu. Enter Your Stock Transport Order into the “Purchase

Order” field. Then click Q to verify your inputs.

© v« e@e =i HhanH S0 em

Goods Issue Purchase Order - GBI-058

Show Overview | [ | Hold Check Post | [ilHelp

| Goods Issue - IPurchase Order v‘I4500000757 gl @] ‘7‘ TF to stk in trans. (351 |

General | &2 |
Document Date 11/08/2017| Material Slip
Posting Date [11/08/2017] Doc.Header Text
= [ |Indwidual Slip 4
OK Qty in UnE E... SLoc Batch Valuation ... M... D Stock Type Pint S... Customer

Line  Mat. Short Text

Tutorial Figure 4-13: Goods Issue — Enter Stock Transport Order
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Enter the following:

e  Storage Location: FGOO
e Item OK: Checked

O | vi«H e@@ =iy Hg eow

Goods Issue Purchase Order 4500000757 - GBI-058

Show Overview | [ | Hold Check Post | [ilHelp

| Goods Issue

' _Aenerl} 22

~| [Purchase Order | | I ‘

TF to stck in trans.

et |

Document Date  |11/08/2017
Posting Date 11/08/2017
[} Indwidual Slip -

Material Slip

Doc.Header Text | |

Line |Mat. Short Text 0K |Qty in UnE Batch

Deluxe Touring Bike (silver) Op

[E... s../sLoc
e

<« [

|Valuation ... |M... D|Stock Type Pint
351 - Unrestricte.. ¥ Plant Dallas

|s... |customer [

[ ‘@ @ Delete IFD Contents ]

_ateral | Quantity /‘Where | purchase Order Data | Stock Transfer
Movement type 351 I—] F] TF to stck in trans. Stock type Unrestricted use ¥
Plant Plant Dallas |'oroo|
Storage Location | 00
Goods recipient

Unloading Point | \

Text [

o D

Tutorial Figure 4-14: Goods Issue — Storage Location and Item OK
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Step 2.1: Save Goods Issue (STO)

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Material
Document Number. This Material Document Number will serve as your Goods Issue Number. Please write down
this Material Document Number on your Tutorial Document Tracking sheet under the Goods Issue (STO) row.

Once you have recorded your Goods Issue Number, click on @ to exit back to the SAP Easy Access Menu.

@ v| « eee =S HhaH A0 em
Goods Issue Purchase Order - GBI-058

Show Overview | [ | Hold Check Post | [i]Help

[Goods Issue v | [purchase Order v I'_l Q| [@ \E\ TF to stck in trans. 351 |

E T

M oraan ol e
Document Date 11/08/2017 Material Slip

Posting Date 11/08/2017 Doc.Header Text

= [ |Indwidual Slip -

Line Mat. Short Text OK Qtyin UnE E... |SLoc Batch Valuation ... 'M... D¢

W L

@

g
%

]

EE |

@ Delete |[® contents HEHEHEJ =)

[E] Material / Quantity /Where |

I Material document 4900002443 posted I

;

Tutorial Figure 4-15: Goods Issue Saved

Material document 4900002443 posted

Tutorial Figure 4-16: Goods Issue Document Number

14



STEP 3: GOODS RECEIPT FOR STOCK TRANSPORT ORDER

We have issued the materials from the Dallas Plant. After some time, the Deluxe Touring Bike (Silver) has been
shipped from the Dallas Plant to the Miami Plant. Now we need to receive the goods at Miami.

Navigation: SAP Menu > Logistics > Materials Management > Inventory Management > Goods
Movement > Goods Movement (MIGO)

Q | «HIe@e 2/ ON0NH P 0m
SAP Easy Access

RE & ¥ gl v a

+ [ Favorites
v [= SAP Menu
» [ GBI Transactions
» [ Office
» [ Cross-Application Components
~ [ Logistics
¥ [ Materials Management
» [ Purchasing
¥ [ Inventory Management
¥ [ Goods Movement
. Goods Movement (MIGO)
» [ Goods Receipt
« & Goods Issue (MIGO)
« 2 Goods Issue
« @ Transfer Posting (MIGO)
« & Transfer Posting
» [3 subsequent Adjustment
» [ Goods Movement of Handling Units

Tutorial Figure 4-17: Goods Movement Menu Tree
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Your Goods Issue Material Document Number should automatically populate. If it does not, then enter the
Document Number you recorded in Your Goods Issue (STO) Row from your Tutorial Document Tracking sheet.

Then click Q to verify your inputs.

V] v« @@ (i HHhaH HE =
Goods Receipt Material Document - GBI-058

Show Overview | [ | Hold Check Post | [ilHelp
~ || vaterial Document ~ |l lasooonzaa3lll [zo17] (@) [iil

Goods Receipt

General | 2

Document Date  |11/08/2017 Material Slip
Posting Date 11/08/2017 Doc.Header Text
& [ |Indwidual Slip v

OK Qtyin UnE E... SLoc Batch Valuation ... M... D Stock Type Pint S... Customer [

Line | Mat. Short Text

Tutorial Figure 4-18: Goods Receipt — Enter Document Number
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Enter the following:

e Movement Type: 101

e Plant: MIOO

e  Storage Location: FGOO
e |tem OK: Checked

Then click 0 to verify your inputs. The following screen will appear.

O | "l«B e@e@ i} NN A0 e®
Goods Receipt Material Document 4900002443 - GBI-058

Show Overview | [] = Hold Check Post | [ilHelp

[Goods Receipt ~| [Material Document v | | ‘7HE} ‘HJ
@ General | &2 |
1 Gl ]
Document Date 11/08/2017 Material Slip
Posting Date 11/08/2017 Doc.Header Text | |
&= [ |Individual Slip -
Line St... Mat. Short Text OK |Qty in UnE E... SLoc Cost Center Order WBS Element Sales Order Sale\
Deluxe Touring Bike (silver) W 1 EA Finished Goods 0

[ ‘@] ff Delte [ contents ]\f‘ =

(9 materal | Quantty Xmerallly Account Assgnment |

f? TF to stck in trans.

Plant DC Miami lfmon‘
Storage Location Finished Goods |FGOO

Goods recipient
Unloading Point

Movement type Stock type

Text

@I [V)Item OK ] re 1§

Tutorial Figure 4-19: Goods Receipt — Miami Plant, Item OK
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Step 3.1: Save Goods Receipt (STO)

]
Click to save your Goods Receipt.
Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Material

Document Number. This will serve as your Goods Receipt Number. Please write down this Material Document
Number on your Tutorial Document Tracking sheet under the Goods Receipt (STO) row.

Once you have recorded your Goods Receipt Number, click on to exit back to the SAP Easy Access Menu.

© | M Qe R HNAH TR oW
Goods Receipt Material Document - GBI-058

Show Overview | [ | Hold Check Post | [ilHelp

| Goods Receipt v| [Material Document ~| (4900002444 |[2017 [@ ‘7\

General | 22 |
Document Date 11/08/2017 Material Slip
Posting Date 11/08/2017 Doc.Header Text
& [ |Indwidual Slip v
Line | Mat. Short Text OK Qty in UnE E... SLoc
«»
EE B T oeere JB_contens | (BRE B

@ Material | Quantity /Where

Materal document 4900002444 posted |

Tutorial Figure 4-20: Goods Receipt Saved

Material document 4900002444 posted

Tutorial Figure 4-21: Goods Receipt Document Number

18



STEP 4: CREATE OUTBOUND DELIVERY

The Deluxe Touring Bike (Silver) has now been received at the Miami Plant. We can now ship the Deluxe Touring
Bike (Silver) to our customer. We need to create an Outbound Delivery Document to ship the order to our
customer.

Move

Create Sales Finished Create Create Process

Outbound L Billing Customer
Document Payment

Pre-Sales

Activities Order Bike to Ship

Miami Plant LR

Tutorial Figure 4-22: Sales Process

Navigation: SAP Menu > Logistics > Materials Management > Sales and Distribution > Shipping
and Transportation > Outbound Delivery > Create > Single Document > With Reference to Sales
Order

O | i«Hle@@ 2kt ODhoaH P90 o=
SAP Easy Access

RE &V agd v a

+ [ Favorites
¥ [~ SAP Menu
» [ GBI Transactions
» [ office
» [ Cross-Application Components
¥ [~ Logistics
» [ Materials Management
¥ [~ Sales and Distribution
» [ Master Data
» [ sales Support
» [ sales
~ [ Shipping and Transportation
¥ [ Outbound Delivery
v [ Create
¥ [ Single Document
* &2 With Reference to Sales Order}
C Without Order Reference
+ €2 Collective Processing of Unchecked Deliveries
» [3 Collective Processing of Documents Due for Delivery
» [3 change
- 2 Display
» [ Group of Outbound Deliveries
» [ Lists and Logs
» [ country Specifics

Tutorial Figure 4-23: Create Outbound Delivery Menu Tree
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Enter the following:

e  Shipping Point: MI0O
e Selection Date: 1 Month From Today
e  Order: Your Sales Order Number

Then click 0 to verify your inputs.

«H eae

Create Outbound Delivery with Order Reference

| With Order Reference  [') W/o Order Reference » RS-
Shipping point SP Miami

Sales order data

f

HE 0%

LR Ad
e

Post Goods Issue

Selection date 12/08/2017
Order 66l Q
From item
To item ]

Predefine delivery type

Delivery Type

Tutorial Figure 4-24: Create Outbound Delivery — Initial Screen
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Step 4.1: Save Outbound Delivery

Click E

to save your Outbound Delivery.

o - {glece cnriorpn apos

wastar Overview

S T 0 o & 90 % B8 g [ | post Goods Issue

Outbound deliv. Document Date 11/08/2017

Ship-To Party |40s8 | Peachtree Bikes / 2001 Summit Boulevard / Atlanta GA 30319

Planned GI 11/21/2017 Total Weight [es0 e |

Actual GI date [ ] No.of packages

| |
|®m | Materi Deliv. Qty |un | Descripti B..ItCa |P|V|Batch Val. Type  |Open Qty |un |stag. Date | [
‘ 10 058 _ll EA Deluxe Touring Bike (silver) ITAN A n EA 11/21/2017 14
[l =
I

I

[l

[l

I

I

I

Tutorial Figure 4-25: Create Outbound Delivery — Overview
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Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Outbound
Delivery Number. Please write down this Outbound Delivery Number on your Tutorial Document Tracking sheet
under the Outbound Delivery row.

£

\
Once you have recorded your Outbound Delivery Number, click on ™ to exit back to the SAP Easy Access Menu.

V] |« Q@ 8 o=

Create Outbound Delivery with Order Reference

a 1 299

weference  [) W/o Order Reference R

Shipping point MIOO  SP Miami
Sales order data
Selection date 12/08/2017
S
Order 661 Q
—
From item
To item

Predefine delivery type
Delivery Type

I Outbound Delivery 80000441 has been saved I

Tutorial Figure 4-26: Create Outbound Delivery Saved

Outbound Delivery 80000441 has been saved

Tutorial Figure 4-27: Create Outbound Delivery Document Number
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STEP 5: PICKING

We will now pick our materials from their Storage Location and ship them to our customer.

Move

Pre-Sales Create Sales Finished eI SIS

Outbound s 7B Billing
Document

Process

Customer

Activities Order Bike to Ship Payment

Miami Plant LI

Tutorial Figure 4-28: Sales Process

Navigation: SAP Menu > Logistics > Materials Management > Sales and Distribution > Shipping
and Transportation > Outbound Delivery > Change > Single Document

@ | i«Hle@@ et ODDoaH 060 o=
SAP Easy Access

RE|&|V6iwd | v a

+ [3 Favorites
¥ [ SAP Menu
» [ GBI Transactions
» [ office
» [ Cross-Application Components
¥ [ Logistics
» [ Materials Management
¥ [ Sales and Distribution
» [ Master Data
» [ Sales Support
» [0 Sales
~ [~ Shipping and Transportation
¥ [ Outbound Delivery
¥ [ Create
¥ [ Single Document
« &2 With Reference to Sales Order
+ 2 Without Order Reference
« 2 Collective Processing of Unchecked Deliveries
» [ Collective Processing of Documents Due for Delivery
¥ [ Change
- |Q Single Documenﬂ
7 Subsequent Qutbound Delivery Split
+ @ Display
» [3 Group of Outbound Deliveries
» [ Lists and Logs
» [ Country Specifics

Tutorial Figure 4-29: Change Outbound Delivery Menu Tree
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Verify Your Outdound Delivery Number. Click the Q button to change Your Outbound Delivery Document

V) v« RE@ HE @

Change Outbound Delivery

B 7 By A S 9 @ %2 | Post Goods Issue
Outbound Delivery [’soooo441| Q

Tutorial Figure 4-30: Change Outbound Delivery — Initial Screen

Click on the “Picking” tab.
Enter the following:

e Picked Qty: 1

]
Then click to save your Outbound Delivery.

o -1 {g]lece can nnpn Smem

Outbound Delivery 80000441 Change: Overview

B EW B &% % E s [ Post Goods Issue

| P rYrYers |
Outbound deliv. [20000441 Document Date 11/08/2017

Ship-To Party 4058 =7]| Peachtree Bikes / 2001 Summit Boulevard / Atlanta GA 30319

Item Overviewll~ Picking Loading | Transport | Status Overview .~ Goods Movement Data

Pick Date/Time [11/21/2017] [00:0.] ovrlPickStatus [2]  Not yet picked
Warehouse No. [ OverallWMStatus [ No WM tmsf ord reqd
All Items
Itm Material Pint 'SLoc Deliv. Qty Un Picked Qty Un Batch B.. P V Stag. Date |Matl... Val. Type  Description

OO

r‘ﬂ DXTR2058 MI0O0 1 EA EA DA 11/21/2017 [00:0.. Deluxe Touring Bike (siver)
L
|
L
||

Tutorial Figure 4-31: Change Outbound Delivery — Picking
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Your Outbound Delivery has been saved and updated.

£
\

DO NOT click on @ . Instead continue to the next step.

(V] v« QAR

Change Outbound Delivery

&% B RS %2 | Post Goods Issue
Outbound Delivery ZBOOOOMll jQ

I Outbound Delivery 80000441 has been saved I

Tutorial Figure 4-32: Change Outbound Delivery — Save
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STEP 6: POST GOODS ISSUE

Now we will post the Goods Issue to the Outbound Delivery Document.

You will be returned to the “Change Outbound Delivery” after completing the previous step. If you need to access
this screen from the SAP Easy Access Menu Tree then go back to Tutorial Figure 4-29.

Verify Your Outdound Delivery Number. Click the 0 button to change Your Outbound Delivery Document.

Q| “«H @@ = HE @

Change Outbound Delivery
¢ 17 By ST Y & | Post Goods Issue

Outbound Delivery

Tutorial Figure 4-33: Change Outbound Delivery — Initial Screen
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Enter the following:

e Sloc: FGOO

]
Then click “Post Goods Issue” in the following screen. Click to save your Outbound Delivery.

o | {ulece cam nnoniHn o

Outbound Delivery 80000441 Change: Overview

W B 0 &5 ¥ B s 2 [post Goods Issue

FrrrryveEm| 1708720171
80000441 Document Date 11/08/2017

Outbound deliv.
= Peachtree Bikes / 2001 Summit Boulevard / Atlanta GA 30319

Ship-To Party 4058 =

Item Overview / Picking | Loading  Transport | Status Overview + Goods Movement Data |

00:0.. ovrlpickstatus [l Fuly picked
[T No WM tmsf ord reqd

Pick Date/Time 11/21/2017
Warehouse No. OveralWMStatus

B.. P V Stag. Date  Matl... Val. Type

All Items
|Itm Material Pint SLoc Deliv. Qty Un Picked Qty Un Batch
[0 DpxrR20s8 MI00 EA 1 EA [(Je| 1172172017 00:0..

B U
M

Tutorial Figure 4-34: Change Outbound Delivery — Post Goods Issue
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Your Outbound Delivery button has been saved and updated.

I/-
Now click on @ to exit back to the SAP Easy Access Menu.

(V] v| « RA@ | L]
Change Outbound Delivery

63 FRE" B 22 | Post Goods Issue

Outbound Delivery E80000441| _‘;o\

I Outbound Delivery 80000441 has been saved I

Tutorial Figure 4-35: Change Outbound Delivery — Update
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STEP 7: CREATE BILLING DOCUMENT

We have issued the materials to our customer. Now we must create a Billing Document so that we can charge our
customer for their order.

Move

Pre-Sales Create Sales Finished Szl S IR

Outbound P RS Billing Customer
Document Payment

Activities Order Bike to Ship

Miami Plant R

Tutorial Figure 4-36: Sales Process

Navigation: SAP Menu > Logistics > Sales and Distribution > Billing > Billing Document > Create

© | “i«Hle@e 2t OhaN N5 e

SAP Easy Access
ré@‘?@|fé?'{3.0‘|v S

+ [ Favorites
v [ SAP Menu
» [ GBI Transactions
» [ Office
» [ cross-Application Components
~ [ Logistics
» [ Materials Management
~ [ Sales and Distribution
» [ Master Data
» [ sales Support
» [ sales
» [3 shipping and Transportation
v [ Biling
v Biling Document
-|& Create
= Change
+ @ Display
« @ Display From Archive
+ 2 Cancel
+ 2 Process Biling Due List
+ @ Background Processing
+ @ Retro-Biling
+ 2 Self-Biling Proced.
+ 2 Complaints Processing
+ 2 Blocked Biling Docs
+ 2 Update Costs
» [(3 Country Specifics

Tutorial Figure 4-37: Create Billing Document Menu Tree
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]
Verify that Your Outbound Delivery Document is displayed then click to save your Billing Document.

O | «H Q@ DO N0 0F
Create Billing Document

& & haBiling due list /A Biling document overview B)selection st & B

| Default data
Biling Type ‘ v Serv.rendered
Biling Date Pricing Date
Docs to be processed
Document Item | SD document categ. Processing status BiIIi
Laoooomml JQ| :
[ -
« <«

Tutorial Figure 4-38: Create Billing Document — Initial Screen
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Step 7.1: Save Billing Document

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This will serve as your Billing Document Number. Please write down this Document Number on your

Tutorial Document Tracking sheet under the Billing Document row.

I/->
Once you have recorded your Billing Document Number, click on @ to exit back to the SAP Easy Access Menu.

V] “«H @@ DNAH DT 0%

Create Billing Document
& & JaBiling due list  /ABiling document overview B)selection lst & E5

Default data
Biling Type v Serv.rendered
Biling Date Pricing Date
Docs to be processed
Document Item  SD document categ. Processing status Billim
Caooooaul :& -

I Document 90000355 has been saved I

Tutorial Figure 4-39: Billing Document Saved

Document 90000355 has been saved

Figure 4-40: Billing Document Number
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STEP 8: POST PAYMENT FROM CUSTOMER

We have issued the Billing Document to the customer. Now we will process their payment.

Move

Pre-Sales Create Sales Finished RS

Create . Create
Outbound S e Billing

Document

Customer

Activities Order Bike to Ship Payment

Miami Plant LI

Tutorial Figure 4-41: Sales Process

Navigation: SAP Menu > Accounting > Financial Accounting > Accounts Receivable > Document
Entry > Incoming Payments

0, ']«E“Z'@ 2/l HNhaH 050 o

SAP Easy Access
REF|&|VbBasd | v a

+ 3 Favorites
v [ SAP Menu
» [[71 GBI Transactions
» [ Office
» [ Cross-Application Components
» [ Logistics
~ [ Accounting
~ [ Financial Accounting
» [ General Ledger
¥ [~ Accounts Receivable
~ [ Document Entry
+ 2 Invoice
+ @ Invoice - General
+ @ Credit Me

+ € Payment Fast Entry

» [ Document Parking

» [ Down Payment

» [23 Bill of Exchange

» [3 other

» [[3 Reference Documents

» [(3 Payment Advice

» [(3 Country-Specific Settings

Tutorial Figure 4-42: Incoming Payments Menu Tree
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Enter the following:

e Document Date: Today’s Date

e  Posting Date: Today’s Date
e  Account: 100000

e Amount: 3000

e Account: 4###

Once you have entered the above click on “Process Open Items”.

@ v |« L LA HE @m
Post Incoming Payments: Header Data
Document Date 11/8/2017 Type [z Company Code [usoo]
Posting Date 11/08/2017] Period [11] Currency/Rate [usp |
Document Number | Translation dte ‘
Reference Cross-CCode No.
Doc.Header Text | Trading part.BA ]
Clearing text
| Bank data
Account 100000 Business Area [ ]
Amount 3000 Amt.in loc.cur. ‘
Bank charges LC bank charges ‘
Value date [11/08/2017 Profit Center
Text ‘Assignment ‘
| Open item selection | Additional selections
Account Jasedl &l | (®)None
Account type || | Other accounts () Amount

Special G/L ind |v|Standard OIs
Pmnt advice no.
[ |Distribute by age

[~ Automatic search

() Document Number
() Posting Date

)Dunning Area
() Others

Tutorial Figure 4-43: Post Incoming Payments — Header
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The following screen will appear. Verify the "Amount entered" and "Assigned" are both the same number. Also,

verify the “Not Assigned” is 0.00.

© «He@@ =i Hhad FE em

Post Incoming Payments Process open items

A [ Distribute Difference  Charge Off Difference & Editing Options @ Cash Disc. Due

Standard | Partial Pmt | Res.Items | WH Tax |

Account items 4058 Peachtree Bikes

Document... D.. Document... P.. Bu... Da... USD Gross CashDiscount CDPer.
r i

90000352 RV 11/08/2017 01 0 3,000.00 L _!‘

«»

@[ﬂﬁ Amo...l [ﬁ:ﬁ Gross<... ][&E Currencyl [/ Items ][/ Items] [/ Disc. ][/ Disc. I

| Processing Status

Number of items 1 Amount entered
Display from item 1 Assigned

Reason code [] Difference postings
Display in clearing currency Not assigned

Tutorial Figure 4-44: Post Incoming Payments — Complete
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Step 8.1: Save Incoming Payment

]
Once you have verified “Not Assigned” is 0.00 then click to save your Incoming Payment Document.

Once you have clicked “Save”, notice the new green check at the bottom of the screen with your Document
Number. This Document Number will serve as your Incoming Payment Number. Please write down this Incoming
Payment Number on your Tutorial Document Tracking sheet under the Incoming Payment row.

-
\

Once you have recorded your Incoming Payment Number, click on to exit back to the SAP Easy Access Menu.

V] "« e@e B em
Post Incoming Payments: Header Data

Process Open Items

L ——
Document Date | Type DZ
— -
Posting Date 11/08/2017| Period 11
Document Number

Company Code Usoo
Currency/Rate [osp |
Translation dte

Reference Cross-CCode No.
Doc.Header Text Trading part.BA
Clearing text
Bank data
Account ~ Business Area
Amount Amt.in loc.cur.
Bank charges LC bank charges
Value date 11/08/2017 Profit Center
Text Assignment

Open item selection

Account

Account type 5
Special G/L ind
Pmnt advice no.

| Distribute by age
" Automatic search

["Other accounts
[vIStandard OIs

Additional selections
*)None
) Amount
_)Document Number
)Posting Date
)Dunning Area
") Others

Document 1400000304 was posted in company code US00 I

Tutorial Figure 4-45: Post Incoming Payments Saved

Document 1400000304 was posted in company code US00

Tutorial Figure 4-46: Post Incoming Payments Document Number
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