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Note

This training document may not serve all your necessities for the familiarity of the SAP
Controlling . It should be treated as a supplement and/or guide to your daily work and nothing
further.

This training document will only provide explanation of the key and mandatory data fields and not

all of the fields appear on the screen. However, users may use the online help facility provided by
SAP R/3 system by placing the cursor on the field that requires explanation and click the [ ? ] icon.

Legend for R/O/C

R = Required field
O = Optional field
C = Check box
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SECTION 1 INTERNAL ORDER MASTER DATA PROCESSING
1.1 Create Internal Order

Access transaction by:

Via Menus Accounting>controlling>Internal Orders>Master Data>Special
Functions>Order>Create.
Via Transaction Code KO01
=
Order Edit Goto Euxtras  Environment  Systern Help
& 2 AH SE@ S EE D D4a8 | EE @

Create Internal Order: Initial screen

Crder Type Telephune [office)
Feference
Crder

On screen “Create Inter Order: Initial Screen”, enter information in the field(s) as specified in the
table below:

Field Name Description R/O/C Comments

Order Type Select Order Type R
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=
| Order Edit Goto Extras  Environment  Systern Help

| & 190 e@Q SHB nnan BE @B

Create Internal Order: Master data

| Settlement Rule |

Order Qrder type aTat Telephone (Office)
Description TELEFHOME AT OFFICE OF KASHIF P

Control Data General Data

Assignments

Company Code FER Federal Board of Revenue
Business Area

Flant

Functional Area

Ohject Class Cwerhead e
Profit Center 99499499 Dummy Profit Center
Responsible CCir

LIser Responsible ILDEEL Adeel Sahail
WHS elerment

Reguesting CCir

Reqguesting Co.Code

Reguesting order

Sales Order

External order na.

On screen “Create Inter Order: Master Data”, enter information in the fields as specified in the table
below:

Field Name Description R/O/C | Comments
Profit Center Profit Center name as required R
Description Order description name as required R
Business Area Select Business area using F4 R
Object Class Automatically populated against select
order type
Profit Center Name of profit Center in which this order (0]

may come Under

User Responsible | Name of responsible user

External Order no. | Use this field to enter sanction Order no R

*( For report particulars of hired office
& Residential accommodation)
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|II7

Order  Edit Goto  Extras  Erwironment  Systern Help

@ 1900 CHE D000 BRI QE
Create Internal Order: Master data

| Settlerment Rule |

Crder Qrder type nTol Telephane (Office)
Cescription |TELEF'HONE AT OFFICE OF KASHIF |
Asaignment' Cantral Data General Data

Status

System status |REL ||v|4 Tech. comple
@ Allowed transacts. |

Contral data

Currency FER Iﬁ’ Fakistani Rupee

Qrder category |1_| Internal Order (Cantralling)

[] statistical order Actual posted CCtr

[]Plan-integrated arder
[ Revenue postings

Field Name Description R/O/C | Comments

Currency Select ‘PKR’ from Currency field R

Page 7 of 17




SIEMENS FBR

CONTROLLING TRAINING MANUAL

[
| Qrder Edit Goto Exdras  Ervironment  Systern Help

@ vdDlece CHE anon BRI QE
Create Internal Order: Master data

| Settlerment Rule |
Qrder Qrder type ATat Telephone {Office)

Description |TELEF'HONE AT OFFICE OF KASHIF | i

21

Assignment '|

General data

Applicant

| - Application date

Telephone | Departrnernt | |

|
|
Person responsihle | | Work Start
|
|

Telephone | End of YWaork

|F'KR [Jwwark approval

Estimated costs

Field Name Description R/O/C | Comments
Person Use this field to enter Name & R
Responsible Designation

*( For report particulars of hired office
& Residential accommodation)

Application Date | Use this field to enter sanction date R

*( For report particulars of hired office
& Residential accommodation)

Estimated Costs | Use this field to enter Rent per Month R

*( For report particulars of hired office
& Residential accommodation)

Page 8 of 17



SIEMENS

CONTROLLING TRAINING MANUAL

1.2 Change Internal Order

Access transaction by:

Via Menus Accounting>controlling>Internal Orders>Master Data>Special
Functions>Order>Change.
Via Transaction Code KO02

=4
I Order Edit Goto  Estras  Enwironment  System Help

|@ 2 A0 Qe I CHE OToD BE @

Change Internal Order: Initial screen
Order BAOADZ
Field Name Description R/O/C | Comments
Order Select ‘Order Code’ from Order field in R
which you want to change data
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1.3  Display Internal Order

Access transaction by:

Via Menus Accounting>controlling>Internal Orders>Master Data>Special
Functions>Order>Display.
Via Transaction Code KO03
=
Order  Edit Goto  Exfras  Emvironment  System Help
@ Bl H e SHE Bhos HE @

Display Internal Order: Initial screen

Field Name Description R/O/C | Comments

Order Select ‘Order Code’ from Order field for R
which you want to display data
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[
| Order  Edit Goto  Eutras  Emvironment  Systern Help

@ 20 @@ SHE anoa BE e
Display Internal Order: Master data

| Settlerment Rule |
Crder gipppapan COrder type BTE Telephone {Office)

Description [TELEPHONE AT OFFICE OF KASHIF |

M| Cantral Data || General Data

Assingnments

Company Code FER Federal Board of Revenue

Busziness Area
Plant

Functional Ares | |
Ohject Class Ovethead ]

Frofit Center 9999499 Dwmimy Profit Center
Fesponsible CCir
LIser Responsible BDEEL Adeel Sohail

WWHS element |

Reguesting CCtr

Feguesting Co.Code

Feguesting order

Sales Crder | B |
External order no. | |

Click back Button & to exit to main menu.
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1.4 Create Inter Order Group

Access transaction by:

Via Menus Accounting>controlling>Internal orders>Master Data>Order
Group > Create.
Via Transaction Code KOH1

(=
I Group  Edit Goto  Extras  Environment  System Help

|e 2l a0 e SHE B TOAS RE @M

Create Order Group: Initial Screen

Qrder Group

Reference
Crder Group

On screen “Create Order Group: Initial Screen”, enter information in the fields as specified in the
table below:

Field Name | Description R/O/C | Comments
Order Group | Name of Order Group as desired R

Reference Copy From

Order Group | Source Order Group for copying o

Co Area Source CO Area for copying o
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=
Group  Edit Goto Exras  System  Help

lg 190 Cee CHE 900D BE @@

Create Order Group: Structure

Ehiﬂ Sarme Level ||.TEE Lowrer Level ||u$ Qrder || Deselect ||63f Qrder |

ID1034-CT1 Confiscated/!Tempered Wehicles

B5AEAAEE1 LxB23647

Enter the name of Order Group and select the level. Order Group can be parent and child of any
exiting group.
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SECTION 2 INTERNAL ORDER BUDGET ENTRY
2.1 Change Original Budget

Access transaction by:

Via Menus Accounting>controlling>Internal Orders>Budgeting>Original
Budget>Change.
Via Transaction Code KO22

=
Budget Edit Goto  Estras  Systern  Help

|ei 2l a0 Qe CHE o0 RE @m

Change Original Budget: Initial Screen
Order Booo4a u:ur Qrder Group
Order Type
Currency
Field Name Description R/O/C Comments
Order Enter Order Code R

Press <Enter> or click on G

You will be prompted with the following screen:
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=

Budget Edit Goto Sefings Extras  Systern  Help

v, 10 eae SHE DO PR @

Change Original Budget: Order Overview
@IE Annual Cverview

Order graup |
Crder type oTez Controlling Area FER
Period 2000 = 4] ]

]3] S (1| DY =

Order Budget Tra |Current budget [Planned total  |Previous year |Cumulative
800040 For telepho FER

W T [«]»]

Field Name Description R/OIC Comments
Period Select year in which you need to R
enter budget
Budget Enter the amount of budget R

Click on “SAVE” "= button to save the order budget
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2.2 Display Original Budget

Access transaction by:

Via Menus Accounting>Controlling>Internal Orders>Budgeting>Original
Budget>Display.
Via Transaction Code KO23

=
Budget Edit Goto  Extras  Systern Help

|@ 2 a0 Qe SHE ftoD BE @m

Display Original Budget: Initial Screen
Original Budget
Order kooo4n u:ur Order Group
Order Type
CUrrency
Field Name Description R/OIC Comments
Order Enter Order Code R

Press <Enter> or click on &

You will be prompted with the following screen:
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Budget Edit Goto  Settings  Extras  Systern  Help

4 N O N g g BN €2 R

Display Original Budget: Order Overview

Qrder group | |

Order type Ba01 Controlling Area FER

Period 2008 =4 ]
Qrder Budget Tra |Current hudget |Planned total  |Previous year |Cumulative
100000 Accomodatia 15,000 . 80 PKR 158,000, 88 008 0.0 15,000, 08

End of Transaction
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