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 Exercise  

 

Create Vendor Master  XK01 

Change Vendor Master XK02 

Display Vendor Master           XK03 

Tasks 

Use the appropriate procedure and data provided to complete the following tasks: 

1. Creation of Vendor master 

2. Change Vendor master 

3. Display Vendor master 

 

 

1. Creation of Vendor master 

 

To create a Vendor master, access the transaction using one of the options below: 

 

SAP R/3 Menu Path Logistics ->Materials Management-> Master Data-
>Vendor -> Central -> Create 

Transaction code XK01 

 

The following screen displays: 
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1. Enter the data as per the table given below: 
 

Field Content Description R / O * Field Values 

Vendor Vendor number: Vendor 

number will be internally 

generated. The system shall 

give an internally generated 

number for Vendors with 

separate ranges depends on 

the type/ Account Group. 

     - Leave it Blank 

Company Code Specifies that the Vendor is 

permitted only for this 

Company Code 

R VOCP 

Purchasing 

Organization 

Specifies that the Vendor is 
permitted only for this 
Purchasing Organization 

R CPUO 
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Field Content Description R / O * Field Values 

 

Account Group Based on the Account Group, 
Vendor number is 
automatically generated by 
assigned number range. It 
also Controls the sequence of 
data screens and field 
selections 

 

R Z001- Registered Vendor 

 

* R - Required, O - Optional  

 

2. Click  (Enter) 
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3. Enter the following data in the input screen: 
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Field Content Description R / O * Field Values 

Title  O Mr. 

Name Vendor Name R Ex : MELCO ENGINEERS 

Search Term Name by which search is 

conducted for this Vendor 

R Ex : MELCO 

Street/ House 

number 

Street Address of the Vendor. O Ex : NO. 1 - B, FIRST FLOOR 

Postal Code Postal or Zip code O Ex : 600002 

City City / Town/ Village name R Ex : KODAMBAKKAM 

Country Country Code R Ex : IN 

Region State or Province. Choose from 

drop down list 

C Ex : 22 

PO Box PO Box number O  

Language Language Key R EN 

Telephone 1 Phone number of the Vendor O Ex : 044-2684012 

Fax Fax number of the Vendor O Ex : 970-669-2932 

Email Email address of the Vendor O Ex : abc@lntinfotech.com 

 

4. Click  

The following Control data screen appears: 
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5. EnterControl data like the VAT reg. number, type of business, Type of Industry, Grade & other tax 
number details. 

Note: For Service Vendor I.e. account group Z005you need toenter the PAN number in CIN details, 
proceed as per the below steps if it’s a service vendor (from Pt. 1.1 to 1.3). 

1.1. Click on  
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1.2. Click on  tab 

Click on CIN 

details tab 
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1.3. Enter the PAN number & click on  

 

 

 

Click on 

Withholding tax 

tab 



  

 

Creation/Change/Display of Vendor 
Master record 

 
Port Department Common to all  

Responsibility Master data team 

Transaction Code XK01,XK02,XK03 

  

Page 9 of 25 
 

6. Click  

The following screen is displayed: 

 

7. Enter Vendor Bank Account details in the “Payment Transactions”  if any as shown in the screen  

Field Content Description R / O * Field Values 

Country Country of Vendor’s Bank O  

Bank Key Bank Key O  

Bank Account Vendor’s Bank Account O  

Account Holder Name in which the account is held O  

Alternate Payee Alternate Vendor to whom payment 

will be done 

O  
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8.  Click  

The following screen is displayed:

 

9. Enter the following data in the input screen: 

Field Content Description R / 
O * 

Field Values 

Recon. Account Is the account which is updated parallel 

to the sub ledger account for normal 

postings 

R L561- Sundry Creditors 

Sort Key Select from the drop down O 012- Vendor number 

Cash mgmt. group Select from the drop down O A1-Domestic 

Prev. acct no. Previous/ old number of the Vendor 

which is maintained in the earlier 

system if any, for our internal reference. 

O Ex: E8030 
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10. Click  

The following screen is displayed: 

 

11.  Click on the Chk double inv., enter the Payment terms & press enter 

Following screen displays 

 

Tick the double 

inv.  

Enter the 

Payment terms  
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12. Enter the following data in the input screen: 

Field Content Description R / O  Field Values 

Order Currency Order Currency from drop down menu  R INR 

Terms of Payment Choose the Terms of Payment from 

drop down menu 

O 0001 

Tick the GR 

based IV.  



  

 

Creation/Change/Display of Vendor 
Master record 

 
Port Department Common to all  

Responsibility Master data team 

Transaction Code XK01,XK02,XK03 

  

Page 13 of 25 
 

Field Content Description R / O  Field Values 

Incoterms Incoterms specify certain 

internationally recognized procedures 

that the shipper and the receiving 

party must follow 

O EXW 

Minimum Order Value Minimum value permitted per 

purchase order 

O  

Schema group vendor Key that determines pricing procedure 

to be picked in purchasing documents 

R 01 

GR-based inv. Verif Goods receipt based invoice: specifies 

that provision has been made for GR-

based invoice verification for a PO 

item or invoice item 

R Tick 

Automatic purchase 

order 

Indicator plays role in Auto PO 

generation 

O  

Srv-Based Inv. Ver. Indicator for service based invoice 

verification for Service Vendors 

O  
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13.  Click  . 

The following screen is displayed: 

 

 

14. Click  Yes. 

Note:  The system displays the following message: 

 

Result 

Vendor master gets created with internal number assigned to the Account Group. 
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2. Change Vendor Master 

To change Vendor master, access the transaction using one of the options below: 

 

SAP R/3 Menu Path Logistics ->Materials Management -> Master Data-> 
Vendor -> Central -> Change 

Transaction code XK02 

 

The following screen displays: 

  

Tick only those 

views which need 

to be edited 
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Note: Occasionally changes happen for existing vendors which needs to be updated in the Vendor Master 
Record. Information like Address data (Phone number, email address etc.) Control data, Accounting 
Information, Purchasing data etc can be managed in this Transaction. 

 

1. Enter the following values in the input screen: 

 

Field Content Description R / O Field Values 

Vendor Vendor number 

 

R Ex:  100240  

Company Code Company Code number 

 

O VOCP 

Purchasing 

Organization 

Specifies that the Vendor is permitted 

only for this Purchasing Organization 

 

O CPUO 

 

 

2. Press Enter. 

The following screen appears: 
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3. Enter / modify Vendor address details as required  

4. Click  to modify the next data screen. 
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5. Enter / modify Vendor Purchasing data details as required  

6. Click  (Enter) 

7. Click  

Note:  The system displays the following message: 
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3. Display Vendor Master 

To display Vendor master, access the transaction using one of the options below: 

Note: We can use this function to view various data maintained for each Vendor Master Record. 

SAP R/3 Menu Path Logistics ->Materials Management -> Master Data-> 
Vendor -> Central -> display 

Transaction code XK03 

 

The following screen displays: 
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1. Enter the following values in the input screen: 

Vendor: Enter the Vendor Code to be displayed. Ex: 100240 

Company Code:VOCP 

Purchasing Organization:CPUO 

2. Select the data screens to be displayed (reference the checked selections in the screen above). 

3. Click  . 

The following screen is displayed: 

 

Note: The Vendor address details are displayed. 



  

 

Creation/Change/Display of Vendor 
Master record 

 
Port Department Common to all  

Responsibility Master data team 

Transaction Code XK01,XK02,XK03 

  

Page 21 of 25 
 

4. Click  

The following screen is displayed: 

 

Note: The Vendor control data is shown on the screen above. 

5. Click  
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The following screen is displayed: 

 

Note:  The Vendor accounting information screen is displayed. 

6. Click  

The following screen is displayed: 
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Note: The Vendor purchasing data is displayed. 

7. Click  
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The following screen is displayed: 

 

 

 

8. Click  . 

Note: In this transaction, you can only display the certain Vendor data. You cannot edit any data using 
transaction code XK03. 

 

 

 

 

 

 

 

 

 

 

 

 


