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Ja Job Aid: Equipment Assignment

A. INTRODUCTION

This Job Aid details the steps required to Assign Equipment (including Fixed Assets) to a Business
Partner (BP) and to install the equipment at a functional location. In order to provide equipment
and material accountability, the equipment record must be updated to reflect the correct status,
BP reference number and Functional Location.

B. TRIGGER

Perform this procedure when you need to assign one or more items of equipment to a BP.

C. ENTERPRISE ROLES & RESPONSIBILITIES

The roles involved in this procedure are listed below:

SD11: Equipment Create and complete Liaise with the equipment
Master Data Notification for the requestor, update the
Maintainer - Equipment Assignment Master Data Maintainer.
Local Request Participate in the
reconciliation of equipment
Update the Equipment within the physical
record within the verification process
authorization group. Print Notification for the
Assignee to sign
acknowledgment of
Equipment assignment.
SD02- Approves the
Notification Notification
Approver

D. TRANSACTION T-CODES

Assignment of Equipment Record IE02
Creation of Notification IW51
Update of Notification IW52
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E. HIGH LEVEL EQUIPMENT ASSIGNMENT END TO END PROCESS FLOW

1) Creation of Notification (using template).
2) Approve and Release of the Notification.
3) Create & Approve Reservation (if applicable), and update Notification.

For the steps involved in the Reservation Creation, please refer to job aid - “How to
Create, Certify and Approve Reservations for Inventory”.

4) Perform Goods Issue to Reservation with approval

For the steps involved in the performing Goods Issue, please refer to User Guide -
“Local Inventory Goods Movement”.

5) Update Notification status and complete tasks
6) Enrich Equipment Record:
a. Update Equipment User Status,
b. Business Partner (BP) and
c. Install to Functional Location
7) Update Asset Record (if applicable)
8) Print and Attach Assignment of Equipment

9) Complete and Close Notification

F. EQUIPMENT ASSIGNMENT STEP-BY-STEP INSTRUCTIONS

(N Creation of Notification (using template)

In order to facilitate the creation of the Notification for the assignment of equipment, you must
use a reference template which includes all the possible tasks/assignments that need to be
completed. The Template Notification provides the framework for the assignment of equipment.
Tasks that are NOT required can be deleted and additional Tasks can be added; this activity is the
responsibility of the Equipment Master Data Maintainer.

**% If multiple equipment records are being assigned within the same case (to the same BP), a
single notification can be created with an attachment detailing all the Equipment/Inventory
records within the notification case. Each Equipment record should be updated with reference to
the notification number so as to establish and maintain the link between related equipment and
notification.
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1. Type IW51 in the Command field and click Enter and Select Notification type “P1”.

& SAP Easy Access
| & [wst {0 @@ CHRE o0o0 AR @m

SAP Easy Access
B S HE Z | v a

+ [ Favorites
~ 21 5AP menu
+ (1 office
| Cross-Application Components
+ [ Organization
v+ [ Logistics
v [ Accounting
+ (I Human Resources
v [JInformation Systems
v (1 Toak
v [J'WebCient UI Framework
v (3 structural Authorization
¢ (3 Umoia Information System

2. Populate the following fields and click the Enter icon:
e Notification type “P1”.
e Reference Notification created for the entity in question. These are given in Appendix A.

=g Service notification  Edit  Goto  Bxtras  Environment  System  Help

& | (B @@ CHE DDOY EE &
Create Service Notification: Initial Screen
Notification
[ Notffication type (3) 8 Entries found
|Notification type [p1] | " Restrictions )
Notification ' ' v
v e ) &) 22
| Reference Typ Notification type
| Notification 10000802 | P1 Maint/Serv Request |

3. The “Create Service Notification” screen will be displayed. The Description, Coding, Planner
Group and Plant will be automatically populated from the Reference Template. These fields
must be updated to reflect your details.
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Create Service Notification: Maint/Serv Request
& fH R M Seetmer £ T 1 B organzation...  Contract selection

Notification 200000000001 21f|USO0 Equipment Assignment Template™*=* @
Notfic. Status  |0SNO 0STS L
Serv.order Sales ord.

Notification Location data | Items | Tasks | Activities | Sales

Reference object

Functional loc. E
Equipmant
Assembly
Subject
Coding ]
Description USD0 Equipment Assignment Template®***

(4]
Item
Object part ] O]
Damage ]
Text 0
Cause code ]
Cause text

Entry 1fm 0

Execution
Priortty - | Effect " [ IBrezkdown |
Req. start 24.05.2016|20:33:19 Required End 00:00:00
Malfunct. start 24.05.2016|20:33:20 Malfunct.end 00:00:00
Main WorkCtr A
Phnner group | F00 /7 U500| Faciities Managem |
Department resp
Person respons.

Sales area 7 7 Sales Office Sales Group

4. In the first tab, “Notification”, Update the following fields:

i.  Description: A short description/title to reference request

ii. Equipment Number: Once the equipment serial number to be assigned is known it should
be referenced within the Notification. If multiple equipment records are being assigned
within the same case (to the same BP), attach the list of equipment to the notification.

iii.  Coding: The notification is defaulted to “UNQ0O: Assignment” as per the template. If the
Notification is not created for an assignment, the coding needs to be updated.

iv.  Long Text: In the “Description” field enter the details of request. Who/What is required. If
multiple equipment records are included in the notification, indicate that this request is for
multiple items and ensure this is attached to the notification.

v.  Planner group: The template defaults to planner group “010” (generic) and plant USOO.
Update the Plant and Planner group. Additionally, the Person Responsible can be updated
with the name of the Property Custodian who is responsible for progressing/completing the
equipment assignment and notification.
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Create Service Notification: Maint/Serv Request
& N G Seatner =] T =) Organization...  Contract selection
Notification [t00000000001] PlIAssignment of Equipment Stock ‘ @
i

Notfic. Status  |OSNO OSTS LB
|

serv.order | | salesord. ||

Notification I/Lomuondata |/Iten's |/Tme; |/Acwmes |“sales |

| Reference object |

Functional loc. ..
IEqu\pment [ | I@
Assembly | |
| Subject |
Coding I'U‘NASSN | Tmwaal ‘Assignment =
Description | Assignmant of Equipment Stock |
05.07.2017 20:40:05 TSEGA KELETA (TKELETA) I
Requeat for the Iasuance and Assignment of laptop from stock.
User: Paul Holden .
Material Number: 1500005105 @
| Item |
Object part [ 11 ] E
Damage ]

Text [ ]

Cause code
Cause text [ |
Entry 1frm 0
| Execution |
Priority ~ | Effect r‘DBreakdown ra
Req. start 24.05.201620:33:19 Required End 00:00:00
Malfunct. start [24.05.2016]20:33:20] Maffunct.end [ Joo:zo0:00|
Main WorkCtr ]
Planner group |Foo] / lusool Facilities Managem
Department resp [ I |
Person respons. (123456 | Tsega Ayanna KELETA |
Sales area [ 1] 12 ] Sales Office [ sakes Group []

5. Inthe “Location Data” Tab, Update the following fields:
e Account Assignment:
o If an equipment record has been updated in the notification tab, then the account
assignment will be populated from the equipment.
o If they are not then the information for Business Area and Cost Centre data, needs to be
populated.
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Create Service Notification: Maint/Serv Request
B N B &rartner £ T % | Organization... Contract selection

Notification 200000000001 )[F1 Assignment of Equipment Stock @
Notific. Status 0SNO 0STS RQCR ¥
Serv.order Sales ord.

Motification .~ Location data Items | Tasks |~ Activities - Sales

Location data
MaintPlant
Location
Room

Plant section
Work center
ABC indicator
Sort field

Sales and distribution

Sales Org. [ ]
Distr. Channel u
Division
Account assignment
Company Code 1000| United Nations New York
Asset !
Business Area 5100 United Nations Headquarters
Cost Center 10099 PKHQ OICT CO Area 1000/
WBS Element
SettlementOrder

6. The Task Tab will have a list of prepopulated tasks that are relevant to all Equipment
Assignment cases. The Equipment Master Data Maintainer should delete the tasks that are not
relevant.

o Task Status: Indicates the status of each task and can be used to monitor progress with
the request

o Responsibility: This field can be updated to reflect the person that needs to be involved
for the step. Once the task is completed, the Equipment Maintainer (person
responsible) will mark the task as complete.

The Notification tasks can be tailored to specific requirements by removal of task(s) not required.
To delete a redundant process task, select the row clicking at the left, and then click in the delete

icon I

Note: It is important that if the Equipment that is being assigned or Transferred is an Asset, the
Asset Accountant is notified so the appropriate steps which are specific to Fixed Asset can be
completed.
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Create Service Notification: Maint/Serv Request
@ @ ] ﬁ ﬁﬂ @Partner gl @ % Organization...  Contract selection

Notification [s00000000001][P1 ] Assignment of Equipment Stock |
Notific. Status losHo 0sTS (G 7
1

serv.order | | Salesord. |

Notification | Location data | Irems /Tats ], Activities | Sales |

| No. Code gr... Ta... Task code t... Task text T... Status User Status  Task processor Responsible List name Planned st... Plan

1  UMGENRC 001 Generic Task Request creation/Forward to Approver Person respons. ¥ 123456 Tsega Ayanna KELETA 0o:1
:2 THGENRC 001 Generic Task Motifiy Approver Person respons. ¥ 123458 Tsega Ayanna KELETA (1l/H]
| |3 UNGENRC 001 Generic Task Create Reservation/Log Person respons. ¥ 123456 Tsega Ayanna KELETA oo:

4 UNCENRC 001 Generic Task Receive/Check Material is availzble Person respons. ¥ 123458 Tsega Ayanna KELETA 0oz
_5 UHGENRC 001 Generic Task Update Notification w/reservation number Person respons. Y |[123456 Tsega Ayanna KELETA 00
e UNGENRC 001 Generic Task Print and have User sign to accept Person respons. ¥ 789100 Paul Wikon HOLDEN LLH]
By UNGENRC 001 Generic Task User acknowledgement Person respons. ¥ 123458 Tsega Ayanna KELETA 0oz
e UNGENRC 001 Generic Task Attached scanned copy to staff member Person respons. ¥ 123458 Tsega Ayanna KELETA 00z
_9 UNGENRC 001 Generic Task Update Equipment Record Person respons. ¥ 123456 Tsega Ayanna KELETA oo
| 10 meEmRc 0oL Generic Task Notify FA Accountant Person respons. ¥ 12345@ Tsega Ayanna KELETA Qo
] Berson respons. ¥ 00z

7. Click the Save icon. Note the Notification Number for future reference.

Create Service Notification: Initial Screen

Notification
Notification type [1] [E Performance Assistant =Ex
Notification =]z @)F=) %) @)L 5] (=)
C|
| Reference Notification 10001094 saved
Notification
Message no. IM405
-]
| notificetion 10001094 saved | b | TKELETA ™  unsapr3e  INS
I Approval and Release of the Notification:

1. To search for the list of Notifications that are awaiting approval, type IW58 in the Command
field and click Enter. Tailor the search of outstanding notifications based on Plant, Planner
Group, Date, etc. Execute Report.

Note: Although the Notification Approver can run the above notification report to find the list
of outstanding notifications for Approval, it is recommended that an email is sent to the
approver from within the notification. (Please refer to Section G in this Job Aid for instruction
on how to send emails)
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Display Service Notificati lection of Notificati

Notffication status
[VIOutstanding [ JPostponed  [VIIn process [ |Completed  Sel.profl [Addr. | %

Notification selection

Notification to
Notfication type [ o [ ]

Funetional Location to

Equipment to

Material to

Serial Number to

Addt. device data [ [to

Order [ ] to

Notification date 18.04.2017 to 17.07.2017

Partners - d

General Data/Administrative Data

EEEEEEEEEEEEEEEE H EEEEEEEE

Description to
Created by to

Created on 1 o [ ]
Notification Time 00:00:00 to  |o0:00:00]
Reference date [ ] to [ ]
Coding [ | o ||
Coding Code [ ] to ||
Prioricy [ to ||

Reported by to

Changed by to

Changed on ] w [
Status included ] o [ ]

Status Excluded [ o [ ]

Main work center [ [
Plant for WorkCenter [ [
Planning plant [ ] o [ |
planner group [ ] o | |

»

[> TKELETA ¥ unsapr3e INS

2. The list of Service Notifications will be displayed based on the search criterion that was entered.
Select the relevant Notification and double click on the Notification number.

Change Service Notifications: List of Notifications
PEEESEF FME Doder Worder Notfication By & A& &

[B Motification Description Pint PG PPl |Created by Created on | Changed by Changed on D Dv Customer Equipment Description of technical object  Material Material Description

e

10001050 INTTRK-11704_Test L z 010 KEOO TKELETA 02.05.2017 -

10001051 = Test 2 zz 010 USOD TKELETA 02.05.2017 ~
|| 10001052 l Test | | 2z USO0 010 USO0 TKELETA 02.05.2017 10008664  ACCESS POINT TSUNAMIMP 8

10001053 Zz USD0 010  USOO TKELETA 02.05.2017 10008664  ACCESS POINT TSUNAMIMP 8,

10001054 INTTRK L1074 Extemal Test 2z US00 010  USOD TKELETA 03.05.2017 10008664  ACCESS POINT TSUNAMIMP 8,

10001067 INTTRK-G461Test 1 zz FOO  CHOD TKELETA 19.05.2017

10001070 INTTRK-G461Test 5 zz FOO  CHOD TKELETA 19.05.2017

10001071 INTTRK 9461 ZZ  CH30 010  CH30 TKELETA 10.05.2017 TKELETA 19.05.2017 10001490 Laptop DELL LATITUDE E7240

10001072 INTTRK-3461Test 4 zz FOO  KEOO TKELETA 10.05.2017

10001073 INTTRK-3461Test 7 2z FOO  CHOO TKELETA 10.05.2017

10001077 Test Sales Order zz 010 SY20 TKELETA 01.06.2017

10001078 test z FOO  KEOO TKELETA 06.06.2017 TKELETA 06.06.2017

10001085 test ZZ  Usoo CHOD TKELETA 21.06.2017 10097191 Recorders magnetic tape

10001086 INTTRK-12820 ZZ US00 010  CHOO TKELETA 21.06.2017 10097192 Computer network communica, -

10001087 INTTRK-12830 ZZ US00 010  CHOO TKELETA 21.06.2017 10007192 Computer network communica, -

< “»

Sand [ | TKFIFTA ¥ | unsanrde | NS 3

3. The “Change Service Notification” screen will be displayed. The Approver should review the
request before Approving. If further action is required, a reason should be given in the long text
of the Notification. When Approver is satisfied that everything is in order, click on the Change
Status icon to select the radio button 02 APPR Request Approved and save.

Go back to the “Change Service Notification” screen and click on the green flag to release the
Notification.
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Change Service Notification: Maint/Serv Request
E ) P4 G Fratner =] B B T B Bastatus Organization...  Contract selection

Notification [10001094 "E"Assignment of Equipment Stock | -
Notffic. Status | OSNO 0STS (e [ Set User Status x
[ | [ |
Serv.order Sales ord. [ Status with status no. |
Notification | Location data | Ttems | Tasks | Activities | Sales | @ [T RoCR Request Created fo
] m APPR Request Approved I |4D|
| Reference object (1) 03 REJT Request Rejected
N 1
Functional loc. () 04 RSGN Request Assigned
" 1
Equipment
Assembly
| Status w/o status no. |
| Subject |E|
) i —
Coding |4D|
Description I,ﬂussignment of Equipment Stock o
09.07.2017 19:38:38 TSEGR EKELETA (TEELETZ)
Request for the Issuance and RAssignment of laptop from stock.
Ts Paul Holden
Material Number: 1500005105
09.07.2017 21:58:22 TSEGR KELETA (TEELETZ)
Approved - but proceed to the creation of the Reservation.
-
1P i
Il. Create & Approve Reservation, and update Notification Description:

For the steps on how to create and approve a reservation, please refer to following Job Aid <<How
to Create, Certify and Approve Reservations for Inventory>>.

Once the Reservation is Created, the number should then be referenced within the notification and
the relevant task should be marked as Completed.

Change Service Notification: Maint/Serv Request
& B Wpartner =] B B T & B status Organization...  Contract selection

Notification [10001094 "E"Assignment of Equipment Stock |
Notfic. Status  |NOPR OSTS ) 2sen 7
]

Serv.order | ' Salesord. |

Motification ]' Location data . Ttems | Tasks | Activities | Sales |

| Reference object |

- |
Functional loc.
; |
Equipment
|
Assembly
| Subject |
Coding
Description I,ﬂussignment of Equipment Stock
09.07.2017 21:58:22 TSEGA KELETZ (TEELETA)
Approved - but proceed to the creation of the Reserwvation.
U3 UT. ULV L. 0. 10 1alon LLELEIA (ILELEIAT
Reservation number 7437 has been created for this request. I
-
-
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. Perform Goods Issue(s):

Once the Reservation has been approved, the Logistics user will proceed to perform the Goods
Issue. For the steps on how to create Goods issue, please refer to following User Guide <<Local
Inventory Goods Movement>>.

V. Update Notification status and complete tasks:

Throughout the Equipment Assignment process, the SD Equipment Maintainer must ensure that
the relevant tasks are being completed. As such, the “Task” tab of the Notification will be
continually updated to indicate the activities that have been completed.

To complete a task, select the task and then click on the chequered flag ® icon. Save the
Notification. By the time the request is fulfilled, all tasks listed must be completed.

Change Service Notification: Maint/Serv Request

N 80 Sratrer =1 B & B Organization...  Contract selection

Notification 10001094 'P1) Assignment of Equipment Stock
Notific. Status NOPR 0STS ASEN
Serv.order Sales ord.
Notification | Location data | Items - Tasks } Activities - Sales
MNo. Code group Ta... Task code text Task text T...|Status User Status [T
1 TNGENRC 001 Generic Task Request creation/Forward to Approver TSCO -
2  UNGENRC 001 Generic Task Notifiy Approver TSCO M
3 UNGENRC 001 Generic Task Create Reservation/Log TSDS
4 TNGENRC 001 Generic Task Receive/Check Material is available TSDS
5 TNGENRC 001 Generic Task Update Notification w/reservation number TSDS
& UNGENRC 001 Generic Task Print and have User sign to accept TSDS
7 UNGENRC 001 Generic Task User acknowledgement TSDS
8 UNGENRC 001 Generic Task Attached scanned copy to staff member TSDS
9 TUNGENRC 001 Generic Task Update Equipment Record TSDS
10 TUNGENRC 001 Generic Task MNotify FA Accountant TSDS
11 |SAPISR 5401 E-mail, fax | |TsrL =

i) i)

32 ey 4o

Update Notification with the Equipment Number from Goods issue. At the time of the Goods Issue,
the specific Equipment record/Serial Number to be assigned will be identified. The Equipment
maintainer, should update the Notification with the equipment number.

1. Type IW52 in the Command field and click Enter. Enter Notification ID and execute
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change Service Notification: Initial Screen

Notification

HNotification éiElHD oigps i)

:51 ‘«' [ TKELETA ~ unsapr3e INS @

2. Update the Equipment number in the Notification

Change Service Notification: Maint/Serv Request
A G Srertner IR B F & Bstatus Organization...  Contract selection

Notification 10001088 |[e1]
Notific. Status MHOPR OSTS
serv.order | | sales ord. ||
Notification } Location data  Items " Tasks | Activities | Sales
Reference object
Functional loc. 20034€.001 UMDC-TI Bldg E
|Equ|pment |10027810 | Computer:Laptop |
Assembly
Subject
Coding
Description ‘Assignment of Equipment Stock
EGA KELETA (T
and Assignr op from s
Approved - but proc he Res n
Ttem
Object part @
Parennn L=
V. Update Equipment records (update status and include notification ID)

Once the Goods Issue has been processed; the following information must be updated in the
equipment master:

e Equipment Status: The status needs to be changed to reflect that the equipment has been
assigned to a user.

e Business Partner: The Person Accountable for the Equipment will be updated to reflect that
the equipment has been assigned to a user(BP).

e Functional Location: The Functional Location is a Real-Estate object that will denote the
place where the equipment is located. It represents a building, floor or room.

¢ Inventory Field: Notification Number must be referenced in the equipment record(s), for
ease of identification and reporting.

Note: If there are multiple equipment records associated with the notification, the “Mass
Equipment Update” Job Aid should be referenced.
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The following section describes how a single piece of equipment is changed to reflect the initial
status required at notification outset.

1. Type IE02 in the Command field and click enter. Enter the relevant Equipment ID and hit
enter.

Change Equipment : Initial Screen

Equipment 10027810

2. The “Change Equipment: General data” screen will be displayed.

Change Equipment : General Data
=1 ) &% Cossoverview  Measuring points/counters

[ UN Owned Seriized

Equprment 10027810 Category

Description [[Computer:Laptop] 2 [& ntem.note|
Status favs [E5) 5]
Vald From 29.06.2015 Vaid To [31.12.0099]

[ General data ]

Class
Object type 43211503 | Notebook computers
AuthorzGroup ||
Weight 1 =l Size/dimension
Inventory no. Start-up date
| Reference data
AcquistnValue 1,235.00 [usp | Acquistion date  23.06.2015

[ Manufacturer data

Manufacturer ManufCountry

Model number

Constr.yr/mth
Manufpartio.

ManufSeriiNo.

sand D TKELETA ~

3. To update the User Status: Click on the Change Status icon.

Change Equipment : General Data
=1 G0 &% Clssoverview  Measuring points/counters

Equipment 10027810 category M UN Owned Serialzed
Description f Computer:Laptop [Z] [ mtem.note|
Status |'EQm
Valid From 29.06.2015 Valid To 31.12.9999
Location | Organization |/ Structure | Warranty | Serbata_|p.) [ \M[E)
| General data |
Class
Object type 43211503 Notebook computers
AuthorgGroup ||
Weight 1 Ik | Size/dimension
Tnventory no. Start-up date
| Reference data
AcquistnValue 1,225.00 [usp | Acquistion date  |29.06.2015

| Manufacturer data
- 1
Manufacturer ManufCountry
- 1

Model number Constr.yrfmth /]
ManufPartNo.

ManufSerialNa.

sapd b | TKELETA ~
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4. Select the status “EQAS Equipment Assigned/Operation”

Change Status

o
Equipment 10027810 Category M UN Owned Serialzed
Description 'Computar:Laptop |

. Status k Business processes \

| System status | Status with status no. |
Stat Text No Stat Text
¥ AVIS Avalable [@ | © 1 Eqrn Equipment Idle 3]

|@] " ® 2 Egas Equipment Assaned/operat. &3 | |

EQMT Equipment in Maintenance

3
() 4 EQIT In Transit
5 EQNF Equipment Not Found

| Status w/o status no. |
(@)
8]

5. To update the Business Partner: Go to the “Partner Assignment” tab.
Select the Function “User Accountable” and search for Name of the User that the
equipment is being assigned to. Select the appropriate person and click on the green check
mark.

Change ¢
=] G &% Clss overview Measuring points/counters

AT
.~ Vendors (General) | Vendors by Country/Company Code || [v[E]

|
Equipment: 10027810 category M UN Owned Se
.  —
Description 'Computer:Laptup Search term | |
T T
 —
Status INST EQAS e T 1
Valid From 09.07.2017 Valid To _
= City [ |
Structure Partner Assignment
Name ‘ Paul*
E—
| Partners e I |
Funct Partner Name A Addrs
Vendor > 1110001370 Lenovo, Inc. Leno

| |Ioplementing Part :I Maximum No. of Hits ['s00 ]

>
(v]&]=]

Change

=1 @ &5 Clssoverview  Measuring points/counters

Equipment 1027810 category 1M UN Owned Serialeed

Description [computer:Laptop & [Z ntem.note]

Status [avie [EQas ]

Vaid From 29.06.2015 Vaid To 31.12.9899

Structure | Warranty 1 SerData - Partner Assgnment | Op. Equipment | [

| Partners |
Funct Partner Name A Address
Vendor ~ 1110001370 lenovo, Inc, Lenovo, Inc, Morrisvile, 34
User Accountable ¥ 20001234567 Paul HOLDEN Paul HOLDEN, Geneva, , , HOL
BKC o

[ TKELETA ¥  unsapr3e  INS B

vain \WArCFr 7

6. To update the Functional Location: Click the Structure tab
o Click the Change InsLoc icon to install equipment to a functional location
o Inthe Change Equipment Installation Location pop-up window, enter the required
functional location and click the Continue icon
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ﬂﬁ Class overview  Measuring points/counters

Category ¥ UN Owned Seralzed
Description MOTOR VEHICLE VOLVO XC-90 3.2T 2] [ mtem.note
Status AVLB leQas &)
22.05.2015 [31.12.9999

Postion ]
TechidentNo.  [UNO14298 ] Postion [=])

01.06.2015/17:39:44]

7. To update the Notification Number: In the General Tab, enter the Notification number in

the “Inventory no.” field.

Equipment 1o027810 Category [ UN Owned Seriaized
Description ComputerLaptop & [& mtem.note]
Status AVLB |Eqas
Valid From 29.06.2015 valid To 31.12.9999.
/Locton | Organtzation | structure | 'warranty |“serpata_|“p.]) [/[]([E@]
General data
Class
Object type 43211503 MNotebook computers
vt 1 Jig | ge/dimens
[ Tnventory no. 10001094 shrt-up date [ ]
| Reference data |
‘ I 1,225.00 usD Acquistion date 29.06.2015
Manufacturer data
Manufacturer ManufCountry ||
Model number | Constr.yrfmth 7[]
ManufPartNo. |
J

D TKELETA ™ unsapr3e

8. Click on the Save
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@ {H]ese CHE chon BRI QB

Change Fquipment : Structure
= @ﬁl &u  Class overview Measuring points/counters

P |
Equipment 10027810 Category I UN Owned Serialized

'@ |3 Intern.note]

Description

Status [Eqas
B oeag

Valid From 09.07.2017 Valid To 31.12.9999

“ Organization /Slmchlre ], Warranty lf SerData ), Partner Assignment )rD_| EG

| Structuring |
Functional loc.  |200346.001 |

Description UNDC-II Bldg
—

Superord.Equip.

Description
Position

TechldentNo. **%10027810
P
ConstType 1500005105 Computer:Laptop

VI. Update Asset Record (if applicable)

If the assignment/transfer is for Asset Records, please refer to job aid - FA “Transfers (Internal Sales
and Donations)”

VILI. Print and Attach Document for Assignment of Equipment

Equipment Data Maintainer, must print the Notification or the Goods Issue Document for the
Assignee to accept receipt (by signature) of the equipment and then attach it to the Notification.
For the steps on how to print the Goods issue Document, please refer to following User Guide
<<Local Inventory Goods Movement>>.

The below steps describe how to print the Notification:

1. Type IW52 in the Command field and click Enter. Enter Notification ID and execute

Change Service Notification: Initial Screen

Notification

Notification iloootops 0l

E: , [ TKELETA ™ unsapr2e INS @

2. Print the Notification by following menu path Service Notification -> Print -> Notification

V02 - 07 Nov 2017 Job Aid: Equipment Assignment Page 17 of 25



um[]Ja Job Aid: Equipment Assignment Job Aid

training

= [ service notification | Edit Gote Extrgs  Envionment System  Help

§ Qther notification JCe@@ DHE m0o8 BE @B
Create »
f chonge ificatic it/
Display
¢ > B T & b Bhsttus | Organization...  Contract selection
List editing »
Mo save crks 1 ent of Equ S
N save + determine tasks B2
[ ne »|  Notfication ]
- Eunctions » Irem selection... ities. Sales ‘
Service order | Diphybog
|| create sales order > Download
| oownoe |
Exit Shift+F3 UNDC-I Bidg =
Equpment 10027810 ComputerLaptop
Assembly
[ Subject
Coding
Description |Assignment of Equpment Stack
ssignment of leprop from stock

User: Paul Hold
Marerial Mumher: 1500005105

3. The Notification can then be signed, scanned and attached (uploaded) to the notification.

United Nations %' Nations Unies

SERVICE  NOTIFICATION

|Type Pi | Notification : 10001084 | ‘ Stat Date :  24.05.2018 | End Date : ‘
|N0tlll|:atbn Date : 24.05.2018 | ‘Stan Time : 20:33:19 | End Time : 00:00:00 ‘
|Remn'ad By : | Reporter  Contact
Tlephane ‘Exl
E-mail
Description
Aesignment of Equipment Stock

|F|mminn Location © 200248.001 | |0Rlel ‘
|Eq||ipmzm : 1007E10 | |Planni|q Plant : USX Planner : FOD ‘
|Warrar|ty End Date : | | Teleghone 1234 ‘

Detsiled  Descriptionlong  Text)
09.07.2017 19:38:38 TSEGAKELETA  (TKELETA}

Request for the lssuance and Assignment of lsptop from stock.

User: Paul Hokien

Materisl  Numbar 1500005105

09.07.2017 20:58:22 TSEGAKELETA  (TKELETA}

Approved - but procesd to the creation of the Reservation.

Task  Detsis

Code  Group Task Code Text Task Text

UNGENRC 001 Generic Task Request crestion/Forward  to Appraver
UNGENRC 001 Generic Task Notifiy Approver

UNGENRC 001 Generic Task Create  ReservationiLog

UNGENRC 001 Generic Task Recsive/Check Materisl s available
UNGENRC 001 Generic Task Updste  Motification wireservation  number
UNGENRG 001 Generic Task Frint and have User sign toacoept
UNGENRC 001 Generic Task User  scknowledgement

UNGENRC 001 Generic Task Attached scanned copy to staff member

4. Under the Services for Object icon and the Click the Record Management icon.
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[& service notificetion  Edit ~ Goto  Extas  Envionment  System  Help

& | FldiB e CHE o8 FE em
2 .| Ch. Service il e Maint/Serv Request
|__Records Management Plant Maintsnsnce |Jj—i| ==, P ——
Create... »
Notff  Attachment list lupment fom Stores/Dept i)
Notf  Linked Service Requests e
[ sl prwvate note
4 send » || Activiies | sales |
[ | Relatonships
[Re  workflow »
Fu My Objects »
Ed  Hebp for object services
Assembly T
Subject
Coding [ovassw | [umoo| Assignment
Description |Assignment of Equipment from Stores/Dept ]
(=i
Ttem
Object part 1 [ ]
Darnage [
Text [ ]
Cause code [ 11 1
Canca Favt [ 1

5. Highlight the entire Service notification row and click on the green check mark.

1. Change Service Notificati int/Serv

& I &8 @rartner =] G & £ Sa Organization...  Contract selection

MO8 5 | To start the chosen function, choose an
[j application object and press "Continue’.
— Object type |Object Name
|| [Bervice notification 000010001247
—1 Tasks Regquest creation/Forward for Approval
| | Tasks Create Reservation/Log Number
Fl |Tasks Recieve/Check Material Issued
| | Tasks Update Notification wfith Equip No.
Al |Tasks Print and have the u}:r sian
=il |Tasks User acl nt -
Al Jrasks Attach Scanned copy to nofication ~
[ ] « » « »
B )5

6. Click on Display/Change icon, on the upper left screen

—m 3 DOEEERE &

I 2 ©00000010001247 | version 1 <
Short description 000010001247
Unique Indicator ¥ 000010001247
Language EN Englsh
Creation Time 01.09.2016 15:54:20
Created By PHOLDEN Paul Holden
Trne of Change 01.09.2016 15:54:26
Last changed by PHOLOEN Paul Holden -
Verson 1 =
0 i
Element Type Visbiity Last Processed Nod...
~ ¥ 000010001247 PHOLDEN / 01.09.2016 ...

Select the relevant folder that pertains to Equipment Assignment (i.e. Internal Supporting
Documents)
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Eawutes |_record ) (@) (DE)ETRIE 5 F2) @) B

|2 000]000010001247|verson 1

Short descrotion 000010001247
Unique Indicator &7 000010001247
Language EN Englsh
Creation Tme 01.09.2016 15:54:20
Created By PHOLDEN Paul Holden
Tme of Change 01.09.2016 15:54:26
Last changed by PHOLDEN Paul Holden -
Version 1 5
i1 |
He Eement Type | Vsbity | Last Processed | Nod... | |
~ %3 000010001247 = e PHOLDEN / 01.09.2016 ... 1
« @ Servce Notfication Services Notfication Al Roles
» [0 Sales & Senvice Order Documents Al Roles

PHOLDEN / 01.09.2016 ... 7
7

7. Toupload the document, attach the original document by clicking the Application > From File menu

item Select From File menu item

© Document Client: Create Document
L] TldHIe@@ MR oDoss FM en

(P ) abutes | Rocod] [@1-]8) (O] B D))
Il— o # coo|uooioissis|vesen 1]

‘St descotion ouonianissie i
[ep— & wenimiass
Language EN Englsh
crison Tire 23052017 212028
FTHOL Yuvasds THOL
Last processea | Hod... |
YTHOL( 25.05.2017 ) .

[ P

@ 5 5] WK = | T==rro)
3

T UL coT rIEoTaT

B Erwates | vecors ) (@) DR)EDEEE) & |
| o 0w s1o0002ss820.18  verson 1|

k=L
Short: descrption S10000Z3382016
Unigua Indicatar A7 51000029382016
Language =1
Creation Time 08.06.2016 23:10:28
Created By PMATARAZZD
Time of Change 04.06.2016 23:10:30
Last changed by PMATARAZIO

4k Ll

3]

[Mcrosoft Word §7 - 2003 Document
Morosoft PowaerPont §7-2003 Presantatio
Mcrosoft Excel 97-2003 Workshast

Bmﬁl\

8. Complete the “short description” and “Unique ID” on the attributes screen:
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Job Aid

Ceated By
Trw of Orange

Last charged by

Vrsos |
Expry Date

Keyword (3)

Keyword (2)

Linguage

¢ Corrent. Vesskn Ony

D of Ongral Document

Verson of Orginal Dacument
Cack-Out Path on Deskdop (1)
Authir (n MS Dacurment)

As Copy of

Documert Terplts

Modd that Was Wsed t Oeate Docurment
ALTOR Values Last (hanged
Attrbute Vaies Last Changed by

Lar Who ChiCued Out T Documest
Do Not Archvve Document

Fie P bosten (1)

Fi Pan Posten (2)
SEN_DOC_POF_FORM

Stonge Kenfcton

Stncaes | acaten (1)

)

Femardo Dodrusky

EN

9. The file will be uploaded and it will be displayed for your revision. Click on

Ede
Shft-F3

Goto Systam Help

eace
Document Client: Create Document

€ =5

= | gmsystam
Q Ext

- P

Arvributes ||

]

kg |

Craated By
T of Change

Last changed by

Vesson 1
Exry 0o

Keyword (1)

Keyward (3)

Lanpage

Canet Versen Ooly

D of Ogeal Documert

Verson of Orgeal Dacument

Check Out Path an Desktop (1)
Authee (in NS Documest)

As Caoy of

DooIment. Templite

Made! that, Was Used to Creste Document
Anybute YVaues Last Changed
ATIBUTE Veous Lt Chasged by

Uset Who Orecked D4t the Docurment
Do Kot Archwve Dacument

i P Pouien (1)

i Pan Powtien (2)
$44_00C_FOF_FOIN

Stoage [seetdcacen

Stovns | acation 1)
o

g
gn

o
a

Fernds Dedresy

Record .| (@ ] ([DD)(=IEIEEIEFIE) B (=&] |

" &7 COO|000010000703 |verson 1]

=l

Short descrpton 000010000703
Unique Indicator &% 000010000703 -
anguage EnN Engish -
- » « »
Hecarcry | Blement Type Vsbery Last Processad
=~ ¥4 000010000703 | FOOBRUSKY [/ 10.12
- € Secvice Notficaton Serwces Notfication Al Roles
» [N sales & Serwwce Order Documents Al Roles
- Bn Wrte OF & Dsposal Approvals ! All Roles
- @ wwimte Off & Dsposal Approvals Service Notfications Al Roles —
- B Board manutes Al Roles FOOSRUSKY | 10.12,
» 2 Internal Supoortung Documents Al Rotes

Document ceated

“Save”

10. Click on “Back” at the top until you are back in the notification screen, save the notification and

exit.
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1) Go to IW52 Transaction and open the Notification. The “Change Service Notification” screen
will be displayed.
2) To complete the notification, click on the chequered, black and white, flag.

IERBIEEFEEEE]

IE B B N R

No.  Code gr.. Ta...|Task code t... Task text

Generic Task Request creation/Forward to Approver
Generic Task ”M Approver

UNGENRC 001 Genenc Task (Create Reservation/Log

Generk Task Recewve/Check Materal is avalable
Generic Task Update Notfication w/reservation number
Generk Task Print and have User sgn to accept
Generk Task User acknowledgement

Generk Task Attached scanned copy to staff member
Generic Task Update Equipment Record

Generic Task Notfy FA Accountant

UNGENRC 001
UNGENRC 001

UNGENRC 001

MIGENRS 001
UNGENRC 001
UNGENRC 001
UNGENRC 001

0 UNGENRC 001

V02 - 07 Nov 2017

User Status | Task pr

CEEECEEEED

Person respons.
Person respons.
Person respons.
Person respons.
Person respons.
Person respons.
Person respons.
Person respons.
Peraon reapons.
Person respons.
Person respons.

o
¥ 123456

¥ 123456
v 123456
¥ 123456
123456
v 783100
¥ 123456
v 123456
¥ 123456
¥ 123456

Job Aid: Equipment Assignment

I‘l’ng:Amn KELETA
Tsega Ayanna KELETA
Tsaga Ayanna KELETA
Tsega Ayanna KELETA
Tsega Avanna KELETA
‘Paul Wikon HOLDEN

Tsega Ayanna KELETA
Tsaga Ayanna KELETA
Tsega Ayanna KELETA
Tsega Ayanna KELETA
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G. APPENDIX A: HOW TO SEND EMAIL NOTIFICATION

From the “Change Service Notification” screen, Click on “Send Email”
Change Service Notification: Maint/Serv Request
G o N G Grane IH ST @B Bsttus Organization...  Contract selection

Notfication ELTIECEERNEY  scionment of Equipment Stock 12| o R
Notific. Status _|OSNO 0STS RQCR
| sevorder | || sdlesord. | ]
Notification | 'Location data | Trems | Tasks | Activiies | Sales |
| Reference object |
Functional foc. =
Equpment
Assembly
[ Subject |
Coding [
| Assignment. of Equipment Stock
GA KELETA (TKELETA)
Assignment of laptop from stock.
| Item ]
N 1 =l

Type in a message for the approver.

& Change Document: MESSAGE Language EN
g -4 Ce@ DHE Do BEER @m
Change Document: MESSAGE Language EN
@ % & 5K Insert Line Format Page

onsctPnscoliscooiton sfinnsotesootonoitocnolicns oo soeEooeotiocacoasctanoc oo —

* Please review and approve this Notification for Egquipment Assignment v

After message completion select ﬁ icon to indicate the email address (note: you will be
prompted to save the message). The notification number defaults into the title of the mail.

Enter the email addresses of the approver and select send.
Note: Although there is a “note to Recipient” section on this screen. The note received by the

approver will be based on the message entered upon the selection of the email request, NOT this
one.
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[@ | Send with Note

|
[o]z =

Title: |E-mail, fax Notfication 000010001094

Note for recipient

|

Once email is sent, it will appear within the inbox of the approver.

[*lu1, cot Ln1-Ln1of1lines
__/Reapient_| " Trans options
EE & =
izl Recinbue i B |& [sel.| [ ]
TSEGA KELETA 1O OO0 -
oogog
*[Ololo

| Change Service Notification: Maint/Serv Request
o 8 G Geartmer =] B T & B Bsttus Organzation...  Contract selection

* Action box
+ [ Send E-mail

Notification [1000108¢  |[P1]Assignment of Equipment Stock =2
Notific. Status  |0SNO 05TS |Ezace 2]
serv.order || | saksord. | |

< Notficaton | Locaton data - Irems | Tasks | Actwities | Sales |
Reference object
Functional loc. 1 E
Equipment
Assermbly
Subject
Coding ’_|
Description \As;ignment of Equipment Stock

9:38:38 TSEGR KELETA (IKELETA)

L

I Message was sent successfully I W

-
-

1

[ TKELETA * unsapr3e | NS

The Email will be available in the Approvers - SAP mailbox
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Business Workplace of TSEGA KELETA

FNEW message [H] Find folder
~ ﬂ' Workplace: TSEGA KELETA
hd E? Inbox
+ ] Unread Documents 217
« @] Documents 219
4 Workflow 19
- Overdue entries 0
g Deadline Messages 0
- Incorrect entries 0
» fﬁ Outhox
v B Rasubmission
v & Private folders
2 @ Shared folders
v i Folders subscribed to
+ ™ Trash
+ T Shared trash

H. Appendix B — Notification Templates and Status Sequence

ﬂﬂ Find document

Eﬂppnlntment calendar

& Distribution lists

[&]71E

Unread Documents 217

Me | Ty Title At

Author

Date received

7| Time re, 7| Co.. |Re.. Recip..

=1 [=% E-mai, fax Notification 000010

TSEGA KELETA 09.07.2017 21:51:59 1
= [2% Equipment Shell Activation 500, Do_Mot_Reply_Umaja_P 22.06.2017 22:12:51 1
@ % Cannot be sent: Receipt (#50_ TSEGA KELETA 22.06.2017 22:12:50 1
@ % Cannot be sent: Receipt (#50_ TSEGA KELETA 22.06.2017 22:12:50 1
= [ Equipment Shell Activation 500, , Do_Mot_Reply_Umgja_P . 22.06.2017 21:52:30 1

E-mail, fax Notification 000010001094

Please review and approve this Notification for Equipment Assignment

Table 1: Equipment Assignment — Standard Template Task List

Task

)
o

Task Description
Record Request in Notification

Check if material is available

Create Reservation

Check eqpmt. holdings of user

Update Notification with Reservation No.

Have Reservation Approved

Attach signed doc (Goods Movement Document)

Send signed copy to user

O NOOD LD WIN (K-

Update Equipment Record

[EEN
o

Notify FA Accountant (if Applicable)

Table 2: Equipment Assignment Template for PK/SPM

10025833

P1

Template Description

PK/SPM

Equipment

Template ***

Assignment

Catalogue
UNASSN:
Assignment
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