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Module 01: Service Order Management Overview U mﬂja

Module 1. Service Order Management Overview

The purpose of the Umoja Service Order Management user guide is to explain the use of
Umoja Notifications and Service Orders for Services Delivery in Umoja

1.1 End-to-End High Level Process

Depending on the business unit and process, the end-to-end Umoja Service Order
Management process is as follows:

iNeed, gMeets, Notification Service Order Sales Order Finance
Email Request Activities

Note: Each of the above steps of the Service Delivery process do not necessarily apply to every
scenario. For example, for equipment write-off request a Service Order is not needed. Sales
Orders are only used if an external entity is requesting for services or for disposal of equipment
by sales. The user guide will go into details of these different scenarios.

Umoja for Service Requests

All relevant service requests should be handled through the Umoja Service Order Management
process.

Depending on the model to be adopted by various functional areas and/or business units,
requests may be submitted via Umoja Notification, iNeed, gMeets email and/or telephone.

a) iNeed: Currently, the Business Units in the Facilities Management and ICT fields have
implemented iNeed CRM to funnel most of the service requests to centralize submissions.
With this approach, the requester can create service requests, regardless of which groups
provide the services.

b) gMeets: In order to streamline the conference services requests and fulfilment of processes
end to end, Business Units providing Conferences/Events Management services will continue
to use gMeets for analysing the workload of meetings, assessment of the staffing
requirements and submission of relevant proposals for the preparation of cost estimates. It
also takes into consideration the other technical and support services from other Business
Units (such as messengers, security officers, etc.).

The Business Units will verify the requests and accordingly create a Service Order with
reference to the request whether it be from Umoja Notification, iNeed, gMeets, email, etc. The
Service Order will contain all the information needed to plan, execute, and cost recover/bill for
the various service(s).

Once the request is received, a Services Delivery (SD) Planner will create a Service Order with
detailed list of services to be provided by internal resources (i.e. Activity Type), services to be
provided by external vendors (i.e. Service Master from established Procurement Contracts),
stock items (i.e. Inventory) and/or non-stock items (i.e. Material Master)
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User can generate planned cost and charge against the Service Recipient’s budget once the
Service Order is approved by the budget owner.

1.2 Enterprise Roles & Responsibilities

The following Umoja Enterprise roles are involved in the Service Order Management process:

Ent?_\[glrése System Role Responsibilities Non-system Role Responsibilities
SD Responsible for creating, modifying, and Gather needs and information relating
Notification cancelling Umoja Notifications within the to services, equipment/property and
User authorized Plant for: materials to be requested
e Equipment/property assignment, Route or submit the Notifications for
verification and write-offs approval/release by Services Delivery
. Notification Approver
e Creation, change and/or update the PP
equipment record Identify and/or follow-up on changes
) ) that may be required for the
e General services to be provided by the Notifications
UN and/or UN contracted vendors (for _
entities without iNeed) Answer any question related to the
Notifications
Monitor and report on the status and
detail of the Notifications
Reporting plant maintenance related
issues such as malfunctions and
corrective maintenance needs
SD Responsible for reviewing and Verify the requests relating to services,
Notification approving/rejecting Umoja Notifications equipment/property and materials that
Approver within the authorized Plant for: have been submitted for approval
e Equipment/property assignment, | Ensure that budgets are available to
verification and write-offs fund the requests if costs will be
«  Creation, change and/or update recovered by the Service Providers
of Umoja Master Data elements For Notification in relation to disposal
G | . b ded and write off, review and accept/approve
* b enherab:lerwg/es thJ)N € provi ed the recommendations from the Property
y the anaror c_:ontracte Survey Board (PSB)
vendors (for entities without
iNeed)
Directly update and/or cancel
Noatifications if not performed by Services
Delivery Notification Users
Review and ensure that the Notifications
have been filled out correctly, with proper
funding sources (if required) and in
accordance with the service agreements
(if establisehd).
SD Planner Review the Notifications and generate Clarify requests and determine the
Service Orders from these Notifications works and responsible offices or people
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Create, plan cost, schedule and complete
Service Orders

Set equipment status

Route Service Orders to be approved by
Earmarked Funds Document Certifiers (if
required) and approved/released by the
Services Delivery Order Releasers

Perform other Umoja transactions such
as creation of Reservations, issue
equipment or inventory, create and/or
review Purchase Requisitions generated
against the Service Orders for
procurement action

Create, update and monitor the Task
Lists, Maintenance Plans and Schedules

Close Umoja Notifications upon
completion of service provision

Monitor and report on the status and
detail of the Umoja Notifications and
Service Orders

to perform these works

Research and compile/design
maintenance plans for equipment and
properties

Submit estimates and obtain
confirmation of the works, deadlines and
funding sources from the requestors

Distribute activities/tasks, and liaise with
other offices to ensure completion of the
Service/Service Orders

SD Order
Releaser

Review and ensure that the
Service/Service Orders are created
correctly with appropriate activities and
rates, funding sources and in accordance
with the service agreements

Approve Service/Service Orders that do
not require funding (i.e. internal cost
recovery) from the Service Requestors

Release Service/Service Orders that
have been approved

Directly modify, update and/or cancel
Service/Service Orders if not performed
by Services Delivery Planner

Review and Approve Task Lists and
Maintenance Plans

This Role has additional ability to update
the Service/Service Orders, maintain the
equipment record (assign equipment
and change the status/location), create
and modify the material reservation, and
schedule activities (date and duration) of
the Service/Work

Investigate the needs and feasibilities of
the activities planned for the
Service/Service Orders

If the Service Providing offices are
responsible for the costs, ensure that
sufficient funds are reserved to cover for
the cost of the Service/Service Orders to
be approved and released

1.3 Key Concepts

Service Notification
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A Service Notification may be created by the service recipient to inform about a service
requirement or need. It is NOT a planning tool or a cost collector. It provides information related
to: Who (reporter), Where (location of the object), What (technical object), When (notification
start day) and Why (catalog codes).

Depending on the UN Entity, there are several ways to submit a request for services by the
service recipient’s office:

1. iNeed
2. Umoja Service Notification

These may result in the creation of a service order by the office that is providing the Service.

Notification Types in Umoja
There are multiple types of Service Notification. Each type has a unique set of approval rules
and list of statuses. The current types of Service Notification in Umoja are:

P1: Maintenance/Service Request
e For corrective maintenance request
e For general service request
e Transfer of Equipment
PW: Write-off/Disposal/Impairment Request
e For writing off equipment or asset
e For disposal by sales of an equipment or an asset
e For impairment of fixed asset

¢ Notifications for Write-off, Disposal, and Impairment Request do not require a
Service Order. There are Notification Templates for each Plant where predefined
activities are listed in the task tab in the notification

ZZ: Generic Notification

e Automatically created notifications for Service Orders Types: ZM01, ZM03, ZM04,
ZMO5. It is not possible for User to manually create this notification.

¢ Notification is used as means of communication between all parties involved in
providing the services for request.

Service Order

A Service Order is used as part of the Services Delivery process to provide services mainly for
internal entities to Umoja and in some cases for external entities to Umoja. The Service Order
tracks the planning, execution and completion of work. The Service Order is also used as a cost
collector and to charge other entities by defining the appropriate account assignment. The SD
Planner creates a Service Order with reference to a Service Request whether it be an Umoja
Notification, iNeed request or a request received by other means.
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Service Order Types:

The following are the 5 main Service Order Types used in Umoja for Service Delivery:

¢ ZMO1 Maintenance/Service Order (Internal): Records services that are provided
to charge the service Recipient’s account assignment where the Recipients is
internal to Umoja.

e ZMO02_Preventative Maintenance Order: To be used in conjunction with scheduled
maintenance plan

e ZMO03 Non-Billable Maintenance/Service Order (External): For services to be
provided to “external” clients but recorded against Service Provider Cost Center (i.e.
Non-Billable)

e ZMO04 Billable Maintenance/Service Order (External): For services to be provided
and charged to “external client (i.e. Billable)

e ZMO5_Service Order (Internal Fixed price/SLA): For services to be provided for
another UN Entity where there is a Service Level Agreement between the entities.
This will not consume funds as it is budgeted in the SLA upfront.

Sub Service Order

A Sub-Service Order can be created in reference to a Main Order. This is required if there are
multiple Service Recipients and the cost needs to be split among them. This functionality will
allow a view of the cost breakdown and the total cost against the main order.

Master Data:

Planner Groups

e Planner Group is a group of employees responsible for the planning & processing
service requests and/or maintenance tasks in a particular Plant. This could be an
individual department, a group of skilled craftsmen or a workshop

o Description, coding and structure of the Planner Groups should be standardized
even though they must be defined separately for each Plant

e Planner Groups can also be used for evaluation purposes

Different levels of Planner Group may be used by each Plant to process Service/Maintenance
Orders (e.g. LOO versus L0O1-L02-L03). If required, more detail groups following the Planner
Group structure can be developed for Equipment Authorization.

Work Centers

Creation and change of Work Centers can only be performed by a Financial Accounting
Master Data Maintainer.
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Work Center represents an operational unit which specifies where or by whom the
activities are carried out:

- UN Common Services such as IT, telecommunication, security, travel,
transportation, mail, facility management, broadcasting, conference
management, food services/catering, interpretation, training and medical services

- Preventive maintenance of equipment
- Corrective maintenance or repair of equipment & functional locations
- Other ad hoc services and/or charges

A Work Center is required for service/maintenance order management and a Work
Center within a Plant can only be mapped to one Cost Center. This is the Cost
center where the revenue from the service order will be posted to.

The same work centre could exist in multiple plants but would be assigned to a
different cost centre. The Cost centre is used in defining rates.

Depending on how you organize your work and structure your Cost Center(s), a
Work Center may be an operation unit or entire office

Description, coding & structure of the Work Centers should be standardized even
though they must be defined separately for each Plant. Unit of Measure (UoM) of all
Work Centers are set to “H” (Hour)

Any new requests or changes to Work Centers would require the approval of OPPBA and will
need to follow the Master Data Management (MDM) process which can be found in iSeek.

Activity Types and Rates

Activity Types describe the work performed/services provided.

Activity Types in the UN context will be based on the service catalog which has been
approved by the Controller’s Office.

An Activity Type can be used for cost recovery as part of the Umoja
Service/Maintenance Order (i.e. ad-hoc) or Cost Allocation (i.e. periodic) processes
For Service/Maintenance Order, the user needs to determine whether a “real” or
“statistical” Activity Type needs to be used.

* A Real activity type will consume budget and post revenue. These
have two categories: Spendable Activity Type and Non Spendable
Activity type.

* Spendable Activity Types will start with “R”

* Non Spendable Activity Types will start with “N”

e A Statistical activity type will not consume budget and is used mainly for

reporting purposes.

« Statistical Activity Types will start with “S”
Activity Type rates are defined against a cost center. This cost center will represent
the Work Center of the plant where the activity is performed.
Description, coding & UoM of the Activity Types should be standardized even though
their Rates must be defined separately for each Cost Center (i.e. Work Center/Plant)
Any new requests or changes to activity types and rates would require the approval
of OPPBA and will need to follow the Master Data Management (MDM) process
which can be found in iSeek.
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Activity Types and Rates - Ad-Hoc versus Periodic

e Activity Types & Rates will be used for recovering cost from clients which are
“internal” to Umoja

e For the same service there are two Activity Types defined, one for ad-hoc (Service
Orders) and another for periodic (Cost Allocation).

e The periodic activity types have a “0” as the third character in the activity type code.
For example, “R”

o The key differences are:

Activity Types and Rates (Ad-Hoc) Activity Types & Rates (Periodic)
Use with Service/Maintenance Orders | Use in Cost Allocation process
in conjunction with Work Center
Ad hoc recovery of costs from a Cost recovery for the item is periodic in nature
Client’'s Account Assignment (i.e. repetitive)
Post revenue to one or more Cost Cost can be allocated from one Sender Cost
Centers of the Work Centers Center to one or more Receiver Cost Centers
associated with the Activity Types in a single transaction (i.e. cycle)

Functional Location
It is the hierarchical ordered structure that denotes the place where the equipment is located or
installed and where work can be performed.

Statistical Key Figures

e Statistical Key Figure (SKF) is used as the basis (tracing factor) for making
allocations (assessments/distributions)

e Examples: number of employees, area in square meters, etc.
e There are 2 categories of SKF to be used in cost allocation

e Fixed value is used in situation where the SKF does not change very often, as in the
case of the number of employees, area, etc.

e Total value is used in situation where the value is expected to change every now and
then, as in the case of long distance phone charge, courier services and the like

¢ The plan is for the Operation (i.e. person mapped to Services Delivery User) to enter
the SKF and Finance (i.e. person mapped to Financial Accounting Support User) to
run the allocation cycle at period end

¢ The period when SKF’s will be entered and cost allocation cycle executed will
depend on the Frequency required

e Cost Allocation Cycle by operational Work Group and frequency of the execution will
be set-up based on the data provided
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1.4 Service Delivery Scenarios

1. Internal Service Requests that require creation of Umoja Service Order

Service requests created in iNeed that have any financial implications (cost recovery and
charging) will require creation of a Service Order in Umoja for the purpose of audit tracking,
cost recovery, and updating the financial workflow. The following requests will need to be
entered manually and require further action in Umoja:

a. Billable/chargeable Service requests created in iNeed or from notification

The service request could be created in iNeed or in Umoja Notification and routed to
the Service Provider for the Service Order creation. The Service Order will be created
referencing the information from iNeed or from the Umoja Notification. Service Orders
in Umoja are created with a detailed list of services to be provided by internal
resources (i.e. Activity Type), services to be provided by external vendors (i.e. Service
Master from established Procurement Contracts), stock items (i.e. Inventory) and/or
non-stock items (i.e. Material Master). Step by Step instructions on how to create
and complete a service order is shown in module 3.

Example: Client requests the service provider for ad-hoc carpet cleaning.

b. Services request based on Service Level Agreements

Business Units providing various services may have an agreement in place with their
clients. The agreement will define various conditions for providing services with
specified financial and budgetary conditions; a fixed amount is billed as specified in
the agreement. The services may be provided periodically or on an ad-hoc basis
depending on the agreement. The service request will be created in iNeed and routed
to Umoja for the fulfilment and Service Order creation. The SLA services are
budgeted and hence no cost recovery will take place. The associated financial
postings are posted against the Service Provider’'s budget (as the costs for services
are paid upfront). However, to distinguish this request is performed as part of a SLA;
the service order settlement is done against the Service Requestor’'s Cost Center.
Step by Step instructions are shown in module 4.

Example: Client requests to ICT Business Unit for install new Cisco phones for newly
recruited staff members

Note: When the work is expected to be more than the agreed threshold specified in
the SLA, the cost needs to recovered/charged therefore, a service order will need be
created and services will be billed/chargeable as in Scenario 1a.

c. Service Request within department and from own budget

Service Order may be used for statistical activities for tracking purposes within a
department or for external activities (procumbent of materials and services).

2. Service request by external clients, billed by provider or organizer

UN Umoja Training User Guide: Service Order Management Page 8
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External clients are requestors of services who operate outside of Umoja (external UN
entities and non-UN entities). Clients will continue to request for conference services,
whether meetings, documentation or printing services using the existing conference
systems. A gquotation can be processed in Umoja and provided to the requestor for
review and confirmation of services by signing on the quotation and thereafter a sales
order will be processed and approved in Umoja. A billing request will be raised in
Umoja and sent to the client against whom settlement for services will be made.

Step by Step instructions are shown in module 4
Property Management related Scenarios

Below are the general scenarios related to Property Management. These processes are
covered in more detailed in the following courses: 335 — Equipment Management, 337 -
Corrective Maintenance, 360 — Equipment Transfer, and 361 — Equipment Write-Off and
Disposal.

3. Write-off, Disposal, and Impairment Equipment

Write-off and Disposal processes in the functional area of Property Management will
be processed entirely in Umoja. This process does not require the creation of any
service requests, Umoja notifications will be created when equipment needs to be
impaired and/or written-off for disposal or when equipment is no longer in existence.

Update status Asset WO/
of request with Impairment &
PSE/ DoA Close
actions Notification

Approve & Prepare WO/
Release Impairment
Notification Case

4. Service Request created in iNeed and duplicated as a Notification in Umoja

Create PW

Notification

A service request created in iNeed that will bring a change to the master data
(equipment and functional location) will be created and processed in iNeed. The
service provider will manually replicate the request, create an Umoja Notification and
process the assignment of the equipment and/or manually update the change in
functional location of the equipment in Umoja. Service Order is not used.

Example: Equipment Assignment, Installation, or Dismantle

5. Preventive Maintenance Process

Planned (Preventive) Maintenance will be processed entirely in Umoja as there is no
client service request. The Preventive Maintenance orders are scheduled, assigned
and executed through the Service Order Management process in Umoja and are all
considered within Allotted Budget (no cost recovery). This process does not require
creation of any service request (iNeed) or notification (Umoja). E.g. For time-based
maintenance operations, Umoja uses the Start Date on the Maintenance Plan to
generate the service orders

6. Periodic Maintenance Process
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A periodic process, e.g. regular office cleaning services, will be processed in iNeed
and is all considered within Allotted Budget (no cost recovery). On completion of the
periodic maintenance activities, the cost associated with the maintenance is captured
and recorded in Umoja against the Service Purchase Order. Service Order(s) will be
created periodically, a fixed amount is billed for, as agreed in the service order and is
governed by the acceptance of Service Entry Sheet by the Business Units.

Periodic Service Order(s) creations designed mainly for use in contracts in the
following areas (not sales contracts):
o Service, for example, in maintenance contracts

o Leasing, for example, in leasing contracts

* k¥ k% x k¥ %k k k¥ *k k k¥ %k *k k¥ %k *k k¥ %k *k k¥ *k *x k¥ *k *x k¥ *k *k k¥ %k *x *¥ %k *x *¥ % *x *¥ %k *x * % *
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Module 2: Notification Creation and Approval

2.1 Module Introduction

For service requesting entity without iNeed, Service Requestor may submit a request
directly in Umoja via Notification. Process for Notification is below:

Create Agglrg:fe& Process Service/Sales Complete
Notification P Notification Order Notification
Notification

Business Process Context
Following T-codes are used for Notifications:
e |W51: Create Notification
¢ |W52: Change Natification
e |W53: Display Notification
e |W23: Display Notification Type ZZ

Notification Types
P1_ Maintenance/Service Request
e For corrective maintenance request

e For general service request

PW_Write-off/Disposal/Impairment Request
e For writing off property, plant and equipment
e For disposal by sales and/or trade-off

e For impairment of fixed asset

ZZ: Generic Notification

e Automatically created notification for Service Orders Types: ZM01, ZM03, ZM04,
ZMO5. It is not possible for User to manually create this notification.

¢ Natification is used as means of communication between all parties involved in
servicing the service order request.
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2.2 Create and Approve Notification - IW51 and IW52

For entities without iNeed, a notification may be used to request for services. For write-off,
disposal, and impairment of equipment Umoja Notification is mandatory. The SD Notification
user will create a service notification.

Step-by-Step Instructions
1. Enter T-code IW51 in the Command field

[E Menu Edt Favorites Extras System Help

(@ = -]« Qe 2R NN N6 S
SAP Easy Access - User menu for HB1EDPMUSR HB1EDPMUSR

RE & b d| v a

» [ Favorites
~ [ User menu for HBIEDPMUSR HB1EDPMUSR
» [23 CS:RE - Common Display
» [13 CS:RE - Portfolio Report Display
+ [E3 5C:PM - Common Display
» [2 SC:PM - Notification Maintenance

2. a. Select the appropriate Notification Type = P1 or PW

b. If copying from a prior notification, enter the Notification Number in the Reference
section.

Note: For PW notification, you may reference the Notification Template that has been
created for your plant. This will copy all the predefined tasks that have been identified for
Write-off and disposal of Equipment and Assets.

Click the Enter icon

 Create Service Notification: Initial Screen

R acn [ Notification type (1) 8 Entries foun
- ! -
- . | gy |
Notification type Bl
Notification ‘ Noti
P1 |Maint/Serv Request

| Reference PV Phys. Verification

Notification ] PW WO/ Disp/Impairmt Req

UN Service Request
UN ServiceRegNo Bill
Problem Notification
Activity Report
Service Request

3. Enter a short description in the Notification Header
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4. Populate the Functional loc. or Equipment number fields. These are optional.

a. Function loc.: Functional location represents a real estate object. For example, a
functional location can be at a certain floor of an office.

b. If this natification relates to an Equipment you would enter the Equipment
number.

[E Service notfication Edt Goto Extras  Environment  Systsam  Heb
@ v« eqce = 50 ew
Create Service Notification: Maint/Serv Request
& WD 8 Seatner £ TP &) Gs Organcation...  Contract selection

Hotiication [vaoogoenoooz|/e} | '
Notific. Status  [0SNO [i]/racr %

4 Notfiction | Locaton data | Items | Tasks | Actwies | Sales

Reference ct
Functional loc. [
Equpment

BED)

Assambly

5. Populate the following fields in Execution and Subject sections:
Under the description the user should input the details of the requested service

e Priority (user should select the appropriate level of priority for the requested
service)

¢ Req. Date (Start Date and End Date)
e Main Work Centre (the service providers work centre)

e Planner Group (the service provider’'s planner group)
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mmm.mvsavm
& D W 2 Gramner =) P 5 Gn | Organzation...  Contract selection

| Subject ymym ]
Cadha ' L] 1)
Description |UN-HABITAT Conference Request ]

Hetification created.

Bequeat for Conference Services for UN-Eabitac (Funded by Granta W8S 5B-
000531.06 & 5B-000527.04)

[3Hedum - | Effect [~ IBreakdown Ia

07.05.2015] 16:22:06 Required End 12.05.2015]00:00:00]
07.05.2015/16:22:06 Makunct.end j B:00:00

6. Click the Location Data tab and populate the following two sections:

a. Populate the following fields in the Sales and distribution area, if client is
external to Umoja. This step can be done when creating the service order.

e Sales Org. = 1000
e Distr. Channel
e Division
b. Populate the following fields in the Account assignment area, for charging or
recording costs to entities within Umoja
¢ Company Code = 1000
e Business Area

o Asset Number, Cost Center, WBS Element or Settlement Order (Internal
Order) field
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training

Notific. Status |NOCO NOPT ORAS Eﬁm |
serv.order 10000027 |

New York

€O Area 1000/

7. If this is a PW notification (for the disposal, impairment or write-off of an equipment or
asset), the Task list will be copied from the template that is used as a reference. For
more details on Write-off notifications, please refer to job aid “Equipment Write-Off,
Impairment, and Disposal” on iSeek.

Notfic. Status  |OSNO 05TS |E|/recr I

[ servorder | [ salesord. | |

. Notification _ Location data | Trems Sales

~ |No. |Ta... Task code text | Task text T...|status User Status |Task processor  |Responsble  List name Planned st... plan... F]
1 001 Generic Task @Tsns Person respo. ¥ 00:0. &

[ Person respo. ¥ oo:0. ¥

[ Person respo. ¥ 00:0 u

| Person respo. v 00:0..

| Person respo. ¥ 00:0

[ Person respo. ¥ 00:0

[ Person respo. ¥ 00:0

| Person respo. v 00:0..

| Person respo. ¥ 00:0

[ Person respo. ¥ 00:0

[ Person respo. ¥ 00:0

| Person respo. v 00:0..

| Person respo. ¥ 00:0. a

] Person respo. v 00:0. -

N 0 L
BElE0 ) By 1 oer 1 [EDEE
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Notification: Sales tab (for client “external” to Umoja only) this step can also be done in
the service order.

e A Business Partner with “UN Customer” role and relevant Sales Area should be
entered in the “Sold-to-Party” field if the Service Order is going to be invoiced to a
client “external” to Umoja

o Detail of the requestor and reference number of the document received from the
“external” client can also be entered in the Additional Data section

| MNotification ;7_110000064 _;PIE'SDIJQA__Conferem.:e_TA @
| Notfic. Status  [NOCO NOPT ORAS B /asax ]
I Serv.order |'1ouunoz'; |
Notfication |+ Location data | Ttems | Tasks ¢ Activities /(Sales |
_/Mf Contact person address | Message address | Obj. address
[sotoparny  [1aooooosz fmicerienva 2
=]
Street/Hse No. ]
Location NEW YORK fos T ] (@&
Telephone - | Fax [ ]

PartnerTimeZone |11.01.2015)22:17:35/CST

IREDDI‘tede NN1EDEMUSR | I Date f02.01.2015| [18:36:49

—_—— —

PO number I | Salesboc. | 0

11. Enter Business Partner No.(if client is external to Umoja)
12. Enter Requestor Name

13. Click the Save button. New Notification has been created. Note the new naotification
number on the bottom left hand corner.

14. Email the Notification Approver to let the approver know that the Notification is ready for
approval. User may use the link on the right hand side to email.

Create Service Notification: Maint/Serv Request
& M5 W & Greartner =] T7 51 Tk | Organization... Contract selection

Notification [s00000000001]P1] |  Acton box |
Notfic. Status  |0SNO 05TS [E]|mocw [+ + [ send E-mai
Serv.order | | salesord. | |

Notification I/Lomtiondam Vltevm |/Tasle; |/Actiwties “sales |

| Reference object |

) |
Functional loc. E
i | e
Equipment
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Approve Notification

Notification will be approved by the SD Notification Approver before it can be reviewed by the
Service Providing office.

T-code: IW52_Change Notification
1. Enter Notification Number to change and hit enter.

Change Service Notification: Initial Screen

Notification

2. Click Status Detail | or Set Status icon

3. Change status to 02-APPR Request Approved (or select 03-REJT Request Rejected
to reject)

4. Click Green Flag to release Notification for processing

5. Press Enter

@ﬂ [ & Sramer = [ O 77 £ Gs Destatus | Organization...  Contract selection

HNotficaton (10000142 [e1!lword Conference.aniomen
MNotific. Status  |OSNO |H]}
| Status with status no.

|__serv.order | || sales ord. |

.01 ROCR Request Created
'@ b2 azeR Request Approved
() 03 REJT Request Rejected

() D4 ASGN Request Assigned

)

218
|
EISTE
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Assign Notification
Once Notifications are approved, the SD Planner will change the status to Assigned.

¢ Natification status has to be changed to 04-ASGN Request Assigned so that further
actions can be taken on the notification.

1. Enter Notification Number to change

Change Service Notification: Initial Screen

Notification

2. Click Status Detail & or Set Status “Jicon
3. Change status to 04-ASGN Request Assigned

4, Press Enter

(7 L] Cnange Service INOUTICATION: Malfty Serv Kequest
& W & Seatner Ty O P &1 Us SaStatus | Organgzation... Contract selection

Notffication [10000142  /P1]/World Conferenc omen
Notific. Status  NOPR | %

| Status wih status no.

Request Created =]
(™UT"APIR Request Approved | &3
Ref ct - o
erence object & ) 03 REJT Request Rejected
Functional loc. . () 04 ASGH Request Assigned
Equipment | E
- ] E

Status w/o status no.

Note: Users can use the free text area to maintain notes and information regarding the
request. The user id and time stamp will be automatically populated for every entry when the
notification is saved. Once it is saved the notes cannot be deleted or changed.
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2.3 Close Notification

All tasks and activities must be completed before notification can be closed. The SD Planner
will close the natification. This can also be done in the service order if used.

T-code IW52: Close Notification
1. Enter Notification Number to Change

Change Service Notification: Initial Screen

Notification

2. Click on the "Tasks" Tab to Release and complete all the tasks. If there are no tasks or
activities User may skip these steps.

& A M Srewme ZlH BT 6 Bseus  Ogsngton...  Contract selection

Notfication 10000054 B 2
Notfic. Status  NOPR NOPT OSTS. %
Serv.order | || saleso
A il L Csaes |
Reference object |
Functionalloc.  |200423.007.02 | Block G Top Floor
Equipment [10000365 MOTOR VEHICLE TOYOTA COROLLA ZZE 122 |
Assembly [ %
Coding lmvencie] [o04 | Engine i
Description Ivehicle overheats often B
23.12 MPLAN HNZEDPMPLAN (HNZEDPMFLAN) @
Reger 1]
—
Object part I i 0
Damage [ | - E
Text [ ¥
Cause code A .
Cause text
Entry 1em D
| Execution
Priorey [3Medum  ~|Effect [ iBreakdown El
Req. start [22.12.2014]15:49:37] Required End 00:00:00
g
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3. Highlight the task again and click on the "Complete" button (white & black flag) at the bottom
of the task screen to complete the task.

G A M Seume SR BED ogenzon. Contact selection

Notification l10000054  P2fvenicle overneats often @
Motific. Status  |ATCO NOPR NOPT /s %
Serv.order | | [ salesord. |
4 N f
|.7 No. |Code gr... Ta...|Task code text | Tagk text: T... Status User Status | Task processor  Responsble st name \Pianned st... Pbn... P_;
1 UNHVAC 005 Check current B heater s_Check oi level T5C0 Parson respo_ ¥ 23.12.2014 00:0.00 =
: | Berson respo. ¥ p0:0.! ¥
I ] Person respa. ¥ 00:0-.
Berson respa. ¥ 00:0..
| Person respa. ¥ 00:0..
Person respo. ¥ 00:0_
] Berson respo. ¥ 00:0
Parson respo. ¥ 00:0..
Berson respa. ¥ 00:0
Person respo. ¥ 00:0..
Berson respo. ¥ 00:0.
] Person respo. ¥ lo0:0.
| Person respo. ¥ 06:0..
] Berscn respa. ¥ 00:0.,
Person respo. ¥ 00:0.
Berson respo. ¥ 00:0.,
Person respa. ¥ 00:0.,
Berson respa. ¥ 00:0..
Person respo. ¥ 00:0. =
Person respo. ¥ 00:0.. -
0 b
=58 5 &Y 0 =Y o OUOD

Repeat for all tasks in the task tab
Click on Back button

Press the Complete button (black & white flag) to set the system status of notification to
complete.

7. In the pop-up window enter the Reference Date and Reference Time and click the green
checkmark to complete Notification.

A A el Srener BB T G B Bstetus  Organestion...  Contract selection

Notification 1100000654 |/ P1 'vehicle overheats often
Notfic. Status  |ATCO NOPR NOPT [ 2sen |57

| Sew,nrdeLJ' | Sales ord.

1 Reference date
Reference time

LAN HWZFDPMPLLN (HNZEDFHFIRN @
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Module 3: Service Order End to End Process for Internal Service

3.1 Module Introduction

Umoja Maintenance/Service Order can be created with or without reference to a Notification.
For entities with iNeed, the SD Planner creates the service order with reference to the iNeed
request. There are five different types of Maintenance/Service Orders used in service
delivery. In this module we will go through scenario l1a. “Billable/chargeable Service
requests created in iNeed or from notification.” In this scenario, a UN Entity is providing
conference services for another internal UN Entity. There are “Real” Activities where the
service provider will bill the requestor by inputing the requestor’'s Account Assignment.

Business Process Context

Transaction code IW31 is used to create a service order. There are five different
Maintenance/Service Order types that can be created by the SD Planner.

Step-by-Step Instructions

1. Choose Order Type = ZM01, ZM02, ZM03, ZM04, ZMO05.
Note: for order types: ZM01, ZM03, ZM04, ZMO05 notification type ZZ will be created
automatically upon the initial save of the service order.

Select Priority
Enter Functional Loc. or Equipment (if maintenance related)
Enter Plant and Business Area

Enter reference Notification No. (if applicable)

© g b~ b

Press Enter
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Um[]Ja Module 03: Service Order End to End Process for Internal Services

Header data ¥ Type" Name
€501 | Non Bdable Service Order
€502 Biable Service Order
CU01 QU Service Order
CU02 QU Service Order
CU03 CU Mantenance Order
CUG4 CU Maintenance Order
Func. Loc. . PMO1 Maintenance order
Equipment PM02 Maintenance order
Assembly | ] PM03 Maintenance order/notification
Ping plant I PMO4 Refurbishment order
I PMO5 Calbration order
PMO6 Capital nvestment order
SMO1 Service order
4 5M02 Service order (with revenues)

My nepd AN
ZM01 Maintenance/Service Order (Intemnal)
ZM02 Preventive Maintenance Order
ZM03 Non Bilable Maint/Serv Order (External)
2ZM04  Bilable Mant/Service Order (Extemal)
LMD o o )

ZM06 Master Data Maintenance Order
ZMO7 Equipment Transfer Order
ZM08 Workshop Order

ZM09 Service Order (Intemal Chent/Dept)
ZM10 Service Order (Intemal Fixed price/SLA}

Order Type [
Priority =

| Reference
Order ) ["|Relationship
[_ISettiemant Rule

25 Entries found

Maintenance/Service Order Types

e ZMO1 Maintenance/Service Order (Internal): Records services that are provided
to charge the service Recipient’s account assignment where the Recipients are
internal to Umoja.

e ZMO02_Preventative Maintenance Order: To be used in conjunction with scheduled
maintenance plan

e ZMO03 Non-Billable Maintenance/Service Order (External): For services to be
provided to “external” clients but recorded against Service Provider Cost Center (i.e.
Non-Billable)

e ZMO4 Billable Maintenance/Service Order (External): For services to be provided
and charged to “external client (i.e. Billable)

e ZMO5_Service Order (Internal Fixed price/SLA): For services to be provided for
another UN Entity where there is a Service Level Agreement between the entities.
This will not consume funds as it is budgeted in the SLA upfront.

The Process flow for the service order is shown below:

Create Create Sub- Approve Release Each Service Order Complete Settle Service C(S)g:sil:;e
Service Order Service Order each Orders Order Confrimation Service Order Orders Orders
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3.2 Create ZMO1 Service Order (Internal)

Create Service with reference to Notification

For entities without iNeed, Service Orders will generally be created with reference to a Service
Notification. The SD Planner will use T-Code IW52 to create a ZM01 Service Order from a
Service Notification

Note:
e Services that need to be procured should be put in the main service order.
Step-by-Step Instructions
Tcode: IW52 - Change Notification
1. Enter the Notification Number used as reference to create a Service Order

Change Service Notification: Initial Screen

Notification

2. Click Service Order button to create a Service Order from Notification

75 .| Change Service Notification: Maint/Serv Request
Q&R Seartner o O I P &) B Festatus | Organtation...  Contract select]

Notfication 10000142 [21/Worid Conference on Women @
M ptific -1 i . PR @uﬂ? I
Serv.order Sales ord. |
- Hoticton | data [ Tems | Tasks | Actmes |
Eafsrence shjeck
Functional loc. %
Equipment
Assembly
itack —_— —
Coding ] E]
Description o

3. Enter
e Order Type ZMO1

e Business Area of Service Requester
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e Main Work Center/Plant of Service Requester

Order Type [zM01
Plnning plant KEOD
[Business Area [3300]
il [ S
Main work center ACM-CO02 Lm:oc{ [u

3.3 Service Order Creation without reference to Notification

Alternatively, for entities with iNeed, the SD Planner will use T-Code IW3L1 to create a Service
Order using the information in the iNeed Service Request. However, a notification type "ZZ"
will automatically be created for each Order, embedded in the Order. This notification will
have no user authorization in status profile. This notification can be used to add comments
and communicate information between the different SD users.

1. Enter
e Order Type ZM01
e Business Area
e Planning Plant

e Functional Location: where the service will take place and/or Equipment:
equipment repair. These fields are optional.

Create Maintenance/Service Order (Internal): Initial Screen

Header data ‘3

Order Type [zmo1]
Priority [3-Medium -|
Func.loc. | | E
Equipment ]
Assembly [
Plng plant [zEnal

[szn0n0]

Bus. Area 5300

| Reference

1 N
Order [ Relationship

["]5ettlement Rule
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ZMO01 Maint/Service Order
If created with reference to notification, data from notification will be copied over. For service
orders created from scratch, user will input information manually.
In the Header Data tab:
4. The Create Service Order screen will be displayed
5. Populate the required fields under the Header Data tab
o Planner Group: SD Planner should enter their Planner Group
¢ Main Work Center: Enter the appropriate work center for the services
e Basic Start Date
e Basic Finish Date
e Priority
o Reference object

a. Functional location — Real Estate Object where the service will take place ie. A
floor in a building

b. Equipment — If service requested is related to an equipment, the equipment
number will be referenced.

In the Operational Tab:

¢ When you click on the Operational Tab the warning message "FM account assignment is
incomplete (Fund)" will be displayed. This is a reminder for the user to enter the Fund in the
FM account assignment

III FM account assignment is incomplete (Fund)

..

)

Since this is a warning message, please note that user will be able to save and send the
order for approval without entering the Fund. This will result in a situation where the
approver must “reject” the order so that it could be unlocked for the SD planner to enter the
fund. Planner will then need to resubmit the order for approval.

To enter the Fund: select Goto from the menu -> Assignment -> Funds management
(please refer to page 38 for detailed instruction).

In the Operations tab add all the activities that are to be performed:

1. Work Center & Plant

2. Choose Control Key for the type of service

The Control Key specifies the behaviour of the operation line
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e SMOO: Service - Internal (non-time)

SMO0O is used when the services are provided by internal resources. An
activity type will need to be selected to reflect the service that will be
provided.

e SMO02: Service - External
e SMO3: Service - External services (FrameWork Orders)
For more details on SM02 and SMO03 please refer to below sections.
Enter description of service required
4. Enter Activity Type (if internal - i.e. Control Key SM00)
a. Only enter the Activity type if its an internal service.

b. Statistical Activity Type should be used when there is no cost recovery but the
activity record is required for statistical purpose

c. User may search through the service catalog for the correct activity type
5. Check & enter the UoM used in the Activity Type for both Work and Duration UoM.

a. Only Activity Types with UoM defined in Time Dimension table can be used,
including the 2 customized UoM (i.e. ZEA and ZAU)

b. UoM will NOT be defaulted when a Service Order line is created.
c. UoM of the Activity Type has to be checked & entered manually
6. Enter Number & Duration (i.e. Planned Quantity)
Depending on the Calcuation Key, the Work or Duration will be calculated automatically
| Control Key Overview
S.. Con... Text for Control Key Extemal Processing Confirmath

& sz :Insp. operation: Print characteristics Internally proces. ¥ Confirma

i 1 QM03  Insp. operation: Calc. characteristics Internally proces. ¥ Confirma
@ mmm,m maﬂw} ¢ - QM04  Insp. operation: Calc., conf. characts Internally proces. ¥ Confirma

M, SR BRI FBEERERD (8)SMO1  Service-intem. Internally proces_ ¥ Confirma
| e e — T)SM0Z  Service-extem. Externally proces_ ¥ Confirma
| Order .awl 10000142 World Confarence on .\E':men F)SMO3 Sarvice - Bxtemal services ot canliy T Y G
RS e T L 'ﬁj =2 CIJWCM  Work Clearance Management Internally proces. ¥ Confirma

 Headerbata Components | Costs | Partner | Objects | AddtionalData | Location | Planning | Control_|

] Op... 5 Work ctr |PBnt Co... St... 5.. Operation short... LT Actu... Work Un N... Dur. ipi... Unloadi... E... Co... PRTs Function...
b0t ac-cocz oot Catering Service (2 S0ZEA 1 50PEA Calculate _ ¥ RC1206 1 | Olo

0
0020 DSS-AOOL KEOO SHMD1 Securtty Service 0 3H 1 3H  Calculate _ ¥ RS1001 1 |0 C
0030 | ACM-EQ02 KEOO SMO2 Electrican | 0 H 1 H Caleulate _ v 1
ma r_Car;netl'lf.p Jird| a 0H H Calculate _ '[ 1 ERGE:
= T T 3 T 7 i v 1
{0060 ACM-CO00Z KEOO SM01 0 H H hd 1 mills
0070 RACM-COO2 KEOO SMO1 0 H H ks 1
0080 ACM-CO02 KEOO SMO1 o H H b 1
L
[ Genel | mtemal | Bxtemal | Dates | Act.Data || Enhancement | SReGIJEL] Ex. Factor [ cataiog |

Control Key SM02 — External
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Control Key SM02 needs be used if services from “contracted” or “external” vendor is required,
user can choose from the contracts that have been established or generate a requisition for
Procurement to purchase the service. Please refer to the below.

For SM02, a requisition for procurement activity or against an established agreement (i.e.
contract) will be raised.

1. Click External button (if SM02)
2. Enter Material Group, Purchasing Group and Purchasing Organization 1000

3. Enter Operational Quantity and Price (i.e. Requisition Value)

Mg s, RIALFEEDR D

(Order [2401/400000000001]  [Workd Conference on Women @ g]
{Sys.Status  [CRTD PMAI MANC NTUR [:Q-E:m T

~ Opertons |

Op... 50p Work ctr  Phnt Co... StTextk S.. Opération short t... LT Actu... Work Un N... D... Un CKey ActTyp Redi

;O".‘l'_‘ ADM-C002 KEOQ SHO1 Catering Service a SOZEA 1 S0ZEA Calcu._ ~ RC1206
0020 DSS-A0OL KEOO SMOL Securty Service | [21] 0 3H 1 3H Calcu. wRSI00
Tloose ACH-E002 KEDO 5MO2 Electrican [ o H 1 H Calen. ~
|asao ATM-C002 FEQD SMO1 I H 0 H
1050 ATM-CO0Z HEOD SMOL 0 H
19060 ATM-C002 HEQD SMOL 0
o070 ACM-C002 HEOD SMOL [ H{[Preration gty 1 T2 | sot Tam
{oot0 ACH-CO02 KEOO SM01 (] H (Rrice Tiood i 5 pr 1
{aose ACM-CO02 HEOD SMOL 0 L] — e Cost Bement 77175010
{0100 ATM-CO02 FEQD SMO1 0 HIL eh. oroup G P
lo110 AH-COD2 HEDO SMOL 9 ) v E— i
lo120 ATM-CO02 HEOD SMOL [ H
0130 ACH-CO0Z KEOO SMO1 0 ot L Unloading Point
{0140 now-cooz e sM01 o i immisoner Teacing Numbes

T PL Delv. Time

| General | mntemal || Bxtemal | bpates | Act.peta |

Control Key SM03 — FrameWork Order

For SMO03, an external service will be selected from an established contract that have been
published as “FrameWork Order” in Umoja ECC.

A purchase requisition and Service Entry Sheet will be automatically created once the Service
Order is confirmed.

Enter FrameWork Order Number / Line Number (if against FrameWork Order)
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Nining

F&!/‘EIE\U ﬁ&jﬂmﬂﬂﬁ‘b

Order [zwo1l10000142 | [World Conference on Women 2 (=

:'nmo ACH-CO02 KEOD SMO1 Catering Service Opr.shorttext  [Capetng ]
_!nozo | DSS-A0D1 KEOO SMO1 Security Service Opentongty [t (a0 ] sonTem 1
| j0030 | AcH-E002 KEOQ SM02 Blectrican pice fo.oe loso | per ]
0040 EMS-A0OL KEOOD SMO3 Carpeting Materal Group  [7220000 Cost Element 1
:lmn_m.msm_mx Purch. group [€71] # [1000] Vendor
. == /] mfoRecod | ]
Recipient | Unioading Point |
| General | mtemal | Extermal | Dates | Act.Data |, 1 S [ —
| '_‘ Dsubm. FW Order 2200001573/ ,"‘!

Control Key SM03- FrameWork Order
4. Click Service Selection to view list of services
5. Select a service line and press Enter

Materil Grouo 'mzmo CostBement | ]
Furch. group im}; {100¢] Vendot [1120001474)
Apresment | Ll 1 o Recos

Recpmnt ! | Unbadng Pont |

Feouisticner [ ] Trackng Murber | |
PLDeM.Teme | | Cisubconts. AV Order [zzo0eorsmal [z

| Lna 0.Senace No, Short Text  Quantty |Un Grods Price Crcy }um..,umm..gs.qu. |SSC mam Bt ... N8 V...
EE (3090881 Laburer:Mover 25 EA 1500 pED “mrsere |

ZMO1 Service Order: Components Tab
At Components tab
6. Enter Material Number
7. Enter Requirement Quantity
8. Select Iltem Category
a. For components (i.e. physical materials), user can also choose between

i. Z-Stock Item Non budget: the system will check material availability
and generate a Reservation. Material can only come from own stock
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based upon storage location associated to a cost center. Use movement
type 261.

L - Stock Item Budget Relevant: the system will check material

availability and generate a Reservation. Use movement type ZO1.

N - Non-Stock Item: the system will generate a Purchase Requisition

which will generate a Shopping Cart for Procurement to purchase the
items from external vendor.

9. Enter Storage Location & Plant

Stock Availability: the

Planner can check the stock availability of the specific material

by clicking on the Storage location (SLoc) Search box and the list of storage locations
along with the stock availability for the particular material will be displayed.

Restictons

-
v]E@]iS ]
Pint SLoc| | | . Consgt
KEOD UN Office 3t Nai ~ 92.000 0.000
KEOO 1102 BCP Store LIBGF  0.000 0.000
KEOO 1103 BCP Call Cntr 0.000 0.000
KEDD 1104 BCP R BLK 0.000 0.000
KEDD 2102 Med Store CentrA 0.000 0.000
KEOD 2103 Med Store FBLK  0.000 0.000
KEOD 2104 Med StrMCI Tk 0.000 0.000
KEOD 4101 W BMTU Store 0,000 0.000
KEOD 5101 W MPAU Store 0,000 0.000
KEOD 7102 SSS Store G BLK  0.000 0.000
KEOD 7103 SSS Store H BLK 92.000 0.000
KEDO 8102 DCS Print Shop  0.000 0.000
KEDD 9000 Virtuzl Location 0,000 0.000
KEOD 9100 Mombassa 0.000 0.000
KEOD ADO Asst Rov Consmbl 0,000 0.000

10. Enter the Line Number

(from Op Tab) of the Operation that will use the Material

[ Item Category (1) 8 Entril

v ER@E 2
ICt Item category text
C Compatible Unit

1 PM structure element
L Stock tem (Budget) .
_ |M Intra material
| mmmmwmae/m Order (Internal) 10000142: Componen|N Non-stock item
l- (7.3 = I R - R Variable-size tem
e - | T Textitem
| Drder lzmo1l(10000142 World Conference on Women @ @ 7 Stock tem [Non-&udget)l
| Sys.Status  [CRTD FMAT MANC MMAT ERC @mn w L

||| |mem | component  Description
?‘JD}.O 1500005573 coveq:Notebook
ooz |
(0030

¥

| HeaderData | Operations | Components |-

LTReq It
ZEA L‘O

. Proc. Category

Recipl.. Unioadi.. D..B..B..Res./Purc. req.
Reservation for Order O

"] [|From releass
/) [ From release
OO fzom release ~

| Gen.Data Purch.

[EIRYEIERe st Jie craph.iie assy |

&

Materal Where-Used |{il Repl |} catalog |
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Reservation
e To view details of Component reserved, highlight and click General Data button
e Atthe General Data tab, you will find:
- Reservation Number
- Requirement Data & Time
- Requirement Quantity & UoM
- Committed Quantity if material has been reserved
- Withdrawal Quantity if material has been issued

- Movement Type

"% .| Change Maintenance/Service Order (Internal) 10000142: C
M4 M
Order 10000142 Oper./Act. ao1a]
Materal (1500005573 | Cover:Notebook
Item EEE remor. o (]
Component ) -
Phnt [#E00 Stor. Location [7203]
et Ll
Goods Recy Unicading Point
Regmt Date {28.01.2015]09:00:00] Offset [ 1
I Reservatin [aze '"':'_'I Imvem Type [ I
Regurement [z Unt of Measure  |EA | ~IFwed Qty
Icuwmd Qy o I
Withdrawal Qty [0 CFmal lssus
| General Indicators
[ |Bacikfushing Res/Purc. req. | From relezse -
| Bulk Materal CostngRelevncy | 100% Relvant to Co_ =

Purchase Data
For Components with Item Category N you may view purchasing data by:

¢ Highlighting the line and click Purch. button

UN Umoja Training User Guide: Service Order Management Page 30



Um[]Ja Module 03: Service Order End to End Process for Internal Services

— —

HezderData | Operations . Components | Costs | Partner | Objects | Additonal Data | Location |/ Planning | Control |

Ttem | Companent Description LT |Reamt Qty UM IC|S..SLoc Pint |Op...Batch  Proc. Category Recipient
g T SO ST T e PRSI OTeT =
adza

jOOEO -

1F 1F
[ﬁv List ][ﬁ? Grap... ][t?} Assy ] [%’ Material Where-Used ][M Repl. ]E Camk)g]

Order 10000060 Oper./Act. 0010
Material 1100000288 Paper:Print Shop,Smooth,150gsm,Wht
L il
Trem J661d em car. [w] [ |z
General Dzt~ Purchasig Data |

Reguirement Qty |20 ER Sort. String
Price 20.00 usD per 1 ER
Material Group 14120000 G/L Account 77026010
Purch. group 304| /1000 Vendor
Agreement / Info Record
Goods Recipient Unloading Point ‘
Requistioner Tracking Mumber
Pl Deliv. Time GR Proc. Time

Vendor Mat. No.

ZMO01 Maint/Service Order: Costs Tab
To Review the Planned Cost of the Order prior to saving:

11. Select Order -> Functions -> Determine costs to calculate Planned Cost of the
Service Order. Or click on the Determine Cost button (calculator icon) on the top of the
screen at Costs tab.

= W Edit  Goto
order

Create (general)

7 E Create (special)

( Change
Display
Or Print

Sy s HMAT PRC
Functions » Put in process... Ctri+F2

v tenance/Service Order

»

Extras  Environment  System

l«8 eae®

BRRFILFEOD

World Conference on Wol

Exit Shift+F3 Release Ctri+F1

=
Complete »
Estimated costs  |0.00 Dates »

pnarate cattlamen

Rep. Plan/Act.

J

Determine costs Ctrl+F5

Redefine delivery address
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12. Review Planned Costs by group. The overview tab of the consists of different areas (Int
Services, Material, Procurement etc.). Planner can review the costs in the Overview tab.

HeaderData l/Dperations l/Cor'r'ponents _/Partner l/Dbjects l/Add'rIjonaIDaia l/Lomtion l/Plann'ng l/ControI ]

Estimated costs 0.00 usp (® Val.in Object Curr. usD
(O Val.in CoAreaCurr. usD
Rep. Plan/Act. ] [ Rep. Budget/Commit. ]
“Costs l/Quantities l/Ke'y figures }
Group/Dscrptn Est. costs | Plan costs | Act. costs | Currency | g
~ [E= Costs 0.00 202.88 202.88 USD |
- [@ 1t Service (real) 0.00 4.00 4.00 USD
* @ Material Consurnption 0.00 198.88 198.88 USD

=5 Category

13. Click Rep. Plan/Act. button to see Plan/Actual Cost Comparison

BB,/ SR BGILB0OD
oder [l | RS |2 g
vy

Sys.Stalus |CRID FMAT MANC NMAT FRC Lfr=o

Estrrated costs (0,00 uso

[aase 2h o woe @as L_tmewie ][t s

Ordlr " TO0GLE2 Mo Corfarance o Womao - ovvenfieom ] qanzer oy g
Order Type ZM01 Mantenance/Senice Order (Internal)
Plant KEDO UN Office at Narobi
Vil . descror. Esemated cosis Pannec costs Actual costs ey
Pl Vasclopl Plre Adk 2 Ve Extemal Sarvice 2.00 0.00 0.00 DSD
: It Service (real) 0.00 65.00 0.60 DSD
mx CumengyOlyect Cuirency | [nx Service (szat) 9.00 0.00 0.00 SO
Matanl Consumption a.00 1,385.00 0.00 1S3
(Staff costs
Cost Elem. Cost Berent (Text) T Tomlphn T Tdacwal £ Fanfac. ver. PIA va(®) Goy
:?NO}DJD:CNW Unifoen Badge and Gear 20.00 0.00 20.00- 100.00- USD
| 77175010 Consum Engneering Machinery Equp 1,375.00 0.00 L375.00-  100.00- USD
| B3008010 Int Serv UN Secumy 15.00 0.0 15.00- 100.00- USD
| 85008010 Int Serv Languade Transluion [ntemie, 50.00 0.00 50.00- 100.00- USD
Debit = 1460.00 = 000« 1,460.00- usn
«s 1460, «e 000 .. 1,460.00- usn

ZMO01 Maint/Service Order: Partner Tab
At the Partner tab, persons associated with and/or responsible for the Service Order can be
listed by Functional role.
At Partner tab
14. Select Functional role

15. Enter User ID or BP Number of the person or Business Partner associated with the
Functional role
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16. User may input as many functional roles as they want. This is for informational
purposes.

e
(ME/ A7 BEAFEOD

lorder [worfoo00142 | [World Conference on Women [ =)
Sys.Status  [CRTD PMAI MANC HMAT PRC Enw ]

B, e DR e e et e

| FPRE— | = Address ame

[Requester ~ TRMNAJANAN  Th
B -
Created by

|Requester
{Department resp.
Contact person
Vendor

Paskion resp.
User responsble
Person respons.
User Accountable

Q?Yaé [P wfo [&r parneraddress |#  partnerAddress | Partneraddress |
| Training Program

ZMO1 Maint/Service Order: Additional Data Tab
e Business Area corresponds to the Service Recipient’'s Cost Center

o Responsible Cost Center and Profit Center of the Main Work Center will displayed
here for information purpose only

At Additional Data tab

17. The Business Area of the Service Recipient where the cost will be charged will be
displayed

Note: The Business Area is derived from the Cost Center in the Location tab. The
Business Area will automatically be overwritten to match the Business Area that is
correlated to the Cost Center in the Location tab when the user saves the order.

18. Review Responsible Cost Center and Profit Center associated with the Main Work
Center
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Change Maintenance/Service Order (Internal) 10000142: He
Mg =BT BB IZEROD

- -
Order lzM01/10000142 | \ord Conference on Women _’]B’| L]
Iz

| Organization |
Company Coda r_]fff !nited Nations
|l Business Area 5300/ N Office at Nairobi
-Lontroling Aroa 1000 llofed Nations CO Area
Responsible CCtr 11213 DGACM Nrb Plan Coor
| Profit Center 11043 | conference general
" Object Class 'Overhead v
Functional Area | |
Processing group o]
WBS Element | |
Project Definition | |
| A

Subnetwrk of/Oprtn.

ZMO1 Maint/Service Order: Location Data Tab

19. In the Location Data tab, the funding Cost Center, WBS or Internal Order will need to
be entered.

20. Select Goto -> Assignment -> Funds management to enter Fund
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| grder Eu=| ﬁéto-l Extrgs  Emvronment  System  Help

0 rents 3 nvestmant program... :_‘ E @ g
| Hogfication Shftsf1
[®1] Cham setementnie  cuiss Beal estate object... 10142: Location Data
W o | Pemes. QukeB | dont ventun
Partner overview

HeaderData Graphic b ests | Partner | Objects |
Logs 3 -

Location data Plnning board
MantPhint Back ]
Room
Plnt section
Work center
ABC indicator
Sort field

Sales and distribution

Sales Org. 1000 Unked Nations

Distr. Channel 07 Biling/CostRecovery
Division 07 Conf, Meda & Events

| Account assgnment
Company Code 1000, United Nations New York
L
CostCenter 116d  [(3INON 8RS 0 Area 1600]
WBS Element

SettiementOrder

21. Enter Fund and all other values will be derived from the Cost Center, WBS or Internal
Order that is enter in the Location Tab. Note: If a WBS or Internal Order linked to a Grant
is used as the funding source all the cost objects will be derived automatically
(including the fund).

[E Object Assignment: Funds Management

Obj.cat. Order

Object 10000468

Commitment Ttem 1

Funds Center 11316 |

Fund [=]] I
Functional Area TISARO0OT

Funded Program 5B-000638

Grant [s1-s2rsE-oooooz |

Budget Period M99

e =

If the funding source in the Location tab (Step 27 above) is changed from a Cost
Centre to WBS or Internal Order, SD Planner should click on the “Redetermine
Account” button to refresh the account.

ZMO1 Maintain Settlement Rule

The cost of the Service Order can be settled to a Cost Center, Internal order, Project WBS or
Asset. This is maintained in the Settlement Rule.

22. Select Goto > Settlement rule
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I
= order Edt [_ﬁptL Extras  Enyironment
0 Assignments »
] Notification Shift+F1
Cha”l Settlement rule  Ctrl+F6
o ooz P Ctrl+F8
Partner overview

23. Select the Settlement tools menu item
24. A pop-up window displays. Maintain the Settlement Rule:

e |If the Order is against a Cost Center, click with default

o If the Order is not against a Cost center, click without default
25. Verify/update the following fields in the Distribution rules section

¢ Category: Account Assignment Category which specifies the object type for the
Settlement Receiver

e Settlement Receiver

e %: Atwhich costs collected in the sender object are distributed to the specified
settlement receiver

o Settlement Type: FUL Settlement Type should be maintained for all orders

[ Settlementrule  Edit System  Help

@ ] « kae D000 F0 eF
Maintain Settlement Rule: Overview

QDR

—_—
Order 10000060 | Sub Order 1

Actual settiement

| Distribution rules
Cat  Settlement Receiver  Receiver Short Text % 'Equivalence no. |Amount A..Se... No. S... Fro... |From... To ... To Fi.. First Used Last Used m

- . = 5 - 100.00 O T

=

-
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26. Click Detail icon to see detail

Maintain Settlement Rule: Distribution Rules
Ay st

Settiement Sender
Order [10000142 | World Confarence on Women
Company Code 1000

Actual settiement

Settlemant Recetver
o 5
Cscnter  EEEE 0 ZL FUL Ful Setdement
Asset PER Periodic Settlement

'WBS Elerment

[;‘* More

(9] Maintain Settiement Rule: Overview | .. ...
D B A Number 1 Vakd from to

Settlement type  |FUL
Order 10000142 | World Conference on Women | Percent 100.00/%

Actual settiement Equivaknce no. :
Amount in USD Amt rule type : Settle Each Period
Distrbution rules strategy ]
Cat Settle... Recewer Sh... % Equivalence no. Amo... A. Se.. No. 5. Fro... From... To... ToFi.. Frst Used Last Used Remaining armnt
SE.71c0  UNONBFMS 100.00 UL 1
u-a UNOM BFMS  100.00 BER 2

27. Click on the Green arrow to go back to the initial screen and Save the Order. Please
make note of the Order Number.

Submit ZM01 Maint/Service Order for Approval

Once all the details have been entered in the service order, SD03 — SD Planner can change the
status of the order to 02-AWAP Awaiting Approval so that the Certifying Officer can review
and Approve the Order.

Note, if this is a budget relevant Order, an email will be automatically send to the FM07 —
Certifying Officer asking for his/her review and approval of the Order. If the Order is not Budget
Relevant, then the SD04 — SD Order Release will get an automatic email asking for his/her
review and Release of the Order.

28. Click Status Detail or Set Status icon
29. Change status to 02-AWAP Awaiting Approval.
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REs,ESDOT BRIAFED D

Order [oiioo00isz | [word i:‘oﬂ"izreﬂceow

Sys.Status  [CRID MANC FRC  SEIC [ilpeen '_

4 Headebata | Opesations

Parson responsbie

PhnnerGm 00| / BEDC] Conference Service Notfctn (10000142 |#[%) || Status wih status no.

Mnwicctr  (3Ce-c002' / [¥E00| Conference Admi. P8] | Costs [ ; | 01 HELD Order Held

Petson resp. ' pMActType [003] Repar 12 AMAP Awaking Approval
Systcond. | 3 AFFR Order Approved
Address 04 REJT Order Rejected

Dates

BsC start 28.01.2015! Pricety 2-Hgh - |

Bascfin.  [28.01.2018 Revison | Status wfo status no.

Note: If a sub-service order will be created with reference to the Service Order the main order
must be in either HELD status or APPR Order Approved. If the Service Order is in Awaiting
Approval Status, the order will be locked and a sub-service order cannot be created with
reference to the main order.

3.4 Create Sub-Service Order

¢ A Sub-Service Order can be used to charge different clients (Internal or External) for the
service provided.

e |If cost of the work has to be divided to various parties, Sub-Service Orders can be
created for each client, referencing the Superior Service Order

¢ The information on some tabs of the Sub-Service Order will be inherited from Superior
Order, but they can be overwritten.

The process to create a Sub-Service order is similar to standard Service Order (covered in the
previous section).

Follow the steps below to create a Sub-Service Order:
1. Enter IW36 in the Command field
2. The Create Sub-order: Initial Screen displays. Populate the following fiels:
e Order type
e Priority
e Superior Order
¢ Planning Plant

e Business Area
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[© Order Edit Goto Extras Environment System
@ J<«H eee®
Create Sub-order: Initial Screen

Header data

Order Type zm01|

Priority 3-Medium -|
Superior order 10000039

Planning plant KEOO

Business Area :-'F-z_ﬂaﬂ[j

| Reference
Order
__|Settlement Rule

3. Click the Enter icon
Note:

e To copy the details of an existing order, enter the order number in the reference
section. If the Settlement Rule is also required to be copied, select the Settlement
Rule check box and click the Enter icon.

e Enter a short description of the request in the Order Header

4. The Header screen displays. Under the Header Data tab verify/update the following
information:

¢ Mn.wk.ctr: Main Work Center that is responsible for the entire maintenance
operation Work Center Plant

e Bsc start and Basic fin.: The start and end dates of the maintenance order. This
can be specified for better planning

e Priority: If required, user can assign the priority information to the Work Order

e Func. Loc. and Equipment: If the Functional Location and/or Equipment have been
specified in the related notification, the same values will be populated here.
Otherwise, user can enter the appropriate values in these two fields

Note: After entering the Equipment number, a pop-up window might display with a
list of Work Orders related to that equipment. Click the OK icon to exit
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MMMMMM):MM
B, SAGD RIFB0OR

Order (zM01/300000000001]  [Sub Order 1 ([ |[m
Sys.Stitus  |CRID MANC NIUP HEST %

SuperOrder (10000038 | UN-HABITAT Conference Request
PlannerGrp (700! / (k00| _Facities Managem Mok [ D)
[Fn.wketr  acu-cooz|/ #z00] Conference Admi Costs [ [uso
verson resp_| | PMACtType 003 Repar
e
Address @
Dates
Bscstat  |07.05.2015 [Promy  EXITS = (=)
Bascfin,  [12.05.2015) Revision
Reference object .
Func. Loc,
Equipment
Assembly |
Frst operation
Operation | Cckey |Calubte work
WiCu/Pht  [acu-cooz| s [kEoo] cuikey [sMor] ActyType | ] PR
workdun [ | | tumber || Oprtndur. =
Person, no

5. Click the Operation tab and Populate the following fileds for the each operation you
wish to include in this Order:

o Work ctr and Plant: Enter the responsible Work Center and Plant where the service
activities are planned and revenue will be captured

e Operation short text: Enter a short description of the operation
e C. Key: Enter the control key.
o ActTyp: Enter the operation activity type

¢ Work and Un: Enter the work hours of the operation activity and specify the unit of
measure

e Dur. and Un: Enter the duration of the operation activity and specify the unit of
measure

6. Click Enter
7. Repeat the above steps for all the actives
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3 e Order (Inter
'nwrunamamas.:mma

'Otder [zu61]10000060 |  [Sub Order 1

!..- -,l.-_ Nork ctr _Phint Co... StTextx S.. Operation short text

LT AcCtual work NOrK jn_N... Dut In Key ACtTyp Rel ]
| Joore ace-cooz ke suoo Administrative Assistant (DAY) I3 [] SDAYL SDAVCalculate wo. vRCL026]| =+
| Jooz0  pss-aoo1 kEoo Smoo | Securiy GS{Regulr Hour) ) o WH 5 | &H Calculate wo. wRS1087| ~
l alkls ACH-CO02 KEQD '.‘.--.l H —tiaterals for Confergnce e II: !m 1 . !‘.I'l. ACalculate vo =
! 0040 ACM-C002 KEOD SMOL 0.000 '.

8. Click the Costs tab to review the planned (expected) cost of the maintenance
operation

9. To calculate the total planned cost of the maintenance order, click the Determine Cost
button (calculator icon)

) 1] aintena e/Serv  Orde g J 10000060: Cost Overview
PEB)‘%.?&UIM@JEE]O'D

| | Order [zm01][10000060 [Sub Order 1] ) ! =
| Sys.Status  |CRID EMAI MANC NMAT PRC |(E|rELD ¥
HeaderData © Operations Components | Costs | Partner | Objects |~ Additional Data +Location | Pianning |\ Control
Estimated costs 0.00 usoD (® Val.in Object Curr. USD
O Val.in CoAreaCurr. UsD
[ Rep.PEn/act. || Rep. Budget/Commit. |
Group/Dscrptn Est. costs | Plan costs | Act. costs | C. |
~ 5 Costs 0.00 2,770.20 0.00 U...
- B Int Service (real) 0.00 2,770.20 0.00 U...

10. Click the Location tab and enter the following account assignment details:
e Company Code

e Asset, Cost Center, WBS Element or Internal Order

UN Umoja Training User Guide: Service Order Management Page 41



Um[]Ja Module 03: Service Order End to End Process for Internal Services

Note: If the Equipment/Functional Location has been specified, the same value will be

| L e ;'-A, {;e, 'ai.'r. -’;"Lt:' r‘,"': |
REysy2E? REIITROD

order  [zmo1l[10000060 |  [Sub Order1 2 H
| Sys.Status [CRTD FMAT MANC IMAT PRC |&])/ELD Y
HeaderData O ents | Costs | Partner | Objects | Additional Data

Location data

MaintPlant

Location

Room ]

Piant section [ ]

Work center

ABCindicator | |

Sort field |

Account assignment

Company Code 1000| United Nations New York

Asset o ]

Cost Center ] €0 Area [1000

WBS Element SB-000531.06 |

SettlementOrder 'ﬂ—ﬁ

11. Click the Enter icon

12. To verify the Fund associated with the Service Order, click the Goto menu. Select the
Assignments > Funds Management menu item

13. The Funds Management pop-up screen displays.

14. Validate/enter the values in the Fund field

15. To change the account, click the Fund matchcode icon
16. Click the Enter icon to exit

| (= object Assignment: Funds Management

| Funded Progrem [s8-000531 ]
| Grant hu1-32Fm0-guooos |

| Budget Period mas ]
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17. Click the Status icon to change the Status of the Order

[ Order Edt Goto Extras Envionment System  Help

9 e 2@ ONOH DR W

|zu01/10000060 |

18. On the Change Status screen, in the Status with status no. section, select the 2
AWAP radio button

@l a 7

(i

Order 10000060 1 OLdelTypi M‘ﬂ plant
Description [Sub Order 1 ]

System status Status with status no.
Stat Text No Stat Text
[V CRID Created )| O 1 HELD Order Held &
[V1MRNC Mat.avaiabity not checked & | [ @ 2 awa® Awating Approval | &2
(] RMAT No material components () 3 RAPER Order Approved
[V BRC  Pre-costed () 4 REJT Order Rejected

Status wjo status no.
&
&
[ Actwve status
[¥) ChangeDocuments Status Profile IPHJLOOS UN Maint/Serv Order (In..

19. Click the Back icon
20. Click the Save icon to save the Service Order
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The Sub-Service Order has been created. Please note down the Order number.

Header data Operations Components Costs Additional data Plnning Control | %3

Order _—Tﬁ]

3.5 Approve Service Order

For service orders that have cost recovery (i.e. Real Activities) the Funds Center/ Budget
approver will approve the Service Order requests. If there are no cost recovery related activities,
the approval process will skip to the SD order releaser. Approver will review the order including
the activities, planned costs, account assignment, and other fields before approving or rejecting
the order.

: Technical Business
Create @ Release Service Order v
. : B Complete Settle Order Complete
Service Order S Service Order Confrimation
Order Order

reate Sub-
ervice Order
\ Approve
Service

Orders

Cost Recovery Only

Step-by-Step Instructions
1. Enter IW32 in the Command field
2. Click the Enter icon
3. Enter the Order number in the Order field

[E Qrder Edt Goto Extrgs Enyronment System Help
o "1<Hie6@IciE I fNoN N0

Header data Operations Components Costs Addtionaldata Phnning Control | %3

lorder _1000006¢| E |

4, Click the Enter icon
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5. Click the Costs tab. Review the total costs of the Work Order

= Change Maintenance/Service Order (Internal) 10000060: Cost Overview
Q[ «H Q@@ < i 91090 em

/o BBOsBO

oder  [moi|Tooooed |  [SubOrder 1 ] Q
|SysStatus  [LKD CRID MANC AT FRC e

Estmated costs (0.0 usp @valnooectcum. [u50 ]
Ovaln Comvescur.  [080
[ Rep.pbniact. | [ Rep. Budgeticomme. |

6. Click the Location tab. Review the following fields
e Asset
e Cost Center
e WBS Element

e Internal Order

7. Select the Goto > Assignments > Funds Management menu item. Review the coding
block
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[E Object Assignment: Funds Management

Obj.cat. Order

Object 10000060

Commitment Ttem ]

Funds Center 11319 1
Fund 32FNO |

Functional Area 45AC0007 |
auded Program SB-000531

Grant |M1-32FM0-000003 |
Budget Period [m9s |

8. Click the Back icon
9. Click the Change Status icon to change the status of the Order

10. Select 3 APPR Order Approved radio button
11. Click the Back button

[ Bdras Edt Goto System Help

L e Blee cannioron 00 0
[ Change Status.
i
Order (10000060 | Order Type Planning plant
Descr Sub Order 1 |
Stat Text No Stat Text
¥ AT Mo materal componants ) & REJT Order Rejected
[ FRC  Pre-costed
Status w/o status no. §
i
)
mm-
ichangeDacuments Status Profile P_¥W_003| un Order (In..
12. Click the Save button
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3.6 Release Service Order

For services without cost recovery activities, the approval process will go directly to the SD
Order Releaser. For services with cost recovery activities the SD order Releaser will release
the order once it has been approved.

Create Create Sub- Approve Release Service Technicaly Settle Business
Service Service Service Service Order Complete Service Complete
Order Order Orders Order Confrimation Order Order Order

Step-by-Step Instructions
1. Enter IW32 in the Command field
2. Click the Enter icon
3. Enter the Order number in the Order field
4. Click the Enter icon

[ Order Edt Goto Extras Environment System  Help
O «EHe@@ iR anad Nn em

Lhange Or tnital Screen

Header data Operations Components Costs Additionaldata Phnning Control | %3

Order 1000006

13. Click the Costs tab. Review the total costs of the Service Order

%= Change Maintenance/Service Order (Internal) 10000060: Cost Overview
Ton R e

Order  [2w01[10000060 | [Sub Order1 | E

Cummtedcoaty. 000 JUSD Ovalhotjectoor, Jas0
OValin CoAreatur, uen

5. Click the Location tab. Review the following fields:
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e Asset
e Cost Center
¢ WBS Element

e Internal Order

oA

WES Sement  153-300531.06 H146_1652

6. Select the Goto > Assignments > Funds Management menu item. Review the Coding
block

[= Object Assignment: Funds Management

Obj.cat. Order
Object 10000060
Commitment Ttem T =)
Funds Center 11313 |
Fund 32FNO |
Functional Area 45RC0007 1
Funded Program SB-000531 |
Grant M1-32FNO-000003 |
Budget Period [uss ’
()]

7. Click the Back icon
8. Click the Release icon to release the Order
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Change Maintenance/Service Order (Internal) 10000060: Central Header
[Msssper eeaaseon

e & 4
Order 12M01 10000060 fSub Order Iz [T
Sys.Status |CRTD MANC NMAT PRC |G]jaeer [+

" | Operations | Components | Costs | Partner | Objects  Additional Data_ | Location _ Plan

Note: If settlement rule is required for release, a pop-up window stating this requirement
will display. In this case, User must maintain the settlement rule before the order can be
released. Please refer to the “Maintain Settlement Rule” section of this guide for
instruction on how to maintain the settlement rule.

9. Maintain Settlement Rule, and click on the Back icon to navigate back to the Service
Order

@ | <« [@e @ ohaoap S0 em
Maintain Settlement Rule: Overview
ADOBE st a

[ r—
Order 10000060 Sub Order 1

Actual settlement

| Distrbution rules
Cat  Settlement Receiver |Receiver Short Text % Settlement type | No. Equivalence no. Amount
|vms se-000s27.04 FUL ] |

10. To print the Order, click the Order > Print menu item

11. Click the Order button. The Select Shop Papers pop-up window displays
12. Select the appropriate Shop Paper. Check the OutputDevice

13. Click on the Print/Fax button

E'? Edit  Gote Extras Envionment System  Help .
§  Ofherorder JB @@ BHE oDas @

Create (genera])

[ create (specal)  » [Ie Maint/Service Order (External) 10000060: Central Heade

Change
B ; =1 & [& Bstatus  Complete (business) ()
Display

or Print 3 Order 1z =
Save Cerl+§ Operation selection APER

@

Eunctions » Download

Exit Shift+F3 Components Costs Partner Objects Additional Data Location Planning VContro\ \

UN Umoja Training User Guide: Service Order Management Page 49




Um[]Ja Module 03: Service Order End to End Process for Internal Services

[ Select Shop Papers =
[ |sh... |Description |OutputDevice P../Nu.... D./P.. D.. N..'S... |O... Reciient number |Co... ]
2010 Operation Control Ticket SISl 0 Ow0& N O
2020 Material Issue Skp LocL 0O OPM0O®  en
| 12030 Job Ticket LocL 0: 0O®0O& En |
2040 Pick List LocL 0y OO0 EN |
:12059 Time Ticket LocL O OM0O&| EN
2062 Time Ticket for Spit Rec. LOCL 0: O®W0® &
| 12070 Completion Confirmation _LOCL O OwOoe
| 12072 Compl.Conf.Slip for Spit . LOCL Oy O@0& BN
4y et _| 1. F
B pmFax ][ mutiple Fax J6&) prnt preview | & B[] %)

3.7 Service Order Confirmation

Budget is consumed at the time of order confirmation (there is no commitment of
funds). Confirmation can be done partially or in full. The SD Planner will confirm the
services that have been approved by the service recipient. The user can over
confirm the amount of labour up to 10% over the planned labour time. User may
over confirm beyond this threshold if the activity is statistical. If it is a real activity, the
user will have to add a new line in the service order and go through the approval

process.
Create Create Sub- Approve Release Service Technically Settle Business
Service Service Service Service Order Complete Service Complete
Order Order Orders Order Confrimation Order Order Order

Step-by-Step Instructions
1. Enter IW41 in the Command field
2. Click the Enter icon
3. Enter the Order number in the Order field
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| Order Long-term order for
Order | 10000060 | Functional loc.
Oper./Act. Equipment
Suboperation
Capacity cat.
Splt number

Ja Module 03: Service Order End to End Process for Internal Services

Click the Enter icon. The Enter PM Order confirmation: Operation Overview screen

displays

Note: If only one operation is available, the Actual Data screen will display. If multiple

operations are available, the Operation Overview screen will display.

F (R [ raremeters 5]

Order 0000060 b Order 1
Operations and sub-operations
C0/0p. Su... Sp Work Ctr Pt Work  Uni Operaton short text Actualstart Act.finish ... Forecast .. Actual work (1]
10010 [[JACM-C002 KEOO SDAY Administrative Assitant (DAY) [ ! -
10020 [1DSS-A001 KEOO 40H  Security GS(Regyhr Hnu()
| 0030 CJAGMCO02KEDD  274ZEA Materals for Conference

0000060 b Order 1

Operations and sub-operations

0/0p. Su...|Sp Work Ctr Pit \Work | Unit  Operation short text

| _0010_ .D‘_ACM-COM_KEOO_ SLDAY MWMM(DAY)
10020 [[]DSS-A001 KEOO 40H  Security GS(Regular Hour)

' [CJACM-COD2KEQD  274ZEA Materals for Conference

6. Click the Actual Data icon
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10000060 | Sub Order 1

The Enter PM Order Confirmation: Actual Data displays

Populate the following fields:

Actual Work: Enter the performed working hours
Remaining Work: If the remaining work exists, enter the remaining hours here.

If all the the services are completed, the user can click on the Final confirmation
and No remain work check boxes are marked

If User is over-confirming, a warning message will pop up.

[0e. 052015
[]
—i |

!I’:Il'{

g T24:00:00]

|DLang text exists

Actual Start To0:00:00]  Actual End I ]

ol |

9. Repeat step 8 for all the services that need to be confirmed. To move to the next
Confirmation, click the Next icon
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Enter PM Order Confirmation:
M 4 Dm ® +next JaGoods Movements  Notification  Object List  Measurement Docur

Order [10000060 | sub order 1
Oper./Act. [0020] Security GS(Regular Hour)
System Status PRT TECO
| Confimation Data
Confirmation 135 140
Work Center [pss-R001 m}_‘_l_icumv Services
Personnel no. | | Wage Type
Actual Work [ 408 | Actiity Type [R51097] Posting date [08.05.2015)]
I¥|Final Confirmtn I¥|No Remain. Work  Acctg Indicator []
[Tl Clear Open Res. RemanngWork | 0 |8 |
Work Start [07.05.2015/00:00:00]  Actual Duration T ]
Work Finish [02.05.2015/12:27:10] Forecast End [ Jz24:00:00]|
Reason [ |
Confrm. text

| Confirmation Data

| confimation 136 #

Work Center ACM-C002/ Conference Administrative Support
e, ==

Personnel no. Wage Type

ctual Work [ 274ze8] Actwity Type [Rc1337! Posting date 08.05. 2015
(¥} Final Confirntn ¥INo Remain. Work  Acctg Indicator
[“IClear Open Res. Remaining Work lfzea)

Work Start [07.05.2015]00:00:00  Actual Duration [zEA]

Work Finh [0e.05.2015]12:27:34] Forecast End T Jza:00:0d]

Reason ]

Confirm. text [ [Long text axists

10. Click the Save icon after complete

3.8 Complete Service Order

Once services are confirmed and completed the SD planner will need to first mark all the tasks
as Completed and then “Technically Complete” the Service Order. If the service order was
created against a notification, user will also need to complete the notification.

Note: Please refer to section “2.3 Close Notification” for steps on how to complete tasks and
close Notification.

Step-by-Step Instructions
1. Enter IW32 in the Command
2. Click the Enter icon
3. Enter the Order number in the Order field
4. Click the Enter icon
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Nining

[ Order Edt Goto Extras Environment System  Help

-t eee Sik 5000 5 0

Header data Operations Components Costs Additional data Planning Control = %2

lorder T10000060] |3l |

5. Click the Complete icon

o ~«B e@@ 2Nk Nhas HF em

| = Order [Edit Goto Extras Environment System Help

[ : 7 :
m s "J.. ige | mﬂsw-fxrﬂé‘mc‘-’hq;% o’,n:mwv-dv&ﬁr ﬁr%@w{:@»{,dn. = : ’a;:e‘n#v{‘-rui-: \‘:n:gh!-:{m rreader

“EHBTP| BB 0L E comete (busness) D
oder  [0ificcocoer | EUNGEER |2 [w
v

Sys.Status

6. The Complete pop-up window displays. Confirm the Reference date and Reference
time

Select the Technically Complete check box
Click the Enter icon

[= Order Edt Goto Extras Environment System  Help

order  [amo1f1 | [sub Order1 [ H
™

Sys.Status |REL FRT NMAT PRC SEIC | EajpS

U
e

| Reference date m
1| Refarence time [17:53:0¢]

P [¥| Complete notifctns
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9. Order can now be settled and business Completed by the Accounts Unit on a
periodic bases.

3.9 Settlement and Business Completion of Service Order

Part of closing out of Service Orders is to perform the Settlement and the Closure once all the
activities in the order have been completed. Additionally, for Service Orders that are funded by a
grant, the GMIDCPOST program to charge Program Support Cost (PSC) has to be
run/completed prior to Settlement and Closure of the relevant service orders. The Settlement
and Closure of service orders will be done centrally by the FI Support User.

UN Umoja Training User Guide: Service Order Management Page 55



Um[]Ja Module 04: Service Delivery Scenarios

Module 4: Service Delivery Scenarios

Module Introduction: In this module the user guide will go through the following Service
Delivery scenarios:

e Services Requested by External Clients

e Services between Entities with SLA agreements

4.1 Service Order for External Clients - ZM04
External Client Scenario:

Services may be provided for external clients. External clients are requestors of services who
operate outside of Umoja (external UN entities and non-UN entities). These clients will continue
to request for services, examples of these are meetings, documentation and printing using the
existing method. Based on the request, a quotation will be processed in Umoja and will be
provided to the requestor for review and confirmation of services to be provided. Once the
quotation is accepted, a sales order will be processed and approved in Umoja. A billing request
will be raised in Umoja and sent to the client.

The external client will be charged by creating a sales order with reference to the service order.
If a down payment is required, the user may change the sales order to require a down payment
in the billing plan. An invoice is sent to the external client for the down payment. The diagram
below is an example of an external client receiving services from a UN entity.

A complex scenario is depicted below; a main service order could have multiple Sub orders
which could be used to either charge internal clients or external client.
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Main Service
Order:

Sub Order

Chemicals

Main Service

Sub Order Sub Order Red Sub Gow.
UNEP-SGB Cross of Ind.
Sales Sales
Quotation Quotation
Sales Sales
Order Order

For this scenario, the user guide will go through how to create a sub-service order for an
external client (Red Cross).

The diagram below demonstrates the general process flow for an external client.

External Sub- Sales
Service Order Quotation

Sales Order w/
or w/o Down
Payment

Follow the steps below to create a Sub-Service Order:
1. To create a sub-order use t-code IW36

After creating the Main Service Order the SD Planner will create a sub-service order to capture
the services that will be provided to the external client. This sub order will then be converted to
Quotation and Sales order to bill the external client.

Please refer to Module 3 for detailed instruction on the creation and approval process of a
Service Order using transition IW31 and IW32.

2. The Create Sub-order: Initial Screen displays. Populate the following fields:
Order type — ZM04: External Service Order
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e Superior Order — This is the Main Order created in the previous step. The main
order must be in either HELD or APPR status in before the sub-order can be created.

¢ Planning Plant
e Business Area

3. The Header screen displays. Under the Header Data tab verify/update the following
information:

¢ Mn.wk.ctr: Main Work Center that is responsible for the entire maintenance
operation Work Center Plant

e Bsc start and Basic fin.: The start and end dates of the maintenance order. This
can be specified for better planning

e Priority: If required, user can assign the priority information to the Work Order

e Func. Loc. and Equipment: If the Functional Location and/or Equipment have been
specified in the related notification, the same values will be populated here.
Otherwise, user can enter the appropriate values in these two fields

(% .| change Billable Maint/Service Order Central Heade
oo/ B0 05 @ Qoous  compats (pusnes) (O

Onder mna]1000ases Conference Serv: Charge to Red Cross & (o

SpStatus [FEL ONF OUAC FIEL CooK BT mac st AT : ]
o WewdeData | Operations | Componeets | Costs | Partner | Objects | AddbiocalDats | locaton | Pieang | Cootrol
o Gtk wddress | Ouder addiess | O, address

Sold<to party 1550000443 KENYA RED CROSS SOCETY (KRCS)

[ElFe

StreetfHse No.  |P.0LBOK 4071200500

Logation MATHORT 3
Telephons Fas

PatnerTmeZone 04,05, 20087 28:50: 441 UTC+H

&

tsten (=]}
Costs. 0.00 Lo
PHARTYpe 912] Repar sanace
Systcend,

Reference shiect
Fundc. Loc.
Equpmént
Asgmbly

(-[F3ES

Frst coerton

4. Click the Operation tab
5. Populate the following fields for each service to be provider for the external client:

o Work ctr and Plant: Enter the responsible Work Center and Plant where the
maintenance activities are planned and costs are captured

e Operation short text: Enter a short description of the services
e C. Key: Enter the control key.
e ActTyp: Enter the operation activity type

¢ Work and Un: Enter the work hours of the operation activity and specify the
measurement unit
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e Dur. and Un: Enter the duration of the operation activity and specify the
measurement unit

E‘} Change Billable Maint/Sarvice Ordar (External) 10000586: Operation Ove
TR 80 S [@ st Conplte (hunes) 22 @ [0

rder 20410000586 | [Conference Senv: Charge to Red Cross @ g

Sys.Status |[NEL CHF GUAC PTRL cook meT e ae JHATER

Additonal Data |+ Location ¢

Op... SOp Work et | Plet Co... SETextK S, Operation short bext LT |Actual work Wtk Un N..Dur.  Un CKey ActTyn Recipient Undoacic [T
Camn 8 ¥E0D DHO1 Security G5 (Requizr Hour (H) [ & BZEA L 8ZEA Caloulace wo_ = AS1001 -

aea0 Administrative Support Cost L) BZEAL GZEA Calculate wo. * 501233 ta
lacao il 0.000 -

o4 ©.000 »

050 ACM-CO02 HEOD SMO1 0.000 -

laceo E 0.000 -

auto 0.000 -

acea 6.000 -

a0a0 0.000 -

o100 5 0,000 -

0110 ROM-CO02 KEOO SMO1 ©.000 »

0120 ACM-CO02 HEOD SMO1 0.000 -

0130 ACM-CO0Z KEDD 201 0.000 -

a140 ACH-CODZ HEDO SMOL o.000 -

0150 b KEQO 3M01 £.000 e

160 Y HEOO 2M01 0,000 -

0110 0 S0l 0,000 -

180 RCH-CO02 KEOD SMOL 0.000 -

2180 ACM-COD2 MEAD SHO1 ©.000 -

6. Click on Location tab

7. Enter the following fields for the Sales and Distribution section
e Sales Org — 1000 United Nations
e Distribution Channel -
e Division -

8. Click Extras - Sales Data from the Menu.

= order Edit Goto Extras | Environment  System  Help

& | Task List Selection L ! 0 E @
Sales data
Change Bili  contract Selection /) 10002381: Central Heade
QERTA B Advance shipment status Ctrl+Shift+F8 0
Paging Ctri+F7
Order [zoal[10002d  Reset PUSH —'@ il
Sys.Status m Reference object [ 3
Assembly operation [ 2
HeaderData | Opera Suborders b jects | Additional Data | Location
Cost reports [ 3
Cust. address | Orc Documnents for Order 3
Seftings 4
= nnc . [P s—— =

On the pop-up window ‘Sales Organisation Data’, update the following fields:

Sales Organization

Distribution Channel

* Division

Sales Group (use drop-down and select appropriate Group)
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[If the value is typed in (i.e. if the value is not picked from the drop-down list), enter the

Sales Office as 0001- United Nations]

[ Sales Organization Data

-
Sales Org. 1D|:|l:|J United Mations
Distr. Channel 07 Cost Recovery - SP
Division loo]  General Serv & Other
-
Sales Office 0001  United Mations
—
Sales Group C00  Conference Service

9. Enter the following fields for the Account Assignment section:
e Company Code — 1000 United Nations

e Cost Center — Enter the service provider’s cost center.
» Funding source is the Service Provider. Revenue from the sales order will go
directly to service providers coding block (which is identified in the order).

Change Billable Maint/Service Order (External) 10000586: Location Data
H 27 8 R & [ Bstatus  Complete (business) (1)

Order 240410000526 | Conference Serv: Charge £ Red Crosd iz (&
Sys.Status |REL CNF QUAC PTBL CCOK NMAT PRC SE "APPR [

HeaderData t Operations | Components " Costs | Partner | Objects |~ Additional Data " Location ], Planning | Control |

| Location data |
MaintPlant
Location

Room

Plant section
Waork center
ABC indicator
Sort field

| Sales and distribution

Sales Org. 1000 United Nations

Distr. Channel  [04]  Direct Sales

Division [a7] Conf, Media & Events

| Account assignment

Company Code 1000 United Nations New York
.

Asset /
e =

Cost Center 11213 DGACM Nrb Plan Coor CO Area 1000

[
WBS Element
—

SettlementOrder

10. If a down payment is required the user must update the Profile in the Control tab of the
service order to indicate “UN CS Profile With Down payment”
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Order [m04]/ 10000060 [sub-Order 1 2
SysStatus [REL QUAC PISL CoOK WDAT peRT PRc sE |[EN APER o a
__ MeaderData | Operations | Components | Costs [ Partner | Objects | AddmonalDam | Locaton | Plnnng . Control |
Administratie data | Panning indicator
Entered by  M— (=)Planned order
Created on 21.06.2015 “Immedate order
Changed by TRELETA ) _JUnpianned order
Changed en 25.05.2018)
| Parameters
Costing Shaet PE-BC1 Status Profie CS_W_on2
Overhead key PrioriyType M|
CstgVarantPln [P0l Category
CstgvarentAct PHOL MantProfie €500001
RA Key ExtemProfie [csonaeal
Op.fact. namt (0010 Mat.Profie 300001

Confrol of resource-related bilng and creation of quotations

L= =

I 5 = I

11. Once the sub-service order is released a quotation can be created from the service
order using T-code DP80. Once the quotation is reviewed by the external requester a
Resource Related Billing Order will be created from the quotation.

Change UN Order-RRB DownPay 300000083: Overview
% o @S AL [orders

e —_————
UN Order-RRB Dow... 300000083 Net value 50.40 |USD
m T |
Sold-To Party 1500000443) KENYA RED CROSS SOCIETY (KRCS) / P.0.BOX 40712-00100 .. |[]
Ship-To Party 1500000443| KENYA RED CROSS SOCIETY (KRCS) / P.0.BOX 4071200100 ..
— =
PO Number Demo UNON PO date

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

— —
Biling block ~ | Pricing date 05.05.2015
— )
Payment card Exp.date
Card Verif.Code
Order reason |
Sales area 1000 /04| / |07 United Mations, Direct Sales, Conf, Media & Events
e
Biling Date 05.05.2015
—

Serv.rendered date

All items

Item Material Order Quantity Un |Description CnTy | Amount Crcy ItCa  Plht NOME |REQS APPR REJT AcctAssign.G... S  First
102000000018 &ZEA Administrative Support Cost EKO1 1.00 USD Z5Ve KEOO (] O ] [] Meeting B. ¥ [][05.0~
202000000116 2H  Security GS (Regular Hour) EK01 5.00 USD Z5V2 KEQO O O 3] [] Security .~ []os.0 ™

[ ~ [] p5.0

¥ [Jlos.0

* [ fos.0

~ [] ps.0

* [ fps.0

4.2 Service Order based on Service Level Agreements (SLA) - ZM05

Scenario Introduction:

Business Units providing various services may have an agreement in place with their clients.
The agreement will define various conditions for providing services with specified financial
and budgetary conditions; a fixed amount is billed as specified in the agreement. The
services may be provided periodically or on an ad-hoc basis depending on the agreement.
The service request will be created in iNeed and routed to Umoja for the fulfilment and
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Service Order creation. The SLA services are budgeted and hence no cost recovery will
take place. The associated financial postings are posted against the Service Provider’'s
budget (as the costs for services are paid upfront). However, to distinguish that this request
is performed as part of a SLA, the service order settlement is done against the Service
Requestor’s Cost Center. e.g. Client requests to ICT Business Unit for install new Cisco
phones for newly recruited staff members.

Create Service Order referencing SLA

1. Start the transaction using the menu path or transaction code IW31 and input the
parameters for the creation of the Service Order
e Select Order Type ZM05

¢ Input Planning Plant

e Input Business Area

= Order Edit Goto Extras Enwironment  System  Help
] v« eae A8 @
Create Service Order (Internal Fixed price/SLA): Initial Screen

Header data 43

=
Order Thpe [ZMO5

Priority A
| . |
Func. Loc.
| . |

Equipment

(B

[
EEOQO

Plng plant
T
Bus. Area  5300[F

Reference

Order [ Relationship
=

| Settlement Rule

2. Under the Header Data tab enter the required information (please refer to
Module 3 for details):
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Create Service Order (Internal Fixed price/SLA) : Central Header
e AERT BEISFHOD

Order ‘zuos| sco000000001]  [SLA Service provision] 1] %
Sys.Status |CRTD MANC PRC (S %
perat»ons © Components | Costs | Partner - Objects -~ Additional Data | Location  Plnning | Control
PlannerGrp 'ron| ¢ [kE00] Facilities Managem Notifctn 7@
Mn.whk.ctr  |EMS-R090| / KEQO| FMS - Fadiities Ser.. Costs usD
Person resp.. PMACEType lo03| Repair
SystCond. [
Address el
Dates
Bscstat  |12.05.2015 Priority ] s
Basic fin. 12.05.2015 Revision

Reference object

Func. Loc. &
Equipment
Assembly

3. Inthe Operations tab add all the activities that are to be performed. Enter the
following for each activity: (please refer to Module 3 for detailed
instructions).

e Work Center & Plant

Choose Control Key for the type of service (SM00, SM02 or SM03).The
Control Key specifies the behavior of the operation line

Enter description of service required

Enter Activity Type (if internal - ie Control Key SM0O0)

Enter the UoM used in the Activity Type for both Work and Duration UoM.
Enter Number & Duration (i.e. Planned Quantity)

Depending on the Calculation Key, the Work or Duration will be calculated
automatically

& Change Service Order (Internal Fixed price/SLA) 10000590: Operation Ov
/] r«H ea@ = Ohaf H8 em
W .| Change Service Order (Internal Fixed price/SLA) 10000590: Operation Ov

= E T R G 2] & B complete (business) £ B [

Order ZM05| 10000590 SLA Service provision

Sys.Status |REL MANC NTUP PRC SETC (AEE

HeaderData .~ Operations } Components | Costs  Partner | Objects - Additional Data  Location  Plnning ¢ Control

- TATSE T Y A &
0010 FM5-A030 EEOQOQ SMOO Operation 1 @ 0 5H 1 5H (Calculate wo.. ¥ SF1008 I

4. Enter the necessary Components (Materials) (please refer to Module 3 for detailed
instructions).

e Components can be issued from the service providers own stock and/or if external
party (vendor) involvement is required for the request of Component, a Purchase
Requisition will be generated automatically from the Service Order. The budget for
the items will be consumed from the service provider’s budget or use of stock items.
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Create Service Order (Internal Fixed price/SLA) : Component Overview
ey =EHRDT? BILFED

Order ZMOS I%UOUOOUOUODII [ I@
Sys.Status |CRID FMAI MANC (A=D %!

HeaderData | Operations /Cnnpmems }' Costs | Partner | Objects | Additional Data |/ Location | Planning | Control |

Item |Component Description LT Regmt Qty UM |IC S.. SLoc Pint Op... Batch Proc. Category
0010 1100000161 Tile:Ceilng 100 EA Z 4101 KEOO 0010 Reservation for Order
0020 1100000040 Chipboard 500 EA N KE0O 0010 PReq for Order

5. Click the Cost Center in the "Location" tab to maintain account assignment details
e This will be the Account Assignment of the Service Provider.

Create Service Order (Internal Fixed price/SLA) : Location Data

fd s BERT BIAFEAOD

Order zM05 200000000001 [SLA Senvice provision Z w
Sys.Status  |CRID MANC ERC "ran 7

HeaderData | Operations | Components | Costs | Partner | Objects | Additional Data /Loml:nn ]' Plnning | Control |

| Location data |
MaintPlant [ ]
Location
Room [ ]
Plant section [ ]
Work center [ ]
ABC indicator []
Sort field ' '

| Account assignment

Company Code [1000] United Mations New York
2
? 1=y CO Area [1000]
WBS Elament ' |

SettlementOrder

6. On the service order header menu, go to the "Goto -> Assignments -> Funds
Management" menu path in order to specify the Fund which is associated to the
service order.
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Create Service Order (Internal Fixed price/SLA) : Location Data
Bt HERT HIF5HCH

Order zM05|300000000001]  [SLA Service provision &z |&
Sys.Status |CRID MANC BRC [F]EE Iz

HeaderData YDpemtions VCorT‘ponents VCosts }/Partner Vobjects VAdd'rbona\Daia uPlanning | cont

Location data [= Object Assignment: Funds Management %
MaintPlant
N | Obj.cat. Order
== Object 4600000000001
e
Room L
Plant section c R ‘
ommitment Ttem
Waork center
— Funds Center

ABC indicator I

Func
Sort field [

Functional Area 52RCDO04

FENE

Account assignment Funded Program ‘ |

Grant GMNR
Company Code 1000 United Mations e —" o

udget Perio
Asset / d
Cost Center 11631 DGACM N Publishing
WBS Elernent [ | L J
SettlementOrder

7. Before sending the order for Approval, SD planner should maintain the Settlement
Rule. Select Goto > Settlement Rule

[ order Edit Goto | Extras  Environment  System  Help

@ Assignments FCHE fhos PR Pl
Motification Shift+F1
Create Seny  settementrule  Cirl+fs [pvfm/ﬂA) : Location Data
BB = Permits... Ctrl+F8 5
Partner overview
Order |zv05 Graphic b fision @ jul
Sys.Status [cern Logs » j‘HF-LD |"é
Planning board
HeaderData |  Back F3  bsts < Partner | Objects | Additional Dats /Location | Plar
[ Location data ]

8. Select “without default”

‘ Create Service Order (Internal Fixed price/SLA) : Location Data
B AERT IS5 EO0D

Order ZM05 |zunuuunﬂuﬂﬂ1| |SLA Service provision |l|z] T
Sys.Status |CRID MANC PRC [ 52

HeaderData | Operations | Components | Costs |Partmer | Objects | Additional Data . Location | Planning | Control |

= T
MaintPlant L with default i}
LEitn Maintain settlernent rule
toom

without default

Plant section
orcete
ABC indicator I
Sort field \ f |

9. Enter “CTR” and the cost center of the actual service recipient
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Maintain Settlement Rule: Overview
& 0O 4o &a

Order 00000000001 | SLA Service provision

Actuzl settlement

Distribution rules
Cat |Settlement Receiver  Receiver Short Text % Equivalence no. | Amount A./Se... Mo. S... |Fro... From... To .. |To Fi.. Fist Used Last Used
CIE 11159 UNON Business Cont 100.00 FER |1 -

-

10. Once all the parameters for the service order are maintained, change the Status of the
order by selecting the green checkmark below service order description.

Change Status
Order Type ZMO5 Planning plant KEOO
Description SLA Service provision
. Status } Business processes
System status Status with status no.
Stat Text No Stat Text
[7] CETD Created [{™ L 1 BELD Order Held (|
[V MENC Mat.availability not checked (¢) 2 RWRP Awaiting Approval
(/| ERC  Pre-costed [@)] LEFR Order Approved
[/] SEIC Settlement rule created (0 4 REJT Order Rejected
Status wjo status no.
&)
&)
Active Status
[¥)ChangeDocuments Status Profile PM W_003 Serv Ord (Int.Fixed pric..

Order saved with nurnber 10000590

Note: This type of Service Order is statistical, no budget approval required. The Service
Provider will use their own stock items or create a purchase requisition for materials from
external party (vendor). The budget for all the items will be consumed from the service

provider’s budget

11. An email will automatically be generated to the Order Releaser to inform him/her
that the order has been created which is waiting for their review. The Order Releaser will
need to login to the system and Release the order by clicking on the Green flag. The order
will then be released and saved as shown in the screenshot.
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r I BERT ERIAFEOD

el a—
Sys.Status |CRTD MANC PRC SETC [Efmp v

_Headerbata | operations | components | ‘costs | “partmer | Objacts | Addional Dat= | Location | Panning | control

Person
PhnnerGrp | 700] 7 [kE00]  Facilities Managem wowfcn [ (O
Mnwkctr  [m45-2090| / [KEQ0| FMS - Faciities Ser.. @] | costs |vsD
Person resp... PMACtType |003| Repair

systcond. | |

Address
Dates |
Bscstart  |12.05.2015 oy | =] L]
Basic fin.  [12.05.2013)| Revison | |

After save and re-open, please notice the system status change (REL) and also approved
automatically by the system, since no budget was consumed

HEHRT AN BEIOE B complete (busnes) (O

Order M05 10000590 | [SLASenvice provisior| ]@] il
Sys.Status |REL MACM PRC SEIC B 2e2r %

Operations | Components | Costs | Partner | Objects | AdditionalData | Location | Plnning | Control |

| Person responsible |
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5 Appendix and Reference Information

5.1 Key Transactions

Transactions ‘ T-Code ‘
Create Notification IW51
Change/Approve Notification W52
Display Notification IW53
Create Service Order W31
Change/Approve/Release Service Order IW32
Display Service Order W33
Create Service Order from Notification 1oz
Create Sub-Service Order W36
Display Work Center IRO3
Display Cost Center KS03, KS13
Display Change to Cost Center KS05
DisplayActivity Type KLO3, KL13
Display Change to Activity Type KLO5

5.2 Reporting

For a comprehensive list of the avialable Service Delivery reports in ECC, please refer to the
“Service Delivery Reporting” Job Aid that is available in iSeek. Below are few key transactions
that will provide Services Delivery related data.

Work Centers, T-code: IR03_Display Work Center

Creation and change of Work Centers can only be performed by a Financial Accounting
Master Data Maintainer. General user can view details of Work Center using tcode IR03.
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Basic data Defaults  Scheduling Capacties Costing
Plant EEOQ
Work center m
GIHRMS  &'a Hierarchy
Plant Tfzool] UN Office at Nairobi
Work center |ac-co02| |Conference Administrative Support
< Default Values |~ Capacities | Scheduling | Costing  Technology
General Data
Work Center Category 10003 Labor
QDR system ]
Supply Area
Usage 003] Al task lst types
 Validity
:_!I_td_g_e |m.n1.zuui B_'ld_m f31.12.9!99!
Link to cost center/activity types
Controling Area | 1000 United Nations CO Area
Cost Center BEEEE DGACM Nrb Plan Coor
ActType Int.Proc. [rc1206] Catering (] Proj:RgmitshetwkMaint
Link to business process
Business Process I o]
Incentive wagesind. | | Record Type Group 0]
{&r Form. Jg& Formuts| Formuis constnts || validries |

Cost Centers

General user can also view Cost Centers using tcode KS03 or KS13.
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E«Il! ~ Display Cost Center: basic Screen

' S orildown
Cost Center Tizeo  [3unon erms
Controling Area 11000] " United Nations CO Area
Valid From 24.10.1945| to 31.12.9999
__/Bascdata | Control | Templates | Address | Communication | History |
Names
Name |UNON BFMS |
Description |UNON Budget Financial Mngement Service ]
Basic data
User Responsible
Person Responsible nm |
Department | |
Cost Center Category [t_i] General
Hierarchy area [s300-002 | UNON BFMS
Business Area [s300] UN Office at Nairobi
Functional Area [292cH001 UNON BFMS
Currency UsD |
Profit Center 1004 | Finance general

Tcode (Individual Cost Center):
e KSO03_Display Cost Center
e KSO05_ Display Change to Cost Center

LE LIl - ECT!

= & J !
-—'{-_‘-—‘.-v— e e e S e e S

Cost Center ited |3l

Tcode (Range of Cost Centers):
e KS13 Display Cost Center
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=
(®) Cost center m to

() Cost center group r 1

() Selection Variant r 1
() All Cost Centers
Parameters

Valid From 24.10.1945 to 31.12.999%9

Activity Types

o To view the details of a range of Activity Types use tcode KL13
e Tcode (Range of Activity Type):
e KL13 Display Activity Type

 Activity Type fes100:]&] o [rsioos]
() Activity Type Group [ |
() Selection Variant 1
Al Activity Types
Parameters

Valid From 01.10.2014 To 31.12.999%
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BB &FY

Display Activity Types: Basic Screen
¢ AR B E g

Create Group...

Controlling Areal000

Activity Type

Date 01.10.2014 to 31.12.9999
R51001 to R51005

ActTyp |Name

CCtr cat. |AUn|Alloc. CElern |A | Lock ind.|COAr
&

Activity Type Groups

RS51001 Security Reg Gen H 85003010 1 O 1000
RS1002 Sec Control w/X-Ray * DAY 85003010 i O 1000

| RS1003 Security Double GS1 = H 85003010 1 O 1000
| RS1004 Security Double G52 * H 85003010 i O 1000
| R51005 Security Double GS3 = H 85003010 1 O 1000

Group description |CeI|I Content

Eo.ctrv'rty Type szmm

Mame Security Reqg Gen

CCtr cateqgories *

Activity Type Unit H

Valid To 31.12.9999

Allocation cost elem 85003010

ATyp category 1

Valid From 01.10.2014

Controling Area 1000

Description Security General Staff (Regular Hour )

Created on 28.10.2014

Created by NOSWWAL

Price indicator 3

Act. type short text SECURITY REG GEM

e Toview Activity Type Group use tcode KLH3

e Toview all the Activity Types listed under the Activity Type Group click Hierarchy

icon
Tcode:

e KLHS3: Display Activity Type Group
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= Group Edit Goto  Extras  Environment

Systern  Hel

o oK

eae |

= M 0 |

_
Activity type group ®E

=4 Group Edit Goto Extras  System  Help

LT
¥ B G Actvity Type 2+
rRI 4 ICT & Broadcasting

L

RT0000 RTZZZIZ

RT0001 UNite Docs

RT0002 UNite Share

RT0003 iNeed

RT0004 Email Service

RT0005 Mailman

RT0006 Mobile Email — Traveler®

RT0007 UNite Connections

RT0008 Leave Management System

RT0003 eCC

RT0010 UNite Web Templates

RT0011 Storage Backup

RT0012 5QL Database Hosting

RT0013 Lotus Notes Hosting

RT0014 Physical Server Tier 1

RT0015 Physical Server Tier 2

RT0016 Virtual Server {1 core, 1 GB RAM)
RT0017 Virtual Server Additional CPU
RT0018 Virtual Server Additional Memory
RT0019 Lincese Fee MS Windows 2008

RT0020 Shared Drive with Replication
RT0021 Shared Drive without Replication
RT0022 Storage Tier 1 (SAN) - No Replication
RT0023 Storage Tier 1 (SAN) - Replication
RT0024 Storage Tier 2 (SAN) - No Replication
RT0025 Storage Tier 2 (SAN) - Replication
RT0026 FIP/eShare

RT0027 Piwik (Web Analytics)

RT0028 QA Environment for Linux

RT0029 QA Environment for Windows

RT0030 351 Certificates
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