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This document is a desk reference tailored to the Maintenance Specialists. It is intended to 

provide information that will be helpful to support the Maintenance processes. 
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In this chapter, we are going to learn about how General Maintenance transactions will be 

handled in SAP system. Equipment/Asset General maintenance is covered in this business 

process manual document.  

Its starts right from notification, maintenance order with internal manpower, material PR up to 

maintenance order closure. 
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Creation of General Maintenance Notification: 
 

The below transaction code which we can use for creation of manual General notification for 

functional location/equipment/Asset 

Enter Transaction code IW21 in command bar (or) Follow the below navigation path 

 

 

Double click on “IW21” the system will open the below screen 
In the next screen, enter the required details as below 
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Under Initial Screen: 

Notification type: Enter manually M3 (Activity Report) or press help near to box or press (fn +f4) 

for select from dropdown menu and press enter key to proceed 
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Under Header Level 
Description of the General Maintenance 

 
 
Under line item level 
Manually enter the Functional location & equipment number or select from search option (fn+f4) 
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Selection of Equipment/Asset from various searching parameters use (fn+f4) or use icon  

 

Selection of Asset in the List 
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Notification Date and Time and also Malfunction Start Date and Time can be entered here. 

 

Asset details will also updated automatically with respect to equipment, which includes Planner 

Group and Maintenance work Center 
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Select activity (corrective action) under activity tab  
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Check and verify the line items and save the notification. Click “Save “      to save the 

notification. 
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Once the document is saved the system will propose the below message. 

 

Processing of Notification 
Change status of Notification  i.e Outstanding notification(OSNO) to Notification in process (NOPR) 

The below transaction code which we can use for put in process of manual notification for 

functional location/equipment/Asset 

Enter Transaction code IW22 in command bar (or) Follow the below navigation path 
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Double click on “IW22” the system will open the below screen 
In the next screen, enter the required notification number and press “ENTER” 

 

In the following screen select   option to put the notification in process and select save 

option again 
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Checking the notification status 

Status of notification changed from outstanding notification (OSNO) to notification in process  

(NOPR) 
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Display of Notification 
The below transaction code which we can use for displaying the created notification for 

functional location/equipment/Asset 

Enter Transaction code IW23 in command bar (or) Follow the below navigation path 
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Double click on “IW23” the system will open the below screen 
In the next screen, enter the required notification number and press “ENTER” 

 

After pressing enter system will show Display of notification with details. Press back icon to go 

back main screen 
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Notification Status 
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Creation of General Maintenance order 
Notification screen itself option for creating order please ref page no. 7 

Once clicked Create Option system will ask Order Type - enter the order type ZM04(General 

Maintenance Order) 
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Select ZM04 for General Maintenance Order and Press “ENTER” 
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With ref to notification required data copied from notification like description, planner 

group, Main work center, notification no, FL, equipment no etc. 
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Operation Details Copied from the Notification (Control key PM01-internal operations, PM03-

external Operations AMC or Hire service), and Components Tab enter the spare details and 

select the Stock (L) and Non Stock(N) Category. 

 

Enter the Internal Manpower Operation PM01 and Enter the Operation Details and Work 

Duration 

 

Reservation of material (stock) and Purchase requisition for Material (non stock) will be created 

after releasing the order. Once enter the non-stock material system will ask to enter the 

purchase Group for the material. Selection of Material.
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Select the Material from List 

 

 

After Selection of Material press “Enter” Material description and UOM details Updated in 

component fields and Select Category “N” for Non stock material 
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Press Enter to fill Purchasing Details like Purchasing Group  
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Purchasing Group (102-M&EE) selected from search Option and Enter Required Quantity 

 

Additional data field updated from asset master data 
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Location Details updated from Asset Master Data 

 

Selection of Stock Material from List and Enter Quantity and select category “L” 

 

After Entering all details press save Icon  to Save the order. After saving system will show 

the below message  
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Releasing of Order 
Enter Transaction Code IW32 in Command Bar and press “Enter” 

 

 

Enter the Order number and press “Enter” 
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Click the Release Icon to Release the order

 

Status Changed to Release(REL) in Sys Status bar 

 

After Entering all details press save Icon  to Save the order. After saving system will show 

the below message  
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Purchase Requisition and Reservation Details updated after Releasing of Order 

Enter Transaction Code IW32 in Command Bar and press “Enter” 

 

Enter the Order number and press “Enter” 
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Go to Components Tab and Select the Stock material and select the General Data 
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Reservation Created for stock item 

 

Select Non Stock Material and select Purchasing Data 
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Purchase Requisition Created for Non-stock Item 

 

 

Create/Change of Purchase Requisition 
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Go to T Code ME52N and follow the below menu Path Or Click  

 

 

Enter the Purchase requisition No 2001000966 
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Once PR Displayed Click Change icon and select Customer Tab and select the purchase Details 

as  Mode of purchase “Direct Purchase” and type “With Quotation” 

 

 

Click on “ ” Check Button. System will check for errors in document. If no errors found, 

system will show “ ” Message. 

Click on “ ” Save Button. System will change Purchase requisition document & displays “

” message. 

Login as Approver 1 (Assistant Engineer) in SAP System. 
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Click on “ ” SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 
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Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000966” message 

will appear.  

 

Double Click on the “Please Approve Purchase requisition 2002000966” message. It will open 

the Purchase requisition document in Display mode. 

Click on “  “ Back Button. System will open Decision step in workflow screen. 

  

 

Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition. 



 
 

SAP User Manual for General Maintenance 
 
 

Confidential Document                                                                                         Copyright © 2018 Tech 
Mahindra. All rights reserved. 

 
Page 38 of 140 

 
 
 

 

Purchase Requisition will be approved with level 1. 

Purchase Requisition Approval Request notification is forwarded to Approver 2 

Login as Approver 2 (Executive Engineer) in SAP System. 

  

 

Click on “ ” SAP Business Workspace Button. 
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Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 

 

Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000966” message 

will appear.  

 

Double Click on the “Please Approve Purchase requisition 2002000966” message. It will open 

the Purchase requisition document in Display mode. 



 
 

SAP User Manual for General Maintenance 
 
 

Confidential Document                                                                                         Copyright © 2018 Tech 
Mahindra. All rights reserved. 

 
Page 40 of 140 

 
 
 

Click on “  “ Back Button. System will open Decision step in workflow screen. 

  

 

Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition. 

 

 

Purchase Requisition will be approved with level 2. 

Purchase Requisition Approval Request notification is forwarded to Approver 3. 
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Login as Approver 3 (Dy CME) in SAP System. 

 

Click on “ ” SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 
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Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000966” message 

will appear.  

 

Double Click on the “Please Approve Purchase requisition 2002000966” message. It will open 

the Purchase requisition document in Display mode. 

Click on “  “ Back Button. System will open Decision step in workflow screen. 
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Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition. 

 

 

Purchase Requisition will be approved with level 3. 

Purchase Requisition Approval Request notification is forwarded to Approver 4. 

Login as Approver 4 (CME) in SAP System. 
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Click on “ ” SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 

 

 

Expand “Inbox” button, under workflow “Approve Purchase requisition 2002000966” message 

will appear.  

 

Double Click on the “Please Approve Purchase requisition 2002000966” message. It will open 

the Purchase requisition document in Display mode. 
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Click on “  “ Back Button. System will open Decision step in workflow screen. 

  

 

Click on “Approve Purchase Requisition” Button to approve the Purchase Requisition. 

 

Purchase Requisition will be approved with level 4.Once the Purchase requisition is approved by 
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all 4 level approvers, a notification is triggered to Purchase Requisition Initiator and all 
preceding approvers.  

 

Create/ Change Request for Quotation: 

Enter Transaction Code ME41 in command bar (or) Follow the below navigation path. 

Transaction Code ME41 

Menu Path Easy Access → SAP Menu → Logistics → Materials Management → 
Purchasing →RFQ/ Quotation → Request for Quotation→ ME41 Create 
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In Create RFQ Initial Screen Provide following details, 

o RFQ Type: ZZAN 
o RFQ Date: 24.07.2020 
o Quotation Deadline: 26.07.2020 
o Purchasing Org: 1000 
o Purchasing Group: 101 
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Click on “ ” Button & Provide reference Purchase requisition number 
2002000966. 

 

 

Click on “ ” Continue Button. 
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Enter Coll. No. 2002000966 & hit Enter 

 

 

Select the line Item click on “ ” Button. 
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In create RFQ screen, provide delivery Date & Press Enter. 

 

On Create RFQ: Item Overview Screen, click on “ ” Supplier address button. 
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Enter vendor number 40000012 
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After entering Vendor Number “40000012”, Press Enter. 

System will fetch vendor details from Vendor master and displayed on the screen. 
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Click on “ ” Save Button. System will create RFQ document & information message 

“ 1001000035” is displayed.  

Same Procedure for Creation of Two More quotations

1001000036 &1001000037 for Vendors 
40000013 & 40000010 is Displayed. 

Click on “ ” Exit button. 

Mail will be sent to Vendor’s mail id mentioned in the Vendor Master. 

 

Maintain Quotation 
Enter Transaction Code ME47 in command bar (or) Follow the below navigation path. 

Transaction Code ME47 

Menu Path Easy Access → SAP Menu → Logistics → Materials Management → 
Purchasing →RFQ/ Quotation → Quotation→ME47 Maintain 
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On Maintain Quotation Initial Screen, Provide RFQ no. 1001000035& press Enter. 

 

System will open the Quotation document. 

Maintain the Net Price: 27 Click on “  “ Save Button.  

 

Quotation for RFQ 1001000035 will be maintained. 

 

System will display “  1001000035 Maintained“ 
message. 
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On Maintain Quotation Initial Screen, Provide RFQ no. 1001000036 & press Enter. 

 

System will open the Quotation document. 

Maintain the Net Price: 26

Click on “  “ Save Button. Quotation for RFQ 1001000036 will be maintained. 

System will display “  1001000036 Maintained“ 
message. 
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On Maintain Quotation Initial Screen, Provide RFQ no. 1001000037 & press Enter. 

 

System will open the Quotation document. 

Maintain the Net Price: 25 

 

Click on “  “ Save Button. Quotation for RFQ 1001000037 will be maintained. 

System will display “  1001000037 Maintained“ 
message. 
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Price Comparison for RFQ 

Enter Transaction Code ME49 in command bar (or) Follow the below navigation path. 

Transaction Code ME49 

Menu Path Easy Access → SAP Menu → Logistics → Materials Management → 
Purchasing →RFQ/ Quotation → Quotation → ME49 Price Comparison 
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In price comparison list screen provide Collective RFQ 2001000963 & Press “  “ Execute 

Button. 

 

 

System will Display price comparison List. 
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Quotation Approval 

Select the Level one vendor’s Purchasing Document and click on “ ” 

System will display “  “ message. 

 

 

Login as Approver 1 (Assistant Engineer) in SAP System. 
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• Click on “ “ SAP Business Workspace Button. 

• Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 

 

Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000037“ message 
will appear. 
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Double Click on the “Please Approve the Quotation 1001000037” message. It will open the 
Quotation comparison list in Display mode. 

Click on " " Back Button. System will open Decision step in workflow screen 

Click on “Approve” Button to approve the Quotation. 

 

Quotation will be approved with level 1. 

Quotation Approval Request notification is forwarded to Approver 2. 
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Login as Approver 2 (Executive Engineer) in SAP System. 

 

Click on “ “ SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 
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Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000037“ message 
will appear. 

 

Double Click on the “Please Approve the Quotation 1001000037” message. It will open the 
Quotation comparison list in Display mode. 

Click on " " Back Button. System will open Decision step in workflow screen 

Click on “Approve” Button to approve the Quotation. 

 

Quotation will be approved with level 2. 

Quotation Approval Request notification is forwarded to Approver 3. 
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Login as Approver 3 (Dy CME) in SAP System. 

 

Click on “ “ SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 
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Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000037“ message 
will appear. 

 

Double Click on the “Please Approve the Quotation 1001000037” message. It will open the 
Quotation comparison list in Display mode. 

Click on " " Back Button. System will open Decision step in workflow screen 

Click on “Approve” Button to approve the Quotation. 

 

Quotation will be approved with level 3. 

Quotation Approval Request notification is forwarded to Approver 4. 
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Login as Approver 4 (CME) in SAP System 

 

Click on “ “ SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 
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Expand “Inbox” button, under workflow “Please Approve the Quotation 1001000037“ message 
will appear. 

 

Double Click on the “Please Approve the Quotation 1001000037” message. It will open the 
Quotation comparison list in Display mode. 

Click on " " Back Button. System will open Decision step in workflow screen 

Click on “Approve” Button to approve the Quotation. 

 

Quotation will be approved with level 4. 
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Once the Quotation is approved by all 4 level approvers, a notification is triggered to initiator& 
Preceding Approvers stating “Quotation 1001000037 is Approved”  
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Create/ Change Purchase Order 

Enter Transaction code ME21N in command Bar and Press Enter or follow the below navigation 
menu path. 

Transaction Code ME21N 

Menu Path Easy Access → SAP Menu →Logistics → Material Management → 
Purchasing → Purchase Order → Create → ME21N – Vendor/ Supplying 
Plant Known 
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Click on “  “ button. 
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Selection of Purchase Request from List 
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System Fetches the RFQ related to Purchasing Group and select RFQ no and Click  Adopt 

 

 

Select the purchase order type Direct Purchase order 
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In Confirmations Tab enter the inbound delivery details and click acknowledge reqd check box 

 

 

 

Select the LD Clause from Customer Data 
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Tax Details Entered in Invoice Tab Tax Code” V1” 
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Click on “  “ heck Button. System will check for errors in document. If no errors found, 

system will show “  “ Message. 

Click on “  “ Save Button. System will Create Purchase Order document & displays 

“  “Message. 

Releasing of Purchase Order 
 

Login as Approver 1 (Assistant Engineer) in SAP System. 
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Click on “ ” SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 
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Expand “Inbox” button, under workflow “Approve Purchase Order 4601000001” message will 

appear.  

Double Click on the “Please Approve Purchase Order 4601000001” message. It will open the 

Purchase order document in Display mode. 

Click on “  “ Back Button. System will open Decision step in workflow screen. 
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Click on “Approve Purchase Order” Button to approve the Purchase Order. 

 Purchase Order will be approved with level 1. 

Purchase Order Approval Request notification is forwarded to Approver 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

SAP User Manual for General Maintenance 
 
 

Confidential Document                                                                                         Copyright © 2018 Tech 
Mahindra. All rights reserved. 

 
Page 79 of 140 

 
 
 

 

 

Login as Approver 2 (Executive Engineer) in SAP System. 

  

Click on “ ” SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 
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Expand “Inbox” button, under workflow “Approve Purchase Order 4601000001” message will 

appear.  

Double Click on the “Please Approve Purchase Order 4601000001” message. It will open the 

Purchase order document in Display mode. 

Click on “  “ Back Button. System will open Decision step in workflow screen. 
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Purchase Order will be approved with level 2. 

Purchase Order Approval Request notification is forwarded to Approver 3. 
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Login as Approver 3 (Dy CME) in SAP System. 

 

 

Click on “ ” SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 

 

Expand “Inbox” button, under workflow “Approve Purchase Order 4601000000” message will 
appear. 
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Expand “Inbox” button, under workflow “Approve Purchase Order 4601000001” message will 

appear.  

Double Click on the “Please Approve Purchase Order 4601000001” message. It will open the 

Purchase order document in Display mode. 

Click on “  “ Back Button. System will open Decision step in workflow screen. 
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Purchase Order will be approved with level 3. 

Purchase Order Approval Request notification is forwarded to Approver 4 

Login as Approver 4 (CME) in SAP System. 

 

Click on “ ” SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 
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Expand “Inbox” button, under workflow “Approve Purchase Order 4601000001” message will 

appear.  

Double Click on the “Please Approve Purchase Order 4601000001” message. It will open the 

Purchase order document in Display mode. 
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Click on “  “ Back Button. System will open Decision step in workflow screen. 

 

 

Purchase Requisition will be approved with level 4.Once the Purchase Order is approved by all 4 
level approvers, a notification is triggered to Purchase Order Initiator and all preceding 
approvers. 



 
 

SAP User Manual for General Maintenance 
 
 

Confidential Document                                                                                         Copyright © 2018 Tech 
Mahindra. All rights reserved. 

 
Page 87 of 140 
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Create Inbound Delivery 

Enter Transaction Code VL31N in command bar (or) Follow the below navigation path. 

Transaction Code VL31N 

Menu Path Easy Access → SAP Menu →Logistics→Materials Management → 
Purchasing → Purchase Order → Inbound Delivery → VL31N Create 
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Enter Following information 

Vendor: 40000013 

Purchase Order: 4601000000 

Click “Enter” 
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System will fetch the details from Purchase order and copy in Inbound Delivery Create: 
Overview Screen 

Enter following information 

Delivery Date: 23.07.2020 

Delivery Quantity: 100 
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Click on “ " Header Details Button, Click on "Gate Entry" and enter following information. 

Gate No: 5 

Vehicle No: TN1AB0011 

Driver's Name: Rajesh 

Driver's Mobile No: 9999999999 

Driver's Licence No: KA009137yhr6647 

LR No:  00987853628161818 

Click on “  “ Save icon. 

 

System will create the Inbound Delivery and show the inbound delivery number at the bottom 

of the screen “  “ 
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The created Inbound delivery will get update the Purchase Order Under Confirmation Tab. 

 

Verify the Updated Inbound Delivery information in the Purchase Order under the 
“Confirmation” tab. 

Click the “  “ Exit icon to exit the transaction. 
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Create Gate Entry: 

Enter Transaction Code ZGI01 in command bar. 
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Enter the following information. 

Plant: 1000 

Process Type: IB Inbound Delivery 

Inbound Delivery No:  and Hit “Enter”. 
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System will update the required information from Inbound delivery. 

Enter Quantity: 1 

Verify the updated information and Click “  “ Save icon. 

 

 

System will post the Good Receipt for movement type “103” (Which is Goods will post as GR 
Blocked Stock – only Material Document (Stock update) will generate and no Accounting 
Document (Financial Entry will not happen) 

Click “  “ Icon. 

 

 

System will create a Gate Entry Document and will show the result in the Bottom of the screen 

as “  “. 

System will generate a Quality Inspection lot for Quality Inspection Process.  
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Quality Inspection  

Enter Transaction Code QA32 in command bar (or) Follow the below navigation path. 

Transaction Code QA32 

Menu Path Easy Access → SAP Menu →Logistics → Quality Management → Quality 
Inspection → Inspection → QA32 - Change Data 
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In Inspection Lot selection screen, provide following details, 

Lot Created From 18.07.2020 - To date: 25.07.2020 

Select Radio Button Select all inspection Lots. 
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Click on” " Execute Button. System will display all inspection lot created on 23.07.2020 date. 

Select the Inspection Lot: 10000000306 to Enter the results. 

 

Select Inspection Lot and select" " button for recording results 

Enter Inspected quantity 1. Select Result as Accept. 
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Click on " " Save Button. System will record the results for selected Inspection Lot. 
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Click on " "Usage Decision button 

 

 

 

System will open Record Usage Decision: Characteristic Overview Screen 

In Characteristics Tab, Select UD Code as Accept from Usage Decision for Inspection Lot List. 

 

System will display " " Message. 

The Status of Selected Inspection Lot Changes to “UD ICCO SPCO ST” 
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Invoice Verification: 

Enter Transaction code MIR7 in command Bar 

 

Enter Company Code: 1000 and click “  “ Continue icon. 
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In Park Incoming Invoice Screen, provide below details; 

Invoice Date: 25.07.2020 

Purchase order: 4601000001 & Press Enter 
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System will copy details with reference to PO & Display.  

Select the Tax Code: V1  
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Provide Base line date: 25.07.2020 in Payment Tab. 

 

 

Click on “Calculate Tax Check Box”, Tax Amount will be calculated as per selected Tax Code and 
displayed.  

Provide Amount including Tax Amount. Amount:2625. 

 

Click on “  “ Simulate Button. 

 

System will display FI Documents posting details. 

Click on “  “ Save as Complete Button.  
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System will park the invoice and displays “  “ 
message. 
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Parked Invoice Approval: 

Login as Approver in SAP System. 

Click on “ “ SAP Business Workspace Button. 

Enter Transaction Code SBWP in command bar (or) Follow the below navigation path. 

Transaction Code SBWP 

Menu Path Easy Access → SAP Menu →Office → Workplace 

 

Expand “Inbox” button, under workflow “Complete parked invoice 6010000027 2020” message 
will appear. 

Double Click on the “Complete parked invoice 6010000027 2020” message. 

 

 

It will open the Decision Step in Workflow Screen. 

Click on "Approve" Button. 
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Invoice Document will be approved and Posted for Vendor Payment. 
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PM Order Confirmation 
Go to Transaction IW41 or in Command Bar IW41 
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Enter Order No 1000112 and press “ENTER” 

 

Enter the work start and finish date and time in the actual data screen 

 

After Entering Details Press the save icon  to Save the confirmation details against order 
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System will show the below message 

 

Go to IW32 and open Order No 1000112 
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Enter the Order No “1000112” and Press “Enter” 

 

 

Status Updated as CNF-Confirmed 
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Actual Cost also Displayed under Cost Tab in Order 
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Withdrawn Quantity is updated in Order 

Go to Components Tab and click on General Data 

 

Withdrawal Quantity is “100” as per order Requirement it is issued. 
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Goods Issue against Reservation 
Enter Transaction Code MIGO in command bar (or) Follow the below navigation path. 

Transaction Code MIGO 

Menu Path Easy Access → SAP Menu →Logistics → Material Management → 
Inventory Management → Goods Movement → MIGO -Goods 
Movement 

 

Select “Goods Issue” in transaction with reference to “Reservation” 

Enter Reservation No:157 

Press Enter. 
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Enter the Storage Location “1001-Central Store” 
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System will fetch data with reference to material document & displays in transaction. 

Select " " Checkbox. Click on " " Button. System will check for errors in the 

document. If no error found it display " " message. 

Click on" " Button. system will create material document and display 

 message. 
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Withdrawn Quantity is updated in Order 

Enter T code IW32 

 

 

 

 

 

 

 



 
 

SAP User Manual for General Maintenance 
 
 

Confidential Document                                                                                         Copyright © 2018 Tech 
Mahindra. All rights reserved. 

 
Page 119 of 140 

 
 
 

Enter Order No”1000112” and Press “Enter” 

 

 

Go to Components Tab and click on General Data 
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Withdrawal Quantity updated in Order “1000112” 

 

 

FI Process 1 - Vendor Outgoing Payment: Transaction Code F-53 

 

 

Step 1. In the below selection screen enter the following fields to process the payment for 
the Vendor  

 

➢ Enter Document Date: 27-07-2020 

➢ Bank Account Details (Rev Outgoing A/c): 23110002 

➢ Vendor Account Number.: 40000010 

 

Document Date or Entry Date 
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Step 2. Enter the Document Number and Click on Process Open Items to process the payment 

Outgoing Bank Account 

details 

Vendor Account Number 
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Step 3. Enter the Payment Amount to Post the Payment for the Invoice document 
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Step 4. Click on Document overview Enter the Payment Amount to Post the Payment for the Invoice 

document 
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Step 5. Click on Document Tab→ Simulate: To Simulate the entered details for validation and Click on 

Post to post the document 

Payment Amount entered 
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Step 6. Click on save The Vendor Payment document- 2300000023 is Posted successfully 

 

 

Step 7. Go to Transaction FB03 or Document Tab - Display → To Display the Payment document Posted 
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Step 8. Go to Document Tab – Select Print Preview for Document Overview 

 

Step 9: Transaction FBZ5 → Go to Transaction FBZ5 for Printing the Check 
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Step 10. Click on check and print preview 
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Step 11. Transaction ZFI04 → Go to Transaction ZFI04 – Enter Company code, Current Date and Print to 

create the Bank file for Vendor payment 
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Bank file created successfully: 
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Technical Completion of Order 
Go to Transaction Code IW32 and enter the general Maintenance order No 

Enter T code IW32 
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Enter Order No”1000112” and Press “Enter” 



 
 

SAP User Manual for General Maintenance 
 
 

Confidential Document                                                                                         Copyright © 2018 Tech 
Mahindra. All rights reserved. 

 
Page 132 of 140 

 
 
 

 

And Click Complete Technically icon as shown   
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Enter the Technical Closure date and time for the Order 
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Order Saved as Technically Completed and updated in status TECO 
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Settlement of Order 
 

Enter T code KO88 for Settlement to Cost Center 
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Enter the Controlling Area 1000 
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Enter Settlement Period 04 and Fiscal Year 2020 and remove test run Tick box, Click on Execute 
Button. 
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Click on called Detail List. 

 

 

 

 

Order settled to Cost Center 
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Closure of Order 
 

Enter Transaction IW32 

 

 

Click on complete, Status will be updated CLSD after execute it. Order will Closed for further 
posting. 


	Creation of General Maintenance Notification:
	Processing of Notification
	Display of Notification
	Creation of General Maintenance order
	Releasing of Order
	Create/Change of Purchase Requisition
	Create/ Change Request for Quotation:
	Maintain Quotation
	Price Comparison for RFQ
	Quotation Approval
	Create/ Change Purchase Order
	Releasing of Purchase Order
	Create Inbound Delivery
	Create Gate Entry:
	Quality Inspection
	Invoice Verification:
	Parked Invoice Approval:
	PM Order Confirmation
	Goods Issue against Reservation
	Technical Completion of Order
	Settlement of Order
	Closure of Order

