212 = PART 3 s OPERATIONAL PROCESSES

_ 1.Créate’ NewVéndoljv o ,

2.Create Purchase Requisition : e
3.Create PO S “SAP
4, Create Goods Receipt ‘ : - Steps
' 5.Create Invonce Receipt :
6.Post Payment

toVendor |

Navigate to the SAP Welcome screen (Figure 7A-2).

FIGURE 7A-2
Welcome Screen

I% Bnae BE

- —— Client Number Provided by Instructor
[ User Provided by Instructor (this is your User Number)

Password  Provided by Instructor

In this first exercise, we will purchase 20 water bottles and 30 water bottle cages from an
existing vendor called Space Bike Composites. The bottles cost $10.00 and the cages ‘$9.00.
While our company in this tutorial is Global Blke Inc., our actors—Wally and Ann—and our
Procurement process are from Chuck’s Bikes.! The three digits at the end of your User ID will bé
used throughout this tutorial. For example if your User ID is GBI-123, then 123 is your User
Number. In this tutorial 001 is used as the User Number.

1 Create New Vendor
Skipped-—does not apply to this first exercise, it is introduced later. -

1 All tutorials in this text use Global Bike 2 (6.04), IS8 System ID, and IDES SAP ERP ECC 6.04 SAPGUI Description.
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You are now finished with You Try It 1. Return to the SAP Basy Access menu by clicking

the Exit icon.

YouTry It 2
In step 1 of You Try It 2, you will create a

new vendor called Bike Pérts. Then, in step 2,

Creating a Purchase Requisition, you will reques_t;a;pricé; _qiﬂlote'f.ork 10 repair kits. In'step 3, you
will once again create a PO; however, this time the PO is based on the purchase requisition you

created in step 2.

1 - Create New Vendor.

Logistics > Materials Management >
Central > Create

Pur(fhasuing',:7> Méster Data > Vendor >

E Ver_dored! gcm; E;(.ras‘ &yme;xl Q;stern Help
i T B 000 RRK RO BEIOR

FIGURE 7A-30

Create Vendor Initial
Screen

Company Code usoo
Purchasing Organization US00.
< Account group KRED

Click the Enter icon'@ .

FIGURE 7A-31

JBieoe CHE BTAe BD 0"

Create Vendor Tax Scre

— Tax Number 2

12-3456###
(12-3456001 shown here)

Click the Enter icon @ twice @ .

Create Vendor Address
Screen D
Title Corhpany
Name Bike Parts
— Search term #i## (001 shown here)
Street/House number 246 State Street : _
Postal Code/City . 45678 Dayton R
Country us
1 Region OH
4 Language English (Automatic)
.| Click the Enter icon @ .
\Et;t kQDlD Exkr;; ) orme:\t System __Hdp ) : FEGURE A 3 .
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'FIGURE 7A-33
: Create Vendor Sl
‘ Accountmg Scr en

Goto Extrzs Ergronment  System el

o {DUEREAL -} Bike Parts

. juseo|  Global Bke Inc.

Recon. account 300000 |

Click the Enter icon%
| I

" FIGURE 7A-34
Create Vendor Payment‘
: Screen

Gt Extrgs Enztonmen‘ Spstem Help

e T Rieed DHE sBoE

1 PaytTerms 0001
Chkdoubleinv. check

Click the Enter icon @ .

FlGURE 7A-35

’Creat’ Vendor .
;Correspondence Screen

Clerk atvendor Sam Smith

Click the Enter icon @

FIGURE 7A-36
Create Vendor
‘Purchasing Screen

{ & vendx Et Golo  Gxigs  Enwooment  System  Help
or

Order currency
Terms of paymnt. 0001

Click the Enter icon @ .

Enter nothing on the next screen.

Click the Save icon

FIGURE 7A-37 Notice the bottom of the screen. A veﬁdor

Create Vendor Number : 3 number has been created for your new vendor.
‘ : {1 Vendor 0000125045 has been created o comaany G0 US00 Puachasing crganization USD0 ’

Screen

2 Create Purchase Requisition
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Select Header to expand that section.

In text field type the note:

e o, 32 remiesting o meration £or 10 reper s 71 Global Bike Inc. is requesting a quotation for :
4——— 10 Repair Kits. Please respond with a quote

cespond vith a quote by June 21, 2011

by [Two weeks from today].

Then select Item Overview to expand it.

4

Ao

dBiCe@@ DM §

1 Material RKIT1#4## (Repair Kit)
Quantity 10

Delivery Date  One month from today
Plant Mioo

Stoc TGoOo

Global Bike Inc. iz request]
espond uith a quote by Jun

PG _ Noo
Click;L Enter icon@.Then Click Save

I 3 1

The system creates and displays a Purchase .
requisition number at the bottom of the screen. |
Record this number for future use.

endor/Supplylng ‘Plant KnOWn: i

Step 3: wa‘ completed in the ﬁrst exermse and m You Try
om th urchase requ1s1t1 Yo '

9 Vendor Your new vendor number
(from last screen of step 1

] 0000125045 shown here)

9 Purch.Org. usoo

Purch.Group  NOO

Company Code US00

Click Document Overview On button.

F!GURE 7A-41

Purchase Reqwsntlon
Number Screen

FIGURE 7A-42

FIGURE 7A-38

Purchase Reqmsxtmn
Screen

FIGURE 7A-39

Purchase Requisition Text
Screen

FIGURE 7A-40

Purchase Requnsmon o
Item Screen
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2 Create Purchase Requisition -
Skipped—does not apply to this first exercise, it is introduced later.

3 Create Purchase Order

As a warehouse manager like Wally, your first step is to create a Purchase Order. From the SAP
Easy Access screen (Figure 7A-3), navigate to the Purchase Order screen by selectmg

Logistics > Materlals Management > Purchasmg > Purchase Order > Create >
Vendor/SuppIylng Plant Known

E e o me T T gy EIGURE 7A-3
; (S.S0% M aRSe ER o8 SAP Easy Access Screen

« & Via Requisition Assgnment List 4
e e P Aoy o Purchse Requisions
Change

A purchase rder when received and’ accepted by a vendor creates a leoally b1 "'ng
. contract between two partles The first screen is the Create Purchase O der screen (Figure 7A 4)

13 Surchase Order Em

Enycxmmt %tzm Heb

FIGURE 7A-4

Create Purchase
Order Screen

L. Pt PR o K {ess07/2012}

B o e p T ——
User Interface £br the
base Order

seruen_exoas
can be expanded anj
lilapsed xnd;vldu hliy,
allow you to deterfins
which data is dispiayed.

If the Document Overview is On, this left
panel appears (as shown here). Close this
panel by clicking Close.

I

INew Ttem

Faulty iteas
You can process systea
ressages directly ex

ther for subsequent
processing.

The first step is to enter the Vendor number.
Click the white box to the right of Vendor

~ and click the search icon or hit F4 and follow
the steps on the next figure. )

Further functions

» Self-Definable
Document Overview

+ East and
Straiohtforusrd Access
to Relevant Data

urchage Orders “On

* Gopbv or Convert
Documents into

.

Note the Header and ltem Overview icons.
We will open the Header and ltem Overview
sections later in this activity.

» Fast Change

iR :
In this search pop-up window, select the
§ Vendors (General) tab, and enter your

4 three-digit number in the Search term
box where 001 appears.

& puchase Order gm

F!GURE A5
Searc‘ Screen ;

Click the green OK icon at the bottom
to search .
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.'h'ic‘Veh_dO; L1st scfyeen"( :

igure 7A-6) nov

o FIGURE ‘.7A ;
’ Vendor Llst Screen

= pucdhase Order  Edit

Goto  Engronment  System  Hep

SACHSEN STAHL AG

GRAND RAPIDS  RAPIDS NUTS N BOLTS
MOLEAN SPY GEAR

SANDKRUG SHELL GEAR

ATLANTA OLYMPIC PROTECTIVE GEAR

SIELEFED PYRAMID BKING
BRAUNSCHWEIG BURGMEISTER ZUBEHOR OHG
CNCINNATL  BOOMTOWN TIRE & WHEEL

DAYTON BIKE PARTS
DRYTON BIKE PARTS
KON COLOGNE BIKE SUPPLIES

MANNHETM FLAT TIRE AND MORE
FELBRONN  THICK SPOKE
IRVING DALLAS BIKE BASICS

MMl FUN N THE SUN SEATS NBAR 1]

LACROSSE  NIGHT RIDER ALUMINUM PROD 105001

When the list of existing customers appears,
double click Space Bike Composites. Record
the vendor's number (far right column, here

FIGURE 7A- 7

Create Purc a'seOrder
_‘W|th Vendor Screen

FIGURE 7A-8

Create Purchase Order
with item Overwew
On Screen :

g é;vllem iNew Ttem ! Bz}

| 105001) for future use.

SUNNY SIDE UP TIRE

AUGSBURG LOHSE SCHRAUBE
EDISON LIGHTBULB ACCESSORY KITS
CARLSBAD REDWOOD KITS

MAIN CARBON

Engbooment  System Hep

CeR:RHR - OnONIE

Open the header (shown here as open)

by clicking the Header icon .
Disregard the error message that appears
at the bottom of the screen.

Purch.Org. usoo

Purch. Group NOO
Company Code usoo

Then click the Enter icon & atthe top
left of the screen.

[ B proweode K Gom  Emboment ‘Sstem teb

(B eee DHK Doo9 BE 98

1105001 Space Bxe Composites | Doc. date __{06/07/2011}

Open the ftem Overview by clicking the ltem
Overview icon.

| Click the first box under Material, then click its
search icon.
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This will load the Material Search screen (Figure 7A- 9) that will help us find the Material
numbers we need for the Purchase Order.

Ok Edt Goto  Engorment  System  Help

dB 0@ DHM ne&a.

WP FIGURE 7A-9
: Material Search Screen

EHE @8

Search using the Material by Material Type
tab. You may need to scroll through several
tabs to locate it.

The tab scroll icons are to the right of the tabs

Material Type HAWA (trading goods)

Material *H4#

Click the OK icon to search v.

TS

T el

. HAWA is the code used by SAP to 1dent1fy tradlng ood '”The nex'
w111 show: the tradmg goods you can order

FIGURE 7A-10
‘Material List Screen

BLBOW PAOS
B rmer am e

Double-click Water Bottle. Then, on the
Create Purchase Order screen, move to the next
line under Material in the Item Overview section,
and search for and select Water Bottle Cage

you can search for Water Bottle Cages or. smlply ps
i Number) On the followmg screen (Flgure TA
: date) To enter date data use ‘the convement Seas

1 Material Botl1### Cagel###
PO Quantity 20 30

B P R Delivery Date Two weeks from today
Net Price 10.00 9.00
Currency uUsp uUsD
Pint Mioo Mioo

Then click the Enter icon @ onth
1] top left.Then click the Save icon

ossa1/z0i1

; A pop up box appears (Fi’gure’ZA:_; 2),chckth
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‘ FQGURE m-n

Create Purchase Order
Save Screen :

F!GURE 7A 13-

Purchase Order Number : e

Screen

FIGURE 7A-14
‘Goods Receipt Screen

» the bottom of the screen is shown in Figure 7A- 13

: "~4 ~.Create Goods Recetpt for Purchase Order "

step will occur after the water bottles and cages arrive at Wally ) Warehou s

) E mmarxy Edt §om En!wonmen! SXSlem uelo

| Click the Save icon.

fes issued

fo save'document o process data?

r;'The SAP database now updates and When complete the Purchase Order screen reappears

. < iE ' ‘ i
: - ‘ . Notice the System Bar at the bottom of the screen. !
C1=TEY B (w08 Write down your Standard PO number for future | |

=D T &g I use,
45O created uncer 04 ramber 4500000175 2

& Retum to the. SAP Easy Access menu by cllcklng the yellow c1rcle Ex' : vklcon near the top of t |

‘ the screen. Thrs icon is Iocated on the same nbbon as the Enter and Save 1c“' ns.

The next step for Wally and for you is to create a. Goods Recelpt for thrs Purchase Order ThlS
‘From the SAP Easy
ectlng ;

Access screen; navrgate to the Goods Receipt Purchase Order screen by
: ,..,Loglstlcs > Materlals Management > Inventory Managem nt.> Goods
‘Movement > Goods Receipt > For Purchase Order > GR for Purchase
: Order (MIGO) ‘ :

= A goods: recelpt is recognition that the goods ordered in the PO'have arrived. Once the aoods :

: recerpt has been created inventory for these 1tems is mcreased and. accounts pa”,,able is mcreased

(Frgure TA- 14)

G goods receipt .+ [181] ]

R T bcarcremnas,
~| GR Goods Receipt
Purchase Order

101 (automatic)

From previous activity
(4500000172 shown here)
Then click the Enter icon

The system loads data from the PO, as shown in Figure TA-15.




B i o 1o FIGURE 74-15

Goods Receipt with
Detail On Screen

| Ifeither Line 1 or 2 is grayed out (here
g Line 1is gray), then close the detail data
part of the screen by clicking the Detail
-{ Dataicon fyour screen already
| looks like Figure 7A-16,you do not need
to click the Detail Data icon,

FIGURE 7A-16
Goods Receipt with
,.'Detafil Off Screen

J Notice now that neither line is gray and;
| hodata appears in the Detail Data i
section.

Check (both Lines)
_ Sloc TG0O

E .
Click the Save icon E%{ .

- By checking OK, & that 20 water bottles and 30 cages
- (Figure 7A-17). If not, you would not check OK and would instead enter the ¢
~arrive. Figure TA-16 sho'ws}thi'é-column header a5 O instead of O K. , whic
'adjuﬁstingftﬁéfcmumn width, T G OTOK, whi

you ate verifyin

]

EF

- FIGURE M7 5
. Goods Receipt Material

Docu ent Screen

A Material document was created. The
number appears in the Status Bar at the
en,




218 PART 3+ OPERATIONAL PROCESSES

' FIGURE 7A-18
~ Create Invoice Screen

Invoice date Today'’s date

ED {AJP Sales Tax, exempt)

{10 {A/P Sales Tax, exempt)

: 100 (A/R Sdes Tax, exempt)
i 01 (AR Sales Tax, taxabie)
i (AR Sdes Tax - Taxabie)

- {EL (AP Sales Tax, taxable, posted ta Cost Accu.n!) ; -

11 (AP Sales Tax, taxable, dstrbuted to kne items) {'
i

Amount 470.00

H
H

Tax amount X1 (Input Tax)
(drop-down box)

'HGURE7A19

© [woceDocument Edt Goto  Sistem  tep

: Number Screen

06/07/2611!

reate Invoice wnth PO I (81008 SRE BRAR BN OW

. 1ns707/2011]

@i ] |0 Ocostetar

Purchase Order/Your PO number
{from step 3 shown here 4500000172)

Click the Enter icon @ .

FIGURE 7A-20
Create Invoice Final

Invoice Document  Edit

If done correctly, one green
light next to Balance will
appear and the amount in the

box will be 0.00.

Click the Save icon

Record the new Document number

Screen’
L"?E Ecdmlate tax
§ IXI {inpot Tax)
}
_US00 Giobal Bike Inc, Dalas
3 ”A‘:_veemenr ~} [astooooivz} |
(Flgure TA-21).

FIGURE 7A-21 LD
Create Invoice Document 3 %ﬁ—@m?ﬂ"ﬁ" L B e [ iy

" in the Status Bar at the bottom of

Number Screen

‘of the next-screen

the screen. kAN
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Return to the SAP Easy Access menu by clicking the Exit icon.

6 Post Payment to the Vendor

The final step occurs when you or Ann pays the 'vendor. This payment may be made immediately
upon receipt of the invoice or shortly thereafter. From the SAP- ‘Easy Access screen, navigate to
the Post Outgoing Payments screen by selecting: :

Accounting > Financial ,Accouht_ing > Accounts Payable ,2 3DOCilment Ehtfy->
Outgoing Payment > Post DO e

In this activity, we record our payment to the vendor for $470 OO (Flgure 7A 22) A ]ournal
entry is made to decrease accounts. payable ‘

FIGURE 7A-22
Document Date  Today’s date

Company Code  US00 (automatic) ) | Post Outgomg Payments
Currency/Rate  USD (automatic) R Screen

Account 100000 7

Amount 470.00

4] Account 105#4## Your vendor number for Space Bike
o Composites {from step 3 shown here
Oostog Date 105001)
o Click Process open items icon.

Vendors (General) tab in the search pop—up Wmdow
~click on’ ‘Process open items, the Post Outgomg Pay
o (Flgure TA-23). . s

'FIGURE 7A-23
Post Outgomg Payments ‘
Fmal, Screen ‘

The Not Assigned value should be 0.00
as shown.

~— [f yours is not 0.00, then double-click the
17| 470.00 to assign this payment to the bill.

(Figure 7A -24) appears
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- FIGURE 7A 24

R S e ~ Again the system creates a unique i

.Post Pa o

o yment chum’evnt b  ianen mwm@dhmmmm document number at the bottom. FEE
~Number Screen i i e T e T g

Record the document number that once: agam appears on: the Status ] ar. Return to he SAP:
asy Access screen by chckmg the Ex1t 1c0n Th1s w111 generate a pop up Wmdow hat is

You have ﬁmshed ‘e ﬁrst exerc1se

Y uTry it | i ,
. 'Purchase the followmg three matenals from a dlfferent vend ]
: 5 E Air Pumps_,‘ : $14 each
10 ElbowPads. . - $375each
15 First Aid Kits ‘ $20 each

: RequeSt delivery 12 weeks. USe‘Miarni for the plant. The totai” amount 'is $4 12000

‘ ,;:,3 Create Purchase Order

Loglstlcs > Materlals Management > Purchas:ng > Purchase Order > Creat“ >0 =
Vendor/SuppIylng Plant Known ' ‘

- 1 Data needed
s ”;Vendori : FIE '108### (Your Raplds Nuts N Bolts vendor number based on e

L - yourUser Number) - :
“Purch. Org. 'Us00

- Purch. Group " NOO

- Company Code . US00 - ‘ e
“Material - L ’PUMP1### EPAD1### FAID1### (These are Tradlng Goods)

" Quantity sl _5 10, 15 '
“ Delivery Date ~Two weeks from today
‘NetPrice . 14,375,20
~Currency ¥ - usp

Plnt - MI0O

Not every screen is shown here Refer to the first exercise to see cach screen. The completed_ .
Create Purchase Order screen asit-appears at the end of step 3 is shown in F1gure TA-25:

FIGURE 7A-25

Completed Create
Purchase Order

‘PmsPLO0L * 06/2172011
EPADIOOY 16, os/21/200
FAIDLOGY 15; 0672172011 2005 |




