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Introduction

This manual contains the basic structure and procedure in managing Purchase Order (PO). Upon this course completion, the end users will be able to perform essential functions of maintaining all functions of a purchase order.

 Purpose:

1. Users are able to create their Purchase Order

2. Users are able to handle the PO correctly in various situations, excluding the payment process.

3. User involved in approving Purchase Order Release
Scope:
4. Able to follow the steps needed to create the purchase order

5. Intend not to covered purchases that are to be treated as Inventory of the Company

Audience

Anyone who needs to maintain the purchase order (create, amend, release/approve, print) PO  in the SAP system
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1. Purpose

· Guide to user to maintain (create, amend and delete) a Purchase Order (PO) directly in the SAP system

· Perform PO Release (Approval)

· Perform (update Goods and Service receipt) the PO 

· Print and dispatch the PO to the supplier
2. Prerequisites 
2.1. Know the purchasing cycle
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2.2. Know the Master Data

· Company code and Plant
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· Purchasing Organization and Purchasing Group
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· Account Assignment Objects
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· Material Codes to use

Refer to Material Code list or review it from the system
· Material Group

Refer to Material Group list or review it from the system
· General Ledger Account Codes

Refer to General Ledger Overview presentation
· PO Document Type Structure
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· PO Document Type Structure and Numbers
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3. Process Overview Table 
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This manual only covered the creating and handling of PO manually and directly in the SAP system.  Manual for PO creation and handling in other system such as Carrier, BASS, etc should be available in their respective system manual.
Purchase Order (PO) is required when

· Goods or Services needs to be ordered or already ordered

· Reimbursement for expense not handled by HRIS

· Any other transactions that needs payment

In the case when the PO does not meet and needs modification, which means there is error in the PO created earlier, or there are discrepancies between the proposed and actual intention, the PO creator will have to re-work or amend the PO to reflect the correct value if the PO has not been approved; or re-create a new PO if the PO has been approved.
Above complex situation require complete understanding for system handling and users should consult the separate manual dedicated to this topic before performing any amendment.
Generally, PO creators will be able to view only the PO they created.  However, with approval and authorization granted with the necessary security access, PO creators are able to view PO created by others.  
Before creating a PO, there are several points to keep in mind:

· All PO for operational items that is not interfaced from DCS, such as slot exchange, will follow the PO creation process of the non-procurement purchase 

· All PO for administrative items must be created with reference to the previous process document unless it is a non-procurement item.

· PO must be created only when the previous process document is approved

· Changes or amending of the PO can be done only if the PO has not been approved.  Any changes made to the approved PO is prohibited.  PO only have to be re-created.  
When PO is being approved, the Release Strategy, to electronically release (approve) all Pos, will be implemented before PO can be printed or dispatch for external party.

After the PO had been released, or approved, the PO creator should print and dispatch the PO to their supplier as RCL expect the vendor to mention the PO No. in their invoice to reduce the manual task of matching the invoice
Upon the receipt of goods and services, the PO status needs to be update.  Several reports on PO information are available to acknowledge the detail and status of the PO.  This is covered in a separate manual
4. Business Processes
4.1. Create Purchase Order without reference (me21n)
Use: To create a new purchase order that has no previous similar PO that can be referred to.  Almost all information needs to be filled – in for the PO to be complete and created.  This process is use mainly for PO creation of non-procurement purchase 
Procedure:

Step 1  Follow the menu path to the “Create” Folder, or enter the T-code as follow:
	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Create
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	T-Code
	me21n
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Type “me21n” in the Command’s field and click [image: image8.png]


 or push the Enter-Button to start
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 For first time user, the PO creation default can be maintained.  This is applicable only if users create PO for only 1 purchasing organization, company, or same group of activities as the system can propose the default value.  Direction to set default value will explain later.

Step 2   The “Create Purchase Order” screen will appear.  

There are 3 sections: a) Header b) Item Overview and c) Item Detail.  Fill in the information of the purchase order in all 3 sections to suit the purchase requirement
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a) Header: contains basic information for the PO, such as vendor, organization structure, PO status and data are kept in the info TAB, like the general filing system.  End user can set the format for PO printing to vendor in this section.

Step 3 Enter data in PO Header Bar

	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Document (Doc.) Type and Selection list
	R
	A list of Doc. Type will appear when click on the drop down list [image: image12.bmp].  

Select the Doc. Type to be used for the PO.  

Useful references are company code and document type.
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	Vendor Field


	R
	Enter or search/select for the vendor code/name of the purchase via [image: image14.bmp] 


When [image: image15.bmp] is selected, the below box appear to input the vendor code/name for the purchase
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This is the “Panel to search” which contains the tabs to search for vendors.  On the panel to search, click [image: image17.png]ajojE]|



 for more options available to search for vendors.  It is easier to choose vendors by Company Code.  This can be done either from choosing the tab, or the panel to search
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	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Panel to search 
	R
	Right or Left arrow to move between the Tab for the other option to search for vendor
and [image: image20.bmp] will provide all the options via a list

“ * “ is the wildcard for search.   Enter as many known detailed to receive a shorter list.
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	Drop down list of option
	O
	Other than choosing the tab on “Vendor by Company Code”, click on the [image: image22.png]


 on the panel to search to display a full list of search option.
Select the best option to be used for the search based on the available information available for use.
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	Multiple Selection search item is available by clicking [image: image25.png]


.

To start search, click[image: image26.png]


.

When result is display, click selected item to be used.

Click [image: image27.png]


 if user does not want to start search.
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	PO Document Date
	O
	Display the default PO’s Order date that will be printed on the PO form.  User can change it to the desired date


Step 4 Click  [image: image29.png]


  for the drop down list for Company Code and choose the required company code.
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Step 5 Click [image: image31.png]


 to choose the company code, the list of vendors in the company code will appear as below
[image: image32.png]L= Restrict Value Range (1) 109 Entries found

Vendors by C.

[SearchTerm [Name 1 vendor [coCd]

G SINGAPORE RIC  RICMARINE (PTE)LTD.  RICHAXSOOL THOD. =]
S5 SINGIPORE STANDID STANDARD ANDRICHPTE 100228 THD =
S5 SINGEPORE  TEST PAYVE TEST PAYVENT s T
™ ADVANCE PAYVENT s T
™ BIG CSUPERCENTER €O, 1T 100235 THOD
™ SHPTECHSUPPLY €0, 1D osm31  THOD
™ TESCO LOTUS SUPERCENTER C 100236 THOD
™ »r aPCRN THAOIDOEK 100 THOD
™ WOSO  MOSOSHPPING CO,L7D,  IomL  THD
™ THVEND 1 1 TH VENDOR oo T N
TH BANGOK 1P TRAINEE 101 womws Tr
TH BANGOK 1P TRAINEE 102 womws TH
TH BANGOK 1P TRAINEE 103 wows T
TH BANGOK 1P TRAINEE 104 womws TH
TH BANGOK 1P TRAINEE 105 oo T
TH BANGOK 1P TRAINEE 108 womws  Tr
TH BANGOK 1P TRAINEE 107 o TH
TH BANGOK 1P TRAINEE 108 om0 TH
TH BANGOK 1P TRAINEE 103 oo Tr
TH BANGOK 1P TRAINEE 110 woo2 TH
TH BANGOK BUMRUNGRAD HOSPITAL PUBLI GBT1S  THOD
TH BANGOK CSRMMNECOATD oo THOD
TH BANGOK C5 MARINE INTERTRACE (O, OGDTL  THOD
TH BANGOK DOLPHIN 54P VEADOR 0001 DOLSAVSID1 THOD
TH BANGOK DOLPHIN S4P VEADOR 0002 DOLSAVS02 THOD
TH BANGOK DOLPHIN S4P VEADOR 0003 DOLSAVS03 THOD
TH BANGOK DOLPHIN S4P VEADOR 0004 DOLSAVSID4 THOD
TH BANGOK DOLPHIN S4P VEADOR 0005 DOLSAVSOS THOD
TH BANGOK DOLPHIN S4P VEADOR 0005 DOLSAVS0S THOD
TH BANGOK DOLPHIN S4P VEADOR 0007 DOLSAVSD7 THOD
TH BANGOK DOLPHIN S4P VEADOR 0008 DOLSAVS0S THOD

109 Entries found

N ([@ol




Step 6 Choose the vendor by double click at the name before click  [image: image33.png]


  to confirm the selection
There are many tabs on the Header for end users to fill in.  Some needs to be manually key-in and some are linked from vendor master.

Step 7 After selecting the vendor, enter data in PO Header Section; click [image: image34.bmp] to open the section if the section is not yet open
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There are many tabs on the Header for end users to fill in.  Some needs to be manually key-in and some are linked from vendor master.

The [image: image36.png]V' Delivery/Invoice



  tab contains the information on the payment terms, currency, and exchange rate.  
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The payment terms and information is default from vendor master unless amend for new arrangement.  Modification in this tab will be good for the specific PO only.

Optional fields - Delivery/Invoice Tab

	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Payment Term


	C

	Default from Vendor master data and can be changed
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	Other Payment related info
	C
	Prompt payment condition terms by days and percentage involved 
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	Currency field and Currency Code
	
	Default from Vendor master data and can be changed.
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	Exchange Rate
	C
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	Checkbox Fixed Exchange Rate
	C
	If Exchange Rate is fixed to payment, click to set the checkbox for the exchange rate to be fixed. 
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	Trading Terms, such as FOB
	
	Not commonly used.

Terms for trading, such as FOB


The [image: image46.png]7 Texts



 tab is the option to enter the message for internal and external communication.  PO creator or related parties manually key in the message for references.  
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Instruction to vendor is noted in this Header text which will be printed on PO.  Default message setup in Header Text aims to inform all vendors that they must provide the PO No. in their invoice to avoid delay in the processing of their document has been applied. 

Messages in the Header note will not be printed on PO but for our users can keep their messages for internal reference.

The [image: image49.png]" Org. Data



 tab contains the information of the ownership of the PO and the creator.  PO creators manually key-in the information.  
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	Purch. Org.
	Purchasing organization
	R
	Indicate the organization that is performing the purchase

	Purch. Group
	Purchasing group
	R
	Indicate the group of buyer, who is responsible for the purchase activities

	Company Code
	Company code
	R
	The organizational unit within the financial accounting
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This is a mandatory field to be entered and can be defaulted from Personal Setting
The [image: image52.png]" Status



 tab contains the information and status of PO, whether the PO is being sent to vendor, purchase had been delivered, or invoiced have been rectified.
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The [image: image54.png]7 Address



 tab contains the contact information of the vendor.  This information will be interfaced from the vendor master unless is different from the previously agreed.  
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 Modification in this tab will be good for the specific PO only.

The [image: image57.png]" Communication |



  tab contains the information of the sales person and contact information for reference.  This information is default from vendor master.
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Other optional Tabs 

[image: image59.png]Partners Release strateqy




	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Release strategy


	C
	This Tab appears only after PO was created and applicable if the material group is defined for Release.

All other Tabs that were not explain are normally not relevant to PO Creation.


Step 8 Click [image: image61.bmp] to close the section.

Step 9 Click on the Item Tab Overview 
b) Item Overview: contains the detail of the purchase item in the PO.    
SAP works on the same concept as row and column. Placing the cursor on the item title bar will display the field name in full and clicking the field name (highlighted) and pushing the F1’s key (Help info) will provide the details on the use of the field. 

Some fields in the rows are defaulted or optional
Step 10 Click [image: image62.bmp] to open the section if it is not opened.  
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Fill in the information of the purchase, each row represent an item.
	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image63.bmp]
	Select / Deselect All
	C
	Select / Deselect all items switch by clicking the icon

	[image: image64.bmp]
	Item Number of PO


	O
	Specify the number that clearly identifies the item No. in the PO.  

User does not need to enter a value in this field as the system will provide the default value with a gap of 10 for each row.

	[image: image65.bmp]
	Account Assignment Category
** Please see the Account Assignment table in the Appendix at the end of this material
	R
	The account assignment category determines which account assignment data (such as cost center, account number and so on) is necessary for the item.

It is very important that user appreciate the specification, requirement and conditions for each code to be used.
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	Item Category in PO
	N
	Not Applicable (for purchasing of inventory stock item)
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	Material Code
**Field can be blank if the code was not setup but Short Text had to be filled to describe the purchase.


	O
	Material code created for the purchasing activity of Goods or Services.

Enter or select the Material Code via the search icon [image: image68.png]


   if the Goods or Services was known to have had a material master code in the system.  

Please refer to 8.2 for functionality to handle the search

User should request the MM Master Data administrator to create the material number for future usage if the item is a regular purchasing item.
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	Short Text 
**Had to be filled if Material Code was not used.


	O
	Can be overwritten even when it was defaulted.

Defaulted from several sources, including Contract, PR & RFQ when they are used as referred document.
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	Purchase Order Quantity
	R
	Enter the Quantity to be supplied by the Vendor
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	Order Unit of Measure 
	R
	The unit of measurement for the quantity ordered
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	Category of Delivery Date
	O
	Indicate whether the delivery date is to be entered and displayed as calendar day, week or month. Values can be D(day), W(week) and M(month)
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	Delivery Date
	R
	The activity date for the delivery of goods or services.
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	Net price in PO (document currency)
	R
	Enter the agreed net price for the item (price excluding tax)

	[image: image75.png]



	Currency Key
	C
	Default from header section currency field under Delivery/invoice Tab

	[image: image76.bmp]
	Price Unit
	C
	Number of units of the PO price unit.  Default value is 1
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	Order Price Unit
	
	The unit of measurement related to the PO price (Per-Price unit)

	[image: image78.png]



	Material Group
** Please see the Material Group table in the Appendix at the end of this material
	R
	Material Group code.   Default from Material Code if used, else had to be filled.
User should search the Material Group to locate the proper group to use.

	[image: image79.png]



	Plant
	R
	Place where the goods or service is procure / purchase
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	Storage Location
	N
	Not needed as applicable to Inventory Management only. 
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	Batch
	N
	Not needed as applicable to Inventory Management only.
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	N
	Rest of fields not applicable during PO creation without reference document.  

Creation via reference document will auto filled some of the fields. 


Step 11  Item Section Tab Overview 

c) Item detail: This section contains detailed information for each field listed in the Item Overview Section. Similar to [image: image86.png]Y] ttern Overview



 , it has several Tabs.  Tab relating to Purchase History does not appear until goods or services had been updated.  
Step 12 Click [image: image87.bmp] to open the section if it is not opened.  
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The fields display in each Tab varies with the document type and Accounts Assignment Category used.  
	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Item 
	C
	Display the Line item and description of the item as per the Item Overview

	[image: image90.bmp]
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	Drop down List and Directional Up & Down arrows
	C
	Drop down list enable to jump to the required item.  Alternative means is the up and down arrow to move to the previous or next item respectively


Fill in the information of each purchase into these Tabs.
1. Material Data
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	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Material Group
	O
	Value was defaulted from Item Overview
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	Configuration of characteristic value for the liner business
	
	This icon appeared only when the purchase was related to liner business.

Click this info and update the various characteristic value in below screen
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For the rest of field in the Material Data Tab, some are not applicable to purchases of goods or services for the office, as they are business or assets related.
2. Quantities / Weight
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Except for values as displayed and defaulted from Item Overview, rest of data is not applicable.  For info, similar data are maintain in DCS for cargo specification
3. Delivery
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Tolerance level for quantity over or under delivery can be maintained in this Tab.  Standard default by material code and group can be set to reduce manual input.

The rest of fields are not applicable as they are Inventory Management related.
4. Invoice
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Held data for the handling of invoice and does not need input by users.
5. Conditions
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Held data related to pricing – discount, surcharge, other pricing elements, such as freight costs, sales taxes, etc and normally applicable to SAP SD (Sales & Distribution) module.
6. Accounts Assignment
[image: image100.png]Unloading Point
GiL Account
Bound

Activity FSC
ReportingPeriod
Voyage Number
Profit Center

AccAssCat |ZRCL OperCos Single account assignme

PayColl FSC
Vessel Code
Cost Center
Profit Segment

CaCode|5600 RCF-RCE)

JI= Coding Biock

Business Area
Cost Center
Profit Center

Activity Date
Voyage Number

Activity FSC
ReportingPeriod

]

co Area

Profit Segment
Vessel Code
Bound
PayColl FSC





This is the most important Tab which will be related to the financial information for the organization.  Beside the fields as displayed, pop-up screens will appear when [image: image101.png]


 icon is clicked 

In Account Assignment tab, pop-up screen for fields related to the additional GL customized fields will pop up when [image: image102.png]


 icon is clicked.  Fields in the pop up screen should be input before the data in the Profit Segment is filled in.
As there were many variations, the manual will explain the fields as follows:- 
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Appearance of scroll bar on the side of the screen indicates that there are more fields as per example from above screen – Assignment to profitability segment.
Explanation of fields and icons in the Account Assignment Tab

	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Multiple Accounts Assignment
	N
	Not Applicable and recommend not to use

	[image: image106.png]n




	Repeat On
	C
	Repeat Accounting data in Accounts Assignment
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	?
	
	Not Applicable
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	Self explanatory field
	
	Display Accounts Assignment Category used for the PO

	[image: image109.png]Distribution




	Self explanatory field
	
	Display distribution method
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	Self explanatory field
	
	Display Company Code 

	[image: image111.png]Unloading Paint




	Self explanatory field
	
	Not Applicable

	[image: image112.png]Recipient




	Self explanatory field
	
	Not Applicable
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	Self explanatory field
	
	GL Account code applicable to the item
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	Self explanatory field
	
	Value are Inbound, Outbound or Monthly
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	Self explanatory field
	
	Usually the completion date

	[image: image116.png]Activity FSC




	Self explanatory field
	
	The entity where the activity happened

	[image: image117.png]PayColl FSC




	Self explanatory field
	
	The entity responsible for payment or collection

	[image: image118.png]ReportingPeriod




	Self explanatory field
	
	The Financial Month/Year when the amounts will reported in the Financial Statement
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	Self explanatory field
	
	The vessel code, usually 3 characters
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	Self explanatory field
	
	The Voyage Reference number of the voyage

	[image: image121.png]Cost Center




	Self explanatory field
	
	The location / department where the costs will be accounted

	[image: image122.png]Profit Center




	Self explanatory field
	
	The location / department where the Revenues will be accounted

	[image: image123.png]Profit. Segment





	Self explanatory field
	
	To Access more fields in Profit Segment
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	Click to open / access more fields

	Click [image: image125.png]


 to show General Ledger’s  New Fields as below to input more detail of the purchase
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	[image: image127.png]Business Area

~




	Self explanatory field
	
	Per Business requirement for separation

	[image: image128.png]Cost Center





	Self explanatory field
	
	Cost Center
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	Self explanatory field
	
	Profit Center

	[image: image130.png]Activity Date





	Self explanatory field
	
	Expected end date of the activity

	[image: image131.png]‘Voyage Number |




	Self explanatory field
	
	Voyage number

	[image: image132.png]Activity FSC





	Self explanatory field
	
	Activity FSC

	[image: image133.png]ReportingPeriod |4




	Self explanatory field
	
	Reporting period

	[image: image134.png]CO Area F




	Self explanatory field
	
	Controlling Area

	[image: image135.png]Vessel Code




	Self explanatory field
	
	Vessel Code

	[image: image136.png]Bound -




	Self explanatory field
	
	Bound (direction) of the activity
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	Self explanatory field
	
	Payment/collection FSC

	[image: image138.png]Profit. Segment





	Self explanatory field
	
	Profit Segment

	Below CO-PA fields when [image: image139.png]Profit Segment | ]



 arrow is click
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	[image: image142.png]Customer




	Self explanatory field
	
	Not applicable

	[image: image143.png]Product




	Self explanatory field
	
	Not applicable

	[image: image144.png]Billing Type




	Self explanatory field
	
	Not applicable

	[image: image145.png]Sales Order




	Self explanatory field
	
	Not applicable

	[image: image146.png]Sales Ord. ltem




	Self explanatory field
	
	Not applicable

	[image: image147.png]Order




	Self explanatory field
	
	Internal Order Number

	[image: image148.png]Company Code




	Self explanatory field
	
	Company Code

	[image: image149.png]Plant




	Self explanatory field
	
	Plant Code

	[image: image150.png]Business Area




	Self explanatory field
	
	Business Area

	[image: image151.png]Sales Org.




	Self explanatory field
	
	Not applicable

	[image: image152.png]Distr. Channel




	Self explanatory field
	
	Not applicable

	[image: image153.png]Division




	Self explanatory field
	
	Not applicable

	[image: image154.png]WBS Element




	Self explanatory field
	
	Not applicable

	[image: image155.png]Cost Object




	Self explanatory field
	
	Cost Object

	[image: image156.png]Profit Center




	Self explanatory field
	
	Profit Center

	[image: image157.png]Partner PC




	Self explanatory field
	
	Not applicable

	[image: image158.png]Reporting Period




	Self explanatory field
	
	Reporting Period

	[image: image159.png]POLETD




	Self explanatory field
	
	POL Estimate Time of Departure

	[image: image160.png]Material Group




	Self explanatory field
	
	Material Group

	[image: image161.png]Costcenter




	Self explanatory field
	
	Cost Center

	[image: image162.png]Business Segment




	Self explanatory field
	
	Business Segment
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	Self explanatory field
	
	Port of Loading

	[image: image164.png]FOD




	Self explanatory field
	
	Port of Discharge

	[image: image165.png]Vessel Code




	Self explanatory field
	
	Vessel Code


7. Purchase Order History
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If PO had not been updated for Goods or Service status, this Tab will not appear.  By clicking on the document number, end user can drill down to the Financial Posting Document 
All possible financial history are displayed below:
	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Display Posting for Goods / Services receipt and any reversal
	R
	Click to drill down document for info. 

Doc Type – WE and Movement Code 101/102
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	Display for Posting of Invoices & Credit Notes
	
	Doc Type – RE-L

Doc No – 51xx
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	Display only if PO involved with  Down payment involved
	
	Doc Type – Anz

Doc No – 22xx


8. Texts
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Additional text for the items can be added in the space providede. More lines are available for each title and they will be printed on the PO form.

9. Delivery Address
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The address of our Plant will appear in this tab automatically.
10. Confirmation

[image: image173.png]Condition (<] 5

Delivery Schedule | Delivery , Invoice , Conditions , AccountAssignment , Purchase OrderHistory | Texts | Delivery Address

Conf et [ o] orderack ConfReq, Rejection Ind




You can enter the number of the vendor's order acknowledgment.

11. Condition Control
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image175.png]Print Price.





	Checkbox Print Price
	R
	To print PO form, the tick must be in the checkbox

	[image: image176.png][ Estimated Price




	Estimated Price Indicator
	
	If the exact price is not know, mark the checkbox and a greater price variance is tolerated during invoice verification than the case/event of and exact net price


Step 13 Check and verify input data before creating the PO’s form
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When information of the PO for all 3 sections has been completed, data needs to be checked and verified in the system required format before saving.  

Click the check Button [image: image178.bmp] to verify the input and click [image: image179.png]Messages



 to print the PO form.
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image181.png]



	Output Type
	R
	Enter NEU or select from match code NEU for Purchase Order [image: image182.png](= Possible Entries:
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	Message transmission Medium
	
	Enter 1 for Print output or select it from drop down list and push the Enter-Key

[image: image184.png]



Remaining field will be auto-filled by the system - [image: image185.png]100003






	[image: image186.png]Communication method




	Identify printer to use
	R
	A screen on the printing information will appear as below to select the printer and other specific action.
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LOCL is the default printer as defined for the printer, enter LOCL in the logical destination or select another printer for printing from the search list.  Other printers are listed with their name and location as below
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	
	
	
	For more than 1 copy, enter the required number in the Number of messages input field.

The page header name is over-written by the Spool Request Name in order that the user had clearly identify the special printout

When SAP cover page is not printed, the header page will not be printed and any selection criteria associate with the report will not be printed

If checkbox for Print immediately is marked, the PO will be printed immediately when it is ready.

If checkbox for Release after output, no copy of the print (PO) will retained in the system.  User needs not mark this checkbox, as spool copy will be auto-deleted in x days.

Rest of data on this screen are defaulted by the system.

Click [image: image189.bmp] to continue other print setup

	[image: image190.png]Further data




	Further data – Dispatch time
	
	Click Further data to determine when the PO should be printed.


This box will appear
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	Field Name

	Description
	R/O/C/N
	User Action and Value

	
	Dispatch time
	
	Enter 4 or select from drop down list if PO was to be printed immediately.

Other options available

· Dispatch to printer per printing schedule

· Dispatch to printer on batch job basis

· Dispatch to printer by another task to be activate by user

· Dispatch to printer immediate after all security had been cleared
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After defining the period, click [image: image193.bmp] to revert 

	[image: image194.bmp]
	Save
	
	Click [image: image195.bmp] to save specification for printing.

	[image: image196.png][ Frocessing log




	System processing log 
	
	This system log will display the history for this printing process and will be updated after PO had been printed.


Step 13 Save the PO data 
Click the [image: image197.bmp] Save icon to generate the PO number

If the PO is subject to PO Release Strategy, the Release Strategy button will appear with following message in the Status Bar [image: image198.png](D Releases already efiected are liable to be reset



.

Click [image: image199.png]


 to continue saving the PO.

If PO is successfully created, the SAP will issue the message[image: image200.png]tandard PO 4060000009 changed




.   
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For good practice, user should record the PO Number on the top right-hand corner of the source / reference document to indicate that the PO had been created.

4.2. Create Purchase Order with reference (me21n)
Use: All administrative purchase order must be created based on reference documents.  The referenced document can be a purchase requisition (PR), a request for quotation (RFQ), or a contract.  Unless it is a purchase order for a non-procurement purchase, or operational purchase order like the slot exchange, the reference document for creating a PO is the previous PO of the similar item.

Procedure:  a) With reference to PR
Step 1 Follow the menu path to the “Create” Folder, or enter the T-code as follow:
	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Create
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	T-Code
	me21n
	[image: image203.png]



Type “ME21N” in the Command’s field and click [image: image204.png]


 or push the Enter-Button to start


Step 2  Click on [image: image205.png]Document Overview On



 to show the document overview.
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The document overview box will appear on the left 
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Step 3 Click [image: image208.png]


 Select Variant Icon to show the items to choose as reference document.
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Step 4 Click                              to display the list of Purchase Requisitions as below, and the Purchase Requisition box will appear as shown in the next diagram
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The number appears in the Max. No. Of hits field display the amount of items that will be displayed 

Step 5 Clear all information on the screen before click the [image: image213.png]


 Hide Dynamic Selection Icon.                           

Step 6 Open the Purchase Requisition folder.  There are many functions to select a purchase requisition.  Here we select by choose the PR creator.  Double click “Created by”.  
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Fill in the name of the PR creator and click [image: image216.png]


 


[image: image217.png]Progam _Edt_Goto_System _Help

[ Release status Purchase Requisition

[ Release Strategy Created by E]

[ Purchasing Group

[B changed on
[B) Requisitioner
[B short Text
[ Material

[ MPN Material

[




Step 7 The document overview area will show the PR document that is created by the PR creator chosen.  Click  [image: image218.png]


  to show the PR that was created by the specified PR creator.
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Step 8 Click and drag the PR item to  [image: image220.png]


.  Detail of the chosen PR will be shown on the item overview. 

The column “Requisitioner” must be filled-in to identify who is the person who request the purchase. The PR number must also appear in the PR
Step 9 Change all the necessary information and fill in the Purchase Organization in the item overview section. Make adjustment to the data of the new PO accordingly.  
Step 10 Click  [image: image221.png]


  to check if any information is missing and needed to complete, follow the direction.

Step 11  Click  [image: image222.png]


  Save to record the transaction notice the PO number created at the Status Bar [image: image223.png]& RCF - BASS PO created under the number 4730000013





                                                                                                                                                                          By creating PO referring to PR, the vendor detail as well as the agreed price is not included into the PO.  Remember to add in the  Vendor detail and purchase price from RFQ .
Procedure:  b) With reference to RFQ
Step 1 Follow the menu path to the “Create” Folder, or enter the T-code as follow:
	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Create
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	T-Code
	me21n
	[image: image225.png]



Type “me21n” in the Command’s field and click [image: image226.png]


 or push the Enter-Button to start


Step 2 Click on [image: image227.png]Document Overview On



 to show the document overview.
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The document overview box will appear on the left 
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Step 3 Click  [image: image230.png]


   Select Variant Icon to show the items to choose.
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Step 4 Click                                   Select Variant Icon for Request for Quotations.
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Step 5 Choose                                    according to the preference and the below box will appear. Then,clear all information before click  [image: image233.png]


  Execute Icon
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Step 6 Choose the required Request of Quotation (RFQ that were created in the system will appear) from the list of RFQ on the left
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Step 7 Drag the selected quotation to  [image: image236.png]


.  Detail of the chosen RFQ will be shown on the item overview. (Here, quotation no. 2001000000 is chosen)

[image: image237.png]Purchase Order

Edit_Goto Envronment System Help

< 2001000001
<Y 2001000002
<Y 2001000003
<Y 2001000004
< 2001000005
< 2001000006
<Y 2001000007
<Y 2001000008
< 2001000009
< 2001000010
< 2001000011
<Y 2001000012
<Y 2001000013
<Y 2001000014
<Y 2001000015
< 2001000016
< 2001000017
<Y 2001000018
< 2001000019
< 2001000020
< 2001000021

| Standard PO o | vendor 100098 MM RCF TRAIN 00 Doc. date
Hearer
1001000000 10 20010000001

0000000000oooooo
0000000000oooooo

=
]

=R

[[ 107 Office Rental





Step 8 Change all the necessary information and fill in the Purchase Organization the item overview section. Make adjustment to the data of the new PO accordingly.  

Step 9 Click  [image: image238.png]


  to check if any information is missing and needed to complete, follow the direction.

Step 10 Click  [image: image239.png]


  Save to record the transaction notice the PO number created at the Status Bar           [image: image240.png]& standard PO created under the number 7500000084




[image: image241.jpg]-~
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 It is best to create PO with reference to RFQ because all info in RFQ such as PR number,  prices and selected vendor will be referred to in PO. 
Procedure:  c) With reference to Contract 
Step 1 Follow the menu path to the “Create” Folder, or enter the T- code as follow:
	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Create
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	T-Code
	me21n
	[image: image243.png]



Type “me21n” in the Command’s field and click [image: image244.png]


 or push the Enter-Button to start


Step 2 Click on  [image: image245.png]Document Overview On



  to show the document overview
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The document overview box will appear on the left 
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Step 3 Click  [image: image248.png]


  Select Variant Icon to show the items to choose
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Step 4 The screen will be shown like below, then Click  [image: image250.png]


  Execute Icon.    
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Step5 Choose the required contracts (Contracts that were created in the system will appear)
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Step 6 Click and drag the referred contract to  [image: image253.png]


.  Detail of the chosen contract will be shown on the item overview.
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Step 7 Change all the necessary information and fill in the Purchase Organization the item overview section. Make adjustment to the data of the new PO accordingly.  

Step 8 Click  [image: image255.png]


  to check if any information is missing and needed to complete, follow the direction.

Step 9 Click [image: image256.png]


 Save to record the transaction; notice the PO number created at the Status Bar      [image: image257.png]& Standard PO created under the number 7500000086




                                                                                                   
         
         Purchase order can be created based on a contract only if the contract have been released.    

Procedure:  d) Retrieving information from previous PO
Step 1 Follow the menu path to the “Create” Folder, or enter the T- code as follow:
	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Create
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	T-Code
	me21n 
	[image: image259.png]



Type “me21n” in the Command’s field and click [image: image260.png]


 or push the Enter-Button to start
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 Creating PO with reference consume less time and information input due to the existing detail from the reference document
Step 2 Click on  [image: image262.png]Document Overview On



  to show the document overview
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The document overview box will appear on the left 
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Step 3 Click  [image: image265.png]


  Select Variant Icon to show the items to choose
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Step 4 Choose the required purchase order (PO that were created by the user in the past will appear)
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Step 5 From the list of all purchase order created by the owner, click the required PO and drag to [image: image268.png]


.  Detail of the chosen PO will be shown on the item overview.  (PO number 4060000237 is chosen in this example)
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Step 6 Change all the necessary information and make adjustment to the data for the new PO.  

Step 7 Click [image: image270.png]


 to check if any information is missing and needed to complete, follow the direction.

Step 8 Click [image: image271.png]


 Save to record the transaction notice the PO number created at the Status Bar.
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4.3. PO Amendment (me22n)
Achieving perfect PO creation should be the principle behind every PO creator.  With the review process, better and more reliable information should be arranged and make available to the PO creator.
PO re-working should be constantly and seriously reviewed as it will involved time and efforts for a group of people (depending on the stages that the PO had been processed) and can be complicated by system restriction for changes in certain fields, such as vendor code and name, document type or accounts assignment category.

Use:  After the creation of PO, there is by chance, and not unusual that the PO needs adjustment.  The adjustment may cause by the typing error, misunderstanding on delivery date, carelessness, misspelling, etc.  

  The amendment of PO, including price and quantity must be done ONLY before the release of the PO.

Procedure:  

Step 1 Display the PO to the screen for amendment.  There are various options as list below:

	Using Favourites
	Open Favourites Folder and select Task to start
	[image: image273.png]~ & Favorites
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Click [image: image274.png]MEZ22N - Change Purchase Order





	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Change
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	Transaction code to perform changes
	                                           me22n
	[image: image276.png]@ vezn






[image: image277.wmf]  Amendment can be done to PO by entering me21n and me23n by choosing the PO that requires amendment and click Display/Change icon [image: image278.png]



After you have entered the system, the system remembers and displays the last PO number; the latest created PO screen will appear.  It is advised that user should have knowledge and experience on how to create a new PO to perform the amendment.

Step 2 Choose the PO that requires an amendment by click the other purchase order icon [image: image279.png]


.  Enter the PO number in the Select Document pop-up box
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Step 3 Check the detail of the PO if it is correct.  The ordered quantity, the value to pay as well as the quantity to be delivered and the value to pay
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Step 4 Click Display/Change icon [image: image282.png]


 to start amend PO
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[image: image284.wmf]  Notice the Item Overview Area is in white; changes can be made in this area.  There are several types of amendment which can be classified as below: 

a. Add new item

System default is to add new item to be purchased after the last item of the PO.  If there are number gaps between existing item, it is possible to move the new item closer to the related item by changing the Item number.  System does not allow the use of same items number.   

User is able to use the features / icons to conveniently add a new item to the PO.  However, user need to remember to review and correct necessary fields by pushing the enter key for the system to register the new value before saving and to follow up the process needed such as PO release/approval, reprint, etc.

b. Deleted item (one or all)

Knowing the stages that the PO had passed and user had taken the necessary corrective action/s, user may proceed to delete the item/s.  Reprint and re-dispatch of the PO form based on the new status of the PO is necessary after approval.  It is not necessary to mark the PO as deleted after all items had been deleted as removal of the deleted PO will be performed on a periodical basis by the system (housekeeping).  To delete the item, click on the left column of the row to highlight the row and click[image: image285.png]


.  To undelete, highlight the row and click [image: image286.png]=




c. Change quantity and/or price

Knowing the stages that the PO had passed and user had taken the necessary corrective action/s, user may proceed to alter any quantity or price as necessary. Reprint and re-dispatch of the PO form based on the new status of the PO is necessary after approval.  
d. Change to data in Accounts Assignment fields

User had to ensure that all reversals of document as listed had been performed before making any changes to data in this Tab in the Item’s Section.

e. Other changes

Changes to text or message in all sections possible but must know the legal obligation involved, such as volunteering cash on delivery, payment of surcharges, delivery date, etc.

Step 5 After amendment has been completed, Click [image: image287.png]


 Save to record the transaction.   Notice the confirm message at the Status Bar [image: image288.png]RCB - Standard PO 4060000239 changed




There are three kind of messages with colour coded that reacts like the traffic light system,  The messages as display varies with the system responses to the requirement

· [image: image289.png]| Netprice must be greater than




· [image: image290.png]Statistics-relevant deliv. date will not





· [image: image291.png]Standard PO 7500000008 change




	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image292.png]€ Netpr




	Error Message
	R
	System had detected an error and will not proceed with the task.  Correction is needed and users had to interpret the message to locate the field for correction

	[image: image293.png]



	Warning Message
	C
	System had detected possible error conditions and user should review the data per the message.  System will proceed with the task upon user confirmation by clicking the Enter Icon [image: image294.bmp] pushing the Enter-Key

	[image: image295.png]&2 standarc




	Information Message
	C
	System information that the task had been successfully completed and the document reference no.   User might needs to record the Ref. No. for later use if it is a new document that was created, such as PO No.


[image: image296.png]


  PO amendment is not advised in the case of changing the price or quantity received.  Should there be any changes to the price or quantity; users must check the stage which the PO had passed through to reverse/cancel the process backward.  The procedure is in section 5.8 Items to check before amending PO in appendix.  Users are to be aware of the consequences as the changes only to texts or messages fields are general accepted with any system impact
[image: image297.wmf]  It is not possible to change the PO No., Vendor data and Order Date.  User will need to create a new PO and delete the existing PO for the above mentioned fields.   All changes to the PO are logged into the system and can be viewed.  Please refer to 4.4 Display PO – Step 3 for viewing procedure.  
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 Please refer to 5.8 PO Amendment Icons in the Appendix for further explanation
4.4. Display PO (me23n)

Use: After PO has been created, it can be recall from the system to view 

Procedure:

Step 1. To display the Purchase Order (After user had login to the SAP System), follow the below menu path.  

	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Display
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Click [image: image300.png]2 ME23N - Display



 to start task


	T-Code
	me23n

	[image: image301.png]@ [mean




Type “me23n” in the Command’s field and click [image: image302.png]


 or push the Enter-Button to start


Step 2. Display Purchase Order

[image: image303.png]Docurment Overview On | Hold ||ga| || @ Print Preview || Messages | [ | Personal Setting





[image: image304.jpg]-~
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When the screen appears, the most recent PO detail will be displayed.  To look for other PO, click [image: image305.png]5




 to look for other PO.

[image: image306.png][ Select Document
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Enter the PO number in the     [image: image307.png]4060000213



 line, the PO requested will be displayed.   

Step 3.   Display change history - All changes are logged into the system. Changes are logged and access to display is via the SAP Menu Bar – Environment. Click and select item to display
[image: image308.png]



User will be able to display based on the items in the red box above.  Change log are kept on per PO basis and access (Click) via the Menu Bar, under Environment.  Here we choose Header Changes to view the change.  
[image: image309.png]o
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The information contains are: the reason of the change, new and old value of the change, the person who change the PO, the date and time of the change, and the document number and the T-code used for the change
4.5. PO Release Strategy (me28, me29n)
General practice for all businesses was that any external document had to be reviewed and approved by certain level of authority before it was dispatched to an external party and PO is one of those documents that had to meet this criterion.  PO Release strategy includes release/approval of PO, cancellation of approved PO, or rejection of PO
Use:  This release strategy defines the approval process for purchase order. The system prompt the release codes necessary and the sequence in which releases have to be effective to release the PO. There are a maximum of eight release codes.  Assignment of the release strategy the PO is based on the release conditions

It is also good practice that authorization should not be apply twice (on paper and system) and in such cases, exception does apply.

End users should note that when PO form had been printed, it is not possible to cancel the release / approval of the PO
Procedure:
Step 1.  Follow the menu path or the T-code as below:

	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Release


	[image: image310.png]7 Logistics
= €9 Materials Management
< €3 Purchasing
< €3 Purchase Order
b O create
) ME22N - Change
) ME23N - Display
) ME24 - Maintain Supplement
) MEMASSPO - Mass Maintenance
< €3 Release
) ME28N - Individual Release,
2 ME28 - Callective Release




Click [image: image311.png][#] ME28



 or [image: image312.png][#] mME29N



 

	T-Code
	me28

me29n

	[image: image313.png]



Type “me28” in the Command’s field if several PO needs to be released.  

Then click [image: image314.png]


 or press Enter  Or 
[image: image315.png]



Type “me29n” if only one PO was to be released. Then click [image: image316.png]


 or press Enter




Step 2.  Choose the format to view the list of PO for approval 
a) Standard SAP Screen from Collective Release – me28
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Step 3a.  Click the [image: image318.png]Release Code



 tab according to your release position.  

	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image319.png]Release Code

i~




	Release Code
** Please refer to the Release Code Table in the appendix 
	R
	User had to enter or select appropriate release code related to their authorization


[image: image320.png]Release Group

to





Step 4a.  Select the Release Group if required.   
	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image321.png]Release Group




[image: image322.png]



[image: image323.png]



	Release Group
	O
	Enter or select Release group code for PO items that user can release.  It is a single value if only one field was entered.  
If “to” field was also entered, the system will treat this as a range of data.




It is also possible to apply the inclusive and exclusive rules in the selection and can apply to single or range of codes by clicking [image: image324.png]


.

Sample screen display the single values a,e,i,o &u to be used as it is under the Select Single Value’s Tab.

Other Tabs are Select Range, which is still inclusive, while following Tabs are for Excluding single values or ranges.

[image: image325.png]| (= Muttiple Selection for Puchasing Document Category

(]t et 9





	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image326.png]Multiple selection.




	Multiple Selection
	O
	Selected more than one document type by marking the checkbox

	[image: image327.png]



	Maintain Selection Options
	O
	Select to specific more criteria eg. Greater than, less than, not equals to, greater than or equals to, single value etc.

	[image: image328.png]



[image: image329.png]



	Insert line

Delete Selection Criterion
	O
	add the select line

delete the select line

	[image: image330.png]



	Delete entire selection line
	O
	Delete all lines

	[image: image331.png]



	Import from text file
	O
	import text file to the line/s

	[image: image332.png]



	Update from clipboard
	O
	import from Clipboard

	[image: image333.png]



	Check entries
	O
	Check data

	[image: image334.png]



	Copy
	O
	Accept to process data


This is a common feature in SAP
	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image335.png]SetRelease
[Jcancel Release
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	Respective Checkbox
	O
	Mark checkboxes for requirement to be listed

	[image: image336.png]Scope of List




	Scope of List
** Please refer to the display PO for approval  table in the appendix
	C
	This will set the format of how the list of PO to be approved will be in.  “Best” is the defaulted scope.  

	Below are list of optional icon, standard field and description that user may use to specific their listed to be displayed. Being standard field, user will be able to fully utilize them over a period of time.  

	[image: image337.png]Puchasing Document Category




[image: image338.png]



[image: image339.png]



	Self explanatory
	O
	Default “F” is for PO.  Other in the list are
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Use of [image: image341.png]


 and [image: image342.png]


 which is a standard feature use throughout SAP are as explained in Release Group

	[image: image343.png]Purchasing Organization




	Self explanatory
	
	Purchasing Organization

	[image: image344.png]Document Number




	Self explanatory
	
	PO Number

	[image: image345.png]Document Type




	Self explanatory
	
	PO Type

	[image: image346.png]Purchasing Group




	Self explanatory
	
	Purchasing group

	[image: image347.png]endor




	Self explanatory
	
	Vendor Code

	[image: image348.png]Supplying Plant




	Self explanatory
	
	Not applicable

	[image: image349.png]Document Date




	Self explanatory
	
	Document Date


Step 5a.  Select [image: image350.png]


 to display the PO waiting for approval

[image: image351.png]Release Purchasing Documents with Release Code MG
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4010000127 SGOO 100107 MM RCF TRAIN 10 SGE 17.11.2009
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B1/10 Burker B Blocked, changeable w Release possble
4010000147 SGOO 100097 MM US TRAIN 30 SG1 18.11.2009
C1/60 Off Exp 32006400 B Blocked, changeable w Release possble
4010000160 SGOO 100108 MM RCF TRAIN 11 SG1 20.11.2009
D1/20 IT/com exp201-399 US B Blocked, changsable w Release possble
4010000161 SGOO 100108 MM RCF TRAIN 11 SG1 20.11.2009
C1/20 Off Exp 201-399 US B Blocked, changsable w Release possble

4010000165 SGO0 100108 MM RCF TRAIN 11 SG1 20.11.2009




Step 6a.  Click on the PO line to be released and click [image: image352.png]P Release




, the PO will be released at the approved level and labeled green with [image: image353.png]Release Set



 status and if the release needs to be cancelled, click [image: image354.png]Cancel Release




 and the PO status will be labeled green with [image: image355.png]


 status.  

[image: image356.png]Release Purchasing Documents with Release Code MG
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Step 7a.  Click [image: image357.png]


 to ensure the transaction has been executed

The status bar will show the status of the PO is changed[image: image358.png]Release effected with release code MG





b) Standard SAP Screen from Individual Release – me29n 

[image: image359.wmf]  This is a more popular way to use
Step 3b. The screen of the latest PO will appear.  Click [image: image360.png]


 Other purchase order icon to go to the PO to be released. 

[image: image361.png]@3] Release RCB - Standard PO 4060000213
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Step 4b. Enter the PO number be released in the [image: image362.png]Pur, order



 field and press enter or click [image: image363.png]Other Document




[image: image364.png]| (= Select Document.
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Step 5b. Go to the [image: image365.png]" Release strategy



 tab at the Header Data Section and click the [image: image366.png]


  “Release” icon to release the PO.  

To release PO, click [image: image367.png]


 “Release” icon at the Release Column.  It will change to [image: image368.png]


 “Cancel Release” icon which indicates the “Released” status can be changed to “Cancelled”.  When PO is “Released”, the [image: image369.png]


  “Release Possible” icon at the Status Column will change to [image: image370.png]


 “Release Effected” status.  On the opposite, cancellation or rejection of release can be done by click on the [image: image371.png]


 “Cancel Release” icon.  The [image: image372.png]


 icon will change back to[image: image373.png]
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[image: image375.png]


  If the PO had been further processed, meaning Goods & Service Receipt, Invoiced Rectified, or even printed or dispatched, this message will appear.  User will have to only cancel PO
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Step 6b. Click [image: image377.png]


 to save the released PO.  Notice the status bar that shows the PO status has changed
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.
4.6. PO printing (me9f)
PO will not print or able to be dispatched electronically until it had been “Released”.  PO had to be printed with the price and if the checkbox is off in any item in the PO Detail Section, the system will also prevent the PO to be printed.

Step 1 Start task to display Purchase Order (After user had login to the SAP System. The various options to start the task as per list below:

	Menu Path
	SAP Menu ( Logistic ( Material Management ( Purchasing ( Purchase Order ( Messages


	[image: image379.png]~ & Logistics
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Click [image: image380.png]2 MESF - PrintTransmit



 

	T-Code
	me9f

	[image: image381.png]



Type “me9f” in the Command’s field and click [image: image382.png]


 or push the Enter-Button to start.

SAP is not case sensitive


Step 2 Enter the PO number that needs to be printed into the Document Number Field and click [image: image383.png]
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Step 3 Check the box to choose the purchase document.
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Step 4 Click [image: image386.png]Output Message



 to print the PO document.                                                                      

[image: image387.wmf]If the PO is to be printed again, repeating step 3 is not possible.  The error message will appear on the screen as below
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User need to return to the Message Output Screen, enter the Document Number field and change the Processing Status from “0” to “1” and click[image: image389.png]


.  
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When the Message Output Screen appears, check the box and click [image: image391.png]Message Details



 to print the PO document.
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Click on the left column to highlight the row and click[image: image393.png]Repeat output



.  The new row will appear on top.  


Notice the row “yellow” light which indicates that the transaction had not been printed.  The “green” light indicates the transaction has been printed.
Click [image: image394.png]


 Save and the Message Output Screen will appear.  Click [image: image395.png]


 Back.  Enter Document Number Field and set the Processing Status to “0”. Click [image: image396.png]


.  
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Check the box and click [image: image398.png]Output Message



 to print the PO document.
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To set up printer
Step 4 Click [image: image400.png]


  on the Standard Tool bar to command PO printing.  Choose the printer “LOCL” and click [image: image401.png]Properties




  to continue.  

[image: image402.png]Lst Edit Goto Ssttings System Help
€@ CRE BT 0 IEEI@®

Message Output
1| K| ID3 |1

[ Print ALV List

Output Device Local printing by SAP fronter
Number of copies 1

(¥l

Output Message | Display Message || Message Detas || Trial Printout

i

®piint al

OPint from page o To o

[ Information

G) s

[Progertes ] ¢ ]





Step 5 Click [image: image403.png]


 to acknowledge the information and the Spool Request Attributes pop up box will appear.  Double click on the “Time of Printing” and the “Time of print” will appear below.  Choose “X Print Immediately” and click [image: image404.png]


 at the bottom of the box
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Step 5 The default printer set will appear on the “Window printer” line and the Time of print indicates “X Print immediately”.  Click [image: image406.png]


 to return to the printing process.
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4.7. PO update for Goods & Services Receipt (migo)
Step 1 Access the transaction choosing one of the following navigation options:

This transaction (MIGO) is used for many processes such as Goods Receipt, Return Delivery, Cancellation, and Display
	Menu Path
	SAP Menu ( Logistics ( Material Management ( Purchasing ( Purchase Order ( Follow-On Functions ( MIGO – Goods Receipt
	[image: image408.png]~ 3 Logistics
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	T-Code
	migo
	[image: image409.png]@ nio






The screen for processing Goods Receipt also contains three sections and can be expanded or collapse.
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image411.png]T Head.data




	Header data Section
	O
	Click to expand and verify date

	[image: image412.png]Line_[D__[Del.





	Line Section
	O
	Collapse the Header Section will enable more lines to be displayed

	[image: image413.png]T3 Detail data.




	Detail data Section
	
	Click to expand for detailed view, mark item for selection, view financial data and drill down.  

It is possible to display PO from Purchase Order Data’s Tab.


4.7.1 Create Goods & Services Receipt

Step 2 Choose A01 Goods Receipt, fill in PO number and press enter to proceed, the detail of the PO will appear in the Line Section
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Step 3 Check if the items in the Line Section are correct and click the box in the “OK” column
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[image: image416.wmf]  If the Detail Section is open, the box in the “OK” column is not possible to click.  Click on the [image: image417.png][item oK



 at the bottom of the Detail Section instead.  To click the “OK” column, close the Detail Section.  Before posting, user can click [image: image418.png]Check



 to see if all the required document are properly entered.
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When all information is correct, notice the “green” light and the message [image: image420.png]


 at the bottom of the screen 
Step 4 Check if the Document date and Posting date is correctly entered

Step 5 Click [image: image421.png]Post



 and notice the [image: image422.png]Material document 5000000297 posted




[image: image423.jpg]-~

~



 If the Goods Receipt process had not been updated to the PO, the [image: image424.png]" Purchase Order Histary |



 Tab will not appear in the Item Detail Section during the PO display.   
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4.7.2 Cancel Goods & Services Receipt

Follow Step 1 from 4.7.1

Step 2 Choose A03 Cancellation, fill in Goods Receipt number and press enter to proceed.  The detail of the Goods & Services Receipt will appear in the Line Section
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Step 3 Check if the items in the Line Section are correct and click the box in the “OK” column

[image: image427.wmf]  If the Detail Section is open, the box in the “OK” column is not possible to click.  Click on the [image: image428.png][item oK



 at the bottom of the Detail Section instead.  To click the “OK” column, close the Detail Section
Step 4 Click [image: image429.png]Post



 and notice the [image: image430.png]Material document 5000000898 posted
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When Goods & Service had been cancelled “Delivered” will be zero.  Here, PO had not been cancelled 
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4.7.3 Display Goods & Services Receipt
Follow Step 1 from 4.7.1

Step 2 Choose A04 Display, fill in Goods Receipt number and press enter to proceed.  The detail of the Goods & Services Receipt will appear in the Line Section 
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Step 3 Click the [image: image434.png]" Doc. info



tab and [image: image435.png][%  FIDocuments



 to see the FI Document of this Goods & Service Receipt.  The List of Document in Accounting  pop up screen will appear to show the Doc. Number of the transaction.


4.7.4 Return Delivery on Goods & Services Receipt
Follow Step 1 from 4.7.1

Step 2 Choose A02 Return Delivery, fill in Goods Receipt number and press enter to proceed.  The detail of the Goods & Services Receipt will appear in the Line Section 
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[image: image437.wmf]  Notice the “Qty in UnE” and “EUn” column is in white for edit.

If the Detail Section is open, the box in the “OK” column is not possible to click.  Click on the [image: image438.png][item oK



 at the bottom of the Detail Section instead.  To click the “OK” column, close the Detail Section
[image: image439.jpg]-~
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Return Delivery is used when Goods & Services Receipt are to be returned in partial; while Cancellation is used when Goods & Services Receipt are wrongly created or return as a whole.
Step 3 Check “OK”, enter the number of return goods and the reason for the return
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Step 4 Click [image: image441.png]Post



 and notice the message on material document number posted on the screen below
[image: image442.wmf] Tips for each section in the MIGO transactions

a) Set defaults Value (if applicable)
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image444.png]Settings




	Settings
	O
	Set personal default settings. Click for Drop-down menu

	[image: image445.png]ods Receipt




	Goods & Service Receipt
	O
	Had a drop down list to list Held documents

	[image: image446.png]"




	
	R
	If user had hold any posting / update of Goods & Services, they had to access the document via this list

	[image: image447.png]



	Drop down Menus
	O
	Choose [image: image448.png]Default Values



 for Pop-Up menu
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	General Default Values
	O
	[image: image450.png]StorageLocation



 and [image: image451.png]In Plant



 are related to inventory management.  

In inventory management, input field [image: image452.png]StorageLocation



 and checkbox [image: image453.png][JPropose



 to enter values or to activate the option.
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	Option available
	O
	If complete Goods & Services were received every time for the PO, activating this option could save user some keystrokes and time to process this task.

Options to activate are Proposed the OK function in future and Propose All Items.

Do not activate option to Copy Account Assignment Fields as it is inventory management related.

It is not recommended for all other occasion. 
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	Check / Save / Cancel
	R
	Values entered can be checked before Save (Adopt) or cancel.
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	Rest of field
	N
	Rest of fields are not applicable for purchases of Goods & Services.


b) Enter Select function and PO Number in Header Section
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	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Overview
	O
	Show or Hide Overview. 

List in Overview provide the history list of documents that had been processed.

If list is not required or user want a full screen, user should close the Overview by activating the Hide Overview
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	Goods Receipt
	R
	Select this function for posting Goods & Service status
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	Drop down List
	N
	Not Applicable 

Rest of item from drop down list application to Inventory Management
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	Document Type
	R
	Select this item for posting Goods & Service receipt
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	Drop down list of other documents
	N
	Not Applicable 

Rest of item from drop down list application to Inventory Management

	[image: image464.png]Purchase Orderm| | | |




	Purchase Order Number and Item fields
	R
	Enter the PO No. in the first field and PO’s Item No. in the second field and click [image: image465.bmp] 

PO No. can be selected via the search facility, which contains several optional list
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	Other search option
	O
	It is also possible to search PO by vendor or use the last search result by respective Icon.
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	Movement Type
	R
	Two codes are available for use to record the receipt or reversal of Goods & Receipt, namely 

- 101 for Receipt 

- 102 for Reversal

If the task is to post receipt of Goods & Services, the code 101 had to be used.

If the task is to reverse the receipt of Goods & Services, the code 102 had to be used.  The handling thereafter is the same for quantity, etc.

Rest of codes from the drop-down must not be used as they are related to Inventory Management as they will not work properly with the intended purchase of this manual.

	[image: image469.png]Document Date | 16.09.2008)
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	Date
	
	System default current dates and users should perform the system task of updating the status of delivery on the same day to avoid complication

Document date is the date on the delivery note

Posting date is the same date that the financial entries will be recorded.

Complication arises when the update was performed after the close of financial period and previous month dates are blocked.  User will have to change the Posting date to the 1st day of the acceptable financial period
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[image: image471.png]HeaderText




	Additional Info
	O
	Additional info on delivery can be added if needed as per respectively title
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	Transaction print
	N
	It is not necessary to print a receipt slip for this update.  

Users should not tick the checkbox


c) Select item and enter actual quantity of goods & services received
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After the PO No. had been entered, below item/s will be displayed.   
If Personal Setting, default for proposal had been set, system could mark all item/s as OK and proposed the full quantity, else user had to mark item by item and entered respective line item quantity.
It is standard that the financial values and amounts are not shown on this task & screen.  

	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image474.png]




	Line Item
	O
	Enter quantity received in [image: image475.png]


 Enter tick in preceding checkbox to indicate acceptance.

If line was shaded, click another lines to open the shaded lines for input.

Users who needs  to have more info for each line can ignore this portion of the screen and proceed to Quantity’s Tab in Detail Data Section


d) Details of the actual quantity of goods & services received
There are six Tabs in this Detail Data’s Section and the most commonly use Tab are Quantity and Purchase Order Data.  Rest of Tabs contains information only as per example provided for Account Assignment
1. Material – shows the material purchase in the PO and its material group
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2. Quantity – shows the quantity received; user can choose to enter the quantity here instead of indicate in the Liner Section
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	Description
	R/O/C/N
	User Action and Value

	Quantity Tab open
	R
	Additional field enable the user to note quantity mentioned in the Delivery Order, which should not be the same as the actual.  If they are the same, user should choose not to entered data in this field

After the entry had been completed, user should mark the checkbox to indicate to the system to accept the item for further processing.  

To move to the next item, user needs to click the right or left button icon.

When all the items had updated, user needs to save [image: image478.bmp] the data for further processing, that is to create the material and financial documents.

When the system had completed the processing, the system will revert an information message on the Status Bar - [image: image479.png]Material docurnent 5000000124 posted






3. Purchase Order Data – shows the PO number as well as the GR number.  
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	Description
	R/O/C/N
	User Action and Value

	Purchase Order Data
	O

	User can drill down and view the PO by selecting the Purchase Order Data’s Tab and double click on the PO No.


4. Account Assignment – shows the GL Accounts code, Cost & Profit Center used for this item
[image: image481.png]/L account 70108002
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	Description
	R/O/C/N
	User Action and Value

	Account Assignment
	O
	Display GL Accounts code, Cost & Profit Center used for this item.


e) Set defaults Value (if applicable)
[image: image482.png]Goods Receipt _Settings _ System _Help
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	[image: image483.png]Settings




	Settings
	O
	Set personal default settings. Click for Drop-down menu

	[image: image484.png]ods Receipt




	Goods & Service Receipt
	O
	Had a drop down list to list Held documents

	[image: image485.png]"




	
	R
	If user had hold any posting / update of Goods & Services, they had to access the document via this list

	[image: image486.png]



	Drop down Menus
	O
	Choose [image: image487.png]Default Values



 for Pop-Up menu
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	General Default Values
	O
	Input field [image: image489.png]


 and checkbox [image: image490.png][JPropose



 to enter values or to activate the option.

Not necessary to fill data in  [image: image491.png]StorageLocation



 and [image: image492.png]In Plant



 as they are inventory related.

	[image: image493.png](] Propose the OK Function in Future
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	Option available
	O
	If complete Goods & Services were received every time for the PO, activating this option could save user some keystrokes and time to process this task.

Options to activate are Proposed the OK function in future and Propose All Items.

Do not activate option to Copy Account Assgt Fields as it is inventory management related.

It is not recommended for all other occasion. 


f) Definition of commonly use function in the Header Detail Section:
[image: image494.png]



	Field Name
	Description
	R/O/C/N
	User Action and Value

	A01 Goods Receipt
	Goods Receipt
	C
	User wants to do Goods Receipt

	A02 Return Delivery
	Return Delivery
	C
	User wants to Return Goods

	A03 Cancellation
	Cancellation
	C
	User wants to do Cancel Goods

	A04 Display
	Display
	C
	User wants to display goods that had been received


4.8. PO Reports

Detailed list of available reports, explanation and how it can be generated will be covered in another manual.

5. Appendix
5.1. Icons

	Icon
	Quick info text
	Accelerator Key
	Function

	[image: image495.png]



	Enter
	Enter 
	Left-click on the Enter button when you want the system to accept your field entry and move to the next function, or screen. It is the same function as the Enter button and it does not save your work.

	In New Visual Design:

[image: image496.jpg]



In Classic Design:

[image: image497.jpg]


 
	Command field
	No Accelerator Key
	The Command field is used for fast path commands to take you directly to a transaction task without using menus. To open and close command field, click on the arrow to the right of the field. You can display a list of the transactions you used previously by choosing the dropdown arrow at the right-hand end of the field.

By entering a transaction into the field, it would directly lead to the first page of that transaction. More on the usage of command field and transaction code will be explain in 2.4 “Navigation in SAP System”

	[image: image498.png]



	Save
	CTRL+S
	Left-click on the Save button when you want to save data or save changes to data in a system task.

	[image: image499.png]



	Back
	F3
	Left-click on the Back button when you want to move back to the previous screen or menu without saving your data. If there are required fields on the screen, these fields must be completed first.

	[image: image500.png]



	Exit
	SHIFT+F3
	Left-click on the Exit button when you want to exit the current function and return you to the main menu screen without saving your data.

	[image: image501.png]



	Cancel
	F12
	Exits the current task without saving. Same function as Cancel in the Edit menu.

	[image: image502.png]



	Print
	CTRL+P
	Prints data from the current screen.

	[image: image503.png]



	Find
	CTRL+F
	Left-click on the Find button when you want to search for words and alphanumeric combinations in the current screen. 

	[image: image504.png]



	Find next
	CTRL+G
	Use Find next button to extend searching for a previous searching item in the current screen.

	[image: image505.png]



	First page
	CTRL+PgUp
	Scrolls to the first page.

	[image: image506.png]



	Previous page
	PgUp 
	Scrolls to the previous page.

	[image: image507.png]



	Next page
	PgDn
	Scrolls to the next page.

	[image: image508.png]



	Last page
	CTRL+PgDn
	Scrolls to the last page.

	[image: image509.png]



	Create session
	No Accelerator Key
	Creates a new SAP session. Same function as Create session in the System menu.

	[image: image510.png]



	Create shortcut
	No Accelerator Key
	Allows you to create a desktop shortcut to any SAP report, transaction, or task.

	[image: image511.png]



	Help
	F1
	Provides help on the field where the cursor is positioned.

	In New Visual Design:

[image: image512.png]


 

In Classic Design: [image: image513.jpg]



	Customizing of local layout
	ALT+F12
	Allows you to change the way information, warning and errors messages are displayed. You may also use this icon to print a screen shot or select Hardcopy. 


5.2. PO Form 

[image: image514.png]Purchase order
For SAP - SIT Cycle 2 , RCB
70 numberidate
4060000016 / 10.09.2009
Cantact parsonTalaphons
RCE - Admin

Our VAT registration no

TH3101120028

Yaur vendor number with us

100015

Please deliver to:

Regional Container Lines Public

Company Limited

127/35 Panjathani Tower Bldg., 30th

Ratchadapisek Road 10110

Terms of payment: 1 day after invoice date Currency THB

To avoid delayed in payment, please mention the PO number mentioned in
this document in your invoice

ftem  Material Description
order aty Unit Price per unit Netvalue
00010 Rental Apartment
3 Months 3,000.00 9,000.00

*%% Ttem completely delivered ***

Total net value excl. tax THB 9,000.00





5.3. Account Assignment Table

	[image: image515.png]A_|AcctAssgntCateg

A
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C  Sdles order
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I RCLSTFENp Group 1.
] RCL Clearing BS GL
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O RL Overhear Cost

P Project

Q  Proj. make-to-order
R RCLBS GL Group 1,
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v RCL Oper.Cost Gr. 4
W RCL Oper.Cost Gr. 3
X Al auxacct.assgts,

Y RCL Oper.Cost Gr. 2
Z  RCL OperCost-Carrier




	Code to be used

A – Purchase of Asset for all Companies

F – Staff Expenses budget related. Applicable to non-liner company (RCB, RCS, RIV, RSM)

H – Overhead Cost (Administrative expense) except Staff related expense. Applicable to liner company (RCF and RCL-owned agent)

I – Staff Expenses budget related. Applicable to liner company (RCF and RCL-owned agent)
J – Advance payment and FI costs

K – RCF & RMM Operating costs. Applicable for PO creating directly in SAP
L – RCL Unbilled VOC and Balance Sheet (GL account 1xx)
O – Overhead Cost (Administrative expense) except Staff related expense. Applicable to non-liner company (RCB, RCS, RIV, RSM)

Y – BASS Purchases, applicable for both PO create direct in SAP and interface from BASS system. 

Z – RCF & RMM Operating costs. Applicable for PO interfacing from Dolphin Carrier System (DCS)



5.4. Material Group Table
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5.5. Release Code Table
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5.6. Costs related to release group
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5.7. Display PO for Approval  Table
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5.8. PO amendment icons
	Field Name
	Description
	R/O/C/N
	User Action and Value
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	Icon to open or collapse the section
	C
	Switch by clicking the icon for the section that is not necessary.   More rows will be available for view/input when it is available beside displaying the fields needed.
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	Select Block
	C
	Edit mode as in Microsoft, which will enable user to mark multiple items for copying or deletion.
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	Select All
	C
	Select all items for processing
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	De Select All
	C
	De Select all items
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	Delete
	C
	Delete select item/s

	[image: image527.png]



	Block
	C
	Block select items/s
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	UnBlock
	C
	Unblock or Un delete the select item/s

	[image: image529.png]



	Copy
	C
	Copy the select item and paste in new row

	[image: image530.png]



	Mass Change
	C
	Perform mass changes.  Could be dangerous if users is not very familiar with the system.
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	Sort in Ascending Order
	C
	Sort in ascending order
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	Sort in Descending Order
	C
	Sort in descending order
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	Set Filter
	C
	Filtering and filtering criteria in pop up menu
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	Undo Filter
	C
	Clear Filtering criteria
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	Link to Document/s
	N
	Not available – enable users to view scan document/s.
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	Set Default Values
	C
	Save defaults view and standards when used, if it is always the same
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	Additional Planning
	N
	Not Applicable as related to stock control
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	Multiple Accounts Assignment
	N
	Recommend not to use
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	Repeat On
	C
	Repeat Accounting data in Accounts Assignment


5.9. Items to check before amending the PO
During the creation of a new PO (before saving), all fields can be changed and all other actions – insert new items, deleted entered item/s – can be performed.  System will verify the fields and provide error messages if the requirements are not met.  
When all data are in order, the system will save the PO and provide the PO number as recorded in the system.  Users are reminded that they should note the PO number on the source document to ensure that the same document will not be used to create another PO (duplicate).

[image: image540.png]


 It is not possible to change the PO No., Vendor data and Order Date.  User will need to create a new PO and delete the existing PO. for the above mentioned fields.  
In reality, there are in many cases that PO needs to be amended and users must check the stage which the PO had passed through to be aware of the consequences and reverse/cancel the process backward.  The stages can be the followings:
a) Before the PO had been released / approved by Management
· All fields are possible to amend 

· The amendment may be restrictive due to the linkage of document type, accounts assignment and organization code.  
· If the PO had not been released, the Release indicator is labelled “B”
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b) After the PO had been released / approved by Management 

· Indication of approval can be recognized by the [image: image542.png]


 icon in the List of Approval Party and status 

· If the PO had been released / approved, the Release indicator is labelled “G”
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· Any changes in the detail except price and quantity is possible without reapproves; subjecting to the printing status of the PO
· Change in price and quantity requires PO to be reapproved.  
· To view if the PO is printed / dispatch, click [image: image544.png]Messages



 on the Application Menu Bar to display status
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[image: image546.wmf]  Notice the “green” light at the status column.  If the PO is not printed, the status will be in “yellow” 
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[image: image548.png]


If the PO is printed / dispatched, it is not possible to change the price or quantity in the PO except to cancel the released / approved PO.  
c) After Goods & Services had been received; but invoice not rectified
After Goods & Services receipt had been update, the PO process will be continued in F&A Department until the final settlement with the vendor.  At each stage, the information will be updated automatically in the PO header and Item Detail Section.
· Reversal will be necessary for each stages that had been performed

· The amendment will involve more than one person in more than one department, depending on which stage the receipt is at.  
· If the Invoice have not been rectified, cancellation of the Goods Receipt needs to be done first by choosing A03 Cancellation  [image: image549.png]‘ 403 Cancelation E]




[image: image550.wmf]  Please refer to section 4.7.3 Cancellation to see the procedure to cancel Goods & Services Receipt.  
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The “Still to deliv” row will indicate if the Goods & Service Receipt has been cancelled.  Here, it has been cancelled.
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PO creator and Management involved should make it their mission that the PO is complete and correct on first creation of the PO.  Re-work of PO can be avoided and this will benefit all parties to the PO in time spent on amendment.
d) After Invoice had been rectified
· Reversal of the financial posting document needs to be done before any changes are done to the PO.  (this includes changes to the quantity, price, or other financial data)
· Reversal are to be done from the latest step in reverse order, starting from Invoice Verification (if invoice had been rectified) to Goods & Services Receipt (Goods had been Receipt) before performing PO cancellation
· Reversal is complete when the “Invoiced” and “Delivered” lines are zero in the [image: image553.png]7 Status



 at the Header Section.
a) When goods and service had been received and invoice had been rectified 
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b) When invoice and goods and service had been cancelled; but PO had not been cancelled 
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c) When PO had been cancelled 
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[image: image557.wmf]  “Delivered” is zero means Goods and Service had not been delivered; while “Invoiced” is zero means invoice for the PO had not been received and rectified.  “Ordered” is zero means PO had been cancelled
· The [image: image558.png]" Purchase Order Histary |



Tab of the Item Detail Section will display the detailed document reference related to the process.  Here, the “Goods receipt” and “Invoice receipt” row indicates “0”, indicating that both invoiced rectification and goods receipts have been cancelled.
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[image: image560.wmf] Other indication in the Purchase Order History Tab 
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	Field Name
	Description
	R/O/C/N
	User Action and Value
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[image: image563.png]Down paymts.




	Down payments
	C
	Inform F&A Department and the Vendor for the refund.  The purchaser will have will have to provide all documents to support the refund. 
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[image: image565.png]Invoiced




	Invoiced
	C
	Inform F&A Department that the PO will be cancelled and they have to cancel the invoice.  If payment had been made, it is necessary to ask the vendor for a refund. 

The purchaser will have will have to provide all documents to support the refund.
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[image: image567.png]Delivered




	Delivered of Goods / services 
	C
	As financial posting had been performed based on existing data, it had to be reversed before any amendment.  Please refer to manual relating to this task.


Re-print and re-dispatch of the PO form is necessary after saving the amendment.  Though the PO form could have been printed and/or dispatched to the vendor, vendor needs to be informed of the amendments and the revised PO form had to be forward again for the purchases to be effectively managed.
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It is critical that user had to secure approval from their manager before amendment, if quantity or price is to be adjusted.
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