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Typographic Conventions

	Type Style
	Description

	Example text
	Words or characters that appear on the screen. These include field names, screen titles, pushbuttons as well as menu names, paths and options.

Cross-references to other documentation.

	Example text
	Emphasized words or phrases in body text, titles of graphics and tables.

	EXAMPLE TEXT
	Names of elements in the system. These include report names, program names, transaction codes, table names, and individual key words of a programming language, when surrounded by body text, for example, SELECT and INCLUDE.

	Example text
	Screen output. This includes file and directory names and their paths, messages, source code, names of variables and parameters as well as names of installation, upgrade and database tools.

	EXAMPLE TEXT
	Keys on the keyboard, for example, function keys (such as F2) or the ENTER key.

	Example text
	Exact user entry. These are words or characters that you enter in the system exactly as they appear in the documentation.

	<Example text>
	Variable user entry. Pointed brackets indicate that you replace these words and characters with appropriate entries.
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Chemicals: Quotation for Procurement
1 Purpose

Document

The purpose of this document is to explain the business process in detail. Target groups are purchasing employees.
Scenario

In this purchasing, process a purchasing employee requests quotations for the supply of a specific material from different vendors. A quotation comparison list enables him to choose the best source of supply by evaluating the quotations of the relevant vendors. The accepted quotation is later converted into a purchase order and a rejection letter is sent to the vendors whose quotations were rejected. 

Material-specific information including vendor pricing and lead-time from the quotation is captured within master data records.
2 Prerequisites

2.1 Master Data and Organizational Data

SAP Best Practices Standard Values

Essential master and organizational data was created in your ERP system in the implementation phase, such as the data that reflects the organizational structure of your company and master data that suits its operational focus, for example, master data for materials, vendors, and customers.
This master data usually consists of standardized SAP Best Practices default values, and enables you to go through the process steps of this scenario. 
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Additional Master Data (Default Values)

You can test the scenario with other SAP Best Practices default values that have the same characteristics.

Check your SAP ECC system to find out which other material master data exists.
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Using Your Own Master Data

You can also use customized values for any material or organizational data for which you have created master data. For more information on how to create master data, see the Master Data Procedures documentation.
Use the following master data in the process steps described in this document:
	Master / org. data
	Value
	Master / Org. data details
	Comment

	Material
	CH-1010
	Raw material for external procurement (VB planning), batch controlled, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	CH-1020
	Raw material for external procurement (PD planning), batch controlled, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	CH-1100
	Raw material for external procurement with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	CH-1440
	Raw material for external procurement (PD planning), batch controlled, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	CH-4100
	Packaging material for external procurement with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	CH-4200
	Packaging material for external procurement with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	CH-4210
	Packaging material for external procurement with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Plant
	1000
	Plant 1
	

	Storage Location
	10Q1
	Standard Warehouse
	

	Storage Location
	10Q2
	Raw Materials
	

	Storage Location
	10Q3
	Storage Tank
	

	Vendor
	S-1001
	Poly Werke AG
	

	Vendor
	S-1002
	Bühler Speciality Chemicals
	

	Vendor
	S-1003
	Best Chemicals AG
	

	Vendor
	S-1004
	VERPA Packmittel OHG
	

	Vendor
	S-1005
	Metallwerke Blech GmbH
	

	Vendor
	S-1006
	Druckerei Müller OHG
	

	
	
	
	

	Vendor
	S-2000
	Wollmann Chemicals
	

	Company Code
	1000
	Company Code 1000
	

	Purchase Organization
	1000
	Purch. Org. 1000
	

	Purchase group
	YQ1
	Raw Materials
	

	Purchase group
	YQ2
	Packaging Materials
	


2.2 Business Conditions

The business process described in this Business Process Documentation is part of a bigger chain of integrated business processes or scenarios. Consequently, you must have completed the following processes and fulfilled the following business conditions before you can start going through this scenario:

	Business condition
	Scenario

	You have completed all steps described in the Business Process Documentation Prerequisite Process Steps (154). These process steps include the step Roll MM Period to Current Period. Perform this activity if the MM period in the system is not set to the current period. Usually, this activity has to be done once a month.
	Prerequisite Process Steps (154)


2.3 Preliminary Steps

To run this scenario, you do not need to have stock for the used materials. 
2.4 Roles

Use

The following roles must have been installed in the SAP Netweaver Business Client (NWBC) when using NWBC. They are not needed if SAP GUI is used.
Prerequisites

The business roles are needed when using SAP Netweaver Business Client (NWBC):
	Business role
	Technical name
	Process step 

	Production Planner 
	SAP_BPR_PRODUCTIONPLANNER_EX-S
	MDBT Execute MRP,
MD04 Stock/Requirements List 

	Warehouse Clerk 
	SAP_BPR_WAREHOUSESPECIALIST-S
	MIGO Enter Goods Movement 

	Buyer 
	SAP_BPR_PURCHASER-S
	ME41 Create Request for Quotation, ME4S List Quotations, 
ME47 Maintain quotations, 
ME49 Price Comparison List, 
ME21N Create Purchase Order 

	Business Analyst Purchaser 
	SAP_BPR_PURCHASER-K
	ME05 Maintain Source List 


3 Process Overview Table
	Process step 
	External process reference
	Business condition
	Business role
	Transaction code
	Expected results

	Create Request for Quotation
	
	Request for materials
	Buyer
	ME41
	RFQ is created and printed.

	List Quotations
	
	Overview of RFQs
	Buyer
	ME4S
	RFQs are listed

	Maintain Quotations
	
	Vendor answers to request of quotation.
	Buyer
	ME47
	Quotations are maintained, prices entered.



	Compare, Select and Reject Vendors 
	
	Choose Vendor for purchasing
	Buyer
	ME49
	Info Records Created for approved quotations; other quotations rejected 

	Maintain Source List
	
	Vendor is fixed buying source
	Buyer
	ME05
	Vendor is taken as a fixed source for procurement


4 Business Processes
4.1 Creating Request for Quotation

Use

In this activity you create requests for quotations and send it to the vendors.

Procedure

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Logistics ( Materials Management ( Purchasing ( RFQ/Quotation ( Request for Quotation ( Create

	Transaction code
	ME41


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role 
	Buyer (SAP_BPR_PURCHASER-S)

	Business role menu
	Purchasing ( Quotations (Create RFQ


2. On the Create RFQ: Initial Screen, make the following entries and choose Enter:

	Field name
	Description
	User action and values
	Comment

	RFQ type
	
	AN
	Enter an RFQ type

	Language
	
	EN
	

	Quotation deadline
	
	<A date before delivery date>
	for example, today’s date + 14 days

	Purchasing Organization
	
	1000
	

	Purchasing Group
	
	<purchasing group no.>
	


3. To create a quotation with reference to a purchase requisition, push Create Referencing Requisition and enter the Purchase Requisition Number. 
To create a quotation without a reference, choose Enter.

4. On the Create RFQ: Item Overview screen, enter the following values:

	Field name
	Description
	User action and values
	Comment

	Material 
	
	Any material number for this scenarios
	For example, CH-1100

	Quantity
	
	Any Quantity
	For example, 10

	Delivery date
	
	<enter a delivery date>
	For example, today’s date + 21 days

	Plant
	
	1000
	


5. Choose Header Details. 
6. On the Create RFQ: Header Data screen, enter a collective number in the Coll. No field to track multiple RFQ’s:

	Field name
	Description
	User action and values
	Comment

	Coll. No
	Collective Number
	Any combination of letters and numbers
	for example test 1402


7. Choose Vendor Address (F7) or choose menu Header ( Vendor Address.
8. On the Create RFQ: Vendor Address screen, enter a vendor number (any vendor). 
9. When the one-time-vendor number has been chosen, you can maintain the address manually. If the vendor language differs from the RFQ language, choose the language from the Choose RFQ Language dialog box.
	Field name
	Description
	User action and values
	Comment

	Vendor
	Vendor number
	Any vendor number
	for example S-1001


10. Choose Save.

11. Note the RFQ numbers that appear at the bottom of the screen.

12. Repeat steps 6-8 if the RFQ is sent to more that one vendor.

13. Choose Exit. 

Result

The RFQs are created, printed, and sent to the vendors. 
4.2 Listing Requests for Quotations

Use

In this activity, you display the requests for quotations created in the last step.

Procedure

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Logistics ( Materials Management ( Purchasing ( RFQ/Quotation ( Request for Quotation ( List Displays ( By Collective Number

	Transaction code
	ME4S


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role 
	Buyer (SAP_BPR_PURCHASER-S)

	Business role menu
	Purchasing ( Quotations ( RFQs per Collective Number


2. On the RFQs per Collective Number screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Collective Number
	Collective Number
	Your collective number used in the before step
	for example test 1402

	Purchasing Organization
	
	1000
	

	Purchasing Group
	
	<purchasing group no.>
	


3. Execute by choosing Execute or F8.
4. On the RFQs per Collective Number screen, check the list. You can display more information of the individual RFQs by choosing the respective line of the RFQ and choosing Display Document.
Result

All Requests for quotations for the collective number are listed. 

Any other list selection in the menu Logistics ( Materials Management ( Purchasing ( RFQ/Quotation ( Request for Quotation ( List Displays (… (ME4L, ME4M, and so on.) provides lists with other groupings.
4.3 Maintaining Quotations

Use

In this activity you maintain the different quotations of the vendors as answer to the requests for quotations.
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You can maintain quotations for all vendors without purchasing info record, except for vendor CPDL (one-time-vendor).
Procedure

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Logistics ( Materials Management ( Purchasing (  RFQ/Quotation ( Quotation ( Maintain

	Transaction code
	ME47


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role 
	Buyer (SAP_BPR_PURCHASER-S)

	Business role menu
	Purchasing ( Quotations ( Maintain Quotation


2. On the Maintain Quotation: Initial Screen, enter the first of your RFQ numbers (from the previous step), and choose Overview (F8):

3. On the Maintain Quotation: Item Overview screen, enter a price in the Net Price field, and choose Save.
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Optional:
You can also choose Item Conditions (Shift + F6) to enter other condition types, such as discount, surcharge and freight cost. Ignore any warning messages by choosing Enter.
4. Repeat these steps for all your RFQs or quotations.
Result

Quotations are created and can be reviewed.
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To have a real comparison from several vendors, you have to maintain several quotations to several vendors with the same material numbers.
4.4 Comparing, Selecting and Rejecting Vendors
Use

This can be done once all quotations have been entered. The quotations from the different vendors have now been compared.
Procedure

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Logistics ( Materials Management ( Purchasing ( RFQ/Quotation ( Quotation ( Price Comparison

	Transaction code
	ME49


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role 
	Buyer (SAP_BPR_PURCHASER-S)

	Business role menu
	Purchasing ( Quotations ( Price Comparison List


2. On the Price Comparison List screen, make the following entries:
	Field name
	Description
	User action and values
	Comment

	Purchasing Organization
	
	Purch. Org. 1000
	

	Collective RFQ
	Collective Number
	Your collective number used in the steps before
	for example test 1402

	Determine Effective Price
	Checkbox in the Price Calculations area
	Select
	


3. Execute by choosing Execute or F8.
4. Choose the column of your favorite vendor, and then choose Maintain Quotation. 

5. On the Maintain Quotation screen, choose the item line and choose Item Details (F2). 

6. On the Maintain Quotation: Item xxxxx screen, in the Quotation Data section, in the Info Update field, enter B and choose Save.
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If the buyer is the same for all plants, choose C.

7. If no changes have been made, return to the Price Comparison screen by choosing Exit. 

8. Choose the vendor you want to reject, and choose Maintain Quotation. 
9. On the Maintain Quotation screen, choose the item line and choose Item Details (F2). 

10. On the Maintain Quotation: Item Overview screen, in the Quotation data section, choose the Rej. Ind. checkbox (for rejection) and choose Save. 
11. Repeat steps 8 and 9 to reject additional vendors.

Result

Approved quotations are saved, other quotations are rejected. Rejected quotations can be printed.
The process continues with approved quotations.
4.5 Optional: Generating Source List

Use

This activity is optional and can be performed once the quotation has been accepted.

Procedure

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Logistics ( Materials Management ( Purchasing ( Master Data ( Source List ( Follow-On Functions ( Generate

	Transaction code
	ME05


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role
	Business Analyst Purchaser (SAP_BPR_PURCHASER-K)

	Business role menu
	Purchasing ( Source Lists ( Generate Source List


2. On the Generate Source List screen, enter the material and the plant. Change the validity dates and deselect Test Run.
3. Choose Execute.

4. Choose the respective line item.
5. Choose Save.
6. Choose Back.
Result

You have created a source list for the chosen material and vendor combination.
4.6 Follow-On Processes
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You have two different options for purchase order creation. For both options, refer to the following procedures
4.6.1 Creating Purchase Order from Quotation
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 Procurement w/o QM (130)
Procedure
To execute this activity, process the following steps using the master data from this document (see also table below):
	Steps to process from scenario Procurement to Stock – 130

	Create Purchase Order manually (Use Document Overview and adopt your Quotation) 

	Change Purchase Order

	Approval of Purchase Orders

	Print Purchase Order

	Receive Goods from Vendor

	Invoice Receipt by Line Item


5 Appendix
5.1 Reversal of Process Steps
	Creating a Request for Quotation

	Transaction code ( SAP GUI)
	ME41

	Reversal:
	Delete Request for Quotation

	Transaction code ( SAP GUI)
	ME42

	Comment
	You must delete the item line in the quotation


	Maintain Quotations

	Transaction code ( SAP GUI)
	ME47

	Reversal:
	Delete request for quotation

	Transaction code ( SAP GUI)
	ME47


	Maintain Source List

	Transaction code ( SAP GUI)
	ME05

	Reversal:
	Maintain source list again

	Transaction code ( SAP GUI)
	ME01

	Comment
	You need to adjust the source list


	Create Purchase Order from Quotation

	Transaction code ( SAP GUI)
	ME21N

	Reversal:
	Delete purchase order

	Transaction code ( SAP GUI)
	ME22N

	Comment
	You need to delete the item line in the purchase order


5.2 SAP ERP Reports

Use

The table below lists the most frequently used reports that help you to obtain additional information on this business process. 
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You can find detailed descriptions of the individual reports in the following BPD documents, which provide a comprehensive compilation of all important reports:

· Financial Accounting: SAP ERP Reports for Accounting (221)
· Logistics Processes: SAP ERP Reports for Logistics (222)
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The descriptions of reports that are an indispensable part of the process flow may be located directly in the section where they belong.
Reports

	Report title
	Transaction code
	Comment

	List Display of Purchase Requisitions
	ME5A
	A list of all selected purchase requisitions is displayed.

	General Analysis Evaluation
	ME80AN
	Certain purchasing documents and various sum totals.

	Analysis of Purchase Order Values
	ME81N
	Different Analysis (for example, ABC, comparison periods)

	Purchase Order by Material
	ME2M
	Items in purchasing documents that contain certain materials.

	Purchase Order by Vendor
	ME2L
	Listing of purchase orders created for a particular vendor.

	Purchase Order by document number
	ME4N
	A list of purchase orders


5.3 Used Forms

Use

In some of the activities of this business process, forms are used. The table below provides details on these forms.
	Common Form Name
	Form Type
	Used in Process step
	Output Type
	Technical Name

	RFQ
	SmartForm
	Step 4
	NEU
	YBAA_MMRFQ

	RFQ-Urging/Reminder
	SmartForm
	Step
	MAHN
	YBAA_MMRFQ

	RFQ-Quo rejection
	SmartForm
	Step
	ABSA
	YBAA_MMRFQ

	Purchase order
	SmartForm
	Step
	NEU
	YBAA_MMPO


5.4 Frequently Asked Questions
	Questions
	Answers

	Can I add special instructions to the purchase order?
	Yes.

	Can we buy in a different currency other than the local currency?
	Yes.

	Can we measure our vendor performance?
	Yes, but the measurement criteria have to be defined by the business.

	How do you manage the quality of incoming goods?
	The movement of material allow recording of stock status –one of them being quality stock status – which exempts the stock quantity from MRP. Detailed quality results require SAP Quality Management module.

	Can we use warehouse management functionality for material management?
	Yes, the functionality exists – further requirement analysis needs to be done to determine the project scope.

	Is it possible to use quota arrangements?
	Yes. The only requirement is to ensure the Material Master Field (MRP2 Quota arrangement usage under procurement section) is updated.

	Legacy MRP takes a long time; does SAP encounter performance issues in this area?
	No, SAP uses a process called Parallel Processing (transaction SM30 with table V_T462A). Parallel processing runs according to packages using the low level code logic.
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