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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.


Contents

51
Purpose


52
Prerequisites


52.1
Master Data and Organizational Data


62.2
Business Conditions


72.3
Roles


73
Process Overview Table


94
Business Processes


94.1
Displaying and Assigning Purchase Requisitions


104.2
Converting Assigned Requisitions to Purchase Orders


124.3
Creating Purchase Order Manually


134.4
Reviewing and Changing Purchase Order (Optional)


134.5
Approval of Purchase Orders


144.6
Printing Purchase Order


154.7
Receiving Goods from Vendor


184.8
Invoice Receipt by Line Item


194.9
Invoice Receipt by Line Item (with Invoice Reduction)


224.10
Outgoing Payment


225
Appendix


225.1
Reversal of Process Steps


235.2
SAP ERP Reports


235.3
Used Forms


235.3.1
Procurement


245.3.2
Goods Receipt


245.3.3
Invoice Verification




Chemicals: Procurement without QM
1 Purpose

This purchasing process starts when a purchasing employee requests quotations for the supply of a specific material from different vendors. A quotation comparison list enables you to choose the best source of supply by evaluating the responses/quotations of the relevant vendors. The agreed material cost is captured in the material master and part of inventory valuation based on a released standard cost. 
Material-specific information including vendor pricing and lead-time is captured in the quotation. Info records can have one or more vendors associated with the material; however, one vendor can be designated as the primary source for the material. 
A purchase requisition is either generated via the Material Requirements Planning (MRP) process or manually by a requestor. A buyer validates the accuracy of the purchase requisition and converts the purchase requisition into a purchase order. The purchase order is subject to approval based on a predefined amount prior to being issued to a vendor.

Goods are shipped from the vendor, and the goods receipt is done with reference to the purchase order.

The invoice is received from the vendor. Invoices are entered with reference to a purchase order.
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-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-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
	

	Vendor
	S-1001
	VENDOR DOMESTIC 00
	

	Vendor
	S-1004
	VENDOR DOMESTIC 03
	

	Vendor
	S-1005
	VENDOR DOMESTIC 04
	

	Vendor
	S-1006
	VENDOR DOMESTIC 05
	

	Vendor
	S-2000
	VENDOR US TRADE
	

	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. 
For this scenario there are no business conditions. 
2.3 Roles

Use

The following roles must have been installed to test this scenario in the SAP Netweaver Business Client (NWBC). The roles in this Business Process Documentation must be assigned to the user or users testing this scenario. You need these roles if you are using the NWBC interface, but the standard SAP GUI.

Prerequisites

The business roles have been assigned to the user who is testing this scenario.

	Business Role
	Details
	Activity
	Transaction

	Warehouse Clerk 
	SAP_BPR_WAREHOUSESPECIALIST-S
	Goods Receipt
	MIGO

	Buyer 
	SAP_BPR_PURCHASER-S
	Assign Requisition and create Purchase Order
Create Purchase Order
Change Purchase Order
Message Output
	ME57

ME21N
ME22N
ME9F

	Purchasing Manager
	SAP_BPR_PURCHASER-E
	Release Purchasing Documents
	ME28


	Accounts Payable Accountant 1 
	SAP_BPR_AP_CLERK-S1
	Enter Invoice
	MIRO


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

	Display list of purchase requisitions
	
	This activity is performed when you want to review your purchase requisitions and assign them.
	Buyer
	ME57
	To see all assigned purchase requisitions (by purchasing group, material, plant), use transaction ME5A (menu path Materials Management  Purchasing  Purchase Requisition  List Display  General)

	Convert assigned requisitions to purchase orders
	
	This activity is performed when you want to review your purchase requisitions and assign them.
	Buyer
	ME57
	The system generates a purchase order.

	Change purchase order
	
	This activity is performed if a purchase order is not accurate.
	Buyer
	ME22N
	Purchase Order is adjusted.

	Approval of purchase order
	
	All the purchase orders that require release by release authorization person are listed and need to be approved.
	Purchasing Manager
	ME28
	The purchase order is now released. But the purchase order may need to be released by multiple people depending on its value (customizing). Once the last person has released the purchase order, the buyer/planner can output (print, fax, EDI) the purchase order as necessary.  

	Print purchase order
	
	This activity can be performed after the purchase order is released.
	Buyer
	ME9F
	The purchase order is printed.

	Receive Goods from Vendor to the Purchase Order
	
	Verify part number and quantity of goods received.
	Warehouse clerk
	MIGO
	If you want to check your GR document, use transaction MB03. Insert material document and press Enter. If you want to check your stock overview, use transaction MMBE and insert material and plant.

	Invoice Receipt by Line Item
	
	The invoice verification is done here.
	Accounts Payable
	MIRO
	The invoice is verified.

	Outgoing Payment
	See 158 – AP – Accounts Payable scenario
	In this activity, you process the outgoing payment.
	
	
	The outgoing payment is processed.

	G/L: Period End Plant
	See 159 – GL – Period end closing in financial accounting scenario
	In this activity, you handle period-end processing
	
	
	Period-end processing is complete.


4 Business Processes
Create a Purchase Requisition at first.  No.________________ (ME51N)

4.1 Displaying and Assigning Purchase Requisitions
Use

You perform this activity when you want to review your Purchase Requisitions and assign them.
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 ( Purchase Requisition ( Follow-On functions ( Assign and Process

	Transaction code
	ME57


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

	Business role menu
	Purchasing ( Purchase Requisitions ( Assign and Process Purchase Requisitions


2. On the Assign and Process Purchase Requisitions screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Plant
	
	Plant 1 (1000)
	Choose the plant you have planned before.

	Scope of List
	
	A
	


3. Choose the assigned purchase requisitions checkbox if you also want to see requisitions, which are already assigned (for example for deliveries from plant to plant), and choose Execute.

4. Expand Item Overview. Choose the requisition line and choose Assign Automatically. 
If more than one source of supply exists, the list is displayed in a source overview window. If only one exists, it adds the source of supply. If no source of supply exists, a message appears stating not possible to assign a source to all items.
If no vendor is assigned automatically, you can manually assign a vendor by choosing Assign Manually.
5. Choose Save. You receive the message that the purchase requisitions have been changed.
Result
The vendors are assigned to the purchase requisitions. If you want to see the purchase requisitions (by purchasing group, material, plant) use the transaction ME5A (choose Materials Management ( Purchasing ( Purchase Requisition ( List Display ( General).
4.2 Converting Assigned Requisitions to Purchase Orders

Use

This activity is performed to create Purchase Orders out of assigned Purchase Requisitions.
Prerequisites for foreign vendors
If the vendor is from a country within the European Union (Poly Werke AG (S-1001), the tax code E1 (19% acquisition tax on EC delivery of goods) has to be used in the info record. If the vendor is located in a third country (Wollmann Chemicals (S-2000)), tax code V9 (Taxable/tax-exempt foreign input tax) has to be used. In both cases the reconciliation account in the vendor master tab Accounting: Accounting Information is 16168611 (Foreign payables).

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 ( Purchase Requisition ( Follow-On functions ( Assign and Process

	Transaction code
	ME57


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

	Business role menu
	Purchasing ( Purchase Requisitions ( Assign and Process Purchase Requisitions


2. On the Assign and Process Purchase Requisitions screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Plant
	
	Plant 1 (1000)
	Choose the plant you have planned before.

	Scope of List
	
	A
	

	Assigned Purchase Requisitions
	
	X
	Set the checkbox.


3. You can convert the assigned purchase requisitions into purchase orders by choosing Assignments overview on the top of the screen.

4. Choose the line of source (vendor/supplying plant) which has been assigned to the purchase requisition as the source of supply and choose Process Assignment.
5. In the dialog box, choose Continue. 

6. On the Create Purchase Order screen, choose Document overview on if the document overview is off.

7. Choose the purchase requisition to be converted then choose Adopt. All the information of the purchase requisition is copied into the purchase order. 

If the purchase order is for a 3rd party drop shipped material, choose the Item Details section and choose the GR non-valuated indicator on the Delivery tab of the line item.

If the purchase order is subject to evaluated receipt settlement, enter tax code from following table  in the Tax Code field on the Invoice tab page.
	Tax Category
	Material Types
	Tax code

	Local purchase(VAT) / (CENVAT/VAT)
	Trading Goods
	NC

	
	Raw Material
	VG

	
	Semi finished Goods
	VG

	Purchasing from Other states(CST) / (CENVAT/CST)
	Trading Goods
	TU

	
	Raw Material
	TW

	
	Semi finished Goods
	TW


8. Choose Save.
Result
A Purchase Order is generated.
4.3 Creating Purchase Order Manually
Use

This activity creates a purchase order manually.

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 ( Purchase Order ( Create ( Vendor/Supplying Plant Known

	Transaction code
	ME21N


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

	Business role menu
	Purchasing ( Purchase Orders ( Create Purchase Order


2. On the Create Purchase Order screen, make the following entries and choose save:

	Field name
	Description
	User action and values
	Comment

	Order type
	
	Standard PO
	

	Vendor
	
	<vendor no.>
	Or other vendors described in this business procedure 

	Org. data tab page
	
	Choose
	

	Purchasing org.
	
	Purch. Org. 1000
	Purchasing Org.

	Purchasing group
	
	<purchase group no.>
	Purch. Group YQ1 or YQ2

	Company Code
	
	Company Code 1000
	

	Expand "Item overview"
	
	Choose
	If item overview window is not visible

	Material
	
	<material no.>
	Or other materials described in this business procedure 

	Order quantity
	
	100
	Or any other value

	Delivery date
	
	Any, in future
	

	Plant
	
	Plant 1 (1000)
	Distribution Center

	Price
	
	for example 10
	

	Storage location
	
	Standard Warehouse (10Q1)
	Target storage location


Result

The system creates a purchase order. Record purchase order number for further processing.
4.4 Reviewing and Changing Purchase Order (Optional)
Use

This activity is performed to change a Purchase Order.
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 (  Purchase Order ( Change

	Transaction code
	ME22N


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

	Business role menu
	Purchasing ( Purchase Orders


2. On the Change Purchase Order screen, the last purchase order number is defaulted on the screen. If this purchase order number is not the one you want to work with, choose Other Purchase Order.
3. Enter the purchase order number and do the necessary changes. If the change affects the price of the purchase order, the release strategy needs to be reviewed.
4. Choose Save.

Result
The changes are applied to the purchase order.
4.5 Approval of Purchase Orders

Use

Purchase orders which require an authorization can be approved in this 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 ( Purchase Order ( Release ( Collective Release

	Transaction code
	ME28


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role 
	Purchasing Manager (SAP_BPR_PURCHASER-E)

	Business role menu
	Purchasing ( Approval ( Release Purchase Order - List


2. On the Release (Approve) Purchasing Documents screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Release Code
	
	01
	

	List with items
	
	X
	Set the checkbox.

	Scope of List
	
	Best
	

	Puchasing Document Category
	
	F
	


You need a release code for purchase order values that are larger than 25000 INR and the document type is NB or FO.

3. Choose Execute. 
4. A list of all purchase orders requiring release by this release code is displayed.

5. Choose the purchase order line that you want to release.

6. Choose Release.
7. Choose Save.

Result
The purchase order is now released. But the purchase order may need to be released by multiple people depending on its value (customizing). Once the last person has released the purchase order, the buyer/planner can output (print, fax, EDI) the purchase order as necessary.  
4.6 Printing Purchase Order

Use

This activity can be performed after the purchase order is released.

If the purchase order is set to be printed immediately after it is saved and – if necessary – approved, this step is not necessary.

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 ( Purchase Order ( Messages ( Print/Transmit

	Transaction code
	ME9F


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

	Business role menu
	Purchasing ( Purchase Orders ( Message Output


2. On the Message Output screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Processing Status
	
	0
	Status '0
' means that the processing program has not yet been started.


3. Choose document number, vendor, purchasing organization or purchasing group.

4. Choose Execute.
5. Choose the purchase order number and choose Output Message. After that, your PO is printed out.
Result
The purchase order has been printed out.
4.7 Receiving Goods from Vendor

Use

The dock handling clerks unload incoming trucks and verify that parts are at the proper dock destination. This activity also checks for any damage of containers before signing for load.
Take the packing slip from the container and verify that the part number on the container and the quantity matches the packing slip information. Verify the number of containers received.
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 ( Inventory Management ( Goods Movement ( Goods Receipt ( For Purchase Order ( PO Number Known

	Transaction code
	MIGO


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role 
	Warehouse Clerk (SAP_BPR_WAREHOUSESPECIALIST-S)

	Business role menu
	Warehouse Management ( Receiving 


2. Choose your Purchase Order and choose Post Goods Receipt.

3. On the Goods Receipt screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Executable Action in Transaction
	
	Goods Receipt
	

	Reference Document
	
	Purchase Order
	

	Purchasing Document number
	
	Purchase Order Number
	NWBC: Do not enter the Purchase Order Number.

	Print via Output Control (checkbox)
	
	
	A goods receipt slip is printed. If you have entered a storage bin in the material master tab Plant data / stor. 1, the storage bin is printed on the receipt slip.


4. If evaluated receipt settlement in the purchase order is active, the system creates the invoice document automatically based on the goods receipt data. Therefore it is necessary to fill in the delivery note field. If you don’t fill in the field, you get a warning message that the invoice document should contain the vendor's delivery note number.
5. If multiple lines exist, you can choose Close Detail Data to be able to view all lines. You can choose the line and continue the process. If you want to find an item with a particular part number within the purchase order, enter the part number then choose Search in Item Overview. When a line appears with the correct part number, choose the line and continue the process.

6. On the Quantity tab page, under item level, enter the quantity to be received.

7. On the Where tab page you can change the storage location, if necessary, and enter values in the text field (optional). If inspection setup exits for material/plant, the system posts the quantity into stock type quality inspection (the quality inspection stock is also suggested and changing from you to another stock type would not be relevant for posting). The following process for inspection setup is described in Business Process Documentation 127 – Quality Management for Procurement with vendor evaluation. If inspection setup does not exit for material/plant the stock type requested by the system is Unrestricted use. At this point you can still restrict the usage of the material by changing the stock type to quality inspection. In this case the posting does not start the scenario 127 – Quality Management for Procurement with vendor evaluation.

8. If batch management is activated in the material master, in the Batch tab page you can enter the vendor batch. 

9. If a serial number profile is defined in the material master, you have to enter the serial numbers on the serial numbers tab page. Either you can enter the numbers manually or you choose the Create Serial No’s automatically checkbox. 

10. If the material has a Minimum Remaining Shelf Life, you have to enter the Shelf Life Expiration / Best-Before Date or the Date of Manufacture.
11. Choose the Item OK checkbox at the bottom of the screen. 
12. Hit Enter. An additional Tab Excise Item is displayed under Detail Data and another tab Excise Invoice is displayed under Header Data

13. Hit Excise Invoice tab under Header Data

	Field name
	Description
	User action and values
	Comment

	Executable Action in Transaction
	
	Excise Invoice
Excise Inv. Date
BED, AED, NCCD, SED

ECS and SECS
	Maintain an invoice number, say Ex01, as this is an external number.
Current date
Check the values are populated 

	Reference Document
	
	Purchase Order
	

	Purchasing Document number
	
	Purchase Order Number
	NWBC: Do not enter the Purchase Order Number.

	Print via Output Control (checkbox)
	
	
	A goods receipt slip is printed. If you have entered a storage bin in the material master tab Plant data / stor. 1, the storage bin is printed on the receipt slip.


14. Choose Post. 

If the quantity differs from the purchase order quantity, you will get a warning message in case of deficits, in case of over delivery an error message. If the quantity entered is correct, choose Enter to bypass warning, otherwise fill in the correct quantity. If the material is not subject to full-warehouse management, the process ends here (at this point, note down the material document number).
If batch management is activated in the material master, the system creates a batch number.
Result
1. If you want to check your goods receipt document, use transaction MB03. Insert material document and press Enter. If you want to check your stock overview, use transaction MMBE and insert material and plant. The system executes the financial bookings parallel to the quantity bookings: On the debit side the Inventory account and on the credit side the Goods Receipt / Invoice Receipt account and if there are price differences a Price difference account is posted (the Goods Receipt / Invoice Receipt account is balanced during invoice verification).
2. Financial postings

	Posting Key
	Account
	Description
	Note

	89 (Debit)
	22401100 or

49999100 or
22301100
	Stock of  raw materials (4011)
Third party material (service provider)
Stock of Semi finished goods
	Depending on material type

	96 (Credit)
	18729001
	Provisional Liability – Venor- Material - Goods Receipt / Invoice Receipt
	

	86 (Debit) or 96 (Credit)
86 (Debit) or
96 (Credit)
	40401100
413011000 

	Consumption of raw materials (4011)
Change in stock of semi finished 

	Depending whether you have positive or negative pricing differences and depending of material type


4.8 Invoice Receipt by Line Item

Use

The invoice verification is done here.

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 ( Logistics Invoice Verification ( Document Entry ( Enter Invoice

	Transaction code
	MIRO


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role 
	Accounts Payable Accountant 1 (SAP_BPR_AP_CLERK-S1)

	Business role menu
	Accounts Payable ( Invoice ( Enter Incoming Invoice


2. On the Enter Incoming Invoice: Company Code XXXX screen, choose the Basic data sub screen and make the following entries:

	Field name
	Description
	User action and values
	Comment

	Invoice date
	
	Date of the invoice (for example today)
	

	Amount
	
	Invoice (overall) amount (incl. Tax) of a the (fictive) invoice
	

	Calculate tax
	
	Mark the flag “X”
	

	Tax amount
	
	The system posts here the VAT tax of the PO amount
	


3. Go to the tabstrip PO reference and make the following entries:

	Field name
	Description
	User action and values
	Comment

	Purchase Order/Scheduling agreement
	
	Relevant Purchase Order Number
	

	Layout
	
	Invoice reduction
	


Choose Enter to get the PO data on the Item screen. Make sure that all relevant PO data is listed on the Item screen.

4. Choose Simulate to simulate the invoice values. A pop up screen Simulate Document in INR(Document currency) appears. Check that the balance has the amount 0 and choose Back.

5. In case of messages Clear messages are warnings and Red messages are show stoppers. Fix red messages and choose Post to save the transaction. A message appears that confirms posting and also advise if it is blocked for payment. If a reduction of the invoice was necessary, the system prints a complaint form. Perform an invoice reduction in the next step.

6. Choose Post to post the invoice.

Result
1. The invoice is booked. The system also executes the financial postings in dependency to the data of the goods receipt and due to the input during invoice verification. The Goods Receipt / Invoice Receipt account is balanced, price differences are either booked on the inventory accounts (if the price control indicator in the material master is Moving price average and enough stock to cover the invoiced quantity is available) or on accounts for pricing differences (if the price control indicator in the material master is Standard price or not enough stock to cover the invoiced quantity is available). Document balances are booked due to tolerance limits (Price variance, small differences).

2. For financial postings, see the following chapter.
4.9 Invoice Receipt by Line Item (with Invoice Reduction)

Use

The invoice verification is done here.

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 ( Logistics Invoice Verification ( Document Entry ( Enter Invoice

	Transaction code
	MIRO


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role
	Business role 
	Accounts Payable Accountant 1 (SAP_BPR_AP_CLERK-S1)

	Business role menu
	Accounts Payable ( Invoice ( Enter Incoming Invoice


2. On the Enter Incoming Invoice: Company Code XXXX screen, choose the Basic data sub screen and make the following entries:

	Field name
	Description
	User action and values
	Comment

	Invoice date
	
	Date of the invoice (for example today)
	

	Amount
	
	Invoice (overall) amount (incl. Tax) of a the (fictive) invoice
	

	Calculate tax
	
	Mark the flag “X”
	

	Tax amount
	
	The system posts here the VAT tax of the PO amount
	


3. Go to the tabstrip PO reference and make the following entries:

	Field name
	Description
	User action and values
	Comment

	Purchase Order/Scheduling agreement
	
	Relevant Purchase Order Number
	

	Layout
	
	Invoice reduction
	


4. Choose Enter to get the PO data on the Item screen. Make sure that all relevant PO data is listed on the Item screen.

5. Got to the header and choose Invoice document ( Simulate document. A pop up screen Simulate Document in INR (Document currency) appears. The balance has not the amount 0, therefore you have to perform an invoice reduction. Choose Back.

6. Go to the tabstrip  PO reference and choose the Item line and make the following entries (scroll along the line):

	Field name
	Description
	User action and values
	Comment

	Amount
	
	Purchase Order overall amount
	It is set from the system, do not change.

	Quantity
	
	PO quantity
	It is set from the system

	Purchase Order
	
	Relevant PO number
	It is set from the system

	Tax Code
	
	Relevant tax code (for example TW)
	It is set from the system

	Correctn ID
	
	Choose 2Vendor error; reduce invoice
	This posting is necessary to let the system calculate the invoice reduction.

	Invoice AmountAcc. To vendor
	
	Net amount of the vendor invoice (w/o VAT tax)
	Post the net amount from the (fictive) vendor invoice. 


7. Choose Delete unselected item. An information pop-up screen appears Amount reduced in invoice is now xxx.xx INR (document currency).

8. In the header of the invoice the green Balance light shows that the balance of the invoice is now O.K. and can be posted now. Choose Post. A message appears that confirms posting. The system prints a complaint form for the invoice reduction.

Result
1. The invoice is booked. The system also executes the financial postings in dependency to the data of the goods receipt and due to the input during invoice verification. The Goods Receipt / Invoice Receipt account is balanced, price differences are either booked on the inventory accounts (if the price control indicator in the material master is Moving price average and enough stock to cover the invoiced quantity is available) or on accounts for pricing differences (if the price control indicator in the material master is Standard price or not enough stock to cover the invoiced quantity is available). Document balances are booked due to tolerance limits (Price variance, small differences). 
2. Financial postings

	Posting Key
	Account
	Description
	Note

	31 (Credit)
	Example:

300000
	Vendor
	

	86 (Debit)
	18729001
	Provisional liability-Vendor-Materials-GR/IR
	

	40 (Debit)

40 (Debit)
	18719000
	Provisional liability-Vendor-CENVAT
	Depending on Tax Code

	93 (Debit) or

83 (Credit)
	43790000


	Rounding off-Materials

	Only in case of Small Differences

	86 (Debit) or 96 (Credit)
86 (Debit) or 96 (Credit)
	40401100
41301100 


	Consumption of raw materials (4011)
Change in stock of semi finished goods

	Depending whether you have positive or negative pricing differences and depending of material type

	40
	29800000
	Invoice Reduction
	Only in case of Invoice Reduction


In case of Invoice Reduction the system creates a second financial document:

	Posting key
	G/L
	Act/Mat/Ast/Vndr
	Amount (example)

	21
	Example: 

300000
	Vendor n
	Only in case of Invoice Reduction 

	50
	18719000
	Input Tax
	Only in case of Invoice Reduction

	50
	29800000
	Invoice Reduction
	Only in case of Invoice Reduction


4.10 Outgoing Payment
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For this activity, run the 158 – AP – Accounts Payable scenario document in its entirety, using the master data from this scenario document.
5 Appendix
5.1 Reversal of Process Steps
	Original step name
	Original transaction code
	Reversal step name
	Reversal transaction code
	Reversal: remarks

	Convert Assigned Requisitions to Purchase Orders 


	ME57
	Reverse a Purchase Order
	ME22N
	If the shown purchase order number is wrong, enter the relevant PO by selecting the button Other Purchase Order. Select the relevant items or select all items by the button Select All. After that push the delete button and save the purchase order.


	Approval of Purchase Orders
	ME28
	Cancel Release of Purchase Order


	ME28
	Select the release Code 01 and set Cancel Release. Fill the document number into the field document number (optional). In the following view Release Purchasing Documents with Release Code 01 select the PO line and the button Cancel Release.  

	Receive Goods from Vendor to the Purchase Order


	MIGO
	Cancel Material Document
	MBST
	If the material document number is not known, you can find it out by watching into the PO item line tab Purchase Order History (Transaction code ME22N: Materials Management ( Purchasing  Purchase Order  Change).

	Invoice Receipt by Line Item
	MIRO
	Cancel Invoice Document
	MR8M
	If the invoice number is not known, you can find it out by watching into the PO item line tab Purchase Order History (Transaction code ME22N: Materials Management  Purchasing  Purchase Order  Change).


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)
Note that the descriptions of some 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

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

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

	SC Stock Monitoring for Vendor
	ME2O
	A list of stocks of materials provided to a vendor.

	General Analysis
	ME80FN
	Certain purchasing documents and various sum totals.

	Assign and Process purchase requisitions
	ME57
	Converting requisitions into external purchasing documents.


5.3 Used Forms
5.3.1 Procurement
	Common Form Name
	Form Type
	Used in Process step
	Output Type
	Print Program (Entry Procedure)
	Form Technical Object

	Purchase Order
	Smart Form
	4.4 or 4.7
	NEU
	
	YBIN_MMPO

	PO-Urging/Reminder
	Smart Form
	4.4 or 4.7
	MAHN
	
	YBIN_MMPO

	PO-Ack. Expediter
	Smart Form
	4.4 or 4.7
	AUFB
	
	YBIN_MMPO


5.3.2 Goods Receipt
	Common Form Name
	Form Type
	Used in Process step
	Output Type
	Print Program (Entry Procedure)
	Form Technical Object

	GR1 (Individual Item)
	Smart Form
	4.8
	WE01
	
	YBIN_MMGR1

	GR2 (Individual Item with inspection text)
	Smart Form
	
	WE02
	
	YBIN_MMGR2

	GR3 (Multiple Items)
	Smart Form
	
	WE03
	
	YBIN_MMGR3


5.3.3 Invoice Verification
	Common Form Name
	Form Type
	Used in Process step
	Output Type
	Print Program (Entry Procedure)
	Form Technical Object

	Complaint
	Smart Form
	4.9
	REKL
	RM08NAST (ENTRY_REKL)
	MR_REKL
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