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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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Procurement Contract
1 Purpose

Document
This scenario deals with the use of contracts in procurement activities. Target groups are purchasing managers as well as buyers.

Scenario

Contracts are agreements with the vendor to supply materials or services under negotiated conditions and within a certain period. Contracts are differentiated as follows:

· Quantity contracts: An agreement that a company will order a certain quantity of a product during a specified period.

· Value contracts: A contract in which the purchase of goods or services up to a total value is agreed. 

In source determination, contracts replace the purchasing info records and can be assigned in the source list as the fixed source for MRP.
Purchase requisitions and purchase orders are created after the contract, if they do not yet exist.
The creation of a contract is usually triggered by the need to secure a big number of supplies, as well as reducing procurement costs. The creation of a contract can start if the following issues have been clarified: Number and amount of material or services, validity start and validity end, payment terms, quantity of each contract material or service, price of each position in the contract, and location to where the goods or service must be delivered.

A contract is signed from a purchasing manager or a buyer. After the creation of a contract, purchase requisitions and purchase orders can be processed with relation to the contract.

The scenario includes the following process steps:
· Creating a basic agreement (quantity contract)
· Creating a purchase requisition
· Assigning requisition and creating purchase order
· Approval of purchase orders
· Contract monitoring

· Goods receipt

· Invoice receipt by line item

· Outgoing payment

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 about creating 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
	Comments

	Material
	H10
	Trading with line item category YBNA (PD planning and drop shipment)
no Serial no.; no batch
	See sections Business Conditions and Preliminary Steps.

	Material
	H11
	Trading Good for Reg. Trading with line item category NORM (PD planning)
no Serial no.; no batch
	See sections Business Conditions and Preliminary Steps.

	Material
	H12
	Trading Good for Reg. Trading with line item category NORM (reorder point planning)
no Serial no.; batch
	See sections Business Conditions and Preliminary Steps.

	Material
	H13
	Trading with line item category YBNA (Reorder point planning and drop shipment)
no Serial no.; no batch
	See sections Business Conditions and Preliminary Steps.

	Material
	H20
	Trading Good for Reg. Trading with line item category NORM (reorder point planning) with serial numbers
	Only use if you have activated the building blocks Batch Management (117) or Serial Number Management (126).
See the sections Business Conditions and Preliminary Steps.

	Material
	H21
	Trading Good for Reg. Trading with line item category NORM (reorder point planning), batch controlled (Exp. Date)
	Only use if you have activated the building blocks Batch Management (117) or Serial Number Management (126).
See sections Business Conditions and Preliminary Steps.

	Material
	H22
	Trading Good for Reg. Trading with line item category NORM (reorder point planning), batch controlled (FIFO strategy)
	Only use if you have activated the building blocks Batch Management (117) or Serial Number Management (126).
See sections Business Conditions and Preliminary Steps

	Material
	R13
	Raw material as subcontracting component with line item, NORM (PD planning), no batch, no serial number 
	See sections Business Conditions and Preliminary Steps

	Material
	R14
	Raw material as subcontracting component with line item, NORM (PD planning), no batch, no serial number 
	See sections Business Conditions and Preliminary Steps

	Material
	R16
	Raw material as BOM component to S22 with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	R17
	Raw material as BOM component to S22 with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	R18
	Raw material as BOM component to S22 with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	R20
	Raw material for external procurement with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	R27
	Raw material for external procurement with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	R120
	Raw material for external procurement for QM processing, with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	R122
	Raw material for external procurement, with line item, NORM (PD planning), Batch-Fifo, Procure Import, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	R128
	Raw material for external procurement for consignment processing with line item, NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	R124
	Raw material for external procurement with line item, NORM (reorder point planning), Fixed Bin info, no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	S21
	Semi finished Good for Trading / Repetitive manufacturing with line item category NORM (PD planning), no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	S22
	Semi finished Good for Reg. Trading / production with line item category NORM (PD planning), phantom assembly, no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	S23
	Semi finished Good for Reg. Trading / production with line item category NORM (PD planning), for subcontracting process, no batch, no serial number
	See sections Business Conditions and Preliminary Steps

	Material
	S24
	Semi finished Good for Reg. Trading / production with line item category NORM (PD planning), subcontracting, no serial number, batch controlled (FIFO strategy)
	See sections Business Conditions and Preliminary Steps

	Material
	S25
	Semi finished Good for External procurement with line item category NORM (PD planning), subcontracting, no serial number, no batch
	See sections Business Conditions and Preliminary Steps

	Plant
	1000
	Plant1
	

	Storage Location
	1020
	Plant 1000
	Shop floor w/o lean WM

	Storage Location
	1030
	Plant 1000
	Shipping w/ lean WM

	Storage Location
	1050
	Plant 1000
	Stores w/ lean WM

	Vendor
	300000
	Vendor domestic 00
	

	Vendor
	300001
	Vendor domestic 01
	

	Vendor
	300002
	Vendor domestic 02
	

	Vendor
	300003
	Vendor domestic 05
	

	Vendor
	300004
	Vendor domestic 05
	

	Vendor
	300006
	Vendor domestic 06
	

	Vendor
	300007
	Vendor Domestic 07-Subcon.
	

	Vendor
	300008
	Vendor domestic 08
	

	Vendor
	300010
	VEN_10 EU
	

	Vendor
	300011
	VEN_11_NON_EU
	

	Vendor
	491000
	NATIONAL_PROD_PLANT_VENDOR
	

	Vendor
	491100
	NATIONAL_DIST_PLANT_VENDOR
	

	Company Code
	1000
	Company Code 1000
	

	Purchase Organization
	1000
	Purch. Org. 1000
	

	Purchase group
	100
	Purch. Group 100
	Plant 1000

	Purchase group
	101
	Purch. Group 101
	Plant 1000

	Purchase group
	102
	Purch. Group 102
	Plant 1000

	Purchase group
	103
	Purch. Group 103
	Plant 1000

	Purchase group
	110
	Purch. Group 110
	Plant 1100

	Purchase group
	111
	Purch. Group 111
	Plant 1100

	Purchase group
	112
	Purch. Group 112
	Plant 1100

	Purchase group
	113
	Purch. Group 113
	Plant 1100


2.2 Business Conditions

The business process described in this Business Process Procedure is part of a bigger chain of integrated business processes or scenarios. As a consequence, 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 relevant steps described in the Business Process Procedure Prereq. Process Steps (154). 
	Prereq. Process Steps (154)


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 Procedure must be assigned to the user or users testing this scenario. You do not need these roles if you are not 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
	Technical name
	Process Step

	Warehouse Clerk 
	SAP_BPR_WAREHOUSESPECIALIST-S
	Goods Receipt

	Employee (Professional User)
	SAP_BPR_EMPLOYEE-S
	Create Purchase Requisition

	Buyer 
	SAP_BPR_PURCHASER-S
	Create Contract
Assign Requisition and create Purchase Order

	Business Analyst Purchaser 
	SAP_BPR_PURCHASER-K
	Create Info Record

	Purchasing Manager
	SAP_BPR_PURCHASER-E
	Release Purchasing Documents
Monitor Contracts


3 Process Overview Table

	Process step
	External process reference
	Business condition
	Business role
	Trans-action code
	Expected results

	Creating a Basic Agreement (Quantity Contract or Value Contract)
	
	Opportunity to establish contract (Quantity or Value)
	Buyer/ Planner
	ME31K
	Contract is created.

	Creating a Purchase Requisition
	
	
	Requisitioner
	ME51N
	Purchase requisition is created.

	Assign Requisition and Create Purchase Order


	
	Requisition that can be assigned to Vendor under Contract
	Buyer/ Planner
	ME57
	Requisition is assigned to contract and PO is created.

	Approval of Purchase Orders
	
	
	
	ME28
	The PO is released

	Outline Agreement Monitoring
	
	Desire to monitor contract
	Buyer
	ME80RN
	Contracts are reviewed/changed.

	Goods Receipt
	
	
	Warehouse Manager
	MIGO
	Goods receipt is posted

	Outgoing Payment
	V1C: Outgoing Payment
	In this activity, you process the outgoing payment.
	See V1C scenario
	See V1C scenario
	The outgoing payment is processed.

	G/L: Period End Plant
	V1I: G/L Period End Plant
	In this activity, you handle period-end processing
	See V1I scenario
	See V1I scenario
	Period-end processing is complete.


4 Business Processes
4.1 Creating a Basic Agreement (Quantity Contract)
Use

A quantity contract or value contract is an agreement between a purchasing organization and a supplier or vendor to decrease or increase a certain quantity or value of a product in an indicated period. The purchasing organization fulfills a contract by placing purchase orders against it. These purchase orders are called now as release orders (or call-offs). The supplier or vendor fulfills the contract by supplying the released quantity.

When you create a call-off, you refer to the relevant contract. The system automatically updates the released quantities in the contract.

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 (  Outline Agreement ( Contract ( Create

	Transaction code
	ME31K 


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 

	Business role 
	Buyer (SAP_BPR_PURCHASER-S)

	Business role menu
	Purchasing ( Contracts ( Create Contract


2. On the Create Contract: Initial Screen, enter the following values and choose Enter:
	Field name
	Description
	User action and values
	Comments

	Vendor
	
	NATIONAL_VENDOR1(300000)
	

	Agreement type
	
	MK or WK
	Choose quantity contract MK or value contract WK

	Agreement date
	
	Today’s date
	Start date of the contract

	Purchasing Organization
	
	1000
	

	Purchasing Group
	
	100
	

	Plant
	
	1000
	


3. On the Create Contract: Header Data screen, following values and choose Enter: 
	Field name
	Description
	User action and values
	Comments

	Validity End
	
	For example,two years in the future
	end date of the contract. 

	Targ. Val.
	Target Value
	6,412,500 INR
	Total value of all materials of the contract.

Just necessary for document type WK(Value Contract) 


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

	Field name
	Description
	User action and values
	Comments

	Material
	
	H11
	

	Target Quantity 
	
	10000
	Enter total quantity for contract.

Just necessary for document type MK(Quantity Contract)

	Net price
	
	For example, 64,125 INR per 100 NOS
	Enter a net price with or without using information of info records

	Plant
	
	1000
	


5. Delete any entry in the field storage location.
6. Choose Enter.
[image: image10.png]



Additional step:
If you want to use the information of an existing info record, mark the line of the agreement item (item 10) and go to Environment ( Info record. On the Info record: General Data screen, choose Conditions. On the Display Gross Price Condition (P000): Condition Supplements screen, you can see the value of the gross price (here: 64,125 per 100 NOS.).

7. Choose Save.Make a note of the contract number:__________
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Here, you can check if the automatic print function of the contract works.
Result

The contract is created.

4.2 Creating Purchase Requisition
Use
In this activity, you create a purchase requisition.

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 → Create

	Transaction code
	ME51N 


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 

	Business role 
	Employee (Professional User) (SAP_BPR_EMPLOYEE-S)

	Business role menu
	Purchasing ( Purchase Requisitions ( Create Purchase Requisition


2. On the Create Purchase Requisition screen, enter the following values and choose Enter:

	Field name
	Description
	User action and values
	Comments

	Material (Item Overview)
	
	H11
	

	Quantity (Item Overview)
	
	500
	

	Plant (Item Overview)
	
	1000
	


3. Choose Save. 

Result

A purchase requisition is created.

4.3 Assigning Requisition and Creating Purchase Order
Use

This activity is performed 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
	User action and values
	Comments

	Plant
	1000
	Enter plant only if you want to see your unassigned requisitions by that Plant if known.

	Scope of list 
	A
	


3. Select the Assigned Purchase Requisitions checkbox if you also want to see requisitions already assigned, and choose Execute.

4. On the Assign and Process Purchase Requisitions screen, select the requisition lines for your material.

5. Choose Assign Manually if the info record already exists.
6. On the pop-up Assign Source of Supply Manually dialog box, make the following entries:
	Field name
	User action and values
	Comments

	Agreement
	46XXXXX

	Enter the contract number you just created and noted

	Agmt item
	10
	


7. Choose Assign Source of Supply.
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For assigning the source of supply, you can also choose Assign Automatically (only if not already assigned by MRP due to existing source list). If more than one source exists, select the contract in the Source Overview for Purchase Requisition 100XXXXX window and confirm with Enter. 
When assigning a source, make sure to select the contract.
8. Choose Save. 
9. Select the line item, and then choose Assignments Overview (SHIFT+F5). 
10. On the Assign and Process Requisitions: Overview of Assignments screen, select the line below Vendor (you can only select one at a time), then choose Process Assignment. 

11. On the Process Assignment: Create PO window, check and make sure the Order Type (NB), Purchasing Group and Purch. Organization fields then choose Continue (Enter) to confirm.

12. On the Create Purchase Order screen, select the requisition in the Document Overview section and choose Adopt in the left part of the Document Overview screen.
13. Check tax code field on the Invoice tab page of the Item Details section. If ERS-procedure is valid, input tax code (for example, TU) if necessary. Or you can take the note below.
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On the Invoice tab, enter the tax code refer to the following table.  Enter the exact one to adapt to your situation.

	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
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If there is warning message:Target quantity exceeded by  XXX NOS or Target value of contract 46XXXXXXXX exceeded by XXX INR,please check order,indicate that the target value or quantity of contract you are referencing has been exceeded (or will be exceeded on creation of this contract release order).You can modify the quantity of the order or contract and choose enter to confirm the message.

14. Choose Save.
Result

The purchase requisition is assigned to the contract and a purchase order with assignment to both is created.
4.4 Approval of Purchase Orders

Use

If the created purchasing document is subject to a release procedure (for example, total net order value > 25000 INR), you have to go through these transaction steps. 

All purchase orders that require authorization are listed, and need to be approved.

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
	ME29N


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 – Individual


2. On the Release Standard PO XXX screen, the purchase order number you just created will be displayed by default. 
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If your PO does not display there, you can do the following settings.

a. Choose Document Flow On, if not already activated.

b. Choose selection criteria Purchase Orders in the list appearing when clicking the left button in the Document overview screen area.

c. On the Purchasing Documents screen, enter your PO number and choose Execute. 
3. On the Release Standard PO XXX screen, choose Release Strategy tab page, change the Release Options to Release by clicking.
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The message "Release effected with release code 01" appears in the bottom.
4. Choose Save.
5. Choose Back to return to SAP Easy Access.
Result

The purchase order has been 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 PO as necessary. 
The release procedure can also be necessary before releasing the goods receipt.
4.5 Monitor Contracts
Use

You need to perform this activity if you want to monitor existing vendor contracts.

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 (  Outline Agreement ( Reporting ( General Analysis

	Transaction code
	ME80RN


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 

	Business role 
	Purchasing Manager (SAP_BPR_PURCHASER-E)

	Business role menu
	Purchasing ( Reporting ( General Evaluations for Contracts 


2. On the General Evaluations screen, enter the following values, and choose Execute.
	Field name
	Description
	User action and values
	Comments

	Material
	
	H11
	

	Vendor
	
	300000
	The vendor you used in step Create Contract

	Plant
	
	1000
	

	Document Type 
	
	MK (Quantity Contract)
or 
WK(Value Contract)
	The contract type you created in step Create Contract
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You can enter values in as many fields to limit results. 

3. On the Purchase Documents screen, you can see details for the contract, which you created and issued a purchase order against in previous steps, select the contract and choose Purchasing Document (F2).

4. On the Display Contract: Item Overview screen, select a line item and choose Release Documentation (CTRL+SHIFT+F12).

5. On the Release Order Docu. for Contract 46XXXXXXXX Item XXXX screen, to view details for a single PO that has been issued against the contract, select the purchase order then choose Display Document (F2). Choose Back after checking.
6. On the Release Order Docu. for Contract 46XXXXXXXX Item XXXX screen, to view the release details for a single PO, select the purchase order then choose Release Details (SHIFT+F4).
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Contracts may also be monitored using list displays, for example from transaction code ME3L.
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It is not foreseen to have a contract release strategy. The access to contracts is done via role assignment, for example, only professional purchasers are allowed to maintain contracts.
Result

All needed contract information is listed.
4.6 Goods Receipt
Use

This activity posts the receipt of goods with reference to an existing 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 ( 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 


Select your Purchase Order and choose Post Goods Receipt.
2. On the initial screen, confirm that the fields in the top left of screen shows A01 Goods Receipt and the second field shows R01 Purchase Order. The movement type in the top-right field is 101.

3. On the Goods Receipt Purchase Order - <User> screen, enter your purchase order number you noted before.
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NWBC: Skip this step.
4. Check the entries from the purchase order. For example: on the Quantity tab page you can check the delivered quantity. 
5. Select the Item OK checkbox.
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If you are processing with raw material, you will get Excise Invoice tab at Header Data for capturing vendor excise invoice details and for posting Part I and Part II.

6. On the Excise Invoice tab at Header Data make the following entries.

	Field name
	Description
	User action and values
	Comment

	Capture & Post Excise invoice
	Capture & Post Excise Invoice on Excise Action
	Choose Capture & Post Excise Invoice from dropdown list
	Defaulted 

	Excise Group
	Excise Group
	Defaulted by the system
	

	Excise Invoice
	Excise invoice
	Enter the vendor Excise Invoice number

For example:

AMPL01 
	Mandatory Input

	Excise Inv. Date
	Excise Invoice Date
	Enter the excise invoice date of vendor
	Mandatory Input

	BED
	Basic Excise Duty
	Defaulted from purchase order
	Grayed out

	ECS
	Education Cess
	Defaulted from purchase order
	Grayed out
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Close Header Detail data to enlarge the Detail data.

Choose Excise Item tab at Detailed Data (at the last).

	Chapter ID
	Chapter ID of material
	Defaulted by the system

No action required
	

	EI Quantity
	Excise Invoice Quantity
	Defaulted by the system from Goods Receipt quantity
	

	Base Value
	Base value of material
	Defaulted by the system
	

	BED
	Basic Excise Duty
	Defaulted by the system
	

	ECS
	Education Cess
	Defaulted by the system
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Cross check the BED and ECS amount of item as per the Vendor Excise Invoice, legally you can not avail more than what mentioned in Vendor Excise Invoice.  All other information is defaulted by the system.  Hence, no action required by the user.


7. Choose Post.
Result

1. A goods receipt for the selected purchase order is posted.
2. Financial Postings:

	Posting Key
	Account
	Description
	Note

	89 (Debit)
	22401100
22111100 

22301100
	Inventory raw materials

Trading goods

Semi finished products
	Depending on material type

	96 (Credit)
	18729001
	Goods Receipt / Invoice Receipt
	

	96 (Credit)
86 (Debit)
	40111100
41301100
	Cost of trading goods
Semi finished products
	


4.7 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, on the section of Basic data make the following entries:

	Field name
	User action and values
	Comments

	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 of PO reference and make the following entries:

	Field name
	User action and values
	Comments

	Purchase Order/Scheduling agreement
	Relevant Purchase Order Number
	

	Layout
	Invoice reduction
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You can choose Enter to get the PO data in the “Item screen”. Make sure that all relevant PO data are listed in the “Item screen”.
3. Choose Simulate to simulate the invoice values. A dialog box Simulate Document in INR (Document currency)” appears. Check that the balance has the amount 0 and then choose Back.

4. 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 will confirm 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.

5. Choose Post.
Result 

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).

For financial postings, see in the following section.
Financial postings for trading goods

	Posting Key
	Account
	Description
	Note

	31 (Credit)
	Example:

300000
	Vendor
	

	86 (Debit)
	18729001
	Goods Receipt / Invoice Receipt
	


Financial postings for raw materials

	Posting Key
	Account
	Description
	Note

	31 (Credit)
	300000
	Vendor domestic 
	

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

	40 (Debit)
	18719000
	Provisional liability-Vendor-CENVAT
	

	40 (Debit)
	18719000
	Provisional liability-Vendor-CENVAT
	

	40 (Debit)
	18719000
	Provisional liability-Vendor-CENVAT
	

	40 (Debit)
	26372111
	Input VAT credit-Non-capital goods-BP 21
	


Financial postings for semi finished goods

	Posting Key
	Account
	Description
	Note

	31 (Credit)
	300000
	Vendor domestic 
	

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

	40 (Debit)
	18719000
	Provisional liability-Vendor-CENVAT
	

	40 (Debit)
	18719000
	Provisional liability-Vendor-CENVAT
	

	40 (Debit)
	18719000
	Provisional liability-Vendor-CENVAT
	

	40 (Debit)
	26372111
	Input VAT credit-Non-capital goods-BP 21
	


4.8 Outgoing Payment

[image: image25.png]



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 - Overview
	Creating a Basic Agreement (Quantity Contract)

	Transaction code ( SAP GUI)
	ME31K

	Reversal:
	Change Contract

	Transaction code ( SAP GUI)
	ME32K

	Business role
	Buyer (SAP_BPR_PURCHASER-S)

	Business role menu
	Purchasing ( Contracts ( Change Contract

	Comment
	Select the item, go to the header, and choose delete. Save contract.


	Convert assigned requisitions to purchase orders /
Create Purchase Requisition

	Transaction code ( SAP GUI)
	ME51N

	Reversal:
	Change a Purchase Requisition

	Transaction code ( SAP GUI)
	ME52N

	Business role
	Employee (Professional User) (SAP_BPR_EMPLOYEE-S)

	Business role menu
	Purchasing ( Purchase Requisitions ( Change Purchase Requisitions

	Comment
	Go to the header and choose delete. Save requisition.


	Convert assigned requisitions to purchase orders

	Transaction code ( SAP GUI)
	ME57

	Reversal:
	Change Purchase Order

	Transaction code ( SAP GUI)
	ME22N

	Business role
	Buyer (SAP_BPR_PURCHASER-S)

	Business role menu
	Purchasing ( Purchase Orders ( Change Purchase Order

	Comment
	Go to the header, choose the item(s), and choose delete. Save the purchase order.


	Approval of Purchase Order

	Transaction code ( SAP GUI)
	ME28

	Reversal:
	Cancel Release of Purchase Order

	Transaction code ( SAP GUI)
	ME28

	Business role
	Purchasing Manager (SAP_BPR_PURCHASER-E)

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

	Comment
	Choose Cancel Release and enter your PO in Selection Screen. Choose Cancel Release. 


	Receive Goods from Vendor to Purchase Order

	Transaction code ( SAP GUI)
	MIGO

	Reversal:
	Cancel Material Document

	Transaction code ( SAP GUI)
	MBST


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 BPP 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

	General Analysis
	ME80RN
	Certain purchasing documents and various sum totals.

	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.


5.3 Used Forms

Use

In some of the activities of this business process, forms were used. The table below provides details on these forms.
5.3.1 Procurement
	Common form name
	Form type
	Used in process step 
	Output type
	Technical name

	Purchase Order
	Smart Form
	
	NEU
	YBAA_MMPO

	PO-Urging/Reminder
	Smart Form
	
	MAHN
	YBAA_MMPO

	PO-Ack. Expediter
	Smart Form
	
	AUFB
	YBAA_MMPO

	
	
	
	
	

	Contract
	SmartForm
	Step 4
	NEU
	YBAA_MMCON

	Scheduling Agreement
	SmartForm
	
	NEU
	YBAA_MMCON

	Contract-Ack. Expediter
	SmartForm
	
	AUFB
	YBAA_MMCON

	SA-Ack. Expediter
	SmartForm
	
	AUFB
	YBAA_MMCON


5.4 Frequently Asked Questions 

	Questions
	Answers

	Can I add special instructions to contract
	Yes.

	Can I add special instructions to the contract, which will be not printed out
	Yes.

	Can we create a contract with items in a different currency other than the local currency
	Yes. The relevant exchange rates must be maintained in the system.

	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.
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