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Creating An Order

In SRM

1) First go to www.myworkplace.state.pa.us

2) SRM Requisitioner and then Shop.
3) Next click on the Catalog you are using (COPA Internal Catalog), depending on what you are

looking for.
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4) This is the screen you should get.
5) If you know the product # (Material #) that you are looking for, type that number into the search
box and then click on GO (as in the example; Storage Carton/Record Center Box).
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NOTE: If you use the catalog option, it will bring up the catalog by pages for you to search manually for
those items.
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6) You will need to highlight the line or lines that you want to order.
7) Enter the quantity of the item or items that you are ordering.
8) Click on Add to Shopping Cart.

Highlight the lines you
are ordering and enter
the quantity and click
on Add to Shopping
Cart
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9) This is the screen you get. Do not be too alarmed about the error messages at the top, as you
input information they will go away as long as the information you input is correct.

10) Now click on the Details button.
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11) This is the screen you get.
12) Here make sure you select the drop down on Purchasing Group and pick the one you need.
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13) Next you need to click on the Cost Assignment area.
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14) Here you enter your Cost Center & GL Account information. You then click on the Details button.
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15) This is the next screen.
16) Here you will enter the Fund number.
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17) Next Scroll down to the Continue button and click on that.
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NOTE: Always check your Ship To Address to make sure you have the correct one. If the address is
NOT correct use the binoculars to search.
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18) This is your next screen
19) Here you can input any notes to your approver.
20) Next click on Check and as long as there no error messages you can now Order.
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21) This is the next screen you will get.
22) Here you can print off your shopping cart, check status or create a new shopping cart.

NOTE: You should always print off your shopping cart to have your cart number for future reference if
you need to inquire or track it down.
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Material Replenishment Planning ( Mrp Run)

1) Type in transaction MDO1

S - e s e B g | P R

MRF Run
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Create purchase req. 2 Purchase requisitions in apening period
Schedule lines 1 Mo schedule lines

Create MRP list 1 MRP list

Planning made 1 Adapt planning data (hormal made)
Scheduling 1 Basic dates will he determined for plann
Planning date 10/04/2004

Frocess control parameters

[]Parallel processing
Display material list

User exit: select materials for planning
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2) Enter plant number: 1500.
3) Make sure Create Purchase Reg is a 1, if not than change to a one.
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Frocessing key Met change for total harizon
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Schedule lines 1 MNa schedule lines Make sure

Create MRP list 1 MRF list that you

Flanning mode 1 Adapt planning data fnormal maode) Change thIS
toa1

Scheduling 1 Basic dates will he determined far plann

Flanning date 18/04 72004

Process control parameters

[ Parallel processing
Display material list

User exit select materials for planning
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4) Click on the check mark in the blue box to continue
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b [woot b petapniu OVR
J Inbox—Mic...l .7 SAP Logon I Documentl...lEMRP Run (ﬂ%ﬁ'bau‘d B 2:37 8M

@& » Qg




5) This is the screen you will get. Then you will back out of this screen to continue on the
next step.
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6) Type in transaction ME5S7. When you get this screen click the execute with the clock in
it.
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7) This is the screen you get. You then select the print icon at top, on the next screen
click on continue and print your copy of the materials that need to be ordered.
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Create A Purchase Order

1) Type in transaction ME52n to change purchase req. This is the screen you will get.
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2) Select purchase req at top and choose other requestion.
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Bl =] = EE R R 2| 11| o ctaul values
St.| ftem|a T [Material Shorttexd Quantity| Unit| G Delivery date |Matl group  [Plant Star. Iy
ELl 131272 CHEMIGAL SODA ASH 5. 68 |BAG|D|11/1 22004 |MEDIC,DE.. |DGS _
[=
- =
ER[Y|| s  ER |
[10]131272 , CHEMICAL SODA ASH SODIUM G & -l
T tassignment | Source of supply | | contactperson  Texts Tl O
[l
@ Item note
Delivery text [=]
Kdatarial PO tewdt =1
St it D Continuous-tex. Z1
[=l
[~]
8/

ristart]“ @ ﬁ b G) ”“ E’Inbox..-.. lf}traate...l -JE',O.';'-'T.--.- II.‘.nthan'l.;:.... fnansa:.. | |@5@%§%’e§@.‘lﬂr 5156 AM



3) This is the screen you will get. In the Select Document box you will enter the Purchase
Requistion Number.

“ Change Purch. reqmsmon 10056613 Enter req
Document averviewon | [ E |T |_| 44 | [ Help &) Personal sefting | AccountirgDocuments number

Purchass requisiion & 10056613 v here.

1D

fianseE1a e o B @r@Eo|sEn| @ R 2] 3] | Eoetaut vaes |

Guantity| Unit| | Delivery date ﬁl%i

ODAAEH 5., 8 |BAG|D|11/12/2004

a1l

Other document | 36

TASH SODIUM . B | 4w
| e Confactpersan | Texs | Deliveryadar. [, (<[>

Next select

Item Texts
118 other doc.

[E] ttern note

Delivery text
21 Matarial P tawt
e R A £ AR

ﬂsr:art:”J 1) gﬂ @ ’?|']_Eémbox:.;.;_I_i,'ﬁ';:t"ea&e;.._l @P@T”m @iraﬂsﬁ:.il. g ﬁws 5 g.} 556 AN




4) This is the screen you get. When document comes up you can change or delete.
5) Then you select save.

[+]
[=]
ElEEE H g Balms | Oan|@e ||l R 2] 6] | Ebstaut vaes |
Gt | ftemia || |Material Short text Quantity) Unit) G| Dielivery date | Matl grau Plant .@,t.ﬂf_:_!&'
= : *mﬁ:ﬁi [CHEMICAL SODAASH 5. 112 B_fé D[1112/2004 |MEDIC,DE.. |DGS
[+]
[~]

[dDIL T (<[]

[10]1131272, CHEMICAL SODAASH SODIUM C &) -l

Material data | ¢ E | Valuation | Accounta ks
Material 131872 Short text CHEMICAL S0DA ASH S0DIUM CARBONATE 50
Batch Revision level

Material group E5A88  MEDIC,DENTALVET

“endor mat. no.

[IDe]l E— 1

D [MES2N FEl petappiu OVR
§ E |] |ﬂBDH.-= MI.I b Type inhr... |:@tramsacti&..| 6} SAF‘LOQQ..“EChang—g._. |@5§3ﬁ@@§ﬂ B42 MM

Hstart|



6) Type in transactionME21n for OFF CONTRACT POQO’s. This is the screen that you will
get.
7) Click Document Overview on

Document
Overview
@ Printpreview | Messages | [ Help | Personal setting |
Standard PO T/ _ 10/05/2004
5. |Itermn --uMaiasial Short text () | tity (0. |ClDeliv. date  |et price A Curr.. |Per.
K| o [«]
K D =]
K D
K D
K D
K D
K D
K D
K D
K| D
k|| D [=]
0 0000 KD
i Defaultvalues
MNew iterm al | al

son | 0.8 3 © || B



8) Click on the Balloons

Create Purchase Order

Document overview off | [/ @ ave without check.

&8 | @ Printpreview | Messages | [ Help | &l Personal setting

Standard PO b
lterm Al gaiedsal. Emmm PO guantity. &J S Deliv. date Hatgfj
K i}
. K ]
K i}
. K ]
K i}
. K ]
Balloons K D
. K ]
K i}
. K ]
K D
ogom ]
~ Defaultvalues
- ey item ] FYE
£




9) Select Purchase Req.

Create Purchase Order

| Document overview Dﬁ| | ED]@| Sa\ce:.\ﬁujth'out'ct}er_c_k_"| @l | F@'-:F‘.Hm p"r_e\_rie\5ﬁ||'-m19_s_eage’9 ||ﬂ HeIp'l | Pe.rs'un'gl_"seﬁmg"|

Standard PO El

S.(itern |A || [Material |Short test _EQ-%J,ant'@_ 0. |CiDeliv. date  |Met pri

Remove 2

Select
Purchase
Req.

Purchase orders

A
K
K
Change " K
K
K
K

Fequests for guotations

Contracts

Scheduling agreements

General purchasing docurmests

EHEE S SRS = = = = =

Purchase requisition

My purchase orders <[]

Purchase arders on hald
L ~ Defaultvalues
My purchase requisitions i

My purchagse orders et ) ]

]
[l

T TR



10) This is the screen you get. Here you will enter Purchasing Group and Plant.
11) Then click on Execute.

T e@a@ B0 D000 BE @

Purchase requisitions
Execute
Furchase reguisition number ta
Reguirement tracking number to
Itern numkber to
Document type jul
Furchasing group 278 a
Purchasing organization to
MF M material to
Mame of processor jul
Fixed vendar ta
Account assignment categary to
Qutline agreement numkber to
Outline agreement item jul
Desired vendor ta
haterial group to
Material to
ltern category jul
Supplying plant ta
Plant 1599|@/m/
1500

Purchasing
Group




This is the next screen.

Create Purchase Order

&b | @3 Printpreview | Messages | [l Hel

Standard PO |

' Document overview off | () | Save without check &1 Personal sefting

S.ltern (A |l |Material Short text B.O-quam,{%-. Q"‘i iv. date

Purch.req/Req. item
b [ 10056614
B B 10056613
b [2) 10068612
> () 10056611
&) 10055972
B B 10055971

EHER R R R R R R R

-

b [2) 10064634
> () 10054633
L B 10054632
> [5) 10053708
b [2) 10083704
> () 10053704

~ Defaultvalues

[~]

b [2) 10085970

> £ 10055969 |

I B 10055968 . N

b B 10054535 [+ | S S
[+]
[~]

P TR



12) Drop down little box and select save layout.

Create Purchase Order

| Document overview Dﬁ| | ED]@| Sa\ce:.\ﬁujth'out'ct}er_c_k_"| @l | F@'-:F‘.Hm p"r_e\_rie\5ﬁ||'-m19_s_eage’9 ||ﬂ HeIp'l | Pe.rs'un'gl_"seﬁmg"|

Purch !
b [ 10056614
B B 10056613
b [2) 10068612
> () 10056611
&) 10055972
B B 10055971
b [2) 10085970
> () 10055969
&) 10055968
B B 10054635
b [2) 10064634
> () 10054633
B 10054632
B B 10053706
b [2) 10083704
> () 10053704

Save Layout

Standard PO =
Solltern (A |l |Material |Shaort text PO guantity |0 | C|Deliv. date
K - D
Click on :
Select lavout... the box. D
Change layout... i}
Save layolts | ]
Manage layout.. T | D
H i}
= Click on -
i}
i}

EHIEAEIES

ey item &

giee| | € 2 0 7|

il 3 3 | ~ Defaultvalues

|




13) Click on Save on the top box, Then on Click on Green check on bottom box. The
Layout save will reopen, close out by clicking on the X
This will save your purchase req. screen if you are doing more than one purchase
order.

Create Purchase Order

| Docurrient overview off | | @I@| Save'.w;'th'out'chec,k=|@| | F@'Prlmprewewﬂ Messages [ Help | & Personal setting

- Standard PO o

1DEFAULT O Next F',O_quamirx-- Q. e D&Iiv.-.l:iate;
Default

() () 9 [0 (5 ) 00 ) (1) I [ [ [ D

Save I N X to close out I
10086613 [=] _ i . this box after —
10056612 save. E—
10056611 0 I
10055972 ﬁ
10055971 |k
10055970 it
10055969
10055982,
1005
1005
1005 i |  Defaultvalues
1005

1005 : 3

1005

1005 v |@| |

. b [mE21n Pl petapptu OVR
Bem| [ EBO ] [icreatePuche... Blowaumens .. | [ W HGU Bl sssm

Nvrereseorerrevrvyve vy

Inbo - Microsoft. .




14) Find Purchase req that you need and drag and drop into the shopping cart and then you
can turn the Document overview off.

Turn
off
after
you

dr ag eck @| | F@'-:F‘.Hm preview | | ‘Messages ||ﬂ HeIp'l | Pe.rs'un'gl_"seﬁmg"|

Create Pn

' Docurent overview off |

andard FO |

S.(ltem (A || |MaiET |Short text PO guantity Q. | Deliv. date

| [ Inl

Drag and Drop
into Shopping Cart

Purch reqReg

A |
K
K
10056614 [=] "
] K
K
K
K
K
K
K

1005661

10056612

Pick out your
Pur. Req.

10056611 E—

10055972

10055971
10055970

e
P E
e
P E
e
P E
e
I ) 10055969
e
P E
e
P E
e
P E
e
P E

EiE R

10055968 x )
10054634

10054633 ! S TR = 3 | ~ Defaultvalues
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1_0_053TDE k Mew iterm g

10053705
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15) Enter Vendor Number, Price, Currency and Per Pack Quantity.

Vendor
Number

Create Purchase Order
Documentoverviewon | | [ @8 Save withoutcheck | g8 | &8 ¢ Printpreview | Messages | [Ell Heln | ) Bersanal setting
Standard PO 117211 BOYER PRINTING & BINDIM... 18/05/2004 %
S.lltern 0. |CDeliv. date  [Met price Curr..{Per (0. |Matl group  |Pint: Storloc Batch Track]
. (DL AR 2 BE{USD |1 PAC DGs
Price . L
D D~ [«
D - ~_ E
[«[» L«][v]
B Defaultvaluss Currency
[10]130985, FORM,5TD-552, 8URFLUS STFP.. @ | | alw
V- g : " Delveryschedule | | Invaice | ] (G
, Son Tim... st Purch e |Re o
[ /81 /2004 100 11/01/2004 10055470 Ti
I[2]
C1




16) Under Delivery Tab, Enter 10%

Create Purchase Order

Document overviewon || [} @ | Savewithoutcheck | g | (&8 ¢ Print preview | Messages [l Help &1 Personal sefiing |

_I:Jetgprise Gu.r-r.., B
usp

v

Enter 10%

Defaultvalues |
45, FORM,STD-562,5URPLUS STP.. &1 | &)
-/ i s sk ek -

Del_ive___[_g". i

Overdeliv. tol. 10 % [ Unlimited Reminder 1 ¥ Soods receipt
Underdeltol. 19 |% Rerminder 2 [ &R non-valuatad
Shipping instr. B Reminder3 [ Dellv. e¢
Stock type Unrestricted use Mo. reminders: i

Plnd delytirme
Rem. shelflife GR proc. time. Latest GR date.
Ak Eantrnl kew Incnterms -

ﬂﬁfzaﬂ:]“ @ gﬂ @ j"“ Inbax - Microsoft. . éﬂ,treati:Purcha@DocmntLﬁb’k.



17) Under text enter Delivery Instructions.

Create Purchase Order

Docurnent overviewon | [ G Savewithoutcheck | &8 | 48 ¢ Printpreview | Messages [l Help @ Personal sefting
: ! 5y sl e =G i il

10/05/2004

_Net:price [ . |Per ;,_ Maﬁgrgup | Starloc _Baic

Delivery
Instructions

Itern Texts lany... [TPLEASE MARK ALL GARTONS WITH MATERIAL # AND FOR.
R PO# MUST BE ON BILL OF LADING, FAILURE TO MARK THE CARTONS WILL RESULT
B : IN REFUSAL OF SHIPMENT.
|EMaterakisbten ) PLEASE CONTACT BILL BEATTIE OR ROBIN HETRICK 717-787-6147 ¥ 3235 OR []
[ &hipping Instructior 3234 [l
[ N[«][»][4][»] Continuous-tex.. & o - - i ' '
g
L[]l Wi

b [ MEZ1M P2l priapptu
GBORHQUed D sz
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18) Enter the correct Delivery Address.

Create Purchase Order

Documentoverviewon || [ @ Savewithoutcheck | &8 | &8 ¢ Printpreview | Messages [l Heln | & Personal setting

117211 BOYER PRIMTIMNG & BINDIM...

10/05/2004

10 Maﬁ group Hlnt:‘ Storloc

11401 /2004 8.86USD |1 PAG|STATIOME.. (DS

...|Per

Delivery
Address

|| Defaultvalues |

[+]

T
> 54 : e P "0, oo
Enter - i
Correct = Address details
Delive ry FOMUAy RIGL DG | 01 Repeataddresson

[«]

(]

AddreSS number 2221 Forster St Briggs St Dock

Address 319057

Postal cud_e‘!.(_f}jl? 17125 Harrisburg

el e e il nan et o e e
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19) Do a print preview and make sure all your information is correct.
20) Hit the go back arrow and then click on save.

Edit tern Help

@ 20 e@e0 CHE D00 AR @E

Goto 5

Print Preview for YPCC Page 00001 hﬂﬂaj\
Go
back =]
ORIGINAL Page 1 / 1
Purchase Order Ho.
Purchase Order Date: 1070572004
Please Deliver To:
i DS |
Click _ )
n Commodity Dist. Center
Y 2221 Forster S%t- EBriggs %t. Dock
save Harrishurg PA 17125
. Fwithus: 117211
n
next Address:
NG & BINDING CO
scree Please Bill To:
n Commonwealth of Pennsylwvania
1704z-0509
(When DGA 27525
yOU C3 Comptroller Office
PO Box 2769
back . .
Harrisburg, Pennsylwania 17105-2769
VEN4QoL Fax Number: Y17-272-9698 E‘
Purchaser: _ _ . E
[0l [ KD

| [ | ME21N PEl | pefappiu  OVR 2

;mgtart”J o & » @ || Blinbox-mi.. ”‘-'Print Pre.. B@]Document... | @1p.0. TEXT .. | G BNE vVl satam




21) Your Purchase order number is on the bottom of your screen.
22) You will then open up a new session and go to MESf

Create Purchase Order

nentovervewon | (1@ Save without check.
W] standardPO ®m | Wendo '\ | Docdale  10/05/2004]

Creates a
new session

Purchase
Order
Number




23) All information should already be here. Next click on Execute with the clock.

Gl 2000 390 ¢@e SHE anon B @
Message Output

/
Purch. doc. data ! —Printpre\riew (Shift+F &)
(@

Execute

Document number

Yendar

Furchasing arganization
Furchasing group
Document type
Document date

Purchase
Order
Number

Message data
Anplication
Message type ta @
Transmission time-spat

Processing status o
Creation date

0o:oe: e

Time created

- D|MESFFE petapplu /
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24) This is your next screen. Check the box and the click on Output message.
25) The PO will print out if it is under $3000.00, If it is over it will go to the comptrollers
office for approval.

Settings  Systemn  Help

T 0l eee DHE DDA BE @

List

Edit

Goto

Message Ouiput
4 4 p M &EF ST OutpL{tmessage Display message | Message detail | Trial printout

\ |Print preview (shifi+F 8] [+]
Doc. date PGr Mame 1 Yendor Furch.doc. E‘
M=g. Lng Partner Role Created on Time Time N User name Output device WName Fa
10/05/2004 278 BOYER PRINTING & BINDING CO 117211 4500169839
fart WEW EN 117211 BA 10/05/2004 08:39:27 3 FOB4EG6296 YPCC - Default Windows Printer
. Then select
Check this output
message
[+]
(]
K| [ I[«][+]

| D | MESF bl pelappiu  OVR 2
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26) If your PO is over $3000.00, go to ME23n and take a screen shot of this for in the file
until it comes back from comptrollers office approved.

Create Purchase Order

Document averviewon | [ E|h| Save without check ||J | |@ Frint preview: || Messaues | [Hl Help & Fersonal setting | Drop
down and
Standard PO E 143136 EXPORT FUEL COMPARY [MC 18/05/2004
- ; [ select
5. ltern  |IM rmaterial Info rec.  |R..|Fr.|T.|Purch.reg. JReq\-..-.Quﬂjna%gea!ﬂ%@ Itern |Purchasin.. (Itern |Hi HardCOpy
10 {31287 (| [Bhoeseeis 18 4600005752(10 [|| to print
-ig- LIf E screen
: “ | shot
EIE__EE
| L] P Defaultvalues
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Delivery | Imoice | Conditions | Accountassionment | Texs | ddress | Confirmations [, (4>
Overdeliv. tol. 18 % [ Unlimited Reminder 1 %] Goods receipt
Underdel. tal. 2o Reminder 2 Ol &R hon-valuated
Shipping instr. B Reminder3 [ Deliv. compl
Stock type Unrestricted use b} Mo, reminders a
Find delytime 30
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27) You will have to check periodically to see if they are approved. Go to ME22n and pull
up the PO in question. Open up the top header and select Release Strategy. If there is
a yellow triangle it is still not approved. When you get a green check mark it is
approved and you will be able to print it off by going into MESf.

Release
o strategy
tab

. _J}iﬁeo‘umlng'[}ncu_ EIGER

Pepghnal setfings (Ctri+F1] (2]

Standard PO & | 4500167719 18 LY GO ING
/7 ~ Partners | Addiionaldata | Orodata Status -l R_é_tga‘se'sgtrate;gg r 'H
Rdlease group 21 PROC RELEASE Code |Description Release options | Released
Releade strategy 05 SUPP & 5ERY = 3K 02 |COMPTROLLER W
Release indi TOp leased
Header Ei]
. tern i || Material [Ehorttext PO quantity O...|CDeliv, date_|Met price Curr...|Fer
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K usD E
K USD E
<] -+ ] ] [« [ +]
S T | L= d = : Defaultvalues
(101131270, CALCIUM CHLORIDE S0 LB BAG @1 | &
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Receiving Std Forms From Print Shop

1) Get the Work Order from purchasing agent.

2) Call Greg Juris at 787-8884 for price of quantity actually ordered
3) Type in transaction MIGO click on Enter.

4) General Tab — enter the Work Order number

5) Material Tab — enter the Material number

Documnent date A7 12080 aterial ofip 217357

Posting vate et

0 [¥] Collective § Work
Order

| Number

.;“. <[

| Material
Number




6) Quantity Tab — enter the amount actually received not ordered. Enter the number not
the unit of issue.
7) Enter the dollar amount.

Documentdate  18/07/2804  Waterial slip 217357
Posting date 10/07/2004  Doc header text
8 Caollective Slip 4}

Amount
Received

Gty in-unit of entry _
Ext arnount LG 569 . oo




8) Where Tab - enter the Plant and Location
9) Hit Green check or enter. You will now have a new tab.

Acct. Ass.
Tab

Movement type Receiptfor Work Ord 961 nrestricted use @

Plant DGS
Storage Iosation Sup&SurFaorster it Sorage sl Enter

Goods recipient Plant and
Unloading paint Location

D] priappiu | INS

Jndclmsﬁ—ﬂﬁ%}@ﬁ@ o 23PM



10) Acct. Ass. Tab — Here you will put your Funds Center, Cost Center and Fund.

11) Make sure the ltem OK box is checked.

12) Click on Check. In the lower left corner of your screen you will get a message of
Document OK. If there are any red stops you must correct these before completing.

13) Click on Save. Your Material Document number will be on the lower left of your screen.
In red write the Material Document number, sign and date the Work order and return to
Purchasing Agent.

Save

4

W|E| Goods receipt Others - Wiiiain Beattie

 Showovendew | (1| Hold | chEck  Post| | [ Help

Line |Material descr. Ok |Gty in UnkE E.. |Storloc Costcenter [Batch
|1 |FORM,STD-508,CALL MEMORANDUM,10PDIPKG | [v] 516,888 — .
Funds Center
oo Cost Center L]
Delete  JEE ntents Fund
© Material | oGty | Where | Acct ass.
Funds center 1522640000
Fund EO00504001 __
Cost center 1522640000 '
Check
ltem Ok
1 []

D] etappty | INS
ﬂSf:art”J @g _E = SF\PJ_GJ”EEoods 'Inbox;-...l-.@i})ocm,..l |_.Jﬁ.ddress |Qj5£§%\}®$@ﬂ,& A1 EM
Material

Number will
be here




Receiving Commodities

Enter

1) Type in transaction MIGO and click enter.
2) Type in PO Number and click on enter.

Goods receipt g Purchase order g 459_915??1_9-
I ' |

J45a61

General

Documentdale  10/07/2004  Delivery note.
Posting date 10/07/20884  Bill of lading
0 & Individual Slip ]




This is the screen that you will get.
3) On the Qty. tab, enter the amount that was actually received.

Genetral

Documentdate  10/07/2004  Delivery note. “endor
Posting date 10/87/2084  Bill of lading e
0 W Individual Slip ]

Enter the
amount
received

Q@tyin unit of entry
Oty in SKL




4) Click on the Where tab, here you check to see the if the storage location is correct.
If not, change to correct plant.
5) Click Item OK, then click on Check.

L 3 ) [ |58
2| Goods receipt Purchase order 4500167719 - William Beattie
| Q|| Hotd || check  Post || [ Help |

Movement type GR goods receipt 181 + Stocktype Unrestricted use @

Plant DGS _ |
Storage location  Sup&SurForster BBO1  Storags bin BEZEE4
Goods recipient \
Unlnading point Storage
ltem OK Location
Text

gsm]ﬂ He » |J @l 5AP Logon P... Iﬁfﬁduﬂs rece... @bacutnaamentt .l',iDF_t g




This is the screen that you will get.
6) You can just X out of this. You will get green or yellow light. If you get red stop you

will receive message at the lower left hand corner telling you what needs to be
corrected.

JHIC@@ BERER DDO0 FHE @

Goods receipt Purchase order 4500167719 - William Beattie

| Shavy overview | | \E\ | | Hold || Check || FPost || | Help |

Line |Material descr. Ok |Qty in UnE E... |Storloc Batch Valuatiunt... []
1 |CALCIUM CHLORIDE,S0 LB BAG [1]a96 BAG|Sup&SUrForster ﬁ ~]
[
[JDIL E 20 Yellow Stop L]
r X
out
Tyn ’»— LTxt
e 1| Deficit of PU Ordered guantity 9 856 BAG : 131270 1500 OO31 =
YR&MA PN FEFHEOHNB@o @001 00 @ %
Sup&SurForster LT Storage bin BEZBE4

Starage locatian
Goods recipient
Unloading point

Text

[0

“ .i SAP Logon P...”‘_ll_'.oods rece... @Documentl | |J Address |<ﬂ§g§t{) @.:i @ ‘)d

1:04 FM



7) Click on Save. A Goods Receipt will appear on the lower left toolbar.

8) You will write the Goods Receipt number on the PO, along with the amount received
and the pallet count in red ink. You also need to sign and date the document.
Return the PO to Purchasing Agent.

General

Documentdale  10/07/2004  Delivery note.
Paosting date 10/87/2004  Bill of lading
0 & Individual Slip ]




Receiving Health Forms From Print Shop

1) Call Greg Juris at 787-8884 for price of quantity actually ordered.
2) Type in transaction MIGO and click on enter

3) Make sure drop down boxes are Goods Receipt and Others.

4) Receipt for work order should be a 901.

5) Material Tab — enter the material number you are receiving.

CAD &

Goods =) 5 Make sure

it & ,
Others : this a 901

Goods receipt T Others T
=
Documentdate  10/87/2004  Material slip 236094 — | Putwork

Posting date 10/07/2004 Docheadertext  |236098 order
O & Collective Slip ] number

| here

B
Material
Material | Qi | Where number

Material

L4][+] I————————————.
- bmso e
QSbart:”J He w |Jﬁ SAPL... Ilglﬁondi:.' Eﬁ:ox:-;..l_: |Docu...




6) Quantity Tab — enter the quantity that you actually received.
7) Ext. amount LC — enter the dollar amount, which you get from Greg.

&| Goods receipt Others - William Beattie

showoveniew | /| Hot || check | Post || [ Help |

Documentdate  10/87/2004  Material slip 236098
‘Posting date 10/07/2004 Docheaderted
B Collective Slip bt}

-~ |Material descr. ] in Unl" : Costcenter |Batch
' Enter

Quantity &

e el

Gty in unit of entry

Ext. amount LC 46822

46822




8) Where Tab — enter the plant number and the storage location.
9) Click on enter.

0 [ Collective Slip ]

|Line |material descr.

Wiemert e Receiptior Waork ord Plant and

Storage

Flant 6700 .
2 Location

Storage lacation doh]|
Goods recipient

Text

N | )




10) Click on enter. You will get one new tab.

11) Acct. Ass. Tab — You will enter your cost center and your fund and make sure your
Item ok box is checked.

12) Then click on Check.

13) If there are no errors you will get a document OK message at the bottom left of your
screen.

14) If you get any error messages you must correct these before you can continue.

10 e@e Sk n0on BE
Goods receipt Others - William Beattie
oo [ o

| Show overview | | |—Q_| | | Hold ||'6h_9|:1< [|

Star.log. Costcenter |Batch [
EAf FREEFORMS  |5748101008)

Cost
Center
and Fund

Funds center
Fund: 1049704000

‘Cost center 67491010680

Item Ok

Document




15) Click on Save.

16) Your Material Document number will be on the lower left corner of your screen.
17) In red, write your Goods Receipt Number on the work order, sign and date.

18) When the Goods Receipt prints off (901), It is then filed in the shipping office.

|5rmw ovendews | [ | Hold | Check | Past” [H Help

Documentdate  18/87/2004  material slip
‘Posting date 10/07/2004  Docheadertext
| Collective Slip b}

ine  |Material descr. ] i E ot Costcenter |Batch

Material

Material
Document
Number




Create A Stock Transport Order (Sto)

1) Type in transaction ME21N.
2) Open the top header and put in Purchasing group and Supplying plant.

Create Purchase Order

Document overviewon | | () & | Savewihoutcheck | g8l | (¢ Printpreview | Messages | [l Help & Personal sefting

Stocktransportord, @) [ &700] E) 1070472004
= —— = — : T P
Purchasing o, COPA - Commomwaalth o PA.
Curch. group 2983 Purchase
Opmpany Code  COPA  COMMONWEALTH OF P& Group &
Plant No.
Close
W when [ POquantly __[0..[C[Delt dale_[cur. Mallgroun_[Pint
done with ' ' |HLTH i
group & | HLTH
|HLTH
plant 0 JHLTH %
[4][+]
B (Bl | . Defaultvalugs
Mew itern ol Al

> | ME210 P2l petapplu | OVR o
Eﬁﬁowmnif M. |@$§§3a§ﬁ a ﬂ' 1231 PM

@Slalt”J i a ) H ._ﬁ'-éﬁlﬂ"'-LDgon F}&-.;-lglhbox.--.Mf:cros&.:”_‘? Create Purc.__




3) Close the top header and begin to put the material numbers and quantity amount for

order.
Close this
E header
= : ' AR | when all
Create Purchase Order material
Documentoverdewon | [ |8 Savewithoutcheck 5@ Printpreview | Messages | [ Help | & Personal setting and .
quantity
Stocktransportord. & [ G700 HLTH 10/84/2004 are input
5 T A HMaiesial Short text PO guantity 0. |CiDeliv. date  |Curr... \Matl group E.-.Ir.m
K | lzegasa | 25 USD. ~ HLTH [«]
k | 78950 i 25 usb JHLTH =]
¥ | |zecnza 25 liso. HLTH
B K | l2o60ag i 75 [&ﬁﬁ: | HLTH
K | [28B101 > o5 S0 i
Input . : e T
. , k | |z85470 25 usb- HLTH
Material #'s K | zasooo 25 usD. |HLTH
and quantity RN\ 226364 i o UsD e
K | Ro604s 25 liso. JHLTH
k|| i usb s
K[ | Usn HLTH
] o ] L [ 0]
ENE i - 5 Default values
e itern ] ]

BDocumentt -M..| FEAD BWal 1235PM

msmtnj @ a‘ > H ._i."_?'-éml.j.-'l:ngon F}a'-.;-lEihbox:-.fﬁfcmsc&.z”f Create Purc...




4) Close Item Overview, put GL Acct, Cost Center, and Fund numbers in for each line
item. Then click on check.

Help

300 ©Qe DHE DDA B @B

Create Purchase Order

Burchase order

Docurnent overview on | |—7 5'71’ Save without-ch J’—ﬁ%—|—£§ Print previews | Messages .Help FPersonal setting

Check ] Stocktransportord. @ Supplying plant 5700 HLTH Doc.date 10/04) Use this to
T3 Header : : go from
T/ ltem overdew: one line to
B tern. [90] 286045 , DHBUILDING FAMILY RELATIO.. & |.-. the next
hiaterial data h Quantitiesiwaights k Delivery schedule k Delivery k Invoice h Canditions " Account assig... “l L
|||ﬁ| AccAssCat Costcoenter E Distribution Single account assignm .. & CoCode COMMOMNW . E
Unloading paint Recipient
GIL account no. G361300
iness grea
GL — Cost  |ae~
and Fund =t center
mmitment iterm
ds center Fund Th49704000 [)
Earrmarked funds Functional area -
[+]
[~]
[4][e][ B[«[v]

| D [mE21N P2l pelapplu OVR

i Start :ﬁ F- ) d S&P Logon Pa.. | ji) Inbox - Microso...| ‘_l[:reale Purc._. @Documenﬂ M C&ji%t’\) | [\a a 12:37 PM




5) Putin the correct ship to address, use the tabs to select delivery address, (or the
drop down), select check

Create Purchase Order

Dotument overviewon | () & savey

Drop
Down

[10] 286349 , DHISELF ESTEEM INFORMATIO... El

Address | Lewisturg Careerik
(Shlp TO) rest qumber 1610 Industrial Blvd.

RS

|J @ ﬁ _' H‘“ éﬁﬁm:pgongml EIH&DKHICW’”&H Create Purc... %10




6) The next screen will put the address on each line item so you do not have to type
each line separate.

ﬁ
Click on
thic

Sistrict




7) The next screen will tell you if you are missing any GL or acct numbers. Just click
on the green check

e T T W T L |

|[«][»]

Typ|Hessage text LTxt

Mo message generated for output of purchasing document @ [r—
Item 1@
Supplying and receiving plants identical (Please check) @
Item 18 Sched.line 1

Can delivery date he met?
Item 20

Supplying and receiving plants identical (Please check) @
Item 28 Sched.line 1

Can delivery date he met?
Item 30

Supplying and receiving plants identical (Please check) @
Item 38 Sched.line 1

Can delivery date he met?
Item 40

Supplying and receiving plants identical (Please check) @
Item 48 Sched.line 1
Can delivery date he met? ]
Item 50
Supplying and receiving plants identical (Please check) @
Item 58 Sched.line 1

Can delivery date be met?

Item 60 . —
Supplying a Click on ntical (Flease check) @

Item B8 Sched.] ThlS

B

T
[ER |3 ]

T

[id]

EEEEEEEEREEEREEEE

[«

ML/ T« ]+
| vk @ AP HNTAYE OB BHNBGo w0 b0 0 H |/

i Start :ﬁ F- ) d S&P Logon P.. | K& Inbox - Micros. . | ‘_l[:leate Pur__. Documenﬂ s (ﬂfﬁi} i @ d E. 1:04 Phd




8) Click on Save and then on the blue pop up box click on save again.

Save h
first

Then click on
this save

| |J @ ﬁ H<|J géﬁdﬁ_‘ogon['ilg [T\bDX'aMiCFﬂSmH ﬁﬂ[ﬁleate Pur...




9) Here is where you get your STO number. The STO is complete.

G| iHe@e REHE D000 IR @

Create Purchase Order

| Document ovendew an | | @| Save without check | | |éﬂ Print preview || Messages ||ﬂ Help || Fersanal Seﬂingl

E=)
[=)

N | P

This is
your STO
number

iaﬁlalll“ ﬂ S E |J .7 S&P Logan P... I o Inbox-Micros...II"'l[:leate Pur.. ®Documentd - .. | (ﬂ%ﬁbaud B4 1:07 PM




View And Print Orders

1) Type in transaction ZME2W and execute.

2) This is the screen that you will get.

3) Type in Plant number and Storage Location ( which is at the very bottom, you will
have to scroll down a little ). You may have a second plant number show up; take
that out.

4) Click on Execute with the clock.

Furchasing Documents per Supplying Plant
®

If you have a plant
number here take it
out.

Plant and
Storage
Location

[Eidl
E
E
E
E
B
=

B
I =

- b|zweaw b pelapptu
EQStart”J & B O ?|| Blnbox-wi... ||.';T'Purchasin... e sapEasy .. | Erpeintra. | [§ OB i W el F 1101 a0




This is the screen that you get.
5) Here you will click on Select All and then Automatic Goods Issue.

List Edit Goto Enwironment em Help

300 e DHE ©Dhoa0 BERE @
FPurchasing Documents per Supplying Plant

=] EL\@ Print preview PO history Changes Delivery schedule |Automatic Gnod\slssue| Manual Goods Issue | 6

\ 2]
PO Ty\  Suppl.plnt Name Created by PGp Order date El
Item MateriX Short text Mat. group i
D14 PInt 5L ty.  Un Met Price Curr. per Un Automatic
Select All Goods
4200243959 ECPO P Stacey Loan-Kent 380 07/27/2004
{0081 130962 FORM STO-320, TRANSMITTAL OF REVENUE,108 O76A45 Issue
U K 2000 15 PAC
Sti11 to be delivered 13 PAC 0.08 USD  BB.G7 &
Sti11 to be invoiced B PAC .08 USD 0.00 %
Total goods issues 2 PAC 13.23 %
4200252619 ECPO Plant 1588 DBS Stacey Laoman-Kent 380 03242004
[+]oaaal 130962 FORM,STD-420, TRENSMITTAL OF REVENUE,108 076845
U K 2000 8 PAC
§ti11 to be delivered 8 PAC 0.08 USD  180.00 %
§ti11 to be invoiced 8 PAC .08 USD 0.00 %
4200250254 ECPO Plant 1580 DBS Sherriel Marie Lewis BBO 09/20/2004
[+ oaaal 130962 FORM,STD-420, TRANSMITTAL OF REVENUE,108 076@45
U K 3802 1 PAC
§ti11 to be delivered 1 PAC 9.08 USD  180.00 %
Sti11 to be invoiced B PAC .08 USD 0.00 %
4200250654 ECPO Plant 1580 DGS #1fonzo Rakinson 348 09/21/2004
[l oaaat 131316 CUP,PAPER,50Z,FLAT BOT,188/PAC,25 PK/CTN 0730828
U K 1501 25 PAC
Sti11 to be delivered 95 PAC 0.08 USD  180.00 % | |
[+]

| [ | ZmE2we PEl petapplu INS 2

iastart”J W& » o > J [ bz - wi.. ”E‘Purchasin... & SAP Easy .., | ] Tvpe in tra...l |<ﬂ§f{j§ﬂ.$.[\ad B 11:04 AM




This is the screen that you get.
6) Here you will get a report that will tell you how many lines posted and how many
went into failure
7) Then select the Print Icon.

System  Help

HAHeCn QHE D0 HE @B
Purchasing Documents per Supplying Plan

S Refresh .
Print =
Frogram. ZLRMEGEWEO Commormres oo ennsy 1 vania E‘
User . POB4RES96 Inwentaory Management
Variant: HELENS ORDERS Afuto Goods Issue against STO
Summary Report
No. of Tine items selected 4
No. of 1ine items successfully posted : 4 -
No. of 1ine items that went into failure : o
g
L]l [ |[[v]
|@ haterial document 4900361592 posted [» IZMEQW polappiu | INS /7;

Hstart| | 11 E B D)

J (L) Inbox - Mi... ”‘_IPurchasin... ﬁ-ISP-F‘EaSV... | Typeintra...l |<E§E)§$l$ﬂ@d55“ 11:15 AM




This is the screen you get.

8) Here you will click on Continue and your report will print out.

| 0 2aBIeee SHE B0s0 BHE @

Print Screen List

Continue

e

G5-22ND RMG47_HPLJ4050 e

Mumber of pages
@ Printall
() Printfrom page

| Continue PECE phint parameters |

Spoal request

ZLRMBGEWOPRO

Marne
Title
Authorization

Spool optiohs Cover sheets

Print immediately SAP cover page

[ Delete after output QperSys cover page
MNew spool request [] Selection cover page
Print priarity 5 Mediurn Recipient

Spoal retention per. 8 Day(s) Cepartment

Archiving mode Frint only =]

D | ZME2W b2l | petapptu :
| Blnbes - mi... ||.';T'Print Sere.. qpsAPEasy .. | MTypeinta.| [ ER0R v W gl B 11119 am

start| | 1A & B D 7




Print Orders Using MB90

9) Type in transaction MB90 and execute.

10) This is the screen that you get.

11) Type in your Output Type (wa03) and take out the Material Document number and
click on Execute with the clock in it.

| 0 2liBIeee DHE H0La0 PR Q@B
Output from goods movements

Output type wal3 7
Transmission medium to
Sort order o1

Processing mode

Goods movements
Mat. document year 2004
Material document 4900361592

Take this
out

| [ mbox - mi... ”""Dutput fr.. @ SAPEasy .. | ] Tvpe in tra...l |@5§ﬁﬂ055ﬂ B 11:204M

start| | 1A & B D 7




This is the screen that you will get. This shows all orders for all supplying plants.
12) You will have to right click on the word Plant.

List

Edit Goto Seftings

em Help
I e CHE Do0 BE @
Outiput from goods movements
DEREEBRES T O

_—| Right click

Mat. doc. |Item|Out.|Hed|HMaterial [Material description Pint |5LET|
f_—;49992?9982 1WA 115873 TOILET PAPER ROLL, 1008 SHEET TYPE 1 (963 (1159|0801

(149002710049 1WA 115891 PAPER TOWEL,C FLD,GR & CLS 1 EXCPT TOTAL)1153(60E1 [
[ ] 4900302432 1|WAD3|1 |115891 |PAPER TOWEL,C FLD,GR A CLS 1 EXCPT TOTAL[1155|o@ci
[ 14900305595 1WA 207800 SOAP TOILET MWOW-FLOATIMNG BARS,Z2 0Z 1155 (6AE1
[] 4900319156 1WA 1416949 CUPS FOAM PLASTIC,8 02 1160 (BAE1
[ ] 4900319158 1WA 2381 WEGETABLE, SPIMACH, CH 1166 (BAE1
[ ] 4900322604 1(WAD3| 1 |131436 |BAG, TRASH,LIGHT,7-1@GAL, 15X9%23 500/CTH 1155 (0@
[ 14900322605 1WA 131453 BAG, TRASH, HERVY 40-45G6AL,23"17"X46" 160 | 1155 (6061
[] 4900322606 1WA 115891 PAPER TOWEL C FLD,GR & CLS 1 EXCPT TOTAL)1155(60QE1
[ ] 4900345328 1WA 217457 BASE,DRY , CHERRY DRIMK MIX 1144 (BAE1
(] 4900345704 1(WAD3|1 | 241920 |EROOM,WHISK STRAW TYPE 1144 | 0@
[ 149003458233 1WA 243530 SYRUP , CHERRY COKE FOUMTAINM 2.5 GAL 1144 (BRE1
[] 49003458242 1WA 1416949 CUPS FOAM PLASTIC,8 02 1144 (001
[ ] 4900351564 1WA 119207 TAPE, MAGIC MENWDING, TYPE,3/4" X 1296 TEO0 (BT
[ ] 4900351608 1(WAD3|1 | 106193 |DISK,3.5" FORMATTED IBM, DYAN,1@/BX+ 7EOE | 0aa]
[ 14900351609 1WA 131420 POCKET FILE, LEGAL,STY3 50/EO0X 7500 (BAE1
[] 4900351611 1WA 119170 FASTEMERS , ACCO 2" CAP,2 3/4" CNTR,508/BO0X) 7500 (0061
[ ] 4900352501 1WA 119246 COVERS, 8-1/2" X 11" REPORT COYER,CLEAR | 7500 (601
[ ] 4900352824 1({WAD3|1  |119289 |TAPE,BOX SEALING, 2"XG0YD,SCOTCH CLEAR 7EOE | 0aa]
[ 14900352836 1WA 11968149 PRPER, BOND CAMARY, 8-1/2" X 11 HPG103341) 7500 (6061
[] 4900352837 1WA 130336 PAPER, BOND GR,8 1/2X11, 20# 7500 (BaE1

[] 4900352838 TI1WAD3] 119045 LETTERHEAD , DEP SECRETARY ,BEDE,8 1/2 ¥ 11| 7500 (0061 | |

[+]

[

|2 212 output selected D | mBG0 PEl | petappiu | INS 7

;mgtart”J ME o >

J (L) Inbox - Mi... ”‘_ll:lutpul: fr... ‘-lSAP Easy ... | Type in tra...I |<ﬂ§{{)§g&ﬂ@d BE 1121 AM




You will get a drop down.
13) Select Set Filter

List

Edit

Goto

Outiput from goods movements
DEREEBES2F 4D

Mat. doc. [Item|Out.|Hed|HMaterial Mz
[]4900361236 1(WAD3| 1 2T2BE3 (W
[ 14900361237 1(waD3|1 13277 | Ah
[ ] 4900361238 1({WaD3| 131277 Ak
[ 14900361239 1(WaB3|1 131421 Wh
[] 4900361240 1(WAD3| 1 130954 |FC
[ ] 4900361241 1(waD3|1 138972 |FC
[ 14900361242 1({WaD3| 131268 (D]
[ 14900361243 1(WaB3|1 130964 [FC
[] 4900361244 1(WAD3| 1 131454 |BL
[ ] 4900361245 1(waD3|1 130911 Eh
[ 14900361 246 1({WaD3| 131454 |BC
[ ]4900361247 1(WaB3|1 207800 (50
[] 4900361248 1(WAD3| 1 ?EE414  [NE
[ ] 4900361244 1(waD3|1 207800 |50
[ ] 4900361260 1({WaD3| 288708 (NI
[ 14906361251 1(WaB3|1 2EE403  [NE
[] 4900361252 1(WAD3| 1 208701 Pf
[ ] 4900361253 1(waD3|1 264699 (Ph
[ ] 4900361264 1({WaD3| 255083 |Pb
[ 14900361255 1(WaB3|1 PERO83 Pl
[] 4900361 256 1(WAD3| 1 ?E5083  (Ph
[ ] 4900361257 TIwaD3| 264703 [Ph

;mgtart”J & B @ 2| Bine... ”a

re

Possible entries F4 | (&)

Selectall F&

Deselect all F&

Cancel F12

Print ShifteF1 | O

Fracess shit+F2  [pma| suee [+

Exit Shift+F 3 ]
. . , Plant|mn2

Print preview Shift+F4 Emalonat

Printer default Shift+Fs  pod) oaod

Log Shift+F & 333 ggg: |

First page Shift+F9 §BD [a]e]eh}

Previous page Shift+Crl ;gg 3331

Mext page Shift+F11  poQ oo

Last page shiteF1z oo I000

Caolumn left Ctrl+F 2 630001

Column right ChivF3 1513 3331

Last colurmn Ctr+F4  fog|onaz Select Set

First column Cl+F5 153 ggm Filter

Current display vatiant Ct+F2 1| gaf1

Choose display variant... Ctrl+F4 g eiich]

List status... Cri+F11 91 SES] L

Save display variant Ctrly{ a1]oo01

Setfilter Ctrl+SHift+F 2 E

Choose detail Ctrl+EShift+F 3 [ IMEIQD pelapplu | INS 7

Sortin descending order Ctrl+Shift+F 4

-

(0T wea Wl 6F  11:3zam



This is the screen you get.
14) Here you will highlight the Plant and Storage Location
15) Click on the arrow to move them to the other column.
16) Then click on the Green Copy Check.

JHIC@@ BHRER DDO0 FHE @

Outiput from goods movements

PARBBAEF M

[+]
[-]
ajeieh} U
Filter criteria Field list :gm
Column content Col. content (] Plant & Storage
Plant [+] aterial docurment B location on this side-
Storage location =] |itern ¥ g Highlight them
Cutput type e}
Transmission medium alelen]
- ajeieh}
’ Materfal - // 2001
Material description / / Iae1
] . i 3AA1
Click on this arrow 4 / ot
to move them to « B0
the other side e
ajeieh}
E‘ El afe]oy}
[~] =]l oot
ajeieh}
Then 9001 =
click =1 &
v Ciy % % on this. U [ mBs0 b petappiu | INS

J Inbox—Mi... I;ll:lutputfr... ‘-lSAPEasy... | Typeintra...l |<ﬂ§t{)§g$ﬂ@d5ﬁ" 11:23 AM

iffjstart | | |

18>0




17) This is next. Here you will input your Plant and Storage Location.
18) Next click on the Green Check.

Output from goods movements

PARBEEF P

Enter Plant
Flant and Storage
Storage location Location

Click on
Check

Y e E TR

L] ] [41[]

7
| Bmbox - wi... |[qgoutput fr.. @g'sapeasy .. | Eivpeinwa..| [0 F0R 8 el 6F 1125 am

start| | 1A & B D 7




This is the screen you get.
19) Here you will click on the Print Icon — this will print out a report of the orders you are
posting.
20) Next you will click on Select All and then execute. This will print your orders out of
the system.

List Edit Goto Settings istem Help

@ 200G QHR DDO0 AR @@
Output from goods movements Print
FRELEBLAE T PP
AN [+]
Hat. \doc. | Item|Out.|Hed Mq@m description Flnt|SLac E‘
{?_‘;4999351&\2 1|wan3|1 |131268 DISI{,WMB, FORMATTED, 18/BX | 1508| 0001
Select All
Execute
]
[~]

| D [ B30 bE | petappiu | NS 2

iﬂStartl J m E ) @ ke J (L) Inbox: - Mi... ”‘_ll:lutpul: fr... ‘-lSAP Easy ... | Type in tra...I |<ﬂ§{{)§g&ﬂ@d B 11:26 AM




Print Orders Using ZMMPPS

Change Collective Box

You will only need to use this if you are going to use ZMMPPS to
print orders.

1) You will need to go to MIGO.

BE\ S| E] 2| v o

MIOZ - Change Physic
MI04 - Enter Inventary Count with Docu
[ WI05 - Change Inventory Count

[ MI03 - Enter Inventary Countwio Docur
Mi11 - Recount Physical Inventory Docl|
MI21 - Print physical inventory docurme)
[ w124 - Prysical Inventory List i
] MnED - Materials List
Y_DC1_22000553 - Tahles -= Display [+] &

B eelgrs enliEs Erlmr) wds @a&tfa w D

;-IaSlaltI |

BUe@e >




2) First Box should be Goods Issue, 2nd Box should be Others or Purchase orders.
3) Go to System, User Profile, Own Data.
4) Click on Own Data.

Create session
End session

Goods issue ————

{] @ | |_|'£ Servces
Utilities
List
Senices for ohject
Dhject histary

Documentdate  05/C Own spool requests

Posting date B51¢
i3 Collective Slip | Shotmessage
Status...

Log off

Cnn johs

Hold data
Setdata
Delete data

Qwn data

Expand favatites

System, User Profile,
then click on Own
Data.

hsan| D@ @

B &1=] E1r| 3| ém|[i@s. Er =]

R ﬁ%i@&@ llﬂ 241 PM



5) This is the screen that you will get. Here you will click on the Parameters tab.

6) Scroll down till you find NDR.

7) Under Parameter value, Delete the X.

8) Once you delete the X, Make sure that you Save.

9) You will need to complete this screen if you are going to printin ZMMPPS. This Movement
will keep your STO’s from showing up in MB9O.

WMaintain User Profile Save Previous page (Page up)

Parameters
Tab

s
1o
o

54P_DRQO04
I

535887

L[]

AN

NDR and X. You need to delete
the X.

e o sem

HAstat| B @ & >



10) Once you save, Go back into MIGO and you will see that your Collective Slip box is no
longer checked

|smwwen=rew| |0 D | [ Hola || check || Post || [ Help |

k= General

Documentdate  B5/08/2085 Material slip
Pasting date 05/@9/2006  Docheaderted
O[] Collective Slip T

O | Qtwin UnE
Collective Slip
Box no longer

R ST e

dhsa] [0 @ &



Print Orders Using ZMMPPS

1) You will need to go to ZMMPPS

MEZ3M - Didplay Purchase Order
MBS1 - haterid i
(] mMB03 - Display Material Docurnent

[#] MI03 - Display Physical Inventory Doca
MIDE - Display Inventory Count

MD04 - Display StockiRequirements S
[#] MmOz - Display Material &

[ MMBE - Stock Cverview

MIDZ - Change Fhysical Inventory Docy
MI04 - Enter Inventary Count with Docu
[ WI05 - Change Inventory Count

[ MI03 - Enter Inventary Countwio Docur
Mi11 - Recount Physical Inventory Docl|
MI21 - Print physical inventory dacume)
[ mi24 - Prysical Invertary List
[l MMBQD - Materials List
¥_DC1_32000553 - Tahles -= Display [+] £

O8] B . e T s Bo] 4G HO L@ STHD o

dsat] D@ e ”




2) This is the screen you will get.

3) The Goods Issue Date will be there( the current date )

4) Type in Supplying Plant and Storage Location

5) Type in Goods Issue Numbers ( From and To )

6) Example: 4500325698 to 4500325705

7) Click Execute

8) You will get a message at bottom that says “Printing will begin”

Goy _BE."DB."EDBE
SuplyingPlant  1506- Current date should be

= already there. Type in
| Supplying Plant, Storage
location and Goods
(] Issue Numbers that you

are going to print.

Hsan| |0 @ @ » | @] €)= P 5| e Be.[Be- 20 I @OLa P Erd e




Hardcopies

1) Type in transaction MIGO.
This is the screen you get.

2) Make sure that it is a goods issue, others and Gl is 251.
3) Also open up the Head data and make sure collective slip box is checked.

ds issue It
) | | Hoid ||

=l ceneral | Gl - 251

Documentdate 1079542004
Paosting date 18/05/2004
00 [ cgliective Slip ]

Top
Header

Line_|Material dis OK |Qty in UnE. .. [storloc Cost center [G/L accou..
Make sure -

] this box is
D[] checked

&= Material

Material

!

l_iﬁ@:ﬁ@d

@Bommnﬂ M.

@Slﬂlti“ @ a > H Inbon.-- Mic:oso;..lﬁ-fSAF' Lagan-F.‘ia..;-,”f Goods issue...




4) Close top header and begin to put in information
a. Material tab: Enter material number
b. Quantity tab: Enter quantity requested
c. Where tab: enter plant ( 1500 )
storage location ( 001 )
goods rec: ( your name)
text: old SE number (from STD 174 )

showovendew | 0| Hou | creck  Post|| [N Help |

a

Material 130845 (=

[+
- Use these i i ] D |‘
7] tabs
= wateril _
[+]
]

Llﬁaﬁ S014M.

’_.




5) Hit enter and two new tabs appear
d. Partner tab: enter customer number ( you get this from list)
e. Account tab: GL — 5104000
Cost Center — 1522640266
Fund: 5000904001( the 4 changes with the current year )

Maovementtype Gliorsales. 251 - Stocktype Unrestricted use &
Plart DGS 1508 |2

Storage location SupBSurForster a1 Storage hin 209

Goods recipient creckner

Unloading paint

keg28574

;@;Eommﬁnﬁ - M| Document? - Microsaft Word| g.ng ap

@Shlt”] i ﬁ _E H |ﬂEDH.-: Mi{c:mso.__lﬁ;’.‘é‘xﬁ' Logm.'l;:!a,.;>llf Goods issue. i



6) If there are more than one material:
Hit second box on the bottom tool bar, this will change to the next number. And
repeat steps starting at Step 2 with Material tab.
7) When you have completed putting all information in for each line then you move on to
the next step/

Cost center |C

GiLaccount 5104000

Fund snn0504a00| ()
Costeenter 1522640266 '
Use this to

go to next
line item

@Shlt”] ] ﬁ _E H |ﬂEDH.-: Mi{c:mso...lﬁ;’.‘é‘xﬁ' Logm-'l.'—.‘é..;-,”f Goods issue._. -;@;Eommﬁnﬁ -M. Gﬂi%?{;@@d 312 AM




8) Click on the Check Icon ( any errors will appear, if there are errors, they must be
corrected before saving)

9) Click on save (orange disk )

10) Goods Issue Number is given on bottom toolbar

11) Write Goods Issue Number on STD-174

showovendew ||| Hold | Check—Fm=T ] N Help |

a

Material
Goods Issue No.
IiE Ceite]
Hsat| 1 @ © > @ ) v | GEO UL s2m




Print goods Issue in ZMMPPS For Hardcopies

1) You will need to go to ZMMPPS

\ ' - | Typein
B MB51 - Materi¥ Doc. Li B i | ZMMPPS

[#] MI03 - Display Physical Inventory Doca
MIDE - Display Inventory Count

MD04 - Display StockiRequirements S
[#] MmOz - Display Material &

[ MMBE - Stock Cverview

MIDZ - Change Physical Inventory Doy
MI04 - Enter Inventary Count with Docu
[ WI05 - Change Inventory Count

[ MI03 - Enter Inventary Countwio Docur
M1 - Recaount Physical Inwvertary Docy
MI21 - Print physical inventory dacume)
[ mi24 - Prysical Invertary List
[l MMBQD - Materials List
¥_DC1_32000553 - Tables -» Display [+ |

O] 8] B 5] @] s [lEs. #0.] Iw ﬁw.m@w 137 P

Astan] | [

BHe e~




2) This is the screen you will get.

3) The Goods Issue Date will be there( the current date )

4) Type in Supplying Plant and Storage Location

5) Type in the Material Document Number

6) Make sure you check the Walk up box.

7) Click Execute

8) You will get a message at bottom that says “Printing will begin”

0 @@Q SHE D00 BR @m

Picking/Packing Slip - Print program

Gog _l35 08/ 2006
SuphbingPlant 1505 Current date should be
== — already there. Type in
[ Supplying Plant, Storage
location and Material
(] document number. Also

make sure you check the

Walk up box

(@] &a | mr. | 2s| ] B |@e. ®0.] [ edEOLa B 1s3em

Rsn| TG & »




Invoicing For Hardcopies

1) Type in transaction FB70. This is the screen that you will get.
1) Enter Customer Number
2) Invoice Date
3) Reference (SE Number)
4) Amount
i. Add price of all line items
ii. Take line items total and add 20% mark up fee (line items total x .20 )
iii. The end figure is your total cost
iv. Then add $4.00 processing fee (see attached sample )

TH @@ S0 2han BE @0

Enter customer invoice: Company code COPA

& Hold.. & simulate | Park | & Editing options |

Lﬂ, Tree on || Company Code |

Invoice g %
.o
SE Basic data Payment Details Motes
Number 6000 SnoI Customer
Invoice d3 10/05/2004 Number
Posting date 10/05/2004
Reference seB28h74
Total | TAmemr———— 20892 USD Invoice
C0 (MR Sales Tax Rec.. B Date
Text
Company Code COPA COMMORNMNEALTH OF PA Harrishurg
Click on
text drop
down
0 ltemns (AR Data Entry)
St |Gl acct Shart text DI Armount in doc.curt.  |Loc.curr.amount T..|Assighment no. Yalue date [T El
Ceor ™ N Aaicn El
[> | FB70 I polapplu | OWR

iaﬁlalll“ ] a ! |J = Inbox-Microso...I .i SAP Logon Pa... ”‘_'Enle[ custo.__ Documenﬂ Ml (ﬂ%%t{)ﬁ@d 11:07 Ak




2) Click on Text drop down and this is what you get.
3) Double click on the first line ( 001 Central Warehouse )

Edit

Document Goto Settings

BB Cee CHE anan | BE @

Environment

Transactr =
BEIEEEIEES Double | |ece =
“lID |Text edit format .
BasIC k001|001 - GENTRAL WAREHOUSE click
002 002 - COMMOWEALTH PURCHASING CARD i
Customel nny g4 - TEMPORARY TRAMSPORTATION [ ]
Invoice d2l o5 005 - REAL ESTATE SERVICES
Posting d | 007 007 - ALLOGATION OF PROPERTY COSTS
Reference| 008 008 - BOA AUDITOR TRAINING PROGRAM
Amount 008 009 - FEDERAL SURPLUS FROPERTY
010 010 - CLASSIFICATION & PAY SERVICES
Toxt 011 011 - HOUSING AUTHORITIES
Company| 012 012 - OVERSIZED PHOTOGOPY SERVICES
013 013 - GRAPHIC SERVICES
014 014 - VEHICLE REPAIRS
015 015 - COMPETITIVE BIDDING PROGRAN |
016 016 - AIR TRANSPORTATION COSTS
019 019 - PURCHASING COSTS
022 022 - POSTAGE DUE
0 ltern | 023 023 - EXCESS PROPERTY INSURANGE || ||
[Elst. {024 024- TORT CLAIMS [«] ]
I 1 |027 027 - BOILER & MACHIMERY INSURANCE [~[T [ [~]
| "184Eniries found T /iB70 b pelappiu  OVR 2

i Start :__{j g » InboH-Microso...| Q SAP Logon Pa... | ;'Emar custo._ Documenﬂ ... @Eﬁf{jj@ﬂ 1110048




4) This is the screen you get next. Click on Tree on.

g i B eee CiE nhan BE QE

Enter customer invoice: Company code COPA

&% Treeon B Company Code | & Hold.. B simulate | [ Park | & Editing options

Basic data

Tree on

Custamer gooa
Invaice date 10/05/2004
Fosting date 18/05/2004
Reference seB28574
Arnournt 208.92 S0
0 (AR Sales Tax Rec.. @
Text =001

Company Code COPA COMMONWEALTH OF PA Harrishurg

0 ltermns (AR Data Entryd
fvalue date

.| GIL acct Short tg}{t Dic Amount in doc.curr. |L0c.curr.amnunt T+Assiunment no.
Mear n [ FIACE
> [Fa70 bel potapptu

iﬁSlalt”J ﬁ E |J InboH-Microso...l J SAP Logon Pa... ”":'Enler custo._ Documenﬂ Ml |Q5ﬁb°ua 11:12 48




5) This is the screen you get. Next click on the triangle to drop down. Then double click on 001
warehouse. Next click on Tree off.

Document  Edit  Gota

Enter cust invoice: Company code COFA

Sl o Tre€ off Company Code | &% Hold .| B8 Simulate Park | g2 Editing options

Tree __| Transactn  Inwoice ] %
a Account assignment templat)| +| Bal. 288.97—
{21 001W@EREHSE ] : :
e Basicdata | Payment | Details | Motes |
Custamer
Custarner £OOO Sp.GIL Address
| invoice date 10/05/2004 ADMINISTRY
Fosting date 10/05/2004 P O BOK 718
009FEDSRPP N — SERZESTA MECHANICE
010CLASPAY
5 Armount 208.92 usp LISA
011CLASHSE
. o CO {AR Sales Tax Rec.. @ i |
S Double
| g 01 - CENTRAL WAREHQUSE I
: Click on i
= this OPA COMMONWEALTH OF PA Hartisburg Bank acct
DI ERIRRNE Mot available
019PRCHCST
022POSTOUE
023EXPRING
024TORTCLM | |
027BLRMACH E 0 ltems (AR Data Entry [+]
=1 NYAEMPRNRD @HRT |z aeet |2kt text [Te larmnunt in dae e L ne eoee amnnont IT lassinnmeal ™
[ EREART D | [«»]

| [ |FB70 Pel petapplu OVR 2

i Start :L_{j @ » InboH-Microso...| Q SAP Logon Pa... | ;'Emar custo._ Documenﬂ ... @Eﬁf{j;}@ﬂ 1113488




6) This is your next screen. Put your total amount in the Amount of currency column. Make sure it
says credit. Then select save. Your invoice will be on the lower left.

 —— e e I = a )
nter customer invoice: Company code COPA
&% Trezon B Company Code | & Hold.. B8 simuiate | [ Park | & Editing options

Basic data Payment Details Motes %
Customer | @SD.GIL
Irwvoice date Total
Posting date 18/05/2004 Amount
Reference
Amount Uso
G0 (AR Sales TaxRec .. @
Text
Company Code COPA COMMORMNEALTH OF PA Harrishurg
Invoice Credit
Number
0 lterns (AR Dxta Entry)
St...|GIL acct Shorttext  |DVC .ﬂhount in}(oc.curr. Loc.curr.amount T..|Assignment no. “alue date |[T|
\ Cred.@| 4 @ 08|co
| \ Cred.. & . ooajco i =]
\ Cred. @ o 0aco a [~]
@ Document 1800238748 was posted in company code CORA [* | FB7D pp1 U OvR

iﬁSlalt”J 3 B |J InboH-Microso...l ‘i SAP Logon Pa... ”‘”Enler custo._ Documenﬂ Ml |<ﬂ§§f{j$@d 11:27 &M




Invoice Printing

1) Type in transaction ZFINVPRT. This is the screen you get.

2) Type in your Document number ( Invoice Number — 1800239758)
3) Take out the 2004

4) Click on Six Column Format

5) Execute with the clock

Customer invoices and Credit Memos - Wave 1

Invoice

Number
Cotnpany Code COPA
Dodument Type
Docyment Mumhber 1800239758 ta
Billing Joh Mumber to
Pocumd Execute fo
Entry D3| to
Entry Time 0o :ae:ea to 0o:00:00 ;
Entered by 0 Makg sure this
Fiscal Year ti box is empty
Billing Period to

Output Control
Click on 6

Four Column Farmat / column format
Six Column Format

[* | ZFINVPRT Pl poiapplu | OWR

iaﬁlalll“ ] a ! J = Inbox-Microso...I .i SAP Logon Pa... ”‘_I[:uslomer In... Documenﬂ Ml (ﬂ%%t{)ﬁ@d 11:34 Ak




6) This is the screen you get.
7) Click on Print Immediately and then on Print.
8) Attach a copy for entire packet, which should include the following:
i. Original Invoice
i. Copyof STD-174
iii. Copy of Goods Issue Slip
9) Send packet to Agency’s Comptroller Office for further processing

| i HIeee BHEIDDODIHEI@
SAP R/3

38-22MD RMG47_HPLJ4050 e

Spool regquest

Mame SCRIPT G504 PODG3GEET
Title

Authorization Check
this box

Qutput optiope””

] Delete after print
[IMew spoal request Recipient

[ Close spool request Department C/{'Ck on
Spoal retention per. 8 Day(s) this.
Archiving mode Print anly

Mo cover page

@ Print preview Cancel
WFRT Ml pelapplu | OWR

iaﬁlalll“ g ! |J = Inbox-Microso...I .i SAP Logon Pa... ”fSAP R/3 Documenﬂ Ml (ﬂ%%t{)ﬁ@d 11:38 4




Credits/Stock Denials/Returns

1) Type in transaction ME23n and click enter.
2) This is the screen that you get. Here you will do the drop down for Purchase Order,
select other purchase order.

Purchase
Order Wi

500170180 Created by Cheryl Reckner

|@' Print preview || Messages | [H H«elp"'|| Persanal setting || Accaunting DDcumentB'|

Display/Change

S

Save and output

Check

Shift+F3

Exit

- |Deliv date |
Other 0105 :
Purchase ——

18 KU |

Delivery address

Title
Mame

2] Resetaddress
|@3  Repeataddiess on

StreetHouse nurmber

Fostal codelCity il Address
Country USA. Region PA ‘Pennsylvania Customer |
[4][e]] [

1> [ ME23N P2l potapplu OVR

i*ﬁlalli“ af a E “ (e Inbiw - Mi{CFDS:::I ﬂ .Sr.-;-‘«F':Log'on-Fi::: ”"_-"Slock trans... E} Document] - | r@?@%\)& @QJ B:37 AM




3) Type in your STO number and click on other document.

Click on
other
documents

- Quantity|Lcur | Or.. |Reference
500 [USD
500 USD
500 |USD
500 USD

Tr./ev. Goods issue

|<BE‘3<&@QJ 41 M

-;-iSialt”] ] a > H [l inbox - M{{cros:;:l i‘ 54F Logon P ”*ﬁ“ﬁlnck trans... ]



4) This is the screen that you will get. Here you will have to check your Purchase Order
History tab to see what movements you will have to do.

5) In this example, the PO History shows that a 101 and a 351 has been done. You will
have to do a 102 and 352 to do your credit.

| Doeurﬂe_ntﬂe_mgﬂmJ | |_ "?Hﬂ | |@ Frint preview || Messages ||ﬂ Help ||. Personal setting || Accounting Documents |
6700 HLTH [EZTIRNE
j’j S ltem A Short text PO guantity ¢ [GI5ES Delw date d Curr MaH %mup Pint
20 K U 286478  DHMOUTH UNDERAGE 23 Purchase F R E
38 (U 288450 DHULOERS KNOWFA. 268l Order FRUHLTH [
[«] History [][v]
_ i = || R _ tab
[10] 286476, DHAYYOLUNG FECOPLE DEUGSE ACTE .
7 lnvoiee | ifians | Accaunt assign ' Purchase ordérhistory | Tets | Deliveryaddress § Co. |, (<[]
:a?ma |J_E!!@ IEBERIEERIE)
S-...:.:-"My]' Material dn Item_ Po tmg date [z 7 Puantity| Lcur | Or..|Reference z
' 0.00 EA - 23 USD 3
[E4 | I |
EA = 23 UsSD u E|
[~]

‘*ﬂalli“ ] ﬂ E “ (L) Inbox - Micras... Iﬂ SaP LogonF' ”"'Slock trans. . E}Documenﬁ | |_(B Eﬁ)@@gd B:42 Al




6) Type in transaction MIGO and click on execute.

7) This is the screen that you will get. Here you will do the drop downs and select Goods
receipt, Purchase order, type in your STO number and make sure that the last box is a
102.

8) Once that is done you click on execute and you will get all information on that STO.
Scroll through the Line items until you find the one you are doing a credit for,

Select Goods receipt,

Purchase order, type in STO
number, and make sure last
box is 102.

Miaterial

Material
‘Wendor material no.

Material group
| EAN In order unit
EAN check




9) Here you will Highlight the line item that you are doing the credit for. Then you will
check item OK at bottom left. If there are multiple lines do this step for each line. (Only
lines that you are doing a credit for).

10) Select Check, if there are no errors you will receive a document OK message at
bottom left, if there are errors you will get a message and must be corrected before
continuing. Then, click on Save.

Coo o
Show overview! HaYﬁ. - | Check || Pﬁrﬂ"'ﬂﬂelp |

Material descr.
DHICOMMUNITY REINFORCEMENT TREAT COC .

Bu...
57
67

Cost center
G749101000
6749101000

- Where | POdata b Partner \ Accl ass.

Material

haterial DHICOMMURNITY REINFORCEMENT\RREAT CoC.. 286086

vendor materialno. Highlight line item to
do credit for and

eaninorger] check Item OKk.
EAM check

076047

Material group

iaﬁlalll“ jShow Deskiop |J (L Inb - Micros...l .'} S&4P Logon P... ”‘-IE'mds rece. . Documenﬂ - | (ﬂ%ﬁ‘{)ﬁ @ Ed 9:00 &bl




11) This is the screen you get. This will give you your 102 posting number. You will
write corresponding number on that Goods Issue Slip. ( 102-than the number ).

showoverview || |3/ | Hot || creck || Fost || [ Help |

Goods receipt B | Purchase order T _@-

Write this number
on the Goods Issue




12) Goods Issue, Purchase Order, STO number, and movement 352. Click on execute
and then Execute again on blue pop up box.
13) Once you input all that information this the screen you will get.

Select Goods Issue,
Purchase Order, Type in
STO and Movement type
352)

Goods issue Purcha eorder
/|| D) | g onesk | poat | [0

Material

Ha.teﬁfa.l‘l_gmup ﬂm@
5[ — o
- bwieD M plapplu OVR o
ﬂsm&”] @ ﬁ )-8 H Inbow M:crqe.lﬂ &E\F“LDgoan Im iy ' |@5ﬁ%$@ﬁd 914 A




14) Select the Quantity Tab. Here you will put in the amount that you are putting back
in stock. Example: If you have 20 and 2 are coming back then you put in 2.

that you are
putting back in
stock

Gty i unit of eritry
Qty in SKU




15) Where Tab — you will enter the Storage location, your name, and reason for return
and click ltem OK box.
16) Select the check, and than save.

e Purchase order 4500170140 - Cheryl Reckner

showoverview | [ | Hoid | Check | Post—| Elbelh

Check
ine |Material descr. 0K |0ty in UnE E-]_[Storm: [Costeenter [Bu.. [6f %
1 |DHICOMMUNITY REINFORCEMENT TREAT COC.. | [][23 [EA B S
[«][+] [«][+]
Delete |5 Contents =
C Material | Oy whers | POdata | Sttransf

Storage Loc., Your
Moverment type. TR to stek in trans. 352 |+ Stocktype name, Reason for
return, and ltem OK box.

Plant HLTH 6708
Storage location DOH1
Goods recipient creckner

Unloading point

Tent ordered in t

1 D

[
Llls]
0 [miGo bl petappiu OVR

@Slalli“ ] a A B |] ] Inba - Micras... Iﬂ 54F Logon P.. ”*v-jﬁonds issu.. E}Documenﬁ | |<B EL\)&@ QJ 9:22 AM

[alle]




17) Write the corresponding number on the Goods Issue Slip. (352 — and then the
number ).

snowoverview || (/| Hoi | oneck | Post || [l Help|

Write this number
on the Goods
Issue slip (352)

gocu

= al docuren 0 [0 b petapptu OvR
HAsa| M B | ¢@O UL s




18) Type in transaction ME22n and execute.

19) This is the screen you get. Here is where you will make your changes. If you are going to
change quantity, find the line to change and click in that box. Change quantity and save.

20) If you are going to trashcan a line, you highlight the line you are going to trash, and click on
trashcan. You will get a blue pop up box asking if you if you want to do this, click yes

m ®BE| Stock transport = 453&{7 by Cheryi Reckner
| Docurment overview an | | |_| "?Hﬂh{h” Igvi Save | MESS'agegl|iﬁ Help @ Pergfin Click on box t?
""""""""""""" R change quantity
Btocktransportord. @ |451?1§l‘14ﬂ B700 HLTH and change
quantity
j’fl Sotem A Material Short text PO guantity O Oeliv. date | Cur
430 | U (286084 | 23E4/D[10/85/2004 USD  [FORMS, | §
A448 K _{"285935 HICO! ¥ REI 19€a [plia/05/2004USD R FR. [+
450 [ U 2 DHIBUZZ TAKES BREAT.. 23[R D[1D/D5/2004USD  |Fi FR.IF Ik
EIIE_IIHIE
5 =9 EE | Default valugs
B (191 OPLEDRUGSA. B |a|w
 pemeyssnea| 11ASNCAN Lot sons | Accountassionment ' Purchase orcer hisory 10
EEERIEEREEERIRERIE
| Item| Posting date {2 _Armnount JCIL_J_ z - GQuantity|Lcur |Or.. |Reference. =
1| 10/E2004 0.00 [EA 23|UsD |EA
0.00 EA » 23 UsSD .
[EA I |
EA - 23 USD .




21) Click on save.
22) Click on save on blue pop up box.

Cllck on
this save
next

ity|L.cur | Or...|Reference
BR l 23 |UsD
Tr./ev. Goods receipt nEN . 23 USsD

' ' 23|UsD |

Tr./ev. Goods issue

\CREDITS - Mi...

Iﬁﬁﬁz:&@dﬂ 1232 PM

-;-iSialt”] 1] a _E H IﬂBoH.-- M{{cros:;:l i‘ 'S'.flill:"'f.'ogon'Fi:-.; ”*ﬁ“ﬁlnck trans... |




23) Then you will get a message that your STO has been changed.

Purchase order history

. |Reference

STO has

Tr Iev Gnuds receipt

: En' been 23 USD .
Bl (351 | 14[10m52004 | chanaed 3[usb | | [
Tr.jev. Goods issue [ q 23 USD b

|<BE‘3<&@Q B 1234 PM

\CREDITS - Mi...

"*Slalti“ Fif] a A B H |ﬂbDH Micros... Ii‘ SAP Logon P.. ”*v!'Slnck trans..




Inventory Transactions

Create Inventory Document

1) Type in transaction Mi01 and execute.
2) This is the screen that you will get. Here you want to type in your Plant number and Storage
Location. Then click on execute.

gl ~ 3 aBIeee QHE BDL0 BE @

Create Physicalin ent: Initial Screen

an2

Execute

_1 /0872004
_‘IB."EIS.-'ZEIM Plant &
Storage

Loc.of phys.iny. Location
Plant 1500

Starage location oaed @
Special stock

Other infarmation

I Posting hlock
[]Freeze hoak invntary
Batches w. del. flag

Phys. inventory no.
Phys. Inventory Ref.
Grouping type

- Dot b petapptu
iﬁSlalt”J ﬁ E |J InboH-Microso...l J SAP Logon Pa... ”":'[Zreale Physi... Documenﬂ Ml |Q5ﬁb°ua 11:58 Ak




3) This is the screen that you will get.
4) Here you will enter the Material Numbers that you are going to count and click on Save. You will
get an Inventory Document Number. Write this down for reference.

G| 0B Q@@ee CHiE nhan BE QE

Create Physical Inventory Document: Ne
@ [0 & Delind. onotf | Other phys.inv.doc. Save

Ite material Material description STy Aln BD  Del
1 130923 [=) 1 O
2 1 =
3 1 =
4 Material ! g
; numbers | =
B 1 =
7 1 =
& 1 =
g 1 [
10 1 =
11 1 O

WOt 2 petappiu
iﬁSlalt”J ﬁ E |J InboH-Microso...l J SAP Logon Pa... ”":'[Zreale Physi... Documenﬂ Ml |Q5ﬁb°ua 12:00 P




5) Type in transaction MI21 and execute.
6) This is the screen that you get. Input your Inventory Document number and click on execute with
the clock.

H & @@ 30 DA A E R @

Print Physical Inventory Document

R
_199914194

Y| Execute | 150

Inventory
Document
Number

)

E
B

it

_GS—22ND RMG47_HFLJ4050

[

iastart”J HE » O >

| Blnbes - mi... ||.';T'Print Phy.. a5APEasy ... | @pocumert... | [ ) EZol neB W o) 66° 12:45Pm




7) Make sure that Print Immediately is checked and click on Print.
8) This will print your first Inventory Document.

9) Give Inventory Document to Clerical Supervisor

10) Clerical Supervisor will give list to floor staff to count

| i EHIeee BHEIDDODIHEI@
SAP R/3

35-22MD RMG47_HPLJ4050 [a)

Spool regquest

Mame SCRIPT G504 POO4O6S95 Print
Title Immediately &
Authaorization Print

Qutput options

Print immediately Mo coeer page
[] Delete after print
[1 MWew spool request Recipient

[] Close spool reguest Department
Spool retention per. 8 Day(s)
Archiving mode Print anly

@ Printpreview |3 prft | Cancel

miZ1 el polapplu | OWR

| Blinbax - ... ||§snp R/3 @ 58P Easy .. | | Document... | |<g;%;§gc;a@.‘i BE® 1246 P

Mstart| | 11 & B O 7




Enter Inventory Counts

1) Type in transaction MI04 and execute.
This is the screen that you will get.
2) The Inventory document number should already be there. Then, click on execute.

Enter Inventory

100014193 {a!

Count date 10/07 2004

Inventory
Variance in % Document
Number

HAstart| | A E B O >

| Blinbax - ... ||§Enter1nv... @54P Easy ... | @oocumert... | GO TFam v Werel 1224pm




This is the screen that you will get.
3) Here you will enter your quantities. If there are zeros (0), check mark the ZC Box.
You may have to page down if you have more than one page of numbers.
4) Click on Save.

g 0 2IRIeee LR Ot BE @
Enter inventory Count, 100014193: ColiectProcessing Enter Quantities

| Phys. inv. history | Setzero cour| ::Lzegg’ ;:)?Ck

Save

It Material Batch Gluantity nE ZC
Material description STy Guartity SKU

1 131320 2} BOX [v]
CORRECTION FLUID PENWIFINP APP WHT 12PN 1 ] BOX

2 13132 EO¥
FOLDER FILE HAMGIMNG,1/5 CUT,LETTER, 25/BX 1 ] BOX

3 131322 BOX
FOLDER, FILE,HAMGING,1/5 CUT LEGAL, 25/B0X 1 ] BOX

4 131323 EO¥
FOLDER FILE HAMGIMNG LETTER 13 CUT, 25/Bx 1 ] BOX

- D04 bl petapptu OVR
iﬁStart”J & B O ?|| Blnbox-wi... ”é"Enter Inv.. & SAPEasy .., | ®pocument. . I |<ﬂ—f\)§@jﬂ@5}?d 12:31 PM




5) Type in transaction MI20 and execute.
6) Take out the Material Number and execute.

G ——— | Execute PEQ I BHE 2000 BE QE
I

List of Inventory D

1500
[ele]en|

100014193

J i i Y

Take out
material
number

E
B
=
E
E
B

iﬂﬂart”J & » D »|| Binbox-i.. ”m & SAP Easy .. | Document...l |mg§ﬁ'¢aumd 12:33 FM




This is the screen you will get. This will give you a list of the differences.
7) Select Print and on the next screen select continue

List

Edit Goto Seftings em Help

2HIH e SHER DDOa0 HE @B
List of Inventory Differences \
4 4 M &S5 F ST S Postdiffe Print ccount | Enterinventory count | List of unposted doc
[+]
Fh.inv.doc| Item|Material Batch Flnt|SLac Book guantity Oty counted Difference qE|
G1BDB14193 3131322 1500| BEa1 o.oan 0.oa B.D[
(1188814193 41131323 1500| BEA1 o.oan 0.oa 0.0
[ 11@061 4193 5131324 1508( goa1 g.0ae o.oag o.o
[ ]10a614193 Gl131326 1500| BEa1 o.oan 0.oa 0.0
(1160814193 131327 1500| BEa1 o.oan 0.oa 0.0
(1160814193 81131328 1500| BEA1 o.oan 0.oa 0.0
[ 11@061 4193 g{131329 1508( goa1 g.0ae o.oag o.o
[ ]10a614193 101131330 1500| BEa1 34080 37000 3.0
(1160814193 111131331 1500| BEa1 o.oan 0.oa 0.0
(1160814193 121131332 1500| BEA1 9.0a0 2000 7.0
[ 11@061 4193 13131333 1508( goa1 3.000 o.oag 3.0
[ ]10a614193 141131334 1500| BEa1 4080 0.oa 4.0
(1160814193 151131342 1500| BEa1 10080 0.oa 10.0
(1160814193 161131343 1500| BEA1 3.080 0.oa 3.0
[ 11@061 4193 171313549 1508( goa1 g.0ae o.oag oo
[ ]10a614193 181131386 1500| BEa1 12. 080 0.oa 12.0
(1160814193 191131388 1500| BEa1 a2 0an 59000 23.0
(1160814193 201131420 1500| BEA1 o.oan 0.oa 0.0
[ 11@061 4193 291131421 1508( goa1 45 g0 45 . 000 o.o
[ ]10a614193 221131423 1500| BEa1 3.080 4000 1.0
(1160814193 231131433 1500| BEa1 2.080 0.oa 2.0l
(1160814193 241131436 1500] BEA1 o.oan 0.oa B.DE|
(]
L]l | |[[v]
|@ Spool request cnumber 00000223013 executed an SAF printer GS-22K0 RMG47_HPLJ4050 [ lru1|20 pclapplu | OWR /7;

;mgtart”J ME o >

| Blinbax - ... ”‘_'List ofIn.. '54PEasy ... | Epocumert... | GO TFam v Werel 1235




8) Type in transaction MI11 and execute

This is the screen you will get.
9) Your inventory document number should already be there. Select Execute

2l 0 3laHeae DHE ODLN PR QE

Execute

| Selection Screen || Other phys.inv.do

hBDB‘IMQB
Inventory
Document
Number
Planned count date 184072004
Document date 19/07 /2004

] Pasting block

[ Freeze hoak invntary
Phys. inventary ni.
Phys. Inventary Ref.
Threshold value

=

| [ mbox - mi... ||.',1'Enter Rec.. ap'soPEasy ... | @ipocment... | [§ Pl w@WEr gl  12:37Pm

Rstant| | A E B O 7




This is the screen you get.

10) Here you will click on the check marks that DO NOT need to be recounted. Leave
the check marks in the boxes that have differences, these will have to be
recounted. If you have more than one page, you will have to page down.

11) Click on save.

g 0 2iRIeee LR HDLH0 BE Q@B
Enter Recount: Selectign List

A& Reference.. | Phys.inv. histary | Other phy

Itrr Matetial Batch STy Difference oty. BlUn Difference amt.

taterial description Diff. sales value Ph.inv.doc

% 1 0.06@ BOX o.00
CORREC 1 Click on boxes that DO | 19%141%3. 1
M2 3132 0.00
roLoersiepsnan| NOT have to be 100814193 2
W3 131322 recounted 0.00
FOLDERFILE,HANGING,1/5 CUT,LEGAL 26/80% _ 6.80 100814193 3
M4 431323 1 0.000 BOX 0.00
FOLDER FILE,HANGING LETTER,1/3 CUT,26/8X  B.80 100814193 4
W5 131324 1 0.080 BOX 0.60
FOLDER FILE,HANGING LEGAL /3 CUT, 26180 0.80 100814193 5

10f 32

DMt be petapeiy OVR
iﬁstart”J & B O ?|| Blnbox-wi... ”é"Enter Rec.. @'54PEasy ... | Bpocumert... | TR e  12:38eM




You will get this screen with a new Inventory Document number at the bottom.
12) Write this number down for reference then back out of this screen. (This is the
second count)

Gl 22000 9B ¢@e QHE anon B QN

Enter Recount: initial Screen

| Selection Screen || Other phys.inv.doc. |

1oan14194 [

Fiscalyear

10/87 2004
10/a7 2004

Planned count date
Document date

] Pasting block
[ Freeze hoak invntary

New Inventory
Document
Number

Phys. inventary na.
Phys. Inventary Ref.
Threshold value

| [ mbox - mi... ||.',1'Enter Rec.. ap'soPEasy ... | @ipocment... | [ HEFB w@W gl 65 12:43Pm

Rstant| | A E B O 7




13) Type in transaction MI21 and execute.

14) This is the screen you will get. Your new Inventory document number should already
be there.

15) Click on execute with the clock.

| 2liBIeee DHE HLa0 AR @
Print Physical Inventory Document New Inventory
ey ] Document

Number
_1 oEE14194

Execute =0
aaeEd

e

Planned countdete
Physicalmventorynumper
Physimentoryret
MaterialGrous
Seragebin.

(]

]

(]

GE-22ND RidG47_HPLJ4050

iastart”J HE » O >

| Blnbes - mi... ||.';T'Print Phy.. a5APEasy ... | @pocumert... | [ ) EZol neB W o) 66° 12:45Pm




16) You want to click on Print immediately and then Print. This will print your new
Inventory Document.

NOTE: If you have to do a third count, repeat above steps 1 thru 17.

| i EHIeee BHEIDDODIHEI@
SAP R/3

35-22MD RMG47_HPLJ4050 [a)

MName SCRIPT G504 POO4OGRAG
Title
Autharization

Immediately &
Print

Mo cover page
[] Delete after print

[1 MWew spool request Recipient
[] Close spool reguest Department
Spool retention per. B Dagis
Archiving mode

@ Printpreview |3 Prift | Cancel

| Blinbax - ... ||§snp R/3 @ 58P Easy .. | | Document... | |<g;%;§gc;a@.‘i BE® 1246 P

Hstart| | 1 & B O 7




17) Type in transaction MI07 and execute.
18) This is the screen you get. Type in Inventory Document number and then execute.

¥ 2 3dB/eee BHE NDOD I FAR @
Post Inv. Di Execute Ben

Selection Screen || Other difference |

Phys.irvertorydoe. 100014167 [ Inventory
Document
Number

Posting date 10/07 2004

Threshold value

iaStart”J ﬁ g E “ Inbox—Micr...l .7 SAP Logon ... I @ Document1 ...”3Post Inv.D... |m§'hﬁau EJ 1:45 FM




This is the screen you get.
19) Here all you want to do is Click on Save.

Fosition... || FPhys. inv. histony || OtherdiﬁereN

Itm material 5T Difference oty BUn Difference amt. Reas.
Diff. sales value
1 131328 1 @.080 o.oo

2 131321 0. o0g .bo

4 131323 0. o0g .bo

5 131324 0. oe0 .00

3 131322 0. aag .o
¥l

- w7 bl potapntu

iaStart”J g B J Inbox—Micr...l .7 SAP Logor ... I @ Document1 ...”3Post Inv.D... |m§'hﬁau EJ

1:49 FM



20) You will get a message that Inventory was posted.

Gl 22020 390 ¢@e SHE anon B @

Post Inv. Differences: Initial Screen

B Selection Sereen | Otfer difference |

1pan14193 [

Fosting date 107 /2004

Threshold value

Inventory
Posted
Message

iastart”J & W |] [inbox - Mier...| gl 54P Logon ... | @ipocuments ... |[qgPost Inv. .. | MBET W ide  1m0Pm




INVENTORY ADJUSTMENT

1) To adjust inventory without inventory document
2) Type in transaction mi09and click on enter.
3) Enter Plant and Storage location then click on enter.

g| naH e@ee SR nnan BN @M

Enter Count w/o Reference to Document: Initial Screen

@02 omercount

10/06/2004 Plant and
Countdate | |10/06/2004)
Storage

_’IB."BE.-’EBM .
Location

Plant

Starage location

Special stock

Phys. inventary no.
FPhys. Inventory Ref.
Wariance in %
Grouping type

| Blinbax - ... |I§Enter Cou.. ag'SaPEasy ... | Epocumert... | G el 62 a0sem

HAstart| | A E B O >




4) This is the screen that you get. Here you will enter material numbers and quantities.
5) Click on Enter.
6) It the quantity would be a zero put a check mark in the ZC bo

Enter Count w/o Reference to Document: New ltems

02 & otercount]

Material
Numbers
& Quantity Quaniy

5 Quantity SkU

It Material

Material description

1 285955 el
o.0ee
2 236120 6379
1 o.06e
3 286361 45| |
1 o.0ee

O

0.eoa

MIDG P2 petappiu
| [ mbox - mi... ||.',1'Enter Cou... gy'stockiReq... | @ipocument.. | |{ sBIH T v W gl 62 a:0pm

start| | 1A & B D 7




7) You will get an Inventory document at the bottom left of your screen. Write this
number down to reference to.

g] 30 @68 DARI HNAN BF @

Enter Count w/o Reference to Document: Initial Screen

@02 omercount

_19."95."2994

_'IB."BE.-’ZBM

Plant 6700 [=)

Starage location DOH1
Special stock

Phys. inventary no.
FPhys. Inventory Ref.
Wariance in %
Grouping type

| Blinbax - ... ”fEnter Cou.. g StockiReq... | | Dacument. .. I |(ﬂ—'b e e [ i 62 3:t1pm

Rstrt| | A E B O >




8) Type in transaction MI20 and click on enter.
9) Delete the Material Number and then execute.

O @@ | 50 m A s EE G

List of inventory Differences

Material
Number

E
E
E
E
E
E

| Bl imbox - mi... ||.',1'List of In.. gp'stockiRen... | Elpocument... | | B EF ped W o) 67 a13em

iﬂstart”] HE®oH >




10) This is the screen that you get.
11) Click on the Print Icon

List Edit Goto Settings em Help
] I e SH@lRER DDOa0 HE @B
List of Inventory Differences Print
rn
4 4 p M & & F ST 9] Fostdifference | Cha ter inventory count || List of unposted doc
[+]
Fh.inv.doc| Item|Material Batch Flnt|SLac Book guantity Oty counted Difference q@
100014168 11285955 G7O0| DOHT o.oan 6,000,000 G, 000.0
1180814168 21286120 G7O0| DOHT o080 6,379.000 6,300.0
1100814168 3| 286361 Gr0a) DOH1 a.0e0 6,450,000 G, 450.0
[«]
[~]
[l | |[[v]

| D fmiz0 FE petappiu OVR 2

;ﬂgtart”J o & » @ || Blinbox-mi.. ”‘_lList ofIn.. ag'StackiReq... | Bmioa - Mir... | G el au7em




12) Click on Continue

e |20 0 A0 80 | B (] 1 () (o

List of Inventory Differences

| Contin\ue || User-specific print parameters |

GS-22MD RMG47_HFLJ4050 e

Mumber of pages
@ Printall
) Printfram page

Continue

Spoal request

Mame RMOZIDIF_PBO
Title

Authorization

Spoal options Cover sheets

Print immediately SAP cover page

[] Delete after output OperSys cover page
Mewr spoal request [ ALV Statistics

Frint priority 5 medium Recipient

Spoal retention per. & Days) Department

Archiving rmode Print only ]

o [Wiz0 ¥4 petapniu | OVR
| Blinbax - ... |I§List ofIn.. ggStackiReq... | Epocumert... | G E e el a4

eErd”>

iffjstart | | |




13) You will come back to this screen, just back out of it.

List Edit Goto Settings em Help

& BIH Qee SHR fD00 HE @
List of Inventory Differences
4 4 M &S5 F ST Go Back e inv. count || Enter inventory count || List of unposted doc

[+]

Fh.inv.doc| Item|Material Batch Flnt|SLac Book guantity Oty counted Difference q@
100014168 1|285955 GFoa|DoHY 0.0 6,000 080 G, 008.0
[ 11m061 4168 2|z86120 Groa|DoHY ¥4.0080 §,379.000 G, 300.0
[ 11061 4168 3|286361 Groa|baHt g.0ae §,450. 0080 G, 450.0

[+]

(]
L]l | |[[v]

| D fmiz0 FE petappiu OVR 2

;ﬂgtart”J o & » @ || Blinbox-mi.. ”‘_lList ofIn.. ag'StackiReq... | Bmioa - Mir... | G E e el 6 asmm




14) Type in transaction MI07 and click enter.
15) Enter Inventory document number and execute.

Piys mentoysoe. o001 163 [

Inventory
10/06/2004 Document
Number

Posting date

Threshold value

ﬂl“ HE D J [ bz - wi... ”éPost Inv. ... "ﬂStDck‘I'Req...l miDg-Micr...I |(B§'bﬁa e 62 3:20PM




16) This is your next screen. Here all you have to do is save.

g 2 1 1B eee CHd 8nad B @D

Post Inv. Differences 1000

168: Selection Screen

Fosition... || FPhys. inv. histony || Otherdifference\1

Itm  Material Batch 5T Difference oty BlUn Difference amt. Reas.

Diff. sales value

1 285955 1 §,000.000 EX o.ag
oo

2 2BE1Z0 1 6,300,000 EX oo
oo

3 286361 1 §,450. 000 EX o.ag

S o3 1 T E1
;ﬂgtart”J & B O 7| Bmbox-wi... ||§post Inv... & StockiReq... | Bmios - picr...| G E e el 62 a2t




Drop
Down

Change Or Delete Order Amount

1) Type in transaction ME22n.

2) Click on Execute.

3) This is the screen that you will get.

4) Do your drop down on Purchase Order.
Click on Other PO.

Cther purch. order

i

4200260874 Created by Ty Hall

Create

Display/Change

Save = __|

[@fﬂrﬂrﬂeﬂgwj |_-Me_s__ejgp'i'||ﬂ Help'| | Fersonal Sening"||ﬁ'c_eo'_ul]tlng'[§ncumems |

Save and output Shift+F7
Check CHrl+Shif+F 3 [
e Exit ShifteF3 S — 0... C|Deliv. date_|Curr...atl group
L 0 e ekt snmhrREEzERA]  Other BDR [[p9/27/2804USD  ANTI-FRE
: Purchase ﬁ
in Order on
=] TR ! =1k=g Bl | Defaultvalues
[11131277  ANTI-FREEZE,RADIATOR MITRAT.. & Al
~ Invoice | Conditions | Accountassignment | Purchase arde | Teds  Deliveryaddress | Co.. iy D]
Title B Address details
Marne Iyeoming county 125 Resetaddress
|L]1  Repeataddress on
StrestiHouse number T16 jordan ave
District 0320 Address
Fostal codelGity 17754 montaursyille [E|
_..: b P i S = . = B & __Elzl
(D] |

] ﬂ E “ (L) Inbox - M;CFDS:.:I d SAP:togon-Fi:.: ”;‘EBP Stock ... E} Document] - . | |(B§‘é3ﬁ&$ @J B Z:43PM

;ﬁgsuan” |




6) Type in your STO Number and click on other document.

Type STO

number
here and

click on
other
document

Title [ a2
Na Fne

@ Resetaddress

StreetiHouse number
District

Atdress
Poabal code/City

e =

|Z|D| j : I e —

1  Repeataddresson

S - o

L
)
[l

@Sl«ﬂlti“ (] a A B |] [ Inbiox - Micros... I‘l 54F Logon P ”*‘JEBP Stock . E}Documenﬁ | |<B \Bﬁ@@d A 2E0PM



7) Once your STO has come up. Go into the Purchase Order History tab and check to see if
the order has pulled off the system. If it has you will have to do a 352 and 102 to reduce
the amount (which is a credit and a reversal). If it has not pulled off the system, you can
highlight that line and make corrections that need to be done. (If it has not pulled off of the
system there will be no Purchase History tab).

8) Once you make your changes be sure to click on Save.

EBP Stocktrans ord. & I;émﬁﬁ,ﬁrfﬁﬁ- 1500 DGE 09/27/2004

=

, L
uso {HLTH [«
E

Order 1131277 | ANTI-FREEZE, MITRAT.. B Al

UES HLTH
] ] [« +]

é =g Bl Default values

(Condiions | ccourtassignment  Purchase orderhistory | Texts | Delvenyadsress | Co.. i, (L1

)@ a[@a (=) (8] Ill—¥|

El
[x]
ltem (A Material Short text PO guantity 0. {CiDeliv. date  |[Curr... Matl group  |Pint

K U 31277 ANT-FREEZE,RADIATO . BDR |pjpa/27/2084[USD  |ANTI-FREE.. [PENNDOT L

K

K
[+]
[]

il Basting dale x) Amount| OUn|= GQuantity|Lcur |Or..|Reference. =
| 0.0o0 DR 6 |USD |DR
0.00 DR = 6 USD .
.| 4000357459 1 |09r28200 206.26 [DR | 0[USD [DR | |
T e, Mlscell prmnsmn . 205.26 DR = 0 USD .

[ﬁ.}, 1351 4300357459 |

4] DR | lusb [ | I

5 TR 2
1ViruzSean On Access Scanis enabled

I o Inbox-Mi'cms...I ﬂ Sr.t‘-‘«F“L‘ogon P.. II“-HEBP Stock ... E}Documenﬁ | [@ k\}&@d b4 253PM

L [AS]
&




9) To trash can something, highlight the line item, click on the trash can and then click on
yes in the blue pop up box. And save.

e 4200263255 Created hy Susan Foriran
Highlight o imao e
Docurnentaven) 90 5B | @ Printpreview | Messages | [ Help

& Personal setting | Accounting Docurnents |

S e A |1 Material Short text PO guantity ) |\ClDeliv. date  |Gurr.. Matl grou Pint " |7

trashcan  pot
tno.

ea Click on

<[+ (D]
- Matarial Lo £ 7 Accountassig... [ LD
Click on ..- ._l_:.HtEAS&Cﬁ | Yes 3%  Cancel W & "GG_Qoﬁ:gaﬁ'mm‘}& B

e
O area cope yes to
Cost center 2159001008 complete
‘i;'%'nmmi't.rrmnf:‘}‘mm- B361100 i

and then
save

_fjstaxti



Check Stock

1) Type in transaction MD04. This is the screen you will get.
2) Type in Material and Plant Number
3) Click on execute.

Execute

T 000 1B eee SHE 00 BE @

Stock/Requirements List: initial Screen

Individual access

s . ————| Material &
Plant
[ with filter Numbers

- st b gty

iaSlalt”J & »

J [ Inbes - Mic...l @ SAP Logo.. | ] PADOHFL... ”"ﬂ Stock/R. .. Document...l |<ﬂ§§f{jc} Wad 259PM




4) This is the screen you get.

Material - . é ;/ail;:)ble
Number L\ ! , oc

[ [} B

s 00

et e




Check Stock And Location

1) Type in transaction MMBE and hit enter.

2) This is the screen that you will get.

3) Enter the material number, plant, and location and
4) click on enter.

1B @@ QR anoan BE @m
Stock Overview: Company Code/Piant/Storage Location/Batch

Dajahase selections [+]
terial 86221 =2 .
e ¢ [ Material
Execute Flant G700 (7]
Storage location DOH1 0 o Plant
Batch to ) Storage Location

Stock type selection
[v] Also select special stocks
[¥] Also select stock commitments

List digplay
Special stock indicatar to
Display versioh 1
Dizplay unit of measure
Mo zero stock lines
[] Decimal place as per unit

Select display levels

Company code %

[al Milmnd

iﬁSlalt”J

[ | MMBE P2l petappiu | OVR

] & ) ) |J InboH-Microso...l &) 5AP Logon Pa... ”;‘Stock Overv... ®]Document] Ml |<EJE‘{)§$@J 1:03 PM




5) This is the screen that you will get. It will give you total on hand and the location where it is kept.

List Edit Goto Extras Enwironment

TAH I @@ BHE ohan EE @m
Stock Overview: Company Code/Piant/Storage Location/Batch
e 4 EE

Material pag2a DH/IMMUNIZATIONS CARD HEALTH PASSPORT =
Material type ZNWL COPE Monwaluated material Current on Ad
Unit of measurebd Base unit of measureEd hand
C1/CC¢PTant /5Loc/Bateh 0| Unrestricted use| Oual. W Reserved
Total 133,941,000 0.080 0000
COPA COMMONMWEALTH OF PA 133,941,000 0,080 0000

700 HLTH 133,941,000 0.080 o.000

DOH1 FREE FORMS 133,941,000 0.080 0000

709
Location

K|

| [ | MMBE [S] pelappiu OVR 2

i Start :__{j & » InboH-Microso...| Q S4P Logon Fa... | ;'Stock Overy. .. Documenﬂ -M... @5%\)%;}@& 1:04 PM




Track By Material Number

1) Type in transaction MIGO and hit enter. This is the screen you get.

2) Enter the Material Document Number and execute.

3) You will get the same screen but you will get all your tab information.

4) Click on the PO Tab and then Double click on the Purchase order number and it will take you
to the STO in ME23n.

B | Dispiay Material document 4900357459 - Chery.f Reckner

Execute showoveniew | /| Hot || check | Post || [ Help |

el socument | 4900357 456 208+~ 1AL Material
Document

Number
|Costr

Purchase
Order Tab

Putchase order 4208250874 1 @ Itetm category
] Bl far mat. doc, item

Double
Click to go
to ME23n

[<[e]

1:38 PM

= L SR
(L) Inbow - ...

fj}'sm;t“ |

[N
&

Lo... IEDispl... E}IDDBL}W.-&I E»ﬁotum:;:l



5) Here you can check on Delivery Address, purchase order history, etc.

| EBP Stock trans ord. 4200260874 Created by Ty Hall |Creates a new session|
Documentovenviewon || [ %2 @ | (¢ Printpreview  Messages | [l Help | @ Personalsetting || Accounting Documents |

[2]
[~]
e} Deliv. date Curr... (Matl grou
[
=
[+ ] [« [+
[1]131277 , ANTI-FREEZE RADIATOR NITRATE D | &)
W I G 5 4T . :
T | 5 =
Name. oot ourty ©
' [[]  Repealaddress on
StreetiHouse number 716 jordan ave
District ' Address N
Postal coderCity Customer 4]
T ; - - e : — I

LI

ﬁjsta;t]

Hedm |




Reprint An Order

1) Type in transaction MB90 and

2) click on execute. This is the screen that you get.

3) Make sure that your Output Type: is wa03, and change processing mode to a 2, and if you
have a particular order that you are reprinting put that Material Document number in.

4) Then click on execute with the clock in it.

Output from goods movements

Execute

Qutput type to E’:
Transmission medium E’:
Sort order o1

Frocessing mode 2|@

Output
Type and
Processing
Mode

Goods movements

Mat. document year 2004
Material document 4900357459

Material
Document
Number

- D|wmB90 0 pelappiu
iﬁSlalt”J ﬁ E J InboH-Microso...l J SAP Logon Pa... ”":'I]utpul from _.. Documenﬂ Ml |¢5bﬁ00d 1:50 PH




5) This is the screen that you get. Check the box for the Material Document and click on
execute with the clock. Your copy of that order will print out.

Systern  Help

30 0@ ODHE DDoan BE @m
Output from goods movemehnts
SQ@FERET P

List Edit Goto Settings

Mat. doc. |Item|Duwt|HMed|Material|Material description Pint [5Loc z
[Vi4aoa357450] 1 |uao3lt |13 ANTI-FREEZE,RADIATOR, NITRATE-BASED GEGAL| 1500 |00t
Execute
Check this
Box
[+]
| One output has been selected [ [ mBao bel | petappiu  OVR

il Start :_ﬂ &= > Inbox-Microso...| Q SA4F Logon Pa... | ;'I]ulput from ... Document‘l -M... @E?\jﬁﬁ@a 1:53 PM




To Enter Another Screen From The One You Are In

1) If you are in ( example ) MMBE and you need to go to zme2w, In the search bar at top left, type
in the following: /nzme2w. This will take you to that screen.

G e B 0E @@ DM D000 FHE ©n

Stock Ovengew: Company Code/Plant/Storage Location/Batch

Datahase selections

Material 286221

Plant 6780 to E
Storage location QOH1 to E
Batch to

Stocktype selection
[w]Also select special stocks
[v] Also select stock commitments

List display

Special stack indicatar to [l

Display version 1 /n p|us

Display unit of measure screen will

[v] Ma zera stock lines

[]Decimal place as per unit take you
to that

Select display levels screen

[v] Campany code

&l m 4+

pelapplu | OVR

] & @ » | [Elinbox-Mi..| g 54F Logo. |[q'Stack .. @]Documen. | @y 54PLPD - | ) ER WUl 24 z03PM

iﬂﬁtalll“




View Description/Unit Of Measure

1) Type in transaction MMO3 and click execute.

2) This is the screen that you will get.
3) Here you will type in the Material Number and Click execute.

I 220220 3aH eee DHE ODLN PR QE

Display Materiai (InTti

| Selectview(s) = Organizational levels || Data | Execute

el 1w\ o

Material
Number

iﬁSlalt”J ] & ) ) |J InboH-Micros...I ] Document] | & AP Logon P... ”":'Display Mat___ |<ﬂ5ﬁb°u Bl gl 10000 &




4) This is your next screen.
5) Select Accounting and then execute.

g E0Heee SHE HD00IHE G

Display Material (Initial Screen)

| Select view(s) || Qrganizational levels || Data |

Select
Accounting
& Execute

R 1 N N o o

‘W Organizational levels | Data B %
iaﬁlalll“ ﬂ S E |J = Inbox-Micros...I Document'l I .? SAP Logon P... ”3Disp|a_l'l Mat.___ (ﬂ%ﬁbau EJ 10:02 &M




6) Type in the plant Number and execute.
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7) Here is your next screen.
8) You can check price and how they are sold.

NOTE: This is the screen that gives us our price, what we pay for the merchandise. To figure out

what we charge to our Agencies, add 20% administration fee. DO NOT inform agencies of this
screen, It is for our use only.
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