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External Procurement of Services

1 Purpose

The company is in need of a service from a 3rd party.The business process starts with a purchase order. It is possible to create a purchase order without
reference or with reference to a purchase requisition.

The service entry is booked to confirm the services performed. The invoice is booked with reference to the purchase order or service entry sheet.

Prerequisites

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, services and vendors.
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1.1 Process Steps
1.1.1 Creating Purchase Requisition
Use
In this activity, you create a purchase requisition.
Procedure
1. Open “Create Purchase Requisition” App. from Fiori Launchpad.
2. On the Create Purchase Requisition screen, enter the following values and choose Enter:

Field name Description User action and values Comments

Document Type

As per requirement

For example: IESCO
Service Purchae

Short Text

As per requirement

Construction of Wall

Quantity (Item Overview)

As per requirement

For example: 1

Plant (Item Overview)

As per requirement

For example 100

Account Asignment

As per requirement

Iltem Catagory

As per requirement
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3. On the item detail at service tab fill the required field.

Field name Description User action and values Comment
Service No As per requirement 3000001
Quantity As per requirement For example: 5
Unit As per requirement For example: EA
Gross Price As per requirement For example: 250
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2 < & SAP Create Purchase Requisition
--E:' P Create Purchase Requisition
N — . . |
|r'.'ler|u v! 1 Save |Back! |Exili |C-ancell |S§.r5tem | |Ducument Overview Dn| |Crea!e| |Dﬂ1&r Purchasze Requisition| |HDld| EChEn:kI |Help| |
|+] Source Determination
[~] %] [&] (@] @] [E]v] | [E] [B)] 5] [f] | [& Detaut Vaes|
iy Sia ltem A | Material Short Text Quantity Unit C Deliv. Dale Matl Group Plant Stor. Loc. PGr Req
10 IConsIrumiun of Wall I 1 AU D 22042018 SERVICES m
ol !Item [ 10 ] Construction of Wall e | -’\ l ~ |
Senvices Limits Material Data Cuantities/Dates Valuation Source of Supply Status Contact Person Texts Delivery Address
T Line D... Semnice Mo. Short Text Cruantit Un  Gross Price Crcy Overf. Tol. oS5 8
2 [ioo00 T s won = i o]
zo PER. [
4. Press the check button to see if there is any error.
5. Choose Save.
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6. Document number will be generated.
Result
A purchase requisition is created: 5300000020
1.1.2 Creating Request of Quotation
Use
In this activity you create requests for quotations.
Procedure
1. Open “Create RFQ” App. from Fiori Launchpad.
2. Onthe Create RFQ: Initial Screen, make the following entries and choose Enter:
Field name Description User action and values Comment
RFQ type As per requirement For example: IESCO Service Purchas
Language EN
Quotation deadline <A date before delivery date> | for example, today’s date + 14 days
Purchasing As per requirement For example: 3000
Organization
Purchasing Group As per requirement For example: 050
RFQ Date As per requirement 22.04.2018
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Quotation Deadline

As per requirement

22.04.2018
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!I'-."Ienu v| 4 ;E-ac.ki :Exil; ;Gancelg | System V.

RFQ Type Iqp3

Language Key EM

RFC Date 22.p4. 2018

Cuotation Deadling il

RFQ

Organizational Data

Purch. organization 30p0

Purchasing Group 015 Bt

Default Data for ltems
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3. To create a quotation with reference to a purchase requisition, choose“Reference to PReq” and enter the Purchase Requisition Number.

Create RFQ : Initial Screen

Create RFQ - Initial Screen

| | System v| |D'~rer'..riew| |Header Detail5| |Gc|p1_.-' DDEUTHE.‘HIE | Heference to F'Fi!&qg

lection of P

(¥.]
1]

urchase Requisitions

Purchase Req. 5 300000020

Requisn. item

Purch. Group
Document Type
Material

MPH material
Plant

ltem Category
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4. Select the required line item and press Adopt+Details. All information of adopted services will be copied in RFQ document.

Create RFQ : Selection List: Purchassg

*-al-';’ Create RFQ - Selection List: Pun
Menu | 4 |Back| |F_>ci1! | cancel | |System «||| Adopt + Details i.-'-'l.dopi! | Select Al ltems | | Deselect Al

07 Pur. Req. ltem Material Short Text Pill |SLoc |1 A Cls Qiy Un

[k

Construction of Wall 100 D u 1.000 AU
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5. Enter Delivery Date : 23.04.2018 and press enter.

Menu v, 1 .Sa'».rel .Ean::k; |Exili .Car:u:elé |S~_-.fstem v .

Item 10 HCat D
Material

Short Text Construction of Wall

Mat. Grp SGol

Quantity and Date

RFQ Quantity 1 AU CuotDdln 22.04,2018

h

Delivery Date D E23.04.2018
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6. Choose Header Details.

G

SAPd

| Menu ~

RFQ

Vendor

RFQ Items

7 Hem 1
i0 D
20
20
40
50
&0

« SAP

Material

4 Sa\.rei

RFQ Type

Short Text

Back

Create RFQ : ltem Overview

Create RFQ - ltem Owverview

Qo3

RFQ Quantity

Construction of Wall

RFQ Date 22.04.2018
QuotDidin 22.04.2018
OUn C Deliv. Date Mai. Grp Pint
1 aAu (n] 23.04.20_. SG01 100
D
(n]
D
(n]
D

7. Choose Vendor Address (F7) or choose menu Header — Supplier Address.

8. Select the Vendor

SLoc

8]

L5

| [Exit| | cancel| | System ~-| | Select All tems | | Deselect All | | Select StarEnd of Block | | Enter Lines | [ Delete II Header Details | 'SI

Field name Description User action and values Comment
Vendor 1 Vendor number Any vendor number For example: 10000016
Vendor2 Vendor number Any vendor number For example: 10000022
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|VV | = Preview | |_j_: |

Search Terms

Search term 1/2

Street Address
StreetfHouse number
Po=stal CodelCily
Croumniry

Time zone

9. Choose Save.

Z2.04.2018

. save ||| Back | | Exit |

Crompany Code

RFO Type

Company

ZKB Construction

ZKB

52000 Lahore
P Pakistan
UTC+3

10. Note the RFQ numbers that appear at the bottom of the screen: 6300000004

Cancel | | System ~-
1000 Purcl
TOD3 Purci

Region
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11. Repeat steps 7-9 if the RFQ will be sent to more than one vendor: 6300000005

12. Choose Exit.

Result
The RFQs are created.
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1.1.3 Maintaining Quotations

Use
In this activity you maintain the different quotations of the vendors.

Procedure
1. Open “Create Quotation” App. from Fiori Launchpad.

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

& < & SAP Main
Menu | «  |Back Exiﬂ -.Cance-l-i | System « | [overview | [Header Details

RFQ 6300000004
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3. On the Maintain Quotation: Item Overview screen, select line item and then select services.

Maintzin Quotation - ltem Overview

m Maintgir Quotation - tem Qverview ‘ el ‘\
‘Mr: f ‘%I ‘ﬁ‘ !ﬁ‘ ‘M‘ iSysiem v iSeIectAllItems‘ ii}eselactﬁll gielect StarlEnd of Bbck‘ ‘EnterL'nes} ‘%‘ !HeauerDetaiis‘ ‘&Jppliemddress‘ iPaﬂner‘ Messzg&s‘ !'lem Dela1|s‘

Additonal Data ~ (Chief )
RFQ £300000004  RFO Type 00 RFQ Date 22.04.2018 S

Vendor 10000016 ZK3 Conshruction QuotDdin 22,04.2018 ) -
Item Texts (CHtFD)

Delivery Address  (CiF™1)

Qualaion ltems
Delivery Schedule (Shift+F5)
f ltem  Materal Short Text RFQ Quantty CUn C DelivDale  NetPrice Per  CPUMidLGp Pnt Sloc D R Te. [EH
' N gl
Dlﬂ Construcfion of Wal 1 Al D 23.04.20. 0.00 1A 5e01 100 -

4. Enter Gross Price and press save.
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Service Specifications: Quotation Spe

~E~!‘? Service Specifications: Quotation Specs
| Menu ‘\./E 1 | | save| iEiac'.k | | Exit : Cancel | I System vi !Guﬂi!‘lﬂ On-'OFF% Service Selection |
Sh. Texd Construction of Wall Total Value 0. 00 PER
! *7] Limits |
Cwerall Limit PER Mo fmit

Expecied value
Confract limits Other limit

Contract ltem M... | Limit Short text

[@]e][a]

-

4

[c

=] Services

7 Line D.... . Service No. Short Text Cuaniity Un Gross Price

10 3000001 Bricks Wark 5
20

5. Repeat these steps for all your RFQs or quotations.
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1.1.4 Comparing and Selecting Vendors

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

Procedure
1. Open “Price Comparison List” App. Fiori Launchpad.

2. On the Price Comparison List screen, make the following entries:

Field name Description User action and values Comment

Purchasing As per requirement For example, 1000,
Organization

Quotation As per requirement 6300000004 &6300000005
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3. Execute by choosing Execute or F8.

|I'-.!er|u |

Purchasing Organization
Quotation

Collective RFQ

Supplier

Material

1 _Save as 'l.-‘ariaﬂt...l ;Eack| i_ExT !Cancel| _S':.rstﬁm v'l Ex&cut&l

3000
300000004 to 6300000005 i
to
to
to

Materials Management Training Document
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2 < & SAP Prig

T

[
|r1.".e;r|u v 1 | Save Market F"riu:e_; |Ea|:'.k-5 |E|: |Eant‘.e|| |Syst&m v| FE
e e ez e
Material Mat. Group Quot. = 6300000004 6300000005
Sh. Text Bidder: 10000016 10000022
Qty. 1n Base Unit Name : FKB Construction Habib Sons
L2 &2 ez e
5601 val. : 1,250.00 1,300,00
Construction of Wall Price: 1,250.00 1,300.00
Srv. Specs 1 AU Rank: | 98 % 2 102 %
| L e e
Total Quot. val.: 1,250.00 1,300.00
Rank: 4 98 % 2 102 &
L2 L L le
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4. Select the vendor you want to reject, and choose the Maintain Quotation.

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

6. On the Maintain Quotation: Item Overview screen, in the Quotation data section, select the Rej. Ind. checkbox (for rejection), enter reason of rejection and

press save.

18
A

-

RAEON |

It

Material

Short Tesct

Mat. Srp

Quantity and Date
R Cruandtily

Dalivarny Date

Drasadlinae Monitoring
T=t e e
2y Reare e xpied
Z2rd MRom . Expod.

MO wpeen

COuntathon MNara
MMet Order Price

CEby Cromoe

T

i (=

200000005 10 tCat

Construction of Wiall

Sl

AL CuotDdir

= 22_04a._ ZFT0O018

t rAackcmagl

=. Mal.

1.ZF00.00 FRR , a

= S - = S

ot Comment

- Rz fvpd

Result
Price Comparison has been performed.
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1.1.5 Creating Purchase Order

Use

This activity creates a purchase order for services.

Procedure

1. Open “Create Purchase Order Advance” App. from Fiori Launchpad.

2. To create a Purchase Order with reference to a purchase requisition, chooseMy Purchase Requisition from selection variant by document overview and enter
the Purchase Requisition Number in document number field. By doing this, system accesses all the information that is saved in the referenced document.

3. To create a Purchase Order with reference to a RFQ, chooseRequest for Quotation from selection variant by document overview and enter the RFQ Number
in document number field. By doing this, system accesses all the information that is saved in the referenced document.

4. Click on Request for Quotation. Enter desired RFQ Document in the Purchasing Document and press Execute.

P < —r SAP

|
—
PRSI ~ - Save Eack Exit Cancel System -~ Do
Mo wvariant defined MEm [1=sco Local Purchase =
3 =1 Dalivery/lnwoice Texts Mddrese
Plezaez gz = wanianl Foaa Ther oboaecnaanresnl
B FWEIE Wi Purcin. o
T Py (N 7 | EE | e | Parrci CSrnaags
Clranue ConmipEnYy Cooeke EEHI I SOy
Resirrowes
Hurchase orders
I Requasi=s for qul}taliunq
Contracts
Schoduling agrococmonts
=1
Seneral purchasing documents
L = i e rernm o E raterial
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& < & SAP Purg]
CAD 4
—
! Menu | | Save as Varant... | | Back | |Exit| !Canceli System | | Execuls | | Get variant... | | Dynamic selections | | A1 el

General selections

Max. no. of hits 5000

Program selections

Material Mumber fto |
Selection Parameiers ] |
Plant to |
Material Short Text to |
Supplying Plani to |
Storage Location ta |
Maienal Group to |
Purchasing Organization to |
Purchasing Group to |

Purchasing Diocument
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5. To create a Purchase Order without reference, input the required information as mentioned below.

6. On the Initial screen, make the following entries and choose Enter

Field name Description User action and values Comment

PO type As per requirement IESCO Sevice Purchase
Purchasing Organization As per requirement For example: 3000
(Org. Data)

Purchasing Group (Org. As per requirement For example: 050

Data)

Company Code (Org. As per requirement For example: 1000
Data)

Vendor As per requirement For example: 10000014

7. Onthe item line, make the following entries and choose Enter.

Field name

Description

User action and values

Comments

Short Text

Quantity (Item Overview)

As per requirement

As per requirement

Text for sevice

For example: 1

Plant (Item Overview)

Account Asignment

As per requirement

As per requirement

For example 100
u

Item Catagory

As per requirement

D

Materials Management Training Document
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|Menu vl

Document Overview
SAPAMEPOANFR

QLZ;?iIEI@;

Purch.Doc.

7] ¥ 6300000004

Create Purchase Order

Create Purchase Order

1 | Eau:.ki |a' !Gancel! |S§.rst&m v' |Du{:ument Overnview foi |Greatel |Dlher Purchase Clrder| |Hnld| |Eh&cki | Print Previev

Vendor
|EiHEader
izl
U] Itm A Material Short Text
i:' 10 U D Construction of Wall
]
=
la||=]=]e|u]e|e] ala] [=]=|r]|7|[e]
:?!It&m

[ 10 ] Censtruction of Wall

Senvices Limits Material Data Quantities\Veights

7 Line D... Service Mo. Short Texdt
10 3000001 |57 fcks Work
20

Delivery Schedule

10000016 ZKB Construction Doc. Dat

PO Quanfity CUn | C Deliv. Dale il
1 AU b 23.04.20_
| Default Values
A Al
Delivery Invoice Condifions Text:
Cuantity Un | Gross Price
5 EA 250,00
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8. On the item detail at service tab fill the required field.

Field name Description = User action and values Comment

Short Text As per requirement 3000001
Quantity As per requirement For example: 5
Unit As per requirement For example: EA
Gross Price As per requirement For example: 250

9. Confirm your entries with Enter.

10. Save the purchase order.

Result
Service order is created: 7300000008

1.1.6 Print Purchase Order

Use
This procedure explains the steps for Purchase Order printing.

Procedure

Materials Management Training Document
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1. Open “Print Purchase Order” App. from Fiori Launchpad.

2. Enter Purchase Order Number in Document Number.

a < @ SAP

| Menu | | Save as Varianl.. | | Back | |Exit| |Cancel| |System |

Purchasing Document Data

Document Number

i 7300000008

Supplier

Purchasing Crganization
Purchasing Group
Diocument Type

Document Date

Massana MNata

3. Press Execute.
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Message Quiput

LH._I;, MMuossaye Oulpul
| Menu ~r | | Back | |Exil| [Canuvel| | System o | | Fasl Colunm | | Cobummn Lefl | | Coluin Right | | Last Column | | Suel in Asvending Oider | | Swilin Descending Ordes | | Sefecl A | Deselect A5 | | Sel Filles | | Cunent Layoul | | Li
(=5
Purch.Noc. Vendor Hme 1 PGr Moc. Date
Msg. Lnag FPartner Role Created On Time Time N User Name output Dewvice Mame Fax number Chng.
=
LIHMMMMHEE TIHMMNTT A FEE [ anstruction (S 135 I b e & i ]
ZNEU EN 100000LE LE 22.04.201L8 23:00:07 3 - D2 LPOL
=

4. Tick the PO Line and press “Display Message”. At next screen, tick Print Now andpress Print Preview.
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Frint Preview of LFD1

Frinl Figvisw ul LEFUT

Menu -+ |Back| |E:t| |cancel| | svetem .|

e OFFICE OF THE MANAGER IESCO
|aﬂj (Material Management)
~ IESCO, Islamabad

Tol: Ext:. Fax No.

PURCHASE ORDER

P.O. No. 7300000008 Dated. 22.04.2018

100000186

SUBJIECT:

Belrrenes
IESCO Iz pleased o place "PURCHASE ORDER” for the supply of under nowd material o1 the rotes mentionsd

hereunder, subject o the genersl conditions of the comract for purchase, WAPDA purchase procedurs dated 12.08.1984 (amended
todate) wond spvial comdition beid dows i this procloee e

||.||'nl cuantity | uUnit Price | value wie GST (%) ‘Granc Total

2gesu g

AL

v | nEe P00y [FF] .| ar-rana-?

4

5. Press Print button to send print to printer.

Result
Purchase Order print will be done.
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1.1.7 Maintaining a Service Entry Sheet

Use
In this activity performed services are reported in the service entry sheet.

Procedure
6. Open “Service Entry Sheet” App. from Fiori Launchpad.
7. Onthe Display Entry Sheet choose Other Purchase Order.

8. A popup screen “Select Purchasing Order / Entry Sheet”is shown; select desired Purchase Order here and choose Continue (enter).
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Service Entry Sheet

Service Entry Sheet

System | |I Other Purchase Ordef| | Tree Dn.-'Dﬁi

tn
@
1]
x|

urchase Order/Entry Sheest *

Purchase order 7300000008

Entry Sheet

+| Always display at start

rt Text
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9. In the Service Entry Against Purchase Order number 7300000008 item 0010 screen, choose Create service entry sheet (Ctrl. + F1), to create a service entry
for the purchase order.

10. On the Create Entry Sheet screen, choose Service Sel. to copy services from purchase order.
11. Enter Account Assignment as Cost Center.

12. A popup screen “Service Selection"appears, in this screen mark “ @ next to From Purchase Order”.In this field the purchase order is already defaulted. Also
mark the field of Adopt full quantity, and then choose Continue (enter).

13. In the screen Select Services as Reference, select all services that has been performed; then choose Services / Adopt Services (F9)

2 ¢ ©r SAP Select Services as Reference
).:’-';' Select Services as Reference
ir-denu | 1 _Backi Cancel? | System ~-| | Dutline Clr-..‘ﬁfff Services
Sh. Texi Construction of wall
i  Line D... Service No. Short Text Cuandity Un  Gross Price Crcy S... Edit.. S5C Hem
10 200000l Bricks Work 5 EA  100.00 PER ]
20 0. 000 0.00 PKR o
320 0. 000 0.00 PER LE]
A0 0. 000 0. 00 PKR o
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14. On the Create Entry Sheet screen, make the entries as per requirement and then choose continue (enter).

15. Enter Cost Center: 101000 and G/L 750600.

1000000211 Create Entry 3

Maintain Service Details

Save | !Eack' [ﬁ Line Mo 10

Senvice 3000001 Bricks Work

WO 5o fem

Basic Data Stats = Taxes  Line Type

Price and Quantity Fields

B HIS-tIJr!.I' Pinantite Fa

Account Assignment of Service in

GJ/L Account 750600 Company
CC Area
Cost Center 101000
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16. Save the service entry sheet by choosing first “Accept” andthen “Save (Ctrl. + S)”.
Result
The Service Entry Sheet has been created: 1000000211
1.1.8 Invoice Verification
Use
The invoice verification is done here.
Procedure
1. Open “Create Supplier Invoice Advance” App. from Fiori Launchpad.
2. If adialog box appears, enter Company Code 1000 select the Basic data sub-screen and make the following entries:
Field name Description | User action and values Comment
Transaction Invoice
Invoice date Date of the invoice (for 22.04.2018
example, today)
Amount Invoice (overall) amount (incl. | 1,250.00
Tax) or (without tax)
Calculate tax Mark the flag “X”
Materials Management Training Document PAGE 35 OF 37
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3. Go to the tab strip “PO reference” and make the following entries:

Field name Description

User action and values

Comment

Service Entry
Sheet

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

Relevant Service Entry Sheet

1000000211

5. Choose Simulate to simulate the invoice values. A dialog boxSimulate Document in Document currency appears. Check that the balance has the amount 0

and choose Back.

6. Yellow 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.
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2 < & SAP Enter Inco
AD 4 Ei
Menu | 1 —— iEackl iExill iCanc‘.eI_ !System v: EEhow PO Slructurel |
Transaction | lnvoice ~ &
El
Basic Data Withholding tax Amount split Contacts e o Su
Invoice date Reference I c
Posting Date z
Amount pa ) PKR Calculate Tax 5
Tax Amount V0 (Zero Rated) o 3
Text
Paymt terms Due immediately _|
EBaseline Date 22.04.2018
Company Code 1000 IESCO Islamabad
Lot Mo
eterence ccoun ateria
Semnvice Enfry Sheet " 1000000211 | EI-]
e =
T ltem Amount Quuantity Or... B  Purchaseo... ltem PO Text
] 1 1,250.00 73000000 10 Construction

Result The invoice is booked.
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