SAP S/4 HANA Cloud Exercise Tour

Location of registration page
Please go to https://www.sap.com/products/erp/s4hana/trial.html to register a 14-day basic trial

account for free.

After you log in you would see a screen like below. Click on Procurement
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Create Purchase Requisition
Sales management from the Global Bike, Inc has informed the purchasing department of a promotion

campaign scheduled in 3 weeks that will need 5 off road helmets. Wilton Saban, the inventory
supervisor, will create a purchase requisition based on the request from the sales management.

To create a purchase requisition, use the app Create Purchase Requisition

Hint: Go to the top right corner to search for the app Create Purchase Requisition

wpu rchase Requisition /}

App (%] Create Purchase Order via Purchase Requisition Assignment List

This will produce the following screen


https://www.sap.com/products/erp/s4hana/trial.html

2 < ..3!? Create Purchase Requisition «- Q

Create Own ltem

No data

Click Create Own ltem button

Enter Material OHMT1### (replace ### with the last three digits of your SAP user id assigned by your
professor). Choose the one from DC Miami. Here, DC represents distribution center.

General Data
Material: |~ OHMT022| & ] Type:  Product/Material

Material Material description Material Group Product Group Desc. Material 1. Material Type Descr. Plant Plant Name
OHMT1022 Off Road Helmet SFTY Safety Gear HAWA Trading Geods. HDOO Plant Heidelberg
OHMT1022 Off Road Helmet ETY Safety Gear A Trading Goods HHOO DE Hamburg

To22 Off Road Helmet SFTY Safety Gear HAWA Trading Goods Moo DC Miami
OHMT1022 Off Road Fetmel T feyarer T T GO0 SD00 DC san Diego
OHMT1202 Oft Road Helmet SFTY safety Gear HAWA Trading Geods HDOO Plant Heidelberg
OHMT1202 Off Road Helmet SFTY Safety Gear HAWA Trading Geods. HHOO DC Hamburg
OHMT1202 ©ff Road Helmet SFTY Safety Gear HAWA Trading Goods MI00 DC Miami
OHMT1202 Off Road Helmet SFTY Safety Gear HAWA Trading Goods. SDOO DC San Diego

For valuation Price enter 25.00 USD, for Price Unit 1 and Quantity 5. As Delivery Date select or enter the
day three weeks from today.

Material: | OHMTLC" . Your helmet material !

Short Text: Off Road Helmet
*Material Group: SFTY Safety Gear

Supplier Material Number:

*Valuation Price: | 25.00 Y
*Price Unit: | 0 EA
*Quantity Requested: | 5/000 EA

*Delivery Date: | 11/05/2021

Click button at the bottom right corner. You will receive a flash message saying

Item added to cart
_ at the middle bottom of the page.

In the right upper corner, the item is shown in the cart.



Purchase Requisition Overview

Off Road Helmet
Supplier:
Delivery Date: 11/05/2021

Quantity: 5 EA
125.00 =

Total: p.o0

. View Cart . ..
Then, click on button to view your purchase requisition.

General Information

Short Text: learn-022 learn-022 11/05/2021 Requestor: | 00000091 7 learn-022 leam-022
Items (1) Click here for more detail
Description Quantity  Unit Price Subtotal
Supplier: 5000 | EA 25.00 per. 1EA ®
Delivery Date: 11/05/2021
Choose ~ , to add some details, In the view Item Details enter NOO as Purchasing Group, US00 as

Purchasing Organization, US00 as Company Code and MI0O as Plant. Enter as Country Key US. Your
screen would be like the one below.

General Data

Material: | OHMT1022 (=l *Purchasing Group: | NOO [t
*Short Text:  Off Road Helmet Purch. organization: =l
Item category: | Material v *Company Code: | usoo =t |
Material Group: SFTY *Plant: | MIOO =il |
supplier Material Number: Acct Assignment Cat.:  Pant does not exist Il
*Valuation Price: | 25.00 usD @ Distrib. Indicator: | Single Account Assignment ~
*Price Unit: | 1 EA
*Quantity Requested: | 5.000 EA
*Delivery Date: | 11/0512021 Don't forget to change the Country key from DE to US
Delivery Address
Title: | Company ~ Street/House Number
Full Name: | learn-022 learn-022 Ciy:
Telephone: lalZog
Fax: *Country Key: | WB D a1l
E-Mail Address: Region: [=u

Click on button around the bottom right corner. You will receive a flash message saying it is

updated at the middle bottom of the screen.



Clickat® < £ button on the top left corner of the screen and click the m button at the bottom
right corner to confirm your request. The system will create a uniqgue document number with a screen
like the one below.

[i] Order

Purchase requisition created

Question 1. Please write down your unique document number below:

o
Click on the home icon 4 to return to the Fiori Launchpad overview.

Create Purchase Order Referencing an RFQ

To create a purchase order, search for “Create Purchase Order” in the right top search box. Select

“Create Purchase Order in Apps” and you may find three results. Choose the one as shown in the
following screen

Create Purchase Create Purchase

create purchase| Order Order via Purchas..

Greale Purchase Order in Apps >

App [ Create Purchase Order via Purchase Requisition Assignment List

App = Create Purchase Requisition

. . . . . Document Overview On
If there is no navigation screen on the left side, click on button. You may

close the part of “User Interface for the Purchase Order” by click on the close button around the up left

e
of the screen. Then, click Selection Variant

shown below.

tbutton and choose My purchase requisitions as

Document Overview Off Create Other Purchase Orc

X W | standard
Document Overview =
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My purchase requisitions 0 Jitem Ovensi
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Change >

Remove >

Purchase orders

Requests for quotations

Contracts

Scheduling agreements

General purchasing documents

Purchase Requisitions

My purchase orders

My purchase orders on hold

My purchase requisitions

This will help load the purchase requisition that was previously entered in the SAP system by a staff.



Document Overview

My purchase requisitions
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Click the checkbox of the listed purchase requisition record and click on =) button to adopt and load it
and you will see a pre-filled purchase order page like the one below

E" Standard PO v Vendor: [|
Delivery/Invoice Texts Address Communication Partners Additional Data Org. et
Purch. Org.

Purech. Group:  NOO h America

Click here to search for

Company Code: |US00 | Global suppliers

Fill this box with US00 and press

) Those can expand and Enter
collapse. To view the
detail, click on the +. To
collaps, click onthe -.

@ verview

Material Data Quantities/Weights Delivery Schedule Delivery Invoice Conditions Texts

ltem: |[10 ] OHMT1050 , Off Road Helmet ~ bl

W
Click on the search button - right of the Vendor box (up right portion of your screen) to search for

vendors with the search window shown below.

Restrict Value Range (1)

v Suppliers (General) Suppliers by Country/Company Code Suppli

Search term: L

Putin your last three
igits of your SAP
user id assigned by
City: your professor here

Country:

Postal Code:

Name:

Vindar: Put in US in the Country box

Deletion flag:

Maximum No. of Hits: | 500

Select your Olympic Protective Gear by double click as your vendor.



> Suppliers (General) Suppliers by Country/Company Code Suppliers by Company Code

* Q| |o ~

Search term Country PostalCode = City Name 1

0 us 19341 GRAND RAPIDS RAPIDS NUTS N BOLTS

0. & 7210 WCLEAN T ——
< us 30319 AATLANTA | owmp@
(] US PR pwa ottt FON N THE SUN SEATS N BAI
C 2 us 45202 CINCINNATI BOOMTOWN TIRE & WHEEL
o us 54601 LACROSSE NIGHT RIDER ALUMINUM PR,
0 us 75039 IRVING DALLAS BIKE BASICS

0 us 77042 HOUSTON SPACE BIKE COMPOSITES
(r us 85251 SCOTTSDALE SUNNY SIDE UP TIRE

VI us 88837 EDISON LIGHTBULB ACCESSORY KIT
0. ! us 92011 CARLSBAD REDWOOD KITS

0 us 97223 PORTLAND GREEN BLAZERS SEATS

12 Entries found
You will see the vendor box is filled with your selected vendor.

w l Standard PO v Vendor: :llO] ~71) Olympic Protective Gear P Doc. Date: 04/22/2021 .

Verify your item overview with the screenshot below. Then, type in 25 in the net price section as shown
below. DO NOT expand Item Details as you enter in Net Price. Otherwise, your item overview screen will
be locked.

15_." Standard PO v Vendor: 101022 Olympic Protective Gear Doc. Date: | 11/05/2021

4] |Header

ftem Overview Section

Material Short Text PO Quantity OUn C Deliv. Date Net Price Curr... Per OPU Matl Gregy
e 10 OHMT1022 Off Road Helmet 5 EA D 11/05/2021 : 25‘: usp 1 EA  Safety G
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uso
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uso
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DO NOT expand the ltem Details and make sure it is collapsed when you enter in 2500  usp
for the Net Price of the item usD

Any time, this ltem Detail is expanded you will lose the change ability of the ltem
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Default Values Addl Planning o

Item Detail

=--- |lim A ‘I D Short Text PO Quantity OUn C Deliv. Date et Price
10 | OHMT1050 Off Road Helmet 5 EA D 05/13/2021\_




S

Then, click button at the bottom right corner to save the order. DO NOT leave the page and pay a
look at the left bottom corner to find the newly created purchase order number. This is very important
and needs to be written down. Notice, it is shown on the status bar, which is located at the bottom of
the screen.

.
T >

“ M} Standard PO created under the number 44p0MD0GHN Save  Cancel

Question 2. Write down your unique purchase order document number below:

s
Click on the home icon 4 to return to the Fiori Launchpad overview.

Display Purchase Order

To display a purchase order, use the Fiori app My Purchasing Document Items. Search for “My
Purchasing Document Items” in the right top search box to locate the app. The app provides an overview
of all purchase requisitions, orders, goods receipts and supplier invoices.

You can find your purchase order by using the last three digits of your assigned SAP user id. Therefore,
enter *### (i.e., if your last three digit of the user id is 049, you will enter *049). Choose Go.

SN W1y UL 1 UG UI TSI LG 1D @
Step1
Standard Type in *2?? - your last three digits of SAP id to replace those ?s Hide Filter Bar  Filtery
Segrak Supplier: Purchasing Grou Material Group:
e B B Step 2
@ o o o
Then, press Enter to confirm or go to step 2
Plant: Status Cost Center: Work Package
o! [ [ o!
Sales Order: Service Performer. Material:
o [ [
Step 3
2 1 1 0 ]
Overview  Purchase Requisitions §  Purchase Order)  Goods Receipts  Supplier Invoices
[=]
Supplier ID Purchase Requisition Items Purchase Order Items Goods Receipt ltems Supplier Invoice ftems
101C.)
1 1 0 0

(Olvmpic Protective Gear)

Choose Purchase Orders as shown in the screen above in Step 3.
s

Click on the home icon 4 to return to the Fiori Launchpad overview.

Create Goods Receipt for Purchase Order
To create a good receipt for a purchase order, use the app Post Goods Receipt for Purchase Order under
Materials Management. You can use the right top corner search box to search for the app.

Post Goods Receipt
for Purchase Order



Enter your PO number in the field Purchase Order. If you don’t remember your PO number, you can look
up the answer you put in Question 2 or you might want to search for your PO number by using the F4-

1000.0 5 O S Search for PO i you

Help ( - annmenser ), Enter *##Ht in the Search field and choose Go. Select the first one of
your Purchase Order by performing a double click on it.

8 < @ »2- ? Post Goods Receipt for Purchase Order

Purchase Order: | A.0C_0MC™ o

phichase Order  Supplier Supplying Plant

4 s0c"0rn” Olympic Protect...

Show All ltems.

Type in your PO and press Enter. You should see your
previously created purchase order (PO)

Olympic Protective Gear

Purchase Order: “_J0LJCN07
Purchase Order Type: Standard PO NB

General Information Items Attachments

Select the available Storage Location TGOO (Trading Goods).

Select Storage Location

Items (1 of 1) Q| Ty
Select the available storage location TGOO (Trading Goods)

Storage Location

Material Open Quantity Delivered Distribution Plant Stock Type

Off Road Helmet
OHMT1050

Finished Goods
FGOO

5.000 EA 5.000 EA P H DC Miami Unrestrict... >

Click on ~ button of the right of the material record to continue to the next screen. Make sure that
Trading Goods was set for Storage Location box and Unrestricted Use set as Stock Type is selected.
Check Delivery Completed checkbox and click on the Apply button at the bottom right corner . If the
Apply button is disabled just continue to the next part.

A < @ ‘2 P Goods Receipt Item

Off Road Helmet onuTios0

Storage Location / Stock Type

Stock Type: | Unrestricted-Use

*Pant | DC Miami

s | Mo authorty for suf

Zstorage Location: | Trading Goggls

Finally, leave your item marked and go back @Gto click on Post to post your goods receipt. The
system will create a unique good receipt document.



Success

1 material document(s) posted:
-C00MT . 2771

Question 3. Write down your unique material document (good receipt) number below:

Material dx.
for GR
Ext. vendoror | Accounting
other plant i doc.

When a good receipt is recorded against a production order, the following
details are checked:
o If the correct material has been delivered
o If the correct quantity of material has been delivered or whether there
has been over- or under-delivery

e If perishable goods meet the minimum shelf life criteria (the shelf life
expiration date check must be active in this case)

Create Invoice Receipt from Vendor
Enter an invoice received from Olympic Protective Gear Supply for 125.00 USD associated with the
recent PO and goods receipts.

To create an invoice receipt, use the app Create Supplier Invoice — Advance. You can use the top right
search box to find the app. If there is a pop up asking for Company Code, just type in US00.

Enter today’s date as Invoice date using F4 and Enter. Check your Company Code USQO. Enter the
amount (125.00 ) in the Amount field and select Xl as Tax Code (field next to Tax Amount). Then, type in
INVOICE 00504-#i# (replace ### with your last three digits of SAP user id) as Text and press Enter .



Show PO structure Show worklist Other Invoice Document Help NF More ~r

Transaction:* | Invoice v
Basic Data Payment Details Tax Contacts Note
Invoice date: 04/22/2021 Reference

Posting Date: | 04/22/2021
Amount: 125.00
Calculate Tax

Tax Amount: XI (Input Tax) ~

Text: INVOICE 00504-C .. s

Baseline Date:

Company Code: USO0 Global Bike Inc. Dallas

Choose in the lower section the tab PO Reference. Type in your PO number, which you recorded for
question 2 in the middle of the screen (as shown below) and press Enter.

Tax Amount: Xl (Input Tax) s
Text: | INVOICE 00504-050
Baseline Date:

Company Code: US00 Global Bike Inc. Dallas

TM Ref. G/L Account PO Reference

'urchase Order/Scheduling Agreement g

ltem Amount Quantity Or.. [} Purchase order ltem PO Text

Then, mark the checkbox for Booking OK only for the first line. You might have to scroll the bar at the
bottom toward the left to find the Booking OK column.

Amount Quantity Or... Purchase order |

| pooking OK o7

125.00 5 EA

Simulate

Use the button to see if the postings are correct. Finally click on oron m and then on

to post your invoice receipt. The system will generate a uniqgue number for this document.

how PO structure Show worklist Other Invoice Document @HE[F NF More ~

Transaction:* | Invoice s a

Question 4. Write down your unique document number for the receipt below (make sure check the
bottom status bar at the left):

P
Click on the home icon o to return to the Fiori Launchpad overview.

Display Purchase Order History
To display the purchase order history, use the app My Purchasing Document Items



My Purchasing
Document tems

The app provides an overview of all purchase requisitions, orders, good receipts and supplier invoices.

a2 < Ey My Purchasing Document ltems Q
Standard ~~ Hide Filter Bar  Filters E
Search: Supplier: Purchasing Group: Material Group:

=S o &3

Flant: Status! Cost Center: ‘Work Package!

] 5 =y =g
Sales Order: Service Performer: daterizl:
] 5 ]

You can find your purchase order by using the last three digits of your assigned SAP user id.

Therefore, enter *##t# in the field Search choose Go.

& y My Purchasing Document ltems ~~ Q
Standard Hide Filter Bar  Filters E
Search Supplis Purchasing ( Material Group:
Tor ® oy [ &
Plant Status: Cost Center Work Package
o’ s} =y P
Sales Orde el B PO Materiak
o =

Click on ™ ™=°®= From there, you can view your Purchase Requisition, Goods Receipts and Supplier

T T T U ———
Standard
Search: Supplier Purchasing Group: Material Group: Plant
3. ® 101050 @ = =4 o
Work Package: Sales Order: Service Performer: Material:
5 o’ (5 o’
4 1 1
Overview  Purchase Requisitions {_Purchase Orders §  Goods Receipts ) fupplier Invoices,
Purchasing Document Material Quantity Order Value
Olympic Protective Gear
Invoice - Gross Off Road Helmet Ordered:5 EA
Delivered:5 EA 125.00USD

£°756r1 21/ 2021/ 0700 (Safety Gear)



