Sales Order Process

Exercise Introduction

In this exercise, you will be processing a customer order for the fictitious Fitter Snacker
company—a manufacturer of snack bars. Fitter Snacker has two products, the NRG-A and
NRG-B bars. The NRG-A bar touts “Advanced Energy,” while the NRG-B bar touts “Body
Building Proteins.”

Within each client of this ERP system, there there are 100 copies of the Fitter Snacker Company
data. You have been assigned to one of these sets of data, defined by your Data Set Number,
which tells you which set of data you should be using within your client.

IT IS CRITICAL THAT YOU USE ONLY YOUR DATA SET. FAILURE TO DO SO
WILL CAUSE YOU PROBLEMS AS WELL AS OTHERS IN YOUR CLASS.
WILLINGLY TAMPERING WITH OTHER STUDENT DATA IN THIS COURSE WILL
HAVE SEVERE PENALTIES.

All of the data in the Fitter Snacker database begins with a Data Set Number. For example, the
NRG-A bars are entered as 00 NRG-A, 01 NRG-A, 02 NRG-A, etc. This will allow you to use
the search function in SAP to find your particular snack bar. In the instructions that follow, the
pound symbol (##) will be used to represent the Data Set Number. For example, in creating an
inquiry for West Hills Athletic Club, the instructions will refer to ## West Hills Athletic Club.
You will need to replace the ## with your Data Set Number. For example, if you are data set
number 09, then you will be searching for 09 West Hills Athletic Club. The screen shots in the
instructions were created using Data Set Number 00, which is reserved for the instructor. Do not
use Data Set Number 00 in any transactions.

1. Create an Inquiry

An inquiry is a non-binding price quotation to a customer that tells them the price of a specific
quantity of your product. We will create an inquiry for ## West Hills Athletic Club. To do
this, follow the menu path:

Logistics >Sales and Distribution [>Sales >Inquiry [>Create

which will bring up the following screen:
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=
I Sales document  Edit Goto  Environment  Systern Help

& 2 AH o SHE Shog
Create Inquiry: Initial Screen

|IE \\:reate with Reference ||£ Sales ||£ lterm overview ||£ Ordeting pary |

Inguiry Type IM \

Organizatiynal Data Enter IN for Inquiry Type
Sales Organization oers| +——— Enter ##FS for Sales organization
Distribution\Channel 01| ¥=——_| Enter DI for Distribution Channel
Division sel(2) —| Enter SB for Division
Sles ol Then click on the enter icon
Sales Group

|

Enter the information shown above, click the enter icon (§&) and then click on the and the
following screen will appear:

[
I Sales document  Edit Goto  Extras  Environment  Systern Help

|t’4‘ 2 0@ eEQ CHE oD DR QO

Create Inquiry: Overview

Inguiry

Sald-to party |
Ship-to party

PO Mumber

Metvalue o.oo

In]

PO date
{ Your cursor should be in the Sold-to party field,
and the search icon () should be visible. If

e Y& not, click on the Sold-to party field.
Req. deliv.date b |B7/23/2008 Exnl

Itern detail

=R |tem overview i

The screen should have the cursor already in the Sold-to party field. If you knew the customer
number of the company requesting the inquiry, you could type it in directly. Usually, people
can’t remember arbitrary customer numbers. Fortunately, the SAP ERP system has a
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comprehensive search function that will allow us to find the Sold-to party easily. Click on the
search icon () and the following pop-up menu will appear:

II:URestrictVaIue Range (13

Customers [general) Customers per gales group i Cugtomers by Address Abtibutes I | | |1|

Search tem E 1]

Fostal Code

City

blama Enter ## for your search term,

then click on the enter icon (g#)

Custarner

b airnurn Mo. of Hits a00

Enter your Data Set Number (##) for the search term and click on the enter icon (#) and a list
like the following will appear:

III?'Restrict Walue Range (13 4 Entries found

i Custormners by Address Atk I“ : |I|

Cuztomers [general]

Custamers per 2ales group

-
MR E EEE

Search term: 00

PostalCode 1Cﬂy |Name 1 ICustomed
48142 LI 00 HEALTH EXFPRESS 201

49002 FALAMAZ OO O0WWEST HILLS ATHLETIC CL |1

49544 GRAMD RAPIDE 00 MEIXER, IMC. a0

49931 HOUGHTOM 00 HOUG BlLICAL T ) 110 409

Double-click on ## West Hills Athletic Club
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Double-click on the entry ## West Hills Athletic Club to select it. When you do, the customer
number will be entered automatically:

=4
I Sales document  Edit Goto Exras  Emwironment  System Help
K 290 e LHE DNLD BE @B
Create Inquiry: Overview

Inguiry MNetvalue o.ag
Sold-to party 1 — 0000 T
Ship-to pa The customer number for ## West Hills

EO Mumber Mw Athletic Club is displayed (your number will be

different than the one shown in this figure).
iterm detail ¢ Orderndparty | Enter WH1## in the Purch. Order no. field,

_ / then click on the Valid from field to display the
walid from | Walid to

Req. delivdate  |D| [07/23/2008 Expectordval | S€arch icon, then click on the search icon ().

[tern overview

Sales 4

Next, click on the Purch.order no. field and type WH1##. Then, click on the Valid from field
so that the search icon is again displayed. Click on the search icon, and a calendar will be
displayed:

[E Calendar

07/23/2003 :
Wil | b | Tulwiel Thl Frl sal sul«]
232 3 4 5 8 7 8 [5

§ 24] 8 10 11 12 13 14 15

Sz25]16 17 18 19 20 21 22 .

“l2|2z 24 25 26 27 2 29 | Double-click on today’s date
7|30 1 2 3 4 5

7 8 8 10 11 12 | (which is highlighted) to enter it

14 15 18 17 18 20
21 22 [23 478 25 26 27 |
28 20 30 3 1 2 3
E 7 &8 3 10
11 12 13 14 15 16 A7
18 19 20 21 22 23 24
528 I 28 28 3 3
1 2 3 4 5 6 7

3718 o 10 11 17 13 14 [7]

20087

i [ foad [ i fad o fp e
(i Sy R RS (PR ) PUR Sl fu | [T (w'a]
E-N
o

200848

]

Today’s date is highlighted. Double-click on it to enter today’s date in the Valid from field.
Click on the Valid to field, then click on the search icon () to call up the calendar again, then

double-click on a weekday approximately one month from today. When you are done, the
customer order screen should look like the following:
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=
I Sales docurnent  Edit Goto  Extras  Enwironment  Systern Help

|&‘ 20 H @@ SEER DDLD DR Om

Create Inquiry: Overview
Inguiry [ Metwalue A A
Sold-to party T @
Ship-to party
PO Mumber PG date
erm detail i Qrdering party i Frocurement i Shipping { Reasan far rejection
walid frarm O7/23/2008 Walid to B8/23/2008
Req. deliv.date |D a7/2342 Expect ord yaf’ g, 00
Al tterns AN
lterm  [Waterial Order QUanth \ |su Jatitrn  |Description
I = ) .
— Check data, and then click on the first material field

Click on the first material field, and then click on the search icon to call up the following search

pop-up window:

M atenal by EAM [Interational ... | | | @E‘

II:B’ Restrict value Range (1)
// Matenials for class

M aterial Group |

b aterial by material group

I aterial dezcription

Language Fey E EM
I aterial
Masimum Mo. of Hits 500 Select the tab Material by

Material Group
Click on the arrow next to the
material group field to find the tab

Find the tab with Material by Material Group, and then click on the arrow (|E|) next to the
Material group field, which will call up a second pop-up window:
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Il:l:’hnaterial Group 2 Entries found

vimlD|mil= ]S
Matl Gro_ 1Material Group Desc. IDescrimion 2 for the material or

MAMNL Faw & Semi Finished
SALES Finished

Double-click on Sales to select it.

Double-click on the SALES group to select it, then enter ##* for Material description:

III:' RestrictValue Range (1)
// td aterialz for class I aterial by material group t aterial by EAM [Intermational ... I “ |I| E‘
M aterial Group SALES
b aterial dezcription E oo+
Language ey E EmM
b aterial
, _ Enter ##*for Material description
M aximum Mo, of Hits a00

There are many ways to search for material in the SAP ERP system. One of the more useful is to
search by old material number, as most companies change their material numbering systems after
installing the SAP ERP system while many customers will still be using the old material
numbers. Unfortunately, the SAP ERP system does not provide for user-defined search terms for
materials like it does for customers. However, with the addition of an asterisk, we can take care
of that problem. Because this database has all materials defined with the Data Set Number first,
you can screen out materials for other Data Set Numbers by entering ##* for the material
description. This tells the search tool to only display those materials beginning with your Data
Set Number. After selecting the SALES Material group and entering ##* for material
description, click on the enter icon () and a list like the following will be displayed:
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II:B’Restrict Yalue Range 1) 2 Entries found
/ b aterials for clazs . I aterial by EAM [Internatio... “l |I| m

b4 aterial by material group

AR = EEE

Material Group: SALES

Material descripti '|Language|l'u|ateri__|
00 HRG-A EH 00F100
noMRG-B EM 0oF110

Double-click on ## NRG-B to select it

Double-click on the ## NRG-B snack bar to select it, and the material number will be entered
automatically:

=
I Sales document  Edit Goto Extras  Erwironment  System Help

@, 190 e SHE DDLD AR Qm
Creat\e\l\nquiry: Overview

G &

Inguiry
Sold-to party

Ship-to party
FO Mumber

Metvalue _ o.oa

=]|

]
PO date

Material number is automatically entered. Enter 10 for
Order quantity, then click on the enter icon ().

Sales 4

Walid from By /2342008
Req. delivdate D |D7/23/2008

All items
tern  [Material Order Quantity |su Jatitr  |Description |custorm
goF110 A& A g

With the material number entered automatically, enter 10 for Order quantity, then click on the
enter icon (§):

If any informational messages appear, just click on the enter icon (#) to clear them.
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=
Sales document  Edit Goto  Exdras  Enwironment  System  Help

& DR IeEe DHE ODLHD BE @@

e

Create Inquiry: Overview

Inguiry Metvalue 2,655.08 ||USD
Sold-to party 00 Wiest Hills Athletic Club /2001 8. 11th St/ Kalamazoo bl 4300 @'
Ship-to narty 00 Wiest Hills Athletic Club /2001 5. 11th St/ Kalamazoo bl 4900

ks
1
PO Murmber WH100 PO dals
Sales 4 Itern detail i rdering party i Procurement i Shipping i Reason for rejection

Walid from 07/23/2003 WaliN to 08/23/2008
Req. deliv.date D |e7/23lzo08 Expe\ord.val 796.508/|USD
All items
|Item |Materia\ Qrder Quantity |§\U |A\tltm |Descrmnon Custormer Material |
TBOOF118 10C 00 NRG-B [+]

LT /

BIFEE

ElEE

Select the first line by clicking on the square next to it (
then click on the item conditions icon (&})

Notice that SAP has called up information about the Sold-to
party and Material from the database.

-

g
>

Click on the square (|
icon (i&)) and the following screen will appear:
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= CEE
Sales document  Edit Gota  Exras  Enwironment System  Help

& | A e CHB SDODIBE @5
Create Inquiry: Item Data f

EEE@\H\E@

‘Sales Documenttem [10 | iern category[AFN | Incjuiy e
Material [BoF118 | oonRGE
SalesA , SalesB . Shipping | Billng Document gReTH ik Accountassignment . Schedulelines . Partners . Texts | OrderData , Status |||1:i_|ﬂ
aty [ 18/cs | Net [ 2,655.00 [UsD |
Taix [ 0.00 |

Pricing Elements

i) ICnTvIName Amou ICrEy Iper IU ICunditinmvalue ICurr IStalusINumC IOUn ICCnn IUn ICnnditmmvalue ICdCurIStaII
@ PROA Price 295.00 USD 1cs 2,850 A0 USD 1/Ccs 1cs o.oa 0| [+

Gross 2895.00 Usp 1cs 2,850.00 USD 1Cc38 1c8 o.oo ] E
@ KOO7 [Customer Discount 18.800- 295 80- UsD o o o.0a

=

Discount Amount 29 1|cs 5.00-USD 1c8 1C8 6.0 C -
Rehate Basis 265.5 1lcs 2, p55.80 USD 1ics 1cs o.0e [
MetValue for lterm 265.50 1lcs 2/855 A0 USD 1lcs 1cs o.0a
MNetValue 2 266.50 1c8 686,080 USD 1cs 1cs o.oe
Total 265.50 11cs 2,666,080 USD 1cs 1Cs o.08

@ SKTO Cash Discount B.800 % B.80 USD 8 ] 608 =
@ [¥PRS Cost 244 .80 USD 1ics 2,448 00 USD 1cs 1cs o.0e ||
Standard - USA Miith 1cs 287 B0 USD 1c8 1cs o.ea

Note discount, then click on the back icon
mjm] [ T ]

@@Jw Condition rec. | Analysis

[ V1521 880 B[ shasaps2 [INs [ 1 [/

‘s start ECBEPIHTCCSE 772 2 Inkernet Explorer = | @ Macremedia Firew s For ... oce.., ’(,)‘j W ar SiE4PM

Because the standard price for 10 cases is $2,950 and ## West Hills Athletic Club receives a 5%
price discount for any line item over $1,000 and a 10% discount for any line item over $1,500,
this inquiry includes a discount of $295. Click on the back icon (§®) to return to the Create
Inquiry: Overview screen:
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=4

Sales document  Edit Goto  Exdras  Enwironment  System  Help

(7] aH eae SHB DL AR 2@

Create Inquiry: Overview

ElEEEE B

Inguiry
Sold-to party

ks
Ship-to party 1
PO Murmber wWH100

Netvalue 2,655 88 |USD
00 Wiest Hills Athletic Club /2001 8. 11th St/ Kalamazoo bl 4300 @'
00 Wiest Hills Athletic Club /2001 5. 11th St/ Kalamazoo bl 4900

PO dats

Walid from 07/23/2003 Walid to 08/23/2003

Req delivdate D |87/23/2003| Expectord.val 796 50|usD |
Item Material Order Quantity SU [Altitrm |Description Customer Material
BOF110 e 00 NRG-B [2]

Select the first line, then click on the EE
Display availability icon L

Ko
EEE

Select the line item again, and then click on the Display availability icon (42.) which will produce

the following screen:
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=
Availahility ove

&

rigwe  Edit Goto  Seftings  Environment  System Help

3 A H e CLEHE SDO80 HE @

Availability Overview

|i% Stock ||§| Stock ”A% Totals recards ||§| Totals records ||6€f Scope of check |

Material BeF118
00 NRG-B
Flant BEPT Avail. check 02 Checkrule )
Wiith regmits gtys
Base Unit Cs End lead time A7 /2612008
Totals display
Receipts 1,000
Issues ] Caonfrmd issues ]
ATP situation 4‘
Date |MRP [} |MRP element data |Rec.1’reqd iy |Cunﬂrmed |Cum. ATP gty
1,000 1,008 [+]

07 /23742008

10

Stock

| |p7¢23s2008 SLacst 306 \ 1,000 1,808 [7]

This screen shows that number of cases that
are currently available to sell and where they
are located (storage location 300)

Note the quantity of ## NRG-B bars available and the storage location where they are currently
located. Click on the back icon (§), then click on the save icon ([4)) to save the inquiry. Click
on the exit icon (§3%) to return to the SAP Easy Access screen.

2. Create a Sales Order from an Inquiry

If the customer wants to place an order after receiving the inquiry, we can create a sales order
from the inquiry so that we don’t have to reenter the basic data (and, potentially, make a mistake

in doing s

0). To create a sales order from the inquiry, follow the menu path:

Logistics [>Sales and Distribution [>Sales >Order >Create

which will bring up the following screen:
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T
I Sales document  Edit Goto  Environment  System Help

|@

2 AU @O BRE O0O8

Create Sales Order: Initial Screen

|® Create with Reference ||£ Sales ||£ Iterm overiew ||£ Ordering party |

Order Type

0F|
\ Enter OR for Order Type

Organizationa\ Data

Sales Crganiztion
Distribution Shannel
Divisian
Sales Office
‘Sales Group

Enter ##FS for Sales organization
0OFS W Enter DI for Distribution channel
W M/ Enter SB for Division
- 45/ Then click on the Create with

hack Bars .
reference icon

Enter the information shown above, then click on the Create with reference

(] Create with Reference

© 2008 by SAP AG. All rights reserved.
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I create with Reference

Gluntation i Qrder i Caontract i SchedAdres

i BillDoc

|Rguiry
Requested deliv.date

Search Criteria

Click on the Inquiry tab, then click on the
Pur. Ord :
= T search icon to search for your customer.
Sald-to party
WBS element
|[H?| Search

|¢ Copy” [tem Selection |

Make sure you have selected the inquiry tab, and then click on the search icon () to bring up
the following pop-up window:
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[E Zales Document (13 [=] (=]

(]

) custamer

// Sales docurients, not fully confirmed

Partrer
Fartrer Funchion E 5P
Sales Organization E 00FS
Sales Office \ Select the Sales documents by customer tab
Sales Group Make sure SP (sold-to party) is entered
Db iRl under the Partner function, ##FS is entered
pres for the Sales organization and 1 is entered for
Transaction group, then click on the enter
Sales Document Type .
icon
Furchase order no.

Daocumnent Date

Created by

% alid from

Y alid ta

Transaction group E 1

Sales Document

Maximury Mo, of Hits 500

To search for the inquiry, make sure SP is entered for the Partner function (sold-to party) and
##FS is entered for the Sales organization, then click on the enter icon (§) and search results
similar to the following should appear:

III:'SaIes Docurnent (13 1 Entry found [=]

Delayed sales documents E |I|

// Sales docurments, not fully confirmed

@[] [0 ]
Partn___|FuncﬂSOrg.ISO_“|SGrp|DCIlI|Dv|SaT){Purchaseorder___ |Doc.Date |Create(l__. Valid from |Valid to ITrG|Document|
1 SP o DOFS 005 SWw DI 5B IMN WH100 072472008 BRET O7i23r2008 0872372008 1 10000000

If more than one inquiry appears, find the one created
by you by looking for your user id.
Double-click on the line to select your inquiry.

Double-click on your inquiry, and the inquiry number will automatically be entered:
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m Quotation . Order , Contract | SchedAgree . BillDoc
Imeguiry feoooaan

Requested deliv.date

Search Criteria |

Pur. Order
Sl [ Inquiry number automatically entered

WBS element

|[H] Search I

Click on copy

/
|w9‘ CDEH ltern Selection |

With the inquiry number entered, click on the copy icon (| %* C0Opy ) and the following screen

will appear:

Sales doeumen

]

HEE
t Edit Gota Exras Emdronment System Help

HOH @R DHE DDOD HE @®m

Cr Standard Order: rview

& ANG || [@ owers]

Standard Order NMyalue 2,655.08 |UsD
Sold-to party 00 West Hills AthieX; Club 12001 5. 11th Gt ( i aanc [
Ship-to party 1 00 West Hills Aefic Ryt £ 2001 & 1115t / M1 430
PO Number WHP13500 PO date
_m nsmnvemew\|q@ N Ordering party \ Procurement | Shipping | Reason for rejection

Req.delivaate  |D| [07/24/2088

[ Gomplete div. 720(LB

Delivery block 0.000

Billing block

Payment car Exn.date

Faymentlerms | 0001| Payimmediatelywio Incoterms

Orderreason 5

Sales area 00F3| 7 DI)/ 58] 00 Fitter Gales, Direct, Snack Bars

e Enter WHP125## for Purch. order no.,
Al ftemns . . .
[ [tern [wateriar Order Quantity |su |5 [Deseription Clle on the el’lter 1con al’ld thel’l Clle on
10086F118 188 00 NRG-8 .
] the save icon
] b b7 12402088
] 0 p7r24/2088
] b B7r24/2088
] 0 B7r24/2088
] b p7124/2088 =
] b B7 12402088
] 0 [p7 /2422088
[ b b7 r24/2088
] D p7 12472088
] b B7/24/2088
] 0 p7r24/2088
] b |p7 /2472088 =
n b 877242088 =
[T x|

EEE ek  [elaE

U [15z 01y 880 | shasapez [INs | [ 7
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Information from the Inquiry has been entered automatically—sold-to and ship-to party
information, material and quantity. Enter WHP125## for purchase order number, click on the
enter icon (&), then click on the save icon ([H)) to save the order. Click on the exit icon (&%) to
return to the SAP Easy Access screen.

3. Create a Delivery for the Sales Order

In the SAP ERP system, a delivery is a status that allows the warehouse to pick, pack and ship
the order. To create a delivery, follow the menu path:

Logistics >Sales and Distribution [>Shipping and Transportation >Outbound
Delivery [>Create [>Single Document [>With reference to Sales Order

which will bring up the following screen:

=
I Quthound Delivery Edit Goto  Extras  Environment Subsequent Functions  Systern Help

& A e SHE SDhLo0 BE @6
Create Outhound Delivery with Order Reference

| \x}}{h Order Reference || D Win Order Reference | D |:| D D |:| D |:|

SriRRInE Ee e ———— | Enter ##SP for Shipping Point
ETEE———— Order number should be entered
Selection date 07/23/2008 automatically.
Order 1| Click on the enter icon

From itermn

To itermn

Fredefine delivery type

Delivery Type

The order number should be entered automatically. Enter ##SP for shipping point, then click on
the enter icon () to bring up the following screen:
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=5
I Qutbound Delivery  Edit Goto  Extras  Environment  Subsequent Functions  Systern Help

|@ 190/C00 LHE DDon BE @M
Outbound Delivery Create\" Overview

11 | 2 | | B | | D
Outhound deliv. Daodument Date Ay 2402008

Ship-to party 1 =1| 00WestHills Athletic Club #2001 5. 11th 5t f Kalamazoo M| 43008

Itern Owerview

Ficking , Loading , Tra

Click on the save icon to create the delivery
Flanned Gl B7 /2412008 |00:00 TOTET FETGIT TZT =
Actual Gl date Mo.of packages
All lterns
trn  [Material [oeliv. oty Jun Joescription [6 [mp [FlwlBate
10 BOF110 10 5 |00 NRG-B [ ran
| ! E
| ] [ ]

As we are happy with all of the default values, we can click on the save icon ([4)) to create the
delivery. You should get a message like the following:

|@ Outhound Delivery 30000000 has been saved

Click on the back icon (§®) to return to the SAP Easy Access screen.

Stock/Requirements List

To see the current inventory position for our snack bars, we can use the Stock/Requirements list.
The stock requirements list shows the current inventory level, any outstanding sales orders as
well as any planned production orders. The stock/requirements list is very handy, and it is
usually a good idea to keep a session open so that you can easily view the Stock/Requirements
list without having to leave a session.

First, we need to create another session for the Stock/requirements list. To do this, follow the
pull-down menu path:

System—Create Session

This will create a new session. To view the new session, look for it on the task bar at the bottom
of the screen and click on it.
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When you are in the new session, you need to find the Stock/Requirements list. There are many
different menu paths that will get you there. One of the menu paths is:

Logistics >Production >MRP >Evaluation >Stock/Requirements List

which will bring up the following screen:

=
I List Edit Goto  Settings  Systern Help
|@ 340 eae SHE SDhon AR e
Stock/Requirements List: Initial Screen

EGIEE A Collective access Click on the Material field,
then click on the search icon to
call up the search function to
find the material number for

Material . (=) your ## NRG-B
Flant [

[Jwvith filter

You can use the search function to find the material number for your NRG-B bars. Calling up
the search screen will produce the following pop-up window:

I = material Number (2) =
i taterial b... I“ |I|

b aterial Mumber /b aterial Description bd atenial by old matenial nurmber

b aterial dezcription IE o=

Language Key E EM
td aterial
Search using the Material
b awirnum Mo. of Hits 500 Number/Material Description tab,

enter ##* in the material description
field, then click on the enter icon
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Search for your material using your two-digit data set number plus and asterisk (##*) then click
on the enter icon () to get a list of your materials:

II:E’ mMaterial Mumber (23 17 Entries found

katenal Mumber/k atenal D I atenial by old material number

=
I E EEE Y

Material description "lLanguauelMateriall

00 CAMOLA EM 00R300

00 CAROHE CHIPS EM O0R310

00 CIMMAMON EM 00R320 —

00 CLOVES N 00R33D The description for the

00 DATES EN 00R340 NRG-B bars is ## NRG-B,

00 DOUGH NRG-A  EN 005200 but the material (number) is
00 DOUGHNRG-B  EN a0sz210 ##F110.

00 HAZELMUTS EM 00R350 Double-click on this line to
00 HOMEY EM 00R 360 select it.

00 MRG-A EN 00F1

00 MRG-B EN O0F110

00 MUTMES EM O0R3T0

00 OATS EM 00R 380

00 FROTEIN POWDER EN 00R 380

00 RAISING EN noR400

00 WIT/MIN POWDER — ER 00R410

00 WHEAT GERM EN 00R420

Double-click on the line for the NRG-B bar to select it:

=
List Edit Goto Seftings System  Help

A .

|@

240 REHEB ODLD  BE @M

StnmRe\quirements List: Initial Screen

Individual access

Enter Plant ##PT, then
click on the enter icon
Material ARF11 El_
Plant BEPT|{ )
[ wiith filter

LLESS
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Enter ##PT for plant, then click on the enter icon (§), which will bring up the
Stock/Requirements list:

=
I List Edit Goto Settings Environment  Systern Help

|ea 9 e DHE DNOD RE @m

Stock/Requirements List as of 10:43 Hrs

|Shnw0vewiewTree|

\

Note the current level of on-hand material and
your delivery (Delvry). Double-click on the
delivery line.

You should see enough material on hand to complete your order and your delivery should be
listed. You may also see deliveries from other students. You can see more details about the
delivery by double-clicking on the line with your Delivery. When you do, you will get the
following pop-up window:

] Material pOF118 00 NRG-B
Plant BOPT MRP type PO material Type FERT| Unit L5 =
&4 |Date [MRP & [MRP element data |Rescheduli [E |Rec.reqd.qty [Available gty |
§3| &7 1 24/ 2008 Stock 1,000
=507 /2472008 Defvry o D0G000000/000010/0AE 18- 990

II:DAdditinnal Drata for MREP Elerment
Delivery! 0AS000000E 10 0 Regmts class  Warehouse consumpt.
Allocation ind. 1| Consume planning with assembly
Regmts oty 10 Cs Regmits date OF 2402008

Click on the details icon

Click on the details icon, and the ERP system will display the details of the delivery you just
created:
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=
I Quthound Delivery  Edit Goto  Extras  Emironment  Subsequent Functions  Systerm Help

|e 20Heee CHR D000 BE @6
Outbound Delivery 80000000 Display: Overview
FENP LRl PR

‘Outbound delv..  [BD0AO0OA Document Data [07/24/ 2008

Ship-to party 1 =] 00WestHills Athletic Club 2001 §. 11th 5t f Kalamazoo M 49008

[term O Picking i Loading i Transport i Status Overview i Goods Movement Data

Planned Gl |o7/24/2008) |@0:00 Total Weight 720 LB

Actual Gl date | Mo.of packages ] |
All lterns
trn  [Material [Deliv. oty |un [Description EN TR EREE
10 OAF110 10 CS 00 NRG-B [ ran

From this delivery, we can see the documents that resulted in this delivery (inquiry and sales
order). In SAP, the Document Flow links all of the documents related to a particular sales order.
The document flow can be accessed by following the pull-down menu path:

Environment—Document Flow

which will produce the following screen:

[
I Documentflow  Edit  Goto  Environment  Systern Help

K B AH QAR SHE DDLD AN @B
Document Flow
| Status overview | |c§3f Display document || Service documents || "‘_,r’ Additianal links |

Business partner 0000000001 00 West Hills Athletic Club

2 EXET=TE

Document |On |5tatus |
D) Inquin 0010000000 IR SRR
& Standard Order 0000000001 07/24/2008 Completed

=% Duthound Delivery 0080000000 07/24/2008 Open
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The Document Flow shows the trail of documents for the sales cycle. For the ## West Hills
order, the cycle started with an inquiry which was used to create a sales order. The processing
status of the Inquiry and Standard order are shown as completed. The Outbound Delivery, which

encompasses the pick, pack and ship tasks, is shown as open.

From the Document flow, you can display any of the documents shown. For example, right-
mouse-click on the inquiry to call up the following pop-up menu:

=
I Docurnent flow  Edit Goto Environment  Systern Help

|e* 240 CEQ CHEB DDoD BRI @m

Document Flow
| Status overview ||-:S3f Displany tlncument || Serice documents || '}’ Additional links |
~

Business partner 0000000001 00 West HillsAthletic Club

= EEIEE

Docurnemnt |On\ |Etatus |

= [2) Standard Order 0000
=p Outhound Delivery 0020

1 07724720
0 075242008

Click on the inquiry line, then click
on the Display document icon

dor Display document |)

Click on the inquiry line, then click on the Display document icon (|
to display the original inquiry that started the sales-order process:

=
Sales document  Edit Goto  Extras  Enwironment  Systern Help

V] D AH @@ SHE DDhon BE @
Display Inquiry 10000000: Overview

Inguiry alelelelafele] Metvalue 2 B85 OO0 (USD
Sold-to party i 00vWest Hills Athletic Club i 2001 5. 11th St 7 Kalamazoo bl 4300 l:l
Ship-to pa il8 00vWest Hills Athletic Club i 2001 5. 11th St 7 Kalamazoo bl 4300
PO Mumber WH100 PO date
Itern detail i Ordering party i Frocurement i Shipping i Reason for rejection

Valid from O7/23/2008 Yalid to O8/23/2008
Req. deliv.date b o7/24/2008 Expect.ord.val. TO6.50 | USD

All itermns

[item  [material Order Quantity [su Jattitm  [Description
:‘ 1ORIETIE (= 10/cs 0/00 NRG-B
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The ability to link to any document in the sales process via the document flow is a powerful tool.
If a customer calls with a question regarding their sales order, the customer service
representative can quickly find any document related to the sales order once they have found one
document.

Use the back icon (§®) repeatedly to return to the Stock/Requirements list.

4. Picking the order

With the delivery created, the order can be picked, packed and shipped. The SAP ERP system
has many capabilities to schedule these processes, however, we will not consider those in this

exercise. In a highly automated warehouse, the picking of the order may be recorded in the SAP
system using bar code scanning. For our exercise, we will manually enter the quantity picked.

To do this, switch back to the other session and follow the menu path:

Logistics >Sales and Distribution [>Shipping and Transportation >Outbound
Delivery [>Change [>Single Document

which will bring up the following screen:

=
| Outhound Delivery  Edit  Goto Estras  Environment Subseguent Functions Systern Help

| @ 2190 Ieee CHE DLD PR @M

Change Outhound Delivery

|:||:| |:| |:||:||:| |PnstGDDdslssue|

Cuthound Delivery [Lefealefelcls]

Your delivery number should automatically be entered. Click on the enter icon (§) to bring up
the following screen:
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||I:’

Quthound Delivery  Edit Goto Esras  Enwironment  Subsequent Functions  System Help

| & 1 IH e CHE BnoaD AR QO

Outbound Deliverywﬁgﬂl}ﬂﬂﬂﬂﬂ Change: Overview

DD D |Pusthudslssue|

Cgthound deliv. =1ujefafaraie]y] cument Date 07 /2442008
Ship-to party 1 = 00\est Hills Athletic Club F 2001 5. 11th 5t/ Kalamazoo Ml 49008
Iterm Overview & Loading , ansport | Status Overdiew | Goods Movement Data
Pick DateTime Q7240200 [ ;e QwrlIPickStatus B Mot yet picked
Warehouse ko, Cwerallil Status Mo Wk trnsf ord regd
All tems
trn  |Material [PInt |SLoc|Dwiy. oty [Un |Picked oty [un |Batch ER DR E:
14 OoF11@ OOPT 300 [10 (o= I (35 EP. ore.
J =

Click on the Picking tab, then
Enter 300 for SLoc (Storage location) and 10
for Pick quantity, then click on the save icon.

This screen allows you to enter a different pick quantity than what was in the order in case the
inventory in the warehouse does not match the inventory level shown in the system. Of course,
the idea with an integrated information system like SAP is to have 100% accurate, real-time

inventory information, but mistakes in entering and recording inventory transactions do occur.

We will assume that the inventory is accurate and the order can be completed, so enter 10 for
Pick quantity and 300 for SLoc (Storage location), then click on the save icon ([d]). You should

get a message like the following at the bottom of the page:

@ Cuthound Delivery 80000000 has been saved

Switch to the other session, which should still be showing the Stock/Requirements list. Click on

the refresh icon () to see if picking the order has changed anything:
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S
I List Edit Goto Seftings Environment Systern  Help

K A0 @e@ DHE DL PR @m
Stock/Requirements List as of 10:56 Hrs
| Showe Overdiew Tree |

[ 7] Material BOF110 00 NRG-B
Flant BOPT MRP type PO| Material Type EERT| Linit CS =
& s |Date [MRP & [MRP element data Rescheduli |E [Recireqd.gty |available oty Ist |
3|07/ 2412008 Stock 1,000
&Ho7/24/2008 Peiyry 0030000000/ 000010/ 000 18- 9398 300

"""" /

Storage location is now displayed

In case you haven’t noticed, the Stock/Requirements list is changed very little. While we have

picked the cases of snack bars off of the warehouse shelf in preparation for shipping, according
to the SAP system they are still Fitter Snacker’s snack bars. The only change is that the storage
location for the delivery is now shown. In the next section, we will post the goods issue, which
will signify that the snack bars have left the building.

5. Post Goods Issue

In the SAP logistics terminology, we receive goods into inventory and issue goods from
inventory to the production floor or to the customer. In the accounting world, we record business
transactions by posting them to an account. Thus, when we post the goods issue, we record the
change in stock level and financial position of the company as a result of sending the goods on
their way. To post the goods issue, follow the menu path:

Logistics >Sales and Distribution [>Shipping and Transportation >Outbound
Delivery [>Change [>Single Document

which will bring up the following screen:

© 2008 by SAP AG. All rights reserved. 25 ADMS3502 Winter 2010



Sales Order Process

|II7

Outhound Delvery  Edit  Goto  Extras  Emvironment  Subsequent Functions  Systern Help

| @ 1 0HICEQ I CHE fDoa DR e

Change Outbound Delivery

Pl ] ) el L2 ][] | Fe] ][] ] || Post Goods 1ssue |

Outbound Delivery poBEE0a0 The document number should be entered

automatically. Click on the Post goods issue icon.

After clicking on the Post goods issue icon, the following message should appear at the bottom
of the screen:

@ Duthound Delivery 30000000 has been saved

Switch to the other session, which should still be showing the Stock/Requirements list. Click on
the refresh icon () to see if picking the order has changed anything:

=
I List Edit Goto Settings Ermvironment Systern  Help

|e.a 20D eEe DHB NNo0 BE @

Stock/Requirements List as of 11:06 Hrs

|5hnw0vewiewTree|

] Material BOF118 00 NRG-B

Plant oPT) MRP type ED material Type EERT| Unit C5 |2
& A |Date [MRP & [MRP element data |[Rescheduli |E [Recregd.gty |available gty |
3[Eg07/24/2008 Stock il

\

Delivery is gone, and the inventory
level is reduced by 10 cases

Posting the goods issue has removed the Delivery from the Stock/Requirements list and reduced
the available inventory level by 10.
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Switch to the other session. You should be at the Change Outbound Delivery screen. If not,
follow the menu path:

Logistics [>Sales and Distribution [>Shipping and Transportation >Outbound
Delivery [>Change [>Single Document

outbound Delivery  Edit Goto Extras  Environment Help

afdH €A I EHE fOL0 BRI @M
Change Outbound Delivery

Subsequent Functions  System

2 | 2 &3 | g | Fost goods issue

Outhound Delivery [Sfefaaalallc! @

Your delivery document number should be entered automatically. Follow the pull-down menu
path:

Environment—Document Flow

which will produce the following screen:
=

| Docurmnentflowe  Edit Goto  Erwironment Systern Help

|@ | 190 Qe SHE Hnon BE @M
Document Flow

i Hl Status overview | |$y» Display docurment || Service documents '}#Additinnal links
|l | | | |

Business partner 0000000001 00 West Hills Athletic Club

e X
Document |On |5tatu5 |
=~ [2) Inguiry 0010000000 072452008 Completed
= [2] Standard Order 0000000004 072412008 Completed
= B =p Outhound Delivery 0020000000 0712452008 Being processed
D Picking request 20030724 07242008 Completed

D GO goods issue:dehy 4900000110 0772472008 complete
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Compare this document flow to the previous status. The outbound delivery status is now Being
processed, and the picking request and goods issue are both complete. Click on the back icon
(&) until you are back at the SAP Easy Access screen. By now, your menus are probably pretty
unwieldy because of the number of paths that have been expanded. To make the menus easier to
use, click on the SAP Menu icon ([®) to restore you menus to their original configuration.

6. Invoice the Customer

Perhaps as important as delivering the customer’s order on time and in good condition is
properly billing the customer for their purchase. If we don’t invoice the customer, we aren’t
likely to be paid. Thus, it is important to be able to determine which customers still need to be
billed. WE can use the Billing Due List to see all of the customers that need to be invoiced. To
create the Billing Due List, follow the menu path:

Logistics >Sales and Distribution D> Billing > Billing Document >Process Billing
Due List

which will produce the following screen:

=
| Billing document  Edit  Goto  Settings  Systern Help

| & 248 QR ISHB DL DR QM

Maintain Billing Due List

|%» DisplavBillList ||[& Displayvariants |

Billing Data
Billing Date fram 07 /16/2008 to 07/23/2008
Billing Type o
5D Document 0 o
Today’s date will show up automatically in
m Default Data |, Batch and Update . .
N the to field. Enter a date a week in the past in
Organizat. Data the Billing date from field.
Sales Organization aoFs|[=) 1 Enter ##FS for Sales organization
DT ALiE ClnE | Check both Order-related and Delivery-
Division 10
. / related check boxes.
Shipping point 1
T
/
Customer Data
Sald-To Party o
Destination country to
Sort Criterion 1o
Docurnents to be selected
[ Crderrelated [w] Deliver-related [1Rebate-related
[JIntercompany Billing [ Mo dacs with billing block [ Docs with SES Status

© 2008 by SAP AG. All rights reserved. 28 ADMS3502 Winter 2010



Sales Order Process

Enter the information shown above, then click on DisplayBillList icon (| @ DisplayBillList |),
which will produce the following screen:
| Billing document  Edit  Goto  List Seftings  Environment  System  Help QW
| & 10B e0e BHRB L LD BRI QR
Maintain Billing Due List
EEE n... ..E. .l Individual billing document H Collective billing document H Collective billing doc.fonline ‘
Ha |Bicafsora. [Biling Date [Said-to p{BIT [Dstc[Dacument [DChDv [DoccalAddress|Mame of sala-to party ald-taLac [Sort term| |Cnumer|ShPt|POD status|Met| Cure] [Biling Date BT staf Graug
L 00FS 0772402008 1 F2 US 80000000 DI 8B J 27081 |00 Wiest Hills Athletic Gl Kalamazon 07242008 F2 [

Make sure the line is selected, and then click on Collective billing document

There should only be one item on the list. Select it, and then click on the icon Collective billing
document (| Collective billing docurment |). It won’t appear that much has happened, but an

invoice will be created. To confirm this, use the exit icon (%) to return to the SAP Easy Access
screen. Follow the menu path:

Logistics >Sales and Distribution [>Shipping and Transportation >Outbound
Delivery [>Display

which will produce the following screen:
5
Cutbound Delivery  Edit  Goto  Extras  Environment  Subseguent Functions Systern Help

|ea 240 CAQ I CHB Sto0 BE @M

Display Outbound Delivery

|:||:| |:| |:||:||:| |PnstGundslssue|

Outbound Delivery [Zefae]atelel:]

Your delivery document number should be entered automatically. Follow the pull-down menu
path:

Environment—Document Flow

which will produce the updated Document Flow:
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=
| Docurmmentflowy  Edit  Goto  Enwironment  Systerm Help

| @ 2190 eaQ CHE DDon BE @
Document Flow

| Status overview ||6’Ef Display docume&t || Service documents || "_;.J Additional links |
A

Business partner 0000000001 00 West Hills Athletic Club

(2| @] [E=] Click on the
Document | on | status T~ Accounting Document
= [2) Inguiry 0010000000 072472008 Completed line’ then click on the
7 . .
[Z) standard OrderDEIDEI!JDEIDEH 0772492008 Completed Dlsplay document icon
= [2] = Outhound Delivery 0080000000 0772492008 Complet
E] Picking request 20080724 O7r2452008 nleted
E] GD goods issue:dehy 4900000110 08 complete

A B Imwaice 0090000000
B Accounting document 0080000000 0772452008 Mot cleared

Notice that the status of the Outbound delivery is now completed. That is because the creation of
the invoice completes the Outbound delivery process. Notice also that an accounting document
has been created. Click on the Accounting document line, then click on the Display document

icon (|4 Display document |) and the following screen will appear:

=4

| Document  Edit  Goto  Extras  Settings  Ervironment  Systern Help

| @ 21 0H 0@ CHE DDoD BAR @
Display Document: Data Entry View

|EE Display Currency |

Data Entry Wiew

Document Number: 90000009 Company Code | BOFS Fiscal Year 2008
Document Date A7 #24/2008 Posting Date o7/24/2008 Period 7
Reference WHF12500 Cross-CCno.

Currency_ _UED Texts exist Ledger Group

EHIRE RN B EERIEEERIE EE EE ERIRIE]

c 1 Itm|PK|E|Accnunt |Descriptinn | Amnunt|Curr. |T}{|
DoFs 101 |1 00¥est Hills Athletic Club 2,655.00 |USD
2480 ga0aan Sales Revenue 295000 |U5D
3 40| 810000 Sales Discount 295.00 (UsSD
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Notice that three accounts have been affected by the invoice—## West Hills Athletic Club’s
account, the Sales Revenue account and the Sales Discount account. Click on the back icon (&)
until you have returned to the SAP Easy Access screen.

7. Receive payment from the Customer

Hopefully the invoice has prompted the customer to send in a payment for the snack bars they
have received. To post the customer payment, follow the menu path:

Accounting >Financial Accounting [>Accounts Receivable >Document Entry
>Incoming Payments

which will bring up the following screen:

[
Document  Edit  Goto Settings Systern Help

| @ 2190068 SHE HDLHD BE @m
PostIncoming Payments: Header Data

| Process open itemns |

Cocument Date A7 247200 Type 0Z Company Code HOFS
Fosting Date A7 2472008 Period UsD
Cocument Mumber
Reference Cross-CC pd.
Doc Header Text Trading gart. BA
Clearing text
Bank data
Account Teanag Business Area
Amaunt 26585 Amaount in LC
Bank charges L bank charges
LEIBCRE Enter today’s date for document date
Text Make sure ##FS is entered for company
code and USD is entered for Currency/rate
R ke R Enter 100000 for Account under bank data
BBz | @/ Enter 2655 for Amount
ACEIRT e D [1otheraccaunts | Click on the Account field in Open item
Special GIL ind Standard Ols selection, and then click on the search icon
Fmnt advice na.
[] Distribute by age _JDunning Area
[Jautomatic search O Others
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Make sure the information shown above is entered, then click on the search icon for Account
under Open item selection:

[ Restrict value Range (1)

Customers [general] Custamers [by company code]

. Customers by courtiy/compa.. ||| [+]
Search tem (=l ho
Postal Code
City
I ame
Customer Enter ## for Search term,

then click on the enter icon

b swimum Mo, of Hits

Enter ## for search term, then click on the enter icon (4#), which will bring up a list of your
customers:

IlI?RestricWalue Range {13 4 Entries found

Cuztomers [by company code] { Customers by countrydc. . | “ | |I|
i
RO EREE
Search term: 00
Postallee‘|City |Mame 1 |Custmned
48142 LIV O A, 00 HEALTH EXFRESS 201
49008 FALAMASOO 00 WEST HILLS ATHLETIC CL |1
49544 GRAND RARPIDS 00 MEIJER, IMC. 301
49931 HOLIGHTOM 00 HOLGHTOM HEALTH CLLUB 101
Double-click on West Hills

Athletic Club line to select it

After selecting ## West Hills Athlet

ic Club, click on the Process open items icon
(| Process open iterms |):
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(=4

| ocurment  Edit Goto  Settings  Environment  System Help

| 2 aHeae SHE NDLn B @m
PostIncoming Payments Process open items

| Distribute diff. H Charge off diff, ||é’ Editing options H @ CashDisc. Due || Create Digpute Case ‘

 AETTETI Partialpmt | Resitams | Withhida tax

@ID

Accountitems 1 00 'WVest Hills Athletic Club
Dacument |D |Dncument |P |Elus |Day | USD Gross |Cash digcnt |Cash | m
90000000  RY @7/24/2008 01 @ 2,655.00] [+]
=]
Check to see if amount of payment has
been assigned to the accounts receivable
document. If not, double-click on the
USD Gross amount
[
[
L] [ / KD
[T e | @Gmsz [o_ttems |[§_ttems | [ Disc.|[§ Disc /
Editing status
Mumber of items 1 Amount entered 2,655.00
Display from itermn 1 Assigned 2,655.00
Reason code Difference postings
Display in clearing currency Mot assigned 0.00

The SAP system may or may not automatically assign the payment to the accounts payable item.
If not, Double-click on the USD Gross amount, and the system will assign the entire payment to
the invoice. Your screen should look like the following if the amount is correctly assigned:

Amount entered 2 655 . oa
Assigned 2, 655 .00
Difference postings

Mot assigned 0.00 &7

Double-click on the USD Gross amount until you achieve this result.

Click on the save (post) icon ([H]) to post the payment, then click on the exit icon (§&3) to return to
the SAP Easy Access screen. To view the document flow, follow the menu path:
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Logistics [>Sales and Distribution [>Shipping and Transportation >Outbound
Delivery [>Display

which will again produce the following screen:
=
Cutbound Delivery  Edit  Goto  Extras  Environment  Subseguent Functions Systern Help

| @ 240 A IDHE DDLHS BE @
Display Outbound Delivery

|:||:| |:| |:||:||:| |PnstGundslssue|

Outbound Delivery [Zefae]atelel:]

Your delivery document number should be entered automatically. Follow the pull-down menu
path:

Environment—Document Flow
=
Docurnent flowe  Edit  Goto Environment  Systern Help
| @ 21 0H CeQ CHE DDOD BAR Q6
Document Flow

= Status overview | |¢y Display document || Service documents | [1f | 52 Additional links
=l | | i |

Business partner 0000000001 00 West Hills Athletic Club

= BN =
Docurnemnt |Dn |Etatus |
= ) Inquing 0010000000 0772412008 Completed
= [2 Standard Order 0000000001 07r2452008 Completed
= B = Outhound Delivery 0020000000 072452008 Completed
B Ficking request 20030724 072452008 Completed
GD goods issue:dehy 4300000110 072402008 complete
= [2] Invoice 0080000000 07rz4r2008

- B Accounting document 0090000000 0OFr24r2008 Cleared
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The document flow shows that the sales order process is complete. To complete this assignment,
you need to print a copy of the document flow to hand in. To do this, click on the print icon ()
and you will probably get a screen like the following:

I Frint Screen List
Output Device LocL
Windows printer MMASTERWp_momi_dept T

Murmber of copies 1

Mumber of pages
@ Print all
) Print from page ] Ta ]

Click on the Enter (continue) icon

After clicking on the continue icon the SAP ERP system will also open window that will contain
details of the print job, and your print job should be sent to your local Window’s printer.

Be sure to neatly print your name on a printout
of the completed Document flow to hand in.
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