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Sales and Distribution (SD)
Exercise SD 1:  Create Sales Order 
In this exercise we will create a sales order for five Stream N3 28” bikes to the Heartland Bike Company.  To start the sales order process, follow the menu path:


Logistics(Sales and Distribution(Sales(Order(Create:
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This will produce the following screen:
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Order type OR is a standard sales order.  Other order types can be implemented, like cash sale, rush order, consignment sale, etc.  The Sales Organization, Distribution Channel and Division define the Sales Area, which will determines many of the terms of this sale like pricing.  After entering the data shown in the screen above, click on the enter icon([image: image4.bmp]), which will produce the following screen:
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First, we need to enter the customer number for the Sold-to party.  Since most people can’t remember customer numbers, we will use the search capability to find our customer—Heartland Bike Company.  Click on the Sold-to party text box, then click on the search icon, which will produce the following pop-up window:
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After entering the values shown above and clicking on the enter icon ([image: image7.png]


), you will get a list of customers that meet the search criteria:
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You can select Heartland Bike Company by double-clicking on it.  When you do, the search result window will close, and the customer number for YOUR COPY of the Heartland Bike Company will be entered in the Sold-to party text box:
[image: image9.jpg]Sales document Edit Goto Extras Environment

System Help

g

@

1Beee 2

Eatod BE @@

Create Standard Order: Overview

&

tandara Orcer Netvats o6
S R o
oo pary
b0 Number Posate
| M vomoveniow | tem detail | Ordringparty | Procrement | Shipping | Reason forrejcton
Req ceaste [0 65/10/20%8  Dalverstant
[JComplete div. Total Weight 0.000
Delverybock voum o.00
Biling bock Prongdate (0511612608
Pamentcara Expcate
Pamentems ncaterms
Order reason =]
Salesarea GOAT /W 1 1] Bike-USA Vnolsale Boes





Next, you must enter the PO (purchase order) number for this transaction.  The PO number is supplied by the customer and it the number the customer’s purchasing department uses to track this transaction.  When we save this sales order, the SAP system will assign a sales order number to this transaction, which is the number we (the supplier) will use to track this transaction.  We enter the PO number supplied by the customer in this sales order screen so that we can reference this document by the customer’s PO number.  For the purposes of this exercise, you can enter any combination of numbers and letters (up to 35 characters in length) for the PO number.
Next, we need to enter the PO date.  We want to enter today’s date, and rather than typing in the date, we can use the search capability to simplify this task.  First, click on the PO Date field, then press the F4 key:
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After pressing the F4 key, you will get the following pop-up calendar window:
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After pressing the F2 key, the current date will be entered in the PO Date field:
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Next, we want to set the customer’s required delivery date to three days from now.  To do this, click on the Req. deliv. date field, then press the F4 key.  This will again produce the calendar pop-up window:
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Now we need to specify that this customer wants to by the Stream N3 28” bike.  For the sales order form, we need the material number for this product, and the search capability will allow us to find this number easily.  First, click on the first material field, then click on the search icon:
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Clicking on the search icon will produce the following pop-up window:
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To easily get a list of bikes that we can sell, we can use the Sales material by description tab.  We can get a list of the search tabs by clicking on the far-right icon to get a list of tabs, then selecting Sales material by description:
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Enter ##A1 for Sales Organization and WH for Distribution channel, then click on the enter icon ([image: image17.png]


).  This will produce a list of bikes that GBI sells:
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Double-click on the Stream N3 28 to select it:
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Enter the order quantity of 5, then click on the enter icon ([image: image20.bmp]).  This will cause the SAP system to check the data we’ve entered and call up addition data from the database. First, we will get an information message:
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After clicking on the enter icon of the information message, we will get additional data on the sales order screen:
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A significant amount of data retrieval and calculation has occurred as a result of clicking on the enter icon ([image: image23.bmp]).  One of the things that occurred was the calculation of the price for this order.  We can easily see the details of this calculation process.  First, select the line with the Stream N3 28 bike, then click on the pricing icon ([image: image24.jpg]


):
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Selecting the Stream N3 28” line and clicking on the pricing icon will produce the following screen:
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This screen shows that each bike costs $200, and no discounts or surcharges have been applied.  It also shows that GBI should make $25 profit per bike sold.

Click on the back icon ([image: image27.bmp]) to return to the sales order screen.  Click on the save icon ([image: image28.bmp]) to save the sales order:
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After clicking on the save icon ([image: image30.bmp]), note that SAP will assign a sales document number to this sales order (bottom-left of screen):
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The sales order screen is again blank, ready for another sales order to be entered.  
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Click on the exit icon ([image: image33.bmp]) to return to the SAP Easy Access screen. 

Exercise SD 2:  Create Delivery Note for Sales Order
To begin processing the sales order, a delivery document must be created.  To do this, follow the menu path:


Logistics(Sales and Distribution(Shipping and Transportation(Outbound Delivery(Create(Single Document(With Reference to Sales Order:

This will produce the following screen:
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After entering the shipping point and verifying the other data, click on the enter icon ([image: image35.bmp]), which will produce the following screen:
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Notice that information from the sales order document has been copied into the new delivery document.  Click on the save icon ([image: image37.bmp]) to create this document.  In creating the delivery document, the SAP system performed a material availability check to make sure that the material was available to meet the customer’s required delivery date.  

Once the delivery document has been created, materials management personnel in the warehouse can begin processing the sales order—picking, packing and shipping.

Note that a the SAP system will assign a unique number for this new delivery document.  This number will appear in a message at the lower-left corner of the screen:
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Exercise SD 3:  Pick Materials on Delivery Note
The next step in the delivery process is to record the picking of the materials in the delivery document.  Picking an order is the process of taking material from its storage location and moving it to a packing area.  To record the picking of the material, we will actually make a change to the delivery document.  To change the delivery document, follow the menu path:
Logistics(Sales and Distribution(Shipping and Transportation(Outbound Delivery(Change(Single Document

This will produce the following screen:
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After clicking on the enter icon ([image: image40.bmp]), you will get the following screen:
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To enter the picked quantity, click on the Picking tab, which will produce the following:
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After entering 30 for SLoc (storage location—the area of the warehouse where the material was picked from) and 5 for the picked quantity, click on the save icon ([image: image43.bmp]) to save the picking information.  You should get the following message at the bottom-left corner of the screen:
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Exercise SD 4:  Post Goods Issue
Performing the Post goods issue reduces unrestricted stock (material available to sell to customers) to reflect the inventory shipped – an inventory control function.  In addition, legal ownership of the goods changes hands from you to the customer as the goods leave the plant (FOB shipping point) or when the goods are received by the customer (FOB destination).  From an accounting perspective, both inventory and costs of goods sold are impacted by this transaction.  The system reflects that the materials are no longer available in stock at the time of post good issue regardless of the shipping terms.

Posting the goods issue is another change to the delivery document.  To do this, follow the menu path:

Logistics(Sales and Distribution(Shipping and Transportation(Outbound Delivery(Change(Single Document

This will produce the following screen:
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After confirming that you have the delivery document number, click on the Post Goods Issue icon.  You should get the following message at the bottom-left corner of the screen:
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Exercise SD 5:  Create Billing for Customer
Now that the bikes are being shipped to the customer, it is important to invoice the customer for the bikes so that payment can be received.  To do this, follow the menu path:

Logistics(Sales and Distribution(Billing(Billing Document(Process Billing Due List
This will produce the following screen:
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After confirming the correct sales organization is specified, click on the Display Bill List icon.  This will produce the following screen:
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The system will indicate that the invoice has been created by turning the highlight off on the delivery line:
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Click on the exit icon ([image: image50.bmp]) twice to return to the SAP Easy Access Screen.

Exercise SD 6:  Post Receipt of Customer Payment
We assume that our customer, Heartland Bike Company, has mailed us the payment for the bike order in the form of a check.  Before we deposit the customer’s check, we need to record the receipt of this payment.  To do this, follow the menu path:

Accounting(Financial Accounting(Accounts Receivable(Document Entry(Incoming Payments

This will produce the following screen:
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After entering the information above, click on the Account field, then click on the search icon to get the search pop-up window:
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After entering ##A1 on the Customers (by company code) tab, click on the enter icon and you will get the following results:
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After selecting the Heartland Bike Company, click on the Process open items icon: 
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After clicking on Process open items, you will get the following screen:
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Double-click on the 1,000.00 amount to assign the payment to the accounts receivable.  Note that customers may have more than one invoice that must be paid, and may send a check that will cover more than one invoice, so this screen facilitates applying payments to more than one invoice.  After assigning the payment to the invoice, click on the save icon ([image: image56.bmp]) to post the payment. 
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Click on the exit icon ([image: image58.bmp]), which will produce the following pop-up window:
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There is no data to be lost, so click on the Yes icon to return to the SAP Easy Access menu.

Exercise SD 7:  Review Document Flow
SAP provides the Document Flow tool that tracks the entire sales transaction process from beginning to end.  The Document Flow tool is extremely powerful because it can be used at any point in the sales order process.  It provides an audit trail of all of the documents within the order cycle.  Further, any of the referenced documents can be recalled and easily reviewed in detail (drilling down) from the document flow.
There are many ways to access the document flow tool.  One way is to start by displaying the sales order document.  To do this, follow the menu path:

Logistics(Sales and Distribution(Sales(Order(Display

This will produce the following screen:
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To access the document flow tool, follow the pull-down menu path:


Environment(Display document flow
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The document flow for the Heartland Bike sales order will look like the following:
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After selecting the invoice line and clicking on the Display document icon, the following screen will appear:
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To access details of the invoice, follow the pull-down menu path:


Goto(Header(Header

Which will produce the following screen:
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Click on the exit icon ([image: image65.bmp]) to return to the document flow.  Explore the document flow tool, then click on the exit icon ([image: image66.bmp]) twice to return to the SAP Easy Access screen.

Exercise SD 8:  Create New Customer
The data entry requirements in the sales order exercise (SD 1 through SD 7) were minimized because much of the data was stored in the SAP system.  This stored data, known as master data, simplifies the processing of business transactions.  In the sales order process, we used master data about customers, materials (the products we sold) and pricing to simplify the sales order process.

In this exercise, we will create the master data for a new customer.  Two types of customer data are stored about a customer—sales data and accounting data.   The customer master data is created in three groups, or views—general, accounting, and sales.  Customers can be created centrally, meaning that all views are generated concurrently, or responsibility can be distributed so that different personnel in the accounting and sales areas are responsible for creating and maintaining the data in their respective views.  For this exercise, central creation will be used to enter all of the needed data to define a new customer.  
To create a new customer, follow the menu path:

Logistics(Sales and Distribution(Master Data(Business Partner(Customer(Create(Complete

This will produce the following screen:
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After entering the data showed above, click on the enter icon ([image: image68.bmp]) and the following screen will appear:
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After expanding the Street Address fields, scroll down to the Transportation Zone field:
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Clicking on the search icon for the Transportation zone field will produce the following pop-up window:
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After selecting Region West, click on the Company Code Data icon:
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Clicking on the Company Code Data icon will produce the following screen:
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After entering the data above, click on the Payment Transactions tab and enter the following data:
[image: image74.jpg]Customer Edit_Golo Exras _Environment _System _Help.
@ 348 Cee DHE HDL0 | FE @M

Create Customer: Company Code Data
[ Other Gustomer || General Data || Saies Avea Data Adational Data, Emptes |

Portland

ustomer INTERNAL | 00 The Bike Zone
(Company Code  [090A1]  Bike - America

Account Management, Correspondence | _nsurance

Payment data
Terms of payment eool[3) Tolerance group
Knownineg leave
AR Pledging ind

Ble charges paytterm.

Time until check paid []Payment history record





After entering the Terms of payment and clicking on the Sales Area Data icon, the following screen will appear:
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After entering the data on the Sales tab, click on the Shipping tab and fill in the following data:
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After entering the data on the Shipping tab, click on the Billing Documents tab and fill in the following data:
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After entering the data shown above, click on the save icon ([image: image78.bmp]).  The SAP system will create the master record for the new customer and assign the customer a unique customer number:
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Exercise SD 9:  Create Contact Person for Customer
Now that we have created the master data for our new customer, The Bike Zone, we can create the master data for a contact person.  To contact person is as a subordinate of the new customer’s company.  The contact person defines a specific person to communicate with when dealing with The Bike Zone.
To create a contact person, follow the menu path:

Logistics(Sales and Distribution(Master Data(Business Partner(Contact Person(Create

This will produce the following screen:
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With the customer number for The Bike Zone entered in the customer field, click on the enter icon ([image: image81.bmp]) which will produce the following screen:
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Enter the required data above, and any other data you wish, then click on the save icon ([image: image83.bmp]).  Your contact person will be given a unique number:
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Click on the exit icon ([image: image85.bmp]) to return to the SAP Easy Access screen.

Exercise SD 10:  Change Customer

The contact person created for The Bike Zone needs to be assigned as a business partner within the customer master.  To change the customer master data, follow the menu path:

Logistics(Sales and Distribution(Master Data(Business Partner(Customer(Change(Sales and Distribution

This will produce the following screen:
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After making sure the correct values are entered in the initial screen, click on the enter icon ([image: image87.png]


) and the following screen will appear:
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On the Partner Functions tab, enter CP for the partner function, then click on the Number field and click on the search icon, which will bring up the following search window:
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Click on the enter icon ([image: image90.png]


) to begin the search, which will find the newly-created contact person:
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Click on the save icon ([image: image92.bmp]).  This will return you to the initial entry screen:
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Click on the cancel icon ([image: image94.jpg]


) to return to the SAP Easy Access screen.

Exercise SD 11:  Create Customer Inquiry
Now we will enter an inquiry from our new customer, The Bike Zone.  An inquiry is a customer’s request to be provided with a quotation or sales information without obligation.  An inquiry can relate to materials or services, conditions, and if necessary delivery dates.
To create an inquiry, follow the menu path:


Logistics(Sales and Distribution(Sales(Inquiry(Create:

This will produce the following screen:
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Enter the data shown above, the click on the enter icon ([image: image96.bmp]).  This will produce the following screen:
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Click on the search icon for the Sold-to party field, which will produce the following search screen:
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Select the Customers (general) tab, enter ## for the Search term, then click on the enter icon ([image: image99.bmp]).  This will produce the new customer:
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The Bike Zone wants a quote on two products—the Mekena and the Star Lady Bike 28”.  To find these products, we need to use the search function.  Click on the material field, then click on the search icon:
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Clicking on the search icon will produce the following search window:
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Set the search criteria, then click on the enter icon ([image: image104.bmp]) to get the list of bicycles:
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After selecting the Mekena bike, enter a quantity of 10:
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Repeat the process to enter a quantity of 5 of the Star Lady Bike 28.  Click on the enter icon to determine the price for this order:
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The total price for these 15 bikes to The Bike Zone is 3,195.00, which is given by the net value.  The Expect.ord.val is a calculated value which takes the net value of the order and multiplies it by the probability of having an inquiry from this customer turn into an actual order.   Use the scroll icon to get to the Order probability column:
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The order probability of 30% is the default value that was set for GBI for inquiry documents.  The expected order value is then 0.30 x 3,195.00 = 958.50.  We can change the order probability for an inquiry, which makes sense as different customer inquiries would have different probabilities of becoming an actual sales order.

Change the order probabilities to 75%, then click on the enter icon ([image: image109.bmp]) and note the new Expect.ord.val:
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Click on the save icon ([image: image111.bmp]) to save the inquiry.  The SAP system will assign a unique number to the inquiry:
[image: image112.jpg]1€ Inquiry 10000003 has been saved.




Click on the exit icon ([image: image113.bmp]) to return to the SAP Easy Access screen.

Exercise SD 12:  Create Customer Quotation
An inquiry presents the terms (price, delivery schedule) to a customer considering a purchase.  A quotation is similar, except that it is a legally binding offer for delivering the requested product or services.
The Bike Zone would like a firm quote for the items in the inquiry created in exercise SD 11.  We can do this easily by copying the details from the inquiry into the new quotation.  To do this, follow the menu path:


Logistics(Sales and Distribution(Sales(Quotation(Create:

This will produce the following screen:
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Enter QT for the Quotation Type, then click on the icon Create with Reference.  This will produce the following screen:
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From the Inquiry tab, click on the Inquiry field, then click on the search icon.  This will produce the following search window:
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Enter ##A1 for Sales Organization, then click on the enter icon ([image: image117.bmp]).  This will produce a list with the inquiry for The Bike Zone:
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Double-click on the inquiry to select it, and the inquiry number will be copied in the Create with Reference window:
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Click on the copy icon ([image: image120.png] Copy



) to copy information from the inquiry into the quotation screen:
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After entering a PO number and the appropriate dates, click on the enter icon ([image: image122.bmp]), which will product the following warning:
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Click on the enter icon ([image: image124.bmp]) to acknowledge the warning.  This will produce an information message:
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Click on the enter icon ([image: image126.bmp]) to acknowledge this warning.  

Discounts

To encourage The Bike Zone to become a loyal customer, you have been authorized to give a $5.00 discount on each Mekena bike, as well as a 5% discount on the entire order.  To add the $5.00 to the Mekena bike, select the Mekena line in the order, then click on the Item conditions icon ([image: image127.bmp]):
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After selecting the line for the Mekena bike and clicking on the Item conditions icon ([image: image129.bmp]), you will get a screen that shows the pricing details for the Mekena bike:
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In SAP, pricing is done using conditions.  The pricing procedure defines which condition types are to be used to calculate the final price.  Condtion type PR00 is a gross price condition.  To add a discount, we can add condition type K004 (material discount) with a value of 5 to the pricing procedure.  After clicking on the enter icon, a new price for the 10 Mekena bikes will be calculated:

[image: image131.jpg]‘Sales document _Edit

Goto_ Extras

Environment

System _Help

g

=

1BIC@e DHNE Do BE @®

Create Quotatio

item Data

WIBIRI@E|

|eE |

stes Documentem (10 temcategory  [AGN | Stancaratem
ater e-0013-00 etena
Saissh | SaissB | Shgping | Biling Doument JESTRTITERN Accountassignment | Schec
Qty 10/ST Net 1,800.08 |USD
Tax o.00
Priong Elsments
I Gy Name imount [Gry_[per [0, [Conationvaive __[Cur._[oun
R0 prce R .850.00 osD
Gross vaus 6500 0|1 7.850.00 1D
K08 rterl so0fi | st 50.00-50
DiscountAmount Soafi | st 50.00- U0
Recat Basis Te0.00 0| 1l T.800.00 1D
et Vaue o e Te0.00 50| 1T 7.800.00 1D
et vae 2 80,00 00| 1l 7.800.00 1D
et Vae 2 Te0.00 0| 1T 1.800.00 1D
ol 60,00 0|1l 1.800.00 |10
1 5K70 Cash Discount 5.0 5.00 ssD
@ VPRS temat price 5500 00| 1T 7.550.00 |10
rftvargin P 250,00 40





Note that the discount is now applied to the order.  Click on the back icon to return to the main quotation screen.  To apply a 5% discount to the entire order, follow the pull-down menu path:

Goto(Header(Conditions
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This will produce the following screen:
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To apply the 5% discount, enter CnTy (condition type) RA00 (Net Discount) with a value of 5, then click on the enter icon ().  Note that the price does not yet include the 5% discount:
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The discount is not yet included in the pricing of the quotation. To do this, click on the activate icon ([image: image135.png]


):
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The 5% discount is now applied.  Note that it is applied to the price AFTER the $5 discount per Mekena bike.  As a final detail, it is good practice to document the reason that these discounts are being given.  To do this, click on the Texts tab:
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Clicking on the Texts tab produces a screen where notes can be attached to the quotation:
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After entering the note to support the discounts, click on the save icon ([image: image139.bmp]) to save the new quotation.  The following message will appear at the lower-left corner of the screen:
[image: image140.jpg]€% Quotation 20000004 has been saved




Click on the exit icon ([image: image141.bmp]) to return to the SAP Easy Access screen.
Exercise SD 13:  Create Sales Order Referencing a Quotation
The Bike Zone has agreed to the terms and conditions in the quotation, and wants to order the bikes in the quotation.  As a result, we can simplify the order creation process by copying the quotation into a sales order.  To do this, follow the menu path:


Logistics(Sales and Distribution(Sales(Order(Create:

Which will produce the following screen:
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Enter Order Type OR, then click on the Create with Reference icon.  This will produce the following pop-up search window:
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Make sure that the Quotation tab is selected, then click on the Quotation field, then click on the search icon.  This will produce the following search window:
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After double-clicking on the quotation, the number for the quotation will be entered into the Create with Reference window:
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With the Quotation number entered, click on the copy icon ([image: image147.png] Copy



) to copy the information from the quotation into the sales order screen.  You will get the following message:
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The note that was entered in the header area of the quotation document is displayed as an information message.  Click on the enter icon ([image: image149.bmp]), and an Availability Control screen will appear:
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The SAP system performs the availability check using today’s date as the default delivery date.  The Mekena bike cannot be delivered by this date, so the system provides alternatives.  When an order cannot be delivered on its required delivery date, there are potentially three options:

1) A single shipment of the available quantity on the required delivery date, with cancellation of the remaining portion.  

2) Complete shipment of the order on the earliest available date.

3) A partial shipment of the available quantity on the required delivery date, with a second shipment of the remaining quantity on the earliest available date.

In our case, option (1) is not possible, while options (2) and (3) are identical. Select either option (2) or (3), and the sales order creation screen will appear:
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After entering a PO number and today’s date for the PO date, click on the save icon () to save the sales order.  The SAP system will assign a sales order number:
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Click on the exit icon ([image: image153.bmp]) to return to the SAP Easy Access screen.

Exercise SD 14:  Check Stock Status
We can check on the inventory level of the bikes in the sales order for The Bike Zone.  To do this, follow the menu path:

Logistics(Materials Management(Inventory Management(Environment (Stock(Stock Overview:

This will produce the following screen:
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To find the material number for your bikes, click on the Material field, then click on the search icon.  This will produce the following search screen:
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Enter the Sales Organization (##A1) and Distribution channel (WH) into the Sales material by description, then click on the enter icon to find the list of materials:
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Double-click on the Mekena bike to select it:
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To look at the stock level in all locations, enter ##A2 to ##A3 for plant, then click on the execute icon ([image: image158.bmp]).  This will produce the following screen:
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This report gives stock levels for both the San Diego distribution center (from which Bike Zone’s order will be sent) and the other distribution center for GBI, Miami.  
We can get more detail on the stock of Mekena bikes.  Select the San Diego DC, then click on the detailed display icon:
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The Detailed Display will give very specific information about the inventory of Mekena bikes:
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Click on the enter icon ([image: image162.png]


) to close the Detailed Display window, then click on the back icon ([image: image163.bmp]) to return to the main screen.  Use the search function to enter the material number for the Star Lady Bike 28.  Click on the execute icon ([image: image164.bmp]) and review the stock level for this bike.

Click on the exit icon ([image: image165.bmp]) to return to the SAP Easy Access screen.
Exercise SD 15:  Display Sales Order

With relatively little user input, the sales order for The Bike Zone has been created.  The Display Sales Order transaction provides the opportunity to review the order in detail.  To display the sales order, follow the menu path:

Logistics(Sales and Distribution(Sales(Order(Display:

Which will produce the following screen:
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To make sure we have the correct sales order number, we will use the search function to find it.  Click on the order field, then click on the search icon.  This will bring up the search pop-up window:
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After entering your sales organization (##A1), click on the enter icon ([image: image168.png]


) to get a list of sales orders:
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You can sort the search results list by any of the columns merely by clicking on the column heading.  As sales order numbers are assigned sequentially, the most recent sales order can be easily found by sorting by document number and selecting the last one on the list.  After double-clicking on the most recent sales order number, click on the enter icon to display the sales order:
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Clicking on the enter icon will produce the following screen:
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Select the Star Lady Bike 28, then click on the display availability icon to explore the stock for this item in detail:
[image: image172.jpg]Availabilty overview Edit_Goto _ Setings _Environment _ System _Help

@ 1 AH Cee CHR DDLaD HR @B

Availability Overview
[/ [%] [ 2 Stock | [ & stock | [ Totals records | [ Totas records | [ Scope ofcheck |

iteriail T8-6014-60
‘Star Lady Bike 28
Plant [ Availcheck 02) Checkmie A
DIt reqmis

Base Unit st End ead time 9512512008

Totals dispiay

Receipts £

Issues 5| Confmdissues 5
ATP situation
Date MRP e_[MRP element data Recreqd aty Confirmed Cum. ATP aty o
9512612008 [Stock 305 390 [2]
[05/19/2008 [CusOra Totals record 5- 5 30 [7]
9512012008 [SLocst 38 455 455





Clicking on the Display Scope of check icon will produce the following pop-up window:
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This screen displays the elements that considered when performing the availability check.  For example, Incl. purchase orders is selected, which means that a purchase order will be considered as available stock from its receipt date onward.

Click on the cancel icon to close the pop-up window, then click on the back icon to return to the overview screen:
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After selecting the Mekena bike and clicking on the item conditions icon ([image: image175.bmp]), the following screen will be displayed:
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Clicking on the Analysis icon ([image: image177.png]


) produces the following screen:
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This screen shows the pricing procedure, which is the sequence of steps used to calculate the price.  The procedure looks for a number of conditions that may apply to this item purchased by this customer.  Conditions are prices, discounts, surcharges, etc.

Condition PR00 is a price condition, and establishes the base price for the bike.  Expand on this condition to see the details of the pricing procedure’s search for a price:
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In searching for the price, the procedure first looks for a Customer/material price, which is a price for a particular customer for a particular material.  It then looks for a price list, which might have a price for the material for a customer group (wholesale, retail, etc.) or currency.  Finally, it looks for a price for the material itself.  In our case, there is no special pricing for this bike with this customer, so the material price of 185.00 is used.

Click on the back icon ([image: image180.bmp]) twice to return to the overview screen:
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Two discounts were manually applied to The Bike Zone’s order.  We justified these discounts with a note in the quotation.  This note was copied from the quotation into the sales order, which we can confirm by clicking on the header details icon ([image: image182.bmp]):
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Click on the Texts tab to view the note:
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“Note” that the note has been copied.

Click on the exit icon ([image: image185.bmp]) to return to the SAP Easy Access  screen.

Exercise SD 16:  Start Delivery Process

To start the process that will fulfill The Bike Zone’s order, we need to create a deliver document.  To do this, follow the menu path:

Logistics(Sales and Distribution(Shipping and Transportation(
Outbound Delivery(Create(Single Document(With Reference to Sales Order:

This will produce the following screen:
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Enter ##A2 for the shipping point and a Selection date one week from today, then click on the enter icon ([image: image187.bmp]):
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Select the Mekena bike, then click on the details icon ([image: image189.bmp]), which will produce the following screen:
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After clicking on the save icon ([image: image191.bmp]), a delivery document will be created with a unique document number: 
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Click on the exit icon ([image: image193.bmp]) to return to the SAP Easy Access screen.

Exercise SD 17:  Check Stock Status
To check on the inventory for the bikes in the sales order for The Bike Zone, follow the menu path:

Logistics(Materials Management(Inventory Management(Environment (Stock(Stock Overview:

This will produce the following screen:
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After using the search function to find the material number for the Mekena, enter ##A2 to ##A3 for plant, then click on the execute icon ([image: image196.bmp]).  This will produce the following screen:
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Select the San Diego DC, then click on the detailed display icon:

[image: image198.jpg]J = stock Ovenview: BasicList

Stock Pint

Pt 0042
Pint
StockType Stock
490,000 | |[2]
Qual_ inspection 0000 ||[5)
Retums 0000
On-Order Stock 0000
Consgtordered 0000
Resened 0000
Sickrans (pin) 0000
Transfer (SLoc) 0.000
Cansgtunestr 0000
Consgt qualinsp. 0,000
GR Blocked Stock 0000
Gust inquires 0000
Cust. quotations 5000
Sales orders 0000
Custschedagmis 5000
Cust confracts 5000
Deiv. wio charge 0000
Schdfor deiivery 70.000
Rept resenvation 0000
RetPckgCustunres 0.000
Emples cust I 0000
ConsgtCustunrest 0.000





Click on the exit icon ([image: image199.bmp]) to return to the SAP Easy Access screen.

Exercise SD 18:  Picking Materials on Delivery Note
To record the picking of the material, we change the delivery document.  To change the delivery document, follow the menu path:

Logistics(Sales and Distribution(Shipping and Transportation(Outbound Delivery(Change(Single Document

This will produce the following screen:
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After clicking on the enter icon ([image: image201.bmp]), you will get the following screen:
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After entering 30 for SLoc (storage location) for and the appropriate quantity for the picked quantity for each item, click on the save icon ([image: image203.bmp]) to save the picking information.  You should get the following message at the bottom-left corner of the screen:
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Click on the exit icon ([image: image205.bmp]) to return to the SAP Easy Access screen.

Exercise SD 19:  Post Goods Issue
To posting the goods issue (change the possession of the material from GBI to The Bike Zone), follow the menu path:

Logistics(Sales and Distribution(Shipping and Transportation(Outbound Delivery(Change(Single Document

This will produce the following screen:
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After confirming that you have the delivery document number, click on the Post Goods Issue icon.  You should get the following message at the bottom-left corner of the screen:
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Click on the exit icon ([image: image208.bmp]) to return to the SAP Easy Access screen.

Exercise SD 20:  Check Stock Status
To see the impact that the goods issue for the bikes in the sales order for The Bike Zone has had on the inventory position of GBI, follow the menu path:

Logistics(Materials Management(Inventory Management(Environment (Stock(Stock Overview:

This will produce the following screen:
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After using the search function to find the material number for the Mekena, enter ##A2 to ##A3 for plant, then click on the execute icon ([image: image211.bmp]).  This will produce the following screen:
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Select the San Diego DC, then click on the detailed display icon:
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Click on the exit icon ([image: image214.bmp]) to return to the SAP Easy Access screen.

Exercise SD 21:  Create Billing for Customer
With the delivery complete, the customer can be invoiced.  To do this, follow the menu path:

Logistics(Sales and Distribution(Billing(Billing Document(Process Billing Due List

This will produce the following screen:
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After confirming the correct sales organization is specified, click on the Display Bill List icon.  This will produce the following screen:
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Click on Individual billing document, which will produce the following screen:
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To setup printing of the invoice, follow the pull-down menu path:

Goto(Header(Output
which will call up the following screen:
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Enter RD00 (Invoice) for Output and select Print output for Medium, then click on the Display Communication method ([image: image219.png]& Communication method



) icon.  This will produce the following screen:
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Enter LOCL for Logical destination and select Print immediately, then click on the back icon ([image: image221.bmp]): 
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Click on the Further data icon, which will produce the following screen:
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Select Send immediately (when saving the application) for Dispatch time so that the invoice will print immediately, then click on the back icon ([image: image224.bmp]):
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Click on the back icon ([image: image226.bmp]) again:
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Click on the save icon to return to the Maintain Billing Due List screen:
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Note that the highlight is turned off on the line, and there is a message at the bottom of the screen:
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Click on the exit icon ([image: image230.bmp]) twice to return to the SAP Easy Access Screen.

Exercise SD 22:  Display Billing Document and Customer Invoice
The invoice that will be sent to The Bike Zone can be viewed by following the menu path:

Logistics(Sales and Distribution(Billing(Billing Document(Display
This will produce the following screen:
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Follow the pull-down menu path Billing document(Issue Output To:
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This will produce the following pop-up window:
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Make sure the invoice line is selected, then click on the Print preview icon ([image: image234.bmp]).  This will produce the following screen:
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After reviewing the invoice, click on the back icon ([image: image236.bmp]), then close the pop-up window by clicking on the cancel icon ([image: image237.bmp]):
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To review the accounting implications of this sale, click on the Accounting overview icon.  This will produce the following screen:
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Click on the exit icon ([image: image241.bmp]) twice to return to the SAP Easy Access Screen.

Exercise SD 23:  Post Receipt of Customer Payment
After The Bike Zone mails its payment, it needs to be recorded.  To do this, follow the menu path:

Accounting(Financial Accounting(Accounts Receivable(Document Entry(Incoming Payments

This will produce the following screen:
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After entering the information above, click on the Account field, then click on the search icon to get the search pop-up window:
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As The Bike Zone was created with the data set number (##) as a search term, you can use this to find The Bike Zone.  After entering ## on the Customers (general) tab, click on the enter icon and you will get the following results:
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After selecting The Bike Zone, click on the Process open items icon: 
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After clicking on Process open items, you will get the following screen:
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Double-click on the 2,987.75 amount to assign the payment to the accounts receivable.  After assigning the payment to the invoice, click on the save icon ([image: image247.bmp]) to post the payment. 
[image: image248.jpg]Document_Edit_Goto

Settings_ System _Help

g

23 a8 Cee CHE HDLD FHE @

Post Incoming Payments: Header Data

Process open items

Pmnt advice no
[ Distribute by age
O Automatic search

poamentoas [ Brwe 7 compaycose [so
bostngDate [65/27/20%8] peroa |5 | Cumencymae (U
oy Wie Transiain ate
Reterence Cross-cono
DoctieaderTen Trading partsh
Ccaring et

| Bank data

Account =3 Business Area
Amwm AmountinL
e G
vae aate ot Center

Tox e
G Aadora seisdions
Account @ None

Account Type D| [Jother accounts O Amount
Special GIL ind Standard Ols (O Document Number

OPosting Date
O Dunning Area.
O others





Click on the exit icon ([image: image249.bmp]), which will produce the following pop-up window:
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There is no data to be lost, so click on the Yes icon to return to the SAP Easy Access menu.
Exercise SD 24:  Review Document Flow
The document flow tool links all documents that were used in The Bike Zone’s sales order.  Again, there are many ways to access the document flow tool.  One way is to start by displaying the sales order document.  To do this, follow the menu path:

Logistics(Sales and Distribution(Sales(Order(Display

This will produce the following screen:
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To access the document flow tool, follow the pull-down menu path:


Environment(Display document flow
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The document flow for The Bike Zone will look like the following:

[image: image253.jpg]Documentfow Edt Goto Environment System _Help

@ | 3 dH | CeR SHE Dhon R @@

Document Flow

Sttus ovenview | & Display document || Senice documents |

[ Additionaltinks |

Business partner 0000000305 00 The Bike Zone

AEEE]

ocument Jon  [samws |
i~ B Inquiry 0010000003 05/16/2008 Completed
= B Quotaion 0020000004 051192008 Completea
< B =p Standard Order 0000000017 05/1912008 Completed

= ) Outbound Delivery 0080000008 0512612008 Completed
B Picking request 20080526 0512612008 Completed
[ 6D goods issue:dely 4900003012 05/26/2008 complete
< [ Invoice 0030000008 0512612008
[® Accounting document 0090000003 0512612008 Cleared
< B Cancel. Invoice ($1) 0090000009 05/26/2008
[® Accounting document 0100000007 0512612008 Cleared
< [ Invoice 0030000010 0512612008

B Accounting document 0090000004 05/26/12008 Cleared





[image: image254.jpg]Documentfow Edt Goto Environment System _Help

@ | 3 dH | CeR SHE Dhon R @@

Document Flow

Sttus ovenview | & Display document || Senice documents |

[ Additionaltinks |

Business partner 0000000305 00 The Bike Zone

AEEE]

ocument Jon  [samws |
i~ B Inquiry 0010000003 05/16/2008 Completed
= B Quotaion 0020000004 051192008 Completea
< B =p Standard Order 0000000017 05/1912008 Completed

= ) Outbound Delivery 0080000008 0512612008 Completed
B Picking request 20080526 0512612008 Completed
[ 6D goods issue:dely 4900003012 05/26/2008 complete
< [ Invoice 0030000008 0512612008
[® Accounting document 0090000003 0512612008 Cleared
< B Cancel. Invoice ($1) 0090000009 05/26/2008
[® Accounting document 0100000007 0512612008 Cleared
< [ Invoice 0030000010 0512612008

B Accounting document 0090000004 05/26/12008 Cleared





Click on the exit icon ([image: image255.bmp]) to return to the SAP Easy Access menu.

Materials Management (MM)
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Click on the material field, then click on the search icon





The current date is now entered for the PO Date





To select the current date from the calendar window, press the F2 key





Click on the PO date field, then press the F4 key





Next, enter any combination of numbers and letters (up to 35 characters) for the PO number





Note:  Your customer number will be different





Double-click on Heartland Bike Company to select it





Make sure that only ##A1 is entered for Sales Organization, WH for Distribution Channel and 01 for Division, then click on enter





Values in the text boxes are used to filter the search





Tabs allow you to specify different search criteria.





Click on the Sold-to party text box, then click on the search icon





Enter:


OR for Order Type,


##A1 for Sales Organization


WH for Distribution Channel


01 for Division


Then click on the enter icon 





Next, click on the Req. deliv. date field, then press the F4 key 





Today’s date is indicated by a box





Double-click on the date three days from today to select it





Expand the menu path, then double-click on Create





Click on this icon to get a list of tabs for search options, then select Sales material by description





Enter ##A1 for Sales Organization and WH for Distribution Channel, then click Enter





Double-click on the Stream N3 28 to select it





Click on the Order Quantity text box, enter 5, then click on the enter icon





Material number for the Stream N3 28” bike is entered





Click on the enter icon to acknowledge the message





Customer address data is now presented


The price for this order has been calculated


The total shipping weight has been calculated


The description of the bike is now presented





Click on the block to the left of the line to select it, then click on the pricing icon





Details of the price calculation procedure are provided


Click on the back icon to return to the sales order screen.





Click on the save icon to save the sales order





Enter ##A2 for Shipping Point


Enter a selection date one week from today (you can use F4 to call up the calendar window)


The sales order number should be entered automatically


Then click on the enter icon





Note:  If you log off the SAP system after creating the sales order, the sales order number will not be entered automatically.  You can search for you sales order number using the Sales documents by customer tab.   Enter your sales organization (##A1) and transaction group 0 (sales order).





Click on the save icon to create the delivery document





Note:  If you log off the SAP system after creating the delivery document, the delivery document number will not be entered automatically.  You can search for your delivery document using the tab Outbound Delivery: Not Posted for Goods Issue.  





The Outbound Delivery document number should be entered automatically.  Click on the enter icon





Click on the Picking tab





Enter 30 for SLoc (storage location) and 5 for the picked quantity, then click on the save icon





Confirm that the delivery document number is entered, then click on the Post Goods Issue icon





Note:  If you log off the SAP system after creating the delivery document, the delivery document number will not be entered automatically.  You can search for your delivery document using the tab Outbound Delivery: Not Posted for Goods Issue.  





Make sure ##A1 is entered for  Sales Organization, then click on the Display Bill List icon 





Click on the Collective billing document icon





Highlight is turned off after the invoice is created





Use the F4/F2 function keys to enter the current date for the document date


Enter:


	##A1 for Company Code


	USD for Currency/Rate


	1001## for Account


	1000 for amount





Then click on the account field, then the search icon, to search for the customer number for Heartland Bike Company





Select the Customers (by company code) tab, enter ##A1 for Company Code and then click on the enter icon





Double-click on Heartland Bike Company to select it





Click on Process open items





Double-click on the 1,000.00 amount so that the Assigned quantity is 1,000.00, then click on the save icon.





Click on the exit icon to exit this transaction





Click on Yes





Note:  If you log off the SAP system after creating the sales order, the sales order number will not be entered automatically.  You can search for you sales order number using the Sales documents by customer tab.   Enter your sales organization (##A1) and transaction group 0 (sales order).





Your sales order number should be entered by default.  





Access the document flow tool using the pull-down menu path Environment(Display document flow





Any document can be accessed from the document flow.  For example, to look at the invoice, click on the invoice line, then click on the display document icon





Use this pull-down menu path to get details on the invoice





Note details of the invoice, like who created the invoice and when and the customer’s PO number





Select Sold-to party for the account group


Enter:


	##A1 for Company code


	##A1 for Sales Organization


	WH for Distribution Channel


	01 for Division


Then click on the enter icon





Enter the following data:


	## The Bike Zone for Name


	## for search term 1


	97204 for Postal Code


	Portland for City


	US for Country


	OR for Region


Then click on the expand icon to access addition fields





Scroll down to the Transportation zone field, then click on the field and then click on the search icon 





Double-click on Region West to select it





Click on Company Code Data





Enter:


	1101## for Recon. account 


	(reconciliation account)


	001 for Sort key


Then click on the payment transactions tab





Enter 0001 for Terms of payment, then click on the Sales Area Data icon





Make sure USD is entered for Currency and 1 is entered for Cust.pric.proc., then enter 1 for Cust.Stats.Grp





Then click on the Shipping tab





Enter:


	02 (normal) for Delivery Priority


	01 (standard) for Shipping Conditions


	##A2 for Delivering Plan


	3 for Max. partial deliveries


Then click on the Billing Documents tab





Enter:


	FOB and Origin Shipping Dock for Incoterms


	0001 for Terms of payment


	01 for Acct.assgmt group


	0 for Tax classification for all three categories


Then click on the save icon





Customer number assigned to new customer





Click on the cancel icon to return to the SAP Easy Access screen





If your customer number is not entered by default, then search for your customer using the Customers (by company code) tab





Then click on the enter icon





Enter:


	1 for VIP (management)


	0002 for Department (purchasing)


	02 for Function (head of purchasing)


	0002 for call frequency (weekly)





Enter whatever name you wish, and fill in any other data you like, then click on the save icon





If the customer number is not entered by default, search for it using the search tab Customers (by company code)


Make sure that following values are entered:


 ##A1 for Sales Organization


WH is entered for Distribution Channel 


01 for Division 


Then click on the enter icon





Click on the Partner Functions tab, then enter CP for PF (partner function) then click on the number field, then click on the search icon





Your customer number is entered automatically.  Click on the enter icon to begin the search





Double-click on the partner to enter the partner number





Click on the cancel icon





Enter the following information:


	In for inquiry


	##A1 for Sales Organization


	WH for Distribution Channel


	01 for Division


Then click on the enter icon





Click on the Sold-to party field, then click on the search icon





Because we have defined a search term when we created our new customer, we can now use it to find The Bike Zone.


Click on the Customers (general) tab, enter ## for search term, then click on the enter icon





Double-click on The Bike Zone to select it





Enter:


	any number for PO Number


	today’s date for the PO date (use F4/F2)


	today’s date for the Valid from date (use F4/F2)


	a date one month from today for the Valid to date (use F4, then select the date)





Click on the search icon





Select the tab Sales material by description, enter ##A1 for Sales Organization and WH for Distribution Channel, then click on the enter icon





Double-click on the Mekena bike to select it





Note that the Net value is 3,195.00 and the Expect.ord.val is 958.50.





Use the scroll icon to get to the order probability column 





The order probability is 30% for each item





Change the order probability to 75% and click on the enter icon to update the inquiry, and the new expected order value is 2,396.25





Enter QT for Quotation Type, then click on Create with Reference





Make sure the Inquiry tab is selected, click on the Inquiry field, then click on the search icon





Enter ##A1 for Sales Organization, then click on the Enter icon





Double-click on the inquiry to select it





Inquiry number is copied


Click on copy to copy the information from the Inquiry





Enter:


A PO number of your choice


Today’s date for the PO date (F4/F2)


A date one month from today for the Valid to date


A date one month from today for the Req. deliv.date


Then click on the enter icon





Click on the enter icon





Click on the block to select the Mekena line, then click on the Item conditions icon





To add the $5.00 discount, enter K004 for CnTy (condition type) and 5 for the amount, then click on the enter icon





Note that the discount of $5.00 per bike is now included in the price


Click on the back icon to return to the main quotation screen





Enter RA00 for CnTy and 5 for the amount, then click on the enter icon





Note price does not yet include discount.  Click on the activate icon to recalculate the quotation pricing





Discount is now applied





Click on the Texts tab





Enter the following note, then click on the save icon





Enter Order Type OR, then click on Create with Reference





Make sure the Quotation tab is selected, then click on the Quotation field, then click on the search icon





Make sure you select the Sales documents by customer tab, enter ##A1 for Sales organization, then click on the enter icon





Double-click on the Quotation to select it





Click on the copy icon





Click on the enter icon to acknowledge the message





Today’s date is used as the default Required delivery date


The earliest date that the Mekena bike can be delivered is in the future 





Three options are given.  Nothing can be delivered today, but the entire order can be delivered in the future.


Select either the second or third option to continue 





Enter a PO number and today’s date (F4/F2) for the PO date


Note that the Req.deliv.date is copied from the quotation


Click on the save icon to save the sales order





Click on the Material field, then click on the search icon





Use the far-right icon to select the tab Sales material by description


Enter:


	##A1 for Sales Organization


	WH for Distribution Channel


Then click the enter icon





Double-click on the Mekena bike to select it





With the material number entered from the search list, enter ##A2 to ##A3 for Plant then click on the execute icon





Note that stock levels are given for both the San Diego and Miami distribution centers





Click on the San Diego DC, then click on the Detailed Display icon





We can see the 10 bikes that are part of the sales order.





Click on the enter icon to close the Detailed Display window





Click on the heading Document to sort by document number, then double-click on the last item on the list to select it





Click on the Order field, then click on the search icon





Enter ##A1 for sales organization, then click enter





Click on the enter icon to display the sales order





Select the Star Lady Bike 28, then click on the display availability icon





This screen shows that, in this case, there are actually 495 bikes in stock, but because a safety stock of 100 is desired, we ideally have 395 available to sell, and the order we are displaying will use 5 of these.


Note:  your numbers may be different





Click on the Display Scope of check icon





Review, then click on cancel





Select the Mekena bike, then click on the Item conditions icon





The details of the price calculation for the Mekena bike are displayed


Click on the Analysis icon





This screen shows the pricing procedure  used to determine the price





Expand the PR00 item





The pricing procedure specifies a search for the price starting with the most specific pricing to the most generic 





Click to display the header details





Click on the Texts tab





Note has been copied





Click on the exit icon





If the sales order number is not entered automatically, you can search for you sales order number using the Sales documents by customer tab.   Enter your sales organization (##A1) and transaction group 0 (sales order).





Enter ##A2 for Shipping Point


Enter a selection date one week from today (you can use F4 to call up the calendar window)


The sales order number should be entered automatically


Then click on the enter icon





Select the Mekena bike by clicking on the square, then click on the details icon





This screen shows that the order has not yet been picked


Click on the save icon to save the delivery document





Click on the Material field, then click on the search icon.  Use the tab Sales material by description


With ##A1 for Sales Organization and WH for Distribution Channel


Pick the Mekena bike





If the Outbound Delivery document number is not entered automatically, you can search for your delivery document using the tab Outbound Delivery: Not Posted for Goods Issue.  


Click on the enter icon to continue





Confirm that the delivery document number is entered (You can search for your delivery document using the tab Outbound Delivery: Not Posted for Goods Issue), then click on the Post Goods Issue icon





With the material number  for the Mekena selected, enter ##A2 to ##A3 for Plant then click on the execute icon





Select the Sand Diego DC, then click on the Detailed Display icon





Note that the 10 bikes for The Bike Zone order are now showed as Schd. for delivery





Click on the Material field, then click on the search icon.  Use the tab Sales material by description


With ##A1 for Sales Organization and WH for Distribution Channel


Pick the Mekena bike





Click on the picking tab, then enter 30 for SLoc (storage location) and the appropriate quantity for the picked quantity, then click on the save icon





With the material number  for the Mekena selected, enter ##A2 to ##A3 for Plant then click on the execute icon





Note that the available inventory has changed


Select the Sand Diego DC, then click on the Detailed Display icon





The inventory is reduced from before by the amount that used to appear as Schd. for delivery





Make sure ##A1 is entered for  Sales Organization, then click on the Display Bill List icon 





Click on the Individual billing document icon





Highlight is turned off after the invoice is created





Enter RD00 for Output and select Print output, then click on Communication method





Enter LOCL for Logical destination and select Print immediately, then click on the back icon





Click on the Further data icon





Follow the pull-down menu path Goto(Header(Output


 





Select Send immediately (when saving the application) for Dispatch time, then click on the back icon





Click on the back icon again





Click on the save icon





If the billing document number is not entered automatically, you can find it from the document flow (see exercise SD 24)





Follow the pull-down menu path Billing document(Issue Output To





Make sure the line is selected, then click on the Print preview icon





This is the invoice that will be printed and sent to The Bike Zone





Click on the back icon





Click on cancel





Click on the Accounting overview icon





Review the accounting postings due to this sales order





Use the F4/F2 function keys to enter the current date for the document date


Enter:


	##A1 for Company Code


	USD for Currency/Rate


	1001## for Account


	2987.75for amount





Then click on the account field, then the search icon, to search for the customer number for The Bike Zone





Select the Customers (general) tab, enter ## for Search term and then click on the enter icon





Double-click on The Bike Zone to select it





Click on Process open items





Double-click on the 2,987.75 amount so that the Assigned quantity is 2,987.75, then click on the save icon.





Click on the exit icon to exit this transaction





Click on Yes





Your sales order number should be entered by default.  





Note:  If your sales order is not displayed, ou can search for you sales order number using the Sales documents by customer tab.   Enter your sales organization (##A1) and transaction group 0 (sales order).





Access the document flow tool using the pull-down menu path Environment(Display document flow





Review the documents for The Bike Zone’s order
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