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 Scenario 

     

1 Package Material Return to Vendor 
Based on the requirement from business reservation will be created for stock transfer 

 

1.1 Purchase Requistion Creation 
 

a) Definition and Prerequisites 
User department raises the requirement via Purchase Requisition 

b) Menu Path and Transaction code 
SAP S/4 HANA menu SAP menu > Logistics > Materials Management > Purchasing > 

Purchase Requisition 

Transaction Code ME51N 

 

c) Responsibility 
Department’s user 

d) Screen Capture/ Process Steps 
Step 1: Create PR with doc Type ZOMR.  

 

Step 2:  Enter material, quantity, plant, storage location, requisitioner and department code in tracking 
number column 
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Step 3: Enter Valuation type and Valuation price 

 

Step 4: Enter Source Of Supply 
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Step 5: Save the PR 
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1.2 Purchase Requisition Release 
 

a) Definition and Prerequisites 
PR will be released as per DOA 

 
b) Menu Path and Transaction code 

SAP S/4 HANA menu SAP Menu->Logistics->Materials Management->Purchasing-
>Purchase Requisition->Release->Individual Release 

Transaction Code ME54N 

 

c) Responsibility 
DOA Approvers 

d) Screen capture/ Process 
 

Step 1: Click on other document and enter the purchase requisition to be released. 

 

Step 2: Click on the release sign 
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Step 3: Click on save button 
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1.3 NFA Creation 
 

a) Definition and Prerequisites 
NFA is Note For Approval. Without NFA, no purchase can happen. 

 

b) Menu Path and Transaction code 
SAP S/4 HANA menu N/A 

Transaction Code ZNFA 

 
 

c) Responsibility 
Purchase Department 

d) Screen capture/ Process 
 

Please refer the manual for NFA Creation and Approval 
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1.4 NFA Approval 
 

a) Definition and Prerequisites 
NFA will be approved as per DOA. 

b) Menu Path and Transaction code 
SAP S/4 HANA menu N/A 

Transaction Code ZNFA_Approve 

 
 

c) Responsibility 
DOA Approvers 

d) Screen capture/ Process 
Please refer the manual for NFA Creation and Approval. 

 

1.5 Purchase Order Creation 
 

a) Definition and Prerequisites 
Once the NFA has been approved, PO can be created either in reference to Purchase Requisition or in reference 
to the Contract. 

If Contract exist and is missing in PR (under Source of Supply), then create PO in reference to the contract. 

If Contract does not exist or exist in the Source of supply of PR, then create PO in reference to PR. 

 
b) Menu Path and Transaction code 

SAP S/4 HANA menu SAP Menu > Logistics > Materials Management > Purchasing > 
Purchase Order > Create 

Transaction Code ME21N 

 

c) Responsibility 
Purchase Department 

d) Screen capture/ Process 
Step 1: Select document type as ZDOP and click on document overview 
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Step 2: Click on search button and enter the purchase requisition. Press Enter 

 

Step-3: Click on adopt and document overview off 

http://www.neolitezkw.com/


   

 
  Page 12 of 43 

 

Sensitivity: Confidential (C2) 

 

Step 4: Enter the purchasing org and vendor 

 

Step 5: Change the quantity if required 
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Step 6: Enter the contract details (if contact available) 

 

Step 7: Enter the gross price 
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Step 8: Click on invoice tab and enter tax code. 

 

Step-9: Click on the ESL tab to enter the NFA number 
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Step-10: Click on deliver/invoice under header tab to map payment condition 
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Step 11 : Click on save button 

 

PO Document generated 
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1.6 Purchase Order Release 
 

a) Definition and Prerequisites 
PO will be released as per DOA 

b) Menu Path and Transaction code 
SAP S/4 HANA menu SAP Menu->Logistics → Materials Management → Purchasing → 

Purchase Order → Release → Individual Release 

Transaction code ME29N 

 

c) Responsibility 
DOA Approvers 

d) Screen capture/ Process 
Step 1: Click on other document and enter the purchase order to be released. 
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Step 2: Click on the release sign 
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Step 3: Click on save button 
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1.7 Gate Entry 
 

a) Definition and Prerequisites 
Once PO is released and upon arrival of material, gate entry is done. 

b) Menu Path and Transaction code 
SAP S/4 HANA menu N/A 

Transaction Code ZM023 

 

c) Responsibility 
Security – Gate Entry team 

d) Screen Capture/ Process Steps 
Step 1: Click on gate entry 
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Step 2: Enter challan no, challan date, plant gate no, mode of transport, vehicle no, rake no (same created in 
rake master in electroway), tax invoice, test certificate, DFT Copy, guarantee certificate and vendor code. 

 

Step 3: Press F4 to display the PO number.  Select the PO number and press enter 
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Step 4: Press Enter to display the PO details 

 

Step 5: Enter the Challan qty 
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Step 6: Click on save button 

Gate Entry number generated 
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1.8 Goods Receipt 
 

a) Definition and Prerequisites 
Once Gate entry is generated, Goods receipt is done 

b) Menu Path and Transaction code 
SAP S/4 HANA menu SAP Menu > Logistics > MM > Inventory Management > Goods 

Movement > MIGO 

Transaction Code MIGO 

 

c) Responsibility 
Store’s Department 

d) Screen capture/ Process 
Step 1: Select Goods Receipt, Purchase order and enter the purchase order. Press Enter 

 

Step 2: Enter quantity of gas and select item as ok 
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Step 3: Enter gate entry number 

 

Step 4: Select transport equipment to enter material i.e. cylinder and upload serial number 
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Step 5: Select material tab and enter cylinder item code. Press Enter 

 

Step 6: Enter quantity and unit 
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Step 7: Enter plant and storage location in where tab. 

 

Step 8: Select partner tab and enter vendor name. Press Enter 
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Step 9: Select serial number tab and select import to copy from excel 

 

Select 10: Select copy from clipboard 

http://www.neolitezkw.com/


   

 
  Page 29 of 43 

 

Sensitivity: Confidential (C2) 

 

Step 11: Click on tick option  

 

Step 12: Click on check to see if the document is ok. 
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Step 13: Click on post 

 

Material document generated 
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Display cylinder serial number and vendor 
 
Step 1: Enter TCode mmbe. Enter cylinder material code and click on execute. 
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Step 2: Then right click on quantity in and select equipment/serial number. 

 

Step 3: Serial number is displayed. Select a line item to display the vendor against it. Click on details tab to 
display the vendor 
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Vendor information displayed 
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1.9 Creation of reservation 
 

a) Definition and Prerequisites 
Reservation will be created by user department. 

b) Menu Path and Transaction code 
 

SAP S/4 HANA menu SAP Menu->Logistics->Materials Management->Inventory 
Management->Reservation->Create 

Transaction Code MB21 

 

c) Responsibility 
Department’s user 

d) Screen capture/ Process 
Step 1: Enter movement type and plant 

 

Step 2: Enter cost centre, material, quantity, UnE, storage location and batch 
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Step 3: Click on save button 

 

Document posted 
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1.10 Goods Issue of gas 
 

a) Definition and Prerequisites 
Once GRN is done, goods will be issued to user department 

b) Menu Path and Transaction code 
 

SAP S/4 HANA menu SAP Menu > Logistics > MM > Inventory Management > Goods 
Movement > MIGO 

Transaction Code MIGO 

 

c) Responsibility 
Store’s Department 
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d) Screen capture/ Process 
Step 1: Select goods issue, reservation and enter the reservation number 

 

Step 2: Select item ok and check the document. 

 

Step 3: Click on post 
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Material document posted 
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1.11 Transfer posting of cylinder 
 

a) Definition and Prerequisites 
Along with issue of gas, transfer posting of cylinder needs to be done 

b) Menu Path and Transaction code 
 

SAP S/4 HANA menu SAP Menu > Logistics > MM > Inventory Management > Goods 
Movement > MIGO 

Transaction Code MIGO 

 

c) Responsibility 
Store’s Department 

 

d) Screen capture/ Process 
Step 1: Select transfer posting, other and enter the movement type as 311 (M) 
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Step 2: Enter cylinder material code and press enter 

 

Step 3: Enter plant, storage location in from and destination. Press Enter 
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Step 4: Enter quantity 

 

Step 5: Enter vendor in where tab 
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Step 6: Enter serial number in serial numbers tab 

 

Step 7: Click on post button 
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Material document posted 
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