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 Scenario 

 

     

1 Procuremernt of Services Long terms 
Types of procurement of services Long terms 

Requirement is generated through Purchase Requisition by user Department and released as per DOA. After PR is 
released, RFQ is floated to vendor (not in sap) by the USER team and quotation comparison is done (not in sap). 
Considering technical and commercial recommendation, vendor is selected and NFA (note for approval) is created 
and send for approval in SAP. After approval of NFA, PO is created and released. Payment is done as per terms and 
conditions (LC/DPR). 

 Here in this process we are considering Road case. 

1.1 Purchase Requistion Creation 
a) Definition and Prerequisites 

No PR is requiring for creation of contract. As this Process is design for issuing a contract irrespective of 
Plant (Central Contract). 

b) Menu Path and Transaction code 
SAP R/3 menu N.A 

Transaction Code N.A 

 

c) Responsibility 
N.A 

d) Screen Capture/ Process Steps 
               N.A            
 

1.2 Purchase Requisition Release 
 

a) Definition and Prerequisites 
N.A 

b) Menu Path and Transaction code 
SAP R/3 menu N.A 

Transaction Code N.A 

 

c) Responsibility 
N.A 
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d) Screen capture/ Process 
N.A 
 
 
 

 
 

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 R/3 menu N/A 

Transaction Code ZNFA 

 
c) Responsibility 

               Purchase Department 

d) Screen capture/ Process 
               **Please refer the manual For NFA Creation. 

 

1.4 Creation of Long term service contract  
 

a) Definition and Prerequisites 
Once the NFA has been approved, Long terms service contract can be created without any PR Ref. 

b) Menu Path and Transaction code 
SAP R/3 menu SAP MENU > Logistics > Materials Management > Purchasing  

> Outline Agreement  > Contract  > Create 

Transaction Code ME31K 

 

c) Responsibility 
               Purchase Department 

d) Screen capture/ Process 
               Step 1: Create Service contract 

a. Enter the  Vendor, Agreement type, Agreement date , Item category and a/c Assgt Cat (refer Screen Shot) 
b. Enter the validity End date, target value, End date , INCO terms and Quotation Ref No and date. 
c. Maintain the short text of the service  
d. Enter the tax rate and click on service based IV 
e. Enter the service no, quantity, price , cost centre. 
f. Save the contract 
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Step a)  
1.Enter the vendor Name 
2.Enter the agreement type 
3.Enter the Item Category 
4.Enter the A/c Assgt Cat.  

Step b)  
1.Enter the Target value 
2.Enter the INCO terms  
3.Enter the Quotation date &    
    Quotation 
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Step c)  
1.Enter the short text 
2.Enter the Price  
3.Enter the Material group 

Step d)  
1.Enter the tax code 
2.Click the S-Based IV 
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Step e)  
1.Enter the Service No. 
2.Enter the qty  
3. Enter the Gross Price 
 

Step f)  
1.Enter the Cost centre 
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1.5 Release of contract 
 

a) Definition and Prerequisites 
Once the Contract made now it should be getting release. 
 

b) Menu Path and Transaction code 
SAP R/3 menu SAP Menu > Logistics > Materials Management > Purchasing > 

Purchase Order > Create >Release 

Transaction Code ME35K 

 

c) Responsibility 
Purchase department 
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d) Screen capture/ Process 
1. Enter the Release code and Release group 
2.Select the Contract need to be release 
3.Click on Release 
 

 
 
 

 

1.Enter the release code & Group 

2.Select the contract 
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3. Click on release. 
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