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1. SAP BASIC CONCEPTS. INTRODUCTION

1.1. SAP User Type

There are two different types of users in SAP when the hotel user logs in:

SAP GENERIC: this is a generic user by hotel, shared by most of the hotel's personnel, but General
Manager and in some cases, Responsible of Reception, Housekeeping and Maintenance.

For example: HITFIERASTO1

In case that you must change the password of this user by any reason, you will have to
share it with all your affected colleagues, otherwise your colleagues will try to enter with
the old password, and they will block the credentials (5 attempts).

As this user is generic, to perform any MM transaction, you will be requested to identify yourself with a
sap TMS USER.

SAP TMS USER: This is a user provided to execute purchase actions under the generic user.
E.g.: MMOOOOOXXXXX

SAP NOMINAL: This user is personal. You will receive this user by email. You will need this user to
entry in TMS (create orders, reception, etc.)
This user starts by E + 11 digits (ceros + employee number)

For example: E00000077889

4 SAP R
~ )

Accessto \ / Accessto
General SAP Menu (MM, FI, HR...) SAP MM to create PO or make GR
Mominative user MNominative user
EQDOOONN EOQOO0N XN
ar ar
Generic User Generic User + TMS User
&L HITANCOMNSTO _/ \ HITAMCOMNSTOT + MMOD0D000 /

Figure 1.1
The management of this user is made by INFOSEC department, any creation modification cancellation

of SAP MM Users must be requested to this department via JIRA, opening a JIRA in the category: SAP
User Management JIRA portal
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1.2. SAP Access

To

Se

=
access the system, click on the SAP Logon icon.

lect “NH ECC PRODUCTION” in the main screen. You will be immediately redirected to the

registration screen as in Figure 1.2. Login as Client 100 with your username and password to access
to the main menu of TMS for hotels. Both fields are case sensitive.

ONLY languages Spanish (ES) and English (EN) are allowed as logon Language.

SAP
New passaond
10 194 ECC INTEGRATION 551 Sperpntnh-hoteks.com 0 o0
. EOC PROOUCTION & P -
1 SED SED 172.26,37.59
1 sel €1 172.26.37.%0 Usar *0000008154%
sro <=0 172.20.37.% Password  eesecceseees |
1 sso $50 172.20.37.%
Logon Language =

Figure 1.2

Once logged, the main screen shows several options as can be seen in Figure 1.3.

P - pe Bk BUSD TN QN
SAP Easy Access Menu for Hotel Employees ESMD.EUROB I [[) Genera Tool Bar | ) Maximize,

Mee DGR feeizs  Saps  Sourr ok 0—‘Ib)TcoIBar -

L LS - minimize,

£ - close
0N N penem
. o S Mami d) Tool bar
Trave Exgemes corresponding to

'
B Oukéitre

D ' each transaction

1, M5 St bavi e

8) Transactions
Man Meny

-

ANANTARA AVANI A .:ln.‘. LBAKS

ot b S—
&
NH mcoiecton - thow  TIVOLI
€) Status Bar ]
9L8§ssmnm _
= bOSERCLI00 " whswody 1N &

Figure 1.3

a) Transactions Main Menu: To navigate through the different transactions.
b) Tool Bar: To create different shortcuts to specific transactions, also to set up options in the
system.
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¢) General Tool Bar: Contains icons for Quick Access the most frequent actions, the user can also
enter the key to the transaction to be executed.

d) Tool bar corresponding to each transaction: Indicates all the possible tasks to execute during
each transaction.

e) Status Bar: Shows the progress of the running task, and the possible errors on it.

f) Maximize, minimize, close. As any other application, in the upper right corner.

g) Session info. By double clicking, it shows the client, environment, transaction, response time,
and all the detailed data of the session.

1.3. Multiuser Sessions

SAP allows more people to work with the same username. When user types of the log in credentials,
the system indicates if this user is being used simultaneously. If so, select the option that allows to have
two parallel sessions:

[E Licerse Information fr Muitiple Logon

Usar MM_USER240 is aready logged on in cient 240

Note that multiple logons to the production system using the same wser
ID ar@ not part of the SAP kcence agreement.

You can:

Continue with this logon and end any other logons in system
When ending any existing logons to system, unsaved data & lost,

F.-Cmtnue with this logon, withcut ending any other logors In system
If you continue with ths logon without endng any exsting iogors to
system, this wil be loggad n the system, SAP reserves the nght to

viaw this nformation,

Terminate this logon

Other existing logons in system
Date Time Termina(SAP GUI) Applcation Server
02.01.2014 08:24:43 10.9,200.91-DIACEN-F. nhaec02_SEI_07
02.01.2014 09:52:42 10.2.207.98-PRACTI-3. nhsec02_SEI_07 -
02.01.2014 11:01:17 10,9.211.31-PIRINE-F. nhsec02_SEI_07 -

Ay
£

Figure 1.4
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1.4. Basic Icons.
& Continue Hn First Page / Previous Page
0 New Document i Delete
s Execute 49 23 Next Page / Last Page
Save Generate new screen
% Back F1 (@ Help
@ End Adjust Local Device
Classification
& Cancel S Ascending/Descending
0 Print = Insert / Delete Row
h i .
e Seag:ea/r;?:;mue E] Local File / Export
i Graphic View =] Bring variant
. - Multiple Selection / Variant
7 E-mail Recipient g Selection
ix Filters E ositioning
wE Fix Fil | Positioni
Copy Select value of the list
Multiple Select Function /
heck All L .
= ncheck Al El Other Criteria Allocation
EE Chec /U
"1 Other Document Detail
i Modify Text 8 Expand / Coll
odify Tex _ xpan ollapse
A &
B Visualize Text & Create Rol
(= SAP Menu SAP Business Workplace
isualize / Modi ear Favourites
Visualize / Modify o B Add / Clear F it
& Modify v a Up / Down Favourites

HELPFUL TIPS

Just hold the mouse on an icon and it will give you a clue about its meaning.
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Please note that at any transaction, SAP may request you to fulfil some fields. Those marked with the

¥ symbol, are mandatory values and those marked with @ symbol, allow you to select a value from
a predefined list.

2

217

From any transaction jump to another one just typing in the tool bar

SAP Easy Access Menu for Hotel Employees ESMD.EUROB
SAP Easy Access Menu for Hotel Employees ESMD.EUROB
B o s va
» Favortes
» SAP Menu

IN+ Transaction code: EG /NME23N. You will replace your current screen with the new
transaction.

/O+ Transaction code: EG /OME23N. You will open a new window with the typed transaction.

If you are in a field, you can click on the right button of the mouse, and it will show you the menu with
all the possible actions for that field. (As in figure 1.5)

Organization Data

T -
Plant = =
i Options

Sales Organization
Multiple selection

Delete line
Request Data -

Delete selection
N. Request ,

Figure 1.5

1.5. Notifications
SAP communicates the status of the tasks to be run through the following messages.
Informational: The task has been successfully completed.

=]
I Warning: The task will run properly; however, it reports possible status or consequences of the
task. The task is executed by pressing ENTER.

2 Error: The task cannot be executed until an error is corrected.
A ‘ @ /
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1.6. Organizational Structure

We must consider that in SAP there are different structures and levels to identify the scope and effects
of each executed transaction.

Client. NH as a global enterprise is Client number 100 in SAP.

Company Code. The fiscal name of the NH entity where we are working. For example: NH
Hotel Group SA or HEM FORUM MAASTRICHT B.V.

Purchasing Organization. Set of hotels belonging to a province. For example: Madrid or
Amsterdam.

Reference Purchasing Organization. Group of purchasing organizations in the same country
and with the same tax scheme. For example: The Netherlands, France, UK.

In Spain there are 2 different Purchasing Organizations because there are different taxes on
Peninsula and Canary Islands.

Plant. Specific establishment (Hotel or Central Services office). For Example: NH Schiller.
Each plant has 4 digits “O+hotel number” for hotels and “9+office number” for Central Services.

Warehouse. Physical warehouse in a hotel where goods can be stored. For example: Kitchen.

COCE. Cost Centre is each department where expenses can be allocated. For example: Hall

Client
100

I

COMPANY NAME:
HOTELEXFLOITATIE

COMPANY RAME

MAATSCHARPL FOSUM EXALOITATIEMAATSOHAPPU

MARSTRKHTA V. M2)

SCHALER HOTEL BY N34

/P.Org RefNLO1 A
i f i
! P.O. MAASTRICH P.O.AMBTERDAM E
E NH NH '
. MAASTRICHT WNH SCHILLER :
| (0243) fodin) !
1

H ]
| I
\ = J

----------- r‘-" _-----‘----- Warehousea AR Warehouse T
| 200 Cost Center Cost Center
(1001) Cost Center 11 (10)
10
Figure 1.6

1.7. Warehouses/Cost Centre Structure
Each warehouse is linked to a Cost Centre where its expenses are allocated:
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WH SAP | Description ' COCE NAME COCE

0001 GENERAL Derived from the material’s category.

1001 KITCHEN HALL 11
1002 KITCHEN 2 HALL 11
1101 STEWARDING STEWARDING 12
1601 EXTERNAL BAR EXTERNAL BAR 16
2001 RESTAURANT HALL 11
2002 RESTAURANT 2 HALL 11
2003 RESTAURANT 3 HALL 11
3001 BAR HALL 11
3002 BAR 2 HALL 11
3003 BAR 3 HALL 11
3004 BAR 4 HALL 11
3100 OPEN BAR HALL 11
4001 MAINTENANCE MAINTENANCE HOTEL PM
5001 MINIBAR HALL 11
6001 HOUSEKEEPING HOUSEKEEPING ROOMS 02
6101 HOUSEKEEPING COMMON AREAS HSK COMMON AREAS 03
7001 BANQUETING BANQUETING 80
8001 FRONT OFFICE FRONT OFFICE HOTEL 01
9001 SPA SPA HOTEL 2 90
9101 GOLF GOLF HOTEL 2 91
9201 LAUNDRY HOUSEKEEPING ROOMS 02
9301 KITCHEN EXTERNAL RESTAURANT KITCHEN EXTERNAL RESTAURANT 20
9401 EXTERNAL RESTAURANT HALL EXTERNAL RESTAURANT 21
9501 STEWARDING EXTERNAL STEWARDING EXTERNAL 292

RESTAURANT RESTAURANT
9302 KITCHEN EXTERNAL RESTAURANT 2 KITCHEN EXTERNAL RESTAURANT 30
9402 EXTERNAL RESTAURANT 2 HALL EXTERNAL RESTAURANT 31
9502 STEWARDING EXTERNAL STEWARDING EXTERNAL 32
RESTAURANT 2 RESTAURANT
9901 SHOP OTHER INCOME HOTEL 2 99
9991 ADMINISTRATION ADMINISTRATION AD
9992 OPERATIONS CONTROL OF OPERATIONS HOTEL OP
9993 SALES SALES HOTEL SA
9994 IT IT IT
9995 CRM & LOYALTY CRM & LOYALTY CL
9996 GLOBAL SALES FORCE GLOBAL SALES FORCE SH
- AVANI  cleomna  oascm  TH gB. rov  mhow  TIVOLI
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The user in the hotel sees the warehouses, but every purchase or consume in a warehouse is allocated
in the corresponding Cost Centre for the P&L.

The General Warehouse is the only warehouse without a linked cost centre, as it is a temporal location
for goods. The Cost is allocated until the goods are consumed in a final warehouse.

A cost centre code has the following structure:
4 letters from the company code + 4 letters from the Hotel code + 2 letters from Cost Centre
E.g.: Kitchen at Hotel Zandvoort in The Netherlands:

Company NL27 + Sap Code Hotel: 0222 + COCE: 11 = NL27022210

1.8. Favourites transaction management

One way to improve your management in SAP is to create a direct link to those transactions that you
use daily. By creating shortcuts to your most frequently used transactions, you can save time and
access them more easily. This can be done in three ways:

1. In the bar go to favourites menu and in the list select add transaction (figure 1.7), and in the
next window (figure 1.8) enter the SAP transaction code.

£ Menu Edt  Favorites ©Extras System Help
@ Add Ctri+Shift+F6 [b 3\"\'6‘|3j ._j,l_’ C’¥
Change Ctri+Shift+F3
SAP Easy 4 Vore ’
- Delete Shift+F2
RE % % ‘ |
Insert Folder Ctrl+Shift+F5
* B Favorites I Insert Transaction Crri+Shift+F4 I | -~
" W MEILS - DF RS Other Objects CoT+Shilt+F7 e
* W ZWF_MM
+Yrzwr M| Douniosd to PC
+Yrzrsp2-1  Upload from PC
* ¥ ME23N - Visualizar pedido
* J7 SWIA - W1 Administration Report
» Bmsap M
Figure 1.7
A @
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SAP Easy Access SAPR/3
GE 52 s v a
¥ = Favorites -
* ¥ ME13 - Display Purchasing Info Record v

* 3¢ ZWF_MM_PSP_LOG - Report of Packing Slip Proposal
* Y7 ZWF_MM_IV_LOG - Transaccion ZWF_MM_IV_LOG
. 512’ ZTSP2 - Trasacciones con error integ proveed

[ Manual Entry of Transaction

| Transaction Code

v - v Vv Vv w

Figure 1.8

2. Drag and drop the transaction you want to use from your SAP Menu to your favourites folder.
3. Click on the right button in the favourites folder and select the option insert transaction (figure
1.9) and enter the transaction code in the pop-up window you want to add (figure 1.8)

SAP Easy Access Menu for }
L & Bgs va

*:[J Favortes
» [ TISAP Me Open Folder
Delete Al Favortes
Insert Folder
Insert Transaction |

Add Other Objects

Figure 1.9

You can also organize your favourites folder by creating subfolders in the same way as done with the
transaction selecting the option Insert folder.

You can also rename the transactions according to your preferences. To do so, you can right-click on
the transaction or folder and choose the option Change Favourites from the menu (figure 1.10) a new
pop-up window will open where you can adapt the description of the transaction to the one that fits you
better or even in your local language (figure 1.11)
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ANANTARA AVAN' elewnna QA KE nH MM COLLECTION nhow '|'|\/( )Ll

BUSINESS PROCESSES - OPERATIONS
1"



All Rights reserved. No part of this document may be reproduced without prior written consent of Minor Hotels Europe & Americas.

MINOR

HOTELS

SAP Easy Access SAP R/3
QE % Bwsd va

* 7 Favorites
* ¥r ME13 - Display Purchasing Info Record -
* X ZWF_MM_PSP_LOG - Report of Packing Sip Propogal

Y7 ZWF MM IV LOG - T
o e e e .
« Yr ZTSP2 - Trasacciones Execute: Transaccién ZWF_MM_IV_LOG

v ','IMEZJN-VlsuaH:upo Execute in New Window
* Y SWIA - WI Administrs  Display Documentation

» BRsAP M
- Change Favorites
» MMsar fl I l
» Bl saP MM Delete Favorites
» [77) Gestion de viajes Insert Folder
» 3 Informes Revision Insert Transaction
* Y SWIA - WI Administra add

* Y ZEY_EOD - Execution
+ Y ZEY EOD AUDIT - E»  Create Shortcut on Desktop
* Yr SE16 - Data Browser Saved Lists

* [ User Menu for JORGER
» TM2CRM_CLIVIEW CO
» (9 ZCRM_CLIVIEW FIC |
» 0 2CRM_CLIVIEW_GUEST

Start with selection screen

Figure 1.10
SAP Easy Access SAPR/3
Qr g s va
- B2 Favorites -

» 3 ME1L3 - Display Purchasing Info Record

» o 2WF MM PSP LOG - Report of Packing Sip Proposa
* 5T ZWF_MM_IV_LOG - Teamsaccdn ZWF_MM_IV_LOG
* 3¢ 2TSPZ - Trasactiones con emor nteg proveed

I R K I

Figure 1.11

1.9. Favourites transaction management

SAP offers the predictive mode as a tool to facilitate the user's operations by suggesting data based on
previous entries. However, the user can decide whether to use this function or not by accessing the
Customize Local Layout button (ALT+F12) Figure 1.12 (this button is available in all SAP screens in
the General toolbar see figure 1.3).

o TR ece 208 =5 ofF)

L .
N Articles R ¢ Customeze Local Layout (Ak+F12)
Figure 1.12
Then select Options from the dropdown menu to open a new window.

In this new window go to Local Data folder and select the History option. There you can activate-
deactivate these options on the history status block as shown Figure 1.13. Click on the Apply button to

A @
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make effective the changes made, then changes will be effective automatically in SAP from that
moment, it can be reversed, if necessary, with the same procedure.

Search: Local Data

* [031 Visual Desgn History Status
» 20 Interaction Design off +0n Immedately
» [ Accessbity & Sarptng
» (20 Mukingual Settings History Settings
(v 5 Local Data B B
« [2) History Expry Tme [Month(s)]: 3
\ lﬂ CAd’Q I om
* [ Fie Lifetme Maximum Permited Fie Size [MB]: 10 |5
* [3 Local Tab Order —
» [ Tracng Maximum Number of Entries: 20 )2
» [0 Securtty -y
» [77 Front-End Print Enable Hstory for Felds Up To [Characters]: 59 i
+ [3) Restore & Cleanup {
+ [B System Information { Gear Hetory I
Drectory for Input Hstory:
C:\Users\pg.perez\AppData\Roaming\SAP\SAP GUI\History Selet

T You cannot change the path for the nput hstory from a SAP GUI
session.

Figure 1.13

1.10.Layout management

To manage the layout in SAP, you can use the layout button available in some transactions. Here are
the steps:

1. Modify Layout: If you see the layout buttons, you can modify the layout by selecting the desired
fields, adjusting column widths, and choosing the layout options you need.

2. Save Layout: Once you have modified the layout, you can save it. It is crucial to ensure that
the "User-specific" box is flagged. This ensures that the changes you make are only applied to
your user and not globally.
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RESTRICTIONS ©

In case you need to create/modify a layout for your operations in SAP, it is important to ENSURE
you have flagged the User-specific box. But it is critical to check that the box User-specific is
FLAGGED as shown in Figure 1.15

If not, you will be modifying the layout Worldwide and it can have important consequences in
reports, SAP misfunctioning, etc.

.. | Save with |

Layout “ Layout description Defaut setting

[NEW T-CODE  Wout Store 4

i« N
[ L S———

Save Layout /NEW T-CODE

Name: Wout Store 3
|¢|User-specific | 'Defaul setting

[ )]

Figure 1.15
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2. PURCHASING MODULE MANAGEMENT

The Procurement module, technically called MM MODULE, allows users to perform all transactions
related with supplies and materials management.

Master Data Management

Procurement Execution
(Purchase Orders and
Goods receipt)

Inventory Management

Depending on the type of
supplier, the materials
catalogue in SAP is
available in three ways:

1. Nominated suppliers
included in the
Marketplace. The
catalogue is managed
automatically.

2. Nominated suppliers
not included in the
marketplace. The
catalogue is mainly
managed by Coperama
and the MDM in SAP.
In case the user needs
a material for this
vendors user must
requested via SAP.

3. Non-nominated
suppliers. The
catalogue is managed
by the MDM team upon
user request in SAP

Via this function, users
inform the vendor about the
need of supply of selected
materials and/or services,
and so register the goods
receipts in the system once
they have been delivered to
the hotel/CS.

The price conditions (except
non nominated materials or
vendors), delivery dates,
payments, etc... are loaded
by the MDM Team, or by
the vendor for nominated
suppliers included in the
Marketplace

The goods receipt register
stock movements and posts
the expense in the centre
confirming that the invoice
can be posted and can be
paid to the vendor.

A

ANANTARA

AVANI

b -y

BUSINESS PROCESSES - OPERATIONS

elewnna

........

The last part of the MM
module is the goods
management. These
functions allow the
warehouse / stocks
management; like transfers
between warehouses,
goods counting, registration
and inventory accounting.

The monthly warehouse
management results have a
direct impact on the
consumptions results of
each hotel/CS (P&L).
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2.1. Master Data Management

Important: To have the complete information, please review the Vendor Creation and Approval
Request and Material Creation and Approval Request procedures.

2.1.1.Vendors Master Data

2.1.1.1.Vendors classification

The vendors can be classified in Master data in two characteristics:
¢ Depending on the invoice classification by Minor Hotels Europe & Americas (FI or MM)
e Depending on if the vendor is CAPEX, OPEX or MIXED

2.1.1.2.Searching for vendors

Before requesting any vendor in SAP, please ensure if it does exist in the database, so we
recommend the use of transaction XK03

2.1.1.3.New Vendor Requests
SAP Transaction: ZMM_VENDOR_REQ

In the transaction "New Vendor Request" the first screen is a filter screen that allows us to introduce
the search criteria for previous requests that we may like to consult.

We can use the filters if we know the SAP codes for the search criteria. In case we do not know them

we can always use the value lists available in the right side of each field/box (01000854 =}
Typing the character *, that is the wildcard symbol, we can search by any parameter that we want and

click on the symbol @ to execute the search. For example, by Purchasing Organization.
New Vendor Request
T [ Restrict Value Range (1) 314 Entries found
| Delete Request I i E]
h. Organizati | =
Purch. Organization
S — [vEEEEEEL &

~— | Porg”| Purch. Org. Descr.

Account group i ;
— | ADD1 | ANDORRA

L ARO0  ARGENTINA
| AR10  BUENOS ARES
| Vendor Data AR30  SANTA FE
Vendor AR31  ENTRE RIOS

Figure 2.1

In case that we want to find a previous request, we should introduce some search criteria; while in case

L
that we want to make a new request, we must go directly to the option “Execute”f’;} . This will allow the
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user to visualize all the created requests and its status; furthermore, he will be able to make a new
request clicking on the button “Create’[ 1.

Vendor Requests
‘.\ » - - [ 3} | ne | - J . . “
Nav i S REdg & # Modfy &eDsply  [;3Request Reason  [.iRejecton Reason

| @ Request Sent | ¢ Request Processed Correctly | B} Request Processed With Errors | £ Reject Request |

ID Sel. Status Num Reques Vendor  Name Created on ~ Atta. Created By  Group Indus.

v A 101558 WILDKAMP B.V. 25.06.20249 X EOODOOOOLOOS SHO1 ADO6

;'3 A 101555 11404  LUXAIR SA 25.06.2024 EDDDDO241661 SHO1 A007

'_.; A 101552 SARL TAZ GROUP INTERNATIONAL 25.06.2024 X EOODDO245004 SHO1 ADO1

['3 A 101557 71894  PLESNER ADVOKATPARTNERSELSKAB 25.06.20249 X EOODOOD04670 SHO1 AD07

j;’_/ A 101560 TYCHE SRLS 25.06.2024 X EO0DOO118074 SHO1 ADO6
Figure 2.2

After clicking in Create, you will be redirected to Vendor request screen. You must fill the following
mandatory data as shown in Figure 2.3.

Business area. Hotel SAP code (e.g. 0094), when filling this field Company Code and
Purchasing organization. Fields will be automatically completed base in the hotel SAP code.

Account Group. Group that will be affected in Accounting for all MM you must select SHO1
Trade creditors.

Vendor type. For MM purposes you must select between these three types of vendors (O for
Opex, C for Capex or M if the vendor is Capex and OPEX

Tax No. Tax Identification Number of the vendor.
Country. Country where the vendor has its fiscal entity.

Physic. Person. To be flagged in case the vendor is not a company but a self-employee
worker (physical person).

Vendor Requests

Faguest Data
RAeguest Nunber
Satirs
Business wea
Company Code

Purchasng a(gan.

Accourt group : 3 ,Q

Vendor Hype

Tax Mo ] Ciry £ Py Peryon o Cormrae

Figure 2.3
P L« , . “ . , |4 Continue
After data is introduced, click “Enter” or click on “Continue” |= so the system can
validate the Tax Number or indicate if it already exists on the system.
A , @
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KEY TASKS

you. Please check Vendor extension for how to proceed.

[= Information

r il
m L\fendor 1673 already exists and wil be extended

Figure 2.3a

vendor.

[= Information

m Vendor 1673 already exists for the entered data.

Figure 2.3b

In case the vendor already exists in SAP database the following pop — up (Figure 2.3a) will inform

In case after entering the data, you receive the following pop-up window (Figure 2.3b), it means that
the vendor is already extended for your purchase organization and company code, so you can
proceed with the material request if it is an MM vendor, or no extra action is needed if it is a Fl

Once filled Request Data you must fill the rest of the data required. Data to be entered is organized in

three blocks: General Data, Purchasing Organization Data and Company Code Data

In General Data block you must enter the following info, as shown in Figure 2.4.

 Gevordd duta

Pame § |

Name 2

Search benn o

Addrass 73

Fostal code |

Cey =

Hogan 4

Language -~ -

Telephane

Fax

Francud einud =

Credt poke eanad

VAT Reg. M “

Ind. L
184N
Eack country Bark key
Bork acomre Aocount bey
ek Refwence
Dace of teth Mace of beth

Portal e-mal

Figure 2.4
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Name 1. Complete name of the vendor. (max 35 digits)

Name 2. Commercial Name of the vendor. (It can also be used to complete the field Name 1
in case there is not enough place. In this case, we should introduce first the termination of
Name 1 and immediately after the Commercial Name). Name 2, it is not always necessary,
just when the digits of the Name 1 is more than 35 digits

Search Term. Word by which you can easily search for the vendor.

Address. Vendor’s fiscal address.

Postal Code. Fiscal postal code of the vendor.

City. Fiscal town of the vendor.

Region. Fiscal Region of the vendor (Select form the displayed list).

Telephone. Commercial contact phone of the vendor. +3247562633

Fax. Commercial contact fax number of the vendor.

Financial e-mail: Vendor’s e-mail address for administrative contact.

Credit note e-mail: Vendor’'s e-mail address for credit memo request sent from SAP, indicate
the financial e-mail in case vendor has not a specific credit note mail.

Vat Reg. N° Fiscal Tax Registration Number of the vendor with the community prefix.
(Predetermined for each country).

Ind. (Industry code). Type of products/services that the vendor offers. This field determines
if vendor is an MM or an FI vendor, so it is very important to select the right code. Choose
from the list except A012:

GROUP A. Vendors with SAP order. MM vendors ‘

A001 Food and Beverage

A002 Equipment

A003 Marketing

A004 Maintenance

A005 Logistics Platform (e.g. Bunzl, DeliXL)

A006 Non-Food Products

A007 Services

A008 Information-Technology

A012 DON'T USE CAPEX

A013 Outside Labour

A014 Beneficiaries

A015 Laundry

A016 Audit & Taxes Servic

A017 External Restaurant

A018 Lawyer Services

m
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GROUP B. Vendors without SAP order. Fl vendors
B001 Condominium Expenses
B002 Utilities
B003 Sales Commissions
B004 Insurances
B005 Fin. Expenses and Loc.Tax
B006 Trav. Expense & Inv. Expe
B0OO7 Rents (Hotel, Parking)
B008 ISO Sales and Expenses
B009 Other Personal Expen
B010 Intercompany Charges
BO11 Leasings & Rentings
B0O13 Wi-Fi Services
B014 Courier and Post Ser
B0O16 Fuel Cost for Cars
BO17 Money Transport
B018 Litigation Expenses
B019 Rappels
B020 Waste disposal
B021 Radio & TV License
B050 WPS
B0O51 No WPS
B099 NOT VALID VENDOR
B999 PAY NOT ALLOWED
GROUP X. Vendors that can be MM & FI
X001 F&B MM / FI (For F&B vendors that also invoice
packaging)
X099 FI & MM VENDOR (For MM vendors that also invoice
FI concepts)

RESTRICTIONS ©

It is not allowed to use Industry code corresponding to group C. The request will be automatically
rejected.

IBAN. International Bank Account Number. If filled, there is no need to fill the rest of the bank
data (bank country, bank key and bank account fields)

Bank Country: Country prefix of the Banks country. (2 letters)
Bank Key: Vendors Bank key. (8 digits)
Bank Account: Account number of the Vendor. (10 digits)

Account Key: Key banking control of the vendor. (2 digits)

A , ®
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[2

<kes
1111

If the system does not identify the bank details entered, the error shown in Figure 2.5 will appear
@ Bank key 0123456 does not exist.

This error is due to the bank has not been created in SAP the treasury area. In this case, the bank
key creation must be requested to this e-mail address:
vendormodification@digitalsharedservices.com with the following info:

e Subject of the mail must include the KEY words BANK KEY CREATION
e Template “BANK KEY CREATION” must be fulfilled, find link to template below *

https://nhorganization.nh-hotels.com/content/bank-key-creation-template

When sending this mail, you will receive a URN as a reference that your bank key request is being
managed.

MDM team will contact you back to inform you when it is completed.

Then you can proceed with the vendor request in SAP as usual.
Date of birth: When vendor is a physical person, it is mandatory to enter his birth date.
Place of birth. Also mandatory for physical persons.
Sex: It is mandatory to indicate if the physical person is Female or Male.

In Purchasing Organization Data block, you must enter the following info, as shown in Figure 2.6

Purchasing Organization data
Curr. £
PO Emai &)

Figure 2.6
Curr. Currency of the vendors invoices

PO E-mail. Email address where the SAP purchase orders will be sent. Without an email
address, it is impossible for the vendor to receive orders through SAP, so it is a mandatory
field. In case the purchase email order is not informed, the request cannot be saved.

In Company Data block you must enter the following info, data to be fulfilled will depend on vendor Type
(see Request Data block) as shown in 2.7 (Vendor Type OPEX), Figure 2.8 (Vendor Type CAPEX),
Figure 2.9 (Vendor Type MIXED),

Coctpany code Sty
Payment terrs
Creat mens tarms

PeymSrer

Aoy Coae
Dstr Trpe
Vi tar czuet
Wi e Witae code a
Figure 2.7
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ANANTARA AVANI eleonna QA nH M COLLECTION nhow TIVOLI

BUSINESS PROCESSES - OPERATIONS
21


mailto:vendormodification@digitalsharedservices.com
https://nhorganization.nh-hotels.com/content/bank-key-creation-template

All Rights reserved. No part of this document may be reproduced without prior written consent of Minor Hotels Europe & Americas.

MINOR

HOTELS

Coopery code Cats
CAPEX Payrrers Sy
Credit meno terre
Papm Pray
Activiry Code
O Tepe

W e court

wrar tre Witar cote 8

Figure 2.8

Company coce e
Paryrrant ters s CAPEX Paymart termvs
Cradt rrwoe v
Payrm Prioe
Acthety Code
Dt Type

Wty coert

Witas tyow Wies code o |

Figure 2.9

Payment terms: This filed refers ONLY to OPEX payment terms, it will be completed
automatically with the standard payment terms defined for the company code of your centre.
In case they are different you can modify them.

CAPEX Payment terms: CAPEX payment terms, it will be completed automatically with the

standard payment terms defined for CAPEX for the company code of your centre. In case
they are different you can modify them.

Credit memo terms: Will be completed automatically with the standard credit memo terms
conditions valid for your Company Code. Do not modify.

Paym.Prior. (Payment Priority): This indicates the priority of payment, Low or High. By
default, every single vendor must have a Low Priority.

Activity Code. Indicates the activity performed by the vendor and applies only for Argentinian
vendors.

Dist. Type (Distribution Type): Select from the list the corresponding distribution Type.
Applies only for Argentinian vendors.

W/tax account: If a withholding TAX applies for your vendor, please select the country where
it should be applied.

Witax type: As above, if a withholding TAX applies, please select from the list the applicable
tax.

W/tax code: For the value entered above, select from the list the corresponding code.

A ' @ /
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) . R Request .
Once filled all the blocks, click on “Reason Request” lz’ ooy to explain the reason why

you are requesting a new vendor. You must select from the list, the main reason to request the
vendor as shown in Figure 2.10

(& Reason for the vendor creation request.

r .
Reason request -

There isn't nominated vendor for this =
Vendor authorized by F&B manager
Vendor authorized by OPS manager

Explain of reason for vendor creat

52

Vendor changes its Tax number
Canary consignee

Commissions out of ONYX

10 Vendor extension

0 N OB AW

L1, Col Ln1-Ln1of1lines

Figure 2.10

See below a brief explanation of each reason

3. There isn’t nominated vendor for this: When there is no nominated vendor for the good/service
that you need. It applies for both Opex and Capex.

4. Vendor authorized by F&B manager: Request exceptionally approved by F&B manager. It is
mandatory to attach a written approval from BU F&B manager.

<«

5. Vendor authorized by Area manager: Request exceptionally approved by each Area Manager. It

is mandatory to attach a written approval from OPS Regional Director.

6. Vendor changes Tax number: When the vendor informs a change of Tax number. Within the
explanation you must inform which is the vendor SAP number that has to be replaced.

7. Canary Islands consignee: (This only applies to Canary Islands). When Canary Islands request

a new vendor for goods import, it will be mandatory to inform the vendor consignee within the
explanation.

8. Commissions out of ONYX: When there is a commission vendor authorized as Out of ONYX
exception.

9. Replicate OPEX/CAPEX to CAPEX/OPEX vendor: When you must request a CAPEX vendor
that already exists as OPEX or the other way around (OPEX to CAPEX). It is mandatory to inform
about the already existing vendor SAP number.

10. Vendor extension: see Vendor extension
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Once selected the vendor request reason, it is mandatory to include a brief description of the offered
goods or services. It is important to explain it in detail the need of the new vendor justifying why not
use one of the already existing suppliers in the system, see example in Figure 2.11

Without this message the request cannot be handled, an uncomplete or not correct reason can make
the request to be rejected.

[£ Reason for the vendor creation request.

Reason request 3 There isn't nominated vendor for this v

Explain of reason for vendor creation request.

CIH B @i P

This supplier will provfae us with hygiene and disinfection materials
for certain areas of the spa (swimming pool, thermal club)L There is no
nominated supplier that covers our geografical area.

*L 2 Co59 Ln1-Ln3of 3 lines

)%

Figure 2.11

Before finishing the request, for all new vendors, it is mandatory to attach the bank account document.
Apart from this document could be necessary to complete the request to attach more documents
(Financial director approval, regional operation approval...).

In case you need to attach any mandatory backup/approval documentation must be attached through

7 Attach

this functionality before saving the request. Click in the button , @ new window will appear to
search for the file in your computer figure 2.12

= Select PD

Local fie path 3

Ldt]
} Figure 2.12
fii

Click in == to search for the document in your computer (documents in cloud are not allowed), and

once entered click in [ to finally attach the document in the request.

HELPFUL TIPS @

Some aspects you must know related to the attachments to include
Only PDF documents are allowed.

Only one file can be attached, so in case you have more than one e.g. bank document + OK from
Financial director of BU), you must merge them in just one.

In case you save a request without attachment, you can modify the request and attach the document
while the request is not treated yet.
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Save Request

(Master Data Management) Department to its management.

Request created 283
Figure 2.13

, the request is saved and send to the MDM

All registered requests appear in the main screen of “Vendors Registration Request”, where the user
can see the status of the request. Approved, rejected or pending.

New Vendor Request
QAFVEY Qmas @32 Do Swon dedws  Dioet Do

Level 4 - Al ging All Request:

T Pncuet Fart | o Paguast Procewad Corectly | K] Regeest Procwmad Wies Smow | £3 Repwrs Segume: |

M ddten

Sel D Ometwd o PO0g Colode Group Oweted By da. Yeeoer farw Pyl Berk Aoam AN

U Svaie e 0 Aol ESIN0QUnD Ator DELSAY S0 TELECOMUNICACINES AN  I2ie0Seely EAIS00ARE X4 ML SN2 sl
Vv AN 13 R B SHOL ENO0ONT2987 “on WTIVENTOS S A, osp sttSect oy
VORI 2] SSED PSSP SWIL PESSIGLANZAR  ADGS P MAPCIAL GUMEALEY £ #0058 8L Mo) oL EAOO2LUSEEO0BI 0012458 | rhofmercu:
Sumae QUL FI0 B0 SHIL SESTNOOUEND | AN0) FEPE DFRECAD v oERNANDS B WSO 400N EE400040§ FRGT NG toeskmOiniea
o 22233034 210 €302 PSS SOl WESSIGLAKIAR ADCO ML FERMAGOM 5L L] Laes tamo 3120001460%  rhaQiruwcsiy
Sumans 8111 E510 BL EMRO0OO3ASM (M) AIOREGRD 54 Yo#e

Figure 2.14

Request Sent (Pending for approval)
) Processed Correctly
(Approved by MDM)

‘@ Rejected
(Not accepted by MDM, the reason can be consulted)

Once the supplier has been approved, the user can proceed to request new articles assigned to the
new vendor.
In case the request is rejected the user can check the reason why it has been rejected, selecting the

request and clicking in the button

[ Rejection Reason

, @ new window will pop up with the reason provided

by MDM for the rejection. If the vendor is still needed a new vendor request must be done correcting

the e

rror with the info provided.
Vendor Requests

QATE S REE 3 50 DNosee Freany Soomey  NMesunt lasios O Repcten e

1 P Reguest Semt | o Reguest Processed Correctly | 8 Reguest Processed With Errors |  Reject Reguest |

Sel St Nom Reaus Wosor  Mame Cwmdmn At CemedBy G Indes Vndor Typ R
4R RN SMS5  BLQ SPRINT SANIERING GMBN DOAM X ENNONRSON S0LANT O

i &

R LY R P PUFS PEPs PE P PE P PO -]

‘e .o

uLCel ni-intofline

v x
Figure 2.15
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HELPFUL TIPS @

The approval or rejection of requests, will not send e-mail notifications, because of this, the user
should follow up the requests he made through the Vendor Request transaction

2.1.1.4.Vendor extension
SAP Transaction: ZMM_VENDOR_REQ

The transaction is the same as for a new vendor request, the first screen is a filter screen that allows
us to introduce the search criteria for previous requests that we may like to consult.

We can use the filters if we know the SAP codes for the search criteria. In case we do not know them,

we can always use the value lists available in the right side of each field/box L =1}
Typing the character *, that is the wildcard symbol, we can search by any parameter that we want and

click on the symbol @ to execute the search. For example, by Purchasing Organization.

New Vendor Request
T 4 alue Range (1) 314 Entries found
Delete Requast =
Purch. Qrganization
— |l 3 & 2 2 )

Company Code =
1 | POrg | Purch. Org. Descr.

Account group i ;
= | ADO1 | ANDORRA

Industry ARDD  ARGENTINA
AR10  BUENOS AIRES
ieninciaia AR30  SANTA FE
Vendor AR31  ENTRE RIOS
Figure 2.16

In case that we want to find a previous request, we should introduce some search criteria; while in case

L
that we want to make a new request, we must go directly to the option “Execute”Q . This will allow the
user to visualize all the created requests and its status; furthermore, he will be able to make a new

request clicking on the button “Create” 1.

Vendor Requests
NATFES DEdN B # Moddy &eDsply  [s3Request Reason  [iRejection Reason

| (@ Request Sent | ¢ Request Processed Correctly | B} Request Processed With Errors | £ Reject Request |

2R84

ID Sel. Status Num Reques Vendor  Name Created on  Atta. Created By  Group Indus.
v A 101558 WILDKAMP B.V. 25.06.2024 X EOODOOOOLIOOS SHOL1 ADOG
'3 A 101555 11404 LUXAIR SA 25.06.2024 EDDDOO241661 SHO1 A007
r3 A 101552 SARL TAZ GROUP INTERNATIONAL 25.06.2024 X EOODDO245004 SHO1 ADOL
«-3 A 101557 71894  PLESNER ADVOKATPARTNERSELSKAB 25.06.2029 X EOODOO004670 SHO1 ADO7
'3 A 101560 TYCHE SRLS 25.06.2024 X E0DDDO118074 SHO1 ADOG
Figure 2.17
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After clicking in Create, you will be redirected to Vendor request screen. You must fill the following
mandatory data as shown in Figure 2.18.

Business area. Hotel SAP code (e.g. 0094), when filling this field Company Code and
Purchasing organization fields will be automatically completed base in the hotel SAP code.

Account Group. Group that will be affected in Accounting for all MM you must select SHO1
Trade creditors.

Vendor type. For MM purposes you must select between these three types of vendors (O for
Opex, C for Capex or M if the vendor is Capex and OPEX

Tax No. Tax Identification Number of the vendor.
Country. Country where the vendor has its fiscal entity.

Physic. Person. To be flagged in case the vendor is not a company but a self-employee
worker (physical person).

Vendor Requests

Faguest Data
Reguest Nunbe
taties
Busihess wea
Company Code
Purchasng e/gan
Accourt groug : ] p
Vendod type
Tax Mo ] Loy ] Pryxe Pervan - o Cormram

Figure 2.18

am -
After data is introduced, click “Enter” or click on “Continue” = Continue

validate the Tax Number or indicate if it already exists on the system.
If the system finds the vendor already exist in the database but it is not extended for your Company
Code or your Purchase Organization the following pop up will appear.

so the system can

[= Information

=
E LVendmr 1673 already exists and wil be extended

Figure 2.19

KEY TASKS ]

Remember that in case after entering the data you receive the following pop-up window (Figure
2.19a), it means that the vendor is already extended for your purchase organization and company
code, so you can proceed with the material request if it is an MM vendor, or no extra action is needed
if it is a Fl vendor.

li‘ Vendor 1673 already exists for the entered data.

Figure 2.19a

A @
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In this case the block of General Data will appear filled and the blocks Purchasing Organization Data
and Company Code Data will be available to filled depending on the extension you want to do.

In case Purchasing Organization Data block appears pending to be filled you must enter the following
info, as shown in Figure 2.20

Purchasing Organization data
Curr. £
PO Emai )

Figure 2.20
Curr. Currency of the vendors invoices

PO E-mail. Email address where the SAP purchase orders will be sent. Without an email
address, it is impossible for the vendor to receive orders through SAP, so it is a mandatory
field. In case the purchase email order is not informed, the request cannot be saved.

In case the Company Data block appears pending to be filled, you must enter the following info, data
to be fulfilled will depend on vendor Type (see Request Data block) as shown in 2.21 (Vendor Type
OPEX), Figure 2.22 (Vendor Type CAPEX), Figure 2.23 (Vendor Type MIXED),

Cocepany code sat»
Payment torres
Crudt mens termy
ey o
Actviny Code

O Troe

Vet

Witex troe Witee code a

Figure 2.21

Compery code dats
CAPEX Payrrers S
Credt memo terrs
Puyen Py
Activiry Code
o Type

Wt court
witar tre Witar code i

Figure 2.22

Company tooe dese
Paryrant teers By CAPEX Paymart termvs
Crmot rreoe W
Py Prioe
Attty Cooe
Dev Type

Wt cxert

Wiss o W ool [

Figure 2.23
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Payment terms: This filed refers ONLY to OPEX payment terms, it will be completed
automatically with the standard payment terms defined for the company code of your centre.
In case they are different you can modify them.

CAPEX Payment terms: CAPEX payment terms, it will be completed automatically with the
standard payment terms defined for CAPEX for the company code of your centre. In case
they are different you can modify them.

Credit memo terms: Will be completed automatically with the standard credit memo terms
conditions valid for your Company Code. Do not modify.

Paym.Prior. (Payment Priority): This indicates the priority of payment, Low or High. By
default, every single vendor must have a Low Priority.

Activity Code. Indicates the activity performed by the vendor and applies only for Argentinian
vendors.

Dist. Type (Distribution Type): Select from the list the corresponding distribution Type.
Applies only for Argentinian vendors.

Wi/tax account: If a withholding TAX applies for your vendor, please select the country where
it should be applied.

W/tax type: As above, if a withholding TAX applies, please select from the list the applicable
tax.

W/tax code: For the value entered above, select from the list the corresponding code.

R Request .
Once filled all the blocks, click on “Reason Request” [Z simsicideni to explain the reason why

you are requesting a new vendor. You must select from the list reason 10 Vendor Extension as shown
in Figure 2.10

= Reasan for the vendor creaton request.

o} ]

Reason request ot
13 There sn't nominated vendor for ths

Explan of reasan for vendor aé Vendor authorzed by F&B manager

4

5 Vendor authorzed by OPS manager
6 Vendor changes ts Tax number
7

8

Canary consgnee
{8 Commssons out of ONYX
|10 Vendor extension

U1 Cot In1-Ln1oflines
(]3]
Figure 2.24
A @
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Once selected the vendor request reason, it is mandatory to include a brief description of the offered
goods or services. It is important to explain it in detail the need of the new vendor justifying why not
use one of the already existing suppliers in the system, see example in Figure 2.25

Without this message the request cannot be handled, an uncomplete or not correct reason can make
the request to be rejected.

Reasan request 10 Vendor extension v

Explan of reason for vendor creabion request,

| DT o] [@8]65] B

This vendor works for another hotels in the campany and we need him
to provide the same service and materials

* L2 Coa2 tn1-1n2of 2 ines
]
Figure 2.25 -

In case you need to attach any mandatory backup/approval documentation (Financial director
approval, regional operation approval...). must be attached through this functionality before saving the

o & Attach : . .
request. Click in the button , @ new window will appear to search for the file in your
computer figure 2.26

Local fie path 5]

%]
Figure 2.26 .

=
Click in [a. to search for the document in your computer (documents in cloud are not allowed), and

once entered click in l to finally attach the document in the request.

HELPFUL TIPS @

Some aspects you must know related to the attachments to include
Only PDF documents are allowed.

Only one file can be attached, so in case you have more than one e.g. bank document + OK from
Financial director of BU), you must merge them in just one.

In case you save a request without attachment, you can modify the request and attach the document
while the request is not treated yet.

. -
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Save Request
To finish the registration, click on the button , the request is saved and send to

the MDM (Master Data Management) Department to its management.

Request created 283
Figure 2.27

All registered requests appear in the main screen of “Vendors Registration Request”, where the user
can see the status of the request. Approved, rejected or pending.

New Vendor Request
QAVEY Qmas @32 Do Swon drdws  Dioet Do

Level 4 - Allows managing All Requests

P Pequent Lart | o Paquest Frocewed Corvectly | ) Regeet Procemsad WS Emos :51 Regert Segume |

| Bel 1D Owsted oy PO0g Colody Grp Owted By o, Yeeoer \arw Pl BeckAcouw BAN e ddten

[
e & Va2 e i 0 AL rESYPSOQUEND AoT DELSAY S0 TRLECOMUMCACINES S0 Iriedseenl ES2S000 4 ML 250000021 NSl
| T v 7N 13 IR B 0L EANOODZ2987 “n WTIVENTOS S A, Yosp sttSect.

Vv alan 1 s s SHIL PESSIUANZIAR AlGe w2 MARCIAL GUMZALEY & #0005 8L o) oogLaaee LS00 LOSEL0BI 0001 2408 | roferercai:
’ Sumae QUL FI0 B0 SHIL SESTNOEND | AN0) FEPE DERECAD v sERNANDS & 0O 400N EE400048 7 FEGTMIN0E  1oeskamOMmita
| o Ay 2] s =57 SHOL MESSISLAKIAR ALCO Tl FERMAGON 51 0 oolasde 202100000000022001 03¢ rlaQirwcuy
| Lumans QB S0 BNL ENSN [ FIONEGED S Yo&e

Figure 2.28

Request Sent (Pending for approval)
v Processed Correctly

(Approved by MDM)

@ Rejected

(Not accepted by MDM, the reason can be consulted)

Once the supplier has been approved, the user can proceed to request new articles assigned to the
new vendor.
In case the request is rejected the user can check the reason why it has been rejected, selecting the
request and clicking in the button , @ new window will pop up with the reason provided
by MDM for the rejection. If the vendor is still needed a new vendor request must be done correcting
the error with the info provided.

Vendor Requests

DATE S B =g B0 Down Sl Cooumsey  Ohwount e S Aeieton Reses

| @ Request Sert |  Request Pracessed Cormectly | 8 Request Processed With Ervors | 9 Rejoct Regquest |

Blochnid vendcts siw et nllowsd

‘. .«

UiLtel Mi-atofsom

JIINJTJddddddgdddgoss

v x

Figure 2.29
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3)

HELPFUL TIPS

R
3
LR

The approval or rejection of requests, will not send e-mail notifications, because of this, the user
should follow up the requests he made through the Vendor Request transaction

The vendor already exists for another plant, its data will appear automatically, and we only need to fill
the Purchase Orders email and the currency.
The vendor already exists in our plant, the system won’t allow us to save the new Request

2.1.1.5.Vendor modification

If you detect some error in SAP or need to update the data for the vendors we have in the system, you
need to request to modify it to the Master Data Management Team (MDM).

Remember that to have the data updated is everyone’s work, and we can avoid problems with the
vendor (no PO arrives, vendor does not receive CM notifications....).

To perform this action you must wend the vendor modification template (you can find it in this link
https://nhorganization.nh-hotels.com/content/vendor-modification-request-template) fulfiled to the
MDM team by mail (vendormodification@digitalsharedservices.com).

Please consider these general concepts before starting:
e This template is only to be used with NON-NOMINATED VENDORS, if you need to modify
something from a nominated vendor it must be done via your local Coperama by email.
* The following data cannot be modified:

* VAT number: The VAT number is unique for every vendor in SAP, in case the vendor
modifies the VAT number, we must request for a new vendor and in this case in the
request reason we will select the option 6, indicating the old SAP vendor number.

* Fields in brown: This can be only done by AP dept, so we must do it via JIRA

Steps to fulfil the template (Figure 2.30)

1. Download the template

2. Fill the mandatory fields (in grey)

3. Inthe template ONLY write the data you want to modify and paint it in red.

4. The columns in brown cannot be modified. Please remember there are some data that cannot
be modified, as explained before
Save the template and send it to the MDM team
vendormodification@digitalsharedservices.com
6. In case of modifying the Bank account, it is mandatory a to attach in the mail sentto MDM team

a PDF with the bank account data and account holder. (Otherwise, your request will be rejected)
7. You will receive a mail back with the URN of this request, keep it in case, you need in the future.
8. The MDM team will proceed with the modification or answer you in case any problem or extra

o

information.
A , @ /
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Figure 2.30

2.1.2.Materials Master Data

2.1.2.1.Materials intro

Materials in SAP are only used to create PO so they must only be available for MM vendors. The
Category Tree is a file where the Administration department defines the accounting impact of the

different material hierarchies in the accountancy:

o Defines in which warehouses are allowed

o Defines in which expense account impact the GR
o Defines if the hierarchy is stockable or not
[ ]

Shows the generic materials you can extend to avoid request new materials

The Category tree is always available and updated in the following link
https://nhorganization.nh-hotels.com/content/sap-mm-category-tree-and-generic-items

2.1.2.2.Searching for materials

Before requesting any material in SAP, please ensure if it does exists in the database, so we
recommend the use of transaction /CCSHT/MM_INFORECORD or to check the Category Tree.
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2.1.2.3.New Material Requests

SAP Transaction: /CCSHT/MM_MAT_REQU
For all vendors registered in the system, you can request new materials/products or services to MDM
through the transaction “Material Request Management”.

Like in the “Vendors Request Management”, the system allows in the initial screen to enter a filter to
manage the existing Requests.

At the bottom of the screen, you can make use of search filters, in case you want to consult the requests
already made.

New Articles Request
& (D
| Organization Data
=
Plant ) to
o — —
Sales Organization to
| Request Data
1 |
M. Request to
| g —— | e —— |
Date 29.07.2024 to 28.08.2024
Request Status [
Figure 2.31
) . . . “* ” I:T-‘.
If you don’t want to use a filter. Go directly to the option “Execute” “#" to go to the requests screen,

where you can see all the requests made and their status, you create new requests by clicking on
“Create” L] (Figure 2.32)

New Articles Request
NATES AN B /m QrDuphy | [DiRequest Ressen  [D\Rejection Rewson: | 3 Disgly Product Radge

Leved 1 - Allows managing New Requests

| @ Request Sent | o Request Processed Correctly | I Request Processed With Enors | £ Reject Request | g Request pending Gama |

Sel 1D Status N Request Tent Ermor Mess Plant  Name 1 Material Growp Desc. Prod.heer. Materadl Vendor Material Nurmber

oA 402785 1006  IT12 ANANTARA PALAZZO NAIADI R WINES 020605 58562
A aums 1039 FRDY NH PARIS GARE DE L'EST DAIRY PRODUCTS 010606 53058
A 432784 1006 IT12 ANANTARA PALAZZO NAIADI R WINES 020605 87908
TA am Q039 ESO1CS CORPORATE Otro Serv Cons 054401 CONSULTORIA
WA 432782 1006 IT12 ANANTARA PALAZZO NAIADT R AMLCOHOLIC BEVERAGES 020706 489606
WA sum 1006 [T12 ANANTARA PALAZZO NAIAD! R TEMPORARY STAFF 051301 30
WA 432780 0663  PT0S TIVOLI MARINA VILAMOURA  REP SERV DTHER FAC 052501 PLUIRSS3
VA 43279 0663 PTO5 TIVOLI MARINA VILAMOURA  REP SERV WAT TER FAC 052401 PUMAIRSS

| g G 4% 0327  ES10NH COLLECTION CONSTAMZA  Almentacén seca 010511 FRIN12

Figure 2.32

The New material Request screen, the data is divided in three blocks
Request data

Material data

Purchasing information
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Request Data block (Figure 2.33):
Request Data
Num. Request
Status
i | ]Ce I 1
Material Reference il _IQ
Referenc.Mat.Desc
Material Type = -
Figure 2.33
Num request: This is the code number of your request and will be created once you
have saved your request.
Status: Once saved, indicates the status of your request.
Material Reference: Only to be filled for material extension Material Extension
Material Reference Description: Only to be filled for material extension Material
Extension
Material Type: 4 digits key that indicates the type of products/services, to continue the
request you must choose from the following ones:
= 0001 Food
= 0002 Beverages
= 0003 Packages
= 0004 Non-Food-Products
= 0005 Non-Food- Services
Do not use the codes 0097, 0098 and 0099 these concepts belong to SAP TMS for
POS.
Once selected the material type, the field Plant and the rest of the blocks (Material Data,
Purchasing Information) of the material request will appear (Figure 2.34)
Plant: Enter your hotel's SAP Code

A

ANANTARA

Figure 2.34
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Material Data block (Figure 2.35):

Description ™
Base Meas. Unt ™
Material Group

Prod.hierarchy ™~
Mat. freight grp

Figure 2.35

ANANTARA

Description: Material Name to be registered in uppercases and with ho more than
100 characters it must follow the SAP Style manual 1.2.3 Materials
https://nhorganization.nh-hotels.com/content/sap-style-manual

Base Unit Measure: Minimum divisible unit of measure in which the material’s stock
will be counted.

Material Group: No to be fulfilled, automatic field.

Product Hierarchy: Third level of the hierarchy or category of the product within the
Material Group and Type of Material previously selected. How to fill it.

Step 1 Choose from the drop-down list the Main group, click in next level to
towards to the next level Figure 2.36a

Main group

01 rood

02 Beverages

03 Packs

04 Non Food-Products
05 Non Food-Services
89 Tmsforros

% ™atorpos

Figure 2.36a

Step 2 Choose Group and click in next level to move towards to the next level
move towards Figure 2.36b

Boverages 02
Group

0% water

02 Juices & Nectars

03 soft Drinks

D4 Other Non-Alcoh,Bev,
05 beers

08 Wines

Figure 2.36b
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Step 3 Last level to choose the subgroup and click in choose to finish. 2.36¢

o & D A e SO, sod

Baverages
Beers

Subgroup

Figure 2.36¢

Mat. Freight grp: No to be fulfilled, only applies to Colombian vendors.

Purchasing Information (Figure 2.37):

Purchasing Information

Vendor

s —
L JQ

Vendor Mat. No. [
Order Unit [

Currency

™

Annual purch.volume [+

Tax code

™

Valid From 4 to ™

Price

A

ANANTARA

Figure 2.37

Vendor: Indicate the vendor code for which the product is requested. You can always
=

use the searching tools if you don’t remember the code. Click in the button 2 a new
window will pop up in where you can search the vendor code. Once selected the vendor
code SAP will display the vendor's name, please check the vendor's name to avoid
error

Vendor Mat. No: Vendor internal code for the material. It is critical to contact with the
vendor to get the real Vendor Material Number (VMN) and inform it in your request,
avoid N/A and .

Only in the exceptional case you confirm that there is no VMN, you must create a
dummy VMN with the following rule:

3 first characters of the SAP mat description + 3 first characters of the SAP mat
description

E.g. For material with description: CHICKEN BREAST 200G dummy code will be
CHI00G

Order Unit: Unit of measure in which the vendor invoices the goods.

Conversion: In case your Order Unit differs from your Base Unit, SAP will request you
to enter how many Order Units equal to how many base Units.

Currency: Currency in which the order must be placed to the vendor.

Annual purch. volume: Estimated annual purchasing volume.

i
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Tax Code: Select from the list the corresponding tax code that applies to the item,
according to your vendor. Clicking on the field “Tax code” the user sees the list with all
the taxes, it is no possible create a list per country. So, the user sees all the taxes for
all the countries

a7

%

To avoid errors when selecting a tax code you can create your favourites list for tax codes.

When clicking in the search button

Tax code { @
-
You must filter by your purchase organization to list only the tax codes that apply to your hotel and

click accept button
15 Vhs o wwivochos s (1 i bl %]

- Beancoow
(o o)
Tox tole
Hae
Oesirprss
Masrna~ fe of rits o0
\
&=
| r
vIBRE S 8. x
Py Tu Aot Description

0m
ACOL AD 0,00 VAT INFUT SERVICES T4 REVERSE CHARGE #%
00 A 0,0 VAT INFUT GOODS EU REVERSE OURGE 10%
ADOI SE 250 DOEINWIT GOODSISERVICES 2.5%
DO SA D00 G INUT OO0/ SUNICES 0%

Figure 2.38

Once the list is deployed you can select the tax code you want and click in the button "2 to enter

in your favourites list.
B e T

= croy S—
jv B8 d =
[eth, T
11x Amoust Description
IA0 GO0 VAT INPUT CU REVERSE CHARGE GOODS 16%
It 600 AT INUT DaMeT
156 600 VAT INWT D%
IS5 7,00 VAT INNIT 7%
N P00 VAT INUT 10 %
31 Urtres Sourdd

Figure 2.39
Next time you enter in the search button only your favourites will appear.

N

k3 T

VIORR R Ow. 1]
Purch, Orgenaebon: OEOL

SI 7,00 VAT INPUT 7%
[ 50 VATINUT S%

Figure 2.40

—

@)

In case you want to see the rest of the list you can click in the button. =+
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Valid from - to: Indicates the time lapse in which you need the material to be available
for purchasing.

Price: Price of the order unit. Leave in blank if you need the price to opened, in
nominated vendors despite you leave it in blank the price can be fixed under Coperama
instructions

After all fields are completed click "Request Reason" Fi , (figure 2.41) enter a short text explaining the
reason why the material is requested. It is mandatory to provide detailed information about your needs
and why did you select the current material’s Hierarchy to enable the Procure to Pay Department/ MDM
and Administration to evaluate your need.

1 '— 21 ﬂl L‘E

Material nesded for new sesson menu in the Gourmet Bestausant
Higher guality of the already exiscing ones

Figure 2.41

If after having finished your request, you realize of a mistake, you can restart clicking on “Delete Values”
1l Delete Values

=] save Request

Click on the button , the registration is saved and send to the Procure to Pay
Department / MDM team.

In case that SAP identifies a material with a similar description, a pop-up window will recommend you,
its use. If it suits your needs, please check in transaction /CCSHT/INFORECORD and select it once
checked, instead of requesting a new material.

[= Information x

0 Materials with similar description already exist.
Verify materials before creating the request .

Figure 2.42
[S New Articles Request
I Material Material description I
I:' 02004184 GIN HENDRICKS 0.70 I
|
V@
Figure 2.43
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All requests are visible in the initial screen “New Materials Request”, where the user can see the status
of the request.

Request Sent (Pending of i Processed Correctly
approval) (Approved by Purchasing)
= Rejected Processed with errors. In this
: (Not accepted by ' case, Purchasing will supervise
purchasing, the reason the information could fix the
could be consulted) error or reject the request.
HELPFUL TIPS &)

It is no necessary to request a material anytime you do not see the specific material in SAP because
maybe there is a generic material, and you can use it and modify the description (generic item list is
available in the Category Tree

It is mandatory to request a specific material always if it is an F&B material or other inventoried items.

2.1.2.4.Material Extension
SAP Transaction: /CCSHT/MM_MAT_REQU

Transaction is the same as for new materials, the only difference is that in this case we already have
an SAP material already created.

Like in the “New Material request”, the system allows in the initial screen to enter a filter to manage the
existing Requests.

At the bottom of the screen, you can make use of search filters, in case you want to consult the requests

already made.

I
If you don’t want to use a filter. Go directly to the option “Execute” @ to go to the requests screen,
where you can see all the requests made and their status, you create new requests by clicking on

“Create” L] (Figure 2.32)

New Articles Request
DATES BE A B[ Doose | ooty goouty  [ARequstReson  [SRejctan Resson £ Dapley rodet i

Leved 1 - Allows managing New Requests

| @ Request Sent | o Request Processed Correctly | B Request Processed With Errors | £ Reject Request | gl Request pending Gama |

| Sel 1D Status NRequest’ Text Error Mess Pt Nome 1 Materal Group Desc. Prod.hier. Matene Vendor Materil Number
| oA qums 1006 IT12 ANANTARA PALAZZO NAIADL R WINES 020605 58562
\ OA 4 1034 FRO4 NH PARIS GARE DE LEST DAIRY PRODUCTS 010606 53058

WA a7 1006 712 ANANTARA PALAZZO NAIADI R WINES 020605 47908

A 4ums 9039  ES0LCS CORPORATE Otro Sery Consuk 054401 CONSULTORIA

A 432782 1006 [T12 ANANTARA PALAZZO NAIADI R -ALCOHOLIC BEVERAGES 020706 489606
\ DA M 1006 [T12 ANANTARA PALAZZO NAIADI R TEMPORARY STAFF 051301 3
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Figure 2.45

The New material Request screen, the data is divided in three blocks

Request data

Material data, this block will be fulfilled.

Purchasing information

Request Data block (Figure 2.46):

Request Data
MNum. Request
Status
Material Reference
Referenc.Mat.Desc
Material Type

Figure 2.46

Num request: This is the code number of your request and will be created once you
have saved your request.

Status: Once saved, indicates the status of your request.

Material Reference: To be fulfilled with the SAP material number you want to extend

Material Reference Description: In case you know the exact material description you
can use this option, but we recommend using the Material Reference field

Material Type: Automatically fulfilled when filled Material Reference field

Plant: Enter your hotel's SAP Code

Material Data block: Will be automatically fulfilled when entering the material Reference (Figure
2.47), fields in this block will appear in blue and cannot be modified.

Material Data
Description
Base Meas. Unt
Matenal Group
Prod.hierarchy
Purch. Group
Mat.freight grp

EXTERNAL TRAINING NO VAT

Figure 2.47

Purch Group: No to be fulfilled, only applies to Colombian vendors
Mat. Freight grp: No to be fulfilled, only applies to Colombian vendors.

Purchasing Information (Figure 2.48):

wakiana AVANI
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Purchasing Information

Vendor j{l

Vendor Mat. No. Ed

Order Unit Ed

Currency Ed

Annual purch.volume Ed

Tax code Ed

Valid From Ed to [

Price

Figure 2.48
Vendor: Indicate the vendor code for which the product is requested. You can always
T
use the searching tools if you don’t remember the code. Click in the button 2 a new
window will pop up in where you can search the vendor code. Once selected the vendor
code SAP will display the vendor's name, please check the vendor's name to avoid
error
Vendor Mat. No: Vendor internal code for the material. It is critical to contact with the
vendor to get the real Vendor Material Number (VMN) and inform it in your request,
avoid N/A and .
Only in the exceptional case you confirm that there is no VMN, you must create a
dummy VMN with the following rule:
3 first characters of the SAP mat description + 3 first characters of the SAP mat
description + 2 last digits of the SAP material number
E.g. For material with description and mat number 02123456: CHICKEN BREAST
200G dummy code will be CHIO0G56
Order Unit: Unit of measure in which the vendor invoices the goods.
Conversion: In case your Order Unit differs from your Base Unit, SAP will request you
to enter how many Order Units equal to how many base Units.
Currency: Currency in which the order must be placed to the vendor.
Annual purch. volume: Estimated annual purchasing volume.
Tax Code: Select from the list the corresponding tax code that applies to the item,
according to your vendor. Clicking on the field “Tax code” the user sees the list with all
the taxes, it is no possible create a list per country. So, the user sees all the taxes for
all the countries
Valid from —to: Indicates the time lapse in which you need the material to be available
for purchasing.
Price: Price of the order unit. Leave in blank if you need the price to opened, in
nominated vendors despite you leave it in blank the price can be fixed under Coperama
instructions.
A , i /
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WANT TO BE AN ADVANCE USER? 49‘

To avoid errors when selecting a tax code you can create your favourites list for tax codes.

When clicking in the search button
rooer
("

Tax code

You must filter by your purchase organization to list only the tax codes that apply to your hotel and
click accept button

(| |
'[Mw g (S ]
T ol
Rae
Desoprsn
| Mavrman bz of tits 000
1
@
= = b
v BRks e, 1
POvy Tn Aot Description
0m

ADOL AD 0,00 VAT TNFUT SERVICES TU REVERSE CHARGE #%

AD01 AD 0,00 VAT INFUT GOODS EU REVERSE OUARGE 19%

AD01 SE 250 DGR INAUIT GOODSISERVICES 2.5% -
ADOI SA 0,00 G INUT GOOSY SERVICES 0%

I AP AN L St L AR A

Mare than 5000 ret agtom

Figure 2.49

Once the list is deployed you can select the tax code you want and click in the button Jj@ to enter
in your favourites list.

A GO0 VAT INAIT EU REVERSE CHARGE GOODS 6% i
9 G00 VAT INPUT DaMPT
S8 6,00 VAT INNIT D%

0 AT INNIT 7% —|
{8909 VAT iUt 10.7% .|

Figure 2.50
Next time you enter in the search button only your favourites will appear.

TO Yax en s thines de [20%

_A—
VIORRRO®] 1]

SI 7,00 VAT INPUT 7%
S50 VAT INUT 3%

Figure 2.51

After all fields are completed click "Request Reason" [ , (figure 2.41) enter a short text explaining the

reason why the material is requested. It is mandatory to provide detailed information about your needs
and why did you select the current material’s Hierarchy to enable the Procure to Pay Department / MDM
and Administration to evaluate your need.
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Figure 2.52

If after having finished your request, you realize of a mistake, you can restart clicking on “Delete Values”
1l Delete Values

_ =] save Request R
Click on the button , the registration is saved and send to the Procure to Pay

Department / MDM team.

All requests are visible in the initial screen “New Materials Request”, where the user can see the status
of the request.

Request Sent (Pending of v Processed Correctly
approval) (Approved by Purchasing)
2= Rejected Processed with errors. In this
= (Not accepted by [%]' case, Purchasing will supervise
purchasing, the reason the information could fix the
could be consulted) error or reject the request.
HELPFUL TIPS &)

It is no necessary to request a material anytime you do not see the specific material in SAP because
maybe there is a generic material, and you can use it and modify the description (generic item list is
available in the Category Tree

It is mandatory to request a specific material always if it is an F&B material or other inventoried items.

2.1.2.5.Material Modification

If you detect some error in SAP or need to update the data for the materials you have in the system,
you need to request to modify it to the Master Data Management Team (MDM).

To request the modification you must send the Inforecord template fulfilled to the MDM team by mail
(materialmodification@digitalsharedservices.com ) you can find the template in this link
https://nhorganization.nh-hotels.com/content/material-and-info-record-modification-request-template

Please consider these general concepts before starting:
* This template is only to be used with NON-NOMINATED VENDORS, if you need to modify
something from a nominated vendor it must be done via your local Coperama by email.
*  The following data cannot be modified:

A @
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+ Base unit: The BASE UNIT is the unit we use for inventory and once the material is
created you cannot modify it, if it is not correct, you must request a new material and
inform to block the wrong one

* Hierarchy

Steps to fill the template?
1. Download the template
2. Go to the Inforecord transaction in SAP (/CCSHT/MM_INFORECORD)
3. Select | (o) Display all Agreements |
4. Filter with the data you want to extract from SAP to paste it in the template, you have different
options:

1. You can fill the vendor SAP number if you want to modify several materials from a
vendor

2. Fill the Material Number if you want to modify only one material

3. Select several materials if you want to modify several materials ever from different
vendor

View Information about registered Records Info
® %

Degheay Plant Agreements
» Deglay al Agreemants

Duplay of Agreements
Purchasng Orgarzation to T |
Plant
Material Group w0 3
Product hesarchy to 3
Vendar Account Number w s
Matesiel Number }o
Date g pa - e r g

Ondy xpred Agreements
Only plant-spechic

Figure 2.53

4. Execute the transaction
5. Once you have executed the transaction, select the complete file, colour will change to
orange and copy (CTRL+C)

Check (nformation abaur infa Recards

— Ve T D Dt gt

|
2
3
i

A TR M e

s

s < B o - i
— A e e e 30 e
: Mol G mn lethem iR (R Ix . e
- B o S N R e 1 i
8 ~a—. (L) LRl LT In [ I - HiLew
e e T R Loc-2¢ T
) O e e = S iLane
T e et R s o 1E e
: e L A AT 1370 e
: R o T e T
, e e e o 180 e
b i ) wway N A L= AN ) -
— P S R =1 T e
T R A g 2 T
. oy~ - A L =2 R
, g~ R oo i-a- T
- % e S -t = Ll o - i
A . B s (A ko
B B o e T B e 10— b LR ey JIirome
e o B e i S et Y - S e - Bk E- i

Figure 2.54
6. Go to the template and paste the selected data in SAP, please paste it (CTRL+V) from

celll 5
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A Sesoncn Fa sl Bm e oM ERRRE

Figure 2.55

7. In the template, modify the data you want to modify and paint it in red, the columns in
brown cannot be modified. Please remember there are some data that cannot be
modified

ot 15 be et Ted. Trome rEarnd in Bewws Codor ot ( Mt e

NVabrogl
| ~ _' y I Dvder DO I e L Covwen
MR ML 1PCMI A RS Iavivineg ] X . i s
WOHEN P Ean FRUTE Sl e SvREEIET) 10 i W |

Figure 2.56

8. Save the template and send it to the MDM team
materialmodification@digitalsharedservices..com

9. You will receive a mail back with the URN of this request, keep it in case you need in
the future.

10. The MDM team will proceed with the modification or answer you in case any problem
or extra information needed.

2.2. Procurement Execution (Purchase Orders and Goods Receipt)

S

CHECK THE PROCESS

Important: To have the complete information, please review the Opex Purchase Order
Management and Goods and Services Receipt Management

2.2.1.Purchase Order Execution

SAP Transaction /CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
You can place orders through the TMS screen in the transaction “/CCSHT/PO_ASSISTANT -
TMSforMM Order Entry Assistant”.
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T
KEY TASKS =

Remember that for vendors integrated in the Coperama Marketplace Platform. Orders are done via
this platform, and you can access via the transaction /CCSHT/PO_ASSISTANT and clicking in the
button that appears when you fulfil the plant and the warehouse.

mﬂﬂmmmt
NOZ & w4
Date/Divy.date :04.09‘2024?)
P.Order type NB -
Plane/Destnat. 0094 | :_@‘]

Figure 2.57

For further info about how to make order via Coperama Marketplace Coperama Marketplace Training
Tool

In case you have logged in with a Generic User in SAP, you must identify yourself with your TMS user
and Password.

SAP
Date/Divy.date 4 / Se
4
Plant/Destnat.
negative PO
 MHerarchy |
TMS User
| 55
pmd IR R R R R EEEEEN)
|W_Contrue | X Cancel
-
Figure 2.58

To place a new order, in the upper part of the screen (Figure 2.59):

TMSforMM - Order Entry Assistant
(YO 2 & g
Data/Divy.date :{)4.09.2024"9’~
P.Order type NB
Pant/Destnat. 0094 ¥4 ! mh
Figure 2.59
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Date: Date when the order is being placed (today as default).

Date of Delivery. Date when the goods are expected to be delivered. It is predefined
but it can be changed to the date you want, restrictions due to vendor delivered can be
applied. Once filled please click ENTER so SAP can recognize otherwise SAP will not
identify

Plant/Destination: SAP Hotel/centre code and SAP warehouse code where the order
will be done. After entering the Plant and the Warehouse it is necessary to click on
“Enter” so that SAP can recognize the value. You can use in both fields the searching
button to search by number in case you do not know the SAP codes as shown below:

Figure 2.60

Once the header has been filled, we can continue by clicking on “Search” lﬂ‘ All articles available
for purchase appear in the window.

To speed up the search, you can filter the results before clicking in the binoculars.

On the left side of your screen, you can select the hierarchy of the article by clicking « Herarchy 'where
you can filter by one or several hierarchies or filter by vendor, you can type the number, or the name of
the vendor and a new window will pop up with all the vendors available for the plant that includes the
data entered.

Herarchy || Search
Vendor C oy
’ 01 Food
’ 02 Beverages
’ 03 Packs
’ 04 Non Food-Products
’ 05 Non Food-Services
* [B) (197 TMSforPOS
» 99 TMSforPOS

Figure 2.61
The more search criteria entered, the more accurate the results at the bottom of the screen will be.

All criteria introduced will be added, so in case you want to make a new search, clear all the data
previously entered with the option “Clear filters”  Clear fiters |,

All materials that match your filter criteria applied before clicking in the binoculars and available for your
plant, will be shown at the bottom of the screen and you can scroll down or lateral to see all the available
info.
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Figure 2.62

You can filter the results in the tab Search, and the results can be filtered by Vendor, by Material or by

Vend. Mat. (Vendor material Number).

Hemd’y ('.m.l 1

[ |
Vendor

Material
Vend.Mat.

Figure 2.63

These are the fields that you can find in this screen (Figure 2.62):

SLoc: Storage Location. Shows the warehouse where the goods are being ordered

Sel: Checkbox that will be flagged automatically when entered the quantity
Vendor: SAP Vendor Code

Name 1: Vendor Name

Material: SAP Material Code

Vendor Material No.: Cod of the vendor material
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Total Stock: Theorical stock (last stock + receptions done) available after last inventory
executed, not real stock in the hotel. By double clicking you can see the detail of stock at all the
warehouses with movements for the selected material, as shown below:

VR RV B B e ) D D o = vet | Bhoew seree

b v e e verd  Mtew deerptee Quastty POt P e haw L .-.1

| Cise Swentigtise Meserrtacstedl Juaer 12 Yeenefer B
; 4 - . —

v AT RRT -~

Figure 2.64

Material Description Long: It shows SAP material description. In case it is in colour white the
description can be modified.

Quantity: Number of purchase order units (to be entered by users).

OUn (Order Unit): It is the unit of measure of the purchase order, it is how vendor handles and
invoices the goods.

Net price. Price with 2 decimals. In case the item is a negotiated item, the price will be fixed and
cannot be modified. On the contrary, in case the price is not negotiated, it will be in blank and
must be entered every time the item is purchased. By double clicking you can see the detail of
last purchases done of this item with the price purchased, as shown below:

| | | | |
|tnte Bec, [Pus. Bec. | Itesm|Cat|Flot|#Ceg| 5O Date | Nt ;x::-‘
+ 4 + + 4

T N '
bor| QFG| Crey Frice Mot 5 Qezy Suancity
+ + + . i " 4

: I |
FIOOSETAN | AB0SEITIO [ M| | {waoe| $,2034 7,33 lev [eom
HA00SETASA | AB0CRENNIS | @[ o |o2:nfmzosf 2034 32 t for [z
BRO0ETAN AGOSE0RRLY (© 800 |ozis|msos) |

5100‘.‘..1...’“(!70’0' 0| | j.‘ 13 e a4 ¢ ‘ | s
SRODSETEN | SSESTEON (1 @00 |oz:e|mzosfiy.ce 20ie o
BI00GET4IA | AGOEEEEA0 | 00 { w09 few [aem

S300%ET4NE | AR0ESI9T48| N0
5300567434 (A50€530825 | 40|
A300267434 | 43063236063 | 40|
S300SE7434 | 4SCESTIA8A | 10)

LS
]

i
»

Figure 2.65

Per: In case the net price has more than two decimals, as SAP do not allow more than two
decimals, we will use this field to put more than two decimals. E.g.: Net Price 12,256
In the field Per: we will see 10, then the net price will be 122,56

Tx (Tax code) Shows the tax code assigned to the material with its vendor_Price: Price of each
Purchase unit. It may have until 5 decimals. If it is negotiated by procurement, it will be loaded
by default, otherwise it must by entered by users while ordering.

¥ Net (Net Value): it is the total amount of the order material (Quantity X Price).
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Equal to: It shows to how many “Base Units” equal the PO units indicated in the Denominator.
BUn (Base Unit)._It is the unit of measure assigned by NH for inventory purposes.

Product hierarchy: Shows the material’s hierarchy code.

Description; Shows the material’s hierarchy description.

Inforecord: Shows the contract’s code that links the material with the vendor.

Minimum order value: Is the minimum value that vendor can sell/delivery. (Doesn’t apply for
goods returns).

R. Profile (Rounding Profile): This means that vendor only sells the material in multiples of this
number. (Doesn’t apply for goods returns)

HELPFUL TIPS @

It can be difficult to understand the “Rounding Profile” and “Denominator/Equals to” fields, so please
find below some easy examples:

/ Example 1 The naor deloye vl iy 2= by box af 24 Ki \
"
‘ y,
/ ok d liy t £ 24 ur . { \
n i — .
pRRRRRA [..wmgpl : }
gRRRRRRE

Denom. (Denominator): Indicates how many “Order Units” will be converted to Base Units.
Subrange (Vendor subrange):_items will be flagged in case vendor has a subrange catalog.

Free. This check box must be marked when vendor won’t charge us for the goods, for example
in a promo. In the case of promos by the vendor, choose products free of charge; select the

option "Free" | Fr&& [in the line above or below the product to add it to the order.
There is the possibility to request two lines of the same product, for any promo that the vendor

offers. In this case we must indicate how many units we are going to pay in one line, and how
many units are for free in a second line.
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Return item. This check box must be marked for Negative POs. Negatives orders functionality

Minimum order Qty: Is the minimum quantity that vendor can sell/delivery. (Doesn'’t apply for
goods returns).

Price: Net price of the items with 5 decimals.
Vendors’ Portal: In case it has an X, the vendor is a portal vendor for that hotel

Cost Centre: Cost centre where the purchase will be made

Currency: Currency in which the price is shown.

Once the desired material has a required Quantity and price, it automatically moves to the order area
(on the top of the screen).

© ~ PY - om
TMSforMM - Order Entry Assistant
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L3l WIS NG OOTEOU. BI04 WALt 0 DOUWE EGIRTS MOOCONA DECATE STICX 1,568 -
ooc IS B OOTEOU. BI04 M 0 CONDOMENT DHOCOMELE POCOER J0GR (100} -
L] WA N OOTROU. MowIR TuUnm 0 800 MIFTSUORERSY 0K 408 (1000
[} ™A UL OOTS00. MIOrSeNs i 0 A CORLPCTION SIWES TENERS TION 0,500 J000)
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Figure 2.66

Repeat this action as often as necessary until all the products that need to be purchased are at the top
of the screen.

If by any mistake you select again a material that is already in your order, the PO Assistant will let you

know with a pop-up message like in fiﬁure 2.67

© 1sers TocmO FRESCO © SALADO 1KG abeady

)i
Figure 2.67
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In case it is not a portal vendor, and the description can be modified, you can modify the description
to include the same material in the PO.

If the hierarchy of the material you want to include is not allowed in the warehouse you want to purchase,
it will appear the following pop-up. Check the Category Tree to check in which warehouses that
hierarchy is allowed

[= Information 5%

‘ 1 | Material NH COLLECTION SWEETS 10 KG, with heerarcy
010514, s not alowed for warehouse 8001,

Figure 2.68

HELPFUL TIPS @

v"In case that you need to remove any items added to the order, just select the check box on

the left side and click on the option "Delete item" E‘ (Figure 2.66).

v If you need to provide to the vendor some extra information to be included in the PDF of the
PO, you can use this button | Comments for Vend. |

v' The total amount of your Order is always visible in yellow colour.

v"In case that you selected materials for more than one vendor. SAP will automatically split it
in several orders (one per vendor).

Once the selection of items is finished, the next step is to click on "Order Summary" I@Drder SCIED
. If the order you are trying to place does not reach the minimum amount set by the vendor, the system
will show an alert screen.

[= Information

=

L\t'endor ASCENSORES GA-LO 5.L.U. only accepts POs
with amount higher than 50,00 EUR (current PO:
1,00).

Figure 2.69

On the next screen (figure 2.70), it is mandatory to perform the following checks before creating the
PO:
e Total amount: check the total amount is correct to ensure quantities and prices included in the
PO, are correct.
o Number of orders: Check that the number of orders are correct, in case you have selected by
mistake material for more than one vendor.
e Sloc: confirm the warehouses where the PO will be created is correct.
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TMSforMM - Order Entry Assistant
(5 Create ander £ Verty
Nahes of Orders % Toeal ameurt: 3.640,00 | ®UA

_"‘h F" z.-fl.- r!._' L)

Verdar Name { Hor  Pam Mzl Vend. Mar.  Materal desarptan Long Denom,. BUn Quamxy Net Prce « Net Value Per Uk Oy

J62)  BUNZL DISTRIBUTTION SPAINSL 6001 (004  DA0O03E0 21823 SINGLE SHEET TOILET PAPER TORK PREMIUM 1o 0 13,10 36000 |V 8N

3507 GRAFICAS CALDERON SL 001 00 DAOAZYT - GOAL OOLTS BLOOK MICE COUECTION (S 500 0,5 B0 10 FC R
3.648,00 (313

Figure 2.70

To complete the order, click on "Create Order” @ Create order . The system shows a confirmation
screen with the Purchase Order number (Figure 2.70) or informs you about an error that avoids the
orders placement (Figure 2.71), in this case please review the PO and in case you do not know how to
proceed, open a JIRA ticket to be helped.

[ Documant Ines: Deplay message:

Typ|Ite |Message text

000 |Standard PO created under the nusbaer 3500006403

(o) %r Technicd yrdomaticn || 4 || 3 |[M|[FIRIP|B curent disay vrient |2 At [JB8@ 0 |@ 04 0@ 1 | heo | %]
Figure 2.71

[ Document Ines: Display messages

Typ|Ite|Message text

000 |No instance of object type PurchaseOrder has been created. External r
000 |Purchase order still contains faulty items
000 |Material 01255091 CROISSANT MET ROOMBOTER €0GX70 BRIDOR (EDI Vendor 7

ViR MPEEEESRR© o8 3)A o)@ o)X

Figure 2.72

If the order must go through an approval flow, it won’t be sent to the supplier until the approval flow has
finished. It will be shown in the Messages window “PO 45.... will not be sent to the vendor until being
approved”. According to the Company’s Policy, the approval flow depends on the total amount of the
Purchase Order MM Approval Workflow

'

T x-,.*mu.g- tast
m | PO Yend

CONADPHNYAYRSORAR® e el BTN
Figure 2.73
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HELPFUL TIPS @

v If you want to order the same material for two different warehouses, it is needed to place an
order for each warehouse or order all the quantity together and indicate the corresponding
warehouse in the goods receipt transaction. (See 4.2.1.2.1 Goods Receipt)

v" You can add a comment for each item line. When they are at the top of the screen, select each
line and indicate a comment at the end of each one of them in the field "Comment Line”
Line comnment

v" The user will be in CC of the mail where the purchase order is sent to the vendor, including the
PDF of the order.

v" To check the approval flow, go to transaction ME23N “Standard Order”. At the top of the screen,

o
click on the icon “Purchase Order” g= , introduce the order number you want to see and check
the tab “Release Strategy”.

2.2.1.1.Display SAP Purchase Order

Transaction “ME23N - Display Purchase Order”
To see the details of any placed order, go to transaction ME23N — Display Purchase Order

Here all the detailed information of each specific order is shown. To select any order, click on "Other

2]
order” g and enter the number of the purchasing document you want to see in the pop-up screen:
|'% . Standard PO 4500006415 Created by CARLA BATALLA TORRES

Document Overvew On [ % @t rovew  Mossages [ @llPersonal Setting
({1 Standud PO v as000f e vende 1095 GUPRESCO 8.0 Doc. date (20,02, 2014
\=) Dedvery/lovoke | Conditior] | Tests | Address | Comvrunication | Partnets | Additonal Data | Org. Data | Status
Payment Termm Currercy rum
Paymant n 1,00000
e [
Paymont n i
Pur, Ovder 4500006418
Incoternms
(®is.m A 1| ®)Pur. Order O C Dolv, Date  Net Prco Cur, . Por 0 Mt Group Pt Stor, Locaton 81

{ _I||.l Purch, Requisition RATD 21,05,2014 640800 | CAT PERISHABLE ES10NM ABASCAL KITCHEN

| Other Document || 3¢

Figure 2.74

In case you do not remember the PO number it is always possible to use the search tools by clicking
on this icon:

e o

| Puth Regquetar
!l | Oy Documee || %
Figure 2.75
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I Other Document

Once the document number is entered, click on “Other Document” or press “Enter”

so that you can display the Purchase Order on your screen.

This screen is divided into three sections: Header, Item Overview, and Item. These sections can be
expanded or collapsed based on the user's needs.

eader moving through the tabs in this block, you can see:
o, PO Vendor's Portal 4506647025 Created by NH MILANOFIORI STOREKEEPE

Document Overview On - | 79 1 dY)Pnt Preview  Messages

(] PO Vendor's Pora ~ 3506647025 Suppler 27398 MARR 5PA Doc. date 33,09.2024
['1 Deboery/lnvoce  Condoons - Texts | Address Communkation  Partners Addoonal Data | Org. Data Status l

Payment Terms Corrency EUR
Payment n ( days 0,000 (% Exchange Rate 1, 00004
Payment n 0 doys 0,000 %
Payment n ( days net
Incoterns DOP 'HOTEL

Figure 2.76

The most important tabs are:

Delivery/invoice: Payment Conditions, Incoterms, Delivery details, Currency and Exchange
rate.

Conditions: Conditions applicable to each item line and taxes.

Texts: Any info entered in the comments for vendor field in the Purchase order when creating
a PO.

Address: Order address of the vendor.

Communication: Commercial contact data. If in the field Our Reference appears “COPE” it
means that the PO was made through Coperama Marketplace and in this case the field Your
Reference will have the Coperama Marketplace order number.

Your Reference 05222447
Our Reference COPE
Figure 2.77

Org. Data: Purchasing organization and company code where the order was made.
Status: The amount requested, received and delivered.

Release Strategy: This tab will only appear if the PO approval workflow is triggered. It will
display the approvers set up for the PO, and if it has been approved or is pending or rejected.
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Document Overview Ot | ] 5 T 5rint Preview  Messages || 5 Personsl Setting

E]wm « (4506784270 Suppter 49362 CHEFS CULINAR NORD GMBH & €. Doc. datw 03.12.2024
™ Deheryimoice | Condtors  Tets | Addess | Comeumcaton | Parners | Addtonsl Dets | Org Dete  Stetus _(Relesse strabegy ||

Relense growp "IPO Relesse POS Code  Description Processce Status
Asense Srategy 07 [ROE-H] 1 APPROVER 01 Hotel Marager RALPH MEYER v
Refease ndcator £ Raleased

Figure 2.78

@ Item Overview . . . . . .
Here you can see the list of items/services requested in the PO, including the SAP

code and description, price, material group, and warehouse.

e s St Tent , POQU. DU D, O Nt ot O Ml e Lo 10N
{_hs POMOOCKES PRLATE BOMA UL 129 33 PO DAY PITTUNG TYESAN MELAND COMGRES.  RESTALRANT -
‘:.—,:l‘ LATTE GRAMARCLO INTTAL UMT L L e 22 PO DALY PROCU TTROAM MELAND COMGES. . RESTALRANT w
{_Jo ARTTE GUAN 1,2 GRASST INT 6 L G0 238,08.209¢ PC DAIRY PROOU. 17000 PRLAMD CUMBES.  RESTALMA
{_lv MITLE BN 1T AL MIILIF IO 4 DIe.0rI004 P DAY PIEDIMD 1TOOMN MELEND COMIES. RESTALIWT
L CONT_EXTAS FRAGOL MK S8 4 DA AN P DRY MEUING TT0RNY PELANG COMIES. SESTALIN
|1 210k9e3e COMFEEXTHA MU TTL B Saaan) A B AN, 300 FCDRY PEEDIN TR MELAND COMGRES. MEST AN
‘_!1. 24085425 CONE EXTRA ACEIC Boes. sl K P34.00.303¢ PO DRY FEEDIG TT00M PELAMD COMGRES RESTALRANT

e 41089434 COM OITAN ¥ RO AARE T80 2 22a.00.203¢ P DRY PEEDRIG TTRM MELAND (OMRES  RESTALRANT
t’_*n. siosyres UVA BICCA SO TANIMA | MG 2,000 3 34,0k,2024 WU DAY PEDING - TTEA MELAND COMNGES.  AESTALRANT
1:.“"“ CIOCC POMDENTE JAIM § NG IPC BI4.08.2004 PO MY PIRUUAG TYRSAMN MELAND COMGRES. RESTALSANT
{_[kw0 LATPERAMD M FIE ASETTO 0 6 N T 2e.0%.20 PCDRY FIEDING TYDBAS MELANG CORGRES. AESTALRNRT
’A#‘LZ" MIN CECTSSWT NOCICALIDN4008 SN B24.0%.200¢ 1%, 306w < roan TIPORM PRLAND CIMITES.  RESTALNAN

190 MM CROLSSANT UMD 1MIKAE S I TI0.00.300¢ 2%, 10K " oo 1T PELEND COREIES. RESTAURWNT
%u-» TOMYD PALMLE FLONE DeC. WY NOKE B3N 0N, 300e Mo NI RIS 1IN LAND COMMES SESTaMn
_‘nm CAROE Saain 1) &Y S 00N mae 08,30 Wizewm MO PERISLE - TTO MELAND COMGRES. REST AR
0 11270167 UM CROISSMNT FLBR 5616 & 2V p34.00.3004 LO%, foxee | o PR TTI0N FELAND COReGRES RESTALRANT
‘—4."" QIATI8L8 FUL_TOANO FAOCCIMRGWTE. S 317000 > 24.00.203¢ M o & M PERIRSARLE - TN MELAND COMERETS  RESTALRANT

Figure 2.79

Item Detail
@ =m e Here you can see the different data of the material by navigating through the different
tabs figure 2.80. You can move from one material to another by clicking the button 'A' or by expanding

the list of materials and selecting the one you want as shown in figure 2.81.

B | By - - -
| Mot vt QuastresiVingfws Doy Schechn | Debory | Ivowen, | Coeettrne i rihens Qe Matary. | Teots | Dvbwery tekyemn | Cortimorsen | Cortmn Corert | Retd_ |

Figure 2.80

[ (50 1 01089437 , CONF EXTRA FRAGOL BARNESABXZ8G
[ 60 ] 01069438 , CONF EXTRA MIRTIL BARNES48X28G

Id( 70 ] 01089435 , CONF.EXTRA ALBIC BARNES 44X28G
[ 80 ] 01069436 , CONF EXTRA F.BOSC.BARNESABX280

[ 50 ] 01051582 , UVA SECCA SULTANINA 1 KG m": S :,',,f'.','f

rel 100 ] 01051052 , CIOCC FONDENTE ZAINT 1 KG 97,000 roount i LC

[ 110 ] 01053659 , ZAFFERANO IN FILI VASETTO 10 G

[ 120 ] 1085487 , MINI CROISSANT NOCC/CA120X40GS

[ 130 ] 01089485 , MINI CROISSANT BURRO 160X256G §

[ 140 ] 01057078 , TONNO P.GIALLE FILONE DEC. S/V

[ 150 ] DIO7EH7 , CARNE SALADA 1/2 S/V

[ 160 ] 01270767 , MINI CROISSANT BURRO 25GX160 §

[ 170 ] 01271818 , FIL. TONNO P.G.OFC (SB)GARZ. SV

R 3

Figure 2.81
The most important tabs are:

Material Data: It will display the vendor material number, material group and EAN code.
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Quantities/Weights: It will show the order unit and the conversion, if it exists, between the
order unit and the base unit.
Purchase Order History: it is possible to see if the Goods Receipt of each selected material
has been already done and if this has been already invoiced or has any associated Credit

Memao.

Account Assignment: Only available for non-stockable items, you can see the GL account to
which each material is assigned, as well as the Plant and Cost centre

2.2.1.2.Print Purchase Order

From ME23N “Display PO” or in the attachment of the mail the user receives when making an order
you can display the PDF sent to the vendor or print it if needed for internal use.

In ME23N Click on GPrint Preview option and a new window will pop up. Select the ZNEU message.

5
You can preview the document clicking on or directly print the pdf in print options.

Docurment Overvew On [ 2 @& QI Glomt Preview | Messages [l 8 Parsonal Settng

@ Standard PO v 430084012¢  Vendor 3799 ALGORA WESOLOWSKL B | Do dets  20.01.201¢

T Heaser

™= som Matew Short Text PO 0. € Dedv, Date  Met Pece Cart,.. Per 0. Mat) Group Pt
i__,if LEGAL CONSULTANCY € 16, 00008 1 PCLEGAL CON . ESDINH NACIOMAL
|_:‘: OTHER LEGAL ADV! 10,0008 1 PO LEGAL CON. ESOTNH NACIONAL
{02 LEGAL COMSULTANCY 2 000, 22T PO LEGAL CON . ES0INM NACIDNMAL

|

f-— Message type Hama Croated on Croated 3t Processstatus Transm Med. D
- NEY Purchase ode 20012018 12:1942 0 s -
;- e Purchase o1dwr 20,01,2016 179942 0 [ °
-
|
|
|
m
!
o =z
B ) )
L
|
2 v pret Opeom
en —

Figure 2.82

2.2.1.3.Purchase order templates.

You can create templates that allow you to save a list of frequent requested products in "Orders Entry
Assistant”. You only need to enter the new quantities every time that you use them to place a new order.
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To create the template, select all the items that you want to add to your template as you were going to

T
make a regular PO, before clicking on Order summary button, click on "Save Template" "B on the
menu.
A new window will pop up, in this window you must define the name of the template.

Template Id
Template w/o qty.

][]

Figure 2.83

To access your saved templates, click on "Use template” "5 and select from the list the one that you

i)

want to use to place a new order. Once you've selected it, you must click on "Use template

Pre-order
Creator user 100000113496
Pre-order key b i
lé]@l GO (R e ) L EH) =
User Name Vendor Material
v/ 480 BEBIDAS 100000113496 20.02.2014 [490]1995 01003835

Figure 2.84

By selecting a template, you will see the total list of products that are in that template, including the
guantities previously selected. You can place the order with the same quantities, change quantities,
delete items or even add new items of the same supplier as in any regular order.

If you saved the template without quantities, those who are not filled will be removed when clicking

Order summary button, the system will advise you to double check (figure 2.76)

[& TMSforMM - Order Entry Assistant

0 Lines with gty 0. Want to delete them?

I Yes “ No H x Cancel

Figure 2.85

You can also click on the option “Use as Pre-order". SAP understands that this is an unfinished order
that we want to finish now. Once we send this “Pre-order”, it will be removed from the templates Iistl'@

Iﬁ[ﬁlrder =UMMarY | as shown in Purchase

To finish the PO creation, proceed as usual clicking in button
Order Execution
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HELPFUL TIPS @

v' It is advisable to include the date of the creation of the template in the name, so in the future it
can help you to choose the correct one

v" You can choose between either save your template with Quantities (checking the box with an
“X”) or save just the materials and enter new quantities each time you use it.

v If you remove the creator user, you will see the templates created in all centres.

v"In case that your template contains a material, which contract has been expired by Procurement
department, then it won’t be available for purchase, and it won’t appear in your PO Assistant.

v"In case you need to check the PO created, this can be displayed in transaction ME23N

2.2.1.4.Re-use previous purchase documents (orders)

The PO Assistant allows you to use previous orders as a base to generate a new one.

If you want to make a copy of an earlier order, it is necessary to click on “Create order from copy” L_D
at the menu bar. A screen will pop up where you must enter the order number that you want to copy.

o

Purchasing Doc,

Figure 2.86

After entering the order number, you’ll see on the orders screen the total items and quantities of the
previous order. In this screen you can modify quantities, price if it hasn’'t been negotiated by
procurement, add or delete items, just like in a regular order.

I@Drder SLIMMMary

To finish the PO creation, proceed as usual clicking in button as shown in Purchase

Order Execution
2.2.1.5.Modify Purchase Order

Once the order is sent to the vendor, it may be the case that you need to modify or update the Purchase
order in quantity, price (if we had to introduce it manually and it is not predefined by purchasing), or
even add lines, or modify the description of the requested service.

All these actions can be performed through the transaction “TMSforMM -Order Entry Assistant”. Please
see below (Figure 2.78) restrictions that may apply. The system will inform you in case modification is

not possible with a pop-up window as shown.
PAPER VENDOR WEB VENDOR EDI VENDOR

ONLY TO MODIFY QUANTITIES OR ADD NEW

MATERIALS / NO

YES (EXCEPT FULLY RECEIVED/INVOICED)

*IF 1T HAS BEEN RECEIVED OR INVOICED,
THESE MOVEMENTS MUST BE REVERSED IN
ORDER TO RELEASE THE LINE AND MODIFY IT

(WS
NOT THE SAME MATERIAL IN THE SAME ORDER [ | {1 s s s e 5 o st
(EXCEPT FULLY RECEIVED/INVOICED " ’

*IE A LINE HAS BEEN RECEIVED, EVEN WHEN
RETURNED, NO MODIFICATION IS ALLOWED
FOR THIS PARTICULAR LINE.

Figure 2.78
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To modify an order, you must go to transaction /CCSHT/PO_ASSISTANT. You must indicate your
plant/hotel and warehouse, clicking “Enter” after entering each field. Once the plant is identified, select

the option “Change PO” & in the menu. When a new window pops up, enter or search the Purchase
Order Number that you want to modify.

TMSforMM - Order Entry Assistant
[ D) =4
Date/Divy.date 20.09.2024 /
P.Order type NB
Plant/Destinat. 0094 1001 N

Figure 2.79

The PO Assistant shows us the order and allows us to modify it by adding new lines or editing the new
ones.

In case the price of the material is not fixed, when modifying the quantity, price will be removed and
must be entered again.

RESTRICTIONS o

When modifying a PO, only materials assigned to the same vendor can be added.
Items that have been fully invoiced cannot be modified anymore.

Items received cannot be modified in case needed, return delivery must be perform before
modification.

Once that you have done your changes and clicked on Save PO button
Selected materals

A\ 0V, &L L5 B (2 (@ comments for Vend 7]

A £ save PO JF Delete
ISL:M: Sel Vendor Name 1 Materisl  Vendor Materal No, Total Materal descrption Long
|7002 82469 CITRAMAS.L. 02059245 INNARDS 0 ORANGE JUICE S LITERS

3

Figure 2.80

SAP will request you a confirmation:

e —
0 Wodfy P07

¥ v I w [X oo |
Figure 2.81
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If you have selected option “Yes”, then a second message will appear on your screen:
[E Messages for Orders Changed

9 Re-Send Changed Order to Vendor?

I Yes I[ No I

Figure 2.82

This will allow you to select if you want to send the updated version of the PO to the vendor or keep it
internal.

HELPFUL TIPS &)

v" We must be careful when forwarding notifications with the changes to the vendor:

e Sometimes, when the modification of the order is an internal reason of the hotel (tolerance,
incidences) it is not convenient to forward the message to the provider to avoid the
duplication of the PO.

e In cases in which we want to notify to the supplier, we must consider that this modification
must be made as soon as possible, to avoid that the merchandise is already processed or
sent. It is convenient to contact by mail or telephone with the supplier to let you know that a
modification of the order has been resent.

In case that your changes increase the total PO, amount and this applies for a PO approval, the
workflow will be triggered, and this updated PO won’t be neither valid in SAP nor sent to the vendor
until fully approved. The system will inform you as always.

PNADPNYATY SRSt BDe A8 x

Figure 2.83

The PDF will also contain new legend that identifies the order as a replacement of the original document
(figure 2.84), changes will be identified in column | with 3 possible statuses: N: New; U: Updated; D:
Deleted.
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NH PURCHASE ORDER NUMBER 4500008202 NH CALDERON|
- REQUESTER ] [ DELIVERY ADDRESS ] [ VENDOR |
HOTEL GROUP  suarmsasamcs mdesEs i EVI00H CALDERON ASCENSORES GALO S LU
TMENEZ T o EEASIIIINN Do
:r.cun% Ry RAMBLA CATALUNYA , 33 &/ BOTANICA 133
s 20007, BARCELONA 03908 . L ROSPITALET DE LLOBREGAT
HQ_MRCEATNG SPADY DA
< VENDOR COCE 103
L Y
[ TERCHASE GRDERDATE | 02 022911 [ TAxE ST veLioEn | [ CURRENCY | =2
COMDMENT - Ceatracy of 2014
21000721 CONTRATO ASCENIORES 0L 022008 I 100 00000 Pime 1000
0 ENE NGMTO4 L as! | AVENCA MENSAL THYSSENERUTS G220 I 10 0000 Pisie =%
—m = e [m ] 15000 EVR
FAVMENT TEROS WLLING ADDRESS ; TOICE DELIVERY
3% WD NH HOTELES ESPARAL S A NH HOTELES ESPASA SA EL HORARID DE ENTREGA VA AGLT
o< wimag Ky NF ESAssflies POBOX 15387
Vesder) ALFONSO GOMET 32 CAMPOLID
25057, MADIID 1074903 LISBOA / PORTUGAL
TPAN
0081 ELIONN CALDERON
|ToTAL | 19900 EUR [
Dew rgyber. 2 5 sadeury © scihde S0 M purhive order (Schuind & Se deadee of S dcuas) 3 e coregTeiag @roes tad o b sew 0 vel w ol S N orecay Otowrwere MM Cam— prcen
B e w0 W A e et A et Setind of Gus dhlapion ey aply S e anmmany boe O Sagplis
1 e eginces wr e Pt Crfer wed S wame PO smiee carred befme 00 22200420 I 0 ]

Figure 2.84

2.2.1.6.Negatives orders functionality

This type of orders works for the system as a return of item from the point of view of the stock when
the orders is being received. (Inventoried Items: if the material has no stock in the system, the user
cannot make the reception of this order. No inventoried Items: It does not matter if there is or not
stock)

When to use it?

1. The supplier must send a Credit Memo because for any reason the goods are not
in good conditions.
The order has been already invoiced, so the hotel is not able to return the goods
through the transaction 07 Return Delivery because the system do not allow him.

2. The Hotel is going to close temporarily:
The hotel is returning the goods to the supplier and the supplier needs an order number
to send the credit memo to Admin.

3. Commercial agreement with any supplier, discount in invoice (e.g. Diversey: ratio
per occupancy, laundry in Germany Discount 2% for separating linen)

How to do it in the system:
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1. Select the item and click on Return ltem

[AIVRIEY. BN E.EL EEN (2]

Qo Sel Vendar Noame L Maters  Vendor Materad Ne. Tt Matersl desoptan Leng Quartty Ol Net Proe  Per T | Rt £ o
1001 197 GRAFICAS CALDE 09004448 GUAL Massny 0 BUSINESS CARDS HOTELS Nt v 125,00 1%

1004 N7 GRAVICAS CALDE  (M00444%  GUAL COuEy 300 BUSINESS CANDS MOTELS S00UN Lo 0,06 15 vy

1008 JSO7  GRAFICAS CALDE. 04004083 OCALLID 0 WELCOMING CARD MESSAGE N L8 028 10.%

1hne ") FUANMEM P Ranvaud Bral s TP RS W IO AL s w has A

Figure 2.85

2. Do the goods receipt as explain in Goods Receipt
If after making the PO, you try to make the GR, and the item has no stock and if it is an
inventoried item when the system will alert that there is no stock. In this case you will
have to do an Initial Stock Entry

2.2.2.Inventory Management Assistant.

SAP Transaction “/CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant

HELPFUL TIPS @

With this transaction you can perform several actions, once you have selected one to change from
one operation to another, click New'Ll. SAP will ask you the confirmation of change in a popup

window, to avoid losing all unsaved changes in the irevious oieration.

The data not saved wil be lost. Do you want to
continue?

=
[4:]
(5]

_]l Mo “3@ Cancel
Figure 2.86

In case you have logged in with a Generic User in SAP, you must identify yourself with your TMS user
and Password.

TMSforMM - Inventory Management Assistant

TMS User

Password

& Contrwe |3 Cancel |

Figure 2.87
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2.2.2.1.Goods Receipt

SAP Transaction /CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 01 Goods Receipt

After your order has been placed, when the goods have been delivered at our hotel, or when the service
has been executed, the next step is to enter the Goods Receipt (GR) in SAP.

Operaton

103 Stk Transfer Reg

04 Stk Transfer Treat

fe

1:-7 Ratum Dabvery
|08 Subsequent Adjust
:Crg Dsplyy document
{10 Intal Stock Entry

Figure 2.88
The system asks for the plant and warehouse where the Goods Receipt will be performed.

Plant Establishment/hotel where the goods receipt is being entered. (Predefined based
in the User)

SLoc. User Warehouse where we want to search the Po’s pending to be received in
SAP. This field is not mandatory, and it is highly recommended to leave in blank, so it
will appear ALL the Po’s pending to be registered-

Operation 01 Goods Receipt v
Plant+SLoc.User 0113 | &
Figure 2.89
After entering the data mentioned above, click "Search" and the system shows all the orders

pending to be received in our plant.
You have several ways to search the pending orders:

1. Search by order number just writing in Doc field your PO number

Qpastion 01 Goods Recegpt -
Pantaslocuser |001%) [tect i |
Oate doc./post. 05,0201 61/ -‘1.1:;-.;;
Dhvy, note 54

ObserdaDors

[ zs: Jisooosicd ] B cesctren |

» [0 ApECCO TT.S.A. -
¢ (O AUNACENES ELECTRICOS BADALOW,
v O3 ANUEDO MURIOZ MANUEL

Figure 2.90
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2. Clicking on the folder of each supplier you will see all his orders pending for GR:
BERLYS CORPORACION ALIMENTAR!

* (371 4500002149(14.01.2014)

» (31 4500005981(18.01.2014)

» (1171 4500006902(17.07.2014)

» [11714500006999(09.09.2014)

» (317 4500007752(12.09.2015)
Figure 2.91

3. Select the pending order to receive by supplier; by clicking on the tab « You can
search by vendor (code or name), Material (code or name) and Vendor material (code or
name). Or select the Purchase Order from the “vendors with a Purchase order” list.

{8 Clear fiters |

Vendor
Material
Vend.Mat.

Figure 2.92

To start a new search, click on Clear Filters.

Before receiving the items, enter the information regarding the delivery note. In the top left we have the
following fields:

Date Doc. Delivery note date. It is mandatory to enter the real date of the delivery
note in the field "Document date".

Date Post:_Date when the reception will be accounted, should not be modified, only to
be modified in closing dates when next period is still closed.

Dlvy. note. Document/Delivery Note number with which the goods receipt will be
registered. It is very important to enter it as it is on the physical document.

Observations. Optional field for comments.

Operation 01 Goods Recept v
Plant+SLoc. User 0113
Date doc./post. 30.09.2024 / 130.09.202
Divy. note ]
Observatons

Figure 2.93

Press “Enter” and continue by entering the real received quantity per item.
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After the order to be received is selected, all ordered items are displayed at the right side of the screen.
Select the items you want to receive confirming the quantities delivered by the supplier and check the
total amount to be received at the bottom in yellow and bold letter.

penen 03 Uaets Recaet - | Seecet mEmeae
Pt o 543C Lower 001N ‘3001 [

[

tw | S ave Ay

Qua BUs  Quartey

TNt Orter Ve §

Bu=  Met Onder Prace

—
Bivy. nate MROERAGUETTE [TON BeaLYs Ot C are | s
Chneratiom AL000481 EAGAIMADA CREMA MBI PLUS ONG 596G [« C 12,67 | nm
J 00 WDOMDO OWOCIRATE NG 295G P C ‘ 2.0 :r % i s
e e e e 2
Qlooloes PAUNCRA MALTICEREAL O 1000 I C c 1,00 1 no
oc - 3 Onw ey w2
Figure 2.94
v' If the quantity received is the same as ordered, the line is coloured in pink.
v' If the quantity received is the less than ordered, the line is coloured in soft yellow.
v If the quantity received is the higher than ordered the line is coloured in yellow.
v'If aline is not checked in the box, the amount is not considered in the total amount of
the reception.
KEY TASKS ]

v In case the supplier does not deliver an order, or an item and you are sure it is not going to be
delivered later, do the goods receipt entering 0 as quantity and select the check box “Delivered
Completed” so that SAP knows that this item shouldn’t be expected anymore.

! Deliv. Compl.
o]

Figure 2.95
v'In case the quantity physically received is lower than requested and you are sure that the remain

quantity is not going to be delivered also the flag Delivery completed must be flagged.

Next click on the top of the list in the option "Save Document" Il save doc. . After this, the system shows
a message saying that the transaction is posted. The Goods receipt number (document number in SAP)
must be written down on the physical Delivery note

[ Document lines: Display messages

Typ|Ite|Message text LTxt

@ 001 |Material document 5000001512 posted @

IG’U” Technical Information ]@EE}@I&I Current display variant IE Print ]Ii 0 ”f_\, a ”I 1 ” Help J

Figure 2.96
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HELPFUL TIPS @

v" The system proposes by default to receive the same quantity as the one placed in the order. In
case that the unit of measure is KG, the system leaves the quantity field blank, so you can type
exactly the received quantity.

v" The delivery note number is the document number / delivery note with which the goods receipt
must be registered. It is very important to introduce the correct reference in the field "Delivery
note" in the inventory management assistant, following the SAP style manual. This data will be
key to solve possible incidences of type PO Consumed.

v" The unit of measure “PIECE” is indivisible, so it is not possible to receive fractions.

v If the supplier will deliver the missing goods in a second delivery, select all the received goods
and leave this “un-received” item unmarked before clicking on "Posting". SAP will understand
that you are still waiting for this.

v If the received quantity exceeds the tolerance of the order (99,9% by default), the system
displays a warning message (Figure 2.95), and the goods cannot be received:
o Paper or portal vendor: modify the order to increase the ordered quantity and the
approval flow will be triggered again.
o EDI vendor: you must request the Procure to Pay Department / MDM to remove the
tolerance via JIRA

[Er Document Ines: Deplyy mssss(es
Iyp|3ice |Meassge text LIxc
R | 0ot |77 Orsered quanzity excesded by &,05 ES : 01001341 JOIE 1001 @

W& Techmeal formaton |[ ][« |[ | I BIA]F|® curant depsy varant |3 Pt BSR4 o /[@ 1 ][a of@ o H Heb [[%]
Figure 2.97

v' To make massive changes in warehouses, cost centres or mark the check box “Delivery

complete” you have the option "Mass Update""*“*"r"q'355 update . When selecting the lines or

column to modify, click on "Mass Update" and enter the new value in the pop-up window and
execute, as in Figure 2.96

S0 0¥ & . (@ ] (B0 e upate | B save doc |

—J

Materal descroton Qua_ (BUn Quantry BUn  MetOrderPrce  per £ Het Order Vakie F R Oty  Plmt/Sloc | Cost Center #
ABADEIO FRESCO [1KG) 1.0 G XG 1.00 i 0,00 EUR 00161001 4
SACALAD DESALADD [1KG] 3.0 K6 KG 2,00 | 0,00 EUR  OOD1E| 1001 4
BACALAD MEDIAND 20004000 G [1XE] 1.0 G L1 3,00 3 0,00 EUR 0018!1001 4
WWHITE FRESH BIG PRAWN [1RG] 1.0 G NG 5,00 3 0,00 EUR 00181001 4
0.00 R
Data 10 b wpdated
5t Loc. 3!
e
VX
Figure 2.98
A @
' ”

ANANTARA AVANI elewnna oA nH ™ COLLECTION nhow |'|\/( ).l

BUSINESS PROCESSES - OPERATIONS
68




All Rights reserved. No part of this document may be reproduced without prior written consent of Minor Hotels Europe & Americas.

MINOR

HOTELS

2.2.2.2.Return Delivery

SAP Transaction /CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 07 Return Delivery

If a GR has been made by mistake or the goods must be returned to the vendor after making the GR in
SAP, the “Inventory Management Assistant” allows us to do it through the option "07 Return delivery"
operation.

TMSforMM - Inventory Management Assistant

0
o) | e e e
i S — 1) 1) 2] . B
02 Transler (1sten) 5 Motersl Materal desopton
)3 SeK Transfer Req
D4 Stk Transfur Trest
05 Inventory Count
06 Goods lsswe
07 Ratum Debvery
08 Subsequent Adjust
09 Dsply documaent
10 Intal Stock Entry
Figure 2.99

To start the “Return Delivery” transaction, the system requests you for the plant and warehouse
where the returned items are allocated.

Plant Establishment/hotel where the goods receipt is being entered. (Predefined based
in the User)

SLoc. User Warehouse where the goods receipt will be returned

Operation 07 Return Delivery o
Plant+SLoc.User 0094 (8001 @
Figure 2.100

After entering both fields, click on "Search"@. A pop-up window requests the document number in
which you want to make the return or cancellation of the goods receipt as well as the year when the
document was registered. You must enter the Goods receipt number, not the PO number, as the first
one is the movement that you want to undo.

[ Select document ¥

Material Doc. (5000001512 2
Mat. Doc. Year 2016
V)%
Figure 2.101

=1
*Remember that you can always use the “Search tool” 2 to find your document or in ME23N
transaction
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With both search criteria, all items that were received within the same GR will be displayed on the
screen so that you can select the items to be returned and enter the quantity to be returned.

the field "Quantity" that is already pre-filled with the quantity received in the GR. It is important to check
it because it is not possible to return more units than the ones received

AT RIT. (B @ . B Eves wone ) |

S Materal Materwl descrpton LQulﬂl!\' 2 Quanttyf BUn  Net Order Price par L Net Order Vae ¥ R Coy
01000472 MINBAGUETTE ITGR BERLYS CNG r 3 < C 6,76 1 2,00 EUR
01000519 REDONDO CHOCOLATE CNG 556G 1 C C 11,5 1 0,00 EUR

0,00 FUR
Figure 2.102

Before finishing with the Return Delivery, you must enter at the top left the corresponding data:

Operation 07 Return Delivery [~
Plnt+SLoc.User  |0o01e [1001 [ 38 |
Date doc./post. 05.02.2016|//05.01.2016
Divy. note TRR
Observations

Figure 2.103

Date doc: Date stated on the return packing slip.

Date post. Date in which the return must be accounted. Please check as it will be
preloaded the GR posting date, if you are in later months and you do not change it will give
you an error when trying to post.

Delivery note. Return Packing Slip reference

Observations: Free field for any comment.

Ll
Click on “Save Document” H Save doc. once you are finished. The system shows the message that
the transaction has been posted

[ Document lines: Display messages

Iyp|Ite|Message text LTxt

@ |001|Material document 5000001513 posted @

Q{’ Technical Information @EE}@[&I Current display variant ”Q Print ][@—UHH_UJ[E_\ ] ”I 1 ” Help ]

Figure 2.104

As well as you have done with the GR’s number, you must write your Return delivery on the Packing
slip.

If you are entering the same Packing slip number that you used for the Goods receipt, the Inventory
Management Assistant will warn you so that you can verify it. You can either continue clicking “yes” or
go back to the Delivery note filed by clicking “no”.
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Purchase order wth the same Dabvary Note abeady exkts
0 Want to contnue?

[ e | w K oo

Figure 2.105

Check the option "Delivery Completed" remains unflagged so it can be received later.

Possible errors that can appear when making a return delivery:

[ Document lines: Display messages

Typ|Ite |Message text LTxt

@ 001 |Posting only possibkble in pericds 2018/07 and 2018/06 in company code - 'Z:";f:ll

)|é Technical Information ]@EE}@EEI Current display variant |[= Print ]@I@ 0@ 1]~ o3 oG] Hep ]E]

This error is because we have not put the correct posting date, we have not changed the date or
maybe we have changed the date, but we have not press intro after it, so SAP does not recognize
it.

(& Document Ines; Dsplay messages

Iyp|ite |Massage Text Lixt

|00 |Deficit of SL Unrestricted-use §,399,232,000 ¥5 ; 01000262 0428 1001 7

v 28 Technial informatan || M 4 J{ 9 ||| WESIF[T Current depby varant i Pt |f|i57© 0 (8 1 (A 0 @ o [T seb |[X
This error is because we are trying to return inventariable goods that we have no stock in the
warehouse. Please check stocks of warehouses where you want to make the return delivery, in case
it is needed maybe you need to make an Initial Stock Entry

2.2.2.3.Subsequent Adjust.

Transaction “/CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 09 Subsequent Adjust.

This transaction, “Subsequent Adjustment” must be used in two specific cases:

a) Whenever you have received an incomplete order, and you clicked the check Delivery
Complete box and at a later stage the supplier delivers the missing quantity of goods. This
transaction will skip the “Delivery complete” validation and will allow you to receive the missing
goods.

b) Whenever you realize that you entered a GR for less quantity than the one really received, and
you must “extend” your original Goods receipt.
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=

<,

Operation

AR Bk @ =,
i Material Material description

‘01 Goods Receipt
02 Stk.Transfer (1step)
03 Stk.Transfer Req.
04 Stk.Transfer Treat.
05 Inventory Count
06 Goods Issue
07 Retum Delivery

8 Subsequent Adjust.
09 Display document
10 Intial Stock Entry

Figure 2.106
Once selected, enter as usually your location (Plant and warehouse):

Plant Establishment/hotel where the goods receipt is being entered. (Predefined based
in the User)

SLoc. User Warehouse where the goods receipt will be registered

Operation |08 Subsequent Adjust.  ~|

T 1 T =
] Tl
Plant+SLoc.User 0018 I_1UUl| s i

Figure 2.107

After entering both fields, click on "Search” @ The system asks the Material Document (Original
Goods receipt) for which you want to make the adjustment/extension. Type it or search it.

[& TMSforMM - Inventory Management Assi...

5
Material Doc. 5[][][][][]1512_I
Mat. Doc. Year 2016
Figure 2.108

When the GR number is entered, you will see all the goods originally received. Proceed to receive the
pending or extra quantity as in a normal Goods Receipt movement.

|
Finalize by clicking on “Save Document” 5'5"'”3 doc, . The system will give you a confirmation
message. Do not forget to write it down on your Packing Slip.

[Er Document Ines! Dapley messages
Iyp|ite | Mesasge Taxt LIxs
B | 001 [Marerinl document S000003514 poated @

Wi Tecneal Infeemation (1[4 7> [ BIBIFIE cunent dupby varrt 1) Pt (YRS 0 (@ 0 & o[@ 1 [H koo [%]

Figure 2.109
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Possible errors that can appear when making a return delivery:

[E Document lines: Display messages

Typ|Ite|Message text LTxt

: o3ting only possible in periocds g an g in company code -- IZ:@':ZI
@ |oo1fp 1 bl ds 2018/07 and 2018/06 4 %

K’q” Technical Information ]@EE}@E’Z Current display variant “2' Print J@[@—Ullﬂlmﬂmm@

This error is because we have not put the correct posting date, we have not changed the date or
maybe we have changed the date, but we have not press intro after it, so SAP does not recognize
it.

[© Document Ines: Display messages x
- |Typ|Ite |Message text LTxt

. 001|PU Ordered quantity exceeded by 48 PC : 02000064 0081 3001 ";j

. 006|PU Ordered quantity exceeded by 72 PC : 02000029 0081 3001 (%]

(][@)é_Technical information J[14][«J ][] ([ [ _current display varant Ji print /i@ o )@ 6 /& o J@ o J[iT Hep ]

This error is because we are trying to receive over the 99% tolerance allowed to over delivery, in this
case we must open a JIRA ticket in Category SAP MM~-> Tolerances to communicate with the MDM
to open the tolerance.

We can avoid this mistake by checking the first delivery correctly and modifying the PO (nor available

for EDI vendors)
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HELPFUL TIPS @

How to differentiate a Goods receipt and a Subsequent Adjustment.

To identify if the goods have been received with a regular Goods receipt or a subsequent (that is the
right procedure), you can check the GR in transaction ME23N.

1.  Go to ME23N and enter the PO number

2. In the tab Purchase Order History select the GR to check and double click on it to go to

next screen
- PO Veador's Portal 45051 79371 Created by NN Naciomal

e e e A e e I Y ]
(B0 s STRNERTTHITE, wpye PO AR AN LA D
R b
TwA A Hees o fn PO e e R T R T )
| L1451 D O s = A 2t ix ' f.l%ame O AR SS0O0 Climte eCiinA
TN P AT, 30 14 .ens .-s:3 e AR RO P TN
[ D) ITTS S OB O A B % d2w s v vises MO DAY TROOS DM TR
‘ UEI S SO A CUETA 0% oD ' "o WO MY TROCS D3t MO0
SO VI 1A 2w T AR MOUT Cn pCiA
LS LI 3R T A " 3 82,0030 R KR TMERY REOR S NI
QUESII PR R TR TARINA I A e OF G TROEN BT NI
LA avYy -]
= b v v olele

i e W M 0 i i e [ ., i s M i b

S AYE Y, S8 L, T, g

- Tl R Sy S dOuay U AR AL L s o0y 1 ORE DaCamOm Fama i vis 00 sAmasn Ung  Lisvery inn ety Compens Lode
- L v (R S ) Pm A0 s L LR nw ue . an
T bw. teowds edelpn + I . LR . ’ “ - TS Cen
L33 S0 T e T (LR 1 R e o ) e
1r b, bowbon roceige . IN . s ) ~ W o
Figure 2.110

3. In next screen you can see on the header the GR number.

4. At the bottom of the screen, select the tab “Purchase order data”

5. Compare the GR number with the field “Reference document”
a. Ifthe Reference document number is the same than the GR, the document is a regular
Goods receipt.

T Dy M Secanent TTRS A0 -

Figure 2.110a

b. If the Reference document number is different than the GR number, then it is
subsequent adjustment of the GR number that appears in the “Reference document” field.

Figure 2.110b
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2.2.2.4.Stock Transfer in 1 step

SAP Transaction /CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 02 Stk. Transfer (1 step)

For all users who manage multiple warehouses, it is possible to make transfers in a single operation
without the need of one request and one approval

Operson — A (&I 0P LIS %G e
0ds Recept - S  Materal Matersi descroton St >~
08 Suosequent Adjust
09 Deplay cocument
|10 Intsé Stack Entry
Figure 2.111

Once selected, indicate the affected locations in the following fields:
Plant User: Establishment of the user that wants to transfer the goods. (Origin)
Sloc. User: Warehouse of the user that is “transferring” the goods. (Origin)
Plant Transfer: Establishment to which the goods are transferred. (Destination)

Sloc Transfer: Warehouse that will receipt the goods. (Destination)

Operation 02 Stk.Transfer (1step)

Plant+SLoc.User 0018

Plant+SLoc.Trans 0018 | = |
Figure 2.112

Click on "Search" @J to view the current stock of all the materials with stock in the warehouse of
origin.

Before selecting the materials to be transferred, it is mandatory to enter the Dlvy note in the field "Dlvy.
note". In case you have an internal codification for transfers between warehouses you can use this
codification, in case you do not have this codification, you must fille this field in the following way:
“warehouse from transfer-date yyyymmdd” (e.g. 2001-20241003 as in figure 2.113).

Select the tab Search | ang you can search by material field (SAP code or description) items, as
shown in figure 2.113)

- e Sowi (1wl S el i
Nt 19 v "o AV V. R, W TS [ SR—— - T
Mot 13 T J » SN b e Maow  end M M vt ey
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The first quantity field shows the available stock, the quantity field in blank is the one to enter the quantity
to be transferred.

BB ERE ARy

Material  Vend. Mat. Matenal desapton Long BUn [ Quantty Dl
1002160 IBERIAN VACUUM CHORIZO ESTRIPE NEGRA [1 KG PIECES] KG 44,697

N259764 JAMON JOSELITO GR CORTE CUCHILLO BOGR PC 30

WA 14 FHETFRIA NRIGINAL 160 GRAMS DIEFE ROY OF 12 1INTTS or

Figure 2.114

After having enter the quantities to be transferred, click on “add to P. Order” E so that goods are
transferred to the top area of the screen.

Having all the items with the corresponding quantities, click on "Save doc" [g Save doc. ]to execute the
transaction and get the confirmation message. The number given must be written or stocked in the
transfer request document, it can be requested later by audit department.

L& Document lines: Display messages

Typ|Ite Message text LTxt

@ |00l (Material document 4900000501 poated @

v|l[% Technical Inforrration | 1] 4 [ ][] 08] )| ) [®current display variant |[E3 Print | (H0)IEY/@ o @ o & o(@ 1 | Hep |[%]

Figure 2.115

In case that you enter a quantity higher than the stock available, it will be marked in dark yellow
(figure 2.116). The system will allow you to add it to the upper part, but when you try to save the
transfer, the system will give you the error shown in the figure 2.117.

EYLIl Y P SE ) Ao

5¢, 500 ftem Vendor Materal  Vend Mat. Materd desoption Long BUn  Quanty BUn  Quantty DCT
0001 01002160 IBERIAN VACUUM CHORIZO ESTRIFE NEGRA [1 KG PIECES] G M697 KG
v 000y 01255764 JAMON JOSELITO GR CORTE CUCHILLO BOGR PC 30 A 0
Figure 2.116

Typ | Its | MEs6age text 'xt
B0 |00l |Deaficit of SL Unrestricted-use 20 BC : 01259764 0094 0001 5
@l I PIAITTISIHIR® o 8 1A o [@ o[ifjx
S _T:i-gur;2.117

2.2.2.4.1. Stock Transfer (1 Step) with templates

For those recurrent transfers, there is the possibility of creating templates as in the Purchase Order
transaction with those frequent materials. Just select all the materials to be transferred and take them
to the top part of the screen as if it were a normal transfer, but click on “Save template” instead of “Save
doc.”

A @
ANANTARA AVANI ‘(:“”'v"_" QoA nH MH COLLECTION nhow '|'|\,/(l|,|
BUSINESS PROCESSES - OPERATIONS
76



All Rights reserved. No part of this document may be reproduced without prior written consent of Minor Hotels Europe & Americas.

MINOR

Y o

Cperatan ST Tandter (1ne) « | Selected meserws

I eco BT @ e (B B B srate | 6 e oc |

Phreas1ac-Tina 3|y e Mot Deseron Q Bm Qamty Bun MecOderPae ae S et Onder Yae F R Oty

Dane dec Jpcat. .63.20141 4 07, 93. 20} ¢ 02036673 RORCI. MEST QRANGE BOTTLE I J00. M 3 B a2 1 1,60 ok

Doy sete = st M TRIAL ORAMIE IKE S0 1K 1 L) 1 sa [y

ikt 02008 WHISKEY OMVAS 177RS 7001 & % 2’ 12338 1 0 A
- 0209304/ A RO4EA LR s e 0 1 20118 e

FAS NI nw
Figure 2.118

Enter an ID for your template and click on the green check. You will get a confirmation message as
shown in figure 2.119.

[Er TMSforMM - Inventory Management Assstant

[E TMSforMM - Inventory Managarment Assstant

v Iy
Tempite 1d 'SUNDAY BRUNCH ! © | 0000000021

=

V(x| | Continue

Figure 2.119

To recover your template, every time you need it, go to the Stock Transfer (1 step) transaction and

” .@ Use Template

select the “Use template option from the menu.

You will get on your screen a list of all the available templates, as in the PO Assistant. Select the desired

list to use, verify its content and click on “Use template”.

Templte d —— f

User Mame [E00000081589

Temphite 14 { . |

YR TR BRI W] BIFIMRF.)E

ﬂ b‘bt. t.w.

Temrplte Temrplite Id User Narme CQurr
11 PROVA 35S E00000081585 25,09,
12 PROVA2L EDD0O00815E9 25.09.

v 21 SUNDAY BRUNCH  E00000081589 07,02,

25 SAPMMMM E00000081569 08.00.
31 BLQMAT CHIPIRON E0000008158%

02000072 0018 1001 2001
02000300 0018 1001 2001
02000358 0018 1001 2001
02003947 0018 1001 2001

Figure 2.120

Once selected, as in a normal transfer, enter the quantity to be transferred, add or remove materials.
Enter the delivery note data and click on “Save doc” when ready. SAP will show you the confirmation

message.

Ogerexs 02 S Tiensher Himnsd = un:nura
, e TG A @ R R !!:»y_@'_r'E
o fTemplate 0000000021 SUNDAY BRUNCH

§ Matew Mew tenrptan QB Guanity et Ordar Jran 200 5 Pt Oder Ve P R Ocy

NATURAL ORANGE NIKE X i K 1 R 1 1 B

LS o

Typ |Toe |Mesange sext Lixe

00! [Materin: sccusmsnt (902020502 peated v

v & Tednas informaten [ M1 ¢ ][ 0 ][W || &) R curment cactry varmre |3 oree (BIERS 0|

Figure 2.121
A @
ANANTARA AVAN' ¢(?~‘l‘|_n_n oA r'.... ™ COLLECTION nhow T1 \/( LI

BUSINESS PROCESSES - OPERATIONS

77



All Rights reserved. No part of this document may be reproduced without prior written consent of Minor Hotels Europe & Americas.

MINOR

HOTELS

2.2.2.5.Stock Transfer in 2 steps

2.2.2.5.1. Stock Transfer Request

SAP Transaction “/CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 03 Stk. Transfer Req

For all hotels with a General Warehouse and a storekeeper, SAP allows different users to request a
transfer of materials from the General Warehouse to their own warehouse.

I —

Opeston H EERRE)ELE) @ =]

01 Goods Receipt ] : .
S | Material Material description
02 Stk.Transfer (1step) —

03 Stk.Transfer Req.
04 Stk.Transfer Treat.
05 Inventory Count
06 Goods Issue

07 Return Delvery

08 Subseguent Adjust.
09 Display document
10 Initial Stock Entry

Figure 2.122

Once selected, the user requesting a transfer to his own warehouse, must select the origin and
destination of the goods.

Plant User: Centre SAP Code where the goods are needed.
Sloc User: Warehouse SAP Code where the goods are needed.
Plant Trans:. Establishment where the goods are available.

Sloc Transfer: Warehouse where the goods are available.

Operation 03 stk.Transfer Req. -

Plant+SLoc.User 0ols| (1001

Plant+SLoc.Trans (0018 EZID-:I:L| 3E|
Figure 2.123

Once the user has introduced the criteria that allow us to identify the origin and destination of the transfer

request, click on the "Search" icon @J for SAP to show you the total stock available in the warehouse
to which the transfer is being requested.

Before selecting the items to be transferred, the user must enter below information.
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Operation 03 Stk. Transfer Req. -
Plant+5SLoc.User 001g| (1001
Phnt+Sloc.Trans  |0018| 2001 [ ]
Date doc./post. 05.02.201&| / GS.GQ.E
Dhey. note 4
Obsenations

Figure 2.124

Date doc: Date when the transfer is being requested

Date Post: Date when the movement should be posted

Dlvy. note. Number of Request. This is an internal reference and is for users to identify
their movements. We advise to use: “User Warehouse Number and date of request” in
format “Warehouse yyyymmdd”. E.g.: 1001-20241108 for a transfer made the 8t of
November 2024.

Observations. Optional field for comments.

To search for an item, as in every screen of the Inventory Management Assistant, you have the option
of searching by hierarchy or introducing search criteria «Hiemiehy | search

At the bottom of the screen, you see all existing items that match with the search criteria. Select the
needed items and the corresponding quantity. As seen in figure 2.125, in the first field "Quantity” the
user can see the quantity available at the origin’s warehouse and so the maximum that can be
requested.

B EENERE-R R ERLEY EMIESIIEY

S | Material Material description Quantity | Unit  Quantity | Unit.  Met Order Price
i_j 01000002 ABADEIO FRESCO [1KG] 97,000 KG KG 165,56
[ 01000004 ALMENDRA FILETEADA 1KG 4 PC pPC B,506
| 01000015 BACALAD DESALADO [1KG] 49,000 KG KG 9.224,08
[ 01000017 BACALAQ GRANDE 4000-7000 G [1KG] 5,000 KG KG 99,00
| 01000074 WHITE FRESH BIG PRAVVN [1KG] 2,000 KG KG 69,23

Figure 2.125

Like in a regular order, select the need items at the bottom of the screen. Once you have selected all

your needs, click on "Add to Order" icon. This action may be repeated as often as necessary, until
the user has at top of the screen all the desired items.

If you want to remove any of the items added to the request, select the check box side and click on the

option "Delete item". Eﬁ

j— = )
When ready, click on 1» z

At this moment the transfer request is send to the warehouse manager and you get a confirmation
message on the screen.
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| [S Document lines: Display messages 3
Typ|Ite |Message text LTxt
@ || 001 |Document 0000000201 posted
@ |002|BUS2093 0000000201 has been created. External reference:

. [6%{’ Technical Information ]E]E]E]@[EI Current display variant ]E Print ][i 0 ][ei\, 0 ][I 2 ][|E Help ]

Figure 2.126

2.2.2.5.2. Stock Transfer Treatment

Transaction “/CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 04 Stk. Transfer Treat.

All the transfer requests must be managed by the responsible of the warehouse from where the goods
are being requested.

] B COe LHE INLL Bl O8N

0

Operton E R @
S

01 Goods Recept
Materal Materal descrption
02 SticTranafer (1stan)

03 Stk Transfer Req,
04 5t Transfer Treat.
05 Inventory Count
06 Goods Issue

07 Raturn Debvery

08 Subsaquent Adjust.
09 Dep&y cocument
10 Inthl Stock Entry

Figure 2.127

As always, the Inventory assistant needs you to enter your Plant and warehouse.

Operation [04 stk.Transfer Treat. |
[aoz| | I

Plant+5Loc.Usar 0018 I_20r.‘|1| =, |
Figure 2.128

Plant User: Establishment of the user that authorizes the transfer of goods (Predefined
value).

SLoc User: Warehouse of the user that is authorizing the transfer of goods to another.

After entering the data, click "Search" @ so that the current request pending for treatment can be
displayed on screen.

All requests are sorted by requester warehouse as seen in figure 2.129. Select the one to be treated.
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Opwetr 04 25 Tearebm Troet.
Marse Sloc e ‘ &
Dwtn e ot
Oy, o
W
& O Sy

‘r" Q004 £S1EAM COLLECTICH SLROSLTLING
I3 o0t GEVERAL

BXOCANTEN 19 1) 004)

» 5102000 MEnT 3O GRSTAD
TRAL SAWQUETIVG ME5T

¢TSI SAA DO

Figure 2.129

To be able to transfer the goods, enter the Dlvy note in the upper left part of the screen. As it is an
internal document, it is advisable to enter warehouse destination and yyyymmdd date format (E.g. 2001-
20241108).

Selecting the request to be treated, its content appears on top of the screen. One line per item showing
the requested quantity. The warehouse’s manager must confirm or modify the quantity to be transferred,
entering it in the blank field "Quantity" that is marked in white.

Cpeater 04 S5 T Tieat, - Sew(tel muteral
PRl =30 0 AT Y N R BT B o e o
. et ines o ok et (] § Wraal tasmten Quarery M e Nt OoterPoce  per I et Ovdwrvake F & Ocy Pt SL0C
Dwy. nete 3201-3210€300 {7) 01900002 ABADEID FRESCO [108] 5000 6 4000 N 163,56 ' LM 0018 2061
Otws-varmrs “2.94
Figure 2.130

- o L A== F . . .

To finish the process, click "Save doc" . - ... .. ...... the user will see the confirmation message.

c Document lines: Display messages

Typ|Ite |Message text LTxt

@ |001 |Material document 4900000500 posted @

[6’<{’ Technical Information ]@EE}@I&I Current display variant ]E Print ][H 0 “f_\, 0 ”I 1 ] Help ]

Figure 2.131

A (
<

NN
)

If you want to have a list of the pending transfers to be treated, please check transaction MB25

2.2.2.6.Goods Issues

SAP Transaction “/CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 06 Goods Issue

You can register the losses and breakages that may have occurred during the daily operation.
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To register losses and breakages, go to the transaction Inventory Management assistant and select
“Goods Issues”. As usually you must enter the following data:

Cperation 06 Goods [ssue -

Plant+SLoc, User 0018 1001 I i I

Date doc. fpost. 24,02,2014) / 24.02.2014
Figure 2.132

Plant User. Establishment of the user that wants to register the loss or breakage (Value
predefined for each user)

Sloc User: Warehouse of the user that registers the loss or breakage.

After indicating both fields, click “Find” @ to see the current stock and to be able to select the goods
that will be registered as loss/breakage.

Before selecting any material, introduce in the field “Dlvy.note” some text that let you identify the loss
register in the future (E.g.: Expiration, donation, fridge broken...). Further, you can write and optional
comment in “Observations”.

Cperation 06 Goods Issue -
Plant+5SLoc. User 0ols| 1001 I El I
Date doc. fpost. 24.02.2014 / 24.02.2014
Dilvy, niote FRIDGES
i I~ 51
Chservations . |
Figure 2.133

It is worth to remind you that you can always use the search tools.

Once you find the items, enter the quantity that will be considered as loss/breakage (always the same

or less than the total stock, never more) click on “Add to Order” .

]
Finally, “Save Document” SEWE doc, to run the operation and see the confirmation message.

(2 Pos.docum.: Veuskear mensyes

Tip|Pes [Texne S sensa)e TaEx

B | col |Documesto yaterial §30CO001B2 contabilizado @

Figure 2.134

2.2.2.7.1Initial Stock Entry

SAP Transaction ICCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 10 Initial Stock Entry
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When you are counting the materials and find some items that are not registered in your warehouse,
you can do its entry without generating an order. This action only is possible if the item has had any
movement in this warehouse previously.

Operation |10 Initial Stock Entry v
Phnt+Sloc.User & || |
Figure 2.135

Plant User._Establishment of the user that wants to register the goods entry without order.
(Predefined Value for Each User)

Sloc User: Warehouse where the goods are registered.

After introduction, click “Search” @ to see the list of all the materials.

Introduce a “DIvy Note”, that will be a free text for users to identify the movement. Press the keyboard
“Enter”.

With all the data introduced, select from the total materials list, the ones that you want to register in the

warehouse, introducing the quantity and clicking in “Add to the Order”l?.

Save doc,

With all materials selected, click on “Save Document” and wait for the confirmation

message.

= Pos docurn.: Vsuatrar mensijes

Tip|Poa|Texto de menss)e Ixtx

8 | 001 | Documento maverial 4300000130 contebilizedc l@

v {@r miommeoin éev M)« [0 ()(F(&) [ varante ge vevaacdn sctal |5 wmonme |IHBSIE 0 [ 0 4 0@ 1 |BF A (X
Figure 2.136
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3. INVENTORY EXECUTION

Important: To have the complete information, please review the Physical Inventory Execution
process and the Inventory check list document

To make the inventory easier and to comply with the calendar set by Finance Department, SAP enable
us to count materials through the creation of a document that give us the list of items that have had any
accounting movement since the last inventory process.

3.1. Generate Inventory Document

SAP Transaction: ZMM_MI31
To generate the document, use the transaction "Generate Inventory Document” When accessing it, it

is necessary to enter the data of the plant and warehouse for which inventory will to be made.
Selected Data for Phys. Inventory Docmts W/ o Special Stock
Rl |

Database Selections
Matanal

|
Planit & to
B0 to

Control

[e[e

Name of Session M8 _NI0)

Max. No, Items/Doc 300

Selecton ACC. to Stock Baance
> Bce, to Stek

Diata in Pryys. Iy, Doomit Header

ﬁaned Count Date 25.01.20148

Figure 3.1
Plant: Establishment where the inventory takes place.

Storage Location: SAP Warehouse code where the inventory will take place. You
can select a range of warehouses or multiple selection.

Planned Count Date: Date when the goods will be posted, always last day of the
month.

HELPFUL TIPS @

If you want to ensure that no warehouse is omitted from the inventory list, in Storage Location field,
select the range from 1001 to 9999.
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RESTRICTIONS o

For hotels with General Warehouse (0001), always exclude the General Warehouse, as it is a
temporary warehouse. The monthly counting process must be performed using a different
procedure. Please refer to the section Monthly Reqularization of General Warehouse for more
details.

L
After entering the values, click on "Run" Q’ so that the system generates the documents with the total
of items, and a summary of the total units in stock for inventory, the number of possible positions,
inventory document and the number of errors detected (if applicable).

Total No. Stock Mgmt Units for Phys Inventory. Number of lines on which the user can
create the document.

No. of Possible Phys. Inv. Docmt Items. Number of lines left on which the user could create
an inventory document.

Number of errors found. Errors detected when creating document.

Selected Data for Phys. Inventory Docmts W/ o Special Stock

¥ AY B[R B cenerateSesson Create Documents

228 T & 4 e 4~ = 2RE

Total No, Stock NHgmut Units for Phys., Inventory 470
No. of Possible Phys. Inv. Docat Items 470

ound 0
Plnt SLoc Material Batch STy Bin Macl Group PhysInvDoc
H=g. Hote Status
| Too18 1001 01002091 1 0101
0018 1001 01002094 1 0101
0018 1001 01002096 1 0101
Figure 3.2

To finish select all the materials that you want to include in the inventory process (you can click on

“Check A" B or "Uncheck All* 12 ). Click on “Create documents® /2212 DacHments.

The colour changes to green and the inventory documents are created. The system shows all
materials included in the inventory and the document number created as in figure 3.3

Physical Inventory Documents Were Created Directly
Y AW B [F I oosDocumants  Show heut

f Lrrors Pound

Ple Ziac Material Setzh STy Sia Matl Soogy PhgalavOoc
Mag. Mote P

0312 2001 0LO2I04 1 (2151 100300029
Cressa Sooe
0212 o1 i il 100200233
! Sasils D
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To print the documents, go to another transaction (see 3.2 Printing the Inventory Document). This
document allows us to do the physical counting of inventoried goods identifying all the materials
available in the system.

HELPFUL TIPS @

o Adifferent inventory document will be created for each selected warehouse. Each document
can only contain until 300 materials, so if there are more than 300 items in a warehouse, a
new document will be created for each 300.

e Do NOT click on the option “Generate Session” because it sends the data to a background
process which only the IT department have access, and we could not see the documents or
do the counting.

e When the user generates an inventory document, the warehouse stay locked for any goods
movement until the inventory process is posted.

e ltis very important to pay special attention to the Inventory Unit of Measure.

3.2. Printing the Inventory Document

SAP Transaction: Mi21
To print the inventory document for a warehouse, go to the transaction “Print physical inventory
document”.

A filter screen appears in which you must enter the document number that we want to print or the search
criteria that will let us identify it, as hotel and warehouse or Physical Inventory Document, and click on

the option “Execute” @

Print Physical Inventory Document

(0 | |
iphwcal irwenitory Occument 1 i | to S
" o a
Plant 0018 to ’?‘
SO0 Location 1001 to T
Planned Count Date to ?_‘5—
Phryacal Irwantory Mumber to (&
Phys. Irwentory Ref, o ?

Figure 3.4

After selecting the document, select the printer in the field “Output Device” [Q' Pririt l
The printer must be parameterized by default. If the field “Output Device” is empty, type “LOCAL” and
press Enter. Finish by clicking on Print.
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B

Frontend Printss \IWVEPNOHO FRINT \SPMOHQ _PURDT
Humber of Ccopsas
Page sslection

Spod Raguest
Hame ICRIPT LOCA E0000D0S L5835

Spod Cortrod Comer #age Settrgs

¥ et meedately SAP cover page DO Nt Prt

Nerer Spocl Reguest Recpont
Close Spoct Request Department
Spool fetention pd 0/ Duryz)
Storage Mode 1P oedy -

@hnwm

Figure 3.5

3.3. Display Inventory Document
SAP Transaction: MI0O3

If we only want to view the document but not to print it, go to the transaction “MI03 “Display Physical

Inventory”.

3

In this screen type the document number that we want to view and click on Header ™=,

Phys. Inventory Doc. : 3

Fiscal Year 2013

Figure 3.6

You will see a screen with the general data of the Inventory data, with the Plant, Storage Location,

Count Date, Planned Count Date.

Display Physical Inventory Document 100000020 : Overview

@ EJrostion...  [Physial Inventory History | Statistics...  Other Phys. Inventory Doc.

Plant 0018/ ES10NH ABASCAL
Stor. Loc. 2001 RESTAURANT
Items
tm Materal Material Description Batch STy AUn Del
fi —8) - .-
0 >
_1}p1002094 B2 o
2101002334 il ¥
Figure 3.7
.

To see the detail of each position of the document, go to the option “Overview” €%  where you will see

the detail of all the materials included on the document.
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Plant 0018! ES10NH ABASCAL
Stor. Loc. 1001 KITCHEN
| Items
ta Material Material Description Batch STy AUn Del
: = i
1Cb1000232 JUEBERRY [1256] 1] @ =
Figure 3.8

Physical Inventory History

From each item selected we can see the “Inventory History” , that shows us the

specific details like count date, user, differences, etc.

Display Physical Inventory History 100000064 / 001

4 ) Other Item... | Display Material Document |

fraterial :‘_Tnooozaz T@UEBERRY [125G] )
| Location of phys.inv. [
Plant '0018! ES10NH ABASCAL
Stor. Location 1001 KITCHEN
Stock type Warehouse
 Promations }
Phys.inv.status Counted, adjusted
Count date 12.11.2013] Counted by E00000081589
Posting Date 12.11.2013 Posted by 'E00000081589]
Last Count Date | 27.11.2013
Material Doc. 'a900000132/1 |
| Quantities and values
Quantity ' 3| [pc |
Book quantity ‘ a lpc | Ext.sales value 0,00
Difference qty 1,000-'pc | Book value 0,00
\ Difference amt. 3,83 [EUR y
Figure 3.9

In the last screen you see the Account and the Cost Centre by clicking on “Display Material Document”
Display Material Document

% .| Display Material Document 4900000132 : Detajls 0001 / 0001
4 > SO Bmecsages WMDetais.,  Mated

[ Movernent Type '1'03}3 phys . whee
Matersd Totooazaz BLUEEERRY [1256G]
N
Uit of Erary 1 PC Pant 0010' Stor, Loc, 1008
( #ccount Assigrment
G/L Account 0101000
Busress Area 0018
\ Cost Center 310001670

Figure 3.10

A @
anANTARA  AVANI  cdonna oarxs  TH  ncouicnon nhow 'l'l\/(l|.|
BUSINESS PROCESSES - OPERATIONS
88



All Rights reserved. No part of this document may be reproduced without prior written consent of Minor Hotels Europe & Americas.

MINOR

HOTELS
It is also possible to display all Inventory Documents which contain a specific material. For this action
go to “MI22 - Display Phys. Inv. Docs. f. Material”.

In the main screen it is mandatory to introduce the materials code, as well as the user’s plant, followed

by a click on “Execute” @ .

Display Physical Inventory Documents for Material

&0

Database Selections
Materal 01000003 to i
Phant 018 to | &
Storage Location to ?
Batch to ‘E
Physical Inventory Document to | &
Physial Inventory Number to B2

Figure 3.11
SAP shows all Inventory documents that include the material.

Display Physical Inventory Documents for Material
K 4 >» ) &F &Y [ HE []otas for Material  Display Document  Phys. Inv. History

Material Material Description Plnt Sloc S Special stock descr.
PhysinvDoc Item Batch feriod Plan. date Count date STy Phys. inv, no. Doc. Status
01000003 RAW ALMOND 1¥G 0018 1001
100000008 163 2014.03 21.03.2014 21.03.2014 1

Figure 3.12

Once the user gets the list, it is possible either to see the Material detail or de document.

Display material. Positioning the cursor over the material and clicking on “Totals of Material”
Totals for Material 54 in figure 3.13.

Totals per Material
M4 » M @F &% @ EBETE TEEFE Hee H MW

Material 01000003
Description RAW ATMOND 1EG

S|Special stock descr.|Year|Plnt|SLoc Diff. Value|Crcy Difference Qty|BUn
2014(0018( 1001 7,00-|EUR 1-|BC
* 2014 (0018 7,00-|EUR 1-|EC
D 2014 7,00-|EUR 1-|BC
Figure 3.13
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Display document. Positioning over the documents number and clicking on “Display Document”
Display Dacument  (Figure 3.14).

[ Physical Inventory Document  Edt  Goto  Environment  System  Help

& ~JdHIC@@ DHRER DDho0 BE @

Display Physical Inventory Document 100000009 : Overview

43 Pcrsitiun... Physical Inventory History — Statistics...  Other Phys. Inventory Doc.

Plant 0018 ES10MH ABASCAL

Stor. Loc. 1001 KITCHEM

Items

Itm Material Material Description Batch 5Ty AUn Del

—TF; T —
1|jp1002094 1l ]
o =| —
2101002334 1l N
301002161 1] @ ]

Figure 3.14

To go back it is enough with a click on “Back” e

3.4. Modify or Delete Inventory Document
SAP Transaction: MI02

SAP allows you to modify the inventory documents previously created and not posted yet. This way,
the user can modify some of the lines that the document contains, delete some of them or add a new
material that for any reason we didn’t have in the inventory process.

To modify it we can use the transaction MI02 “Change Physical Inventory Document”. Introduce the
Inventory Document Number to be modified and the “Fiscal Year”.

Change Physical Inventory Document: Initial Screen

3 ) 2 @ other Phys. Inventory Doc,

i n
Phys. Inventory Doc. Lmoooossl o
Fiscal Year 2013

Figure 3.15

After entering the document number, you can see its detail by clicking on “Header” = which brings
us to the transaction MIO3 “Display Physical Inventory Documents for Material” (See 3.3. Display
Inventory Document).
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You can add positions (materials) to the document with the option “New Items” D . In the screen we
can add, for the selected document, additional items indicating the material number. Once all the

materials are introduced, click on “Save” .

Create Physical Inventory Document: 100000020

& [ & Deletion Indicator  Other Phys. Inventory Doc.

Plant 0018| ES10NH ABASCAL

Stor. Loc. 2001 RESTAURANT

Items

Itm Material Material Description Batch STy AUn BD Del

B B 1w w0
4 1l ¥V

Figure 3.16
The items introduced will appear in the inventory document and it will allow us to add it into the counting.
To delete the document (only if it has not been posted), and release for movements all the materials

included, after entering the document number, and before pressing Enter, click on “Delete” as in figure
3.17

Change Physical Inventory Document: Initial Screen

S [Y Z1i7 |Other Phys. Inventory Doc.

Phys. Inventory Doc. 100321695 O
Fscal Year
Figure 3.17
RESTRICTIONS ®

If the inventory process is already posted, the system gives a warning message, as it cannot be

modified and deleting the document won’t undo the posting.

3.5. Registering physical inventory count in SAP

SAP Transaction: “/CCSHT/PO_ASSISTANT - TMSforMM Order Entry Assistant
Option 05 Inventory Count

After all materials are physically counted in the warehouse with the inventory document, you must
register the detail of the counted products in the system. Access to transaction “Inventory Management
Assistant” and select “05 Inventory Count”.
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Inside the counting operation, enter the warehouse for which the inventory will be done. Click “Search”

@J to see all the inventory documents generated and pending to be counted.

Before selecting the inventory, document which count we want to record, it is necessary to enter:

Cperation 05 Inventory Count -
Plnt+SLoc.User  |0018| |1001 |E|
Date doc./post. 25.03.2014| 7 |28.03.2014
Dhey. note [l 1
Observations

Figure 3.18

Date doc: Date when the user is entering the quantities counted. Recommended last
day of the month.

Date post: Date when the user is posting the quantities counted. Recommended last
day of the month.

Dlvy. note: It is an internal reference. It is advisable to enter the warehouse number
where the counting took place in format Warehouse-yyyymmadd. E.g.:1002-20131015

Observations: Optional field for comments.
Once all these fields are filled, click “Enter”. In the tab hierarchy will appear all the inventories for this
warehouse pending to be filled. Please do not select the warehouse folder, deploy it to see all the

inventory documents available and select only one by one.

TMSforMM - Inventory Managemei

0O
Operation 05 Inventory Count -
Pnt+SLoc.User 0018) (2001 | 34
Date doc./post. 03.04.20141 / [03.04.2014
Dhvy. note MAR 14
Observations

Hierarchy | Search

<4 Claar fiters

€3 [ 0018. ESI0NH ABASCAL
* €371 2001, RESTAURANT
» O

Figure 3.19

After selecting the document, you see all the materials in the same order as the list printed, (if not, sort
by column “ltem”) introduce the counting of the units in the field “Quantity” = Quantity  For materials
that do not have physical stock, the user should mark the option “Delivery Completed” otherwise the
system will think that the material has not been counted.
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Figure 3.20

After entering all the quantities, click on
counting

=5: DEplay messages

“Save Document” , the system confirms the

Ite|¥essage text

Count entered for phys.

I

‘ 001 |Count enzered for phys. inw.
. [

=] Count entered for pays. 3

3.6. Posting the Inventory

SAP Transaction: MI24

Figure 3.21

After introduction of the inventory counting, verify the data introduced before posting it. To do so, use
the transaction MI24 “Physical Inventory List”.

When in the “Inventory List” screen, you can enter any search criteria for the inventory document to be

accounted.
e 50
Datatiane Scdexten
Mool » \ 4
Pt ] . 5
Storage Lacaton » ~
Betch " -
| T — J - 5
ol lirvertiny Marbe £ -
Satin Sol fm
P, Liwventiry ODotusrwres
Pres Ievestiny Term
L Scage
Specd Stock ESY -~
ool Yew » -
Ot Date " -
[Pt Gt D ] " 5
P Inwertary Rl . -
Mmason for Devereary DY, E] 5

Theeahoid Ve

watians AVANI

T b -y

elewrnna

Figure 3.22
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Material: Number of materials that is inside the document to be posted (Not
Necessary).
Plant: Establishment to which the inventory corresponds.
Warehouse: Number of warehouses for which the inventory is made.
Physical Inventory Number: Document Number to be posted

Planned Count Date: Date informed when generating the inventory document.

L
When introducing the search criteria, click on “Execute” Qﬂ” to access the screen with all the details of

all the items in the document.

:Figure t3.2>3

In this screen, we can see the details of each item:

PhysinvDoc: Inventory Document number

Item: Position of the material in the inventory list
Material description Long: SAP Code of the material
Plant: Hotel SAP Code

Sloc: Warehouse SAP code

Phys. Inv. Status: Indicates the status of each material. Possible status:

o “Not yet counted”, material quantity has not been entered in SAP

e “Counted”, material quantity has been entered in SAP

e “Counted, adjusted” material quantity has been entered in SAP and inventory
difference has been posted.

Book qty: Theorical quantity that are in the system when the inventory document was
created in units of measure.

Qty Counted: Quantity entered in SAP in units of measure.
Diff. Qty: Difference between Book gty and Qty Counted

Bun: Base unit of measure is the unit in which the material must be counted in
inventory.

Pos. diff.: When the counted quantity exceeds the book quantity, it is valued in the
currency of the centre.
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Neg. diff: When the counted quantity is lower than the book quantity, it is valued in
the currency of the centre

Count date: Planned count date entered when generating the inventory.

KEY TASKS @

You must review the data before posting, if reviewing you find that quantities or the status are not
correct, you must correct it before posting.

3.6.1.Enter count

In case you find any line that it is in status not counted yet, you can enter the quantity counted by
selecting the button Enter Count

You will be taken to this screen:

Enter Inventory Count: Initial Screen
8 7 Other Count

Phys. Inventory Doc.

Fiscal Year 20%4
| p -L vy
Count Date . ;-4....4_FJ
Other Information
Vamance n %
Figure 3.24

Verify the “Count date” according to the inventory process and press “Enter”.
The selected lines will appear in a different colour than not selected ones. Register the quantity
counted or flag the ZC (Zero count) box in case there is no stock of this material, after filling all

lines selected, click “Post”
l@_j Enter Inventory Count 100000016: Collect.Processing

3 2 2 Pphysical Inventory History  Set Zero Count  Other Count

Plant 0018 ES10NH ABASCAL
Stor. Loc. 2001 RESTAURANT
Items
It Material Batch Sales Value Quantity UnE ZIC
Materal Description STy me SKU
1/04001065 | }c
1! 0 BC
Figure 3.25
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3.6.2.Change count

In case you detect the number registered in SAP are not correct, you can modify the Qty counted field.

Select all lines which you want to modify and click in €hange Count

The following screen will appear, and the previously selected lines will appear in a different colour as
shown in Figure 3.26. You can correct the quantity entered or flag the ZC (Zero count) box in case there
is no stock but, in this case, you must delete the quantity entered.

Change Inventory Count 100000020 : Collect.Processing

3 2 AL Pphysical Inventory History  Other Count

Plnt 0012/ ES10NH ABASCAL
Stor. Loc.  |2001! RESTAURANT
Ttems
Itm Materal Batch Sales Value Quantity UnE 2C
Materal Description STy F_Qu.ipm: SKU
101002094 1,00 }3
1 1,00 G
Figure 3.26
3.6.3.Posting the inventory
KEY TASKS ]

Prior to posting the inventory, it is essential to review both positive and negative differences to ensure
the accuracy of the entered quantities and to identify any potential errors in the physical counting or
units.

After verifying that all the entered data is correct and all lines have the status 'Counted', you can proceed
to post the inventory.

You must select all lines by clicking in the button |5_D|“ and once selected click in the button
Post Difference

You will be redirected to the following screen:

Post Inventory Difference; Initial Screen

& Selecton Screen  Other Difference

Phys. Inventory Doc 100331219
Fscal Year 2024

Date
Posting Date 30.11.2024¢

Other Informaton
Threshold Vake

Figure 3.27
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Verify the posting date to modify if needed to the planned counted date and click enter.

You will be directed to a new screen, as illustrated in Figure 3.28, where all the differences applicable
to each line will be displayed

Post Inventory Difference 100000020: Selection Screen

& Physical Inventory History ~ Other Difference
Plant 0018| ES10NH ABASCAL
Stor. Loc.  |2001] RESTAURANT
. Items
Itm Material Batch s1f Difference qty ) BUn  Difference Amnt Reas.
Diff. Sales Value
v 1|l01002094 T 1]k, 000- 7 ie,odﬂ'7:
0,00
v 2/l01002334 ' 1 11,7060—44 k| 6,72
0,00
Figure 3.28

]
The final step is to save clicking on “Post” .

After each action, it is necessary to press “Refresh”ﬁl to see the updated status.
Physical Inventory List

W4 @AETEDYH Post Difference  Change Count Enter Count List of Unposted Docs

PhysInvDoc| Item|Material Batch Plnt SLo{Phya. inv. status 8| 8tock type
f_"_l}mooooozo 1|01002094 0018|2001y Counted, adjusted Warehouse
100000020 2(01002334 0018|2001l Counted, adjusted Warehouse
Figure 3.29
HELPFUL TIPS &)

e Pay special attention to all those items which Difference quantity is positive as it means that you
counted more units than the quantity that is supposed to be on stock. Have a double check.

o When the accounting period finishes, every material included in an Inventory document which
final status is still “Counted” or “Not counted yet” and not “Counted, adjusted” will be still blocked
for any movement.

e ltis very important to end up the total inventory process. Otherwise, the unfinished items must
be deleted from the inventory document.

e Once that you start an inventory document, all materials included in this document are blocked
for every movement, so that you cannot do Goods receipts, warehouse transfers or good issues.
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3.7. Monthly Regularization of General Warehouse

For hotels with a General Warehouse (SAP code 0001), before creating the inventory documents, the
user responsible will generate, once a month, a list of stocks inventoried in this warehouse with
Transaction MB52- List of warehouse stocks on hand. Introduce the General Warehouse and the plant
and press “Execute”, as shown in figure 3.30.

Display Warehouse Stocks of Material

2%

Database Selections

Materal to
Pant 0054 to
Storage Location 0001 to
Batch to

r.| ;~.| ng I

Scope of List
Materal Type w
Materal Group to
Purchasng Group to

;-.l i|a

Selection: Specal Stocks
Also Select Specal Stocks
Specal Stock Indcator w

&

Settngs
Dsplay Negative Stocks Only
Desplay Batch Stocks

[ v Nozero stock ines |
Do Not Dsplay Vaes

Dsplay Optons
Herarchcal Representaton
» Non-Herarchecal Representation
Layout /STOCK CRT

Figure 3.30

HELPFUL TIPS @

It is important to obtain a more user-friendly format:
o Flag the boxes 'No zero stock lines' and 'Non-Hierarchical Representation'."

e Select the lay-out /STOCK CRT

This action allows us to see the current theoretical stock for each material in the warehouse, see figure
3.31 for which we should make the physical counting. and will check that the physical stocks of the
general warehouse are those shown in the system.
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Matarial descelp Long Plat | Stoc| bescription | Min|  Unreatr.|Crey|Valos e (Mfyp|Metl Group

062 | LICOR AMANETTO DISARONG 70 CL 0054|0001 | SENERAL o 4 |EUN £5,0% {0002}0207
£ I24|LICOR AMER PICON 00240001 | GENERAL [ 1 |EUR 11,8€ Jooczjoz0d
Q2000402 | LICCR ANCOSTUPA 20CL 0934|0001 | GENERAL | > 10 |ECUR 106,5% |0002)0207
02002525 LICOR APEROL 1L 0054|0001 | GERERAL < i€ |EOUR 102,68 |OOCZROR20T
D000 LICOR BAILEYS 70CL 00%4 | 0001 | GENERAL ¥ 11 |EUR 132,65 00020207
Q2013013 |1LICOR BOUNAL BOUGE Y0 CL OB 1000 ) | GENERAL < 3 |EUR 20,04 |0003F020Y
02000708 | 1L.I008 CAMPARI T0CL 0094|0001 | GENERAL L i | FURm 122,60 |0002)0207
QAUO4I2E | LICOR CHARTAIURE AMARILIO 0094000 | SENERAL L1 i |Fum 14,51 |000210207
D2033782 | L1000 CRERRY BRANDY WKENING 0OR | 000 | GENERAL e 3 | xuUn 49,05 |ooo2in207
Q2000410 LICOR CMINCHON ALCONMOLERA OULCE 70 | 0034|0001 |GENERAL o 3 |rum 25,1% |0002}0207
QI0O423S{LICOR COCUA MANZIANA 21N ALOCHOL TO | 0054|0001 | CERERAL < 2 |Eum €,0¢ |0002}0204
Q2000060 | LICOR COINTRIAD 10 CL 0034|0001 | CERERAL e 4 |EUR 58,98 |0002}0207
Q2TU13704 |LICOR CREMA DE LYCHEEE BOUDIER 0034|0001 | GENERAL [ 1 |EOR 10,50 jooozjeany
V2002540 | LICOR CYNAR BOTYLLA 1 L. 0054 | 0001 | GENESAL ¥C 2 |EUR 23,35 (00020207
Q2010620 |LICOS DE ACEROLA JOSEPH CARTRON 70 | 0054|0001 |GENERAL BC 1 |EUR 13,78 |0002j020?Y
02067524 | LICOR DE CAFE HABELAS BAILAS 70CL 0094|0003 | GERERAL [ 15 |EUR $1.,20 |0002jez0?
02010635 1.IC0R DF GRAPEFRUIT 70 CL COB4 1000 | SINERAL ¥C 2 |FUn 23,40 |00C2020T
030314363 |1ICOR DE POOTROS VIEJA LICORERIA 7 | 0094 |000] | SERERAL . 1 | Fum 1,06 |000R 0207
02014450 |LICOK DFE TE NEGHO VIEJA LICORENIA 004 {000] | SENERAL L I jrum 10,15 |ooozjoR07
O20I4364{LIC00 DE TE VERDE VIEJA LICORERTA 0OS4|000] |GERERAL [ 1 |rum 19,02 |ooo2j0207
QI0000ELILICCK DPpAMAULIE T3 CL 00S4 | 0001 | GERERAL < 0 jeum 145,53 | 00020207
QICIITESILICOM ESPIRITU £ MINAS 0094 0001 | CENERAL [ 3 |ZUN 83,10 |0002}0207
D200ZITE|LICOR FERNET BRANCA Y0CL 0054|0001 | GENERAL [ 2 |EUR 26,50 000210207
QL3NG | LICOR TRAMBUESA BOUDIER 0094 | 000) | GENERAL [ 2 |EUR 20,74 [9002]02a?Y

Figure 3.31

The differences that may be detected between theoretical quantity and the physical counting must be
arranged in this way:
e If there is less physical stock, subtract the difference using Goods Issues
o |If there is more physical stock, enter the missing items using Initial Stock Entry
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4. REPORTS

SAP is a great opportunity in the efficiency of the company, among other reasons because of the quality
of the information provided by the reports for each group of transactions:

Vendors and Materials
Purchasing Vendors List
Materials Index

Orders
Orders by Vendor
Receptions

Inventories
Warehouse Materials
Inventory differences
Stock Analysis
Stock Resume (by material)

For all the reports you have a chance to deal with information through filters, subtotals, export reports
to Excel, and more functions that we’ll explain briefly:

4.1. Reports Functions

4.1.1.Filter Screen

Most reports allow you to make an initial filter through the home screen, in which are different fields
where you can make search selections as in figure 4.1.

List of Vendors: Purchasing

&2
vendar Z j to |?|
Purchasing organization to | = |
Search term to | = |
ACcount group to |i|
Figure 4.1

The icon “Possible Values” 2 allows us searching from a list of options for the values we want to
search.
The icon “Multiple Selection” |i| allow the user to make multiple selections:

e Select Individual Values: This option allows you to select the specific values you want to
search for.

e Select Intervals: You can select a range from one record to another, and SAP will search the
entire range.
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e Exclude Individual Values: SAP will exclude the values you enter in this tab.

e Exclude Intervals: SAP will exclude the range you define from one record to another.
[= Multple Selection for MRP Controler *®

_sdect Segle Vaies | Seect Ranges | Excude Sngl Vakies | Excude Ranges _

0.. Si.. 8

-

v

(@] 2 2 i 1 e selecton.. | 8%

Figure 4.2

In this screen the button Multiple selection will allow you to make a search and select several options

of the results of the search as shown figure 4.3

[} 1001 KITCHEN OBRADOR -
[¥] 1002 COC PRAGA FRIO
[ 1 1003 COC ROOM-PRAGA C
[ 1004 KITCH.PERSONAL
1005 KITCH.DESAYUNOS

|
|
| 1006 COCINA DOMO
[ 1007 COC JORNA GASTRO
| 1101 STEWARDING
| 2001 RESTAURANT PRAGA

¢! 2002 REST DESAYUNOS

| 2003 VINOS AVANZADA

| 2004 REST JORN GASTRO

| 3001 BAR METROPOL

| 3002 BARROOM SERVICE

| 3003 BAR MAQ. LATAS

| 4001 MAINTENANCE

| 5001 MINIBAR
| 6001 HOUSEKEEPING
| 6101 HSK COMMON AREAS
| 7001 BANQUETING KITCH
|

7002 BANQUETING REST.
Figure 4.3
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4.1.2.Analysis Functions

Once you select the searc

h criteria, click on “Execute” & to obtain the report’s results.

G AYT E% QO 2Tl Eae H Staheg Stens

Nane cf vendor Gtroet Cty . Fostlode Oty Goup Soach temE  EF DafF Cne-time ACrg Aurth, O, Oexor PoyT oot o, 28
'
Verwkor 1
SERIGRAFIA VIMLO S AV VESERCS 2BNAVE 12 91 vALMO £S5 2030 VALDEMORO Sl 79 F101 ALAVA
SERIGRAFIA VINILO 5.0, AV.YESEROS 23-NAVE 12 DI VALMOD B5 26340 VALDEMORD SH01 N E100 ALICANTE
SERIGHAFIA VIMLO S8, A 105 23NAVE 12 PIVALMO ES 26340 VALDEMORD SHO1 ™M E104 ALNERLA
SEREGRAFLA VIMLO S, AV Z3HAVE 1201 VALMO ES 28540 VALDEMORD SHO1 ™ EI07 SALEARES
SERIGRAFLA VIMLO S AV YESEROCE 23M2VE 12 Pl VALMO ES 28340 VALDEMORD SHI1 ™ E108 S2RCE.0NA
Figure 4.4

For the analysis of the res

ults, the system allows us to perform different functions:

= Details. When selecting a line, allow us to see the lines details.
= Classify. Selectin_g a column aqd clicking this allow us to sort the
results in ascending or descending orders.
E Filters. Let us filter the values of the selected column.
& Totals. It shows us the total of the selected column.

Subtotals. Inside a totalized report, it allows us get subtotals based
upon a column to group.

This group of icons allows us to deal with the information in other
than SAP, Excel, Word processing tools, save a local file or send an
email recipient.

ABC analysis. It allows us to make a list of the ABC analysis based
on percentage ratio, absolute ratio, percentage or absolute figures

Graphical function. It allows us to analyse the data through graphs.

Provision. Through these icons, we can change the layout of the
fields in the report including eliminating or moving fields, selecting a
previously saved setup, or save a new layout

Some reports icons are represented as "Alternative Guide Display.

[

& Purchasing

Purchasing. Reports from providers allows users to view provider
information recorded by Purchasing.

Detailed list. For reports that are filed directly with preview, this
feature allows us to visualize the standard version of the report for
analysis with all conventional functions.

Opciones

Options. In addition to all the usual icons on each report, we have
the top display the "Options” menu that lets you make changes to
the layout of the fields, column widths, and selection of layouts.

F1

Pressing F1 with the mouse positioned on any field, it is possible to
see its meaning and use.
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4.1.3.How to export reports.

Every report can be exported and printed. There are two ways to do so:

4.1.3.1.Exporting a report using the Export Icon

Some reports and the TMS screen have the “Export icon” . To export a report, simply click on the

export icon. This will allow you to save the report in your desired format.

Select the “Spreadsheet” option and click on “Continue”

[= Save list in file...

In which format sho
be saved ?

(Junconverted
[@ Spreadsheet
() Rich text format
(JHTML Format
()1In the clipboard

uld the list

Figure 4.5

Select the location where you want to save it, as well as the extension for your file and click on

“Generate” :

[= Release Blocked Invoices

Directary ' C:hUsers\mp.jimenez\Desktop
=

\

File Mame bt

Encoding

I Generate ” Replace ” Extend I

Figure 4.6

Swar | Do -l BTEE
3 | Momm Sue
~> £ espen KB
Fecert Placws | 1 garcie de pou 122KB
! . sroveedcres todes 115730 KB
- g1 momineted no nomnated SMTEB
Deshtoe 1 Noorenated E3.706 KB
T | e SHARED GROUPS (SPMDBLISHAR-HOTELES COM) ¢ 18
= KX vegnten infc un we S99 XR
Lbrves K1 PROVEEDORES PORTAL 5357 ¥8

—— FRECUENTE

A EENELUX

- Incdencm
|l GasTOS
e PERSONAL
» IVENTAROS
Lo Carge Mt
A

J
clednna

A!fJ.ANI.AI}:\ AVAN'

e b -y

e e
MHTML Decu
MHTML Doca
MHTML Deca..
MHTML Doce
MHTML Decw.
Shortowe
MHTML Decw
MHTML Doce
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052004 1543
14042004 1658
A0 1102
14042084 1052
0704/ 20041110
20377004 1736
4020141132
0906/ 2084 1754
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Figure 4.7

Then a pop-up window will appear, and you must click on “Allow” so SAP can save the document on
your computer. When you accept it, you can see a message at the bottom of the screen with the bytes
transmitted to your computer.

SAP GUI Security

The system is trying to execute the program

C:MProgram Files"Microsoft Cffice’\Office 14\EXCEL EXE
with the command line

"CAlUsers‘mp jimenezhDesktop export. MHTML"

Do you want to grant pemission to execute this progam?

[ Bemember My Decision

por ) [ o]

4.596 bytes transmitted, code page 4103
Figure 4.8

When it shows the message, the file has been saved, and you can go to the location and open it.

4.1.3.2.Exporting a Report from Main Menu.

For those reports that do not have the “Export” icon, you can go to the main menu to export the report.
Click on “List”.

On the List Menu, click on “Export” and select “Spreadsheet”. (Ctrl+Shift+7)

(& | Lst | Edt Goto Settings  Systemn  Help

§ Print Preview Ctrl+5hift+F10 F Q@ ODHBE ITOo8 |:

Print Ceri+p
Export 3 Word Processing... Ctri+Shift+Fa
¢ Send To 3 Spreadsheet... Ctr+Shift+F7
1 Ext Shift+F3 Local Fe... Ctri+Shift+Fo
Doc. Wo. | Year T Doc.Date |F Additional Functions of SAP Quer
| |[51056008. 120 K 11.06.2014 1  xML Export
Figure 4.9

Then select the format of the file (Excel recommended).and click on “Continue” and choose the location
to save.
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[= Select Spreadsheet

| Formats:
(=) Excel {in MHTML Format)

-

(" 0penOffice (in OpenDocument Format 2.0)

() 5elect from Al Available Formats

T T
-
=
Figure 4.10
Sevepn W Desozo - >
e | s tentype O nodifins
. epent ISKBE MHTML Decu.. 11062014 1302
K1 9arcia de pou LUZKE MHIML Docu 260572004 1542
0 proveedores todos H5730KE MHTML Deca..  14/04/2014 1653
g1 romunated no nomnated SMTKE  MHTML Docw 14081102
1 Noonated EITOEKE MHTML Decw. 14042084 1052
T e SHARED GROUPS CSPMPBUSH A HOTELES COM) { 1KB  Shortow 0704/ 20041110
KX vegnten infc un we SDONKE MHTML Decw 12037004 1736
£ PROVEEDCRES PORTAL EINTKB  MHTML Doca A402/2014 1132
— FRECUENTE File foldler 9062084 1754
SENELUX Fide folder 06,00/2014 1043
J Incidencm File foider 050672014 1545
e GASTOS Fide foddes S0V 1R
PERSONAL File folder 16057004 238
IWENTAROS File folder 037052084 1821
b Corge Mt Fide foicher 03/04/2004 18483
Figure 4.11

Allow the creation on the pop-up window and the file will be saved.

The system is trying to execute the program

C:%Program Files"Microsoft Cffice’\Office 14\EXCEL EXE
with the command line
"CAaUsers‘mp jimenezhDesktopexport MHTML"

Do you want to grant pemission to execute this progam?

[ | Remember My Decision
F =1
I Allow ‘ I Deny Help
L5 2
Figure 4.12
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4.2. Reports summary

To easily identify the available reports and their use, please find below a brief chart of the available

reports.

Area

Transaction
XKO03 — Display vendor

Detail
Displays a vendor’s register

MKVZ —List of Vendor

Displays a list of vendors available for MM in a

Purchasing Purchasing Organization.
Vendors MD
gg/ltg/l_Vendor data. MM Vendor Shows the distribution data of MM vendors
ZFI_VENDOR_PAY. Financial Shows all the data of a vendor’s selection, including FI
Vendor data and MM
Materials MD MMO3 — Display material Displays a material's register

MM60 — Materials index

Displays a list of materials created for a Plant

Inforecords MD

/CCSHT/MM_INFORECORD

Shows the available inforecords/contracts

ME2L - Orders by vendor

Shows a detailed list of POs in a Plant and can be
selected by vendor.

MEB8OFN — General Evaluation.

Shows a selected list of POs and its Purchase story as
the GRs with its corresponding date.

MG$4 - Vendor Analysis
Purchasing value.

Orders . . . o
ZMM PURCH ORDERS Sho_ws a summarized list (_)f POs in a Plant with its
- - basic data. Vendor, material, qty, price and amount.
ME2K - Purchasing Volume per | Shows a detailed list of POs in a Plant and can be
Account Assignment selected by Cost Centre.
. . The list of movements by material, orders in our plant,
MB51 — Material Document List receptions and materials per warehouse.
Movements allows us to see the full list of requests, the warehouse
MB25 — Reservations List from the requester, distribution warehouse and the total
units transferred.
MC.9 — Stock Analysis To analyse the stock value and the units in stock of
goods
MG$G — Material Analysis Allow us to visualize the amount of the orders received
Purchasing value. and invoiced for each material.
Analysis

Allow us to visualize the amount of the orders received
and invoiced for each vendor.

FBL1N — Vendor Line-ltem
Display

Helps us to identify the status of an invoice, the payment
date, and the document with which the payment has
been released

/CCSHT/MM_WH_OVER —
Inventory report

total monthly warehouse values

Global reports

/CCSHT/MM_PURCH_STAT —
Purchasing Status

Displaying the total purchases value in a certain period
broke down by vendor, purchasing organization, hotel
and/or month and displays all the details regarding GRs
and invoices. Can by executed by PO or Packing Slip

ZWF_MM_PO_LOG - PO
Workflows

Displays the status of purchase orders, as well as the
people who are involved in this process of approval.

Workflows
ZWF MM _IV_LOG - Invoice .
== Tracks incidence status
incidences
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4.3. Reports Available

4.3.1.Transaction XKO03: Display Vendor
To find out more from a specific vendor, we have the transaction “XK03 — Display Vendor”.

The user indicates the vendor number they want to check, along with the Company Code and
purchasing organization. The Vendor field is mandatory and grants access to the General data block.
If the Company Code is not filled, access to Company Code data is restricted. Similarly, if the purchasing
organization is not filled, access to purchasing organization data is restricted. The user then selects the
data they want to see from the following list.

Display Vendor: Initial Screen

Vendor I _|
L |

Company Code
Purch. Organization

General data

[ Address

[]Control

["Payment transactions
[]Contact Persons

Company code data
["|Accounting info
["Payment transactions
["|Correspondence
[withholding tax

Purchasing organization data

["|Purchasing data
[CIPartner functions

Figure 4.13
Once selected, we must press the keyboard “Enter”.

A screen with the vendor data appears. To move through the different types of data, we must rely on

e

the choices "Previous Screen" and "Next Screen
Data” Extra Data Akernative Data

and the option "Extra Data" and "Alternative
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Vendor (74021

Ttle
Name

Search Terms
Search term 1/2

Street Address
Street/House number
Postal Code/Cty
Country

i =3
Language
Telephone
Mobie Phone
Fax
E-Mai

Comments
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Akernative Data  FI Blocked for MIRO  Bank Account Deactive

4

|SLIGRO FOOD GROUP NEDERLAND B.V.

'HEINEKEN SLIGRO

|CORRIDOR 1

5466 RB | VEGHEL

NL | Netherlands Region 07 | Noord-Brabant

Dutch - Other oommucanon N

(31534800504 | Extension | i

‘ - o

|cashdepartment@henekensgro.nl »
Figure 4.14

The Extra Data button allows you to access this information. Note that some fields may not appear
if the Company Code or Purchasing Organization is not filled in.

P Sanderd  Aveve Ducs  FI Bocked fie MIRD [k Account Dwicsve

Vendor 4033

Parchang Ovg, NLOA

A vmuen)

SUGRO FOCO GROUF NEDERLAND BV veGan.
POORE HOUAND

X

Ganers deta

Veerder type

i

o1

Wachaung Organarnn date

Nomeated Vends
Verdory' Portal
Cardidern Proes
DESAIV

e
POF « IDOC
Purdhasng Mol
Veodor Coperra
Mreriat valan
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Figure 4.15

4.3.2.Transaction MKVZ —L.ist of Vendor Purchasing

To get the list of all vendors we have available in our system for purchasing organization, or to see the
detail of a specific vendor, the system has the MKVZ report — Purchasing Vendors List.

List of Vendors: Purchasing
D [
I Tt
=
Vendor J to
Purchasing organization to
Search term to
Account group to ﬂ
Figure 4.16

In the home page, the user can filter by:

Vendor: Introducing SAP vendor code to analyse.

Purchasing Organization: (Predefined Value)

The report allows the user to consult all the details of the vendors registered on the system.

Field Description

Vendor Vendor Number
Vendor Name Complete Vendor Name
Street Address

Country Country

Postal Code Postal Code

Account Group

Account group to which it belongs

Search Criteria

Criteria for quick search

Purchase organization Denomination

Name of the correspondent Purchase Organization

Payment Conditions

Vendor Payment Conditions

Minimum order amount

Minimum Order Amount

Order Currency

Purchase Currency

Vendor Commercial Contact
Telephone Commercial Telephone
Purchasing Organization Purchasing Organization Code
Incoterms Incoterm

Population Vendor Population

Incoterms, part 2

Incoterm Point

4.3.3.Transaction ZMM_Vendor data
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To be able to consult the distribution data of each vendor, we should go to the ZZM_Vendor data report.
In the report we’ll be able to see the contact and distribution data of each vendor for different

establishments.

MM - Purchasing Vendor Data

@

Report-specific selections
Account Number of Vendor or Cr
Mame 1
Purchasing Organization
Plant

Output specification
Layout

The filter criteria can be by:

Account: Vendor: SAP vendor’s code

Name 1: SAP vendor’'s name

to
to
to
to

Figure 4.17

Purchasing Organization: Province or country

Plant: Hotel

Field Description

Vendor Vendor code in SAP
Name 1 Vendor Name

Population Vendor Population

Postal Code Vendor Postal Code
Country Vendor Country
Telephone 1 Vendor Contact Telephone

Tax Numberl

Vendor Tax Number

Purchasing Organization

Vendor Purchasing Organization

LFM1-ZZNOMINATED

Nominated Vendor

LFM1-ZZPORTALVENDOR

Portal Vendor

E-mail

Distributor e-mail for the purchasing organization

Since Initial date of a period
Up To Date when ends a period
Ce. Specific vendor’s plant

LFM2-ZZNOMINATED

Nominated Vendor for a specific plant

LFM2-ZZPORTALVENDOR

Portal vendor for a specific plant

Email

Distributor e-mail for the plant

Since

Initial date for a plant period

Up To

End date for a plant period
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4.3.4.Transaction ZFI_VENDOR_PAY Vendor’s financial data

To be able to see one or several vendors with all the corresponding financial data, go to transaction
ZFI_VENDOR_PAY - Report Vendor Master Data.

Vendor Master Data

® &

Report-specific selections
Purch. Organization
Industry key
Vendor account group
Country Key
Vendor Number
Central deletion flag
Company Code
Partner Function
Invoicing party
Payment methods
Created on
VAT Registration No.
Tax Number 1

Posting block
Payment block

Purch block

With purch order

b

8 8 8 @

g

‘ s ] 1 \
J_L‘J_‘,i J;}J} ) J_.il‘.‘ J_‘.!‘J_,[J‘_.'J}{ B

8 88 8 8§ 8 8 @

Output specification
Layout

Figure 4.18
In this report it is possible to filter all vendors among another fields, by:

Purchasing organization: Purchasing region.

Industry Key: All vendors from a specific sector.
Vendor account group: SHO1 for OPEX, CAPEX or MIX vendors.
Country key: Displays all vendors created for a country.
Vendor number: Vendor’'s SAP code.
Central deletion flag: You can easily identify all vendors flagged for deletion.
Company code: Vendors for a specific Minor Hotels Europe & America company.

Partner Function: You can select vendors depending on their partner function.
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In it you can find info by PORG, Industry Key, Vendor account group, Country key, Vendor number,
Company code, and Deletion flag that is very useful. You can also add a Partner function, so if you
do, you will see for each vendor which vendors are related as a specific partner function. This is
helpful to have a full vision of the Invoicing parties.
It is a long and wide display were by scrolling lateral you can find:

General info for the vendor as code, name, fiscal data, language of communication, industry code and
contact info.

Figure 4.19

If you scroll to the right side, you can also see the payments and banks info:

Figure 4.20

If you keep scrolling, you get the Withholding taxes info:

Figure 4.21

You can also see the linked vendors as Invoicing party, if it has had Purchase orders, if it is blocked
for payments, blocked for posting, blocked for purchasing, or flagged for deletion.

Figure 4.22

4.3.5.Transaction MMO03 Display Material

We can also view the detail a specific material. For this we have the transaction MMO03 - Visualize
Material

Within the operation we must indicate the material number that we want to display and click on "Enter”.
(We can always use the value list to select an item in case we do not know the Material Number).

Display Material (Initial Screen)

Select View(s) Org. Levels Data

Ch

Material

Figure 4.23

In the pop-up screen we must select the material data that we want to visualize:
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[ & Select View(s) ¥
rVIaw
LBasic Data 1
Purchasing
Purchase Order Text
Accounting 1 -

View selection only on request

+ | Org. Levels | Data ||, (1[5 Defeult Setting | %

Figure 4.24

Finally, we can also specify the plant for which we are conducting the query in the next window, in case
we want specific plant data, if available.

[ Organizational Levels

| Organizational levels

=
Plant

—

Waluation type

[10rg. levelsfprofiles only on request

[ Select View(s) H Default Setting J

Figure 4.25

We can see the detail of the material so we can move through the tabs using the header.
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'®.  Display Material 02000789 (Beverages)
I} ) Additional Data &' Org. Levels

data 1 | s 'Purchasing | (s 'Purchase order text | Accounting 1

r = —
Material L02000789 p}’INOBC!-iARINTRAMURS DE POBLET 75CL [ﬂ
General Data
Base Unit of Measure PC Piece Material Group 0206
Old material number 0326887
Coperama Mat Number mp-01686251
Division 01
Prod.hierarchy 020605
X-plant mat! status Valid from
Material authorization group
Family — Production group
Subfamily
Basic Data Texts
Languages Maintained 0o B Basic Data Text | Language: -
Figure 4.26

If we want to access to further info of the material, we should click in = Additional Data  ptton as shown
below:

@) Display Material 02000789 (Beverages)
% gaMain Data

r ) 2 1_
2000789 f
Matana L\J-J.U 8 J'J
Language Material Description M
EN VINOS CHAR INTRAMURS DE POBLET 75CL &
ES VINOB CHAR INTRAMURS DE POBLET 75CL o

Figure 4.27
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4.3.6.Transaction MM60 - Materials Index

The report MM60 - Materials Index, allows the user obtains the detail of the master items available in
the system for each establishment.

Materials List
@ [

Database selections

I Tt
Material ﬂ
— g —

Plant to E3
Material type to 5
Material group to 5
Created by to 5

[|Valuated materials only

Figure 4.28
In the home page, the user can filter by:
Material: Introducing the SAP item code to analyse.

Plant: When you enter the plant, the system will restrict the search to the specified
plants. If left blank, it will show the plants where the selected material is available.

Material Type: It allows us to do a search based on the type of the material:

= 01 Food
= (02 Beverage
= (03 Packs

= 04 Non-Food — Products
= 05 Non-Food — Services

Material Group: For a more detailed result, we can select one or more items group
that from each material type.

The report result allows the user to consult every material detail registered on the system:

Field | Description
Material Material Number
Plant Corresponding Plant
Material Description Material Description
MTyp Material Type by Hierarchy
Matl Group Items Group
UM base Base Unit of Measure
Valuation Class Category Family
Ctrl prices Average or standard Price
Price Price by UMV
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Currency | Purchasing Currency

4.3.7.Transaction /CCSHT/MM_INFORECORD - View Information about Inforecords

To check the details and conditions that apply to certain material, or the materials assigned to a vendor,

we must use the transaction MM_INFORECORD

On the initial filter screen, you have the option to specify the search criteria for either plant agreements

only or all available agreements (recommended) as shown in figure 4.30

View Information about registered Records Info
€22

« Duplay Plant Agreements
Doy 3 Agreemants

DHpRY Pant Agreements
Pore
Date 06.04.2014
Figure 4.29

View Information about registered Records Info

 Display Plant Agreements
= Display all Agreements

Display all Agreements
Purchasing Organization
Plant
Material Group
Product hierarchy
Vendor Account Number
Material Number
Date :10.12.2024:@1

g

g 8 8 ©

Only expired Agreements
Only plant-specific
Current inforrecords

IR of blocked vendor

Figure 4.30

After clicking the option “Execute” @ we can see all the materials.
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The result allows us to see all the Info Record created for certain "Material"/"Vendor" and its conditions.
Some column names may be shorter if the column is not fully expanded. Find below the main fields that

appears:
Field Description

Info Record Alphanumeric key identifying the Registration Info.

P Org Purchasing Organization for which the negotiation applies

Pint SAP Centre code for implementing the conditions shown.
Numeric key that identifies the provider to which the

Vendor . .
registration corresponds

Name 1 Complete name of the vendor

Material Numeric key identifying the material to which the registration

corresponds

Material description Long

Material Description

Vendor Material Number

Vendor's internal code for the material in their catalogue.

Material Group

Numeric key identifying the item group to which the material
belongs

Product hierarchy

Hierarchy of the material

Description

Description of material group to which the material belongs

Order Unit

Refers to the unit of measure in which a material is ordered
from a vendor.

Equal to (<=>)

Conversion factor between Order Unit and Base Unit

Unit in which the material is managed in inventory and is used

Base Unit as the default unit for all transactions involving that material.
Price Price negotiated, if it is zero, the item has an open price
Currency Currency in which the agreement was made

Tax code SAP tax code that applies to the material

Valid From Start validity of the inforecords

Valid To Expiration date of the inforecords

Rounding Profile

Minimum quantity and/or multiples of orders

Overdeliv. Tolerance

The allowable percentage by which the quantity of goods
received can exceed the quantity ordered

Expiration reason

Reason why the inforecords has been expired.
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4.3.8.Transaction ME2L - Orders by Vendor

To view all the purchasing documents generated in a certain period, for a certain

total orders, we must access the report ME2L - Orders by Vendor.

In the home screen, the user can make filters by a wide offer of options. The advisable options are:

The results of the reports let the user consult all the details of the orders made through the system:

Purchasing Documents per Vendor

@ El Choose...

Vendor

Purchasing Organization
Scope of List

Selection Parameters
Document Type
Purchasing Group

Plant

Item Category

Account Assignment Category
Delivery Date

Validity Key Date

Range of Coverage to
Docurnent Mumber
Material

Material Group

Dacument Date

Intern. Article No. (EAN/UPC)
Vendor's Material Number
Vendor Subrange
Promotion

Season

Season Year

Short Text

Vendor Name

EEEREEER [

CECEEEERED

B o [

to
BRIV

to
— o —
— 0 —
=3 o =i
— o =
— o =

to

to

to

to

to

to

to

to

to
— 0 —
— o ==
Figure 4.31

vendor, material or

Vendor Introducing the SAP vendor code(s) which purchase documents we want to

analyse.

Plant: The user must indicate the plant from which he wants to get the orders list.
Document Number: Let the user filter certain purchasing documents.

Material: Introducing the SAP item code to analyse.

Document Date: It is highly recommended to improve the performance of the
transaction by always setting a date or a range for execution. If not, it can take a long
time or give you back an error. The report will show all the orders made in that period.

Field Description
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Document Date

Order Date

Vendor/supplying plant

Vendor SAP code and name

Plant

SAP centre code where the order has been done

SLoc

SAP warehouse code where the purchase has been done

Purchasing Document

Purchase order number

POH

Purchase Order History. If it is in blank the line has not been

received in SAP, it if has the icon (1%, , clicking in the icon
we can see the order history, where we can also see the
receipts, invoices, credit notes, etc...

Iltem Position of the material in the PO
Material Material Code

Short Text Material Description

Order Quantity Quantity requested UMV

Order Unit Unit of measure in the order

Still to be delivered (value)

Value of the units to be delivered

Net order value

Value of the units ordered

Still to be invoiced (value)

Value of the units pending to be invoiced

4.3.9.Transaction ME8BOFN POs General Evaluations

Another useful report that shows all the movements generated from a PO and which use is relay
advisable, is report MESOFN, General Evaluation.

This report can be used for displaying the information of purchase orders created and the transactions
that has taken place where you can drill down and summarize data.

In this report it is possible to filter by:
General Evaluations

@ [ )= =

General selections

Max. no. of hits

Program selections
Material Mumber
Purchasing Document
Vendor
Material Group
Plant
Storage Location
Document Date
Document Type
Document Category
Purchasing Group
Purchasing Organization
Document on Hold
Supplying Plant
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Figure 4.32

Once that you have selected a search criterion and executed, SAP will show you all the POs that fulfil
your request as shown below:
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652 13012014 4500002154
6353 1012014 430000205
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oo 1001
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Figure 4.33

1268 UK 010
1022 BR 003
1892 EUR 0103
1352 BUE 0100
1286 EA 0103
1267 ER 0193
13,70 BUR 0103
11,30 EUk 0183
13,00 Eur 0103
003 EuR 0103

153,60 EUR
S992 PR 0N
4754 EUR O0NS
4277 B 02

190,26 FUR
640 EUR 0100
043 Bl 0107
142 B 0100
442 EUR 0107
2,82 FUR

01000477 £2128
0190052 E128
01008485 EL29
01000472 €128
01009501 E£128
01500481  E129
01000300 €128
01900519 ElL8
01901094 TLW
aj0005M 128

0xoeaa £
020043 £138
02000448 El28

01000605 E128
01000000 128
01008611 E138
01000617 El28

In addition, by clicking on '‘Change view' and selecting 'Purchase order history' as illustrated in Figure
4.34, it is possible to view all the corresponding Goods Receipts (GRs) for each Purchase Order (PO),

as shown in Fig

ure 4.35

Purchasing Documents
G burchasey documese &l Marery

& BT R &L (B AL (B E

Purchase order history
PachangDoc.  “Phnt  “ma
4500002154 0018 10
4500002154 0018 10
4300002154 0018 20
4500002154 0018 20
4500003154 0018 30
4300002154 oma 30
4500002154 7

4500002743 0018 10
4306002743 0018 20
43500002743 0018 3
4900002743 0018 40

4500002743 [,

Wateri

02000438
02000438
02000448
02000448
02000453
02000453

01000605
01000605
01000612
01000617

|
@
\ Header/tem
Del. sched.
3' Burchase order history

Figure 4.34

Short Tet Mataral Doc. Yaer
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DONETTES CLASICOS FSC PURXIZIG
DONETTES RAYADOS PSC TUNXISHG

PAN NOLDE BCO 20 REE F5C PANRICO 11006
PANRICO SENZIAL ITGR 5206

Figure 4.35

4.3.10.Transaction ZMM_PURCH_ORDERS Placed orders.

A
ANANTARA

AVAN' t/tujiy.u'n

oA nH ™ COLLECTION
st Oty wd

BUSINESS PROCESSES - OPERATIONS

2014
2014
2014
2014
2014
2014

2014
2014
a01e
2014

MNateral Doc. em M Posting Date

5000012647
5105611330
3000012647
5105611330
5000012647
3105611330

S000038888
5000035658
5000038588
S000038858

nhow

N

oW e

101 28.01.2014
21,04.2014
101 38.01.201¢
21.06.2014
101 28.01,2014
21.08.2014

101 24,02.2014
101 24,02.2014
101 24.02.201¢
101 24.02.201%

TIVOLI

120



All Rights reserved. No part of this document may be reproduced without prior written consent of Minor Hotels Europe & Americas.

MINOR

HOTELS

To obtain a comprehensive overview of all Purchase Orders placed in our hotel, we can utilize the report
ZMM_PURCH_ORDERS via Transaction ZMM_PURCH_ORDERS. Additionally, this report is useful
for identifying Purchase Orders created by specific users

In this report it is possible to enter any of the following search values and press Execute @.

ZMM_PURCH_ORDERS
@ [

Report-specific selections

Purchasing Document Number to
Plant [ ] to |
Storage Location [ | to [ |
Currency Key [ | to [ |
Purchasing Document Type [ | to [ |
Company Code [ ] to [ ]
Purchasing Organization [ ] to [ ]
Purchasing Document Date to
Material Mumber to
Material Number Used by Vendor to
Material Group to
Vendor Account Mumber to
Mame of Person who Created the Lr__ j to -
Terms of Payment Key to
Language Key E to [ ]
Purchasing Group [ | to [ |
Purchasing document processing [ ] to [ ]
Exchange Rate to
Output specification
Layout
Figure 4.36
Field | Description
Purch. Document | SAP Purchase order number.
Plant SAP Centre code.
SLoc SAP code of the warehouse where the order was made.
Item Group Numeric key identifying the item group to which the material belongs
Material SAP material code
Vendor code Material code for supplier
Short Text Material Description
Order Quantity Quantity requested UMV
UOM Unit of Measure of the order to the vendor
Net Price Net Price Negotiated

4.3.11.Transaction ME2K - Purchasing Volume per Account Assignment
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The report ME2K is really like ME2L with the only difference that this allows us to visualize the
amount of the orders by Cost Centre:

So, to be able to run this report properly, please keep in mind the Cost Centre structure mentioned in
point 1.6 Warehouse/Cost Centre Structure.

A cost centre code has the following structure: 4 letters from the company code + 4 letters from the
Hotel code + 2 letters from Cost Centre. You can always use the searching tools to find yours.

Purchasing Documents per Account Assignment
& & )= Choose...

Cost center to |E|
WBS element
Order to |E|
Asset
Subnumber
5D Document
Itemn
Schedule Line Mumber
Network
Operationf Activity
Purchasing organization to |E|
Scope of List [AL*d j -
Selection Parameters to | & |
Document Type to |?|
Purchasing Group to |?|
Plant to B
Item category to |?|
Account Assignment Category to |?|
Delivery Date to |?|
Validity Key Date -
Range of Coverage to
Document Number to |?|
Vendor to |?|
Supplying Plant to |?|
Material to |?|
Material Group to |?|
Document Date to |?|

—

Figure 4.37
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Always enter as a Scope of List: ALV
Click on Execute.

Field
Plant

HOTELS

Description
You use the plant to determine, for instance,

which plant is to receive ordered goods

Cost Centre

Key uniquely identifying a cost centre.

Purchasing Document Number

Alphanumeric key uniquely identifying the
document.

Vendor/supplying plant

Supplier who delivers the goods

Purchasing Group

Key for a buyer or a group of buyers, who
is/are responsible for certain purchasing
activities.

Po History

History of the order

Document Date

Date on which the purchasing document was
created.

Material

Material Code

Short Text

Description of the material

Material Group

Hierarchy

Item Category

Key defining how the procurement of a
material or service item is controlled.

Account Assignment Category

Specifies whether accounting for an item is
to be effected via an auxiliary account (such
as a cost centre).

Still to be delivered (value)

Value of the pending materials

Item Number of Purchasing Document

Specifies the number that uniquely identifies
an item in a purchasing document.

Storage Location

Number of the storage location at which the
material is stored. A plant may contain one
or more storage locations.

Order Quantity

Quantity ordered by the buyer, to be supplied
by the vendor.

Specifies the unit of measure in which the

Order Unit L
material is ordered.
Net Price The net price that results from the net value
divided by the order quantity.

Currency Currency key for amounts in the system.

. . Specifies how many units of the purchase
Price Unit - . s .

order price unit the price is valid for.

Porg Denotes the purchasing organization.

Stockkeeping Unit

Unit for storing

Value of the purchase order (including

Net value discounts and surcharges)
A , /
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SAPEVENT:DOCU_LINK/GL:cost_center
SAPEVENT:DOCU_LINK/DS:GLOS.3526BFCFAFAB52B9E10000009B38F974
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SAPEVENT:DOCU_LINK/GL:storage_location
SAPEVENT:DOCU_LINK/GL:plant
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Purchasing Documents For Cost Center
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Figure 4.38

4.3.12.Transaction MB51 - Document of Material/Receptions List

The report MB51 — Material Document List, is a multipurpose report, which according to the selected
display variant can see:

The list of movements by material.
The list of orders in our plant.

The list of receptions in our plant.

The list of materials per warehouse.

For any of the two variants of visualization, the home screen allows us to filter by:
Material: Introducing SAP item code to analyse.

Plant: When the user enters the plant, the system shows the total list of materials for
this report. (Predefined Value)

Warehouse: You can select Warehouse(s) you want to visualize in the report of
materials/receipts.

Vendor: Introducing SAP vendor code(s) with purchase documents we analyzed.

Movement Type: You can filter by movement, goods receipt, material transfer, returns,
etc...

Posting Date: You can enter a date or date range. The report will show all the
movements made in that period
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Figure 4.39

After running a report, we'll see the previous visualization.
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3001 101 5004025902 20 07.05.2019

Figure 4.40
To be able to perform analysis functions we must click in “Detailed List” 11§
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The fields available or that can be added to the report results depend on the layout you have. However,
the most important fields are as follows:

Field
Warehouse

Description

Number of the warehouse in which the material is stored. In a place
may have one or more warehouses

Material

Alphanumeric key identifying the item uniquely.

Plant

Key identifying uniquely the plant.

Movement Type

Key that identifies the movement type.
In the list we can select;

101

Goods receipt for purchase order

103

Goods receipt for purchase order to GR blocked stock

105

Release from the GR blocked stock for the purchase order

122

Return deliveries to vendor

124

Return delivery to vendor from GR blocked stock

161

Returns for purchase order

201

Goods issue for a cost centre

261

Goods issue for an order

201

Goods issue for any account assignment

301

Plant to plant transfer in one step

303

Plant to plant transfer in two steps — stock removal

305

Plant to plant transfer in two steps — put away

309

Transfer postings from material to material

311

Transfer of storage location to storage location in one step

313

Transfer of storage location to storage location in two steps — stock
removal

315

Transfer of storage location to storage location in two steps — put
away

321

Transfer of inspection stock — unrestricted-use stock

323

Transfer of storage location to storage location — inspection stock

325

Transfer of storage location to storage location — blocked stock

531

Goods receipt of by-products from order

541

Transfer of unrestricted-use stock to subcontracting stock

561

Initial entry of stock balances — unrestricted-use stock

563

Initial entry of stock balances — quality inspection

565

Initial entry of stock balances — blocked stock

581

Goods receipt of a by-product from network

601

Goods issue for delivery

647

Goods issue for a stock transport order performed in one step
(shipping)

701

Inventory difference in unrestricted-use stock
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703 | Inventory difference in quality inspection stock (MM-IM)

707 | Inventory difference in blocked stock

711 | Inventory difference in unrestricted-use stock (LE-WM)

713 | Inventory difference in quality inspection stock (MM-IM)

715 | Inventory difference for returns

717 | Inventory difference in blocked stock (LE-WM)

Movement Type
Text

Describe the goods movement.

Order

Indicates an alphanumeric code that identifies the document
unambiguously.

Material Document

Indicates an alphanumeric code that identifies the document
unambiguously.

Accounting Date

Date by which a document comes in financial accounting or cost
accounting.

Quantity in UM
entry

Indicates the amount to be moved in the unit of measurement input

Entry Unit of
Measure

Indicates the unit of measure in which the movement of goods or
inventory count is recorded.

Brief Material Text

Text up to 40 positions designating more detail the material. The
short text of the material corresponds to the name of the material.

4.3.13.Transaction MB25. Reservations List Inventory Management

To control all the transfers, requested and/or managed, we have the report MB25, Reservations List
Inventory Management, which allows us to see the full list of requests, the warehouse from the
requester, distribution warehouse and the total units transferred report material.

Accessing it, the user can find immediately a filter screen to narrow his search to transfers. Here he
must introduce at least the establishment code which transfers wants to consult.

It is important to indicate the range of the list, to display all the movements of the establishment. You

can filter by:
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Reservation List Inventory Manegement
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Figure 4.42

After entering the search criteria, the user must click on "Execute” & to access the list of all movements
performed or to be performed.

Reservation List Inventory Management

G B0 AF T 5% B W r i 2 Resewton tem
[S Reser |1 (R RegmtDate M. D Matersl  Matersl Dascroton Pt Stoc [Ream |Remo DIT.  Plant Rec. Unt RC:  Acctassgt
105 1 2605201 311 W 02003953 AGUA /G MONTEPINGS RET VID S0 CL 0018 1001 80 0 80 00182001 PC U  00YB200!
Figure 4.43

Field

Reservation Number

Description
Indicates an alphanumeric code that identifies the document
unambiguously.

Position Number
Reservation Number

Indicates the number that uniquely identifies a position in reserve or
secondary needs.

Need Date

Indicates the date on which the amount of requested material is required.

Movement Type

The key that identifies the class of goods movement. Every movement of
goods (ex. Warehouse Order) is assigned to the system to a transaction

type.

Credit/Debit Indicator

It shows which side of the invoice (C = credit, D = Debit) the update of the
transaction figures is done.

Material

Alphanumeric key identifying the item uniquely.

Quantity Needed

Amount requested to transfer

Difference Quantity

Indicates the difference between the amount already reserved and the
amount reduced.

Base Unit of Measure

Unit of measure with which the stock material is managed. The base unit
of measure, the system converts all quantities the user register in other
units of measure (alternative units of measure).

Allowed Movement

Indicates that goods movements are allowed to the reserve position.

Goods Destination

Specifies the metric for which the material has been determined or
service.

Base Date

Indicates the date planned for the movement of goods.

Cost Centre

CECO
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Order The key that identifies an order uniquely within the client.
Receptor Plant Indicates the receptor or issuer.
Receptor Warehouse Indicates the receptor or distributor warehouse.

Availability verification. | Indicates the difference between the amount paid and the amount
calculated in the unit of measure of the order.

Relev.p.planif.nec. Relevance of the component for the needs planification

Movement Type Text Describe the movement of goods is done with movement type.

Material Brief text Text up to 40 positions designating more detail the material. The short text
of the material corresponds to the name of the material.

Plant Key identifying uniquely plant.

Warehouse Number store in which the material is stored. In a place may have one or
more warehouses.

Reduced Quantities Indicates the amount and reduced the reserve position.

Quantity UM entry Indicates the amount to be moved in the unit of measurement input. The
amount is converted automatically store measurement units (base unit of
measure).

Entry Unit of Measure Indicates the unit of measure in which the movement of goods or stock
counting is registered.

4.3.14.Transaction MC.9 - Stock Analysis

To analyse the stock value and the units in stock of goods, the system allows us to obtain the report
MC.9 — Stock Analysis. On the home screen you must enter the search criteria:

Plant: When you enter the plant, the system shows the total list of materials for this
listing. (Predefined Value)

Storage Location: You can select store (s) to be displayed in the report.
Material: If you want to see a single material it is possible to enter it in the filter.
Material Type: It allows us to make a search based on the type of material.

Iltems Group: For a more detailed result, we can choose one or more groups of items
that make up each of the types of material.

Month: We can enter the month or months in which we obtain the report inventories.
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Material Analysis: Stock: Selection
@ ?T? E'ri E By SalactVers. Usersettings 4y Standard drildown

| Characteristics
=
Plant | to [ =]
Storage Location to ﬂ
Material ' [to ' '
MRP Controller to ﬂ
| Material Groupings
Material Type to

Material Group
Valuation Class

|
|

| Period to Analyze

Manth 12.2015 to |0z.2016 @
| Valuation
(%) Standard

(7)5td w0 Distrib.
(") MaterialLedger Active

() Current Price

Figure 4.44

After entering the search criteria, we get a report of all existing items.

Sacerial ValSzockValue Valuated scock Cragritock

Total 5.571.817,33  EUR|30,183,962,570 *rv 0,000 =rv
02000003 322,75 DR 62,00 KG 0,00 KG
01000003 1.792,53 EWB 188,800 PC 0 B
QLOID00S 351,% B 41 e 0o
01000003 371,70 O 53 Pr [

Figure 4.45

To change the view and see the name of the material instead of the Item Code, we take the following
steps:

Options > Characteristics Representation > Key and description.

(5 Material Analysis Edit Goto View Extras _Setﬂngs‘

o <3 ea@ o™

Value display

»

»
Material Analysis: Stock: Basic L.  Cheracteristic display ~ »  Description

»

»

System  Help

L

< e Column width and description
G ) T la d% 2 switch dridown... 4 &2 [ o
Page header

No. of Material: 1 Save settings... [
Material ValStockValue Valuated stock CnsgtStock
Total 0,00 EUR 0 PC 0 PpC
01005602 0,00 EUR 0 PEC 0 PC

Figure 4.46
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(& Material Analysis Edit Goto View Extras Settings System  Help
@ Y« eee S2@He HNLH PR e
Material Analysis: Stock: Basic List
QB g 48 & switchdrilidown... 42 & 3 2 T TopN.. [T 4 »

No. of Material: 1

Material ValStockValue Valuated stock CnsgtStock

Total 4 0,00 EUR 0 PpC 0 PC

101005602 MERMELADA, 0,00 EUR 0 EC 0 BC
Figure 4.47

To expand the column width: just press double click on the column Material and change the width:
[= Column Width - Characteristic

Colurnn width 60|

Figure 4.48

This report allows additional functions to the standard reports

When we position the mouse on the "Material* column and

click on the "Select" icon we can summarize the analysis by
store and click again shows the summary by month.
E? We can save the file on your computer and select the format.
2 Both icon_s allow us to change the detailed display of the report
by selecting:
Switch drilldown... Stock Rating Category, Central, Item Group, Material Type,

Month, Store Location...

This icon shows the chronological evolution of the inventory
within the selected period.

| Top M... | We can get the Top 10 products in inventory.

&

4.3.15.Transaction MC$G — Material Analysis Purchasing Value

The report MG$G allows us to visualize the amount of the orders received and invoiced for each
material.

To visualize the report, the home page allows us to make some filters by:

Material. Introducing SAP item code(s) to analyse.
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Plant. When you enter the plant, the system shows the total list of materials for this
establishment.

Material Analysis: Purchasing Values: Selection
B & (@ foy SelectVers.  [IT]User settings &~ Standard drildown

Characteristics
Purch. Organization D ] to [ ]
Material to
Plant o to | E3

Period to analyze

Month 01.2016 to 02.2016

Figure 4.49

On the display you will have available the following information:

Material Analysis: Purchasing Values: Basic List

AR T M S oo, S IAT ton. T 4

¥o. of Materisl: |
Matarial PO wnlus G value Inesine Amount. | 0 pricw Invoioe prioe

| 4 {

Total 15, 02 EUB 129, 6l 2 o 66,24 EUR R L EUF e EUR
MERMELALA PREMTUM 13 EU§ N 24 4 t E £ i x

Figure 4.50

You can change the view and see the name of the material instead of the Item Code, we take the
following steps:
Options > Characteristics Representation > Key and description

Field | Description
Material SAP material code.
Order value includes discounts, surcharges, indirect costs of

PO Value . .

collection and cash discounts.
The value of the goods receipt is the amount of goods receipt
valued at price average order.
Invoice Amount Amount the vendor invoiced.

Goods Receipt Value

The average order price is calculated from the ratio of the effective
PO Price value of the order (including order value), and the order quantity
(amount of material orders).

The average bill price is calculated from the ratio of the invoice

Invoice Price S
value and the amount of invoice entry.

4.3.16.Transaction MC$4 — Vendor Analysis Purchasing Value
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Report MG$4 is really like MC$G with the only difference that it filters by vendor instead of material.

Vendor Analysis: Purchasing Values: Selection
(& ofo o B4 ¥a] (5] 5qSelectVers. [T User settings  &>Standard drilldown

Characteristics
Purch. Organization
Vendor country
Supplier 195
r =
Plant d 0094_'Q

(&

B |8 (8|8
‘J‘J'L\!J.
|

Period to analyze
Month 11.2024 to 12.2024

D

Parameters
Analysis Currency
Exception

Figure 4.51

This is the result:
Vendor Analysis: Purchasing Values: Selection

(& ofo "o A Ko] (3] % SelectVers. [l User settings  &*Standard drilldown

Characteristics
Purch. Organization to | <
Vendor country to nl
Supplier 195 to =

i W o

Plant LOOQQJQ to *

Period to analyze
Month 11.2024 to 12.2024 <

Parameters
Analysis Currency
Exception
Figure 4.52

Remember that you can see the information from different point of view clicking on Switch drilldown.
And you can change the view and see the name of the material instead of the Item Code, we take the
following steps:

Options > Characteristics Representation > Key and description

Field | Description
Supplier Name or code of the vendor.
Order value including discounts, surcharges, indirect costs of
PO Value

collection and cash discounts.
The value of the goods receipt is the amount of goods receipt
valued at price average order.

Goods Receipt Value

Invoice Amount Amount the vendor invoiced.
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4.3.17.Transaction FBL1N Vendor Line-ltem Display. Invoices

Transaction that helps us to identify the status of an invoice, the payment date, and the document with
which the payment has been released.

Due to the weight of the report, it is advisable to execute it for a specific vendor, and for the company
code you need.

Vendor Line Item Display
@ & = Data Sources

Vendor selection
Vendor account 9497 to
' =
Company code I_NI.**l s to -
Figure 4.53

In the status, user has 3 options:
*Open Items. Invoices to be paid.

*Cleared Items. Invoices already paid
*All items. All the invoices paid and to be paid. (Recommended to find a specific document)

Line item selection
Status

(*)Open items

o ne 2n1al
Open at key date 26.08.2014

() Cleared items
3 —

Clearing date
Open at key date

Al items
Posting date to

Type
Normal items
["|Special G/L transactions
[ |Noted items
[ |Parked items
|| Customer items

Figure 4.54

&

Once entered the search criteria, the user can execute the report. =
Viendor Live Ttem Displary
Mern 700 D0E FAR v s 2% oo

[T, =il ooy
3 2

T T I
" :r({)r:-n- LR e ntemem Aecoarr | 1% 3 fAseasr it lacul tag. | Loy lemes == doc. me Rt | C2reg dens
+ 4 . . i

Pt 1 e Y

1000 0004] 2ete

Figure 4.55

"
2054 Doscesteren
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E

Invoice Status
Green: Cleared items
Red: Open items
Yellow: Parked items

Company code

Company responsible of the Invoice payment

Document No

The document number is the key the system uses to access the accounting
document.

Type The document type classifies the accounting documents. (See type table)
Reference Vendor's Invoice number
Account Vendor code

Payment Block

Block indicator:
Blank: Free for payment
B: Manual Block
D: Delayed Payment
P: Approval Block
R: MM Approval (Incidence)
S: Supplier Locked
X: Migration Block

Doc. Date

Invoice date

Posting Date

Posting date

Amount in local
currency

Amount in local currency

Local currency

Local currency

Amount in document
currency

Amount in document currency

Clearing document

Number of the document with which the line item was cleared.

Business Area

Centre/Hotel

Net due date

Payment day (According to Payment terms, does not imply that the document has
been paid that very same day)

Payment Method

How payments are to be made
: Transfer Kyriba

: Check

: Direct Debit

: Netting

: Transfer Other-SEPA

: Netting (Customer)

: Direct debit (Customer)

: Transfer (Customer)

ZOmoo >

— T

Type table: Document type

INITIAL VEND.CRED.MEMO
00 | MIGRATION K5 |COMIS S| | JOURNAL MANUAL IC
VEND.CRED.MEMO
AA | ASSET POSTING K6 | C.WPS SJ |PAYROLL ADJUSTMENT
CLEARING
AB | DOCUMENT K7 |VEND.CRED.MEMO IC NB |SM |PAYROLL MANUAL
ASSET

AD | DEPRECIATION

KC | VEND.INV.COMMISSION [SP |PAYROLL

AM | ASSET MANUAL

KD [VEND.INV.COMMIS.WPS |SR |JOURNAL MANUAL

AS | ASSET SALE

Kl [ VENDOR INVOICE IC SW | JOURNAL NH WORLD

KYRIBA -
Bl |INTEREST

KJ [VENDOR INVOICEICNB |[X1 |AUTOMATIC INTERCENTR
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BANK KYRIBA

BK | POSTING KM | VEND.INV.MANUAL X2 |INTERCOMPANY CLEARIN
BANK MANUAL

BM | POSTING KO | VENDOR INVOICE OPEX |X3 |VEND.INV.PREV. 2014
BANK KYRIBA

BZ |ZERO BAL KP | VEND.INV.PORTAL X4 | CRED.MEMO.PREV. 2014
CUST.CRED.MEMO

D1 |IC KQ [ VEND.INV.PORTAL FlI YF | CUST.REC(NOT IN USE)
CUSTOMER

D3 | CREDIT MEMO KT |VEND.TRAV.EXP TRIP YO | CUST.RECEI.CHECKS
CANCEL INV CRED

D4 |MEM KU | VEND.TRAV.EXP.MANUAL | YP |CUST.RECEI.DIR.DEBIT
PMS CREDIT

DA | MEMO KW | VEND.INV.NH WORLD YQ | CUST.RECEIPT CONFIRM
CUSTOMER

DB |INVOICE KX | VENDOR INVOICE CAPEX | YR | CUSTOMER PREPAYMENT
CANCELLATION

DC |INVOICE MG | NET GOODS RECEIPT YS | CUST.RECEI.PROMIS.NO
BAD

DD | DEBT.PROVIS. MM [ INVENTORY POSTING YT | CUST.RECELTRANSFER
CUST.F.I(NOT IN

DF |USE) NA | PMS PRODUCTION ZA | VEND.PAYM.TRANSFER
CUSTOMER

DI |INVOICE IC NK | PMS COLLECTION ZB | VEND.PAYM.CONFIRMING

DR | PMS INVOICE NN [ NETTING ZC |VEND.PAYM.CHECK
CUST.INV.NH

DW | WORLD PR | PRICE VARIATION ZD |VEND.PAYM.DIR.DEBIT
CUSTOMER

DZ |COLLECTION RD |PMS CANCEL INVOICE ZF | VEND.PAYM.PROMISSORY

FX | FXVALUATION RV | SD INVOICING ZM | VEND.PAYM.MANUAL

G/L ACCOUNT

IN |INTERCENTER SA | DOCUMENT ZP | VENDOR PREPAYMENT
VEND.CRED.MEMO

K1l |IC SB |ACCRUALS
VEND.CRED.MEMO

K2 |OPEX SC |PETTY CASH
VEND.CRED.MEMO

K3 | MANUA SD | PREPAIDS
VEND.CRED.MEMO

K4 | CAPEX SE | PAYROLL EXTRAS

4.3.18.Transaction CCSHT/MM_WH_OVER Inventory report

It is possible to break down the total monthly warehouse values by product hierarchy and/or some
specific materials (Figure 4.50) giving users a much deeper vision of the warehouse goods
movements (Figure 4.51)
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Mere 12024

Drwe ccstes
Prosut herartry
Materal

s e uos

Figure 4.56

MM - Warahouse overview (11,.2015)

(@ [AeREY. &S R Ta e

Pt Mo L Slec Desar. volhwet, | Hasachy atarsd
2R01 HID ANDALUCIA DLAZA APS1 BODENA DLOoS201  FEEOINGMAKY, CHEESES A0 DES | 08-00100324
201 MO ANDALUCIA PLAZA APS2  COCINA - D1EMAZ0T  FEEDORG/MLKY, OUEIES A0 OIS 03-00300328
2101 MID ANDALLACTA FLAZA APFL  BCOOEGA Q00 DEFNS/WIE A0 SPARKLING WINE  053-001 007503
2001 HI1D ANDALLICIA PLATA  APOZ | COCTHA D200 DEFRGWINE AMD SEARKLING WINE  053-00100533

2001 HLD ANDAUICIA PLAZA AP BOCEGA 0181 FEEDING IMEAT 03-00101647
2001 HID ANDALUCTA PLAZA APD2 ' COCINA - 010t FEEDING'VEAT 03.00101647
2500 MI0 ANDALUCIA PLAZA APS: BOCEGA 0101 FEEDIG/VEAT 0300108445
201 MID ANDACUCIA PLAZA APE2  [OCINA  OLOL FEEQRE) MEAY 03-0azoL4as

Figure 4.57

aterw desoutan
SKINMED NS

DPORTD NESSAS IANMCD 5800 70 O,

VINCED PORK MEAT

LAMS THOPS

.
Irest stoos

£.541,68
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nre
1342638
60
Ta86,07
10482

Users can visualize the values of goods movements split by different product hierarchies and/or
materials, facilitating the export of the report into a .XLS file for detailed examination of all goods

movements.

Additionally, if users wish to extract information for specific product hierarchies or materials, they need

only specify them on the selection screen.

Moreover, users can choose to view the information split by plant, storage location, product hierarchy,
and/or material using the 'Breakdown by' block, as shown in Figure 4.56.

This report proves exceedingly useful for controlling all goods movements by material or product family,
and for exerting greater control over the accountability of all goods by knowing the values and quantities
purchased, transferred, counted in the inventory, etc., by warehouse and hotel
It is also possible to access to the movement’s details for two report columns:

e Total Consumptions
e Final Stock

In Figure 4.58, it can be seen how the details will be displayed, for example for the “Final Stock”

column.
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Material Descr.  |MvT | Quantity  Unit Purch. | MvAvaPri_ | Crcy Prod.hier. | PH1 PH2 PH3 PH4 Hierarchy
[00-0010026? |§J|-I 9 KG 38,73 4,30 EUR 01030101 01 03 01 01 FEEDING//FRUITS AND VEGETAB,
Figure 4.58

4.3.19.Transaction /CCSHT/MM_PURCH_STAT Purchasing Status of the MM Docs

In general lines, the report has three main functionalities:

e Displaying the total purchases value in a certain period broke down by vendor, purchasing
organization, hotel and/or month. (Search Type: General)

¢ Displaying essential information (e.g. purchase order value, derived packing slips and invoices,
total corresponding goods receipts and invoices value) about all the purchase orders created
in a period (given by the user). (Search Type: By Purchase Order)

e Displaying essential information (e.g. packing slip value, derived invoices and total
corresponding invoices value) about all the packing slips created in a period (given by the user).
(Search Type: By Packing Slip)

TMSTorMM - Purchasing Status
@
Saarch type

[(nGanein

By Purchase Order

By Pacing S
Sakcton Data
Vandm ta “
Purch, Qeganuation to | "
Mant o “
Morth o "
Breakdown by

7 Vandot
Purchasng Organaatan
Pant

Month

Figure 4.59

The “Breakdown by” block (Figure 4.53) gives users the possibility of choosing how they want the
information to be displayed once the program generates the report. The four possible breakdown
options are:

Vendor

Purchasing Organization
Plant

Month
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Hama

#201 - Centro P201

P102 - CENTRO 102

#101 - CENTRO 102
W0IG00005 - Mosdies Gstato

2000100375 -

00DLODST4
2000100070

2000100269 -
2000100041 -
000100640 -

0000100234
Q00100032

2000100031 -
000100330 -
0000100029 -
2000100026 -

Q00100027

2000100326 -
000100025 -
- FRUTAS BUENAS

0000100024

Q000100623 -
2000100022 -

2000100221
000100020

MR ANNG -

TEST PROVINGA

TEST PAIS

CENTRAL LECHERA ASTURIANA
DANOHE

CONIDAS 5.4

TEST RORM

Dastharas proaha

Peoeedor Manu

XESUS ROGLES

Proveadir formgonn Quantem
PEPE 54,

Provesowr C009

Acreqder Pruesa 211

s

Provesdor Agua

Paiomeas AT

s Sonnsas

Peoveador Pescados y Marscos
Mandss

ANTOMIA A

MINOR

Purchase Drder Vv
40.023,70
5617, 200,00
15.600,00
2463,00
1,750,089
4,088,008
4.7

9,87
8.637,9%
9.4
3507,
115.400,00
1.550,00
1.000.00
314,50
97,50

4 850,00
910,00
1.005,00
140,00
245,80
145,00
950,00
409,50

4 QM. na

HOTELS
GR val o0 ond. Gt Ioce Amoost SR fundng Ameurnt
3020100 0,00 10.022,70
200,00 0,00 5.604.500.00
1.400,00 0.00 14.200,00
0,00 0,00 2,053,00
0o 0,00 1.750,00
0,00 0,00 4,088,00
0,00 0.00 4,70
041 0.00 9,46
465593 §52,00 3,982,00
oM 0,00 q,00
0,00 0,00 3.507,94
81.400,00 40.000,00 34.000,00
1.550,2 1.950,00 0,00
20.000,00 1.000.00 19.000,00-
230,400 85,00 3,50
4750 0,02 0,00
4.490.% 0,09 353,50
210,00 0,00 100,00
0250 200,00 3250
106,00 0.00 .00
11215 0,00 133,65
11800 0,09 27,00
650,00 0,00 300,00
214,50 0.00 156,00
7 54R 2500 235200

Figure 4.60

Trveics Pamd, Amount
36.001,90
270000
1.400,00
200

0,00

0,00

0,00

041
4.001,99
924

0,00
4140000
0,00
12.000,00
165,00
£7.50
440550
812,00
502,50
106,00
115
11800
650,00
214,30
4R 00

Purchase Order Value: Indicates the aggregate Purchase Order Value per line.

Oy
BR

B
R
R
BE
ar
=1

EUR
0R

8-

o
R
aR

514
EUR
R

RRRER

Goods Receipt Value on order date: Total amount of all the goods receipts performed
during the date range specified by the user. It is important to note that if the report is being
checked “by Packing Slip”, the program will count all the goods documents created within this
date range and thus, it will not take purchase order dates into consideration.

Invoice Amount: Sum of all the invoices received for that report line.

Goods Receipt Pending Amount: Displays the PO total amount still pending to be received
in form of Goods Receipt. In other words, it is the subtraction among the total PO value minus
the value of the goods already received.

Invoice Pending Amount: Displays the PO total amount still pending to be invoiced. In other
words, it is the subtraction among the total PO value minus the value of the goods already

invoiced.

Here, the aggregate PO, GR and Invoices values can be checked by Vendor, Purchasing Organization,
Hotel and/or Month, depending on the chosen breakdown.

4.3.19.1.Search by Purchase Order

Selecting the search option “by Purchase Order” enables users to check the status of any purchase
order, or of all of them by Vendor, Purchasing Organization, Plant or Month. (Figure 4.61)
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Ssarth type
Geneal

« By Purchass Ordar
By Packng Sio

Selecion Data
Vendot

Purch, Organgation

Fant
Montn

Purchase Order Nurtber

fraakdown by
v

[ Ivendor

=

Purchasng Qupantamoe

v Pant
Month

Figure 4.61

0

(o[ o] a|0]

Should, for instance, the breakdown “Plant” was selected; the outcome would be like the one in Figure
4.56. There, it can be seen how, for each purchase order, there are two additional columns displaying
all the packing slips references and invoices (SAP codes) linked to the Purchase Order. On the other
hand, the columns with the PO, GR and invoice values, as well as their pending GR and invoice value,
are also displayed right after the packing slips and invoices.

TMSforMM - Purchasing Status
Whstes vy
CIA 41 5 P i)
or S Pamiac
2107 - M3 SNOALUCSA PLAZA $50000129
100 - W13 ANDALUCHA FLAZA 420000000
Z101 + HIA ANDAL LG FLATA FALO000W)
1100+ HAE AMOALLCM PLAZA SO0
2100 + HED ANDALUCH FLAZA 450000150
3300 ML3 ANIALUCA PLATA 420000043
2101+ HED ANTALLGA FLATA 450000227
F101 « N30 AMGALLECA PLAZA OO
FI01 - MI8 ANCALLESA FLAZA sSooo0gze
3000 + WG T, TOURIET MED) MO TEL (M) #0000 Y27
000 < WG, TOURIST MG MO TR (M) 450001 T8
900 - LA PUNTA NEGRA 500001 7%
0T - HLA PUNTA WA 500001 Fo
3900  NAT PUNTA WEGRA 4200001777
2900 - W10 PUNTA WEGRA AR0000) 755
2901 < M0 PUNTA NEGRA AT0000) 797
I001 - HIE PUNTA 1RORA FE00001mI0
3001  MIE PUNTA MEGRA #200001 179
500 - MM PATA MEGIA 4300001 750

Pac See

PEFEPIINT » REFEPRINN ¢ &
EWTRADA

ALBARANIS « ALZARANGA «
ABALANLY » A(R0RANA
ABMAN

AuBARANT

Xam

TEVRE_1 + 26VE.00_1
BEVEL i1 « DEVEL 02 ¢ DE
MSTANGREAL

XA

VORI B - YO AR 00

SILZEOCIMO 2014 « S1CH000TITLA « TLAWOAAITIN4

Jletecuml a1

SI0SEL0OT /014 + S10OTA N4

Figure 4.62
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Furthermore, it is possible to check any of the purchase orders, packing slips or invoices by double-
clicking on any of the document’s codes. In the following screens it can be seen how to check the
document details and to understand the screens the user is led to by the program.

QlRetrem Data

() T S

Nyre S Puthiot. 7 PacSies e

2103 + HI0 ANDALUCIA PLATA AMN00I29

2100 - H10 ANDALUCTA SLAZA ASEM 0

2101 - Ha0 ARDALUCIA BLAZA 430000090

2303 - W30 ANDALUCIA PLAZA 15000008% REFDRUOT « REFERNUOE 4+ 8

2103 < HI0 ANDALUCIA PLATA 4200001

2101 - H30 ANDALUCIA FLAZA 40000243

2301 - H1I0 ANDALOCIA FLAZA ATMD222 'LENWAZIA ! }

Figure 4.63
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Select the detailed view:

VM AT AY GMO BN BLE

e 4

"

[m‘ ; | Material Description . Plac Yewe 1
Sloc MvT S Mex, Doc. Itew Futng Date  Quantity is Daf EUn

00~00102754 BANANA BITS YOGWURT 2101 W10 ANDALUCIA FLAZA
AFO1 308 3000001478 § 22.04.201% 1w

Figure 4.64

RN RS

ST AT MG BN BIE

Referarce Mateew “» Mitarst Davroan (Purt Sot M5 MaterwiDoc, Bem | Powtng Dyt Wovemset Type Test [T Quantty | Wt T Amsunt 4C Hamw 1
BTRADA 0000132756 SANANA BITS YOGHURT 2100 AP 101 3000081178 | 22.04.2015 GR goods receqt 45T 041 HI0 ANDALUCIA PRAZA
GR QoOds rocess e 4 ST . €11
" o e 4 8T .. Bar
Figure 4.65

Eventually, in the case when there is more than one document by report line users can select which
one of all the documents, they want to open like in Figure 4.66, so that SAP shows the selected

document as in Figure 4.67.

_ 3 PachDac.
101 - HID ADAUKIA FLAZA 50000128
Z10L - H10 ANDALLICIA PLAZA S0I0N00
Z101 - HE0 ANOALLICIA #1224 450000000
Z101 - H10 ANDALLCIA PLAZA 430000033 REFEPRINT + REFEPRULD + REFEPRUDS 4
2LDL - H10 ANDALUCIA PLAZA esosoarze. D
J101 - M10 AMOALLXIA BIAZA 3090243
ZLOL - HE0 ANDALLICIA PLAZA 420000222 ENTRADA
2401 - H10 ANOALUCIA BLAZA A5HI00244
Z101 - HI0 ANDALUCTA #LAZA 430000223
2000  MGT TOURIST MED HOTEL (M) 4500001757 m
3900 -MOT YOMIST MID NOTRL (N) 430000175
2901 - H10 PUNTA HEGRA 4305001759 ALBARANL
2001 - H10 PUNTA NEGRA £500001760  ALBARANI
2501 - W10 FUNTA WEGRA 4001777 XMSS
901 < H10 PUNTA NEGRA 4503001702 DEVELOS 01 + DEVELOR
2501 - 30 PUNTA NEGHA M0N0 DEVEL 01 + DEVIL_ 22 4
2901 - HI0 PUNTA HEGRA €302001816  IETAKIASOL
{2001 - M0 PUNTA NEGRA SH00TTE XAED
2901 - H10 FUNTA HEGRA 30007176 VON_AUR_0) + VOx_sugl
ZO0L - HL0 PUNTA NEGRA 4500001779 xacS0t
2901 - 30 BUNTA NIGRA 4500001791
2901 - HI0 FUNTA NEGRA 4300001793
2901 - H10 PUNTA NEGRA 2500001780 MALSs

Figure 4.66
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Figure 4.67

4.3.19.2.Search by Packing Slip

Selecting the search option “by Packing Slip” enables users to check the status of any packing slip, or
of all of them, like shown in figure 4.68.

Aw’)’,—"z’.-:'b m !: ‘Ahx'-q.qv ,- ” .«‘.u. 0 .hp-.\ (:

@
_Search type
Garanl
1By Purchaws Order
E.?Jev Pockny S0 :
 Seiecton Dety = =
Vendor to & |
Purch, Crganzaton to &
Fane to (=]
Hmth = [&]
Fackng S Code to ||
Wateral Docurment C) 3
Pzl ye
Figure 4.68

On the other hand, the report is executed the same way as when searching by “Purchase Order”
displaying similar information. The Packing Slip Code is shown in the column “Reference”.

At oar
(EYL-A0 AT NS RS-
Name

!

Fetwaren -POrden Irvoe
4990000152011
[03003000) - THTRAL UE COMFFAS ASOI00000 + 4I000NTTIT + 4M0001708  BIARGINI012007
0030030001 - CHVTRAL DE (DMFRAS 00048 30040
009009000 - CEITRAL DE COMPRAS iRz 4300001567 SIA00IF/IVIT + 515000250/ 017 + TLOB002S/7013 «
0OMD0I00D] - TINVTRAL DE COMPEAS 13N 4300001671 S105COITTANIA -+ TLOR0T472004
003003000 « CHIVTRAL DE COMPRAS e AS0V00135E + €300001377
0030036007 - TIETRAL T TDRPRAS 133445 4300001520
0030030001 + CHITRAL 0% COMPRAS 1 300001019
1030030007 - CIINTRAL D% COMPRAS 43343 4300001403
0090030005 - CHINTRAL OE COMERAS 4 31000297

DOI009007] - TINTRAL DR COMPRAS
003009000 - (EINTRAL D6 (OMPRAS

00I0IC0T] - (TINTRAL U TOMREAS 4303005011 4200001811
DOI00I000] - {IIRTRAL D (OARRAS "7 AM00T0084T
DO002C00] - TEINTRAL OF (DNPRAS <4 45000084
0030030007 - CINVTRAL OF COMERAS = 4%00000851
0300000 T - CINTRAL DX COMPRAS =1 4300000837
DOS002C0N ] - CIIRTRAL TR COMPRAS " 450000084
0IM0N003: - TEINTRAL IX (DMPRAS ARA ASOOPO0EZE
00I00IC00] - CRINTRAL 06 COMPRAS farAA Q600347
00003007 T - [TINTRAL IR (DMPRAS e 4200001073
Figure 4.69

For this report to be reliable, we remind you the importance of entering the right Packing Slip Reference
while doing each Goods receipt.
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4.3.20.Transaction ZWF_MM_PO_LOG.PO Workflows

This report makes it possible to visualize the status of purchase orders, as well as the persons who are
involved in this process of approval. It is available in transaction ZWF_MM_PO_LOG.

Filter the selection of data based on the current state of the purchase order and may choose one,
several or all:
In Process: Purchase orders in the process of being approved (it may have been approved
by a user and the following steps of approval may be pending according to the limits defined).

Rejected: Purchase orders rejected by any of their approvers.

Released: Purchase orders completely liberated by all the necessary approvers and sent to
the supplier.

Without Release Strategy: Purchase orders that do not required authorization by any user.
It is mandatory to select the company or companies to consult.

Additionally, we can filter by:

Report of Purchase Orders with WFs Information
@ (&

WFs Status Selection
_|In Process
"~ |Rejected
—|Released
"~ |Without Release Strategy

Purchase Documents Selection

Company Code I_| e to |E|
Plant to [ =
Purchasing Document Number to |?|
Purchasing Document Date ﬁ 21.06.2015 to |?|
Vendor Account Number to |?|
Purchasing Organization to |T|
Purchasing Group to |?|
Release Strategy to |E|
Processed By (User Mame) |?|
Actual Agent |E|
Execution Mode Selection
(#) Normal Mode
" ILog Mode
ALV Layout Variant
Figure 4.70
i
“\NANA(.'\H A AVANI elewnna A K nH IH ¢ .‘c:v TION nhow '”\,’i )Ll

BUSINESS PROCESSES - OPERATIONS
143



All Rights reserved. No part of this document may be reproduced without prior written consent of Minor Hotels Europe & Americas.

MINOR

HOTELS

Execute the report in normal mode. The log mode presents one line per passage of the workflow and

is designed for the analysis of the IT department.

The listing will show us one line per supplier purchase order to be released with all the information
relative to the document (status, Company code, plant, purchasing document, PO date, vendor name,

purchasing organization, purchasing group, release strategy, number of approvers, net order val
department, actual agent name, approver users, reject reason,)
Report of Purchase Orders with WFs Information
Fmea & T FF &% HTEHTHhin Bdw HS 6
Actual Status CoCode | Company Mame Plant Plant Name Purch.Doc. | PO Date Entry Date Vendor
RELEASED  ES10 NH HOTELES ESPARIA, S5.A. 0302 ES10MH COLLECT PALACIO AVILES 4500757232 22.06.2015 22.06.2015 3482
RELEASED  ES10 NH HOTELES ESPAfiA, 5.A. 0081 ES10MH CALDERON 4500757457 22.06.2015 22.06.2015 712
RELEASED E510 NH HOTELES ESPAFIA, S.A. 9103 ES10CS SPAIN MADRID 4500757573 22.06.2015 22.06.2015 1882
RELEASED E510 NH HOTELES ESPAFIA, S.A. 9103 ES10CS SPAIN MADRID 4500757609 22.06.2015 22.06.2015 7332
Figure 4.71

From the listing, we can go to the log of the approval workflow

(5 Deta on Unked Workfiowe
2 (& AIYREY, E | (CE . -l -
Workflows for Object: 4500757232
L Owiton Du  Owition  Statn e
Lo Budels 4300737237 Codye 01 22067013 99035 Comomted  Rebase Murchawe Groer

Currant data for started workflow: Libarar Pedido 4500757232 cadigo 01

Steps in this process so far

Creatica
Date/Time
12.08 .

Step mase Status Busult

Ctear pediacte clave instancis sbiecc Campleted

Set 50 Auidor Cz=gplezed

Cempleced ¥uzkflow Iyszes
coepleced " Norkflow Jywzem
conpleced ¥ T Nprkflox Syasen

Ge=c AL 32 sgproval suvowavig awpleced 3
Figure 4.72

And to the SAP user who is responsible for the workflow at that moment

[ Redpients:Release PO number 4500778853

TS5 99900132 Release EO
US E00000057500 MANUEL MARTR GOMEZ GRMARRRL )
Figure 4.73
The possible statuses are:
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In Process: We can check who must approve a purchase order. In this example we can see a purchase
order pending at the 2nd of approval, previously validated by the previous approver.

Report of Purchase Orders with WFs Information
040 BR 4977 B% @ QU Bas D20

RelCodde 1 Destro of Fied Cod L Ry, Bene, Bey, Oute Act R Co Desc, Actusl Wl Cod: Actusf Agent  Actusl Agert fame Apprower | Uses Morre | Job Narre 1 Aton &
o ot Maragw! it Deactar Dge. B EDODI0057S00  MANUEL MARIA GOMET GAMARA EXIT00D063] JESUS JAN ARNEDD ELRRARENA HOTEL DRECT O
Figure 4.74

Rejected: This purchase order has been rejected. We can see who has rejected it, the reason (it is a
field from which we will be able to see the details of the reason for rejection) and the date of rejection.

Report of Purch rdevs with Wes Inf

MG DL AVYS BN Q 0230 WMoy S

Met Ve Oy Deeriewed Rel Tade 1 Damte of 09/ Cod 1 Rome? Ratien A Duts At Wl Op Owin. Actiw Byl Ond et Agemt st Ag Nar: Appeaww | e Tarw Jots Kaww 1 Aot
oM om ol MHate Pasow Otaxm, 21.00.205% SA02020G0  LETICIA MUMD AGLELAR NOTEL_SORCT £

133008 oW o 0 Drectw Dot B0 [taam, a1 o788y SI000MATZ  WUA LOTENG OEECInE g
Display Rejection Reason on Release: 45007583440101 Language EN
F.. L Row Text R

coooPooooitonooiPeooofooo PO oo oMo oootoooolicoooPoocoBooootrooooBoocotPoooo Vo -~

=
= E.eject Eeason: OTHERS Others.
= Wreong PO

Figure 4.75

Released: We can check who has approved a purchase order. In the example shown, we can see two
approved purchase orders with two levels of approval.

Report of Purchase Orders with WFs Information
ADG S0 AFTT 8% @ ST @y B2®

Ast Agmrt At Ag Tern. Agprowet | U Rare L Job Narw | Actan | el Catw 2 Dewcrp of Bel Cod T Apgrowe 2 Ueer Niere 2 Job Nerw 2 Acten 2
LO0C0000345E DODERT BRI wom. _oexcr O oz Opursbions Regural LOS0000O2SIY EXNST VAN D88 WARAL MAMAGLY &
EOG000I0S0  LETICIA MUND ASUILAR WOTE _OSECT O oz Opections Regendl  EDR00NRESLE6 CERT Ky MAMGER ¥
Figure 4.76

4.3.21.Transaction ZWF_MM_IV_LOG Invoice incidences Workflows

To be able to track an incidence status, use transaction ZWF_MM_IV_LOG.
The new report includes details of the following cases:

Details of invoices affected by each kind of incident

Status of the resolution about all incidents for each invoice

Person responsible of solving the invoice incidences

Details about all the tasks that have been completed up to invoice release

A counter to measure the elapsed resolution time for the incidence

Control about the credit memos requested to vendors. It also allows to cancel a credit memo
request

e Enables the navigation through the MRBR transaction, in display mode, to see the
incidences details (Quantity and price incidences)
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It also includes two execution modes:
Normal Mode: Shows one line by invoice/kind of incidence with current situation.
Log Mode: Shows one line for each action performed during the incidence resolution
process
In the Invoices selection you can filter by:
Company code
Business Area / Plant
Vendor
Invoice Document number.
Year. This is a mandatory field.

In the block Status selection, you can select if you want a report for an specific kind or incidence and
select a time lapse for backlog.

Incoming Invoice Verification with WF Info
&

Invoices Selection

Company Code |_| i to |E|

Business Area to | & |

Vendor to |?|

Invoice Docurnent No. to |?|

Year ] to |?|

Created ON to |E|

Status Selection

| Parked Invoices Status Parked to |?|
| Quantity Incidence Status Qty to |?|
| Price Incidence Status Prc to |E|
Processed by (User Name) |?|

Current Agent |E|

Total incidence Days to |?|

Days in current status to |E|

Aditional Options
| Get TMS User

Execution Mode Selection
=) Normal Mode
“Log Mode
ALV Layout Variant

Figure 4.77

As in the PO workflow report, you can select Normal (Figure 4.78) or Log mode (Figure 4.79).
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Figure 4.79
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Figure 4.78
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It also shows the Quantity and amount applicable in case that a Credit memo is requested.

From this report, several actions can be taken:

Eworkflow Logs Shows the workflow logs about the related invoice.

‘ﬁﬁ! Current Agents

Ellncid ences Details

Displays the users responsible for the treatment of the incidence.

Creatnd ¥y
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E0000000L 38
000001 S8R
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£00000001389
FOONLEE
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Shows the incidence details at item level (Only invoices with Quantity or Price

incidences). It also shows the Quantity and amount applicable in case that a Credit memo is

requested.
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Figure 4.80
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Shows the log mode (actions performed) for selected invoices.
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Shows the elapsed time for each step of the workflow.
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