Orders

Quick Reference Card -
Creating Goods Confirmations Against Reverse

also posted in dollars.

unit of measure is LOT.

Process: Depending on the commodity and nature of the order, some Shopping
Carts (and their resulting Purchase Orders) are setup in a “reverse” format.
Reverse orders are essentially “lump-sum” or “blanket” orders and are written with
one-line for the total order dollar amount. In short, a reverse order is written for
the dollar amount of the order rather than line item units.

Reverse orders are formatted with the total dollar amount of the order entered in
the Quantity box of line 1. Goods confirmations and invoices, as they are due, are

In order for business processes to flow and payments to release smoothly, Goods
Confirmations for reverse orders must be created against the dollar amount of the
order rather than individual order units. If the PO, Goods Confirmation, and
Invoice postings do not create a 3-way match, check payment will not release.

TIP: A reverse order can be identified if the PO quantity is in dollars and/or the

Role: Goods Confirmer

Frequency: As needed

Message Definition

Scenario I -
Creating a Goods
Confirmation for
confirming a
complete order in
reverse format

To confirm on the full
amount of a reverse
order, enter the full
Confirm Quantity that
matches the
Outstanding Quantity.

Mame: |

Reference Document:

02/28/2012

Hi

Copy | Paste | D
Description
XPS 8300 computer

uplicate | Delete | || Copy All Outstanding Quantities |

Outstanding Quantity’ Confirm Quantity| Unit =
1,557 1557 | LoT
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Scenario II -
Creating a Goods
Confirmation for
confirming a partial
order in reverse
format

To confirm on a partial
amount of a reverse
order, enter only the
Confirm Quantity that
matches the
Outstanding Quantity,
i.e. the dollar amount
of the partial invoice.

Mame: |

M 02/28/2012

0

Reference Document:

ltern . | Copy | Paste | Duplicate | Delete | || Copy All Outstanding Quantities |

er Description
XPS 3300 computer

Qutstanding Quantity

Confirm Quantity
1451.62

1,557
/

Linit
LOT
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How do I know the

amount to receive Confirmations
on a partial S — :
q ua ntity? Detailed Navigation V. Acti
Confirmations
= Inbox Puri
If a partial : g:i:nlaispurcha&e Order con
confirmation is Purc
required for a reverse | | services i D=
order, it must match Agvaneed Search =
the associated invoice. Create Documents o
To find the invoice
. . Central Functi
amount, click Display oty Resent
Purchase Order within

Site Navigation.

Purchase Order  |Edit  Goto  Erwironment  System

@ — @@ i
Click Purchase Order Standard PO SR 0003055 Cr

from the top menu bar
and enter the PO
number.

Cocurmnent Cverviesy Cn O % ':8 Print Preview

b [T Select Dol -t

(®)PO

(JPurch, Requisition

- . [ other Document |I9f|

B 4 =53 =91 I S MmlW'ﬁ

The Purchase Order

History tab in the ttem [
bottom Details SeCti on Conditions < Account Assignmentl Purchase Order History H Texts  © Delivery Address

will show all related @ & EE CE E =B {

invoices and the S... *|MvT [ Material Do, . | Ttem|Posting Date [ Quantity|oun|= v in OFUN |=

amount of each. GR 101 5500478475 1 O2f16/2012 1 LoT 1
GR 101 5500480521 n2/222012 1 LoT 1
GR 102 5500481860 1- LOT 1
GR 102 5500481870 1- LOT 1
Tr./Ev. Goods receipt 0 LOT = 0=
RL Si08170362 1 02/21/2012 85.380 LOT 65,320
RL Si08171062 1 02/24/2012 1,491.620 LOT 1,491,620
It /Ev. Invoice receipt . 1,557 LOT » 1,557 =

i’
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Message Definition

Scenario I — Need to —
reduce amount 2 DI/

confirmed using SRM ‘
(completing a Return R

* Inbox Purchase Orders Confiima

Delivery) a g Contmatons AYESY &

* Display Purchase Order

LaunchPad ~ Employee Seff Service | Student Senvices inistrai Financial Aid Enferprise Services | my UK | myReporis | Facully Services | SLGM Validators | Shopper [l o)

Overview | Reports | Service Map

Confirmations - Al

1. In the Confirmations | == — 2 rececdibe

Advanced Search

tab mer 0 ] J

Conimation Name: [ ]

2. C||Ck A// next to Gentral Functions Fuhese querteme

+ Nofify Recipient Status

Confirmations o o =" " ®
elted Links em Descrpton: | ]
Type PO # S T ey

Including Product Category Hierarchy: ]

3.
4. Click Apply
5

a]

‘Supplier Product Number

Select line of g —
Confirmation #

[
[
Goods Recipient. [
[
[
[

6. Click Return Delivery
7. In the Overview tab,

Document Category. =]

8. Change return s o| . e
amount quantity to

amount neEdlng to View: [(Stancara View] _|¥] | Crests Confimation | Display Cat | Retum Deivery DefetefCancel Evaluate Noffy Reciient Print Preview | Refiesh Export 4

b d d b Bl Confirmation Number Confirmation Name Item Number endor Status Reference Document Product ID Product Description
e reduced by (ex. e.. 1

E i 5 7 I d 5500001316 1 Dell Marke  Pasted in the Backend XPS 8300 compute
ntering wou !

. 1 Del Marke | Posted in the Backend XPS 8300 compute
return 57, leaving :

1500 confirmed)

9. In Notes and
Attachments tab,

10. Click Add

11. Select Reason for
Return Delivery

12.1In Fixed Note, select
most applicable
reason

13. Click icon next to
Item Number box

14. Select line number ? ? R — T
referenced Dis; and Process Retury Delivery Fixed Note: e H

Delivery Incomplete

15. Click Save
. Returns Number 5920000041 Purchase Order Number: 7500003055 Status In Process Confirmed Value 0.00 USD

Goods not Ordered

1 6 . Ch eck fo r e rro rs verview - Header - ltem Notes & Attachment  Approval | Tracking Z?:ES ?:r‘\‘v./:rr:jr:;me
(carefully consider

any notes provided g

oy P | DbryDek | AminTypm | Amimtiemins | Lt Debrery | Pachene Onder
100 usD 10002 ComCemer  wniTIS

[c ]| [Pant Preview] | [check | Ciose || Save || System information | Greate Memory Snapshot ] | [ Refstea Links ] tem Number

Suppler Text

when clicked) O> R p
17. Confirm Return  Atcment
N Edit Description ][ Versioning ]| Delete || Greate Quaiication Profie
(make sure it says pm— S &= Ea—
. (& The table does not contain any data
Return delivery
CO n ﬂ rm ed ) Results List: 1 results found for Item Number in Dg

e st
m ;000000057 x5 8300 computer

[ b

UK0505-5C

Add Reason for Return Delivery

e — ]

ltem Number.

Search: Item Number in Document =] 3
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Scenario II - Need to
reduce amount
confirmed using SAP
(completing a Return
Delivery)
1. In SAP, use the T-
code MIGO
2. Select Return
Delivery
3. Select Material

Document

4. Enter Confirmation
number

5. Click the Execute
icon.

A. Make sure all
fields are blank
before clicking
execute.

6. Change Document
Date and Posting
Date to Todays date.

7. Enter invoice # in
Delivery Note, Bill of
Lading, and Header
Text.

8. In the Quantity tab,

9. Change Qty in Unit

of Entry to amount

needing to be
reduced by (ex.

Entering 57 would

return 57, leaving

1500 confirmed)

Check Item OK and

press the Enter key

In the Where tab,

Select icon next to

Reason for

Movement

Double click most

applicable reason

Check Return

Delivery for errors

Click Save when

done (make sure it

says the Material
document posted)

10.

11.

12.

13.

14.

15.

[E Menu Edit Favorites Extras  System  Help
@ -« @ et DDoaHNn DB e

SAP Fasy Access

E % faigd | v a

~ B Favorces .
-7 MIGO - Goods Movement,
* 3¢ ME23N - Display Purchase Order

~ S SAP Menu
» T U. s. Bank
» [ office
» [ Cross-Application Components
» [ Logistics
» [ Accounting
» [ Hurman Resources
» [ Student Lifecycle Management
» [ Information Systems
» [ Tooks
» £ webclient Ul Framework

P 9%¢

Return Deivery  +| [Materal Document ~| [ss00432153 3
[E
f
Document Date Delivery Note
Posting Date 8il of Lading HeaderText o
[)Via Deivery
Line | Mat. Short Text oK |Qty in UnE E...|Sloc Batch Valuztion ... M...|D Stock Type Pint

Retum Delivery

~| [Materal Document  ~| [sso2742832| (2024

[o] Generm | vendor |2

5... | Customer

Document Date Delwery Note
Posting Date 0573072024 Bil of Lading invoice

a 0 ]ndmlduaSpg - Vew

05/30/2024 invoice ¢ Supplier

[/ (@ pelete | contents

Material Qlj Tty

‘Where - Purchase Order Data ¢ Partner |~ Account Assignment
Qty in Unit of Entry 57 LoT
6 Amt.in loc.cur. 57.00
Quantity Ordered 1,557 LOT
GR 1,557
0 [C5] Flrem oK Line 157

=)

Material |~ Quantity ge | Purchase Order Data | Partner -

Account Assignment

Movement Type 122 - RE retum to vendor Stock type

Plant University of Kentucky UKL 0] @

i
. 1)

Goods recipient
Unloading Point
Reason for Movement

Text
BB @ttem o Line 1]
[E GoodsReceipt  Settings sg Hep
/] Fl«He@@ Sl fNad T8 e

.| Return Delivery Material Document 5502742832 - Sarah Sexton

Hold Check Post | [ilHep
m n
Return D« ~| [Material Document LﬁsuznzsazJ 2024

Hide overview | [

FREE

Unrestricted use v

Del Marketing LP
HeaderText |invoice

#

[E Reason for Movement (1) 8 Entries found

. Restrictions |

[oe T3 [ e s |

Movement Type: 122

&l 1]

Reas.” Reason for Movement

0001 Poor qualty

0002 Incomplete

0003 Damaged

0004  Goods not Ordered

0005 Delvered Twice
0006  Implant Retum

9001 Wrong kemordered _
9002 Other ﬂE’




