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Objective and scope

This OP shows how to create contract header for E-catalog in both MDM system and Punch-out. Besides, it also includes contract header modification and

deletion.

2.

Template

There are some mandatory fields that a requester has to fill, otherwise, you are not able to create contract header in SAP. The template below is the template you
can send to requester to show which field needed to be filled (Highlighted in yellow)
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e

Contract Header template xlsx

3.

Contract header creation



[E& SAP Logon 740

~+ [ Favorites
» [ shortcuts
* [= Connections

#  Main activities

« 3 Version 20-MA.

Log On Variable Logon. .. | [ & ﬁlIIIED P4

F

£ Connection

iy

ERP - Production - PFL
ERP - Production - WP1 (R...
BW - Production - WBP
CICC - Production - PI1
SRM7 - Production - BP2
ERP - Qualtty - QF1
ERP - Development - DF1
ERP - Pre-production - 5F1
ERP - Pre-Production - WV1 (...
ERP - Quality - WQ1 (RCS)
ERP - Test Solstice - EF2 (W...

Narne
[El|  ERP - Production - PF1
[  ERP - Production - WP1 (RCS)
]  BW - Production - WBP
[E| CICC - Production - PI1
1|  SRM7 - Production - BP2
[F0| ERP - Qualty - QF1
[¥!| ERP - Development - DF1
[#| ERP - Pre-production - SF1
[E!| ERP - Pre-Production - W1 (RCS)
[ ERP - Quality - WQ1 (RCS)
IFD| ERP - Test Solstice - EF2 (WQ1)
[E| SRM7 - Qualty - BQ2

SRM7 - Qualty - BQ2

Tips/Best practices

Key points

1  Select “ERP — Production — PF1” by double clicking on the ERP — Production icon | If you are doing on WP1, double click

[ | ERP - Production - PF1

ciL |

ERP - Production - WP1 (RCS)

(& uyser System Help
a [ - | « @
SAP
Client [400 . Information
Welcome to WV1 SAP ECC 6.0 702
User [imzENST |
Language | Available chents:

#  Main activities

Tips/Best

400 Pre-Production RCS

practices Key points

2 | Press “Enter” on your keyboard | If you are doing on PF1, Click on

020
SAP User Selection
Chent User
020 NHIENSU
050 || NNIENSU

o )
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& SAP Easydccess - User menu for Nuttaporn NIENSUPORNPHAND
3

@ [mestk # | « @Llef® Do N0 0

SAP Easy Access - User menu for Nuttaporn NIENSUPORNPHAND

RE | calis o | v a

+ 3 Favorites a
~* [= User menu for Nuttaporn NIENSUPCORNPHAND hul
v [0175_9999_ACP_MOOS
v [ 75_0999_ACP_M025
v [0 75_09999 BCS_MOG3 ]
» [ 25_9999_PCT_D012 el

v M= mm mmms s sama

Hello Nuti
welcome

# | Main activities Tips/Best practices = Key points

3 | Insert T-code “me31k” and press “Enter” on keyboard

& outline Agreement  Edit  Header Item  Environment  System  Help
[/ v« e e 20 @R
Create Contract : Initial Screen
sa & [0 ["Reference to PReq [ Rce to RFQ

——
Vendor 302315832 _,j :
i-_i
Agreement Type ZWE __«_-"'T

Agreement Date 28.03.2018 ﬁ

Agreement
|' Organizational Data
Purch. Organization 3025|*
Purchasing Group 'ver) -<iz
| Default Data for Items
Item Category '
Acct Assignment Cat. B
Plant [
Storage Location ]
Material Group '

Req. Tracking Number

Vendor Subrange

| Acknowledgment Reqd
#  Main activities Tips/Best practices = Key points
4 | Insert vendor code in ‘Vendor’ field Provided by requester
5 | Insert “ZWK" in ‘Agreement type’ field Itis always “ZWK”
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6 | Insert today date in ‘Agreement Date’
7 | Insert Purchasing organization in ‘Puch. Organization’ field Provided by requester

8 | Insert Purchasing group in ‘Purchasing group’ field and press “Enter” on keyboard Provided by requester

[ Entry of Company Code

The purchasing org. 3025 has
not been assigned to a CoCode

Please enter a company code

- :
Cormpany Code L??a ﬁ_l

I |

#  Main activities Tips/Best practices = Key points

9  Insert Company code in ‘Company code’ field

10
i
Click

‘amtemnﬁact:ﬂaaderﬂata
mi e me

Agreement Company Code W Purchasing Group 'E'
Agreement Type [zwr | Purch. Organization [3025
Vendor 302315832 OFFICEMAX AUSTRALIA LTD
Administrative Fields
Agreement Date 28.03.2018 Item Number Internval 'T' m Inten. '1—'
Validity Start 28.03.2018| Validity End 31.12.2018| ZSnguage (Ex|
[ 1GR Message
Terms of Delivery and Payment
Payt Terms lvoosl Targ. Val. | |latp |
Payment in 'FDars % Exch.Rate | 1,00000 [ Ex.Rate Fx
Fayment in [ ] Days &  Incoterms 'PPD". '
Payment in [ ] Days Met
Reference Data
Quotation Date ﬂﬁ Quotation hli_'
Your Reference ; E Salesperson ; - '
Our Reference ; Telephone 'l_.l = 1
Suppl. Vendor 302315832 Invoicing Party 302315832
ADP
Custorner for account
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# | Main activities Tips/Best practices Key points

11  Insert Validity date Provided by requester
12  Insert “.” (dot) in “Your reference’ field

13 | Insert “.” (dot) in ‘Our reference’ field

14  Insert vendor’s contact person in ‘Salesperson’ field If not provided insert “.” (dot)

15  Insert vendor’s telephone number in ‘Telephone’ field and press “Enter” on keyboard ' If not provided insert “.” (dot)

Create Contract : Item Overview
ElERERLOTES JdamoE R L 25 La BAacount Asgnments 2

| S | | e | e |

Agreement Agreement Type |ZWE Agmt Date |28.03.2018
Vendor IQEILSEFT ] QFFICEMAX ALSTRALLA LTD Curmency ADD 1
Outine Agreq BT
_|Hem I Short Text Targ. Qty Q... Net Price Per

10 W

20

30

40

51
#  Main activities Tips/Best practices = Key points
16  Insert “W”in ‘I’ field | stands for Item category
17 ' Insert material group in ‘Mat. Grp’ field Provided by requester

Material group in WP1
The codification is 4 digits of number e.g. 0301
Material group in PF1

The codification is 7 digits of letter and number e.g. ZMS0301
[ . Display Contract : Item Overview
DEREa&DamaE A > L Mo mgrems 52

Ay a T A7EL0DI0EY Agraemant Tyne | IHE Ape=t Dats | 25.95.101%
Wendor AI0TEEF SF.PROGRESSIVE GROUP OO0y, LTD  Qumency THE
Qutieg Agresmant T
Fam | & M., Shert Taag Taeg. gty | Q... Ha... Par QY Hat. Gip Ll'l! ez D
] L PLASTIC PIFES ARD ACC D
1] L TEOLS ARD HARIWARE Biiiie

e T - P
You can use the link below for material group reference

https://sites.google.com/a/solvay.com/gps/categories/communication-kit/table-master

18  Click

[© Material Group (1)

I = ol
b301 1]

Material Group Desc. |

Material Group

Material grp desc. 2 |

Language Key

#  Main activities Tips/Best practices = Key points

19  Insert material group in ‘Material Group’ field
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]

[& Materal Group (1) 1 Entry found

[ 1) )2 =3

Matl Group Material Group D{ 21 pscription 2 for the material group Language

0301 \OFFICE SUPPLIES # |OFFICE SUPPLIES EN
#  Main activities Tips/Best practices = Key points

21 Copy material group description

ol
Click to close the window

amamm.-:m
ERhREDODTSIa™oE S [ ka3 acount Assgnments 5

Agreement | agreement Type  |ZWE | Agmt Date  |28.03.2018|

Vendor |302315832 | OFFICEMAX AUSTRALIA LTD Cumency  (AUD |

Qutine Agreement Ibems

| Tem 1 A Matenal 1_Shnzu't Text rq.l:m' 0... Net Price Per O... Mat. Grp Pt SLkoc|D | T...
| |1-:| W OFFICE SUPPLIES| 0301

| |z-:|

18an

#  Main activities Tips/Best practices = Key points

23  Paste material description in ‘Short Text’ field

24 D‘:EI

Click
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[ Contract Edt Header Iten| 26 fvironment System  Help
L —

9 | "«H eae®e L @

Create Contract : I'tem 00010

P T s & G &5 [ Sx [3 Account Assignments

Agreement Item | 10 ] Item Cat.  |W  AcctAssCat | |
Material | | Matl Group 0301 Plant 1
Short Text |OFFICE SUPPLIES | stor. Loc. | |

Other Data

1st Rem./Exped. 2| ConfContr. | | [w| Acknowl. Regd

2nd Rem./Exped. 7| Ackn.No. |

3rd Rem./Exped. [ ] TrackingMo

GR/IR Contral

Underdel. Tol. IT,U'%

Overdeliv. Tal. ’TmE‘jUnlimﬂ:ed

[Ta:-{ code ]ﬁ' [v]IR

|| GR-BasedIV

Origin Accept. ]

# | Main activities Tips/Best practices = Key points
25 | Insert tax code in ‘Tax code’ field Provided by requester
26

|
Click H

[ Save Document

Mo message record could
be found for output of

message.

Save EL/ZT_[?

[ es

#

Mo Cancel

# | Main activities Tips/Best practices = Key points
27
Yes

Click |to confirm
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[= Outline Agreement Edit Header Item  Environment  System  Hel

@ | v« e

Create Contract : Initial Screen

s & [0 [ Reference to PReq [ '] Reference to RFQ

Vendor ;'—|—jﬁl
Agreement Type ZWE
Agreement Date [28.03.2018]
Agreement [
Organizational Data
Purch. Organization (3025
Purchasing Group lvcr|

Default Data for Items

Item Category [

Acct Assignment Cat. | |

Plant [ ]
Storage Location [ ]
Material Group

Req. Tracking Mumber

Vendor Subrange |

[ |Acknowledgment Reqd

Central val.contract created under the number 4700002631 ! @

# | Main activities

28 ' The system will show message that the contract has been created with contract number

4. Contract header modification

4.1 Update contract header

Tips/Best practices = Key points
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This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s authorization. This

mrirmtend AAaciirmacsirmt e s Al AfF AAatasa DlAacacas Al Aacal, 4l A latact vrmveimm e Hlaa Lmbre e s



=

SAP Logon 740

Loa On Variable Logon... | Ne e mER

B

+ [T Favorites Name

2 Connection

+ I3 Shortcuts
~ [E& Connections _
- 3 Version 20-MA

T

ERP - Production - PF1
ERP - Production - WP1 (RCS)
BW - Production - WBP

CICC - Production - PI1

SRM7 - Production - BP2

ERP - Quality - QF1

ERP - Development - DF1

ERP - Pre-production - SF1

ERP - Pre-Production - W1 (RCS)
ERP - Quality - WiQ1 (RCS)

ERP - Test Solstice - EF2 (WQ1)

=

ERP - Production - PF1
ERP - Production - WP1 (R...
BW - Production - WBP
CICC - Production - PI1
SRM7 - Production - BP2
ERP - Quality - QF1
ERP - Development - DF1
ERP - Pre-production - SF1
ERP - Pre-Production - WV1 (...
ERP - Quality - WiQ1 (RCS)
ERP - Test Solstice - EF2 (W...

PEEREREERERE

SRM7 - Quality - BQ2

SRM7 - Quality - B2

#  Main activities

1  Select “ERP — Production — PF1"” by double clicking on the ERP —

Production icon

=1 | ERP - Production - PF1

(& user System Help

0 I - | &
SAP
Client |4l}ﬂl
Usar [im1ENSU |
2]
=1
= Z
Language I_E_I
# | Main activities Tips/Best practices

Tips/Best practices

sl |

 Information

If you are doing on WP1, double click

ERP - Production - WP1 (RCS)

Welcome to WV1 SAP ECC 6.0 702

Availlable chents:
400 Pre-Production RCS

Key points

2 | Press “Enter” on your keyboard | If you are doing on PF1, Click on

Q20
SAP User Selection
Chent Lser
0z0 NHIENSU
0s0 | mNIENSU

Page 9 of 34

Key
points
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[ Menu Edit Fav— Extras  System  Help

Q [ «Hle@e SRR DNLN N8

RE | & % o | v a

. Favorites
* [= User menu for Nuttaporn NIENSUPORNPHAND
v [0 75_9999_ACP_MOOS
v [0 275_0900_ACP_M025
v [0 75_9909_BCS_M063
v [0 75_09999_pPCT_D012

#  Main activities Tips/Best practices = Key points

3 | Insert T-code “me32k” and press “Enter” on keyboard

= outline Agreement  Edt Header Item  Environment  System  Help

9 | "« QIR IONIADINE 0F

#  Main activities Tips/Best practices = Key points

4 | Insert contract number you want to modify and press “Enter” on keyboard

[ cContrect Edt  Hegder Item  Enyronment  System  Help
] ~l«H BE® = othyan 7 o8
[ 5

ract ;- AL Jal

TE&Dag™gE G & (25 (e 68 acount Assgnments e

[4700002631] Agreement Type [ZWE | Agrrt Date [28.03.2018

[302315832 | OFFICEMAX AUSTRALLA LTD cumrency  [aun |
Outine Agresmant Items
 hem |tElﬁ|ﬁmﬂ |short Text [ Targ. Qty |©... Nt Price Per  |O..Mat.Gp Pt SlocD | T..
Lo w OFFICE SUPPLIES 0301
’_211 W 0301
L 30 W 0301
- 40 W 0301
J_lill W 0301
L 0301
LY W 0301

#  Main activities = Tips/Best practices = Key points

5
Click g
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(& contract Edit Header nerJy'a'_Lumnmnt System  Help
@ | «Be@@ SHE ON0d P em

Agreement |ﬂununzv53:|.| Company Code |T'ruﬂ Purchasing Group
Agreement Type |m I Purch. Organization
OFFICEMAX AUSTRALIA LTD

Agreement Date  |28.03.2018| Item NumberInterval |10 || g feminterv. |1

Valdity Start [za.na.zma Validity End |31.1z.2n13 *anguage [ﬂ

["|GR Message

Payt Terms 'v00s3| Targ. Val. | lamp |

Payment in 30 |pays | 't Exch. Rate [JEx.Rate Fx

Payment in Hm s coterms [ee|. |
Days

Suppl. Vendor 302315832 | Invoicing Party 302315832 |

(g
Customer for account l |

#  Main activities Tips/Best practices Key points

6 | Click on field you want to modify and update = Mostly is ‘Validity End’ field

7
Click E to save
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=4 Cpntract | Edit Hegder Jtem  Enyronment  System  Help

o l«H eael onlallie L

mbR2dams

Agreement [4700002631] Company Code  [7724 Purchasing Group fect
Agreement Type  [zi | Purch. Organiation  [3025)
Vendor [302315832 | OFFICEMAX AUSTRALIA LTD
Administrative Filds |
Agreement Date [2.03.2018] Item Number Interval  [10 | SubitemInterv. [1 |
Valdry Start m_piwuw End 31.12.200% Language [Enl
[CJGR Message
Terms of Delvery and Payment |
Payt Tesms [vooa] Targ. Val | fam |

Payment in [30 | Days % Exch.Rate | 1,00000 [JEx Rate Fx
Payment in [ Days % Incoterms 2Dl |
Payment in [ Days Het

Reference Data

Quotation Date | | Quotation |

YourRaference |. | Salesperson [ |
Our Reference L 1] Tekphong |—'

Suppl Vendor 302315832 | Involcng Party 302315832 |

AP |
Customer for account

/M, Start of valdity period & in the past l

# | Main activities Tips/Best practices = Key points

8 | Press “Enter” on keyboard when the system show this message below

Mo message record could
be found for output of
message.

9 Savel,T_r?

| Yes ]l No -]jﬂ Cancel

# | Main activities Tips/Best practices = Key points

o | Yes |
Click L
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[E Outine Agreement  Edit  Header Jtern  Environment  System  Help
@ | l«H @@ - HE @
i Change Contract : Initial Screen
S
T ennnzeza
Agreement I_ﬂnnnnzsn_'g
I
[# Central val.contract 4700002631 changed E SAP4 P ME3ZK ¥ | wvlsapr3 |

# | Main activities

Tips/Best practices = Key points

10 ' The system will show message that the contract has been updated

4.2 Update TAX code

[E SAP Logon 740

P

1

ERP - Production - PF1
ERP - Production - WP1 (R...
BW - Production - WBP
CICC - Production - PI1
SRM7 - Production - BP2
ERP - Quality - QF1
ERP - Development - DF1
ERP - Pre-production - SF1
ERP - Pre-Production - WV1 (...
ERP - Quality - WQ1 (RCS)
ERP - Test Solstice - EF2 (W...

Log On Variable Logon. .. | &£ ];rlmﬁlj E
+ [ Favorites Narme
- [3 shortcuts [EZ|  ERP - Production - PF1
~ = Connections ~ [[ED|  ERP - Production - WP1 (RCS)
« 3 version 20-MA |[EZ|  BW - Production - WBP
[Fl| cIcC - Production - PI1
[E|  SRM7 - Production - BP2
E| ERP - Quality - QF1
I | ERP - Development - DF1
[F5| ERP - Pre-production - SF1
IEZ | ERP - Pre-Production - WV1 (RCS)
IE | ERP - Quality - WQ1 (RCS)
IFD| ERP - Test Solstice - EF2 (WQ1)
IE%| SRM7 - Qualty - BQ2

SRM7 - Quality - BQ2

#  Main activities

1  Select “ERP — Production — PF1” by double clicking on the ERP —

Production icon

Tips/Best practices

If you are doing on WP1, double click

=L | ERP - Production - WP1 (RCS)

[ | ERP - Production - PF1

Page 13 of 34

Key
points
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[E user System Help

(V) v| « @ ~ulra @R
SAP

Client 400 . Information
Welcome to WWV1 SAP ECC 6.0 702
User NNIENSU

2
Language EN| Avallable chents:

400 Pre-Production RCS

#  Main activities Tips/Best practices Key points

2  Press “Enter” on your keyboard | If you are doing on PF1, Click on

020
SAP User Selaction
Chent User
[ o020 |  mumEnsw
| oso | mmEnsu

= Menu  Edit Ean.f;:':[ﬁ Extras  System  Help
I 51 —
o == -]« Qe ek DO ITEIE

SAP Easy Access - User menu for Nuttaporn NIENSUPORNPHAN

o

RE | |te g&|v a

» [ Favorites
* [= User menu for Nuttaporn NIENSUPORMNPHAND
v [0 75 _9999_acp_Moos
v [0 75 o0g909_Acp_Mo25
v [0 75_0000_BCS_MO63
v [0 75 9999 pPCT D012

# | Main activities Tips/Best practices = Key points

3 | Insert T-code “me32k” and press “Enter” on keyboard

Page 14 of 34
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[Z oQutine Agreement Edit Header Itemn  Environment System  Help

9 | "« @@@ I =ARIODNIODINE 0%

# | Main activities Tips/Best practices = Key points

4 Insert contract number you want to modify and press “Enter” on keyboard

[E Contract Edt  Hegfer [tem Enyronment  System  Hel

o | "l«Hee@ =il Dhan NH ew

_M-M—thmm [z | Agmt Date [22.03.2018]
Comency  [3m0 |

(302315232 | OFFICEMAX AUSTRALIA LTD Curency
uﬂtmm

#  Main activities = Tips/Best practices = Key points

* i B
Click

Page 15 of 34
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& cContract Edt  Header Itex'runr'nent System  Help

Page 16 of 34

V] v« ece SE @
| # .| Change Contract : Item 00010
P T o S G 8 (2 Ss [a B Account Assignments

Agreement Rem  |4700002631) 10 | TemCat. W AcctAssCat | |
Mataral [ | Mat Group 0301 | phnt [ ]
Short Text |oFFICE sUPPLIES Stor. Loc.

Other Data

istRem/Exped. 2 | ConfContr. = | | Acknowl. Reqd

2nd Rem./Expad. |7 Ackn. No.

3rd Rem./Exped. Trackingho
' GR/IR Control

Underdel. Tol, 10,0(%

Overdelv. Tol 10,0 Unimited

Tax code I_!!'._p IZ_']R

7| GR-BasedIV

Origin Accept. ]

Main activities Tips/Best practices = Key points

Update Tax code in ‘Tax code’ field

Click

[ Save Document

Mo message record could
be found for output of

message.

Save yf?

[ Yes

Mo b1

Cancel

#  Main activities

Tips/Best practices = Key points

s
Click Yes
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[ Outhne Agreement Edit Header Item  Environment  System  Help

O | «EHleae | B @

i Change Contract : Initial Screen
S

'_
Agreement |4700002631 _Fu'_

Central val.contract 4700002631 changed E SAP4 b | ME32K ¥ wvlsapr3

#  Main activities Tips/Best practices = Key points

9 | The system will show message that the contract has been updated

4.3 Create new line item

=

SAP Logon 740

Log On Vamthngm'_"l/];rImED& AT

+ [ Favorites MName Connection

+ [3 shortcuts M= | ERP - Production - PF1 1 ERP - Production - PF1

* = Connections | ERP - Production - WP1 (RCS) ERP - Production - WP1 (R...

I

_ I
+ 3 Version 20-MA BW - Production - WBP | BW - Production - WBP

CICC - Production - PI1 | CICC - Production - PI1

SRM7T - Production - BP2 | SRM7 - Production - BP2

ERP - Quality - QF1 | ERP - Quality - QF1
ERP - Development - DF1 | ERP - Developrment - DF1
ERP - Pre-production - SF1 | ERP - Pre-production - SF1
ERP - Pre-Production - W1 (RCS) | ERP - Pre-Production - WV1 (...
ERP - Quality - WiQ1 (RCS) | ERP - Quality - WiQ1 (RCS)
ERP - Test Solstice - EF2 (WQ1) | ERP - Test Solstice - EF2 (W...
SRM7 - Quality - BQ2 | SRM7 - Qualkty - BQ2

T

AAERAGERAGEE

#  Main activities Tips/Best practices Key points

1  Select “ERP — Production — PF1” by double clicking on the ERP — Production icon | If you are doing on WP1, double click

[ | ERP - Production - PF1 Lel | ERP - Production - WP1 (RCS)
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[ user System Help

@ | « @ B
SAP
Client 400 _Information

Welcome to WV1 SAP ECC 6.0 702

2
EN ' Avaiable chents:

400 Pre-Production RCS

Language

# | Main activities Tips/Best practices Key points

2 | Press “Enter” on your keyboard = If you are doing on PF1, Click on

020
SAP User Selection
Chent Lser
020 |  NMIENSU
050 | mMEENSU

= Menu  Edit  Fav— Extras  System  Help
= =1 —
meazk -] « IEL I EE T

‘ SAP Easy Access - User menu for Nuttaporn NIENSUPORNPHAN

=

RE|&|¥%gs | v -

- [3 Favorites
* [= User menu for Nuttaporn MIEMSUPORNPHAND

v [0175_9999 ACP_MDOS
» [0 75_0999_ACP_MO25
v [0175 9999 BCS_MOs3
» [0175 9999 pCT_DO12

#  Main activities Tips/Best practices = Key points

3 | Insert T-code “me32k” and press “Enter” on keyboard
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[ outline Agreement  Edit Header Item  Enwironment — System  Help

& | v | « ege HE @
Change Contract : Initial Screen

b S
gy
Agresment lTﬂnDﬂzl_’EF
=
#  Main activities Tips/Best practices = Key points

4 | Insert contract number you want to modify and press “Enter” on keyboard

[E cgntract Edt  Hegder Jrem  Enyronment  System  Help

/] l«Hd eae pnap Sa ew

= .| Change Contract : Item Overview
ELEEDTES Mm@ A 8 (S La Facount Asgments

Agreement 4700002621 | Agreement Type |ZWK Agmt Date |22.03.2018
Vendor 302315832 | OFFICEMAX AUSTRALIA LTD Currency ROD
Dutine Agreement [terns
_ Rem |1 A Materil Shoet Text Targ. Qty 0... et Price ... Mat. Grp 0 T
10 W QFFICE SUPPLIES 1301
r i |
20 W Eanﬂ a
10 W g1
40 W 0301
_5':' W 330l
60 W 030l
70 W i &b
B0 W 0301
#  Main activities Tips/Best practices = Key points
5 | Change new material code in “Mat. Grp’ field Provided by requester
6 =
Click .@

_ Fedbydesatons |

Material Group E_m s

Material Group Desc.
Material grp desc. 2

Language Key
i
#  Main activities Tips/Best practices = Key points

7 | Insert new material group in ‘Material Group’ field
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:
Click v

[ Material Group (1) 1 Entry found

[ J(E3) ) @)Y ) 2 & )1 (& ]

Matl Broup| Material Group DeJT'eaa'lpﬁnn 2 for the material group Language
0oos OFFICE FURNITURE #~ OFFICE FURNITURE EN

#  Main activities Tips/Best practices = Key points
9 | Copy material group description

10  Click to close the window

=5 Contract Edit Hader Ttem Enmviranmnt SysiEm Hilp

o ~«H Ae\ 8008060 e
[i# .| change Contract :
ERAEDLDTS JeamS @ A3 8 (> 6 la [Facount Assgnments S5

Agreement [4700002631 Agresment Type | ZHE | Agmt Date [28.03.z018|

Vendor [302215832 | OFFICEMAX AUSTRALIA LTD Cumency  |AUD |

Duting Agresmint Kems

- em 1 A Mataerial Short Text -- Qry Q... Het Price Par Q,..[Mak. Grp PRt Slec D T..
0 W OFFICE SUPPLIES 0301
o W OFFICE FURNITURE ey
W W 0301

# | Main activities Tips/Best practices = Key points

11 Paste material description in ‘Short Text' field

12 =
i
Click D-"!‘ |
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= Contract  Edit  Header ltegirunment Systern  Help

@ | " «H @@ @ HE @
[P ] Change Contract : Item 00020
P W e S & & [ S [ [E Account Assignments

Agreement Item la700002631] |20 | Item Cat. EI AcctssCat ﬂ
Material | | Matl Group 0005 | Phnt 1
Shart Text \OFFICE FURNITURE I stor. Loc. | |
Other Data
15t Remn./Exped. I ConfContr. [ ] [ Acknowl. Regd

2nd Rem./Exped. |7 Ackn. No. |
3rd Rem./Exped. TrackingMo

GR/IR Control

Underdel. Tol. 10,0/ %

Overdeliv, Tal. 10,0/ nlimited

Tax code IR

GR-BasedIV
Origin Accept. ]

#  Main activities | Tips/Best practices = Key points

13  Insert Tax code Provided by requester

H Click

[~ Save Document

No message record could
be found for output of

message.

9 Save a

[ Yes (I T

[ No x Cancel

# | Main activities Tips/Best practices = Key points

| o e
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[ Outine Agreement Edit Header Item  Environment System  Help

@ | v« L AL HE @
: Change Contract : Initial Screen

s S

=
Agreement 4700002631

L =
|
%]
Central val.contract 4700002631 changed SAP4S b | ME32K ¥ wvisapr3 | 1
#  Main activities Tips/Best practices = Key points

16 = The system will show message that the contract has been updated

5. Contract header deletion

5.1 Delete line item

[ SAP Logon 740

Log On wmm...'j _-:’-'Lr'lEDEDE@‘ | |
+ [T Favorites Narme =  Connection

+ [(3 shortcuts [ED]  ERP - Production - PF1 1 |  ERP - Production - PF1

* = Connections [ | ERP - Production - WP1 (RCS) | ERP - Production - WP1 (R...

BW - Production - WBP
CICC - Production - PI1

+ 3 Version 20-MA [[ED|  BW - Production - WBP |

[E|  cIcC - Production - PI1 |

El SRM7? - Production - BP2 | SRM7 - Production - BP2
[E] ERP - Qualty - QF1 | ERP - Quality - QF1

I]:.'..@ | ERP - Development - DF1 | ERP - Development - DF1
[#] ERP - Pre-production - SF1 | ERP - Pre-production - SF1

[ED| ERP - Pre-Production - WV1 (RCS) | ERP - Pre-Production - WV1 (...
ﬂgl ERP - Quality - WQ1 (RCS) | ERP - Quality - wQ1 (RCS)
,ﬂ:"é'a'_'l ERP - Test Solstice - EF2 (WQ1) | ERP - Test Solstice - EF2 (W...
U@I SRM7 - Quality - BQ2 | SRM7 - Quakty - BQ2

#  Main activities Tips/Best practices Key points

1  Select “ERP — Production — PF1” by double clicking on the ERP — Production icon | If you are doing on WP1, double click

[ | ERP - Production - PF1 Lt | ERP - Production - WP1 (RCS)
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& user System

@

Language

#  Main activities

Help
v« @ HE8 O
400  Information
Welcome to WV1 SAP ECC 6.0 702
HHIENST

2
EH ' Avaiiable chents:

400 Pre-Production RCS

Tips/Best practices Key points

2 Press “Enter” on your keyboard | If you are doing on PF1, Click on

020
SAP User Selection
Chent User
[ 020 |  nnmEnse
|  oso | nnmEnsw

= Menu  Ed

3

Favorites Extras System  Help

_
L Jfme32k

A

-] « @2 & A8 e

SAP Easy Access - User menu for Nuttaporn NIENSUPORNPHAN

e F | &

3

+ [ Favorites
* [= User menu for Nuttaporn MIENSUPCORNPHAND

g & | v a

v (075 9900_acp_Moos
v [0 75_09990_ACP_M025
v [0 75_9999_BCS_MOG3
v [0 25 9900 pCT_D012

# | Main activities

Tips/Best practices = Key points

3 | Insert T-code “me32k” and press “Enter” on keyboard
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[ outline Agreement  Edit Header Item  Enwironment — System  Help

@ | v| « eqae HE e

Change Contract : Initial Screen
Be

o [1]
Agreament Lnunn-uz&az_’:ll

#  Main activities Tips/Best practices = Key points

4 | Insert contract number you want to modify and press “Enter” on keyboard

(B contract Edt  Header [tem  Enyronment System  Help

L] HER=0E. L1 . ERLH 00 o
[ ] ﬂ-

ERELOTS e mSE S8 (25 0a [Facount Asignments 5=

Agreement (4700002631) Agreement Type | ZWe | AgmE Date  |28.03.2018)
Vandor (302315832 | OFFICEMAX AUSTRALIA LTD Currency  |AOD |
Qutine Agreement Itams
Item |1 |A Materal Short Text Targ. Qty 0. Net Price Per 0.../Mat. Grp Pint Sloc D T..
E [ he w OFFICE SUPPLIES 0301
T2 W OFFICE FURNITURE woes [l
30 W 0005
a0 W fululi}?
# | Main activities Tips/Best practices Key points

* | ol
Click in front of the line item you want to delete

6 . e
Click o Once you delete it, o will appear at the back of the line item

[c Delete Items

Caution!
The selected items wil be
deleted.
9 Perfuctiun?
[ Yas [ Mo ® Cancel ]
- - |
# | Main activities Tips/Best practices = Key points
7
Click Yes to confirm
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E contract Edk  Hegder ]remnmew: System  Help

o C<dleee ONRO NH 0

% . change Contract : Item Overview
ERELDTESDdamaE AE (5 la Eacownt ssgnments T

Agreement [4700002631) Agreement Type |29t | Agmt Date  [28.03.2018
wendor 302315832 | OFFICEMAX AUSTRALIA LTD Cumency  |AUD |
Outhne Agreement Items
| Iem 1 A Matersl Short Text Targ. Gty O... et Price Per 0. Mat.Gp Pt SlocD T
10 W QOFFICE SUPPLIES 0301
| OFFICE FURNITURE nans o
30 W 0oos
40 W 0005
=0 W 09a%
&0 W 0005

#  Main activities = Tips/Best practices = Key points

8 -
Click

[ Save Document

No message record could
be found for output of

message.

e Save aEr?

[ Yes No ) Cancel

#  Main activities Tips/Best practices = Key points

° | Yes |
Click o

[ Outine Agreement  Edit Header Item  Environment  System  Help
o | v« eQae | SE e
i Change Contract : Initial Screen
S

-
Agreement 4700002631

L =

@ Central val.contract 4700002631 changed E SAP4 b ME32K ¥ wvisapr3 | 1
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# | Main activities

Tips/Best practices = Key points

10 ' The system will show message that the contract has been updated

5.2 Delete entire contract header

I

SAP Logon 740

~ « [ Favorites
- [ shortouts
* [ Connections

#  Main activities

« 3 Version 20-MA

Loa On Variable Logon... | NeammeEmRR

S|

T

Name
[EZ|  ERP - Production - PF1
| ERP - Production - WP1 (RCS)

BW - Production - WBP

CICC - Production - PI1

SRM7 - Production - BP2

ERP - Quality - QF1
ERP - Development - DF1
ERP - Pre-production - SF1
ERP - Pre-Production - W1 (RCS)
ERP - Quality - WiQ1 (RCS)
ERP - Test Solstice - EF2 (WQ1)

Connection

ERP - Production - PF1

ERP - Production - WP1 (R...
BW - Production - WBP

CICC - Production - PI1

SRM7 - Production - BP2

ERP - Development - DF1

ERP - Pre-production - SF1

ERP - Pre-Production - WV1 (...
ERP - Quality - WiQ1 (RCS)

ERP - Test Solstice - EF2 (W...

EREBEEARAAR

SRM7 - Quality - B2

I
I
I
I
I
| ERP - Quality - QF1
I
I
I
I
I
I

SRM7 - Quality - BQ2

Tips/Best practices

Key points

1  Select “ERP — Production — PF1” by double clicking on the ERP — Production icon | If you are doing on WP1, double click

[ | ERP - Production - PF1

cek |

ERP - Production - WP1 (RCS)

[ uyser System Help
@ | v| « @
SAP
Client 400  Information
Welcome to WV1 SAP ECC 6.0 702
User MHIENSU
[
Language E' i Availzble chents:

# | Main activities

Tips/Best practices

400 Pre-Production RCS

Key points

ol
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2 | Press “Enter” on your keyboard | If you are doing on PF1, Click on

020
SAP User Selection
Chent Lser
[ 020 |  nnmEnsw
| os0o | nnmEnsw

(= Menu  Ed Favortes  Extras  System  Help

o [mm*> -]« IEL L X A [

SAP Easy Access - User menu for Nuttaporn NIENSUPORNPHAN
RE || g v a

« [ Favorites
* [ User menu for Nuttaporn NIENSUPORMPHAND
v [ 75_9999_ACP_MOOS
v (0175 9900 _ACP_MO25
v [0175 0990 BCS_MO63
v (75 9900 pPCT_DO12

# | Main activities Tips/Best practices = Key points

3 | Insert T-code “me32k” and press “Enter” on keyboard

[ outline Agreement Edt Header Item  Environment  System  Help

9 | v « ece Lo e

Change Contract : Initial Screen
s

Agreament

Y
LlTﬂﬂDﬂZESIJG]

# | Main activities Tips/Best practices = Key points

4 Insert contract number you want to modify and press “Enter” on keyboard
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[ cptract  Edt Header

tem  Emviionment
-l«H @@ SHdIonoDh IR em

System  Help

Agrearnent 4700002631 Agresmant Type  [ZHK | Agrmit Date

Vendor 302315832 | OFFICEMAX AUSTRALIA LTD Curency  [AUD |

Qutine Agreement Items o

5
0 OFFICE SUPPLIES s 0301 i
o W OFFICE FURNITURE o00s o
0oW onos
#  Main activities Tips/Best practices Key points

5 | Delete all items in the contract header | Please see how to delete item in 5.1 Delete line item
6 | Click
= Contract  Edt  Header [t hwironment  System  Help
o | F«H e@@ SHE I NNND I Nn e

[vry]

3025

Agresment Imﬂomcodu Purchasng Group
Agreement Type | ZWK | Purch. Organzation

Vvendor 302315832 | OFFICEMAX AUSTRALIA LTD

Agreement Date @ Ttem Number Interval 8 minterv. |1

Valdity Start 28.03.2012]  Validity End ]as.m.ma [ex]

["|GR Message

Payt Terms yoos| Tag. Vel A
Payment in 30 |Days % Exch.Rate | 1,00000 [Ex.Rate Fx
Payment in " lpays % Incoterms  EED|.

Payment in " | Days et

7 | Update “YYY” in ‘Purchasing Group’ Field

8  Updated validity date to yesterday date

9
Click E

Quotation Date Quotation ]
Your Reference Salesperson
Our Reference | Telephone . |
Suppl. Vendor 302315832 | Invoicing Party 302315832 |
Customer for account | |

#  Main activities Tips/Best practices = Key points
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= Cpntract | Edit Hegder Jtem  Enyronment  System  Help

o | l«H eae onla 7L
't .| Change Contract : Header Data

EBZIdams

Agreement [4700002831] Company Code [r7eel Purchasing Group [ecr]
Agresment Type | IWE | Purch. Organization [302s]
vendor [302315832 | OFFICEMAX AUSTRALIA LTD
| Adminstrative Fields
Agreement Date  [26.03.2018] Item Number Interval (10 | Subteminterv. [1 |
valdry Start {Mpwm End [31.12.2008) Language [
[CJG# Message
| Terms of Delvery and Payment
Payt Tenmms Yrmu Targ. val | ATD
Payment in [30 loays | |t Exch.pate [ 1,00000 | [JExcEsteFx
Payment in [ pays t Incoterms 22D,
Payment in [ Days tet
| Reference Data
Quotation Date Quotation
Your Reference |, Salesperson [.
Our Reference - Tekphone o
Suppl Vendor  |302315832 | Invoicing Pasty | 302315832 |
| aoP
Customer for account [
Ay Start of validity period i in the past E'
# | Main activities Tips/Best practices = Key points

10 Press “Enter” on keyboard when the system show this message below

[ Save Document

Mo message record could
be found for output of

message.

0 Save HHE

[ Yes [ Mo b4 Cancel

# Main activities Tips/Best practices = Key points

"] o Yes|
cio_Yes ]
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[= Outine Agreement Edit Header Item  Environment  System

@ | "i«EH e@®

Help

HE @

Change Contract : Initial Screen
&

Jerossezesi
Agreement 14700002631/

Central val.contract 4700002631 changed E SAR4

D | ME32K * | wvlsapr3 | I

#  Main activities Tips/Best practices = Key points

12 = The system will show message that the contract has been updated

6. Contract header reactivation

[ SAP Logon 740

Los On Variabie Logen... | NeaognbnER

¥

» [T Favorites Marme 2  Connection

- [3 shortcuts =i} ERP - Production - PF1 1 |

~ [= Connections ~ [[El]  ERP - Production - WP1 (RCS) |
+ (3 version 20-MA |[E2|  BW - Production - WBP

[E!| CICC - Production - PI1

[ SRM7 - Production - BP2

[E0| ERP - Qualty - QF1

[#] ERP - Pre-production - SF1

[E!| ERP - Pre-Production - W1 (RCS)
| ERP - Quality - WQ1 (RCS)

IFD| ERP - Test Solstice - EF2 (WQ1)

ERP - Production - PF1
ERP - Production - WP1 (R...
BW - Production - WBP
CICC - Production - PI1
SRM7 - Production - BP2
ERP - Quality - QF1
ERP - Development - DF1
ERP - Pre-production - 5F1
ERP - Pre-Production - WV1 (...
ERP - Quality - WQ1 (RCS)
ERP - Test Solstice - EF2 (W...

I
I
I
I
[¥| ERP - Development - DF1 |
I
I
I
I
I

_@| SRM7 - Quality - BQ?2

SRM7 - Quality - BQ2

#  Main activities Tips/Best practices

Key points

1  Select “ERP — Production — PF1” by double clicking on the ERP — Production icon | If you are doing on WP1, double click

[ | ERP - Production - PF1 Lt | ERP - Production - WP1 (RCS)
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E user System  Help

2

@ v« @ 0808
SAP
Client 400  Informmation
Welcome to WV1 SAP ECC 6.0 702
Usar NNIENSU
(= .
Language I_IH_‘ Avallable chients:
400 Pre-Production RCS
Main activities Tips/Best practices Key points
Press “Enter” on your keyboard If you are doing on PF1, Click on
020
SAP User Selection
Chant Lisar
020 | NMIENSL
050 | MMIENSLY

[ Menu Ed Favorites  Extras  System  Help

o [mm~ -« ee SRt DL ITE @

SAP Easy Access - User menu for Nuttaporn NTIENSUPORNPHAN
RE &V o | v a

- [3 Favorites
* [= User menu for Nuttaporn NIENSUPORNPHAND

v [0 75_9999_ACP_MOOS
v [0 25 0900 _ACP_M025
v [ 75_0909_BCS_M063
v [0 75 09999 _pCT_D012

Main activities Tips/Best practices = Key points

Insert T-code “me32k” and press “Enter” on keyboard
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[ outine Agreement Edit Header Item Environment System Help

9 | "l«Bl@@I=ARIONIADINED 0%

N ——

#  Main activities Tips/Best practices = Key points

4 | Insert contract number you want to modify and press “Enter” on keyboard

]

(gt Wegder Rem Engronment System  Heb

Entar Lings mﬂ«:q:?:' 2R nanIaBR o=

Agrt Date  [28.03.2018
Cumency  |AUD

#  Main activities Tips/Best practices = Key points

L]
Click in front of the line item you want to reactivate

6  Click “Edit”

7 | Select “Reset Deletion Ind.”

8
=
Contract  EdR Hegder ml'?_.ﬂ'mmnt System  Heb

@  -«Heee -is0npd TR o8
. |, !

Agrearnent Agreement Type  |ZRH |
Vendor (302315832 | OFFICEMAX AUSTRALLA LTD Currency E |
OQutine Agreement Thems
SUPPLIES 0301
W OFFICE FURNITURE 0005
EL 0005
0 W 0968
#  Main activities = Tips/Best practices Key points

=l )
Click will be removed from the item
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[E Save Document

Mo message record could
be found for output of

message.

9 Save an

I as

Mo b 1 Cancel

# | Main activities Tips/Best practices = Key points

* | i _yes__]
cic —Yes__]

(= Outine Agreement  Edit Header [tem  Environment  System

@ v <« eae

Change Contract : Initial Screen
I a1
Agreement Lli'?ﬂﬂUEIZEEl

-lﬂ
Central val.contract 4700002631 changed E' D

Help

B e

[ ME32ZK *  wvlsapr3

1

# | Main activities Tips/Best practices = Key points

10 = The system will show message that the contract has been updated

Workflow history

This view shows the 5 most recent entries. The complete workflow log is available from the 'Document Activity' menu item.
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Edit updated the page at 7:56 am
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