How to Create, Certify and Approve Reservations for Inventory m Ja

training

Objective

To provide a step-by-step how-to guide for Requisitioners who are creating Reservations to request the
issuance of local inventory/stock. The guide will also review the workflow for Certification and Approval
steps in Reservation management. While reservations are used to support many different types of
goods movement transactions (e.g. transfers, stock returns, etc.) this guide will mainly focus on
reservations manually created to request goods from inventory by a Requisitioning office.

Trigger

For those plants implementing Inventory Management in Umoja, the Reservation process is triggered by
the requirement of goods from local inventory, when available, by Requisitioning offices. Depending on
the Cost Recovey model of the office holding and requesting the inventory, relevant Movement Types
will be selected by the Requisitioner which will impact their budget. It is crucial for Requisitioners and
Inventory management staff to fully understand the applicable cost recovery model that is employed for
their offices to ensure proper accounting of goods issues. Requisitioning offices should always seek to
first have goods issued from local inventory, before commencing external procurement action (i.e. raise
shopping carts).

Overview

A Reservation indicates the key elements for requesting goods from stock, including the relevant account
assighment, the requirement date, the respective materials and from which storage location they are
being requested.

Reservations need to specify the following:

e The type of movement

e The Requirement Date for the goods

e The goods/materials, quantities and location from which they are requested

e The relevant account assignments for the requesting plant

e Anindication to the approver whether the requesting plant will be providing the budget for the
requested goods

e The name of the requestor (so approver can follow up with the responsible party in case there is
an issue with the reservation)

e Any other relevant information, for instance a Service Level Agreement number, as/if applicable

Roles & Responsibilities

The following Umoja roles are involved in the creation and approval of Reservations for locally stocked
inventory items in Umoja:

e Requisitioner: Creates Reservations to request goods from local inventory

e Certifying Officer: Certifies budget availability and applicability for Reservations

e Inventory Senior User: Approves certified Reservations for issuance from local inventory
¢ Inventory User: Processes the Goods Issue for approved Reservations
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High Level Process Overview

Certitying Off. | Inventory sr User

Check Stock - Certif A Monit
Availability reate ertify a pprove onitor

Report Reservation Reservation Reservation Reservation

The Requisitioner runs a report in Umoja in order to determine whether the required goods are
available in local inventory. If available, the goods can then be requested with a Reservation. If not

available in local inventory, the Requisitioner may then commence external procurement action, as
advised by the inventory owner.

OThe Requisitioner creates a Reservation indicating the required goods/materials, the date by which
they are needed, the budget that will be charged, and other relevant details.

If the Stock Reservation is related to a “budget relevant” movement type, the account assignment
indicated on the Reservation is to be certified by the relevant Certifying Officer for that budget. If the
budget is not appropriate or insufficient, the reservation can be rejected by the Certifying Officer.

°The Inventory Senior User will review all stock reservation related to the Storage Location for which
he/she is responsible and determine whether they can be satisfied in full, or only partially (quantity and
requirement date), by approving/rejecting the Reservation; for Stock Reservations with “budget
relevant” movement type, the Inventory Senior User will review/approve/reject reservations only after
that they have been certified by the Certifying Officer.

eThe Requisitioner can monitor the Reservation to verify whether it has been approved/processed.
Reservation Creation & Approval Process Steps

Check Stock

Availability
Report

T-Code: ZLE_STCK_OVRVW

Use this report to verify the availability of the required goods/materials, at required date to determine
whether to request them from available stock or purchase the items through procurement action. In
some cases, the Reservation can still be created if the stock is not available, since it could be replenished
by the Inventory Senior User (inventory owner) to satisfy the outstanding requirements.

This report is used by both the Requisitioner before creating a Reservation and the Inventory Senior
User before approving a Reservation (see Approve Reservation steps later in this guide).
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Populate the Selection Criteria:

* Material = required Material(s) (by Material Stock Overview
Number/Product ID) 3
+  Plant = KEOO (UNON) or TH30 (ESCAP) Database Selections
. Material 1500004580 to
* Storage Location = For example: 4101 for UNON Phant 00 to
W BMTU Store. Storage Location 4101 .

Requirement Date 31.05.2015

* Tip: If unsure of the SLoc, enter the range
0000 to 9999 to see all storage locations

* Requirement Date = date by which the items are required

Stock Overview
Sl

Stock Overview

(2] [[)I[8 1) Epetied vy ]

Material / Plant / Storage Location Total On Hand Unrestricted Use Incoming (Requirement Date) Qutgoing (Total) Available to Promise
~ {3 1500004580 - Coupling:Conduit,EMT,13mm(1/ 0.000 0.000 0.000 0.000 0.000
h m KEOO UN Office at Nairobi Total 0.000 0.000 0.000 0.000 0.000

- E 4101 W BMTU Store 0.000 0.000 0.000 0.000 0.000

- {&[1500004581 - Coupling:Conduit, EMT,19mm(3/4in), Thrd] 178.000 178.000 0.000 0.000 178.000
h m KEOO UN Office at Nairobi Total 178.000 178.000 0.000 0.000 178.000

. E 4101 W BMTU Store 178.000 178.000 0.000 0.000 178.000

- & 1500004582 - Coupling:Conduit, EMT,25mm({ Lir 0.000 0.000 0.000 0.000 0.000
o m KEOO UM Office at Nairobi Total 0.000 0.000 0.000 0.000 0.000

g E 4101 W BMTU Stare 0.000 0.000 0.000 0.000 0.000

The column “Available to Promise” indicates whether the goods are available at required date in the SLoc
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Create

Reservation

T-Code: ZMMMB21

During the Reservation creation, the Requisitioner will select the type of accounting element that will fund
the requested inventory e.g., Cost Center (goods will be issued to a Cost Center), Project (goods will be
issued to a WBSE) or Order (goods will be issued to an Internal Order). Depending on the selection, the
Requisitioner will then indicate in the Reservation the relevant Cost Center, WBSE or Internal Order.

The Requisitioner will also select whether the request for goods will be Statistical (no effect on budget) or
Real (effect on budget). Typically, if the Requisitioner and the Inventory Owner are in an office that share
the same Cost Center or if there is a Service Level Agreement (SLA) against which the request for goods is
placed, the Requisitioner will select “Statistical”; if instead the Requisitioner and the Inventory Owner’s
Cost Centers are different or if there is not a Service Level Agreement against which the request for goods
is placed, the Requisitioner will select “Real”.

e Enter the Base Date - the date for which the goods movement is planned/required

=g Resenztion  Edit  Goto | Movement Type I Environment  System  Help

e Select Movement Type from the menu

bar

@ p— Consumption For Cost Center 3 Statistical Posting
Transfer Posting

-

For Project Real Posting

e Select the Consumption menu entry

3
3
Create Reservation:.  Receipt » For Sales Order
e Select the relevant accounting element: O New ttem.. Consumption Reversgl | For Asgt
Reverse Trfr Posting 3 For Sales
o Cost Center/Project/Order Reversal of Recept  ¥|  For Order ’
For Network
O Type Of budget r9|eva nce: Base date 23.05.2015| [v|Check against cal. All Acct Assignments
I e
Statistical or Real Posting =TI -
n

The system will automatically populate
the applicable Movement Type, based
on the selection of the accounting
element and the budget relevance.

Reference

I Reservation I

e Enter the applicable Plant (where the inventory is being held)
e Press Enter
Tip: The Reservation field, under the Reference heading, can be used to pre-populate the current request

with the same details as a previous Reservation (valuable for the routine/reoccurring requirements).
Input the previous Reservation number in the Reservation field and press Enter
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Continue to complete the Reservation details by populating the header level additional fields:
e  Fund of requesting office

e Cost Center / WBS / Order (depending on the Create Reservation: New Items
previous accounting element selection) O & B pelete ftem(s)

o Use the More button to specify the WBS Movement Type [201] G for cost center

element details G/L Account IGouds recipient I
Fund 4

Cost Center [

Note: when using Fund Type 32XXX it is Funded program
important to always use WBS / Order. This fund [® More |
type should not be used with Cost Center.

e Goods Recipient - Entity/Office making the overall request (e.g. UNEP/DEWA).

If a requested item is for a different recipient, this can be specified in the Further Information of the
Item Details screen

Under the Items section, specify the details of each requested material:

e Enter the material number in the Material Ttems
column (you can also search for a material F Iom Matera

Quantity in UnE Plnt 5Loc Batch M

number using the Match code button IJj)

e Enter the requested quantity in the Quantity
column

el ml=
&
o
=)

e Enter the issuing storage location (from where the inventory is being requested) in the SLoc column.
This would be obtained from the Stock Availability Report

e Enter the Batch information, if the system prompts you to do so. If the material is “split valuated”,
indicate the valuation type, for example:

— for Spare Parts: NEW_SPARES (for new items), OLD_SPARES (for used items)
— for Equipment/Supplies: NEW_SUPP (for new items), OLD_SUPP (for used items)

— For Batch Managed materials (e.g. Vaccines), enter the Batch number. This would be
obtained from the Stock Availability Report

e Press Enter to move on to the line item details screen
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Now complete the Further Information for the Item Create Reservation: New Item 0001
being requested: [ 22 newren]
e Recipient — Enter Name of the recipient if Movement Type  [201] G1 for cost center
required ;:::rial TEEEUT z:uz::::?c?}::z::;ﬁ,lammmzin)ﬁhrd
e Unl. Point — Enter the specific unloading/delivery S;‘:’;:t‘?t‘ff:}” 4101 W BMTU Store
point Unit of Entry 175 [ ]1Qty is Fixed
e Text —any specific information / clarification on Seddecpont [ =
the required goods (i.e. specifications of the Further Information
required material) R_"I“]"“‘D“e ;:;23'215
e Usethe * ! to navigate between requested Fund 2000 |
Cost Center 10069

materials on the reservation

Funded Program

2 . o
e Use the < button to return to the overview page G/L Account
of the reservation Rechient ] Unl. Paint
Text =4

e Usethe 4 button to edit the line item details

New Item

e Usethe button to create a new item

Once all items have been added to the Reservation:

e Click the Save button on the Menu bar to Post the Reservation

[E Reservation Edit Goto  Environment  System  Help

& - JEHIC@e@ CHE Dho8 EHE @ 6
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Change/Edit a Reservation

Change Reservation: Initial screen

&

T-Code: ZMMMB22

To change or edit a previously created Reservation:
e Enter the reservation number in the Reservation field
on the Change Reservation: Initial screen and press

Enter. You can also use the Matchcode button & to Reservation
search for existing Reservations

e On the Change Reservation: Change Reservation 0000000111 : Collective Processing
Collective Processing screen, the user P
can change:
. Movement Type 201 GI for cost center
o Requested quantity Goods recipient
o Storage location L
L. Cost Center 11174
o Recipient Funded Program
o
o Batch (2 more |
o Add new/additional items Ttems
using the New Items (D) F Itm Materil Quantity in UnE Plnt SLoc Batch Eixs E
button

e Item details can be changed by clicking the Details from Item button

e On the Change Reservation: Details Change Reservation 0000000111 : Details 0001 / 0001
screen, user can review the detailed
data for the item and change:

4 »  NewItem

. Movement Type 201 GI for cost center
© RequeSted quantlty Plant KEOO UM Office at Mairobi
o Storage location Material 1500005105 Computer:Laptop
o Detailed Recipient Stqzr;niﬁ?n W MPAU Store Batch 1
o Batch Unit of Entry EA | Qty is Fixed

A Stockkeepg Unit | 2 EA
o Requirement Date
o Un|oading Point Further Information
Reqmt Date 04.05.2015 " |Final Issue
o Text V]Mvt Allowed AdvCd _|Item Deleted
Fund 10UNA
Cost Center 11174

Once all changes have been made on the
Funded Program

]
Reservation, click the Save button ()

G/L A t 77171010
on the Menu bar to Post the changes to /L Accoun
the R ti Recipient Office A | Unl. Point  [Front Door |
& neservation Text This is 3 critical requirement. for Umoja Go Live I
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Certify a Approve

Reservation Reservation

Workflow Approval Process

With the deployment of the Galileo Decommissioning Project it is implemented the workflow
functionality to manage the approvals and authorizations for the manually created Stock Reservations.

Based on the Movement Type selected, the Reservation is either Budget Relevant or Non-Budget
Relevant.

Stock Movement Budget Relevant Non-Budget Relevant
Movement Types Movement Types

Goods Issue to Cost Center ZK1 201

Goods Issue to Order Z01 261

Goods Issue to Project ZW1 221
Two-Step process Single-Step process

Workflow process : | Certifying Officer Inventory Senior User

Inventory Senior User

If the Stock Reservation is Budget Relevant, the workflow will direct the Stock Reservation through a
two-step approval process; i.e.
1. A budget certification which needs to be performed by the relevant authorized Certifying Officer
of the Cost Center / Funds Center who has requested for the stock
2. An approval by the relevant Inventory Senior User (owner of the requested Inventory)

However, if the transaction is not budget relevant, the workflow will only have a single step approval
which goes through to the Inventory Senior User who ‘owns’ the requested Inventory.

Changes to Quantity, Storage location, Valuation type in a Reservation line item would trigger a new
workflow.

Note : Stock Reservations generated automatically through other processes (eg. Service Orders) will not
go through this approval / workflow process but will follow other relevant Certifications / Approvals.

Determination of the approvers
The recipient of the workflow tasks is determined based on the Fund Center / Cost Center.
I.  Certifying Officer: Fund Center / Cost Center indicated in the Stock Reservation

Il. Inventory Senior User: Fund Center / Cost Center linked to the Storage Location indicated in the
Stock Reservation

lll.  There can be multiple “approvers”: in this case, all of them will receive a workflow task in their
inbox. As soon as one of them takes action, the workflow task will be considered completed and
will disappear from the others’ inbox
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V. Standard SAP substitution functionality will be used by the approver in case of absence or on
leave. The user identified as a substitute should get the items of the other user on a separate
folder in its inbox

V. Restrictions: Stock Reservations can be approved only executing a workflow task and only by the
selected recipients, as explained in points | and Il

Points for attention

= The Stock Reservation workflow is line item based: a workflow task for each reservation line
item

= Upon rejection, the line item is automatically flagged for deletion: the stock reservation is
“reserving stock”, therefore if not approved, it is deleted; the requestor is informed of rejection
reason and can create a new line, as applicable

= An exception case is represented by the Fixed Assets; in the system, the value of the inventory
of fixed asset materials is = 0 (the value is maintained in the Fixed Asset Master record);
therefore, the reservation for Fixed Asset materials MUST always indicate a “non budget
relevant” Movement Type, which will be approved by the Inventory Senior User. The approval
for the Fixed Asset issuance and transfer will be tracked in the system with a Notification.

The following Diagram shows the certification and approval process of the manually created Stock
Reservations.

WF s triggered also
for changes to the
Stock Reservation
Quantity, storage |
location of valuation
X type |
=3
w
@ Create Stock Select
z Resenvation Moresien Reservaton :ﬁ;‘é'f.fé‘
R (2aMMB21) Mov em pe Budget \
14 Need for Goods fro efevant?
Inventories ‘
VES \
Preservaton
Reject Stock (
tem flagged for]
[R"""”m celebon
S ! w
8 o workflow Check Review Stock A worktiow
< Noticsbon Workflow Reservation Notficabon to |
c Tasks (SBWP) Line Requestor .
> Budght Correct? Workflow Task
=) Compieted ‘
e
o |
Approve Stock ‘
Reservation
l‘
NO
Reject Stock Areservation
- Reservation item flagged fox
@ deletion
=)
? NO
h Stock
k3 A worktiow ok P e A worktlow
> Notfication Tasu (58,'“,) Line Nobtfication to
- Requesiot Workflow Task
@ Completed
=
Reservation
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Certify

Reservation

Certifying a Reservation

e The Certifying officers who would need to perform the Budget Certification is determined based
on the budget elements indicated in the Stock Reservation by the requester; the budget
elements may include Cost Center, Internal order or WBS element.

e This step is only required if the Stock Reservation is Budget Relevant.

o A workflow notification is sent to the Certifying Officer’s inbox.

e The Certifying Officer shall review the Reservation in Umoja and confirm whether the indicated
budget elements are correct and funds are available.

e A workflow notification will be automatically sent to the requestor’s inbox to inform about
approval / rejection (with a reason for rejection).

e In case the Stock Reservation line item is rejected by the Certifying Officer, it will be
automatically flagged for deletion.

Selecting the document in the workflow.

Go to t-code SBWP 2> Go to the Inbox 2 Workflow = Group according to task = Click Decision task for
Mat. Reservation WF CO

Business Workplace of Dmitry Popov

TP New message  [Hl Find folder  {H Find document B3 Appointment calendar & Distribution lists

£ vwoigace: omery Popor AewE]0] [TE]=) ELE s ) (O] L

T Tead Documents 11 Decision task for Mat. Rerservati WF CO

- & Documents 52 e . Status | Creation Da, | Creation | F At Co. W,

- [ vorkflow 24 e "% | Certifying Officer Approver 0000014289 (Item 0001) | ) 02.02.2017 17:09:02

T DT RpPTOvET T T2 75 TIEEr D00 TT @ 01.02.2017 17:47:05 ¢

—E L lecsnn fang T Jar, Hersanat vl % Certifying Officer Approver 0000014279 (Itemn 0003) [£] 01.02.2017 17:28:20 £

0 @ Certifying Officer Approver 0000014270 (Item 0002) (=] 31.01.2017 20:54:12 =

e e p—— # Certifying Officer Approver 0000014270 (Item 0001} (o] 31.01.2017 20:54:11 =

e e e

» [ Grouped according to sort key

et Certifying Officer Approver 0000014289 (Item 0001)
- Deadline Messages 0

- Incorrect entries 0

Description Objects and attachmeats

3 @ Qutbox

+ ¢ Resubmission Dear User » Material Reservation: O0000142830001

» B private folders Your attention is reguired to certify or to reject

» ¢ shared folders for tmdezet commitment for an inventory reservation

2 Folders subscribed to Please review the budget information in the

. g h Reservation Item: 0000014289 - 0001, For more

TEE details, please click on the report linls. a

- @ shared trash Link to the Stock

gi‘?p‘%i;éélie%wshe reservation - line item are Reservation Report to get

Reservation Number: 0000014283 additional information

Reservation Line Item: 0OO1

Reservation Created Bw!
Reservation Movement type! ZKI \

Reeuirement date! 02.02.2017 Details of the Reservation
Material number: 1500005105 line items are provided in
uantity! 1.000 the workflow task

Unit of measure: Ei
Plant: LELO
Storage location: 2101

Batch/Valuation type! OLD_SUPP

Neceryation Tewt!
Zotion ew
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Taking action on the document in the workflow.

After selecting the workflow item (double click the line “Certifying Officer Approver <reservation #>

(Item #)”, the Certifying Officer will be presented with three options:

e Approve: The approver agrees with the Stock Reservation and the document is moved to the
succeeding steps of the workflow which is to the Inventory Senior User and the field Advice

Code in the Stock Reservation is set to “01”- Certified.

e Reject: The certifying officer does not agree with the Stock Reservation and rejects the workflow
item and maintains the reason for rejection. This will mark the corresponding line item of the
Stock Reservation with the “Deletion flag” and the Advice Code is set to “02”- not certified. A
workflow notification will be sent to the Material Reservation’s creator and the workflow would

end.

e Cancel: This can be used to cancel the decision screen.

NOTE: Within the workflow task, the Certifying Officer can check the value of the Stock Reservation line
item based on current MAP through a link to the report ZSC_STOCK_RES

Business Workplace of Dmitry Popov

TP New message  [HIFind folder [} Find document [ Appointment calendar '@ Distribution lists

EREE FEE EE I S EE TR

~ of Workplace: Dmitry Popov

~ & Inbox

Decision task for Mat. Rerservati WF CO

s Unread Documents 11
= Documents 53
~ [ workflow 24
~ {3 Grouped according to task
- Decision task for Mat. Rerservati WF
- Decision task for Mat. Rerservati WF CO
» (3 Grouped according to content
» (JGrouped according to content type
* (J Grouped according to sort key
. Overdue entries 0
- Deadline Messages 0
° Incorrect entries 0
» @ Outbox
» @ Resubmission
» B private folders
» & Shared folders
» 3 Folders subscribed to
+ T Trash
- T shared trash

L

Note that there will be one workflow task per Budget Relevant line on the Stock Reservation.

Ex | Title a Status | Creation Da_ Creation  F At | Co_ W
@ Certifying Officer Approver 0000014289 (Item 0001) [ 02.02.2017 17:09:02 =

@ Certifying Officer Approver 0000014279 (Item 0001) [ 01.02.2017 17:47:05 =

@ Certifying Officer Approver 0000014279 (Item 0003) &) 01.02.2017 17:28:20 &

# Certifying Officer Approver 0000014270 (Item 0002) £ 31012017 20:54:12 S

@ Certifying Officer Approver 0000014270 (Item 0001) (o) 31.01.2017  20:5

S et i A Aemine AOAART ARER (T ARRAY £ me s nnes nneean

Certifying Officer Approver 0000014289 (Item 0001)

Description
Dear User

‘gg;lrhgggg;";ggm}§mg§2“§§$da§°l;E,ggggf [ Certifying Officer Approver 0000014289 (Item 0001) %

Please review the budget information i
Beservation Item! 0000014283 - 00OL. H
details. please click on the report li

The details of the reservation - line
displayed below:

Beservation Number: 0000014289
Reservation Line Item: 0001
Reservation Created By
Beservation Movenent type: ZKI
Reguirenent date! 02,02 2017
Material number: 1500005105
Cuantity: 1.000

Unit of measure: Ei

Plant: LEID

Storage location! 2101

Batch/Valuation type! OLD_SUPP

Racerwatinn Tawt!

sieg

Objects and attachments
e Material Reservation: O0000142850001

Decision Options

Approve
& Reject

‘ Cancel

Task Description
Dear User

Your attention is required to certify or to reject for

budget commitment for an inventory reservation. Please

review the budget information in the Reservation Item:

0000014289 - 0001. For more details, please click on the

report link®. -y

>  DPOPOV ~ | unsapd2e = OVR

The Stock Reservation 14279 (example shown below) has three lines and hence there will be three

workflow tasks.
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Business Workplace of Dmitry Popov

TFNew message  [RiFind folder (Rl Find document B Appointment calendar B Distribution lists

-« Waorkplace: Dmitry Popov

] (B == J [E]EE=ELE]FLE

~ &3 Inbox
+ ] Unread Documents 11 Decision task for Mat. Rerservati WF CO
* & pocuments 53 Ex_| Title _ Status | Creation Da| Creation . | F| At.|Co. | W,
|| i "Certitying Officer Approver 0000014279 (Item 0003) @ 01.02.2017 17:2820 ©
=] ““Pe‘j_“mrd‘“g toltzsk : Certfying Officer Approver 0000014279 (Item 0002) ®  0L02.2017 5
jf ipeasntad ok i Rerserva W Cartifying Officer Approver 0000014279 (Item 0001) @ 01.02.2017 5
. DET'“” mj‘ f”;Mat' Ze’st”‘"’t' PEIED) W Cartiying Officer Approver 0000014270 (Item 0002) @  3L.01.2017 s
rouped according to conten 5
Certifying Officer Approver 0000014270 (Item 0001 31.01.2017 g
v (1 Grouped according to content type % fying £ { ) P
v (1 Grouped according to sort key
« [ overdue entries 0 Certifying Officer Approver 0000014279 (Item 0003)
. Deadline Messages 0
= Incorrect entries 0 Description Objects and attachments
> & Outbox Dear User o Material Reservation: 00000142790003
» ¢B Resubmission
L2 @Private folders Your attention is regquired to certify or to reject
v ¢ Shared folders for budget commitment for an inventory reservation,
Please review the budset information in the
v ¢35 Folders subscribed to Reservation Item: 0000014279 - 0003, For more
« T Trash details, please click on the report link=,
+ T shared trash . . ) .
The details of the reservation - line item are
displayved below:

[& Reservation Edit Goto Environment  System  Help w

V] B C@@ CHE fDhLod BE 2.

Display Reservation 0000014279 : Overview

A & petais from Item {3

Movement Type ﬁ R) GI Cost.Cntr
Goods recipient Rafael

Fund
Cost Center 10062
Funded Program
N
Itermns
Itm Reqmt Qty BUn Material Plnt SLoc Batch Regmt Date
Qty Withdrawn Material Description Mvt FIz Del D/C
1]z £a |1500005105 1810|2101 NEW SUPP | |01.02.2017
oy Computer:Laptop O 0O 0 [
2|z £a |1600001897 1810|2101 0000000812) [01.02.2017
2 |[Vaccne:Cholera O 0O 0 [
3|z £a |1500004261 1810|2101 01.02.2017
2 |[Bhnket O 0O 0 [
gy [> | RCORDOBA ¥ | unsapd2e = OVR =&
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Approve

Reservation

e The Inventory Senior User responsible for approving the Stock Reservation is determined based
on the cost center associated with the Plant-Storage Location indicated in the Stock Reservation.

e A workflow notification is sent to the relevant Inventory Senior User’s inbox upon Storage
Location creation with t-code ZMMMB21 (non budget relevant reservations) or upon approval
by Certifying Officer (budget relevant reservations).

e Before approving a reservation, the Inventory Senior User confirms stock availability using the
Stock Availability Report (see Check Stock Availability Report steps earlier in this guide).

e This Approval step needs to be performed for both Budget Relevant and Non-Budget Relevant
Stock Reservation.

e For Budget Relevant reservations, the Inventory Senior User’s approval can happen only after
the reservation line item has been certified by the Certifying Officer.

e A workflow notification will be automatically sent to the requestor’s inbox to inform about
approval / rejection (with a reason for rejection).

e In case the Stock Reservation line item is rejected by the Inventory Senior User, it will be
automatically flagged for deletion.

Selecting the document in the workflow.

Go to t-code SBWP = Go to the Inbox = Workflow = Group according to task = Click Decision task for
Mat. Reservation WF

Business Workplace of Dmitry Popov

T7New message  (HIFind foider  (HiFind document BB Appointment calendar B Distribution lists

g; Dmitry Popov [E& @] @ || [T E][E] . .6 . [Se]E. ][]

~ ] Unread Documents 10 Decision task for Mat. Rerservati WF
= =TT Status |Creation Da_| Creation |F At | Co |W
Ik " @ | Material Reservation approval - 0000014289 (Item 0001) | [7% 02.02.2017 17:14:11 £
2W02d 2cCdIL ta B2 wam =] 01.02.2017 17:55:24 £
® Material Reservation approval - 0000014277 (Item 0001) @ 01.02.2017 17:05:27 £
E Decision task for Mat Rerservati WF CO
+ [ Grouped according to content . .
+ (1 Grouped according to content: type Haterial Reservation approval — 0000014289 (Item 0001)
» (1 Grouped according to sort key
= Overdue entrias 0 Description Objects and attachments
- IM Deadiine Messages 0 Dear User, e Material Reservation: 00000142830001
- Incorrect entries 0
+ & outaox T o, 12 s b e o O Aot
+ B Resubmission information in Reservation Item: DDDDDMZES — 0001,
v B private folders For more details, please click on the report links,
3 @ Shared folders .
v & Folders subscribed to gglgpﬁl:;z‘alig?éwthe reservation - line item are
- M Trash
- [ shared trash Reservation Numher: 0000014289
Reservation Line Item: 0001

Taking action on the document in the workflow.
After selecting the workflow item (double click the line “Material Reservation approval - <reservation #>
(Item #)”, the Inventory Senior User will be presented with three options:
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e Approve: The Inventory Senior User agrees with the Stock Reservation and once the Stock
Reservation is approved, the “Movement Allowed” checkbox will be checked against the
corresponding line item of the Stock Reservation.

e Reject: The Inventory Senior User does not agree with the Stock Reservation and rejects the
workflow item and maintains the reason for rejection. This will mark the corresponding line item
of the Stock Reservation with the “Deletion flag”, a workflow notification will be sent to the
Material Reservation’s creator and the workflow would end.

e Cancel: This can be used to cancel the decision screen.

Business Workplace of Dmitry Popov

TFNew message  (HiFind folder (Ml Fnd document B Appointment calendar &8 Distribution lists

~ o orondy o pone @)@l (wla))(m.le . ) olaEw.m)
- & Inbox
- = Unread Docurments 10 Decision task for Mat. Rerservati WF
- ] Documents 53 Ex_ Title A Status | Creation Da_| Creation . F At. Co |W.
~ [ workflow 24 % Material Reservation approval - 0000014289 (Item 0001) D 02.02.2017 17:14:11 &
~ 8 Grouped according to task % Maternal Reservation approval - 0000014268 (Item 0001) [=] 01.02.2017 17:55:24 £
- [ Decision task for Mat. Rerservati WF # Material Reservation approval - 0000014277 (Item 0001) 1 01.02.2017 17:0527 <

« [ Decision task for Mat. Rerservati WF CO
» (3 Grouped according to content

+ 03 arouped according to content type Material Reservation approval — 0000014289 (Item 0001)
* (3 Grouped according to sort key
= I Overdue entries 0 Description Objects and attachmeats
« [ peadine Messages 0 Dear User, « Material Reservation! 00000142890001
- [B ncorrect entries 0
» £ outbox Your atteation is remuired to aperove or to reject a
Stock Reservation. Please review the budget
» & Resubmission information in Reservabion [tem! 0000014259 - 0001,
» & Private folders For nore details, mlease click on the report linke
» ¢ Shared folders [= Material Reservation approval - 0000014289 (Item 0001) x
The details of the reservation - line if
» 3 Folders subscribed to e a
© @ Trash Decision Options.
* T shared trash Reservation Muwber: 0000014289 Approve ]
=2 Reject
n Reservation Line Iten! 0001 ‘ ‘
[ Cancel |

Reservation Created By: RCORDOBA
Task Description
Dear User,

Reservation Movement Typs: ZK1

Recuirement date: 02.02.2017

Material ausber: 1500005105 'Your attention is required to approve or to reject a Stock

Reservation. Please review the budget information in

fuantity! 1,000 Reservation Item: 0000014289 - 0001. For more details,
lease ciick on the report link*.

Unit of measure: EA P &

Plant: LEIO The details of the reservation — line item are displayed -

Storage location: 2101

Batch/¥aluation type: NEW_SUPP [ create |[@ objects |[TF mai |[S)[%]

Reservation Text! T

Recipient: Rafael
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Monitor

Reservation

The status of a reservation can be checked with t-Code ZMMMB22 (Change Reservation for
requisitioner) or MB23 (Display Reservation). In particular:

Check-Box “M” — if ticked, the reservation item is approved
Check-Box “FIs” — if ticked, the reservation item has been fully issued

Note: by ticking the check box “D”, the reservation item can be deleted (for example if the
required material is not available and needs to be replaced).

Change Reservation 0000001356 : Collective Processing

[ # Gl petais from Item

Movement Type Z01 GR Used Goods
Goods recipient test
Fund

Cost Center 11454
Funded Program
E More
Items
F Itm Material Quantity in UnE Flnt SLoc Batch M FIs D
11500005105 Cl jEA KEQO|| 7102 | 0LD_SUPF ~m ]

Display Reservation 0000014200 : Details 0001 / 0003

4 » 2 waterial

Movement Type 201 GI for cost center
Plant LB30 Econ & Sodal Comm. West. Asia
Material [hsnnnnznu Pen,Balpoint, Blu
Stor. Location 5102 GSS Stores B201a Batch NEW_SUEF
Quantity in

Unit of Entry 25 ER

Stockkeepg Unit |25 EA

Further Information

Regmt Date 14.11.2016 [¥IFinal Issue

Withdrawal Qty 25 Withdr. Value 2.50 |USD
Fund 10TUNR

Cost Center 17008

The field Advice Code (AdvCd) is populated based on the Movement Type, (i.e. Budget Relevant or Non-
Budget Relevant):

e Budget Relevant: The “AdvCd” field in the item details is set to “01” if approved by the Certifying
Officer, or “02” if rejected and blank if the reservation is yet to be approved or rejected. For
reservation line items pending approval/rejection, the “AdvCd” field will be blank.

e Non-Budget Relevant: the AdvCd will be blank.
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Refer to the Job Aid “Stock Reservation Report with Reservation (MAP) Value” for more details.

This report contains the following fields relevant to determine the Stock Reservation status:

Budget Reviewed By: Certifying Officer who certified or rejected the reservation line item (relevant only
for budget relevant Stock Reservations).

Budget Reviewed Date: Date of the certification / rejection (relevant only for budget relevant Stock
Reservations).

Reservation Reviewed By: Inventory Senior User who approved (Mvt.Allwd = X) the reservation line
item.

Review Date: date in which the certifying officer reviewed the reservation line item.

If the Review Date is populated, Mvt.Allwd is blank and the item is flagged for deletion (Del), the
reservation line item is not approved.
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