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1. Introduction 

This user guide acts as a reference for Treasury Accounting and Financial Information System 

(TAFIS) – Material Management-Inventory Management to create Goods Received process. All 

individual names and information used in this user guide have been created for guidance on using the 

system. Where possible, user guide developers have attempted to avoid using actual Companies and 

Individuals; any similarities are coincidental.  Changes and updates to the system may lead to updates 

to the user guide from time to time. 

 

2. Further Assistance 

Should you have any inquiries or require additional assistance with the user guide materials, please 

contact TAFIS at +673 2383444 or e-mail to at tafis.ppp@mofe.gov.bn 

3. Roles and Responsibilities 

The responsibilities for each role in the Material Management – Inventory Management on Goods 

Received is described below. 

NO. ROLE RESPONSIBILITIES 

1 Procurement Team 

Goods Received: 

• Verify Order Confirmation (CO) and Advance Shipping 

Notice (ASN) 

 

Service Entry Sheet: 

• Verify Order Confirmation (CO) 

2 Warehouse Staff 

Goods Received: 

• Create Goods Received for Material Stock, Material Stock 

Non-Valuated, Asset, Material Non-Stock and Material 

Service 

• Block / Unblock Goods Received 

3 Warehouse Head 
Goods Received: 

• Approve Goods Received. 

  Table 1 Roles and Responsibilities 

 

mailto:tafis.ppp@mofe.gov.bn
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4. List of Processes 

Processes involved in the Material Management - Procurement module are listed below: 

NO. PROCESS ID PROCESS DESCRIPTION 

1 4.1 Verify Order Confirmation and Advance Shipping Notice 

2 4.2 Goods Received for Material Stock 

3 4.3 Goods Received for Material Stock Non-Valuated 

4 4.4 Goods Received for Material Non-Stock 

5 4.5 Goods Received for Asset 

6 4.6 Service Entry Sheet 

7 4.7 Goods Received Block / Unblock Stock 

8 4.8 Cancel Submitted Goods Received 
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4.1 Verify Order Confirmation and Advance Shipping Notice 

Once goods have been delivered, vendor / supplier needs to confirm goods have been delivered to 

departments via Government Vendor Portal before departments can process Goods Received in SAP 

GUI system. 

Goods Received Overview Process Flow 

START

Goods Received 
Physically

Vendor Confirm goods 
delivered via GVP

Invoice Verification

END

Verify Goods Delivered

Goods Received 
process according to 

material types

 

 

Below is the activitiy that can be executed to Confirm Goods Delivered: 

NO. ACTIVITIES 

1 Verify Order Confirmation and Advance Shipping Notice 
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4.1.1 Verify Order Confirmation and Advance Shipping Notice 

Procurement team of the department can verify order confirmation to indication goods have been 

delivered and confirmed by the vendor via SAP GUI before warehouse team can proceed to Goods 

Received process. 

Role Procurement Team 

Transaction Code ME23N 

 

Log into SAP GUI and proceed with the following steps. 

Step 1: Enter the Transaction Code ME23N in SAP Menu. Then press Enter on the keyboard. 
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Outcome: Display Purchase Order page will be displayed. 

Step 2: Click on . 

 

 

Outcome: Select Document pop-up will be displayed. 

Step 3: Fill in the Purchase Order number in the Pur. Order field. 

  

 

Step 4: Press Enter on the keyboard. 

 

  

2 

3 



 

 

DYMK_T2_CM_User Guide_Material Management-Procurement_Goods Received_v1.0 P a g e  | 8 

TAFIS – MATERIAL MANAGEMENT (MM) 
INVENTORY MANAGEMENT – GOODS RECEIVED 

Outcome: Purchase Order document will be displayed. 

Step 5: Scroll down to Item Details, click on Confirmations tab. 

 

Outcome: For Material, LA – Order Acknowledgement in CC column indicates that the vendor / 

supplier has already confirmed the delivery via the system. Warehouse team / department verify 

information in the line item and proceed to do Goods Received process. 

 

For Service, under Purchase Order History tab, Tr./Ev. Service entry will be displayed to indicate 

that the service has been done and accepted. 

  

4 

4 
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4.2 Goods Received for Material Stock 

Beras, Gula and Bendera are identified as Material Stock in TAFIS, and this user guide provides goods 

received process for Beras/Gula and Bendera. The difference between goods received for Beras/Gula 

and Bendera is the vendor itself. For Beras/Gula, the vendors are mainly from Cambodia and Thailand 

and thus they have no access to Government Vendor Portal (GVP), thus requires inspection and Goods 

Received integration with outsource system. While vendor/s for Bendera are local only and will have 

access to Government Vendor Portal (GVP), thus inspection and Goods Received process can be done 

by department. 

Goods Received for Material Stock Process Flow 

START

Goods Received 
Physically

Goods Received based 
on PO

Quality Check Needed?
If Yes Goods Received Block 

based on PO
Manual Inspection Accept

Cancel Goods 
Received

Move Stock (from 
Block to Unrestricted) 

based on PO

If No

If Yes

If No

Return Delivery to 
Vendor

Invoice Verification

END

Goods Received 
Approved?

If No

If Yes

Integration with Store 
Management System?

Transaction in Store 
Management System 

by Outsource

Notification Goods 
Received form 

Outsource

 

Below are the activities that can be executed for Goods Received for Material Stock 

NO. ACTIVITIES 

1 Goods Received based on Purchase Order (PO) for Beras & Gula 

2 Goods Received based on PO for Bendera 

3  Submit Financial Regulation (FR) form for Goods Received 
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4.2.1 Goods Received based on Purchase Order (PO) for Beras & Gula 

Once the vendor has delivered the item physically, Receiver will proceed to record Goods Received in 

the SAP GUI. 

Role Warehouse Staff 

Transaction Code MIGO 

 

Log into SAP GUI and proceed with the following steps. 

 

Step 1: Enter the Transaction Code MIGO in SAP Menu. Then press Enter on the keyboard. 

 

 

 

  

1 
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Outcome: Goods Receipt Purchase Order page will be displayed. 

 

 

Step 2: Select A01 Goods Receipt from the dropdown menu for event selection. 

 

 

  

2 
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Step 3: Select R01 Purchase Order from the dropdown menu for reference document. 

 

 

Step 4: Input the Purchase Order number in the following field. 

 

  

3 

4 
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Step 5: Click on  for the movement type. 

 

 

Outcome: Movement Type pop-up will be displayed. 

Step 6: Select movement type 101. 

 

 

Step 7: Press Enter on the keyboard. 

 

  

5 

6 
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Outcome: Purchase order details will be auto populated 

Step 8: Tick Print Box. 

 

Step 9: Click on  and select 3 Collective Slip. 

 

 

Step 10: Press Enter on the keyboard. 

Note: Details will be auto populated from Purchase Order and verify all line details and details below. 

1. Material 

2. Quantity 

 

3. Purchase Order Number 

4. Requisitioner 

 

8 

9 

9 
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Step 11: Under Where tab, fill in the Storage Location field. 

  

Note: Storage Location can be defined when creating Purchase Requisition / Purchase Order documents and can be 

changed in Goods Received process if required. 

 

Step 12: Under Where tab, fill in the Goods Recipient field. 

 

 

Step 13: Under Where tab, fill in the Text field (Optional). 

 

 

  

11 

12

0 

13

0 
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Step 14: Under Batch tab, field in the Batch field. 

 

Note: Batch number will be manually inputted following the format as agreed by State Store, MOFE 

as below: 

YY/MM/UNIQUE NUMBER/TREASURY NUMBER 

 

Step 15: Click on  of Item OK to check. 

 

 

 

 

 

 

 

 

15

0 

14

0 
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Step 16: Click on  button. 

 

Step 17: Should the message “Document is O.K.” appears, click  to proceed. 

 

16

0 

17

0 
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Outcome: Material document created. 
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4.2.2 Goods Received based on PO for Bendera. 

Once the vendor has delivered the item physically, Receiver will proceed to record Goods Received in 

the SAP GUI. 

Role Warehouse Staff 

Transaction Code MIGO 

 

Log into SAP GUI and proceed with the following steps. 

 

Step 1: Enter the Transaction Code MIGO in SAP Menu. Then press Enter on the keyboard. 

 

 

 

  

1 
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Outcome: Goods Receipt Purchase Order page will be displayed. 

 

 

Step 2: Select A01 Goods Receipt from the dropdown menu for event selection. 

 

  

2 
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Step 3: Select R01 Purchase Order from the dropdown menu for reference document. 

 

 

Step 4: Input the Purchase Order number in the following field. 

 

  

3 

4 
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Step 5: Click on  for the movement type. 

 

 

Outcome: Movement Type pop-up will be displayed. 

Step 6: Select movement type 101. 

 

 

Step 7: Press Enter on the keyboard. 

 

  

5 

6 
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Outcome: Purchase order details will be auto populated 

Step 8: Tick Print Box. 

 

Step 9: Click on  and select 3 Collective Slip. 

 

 

Step 10: Press Enter on the keyboard. 

Note: Verify all line details and details below. 

1. Material 

2. Quantity 

  

3. Purchase Order Number 

4. Requisitioner 

  

 

8 

9 

9 
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Step 10: Under Where tab, fill in the Storage Location field. 

  

 

Step 11: Under Where tab, fill in the Goods Recipient field. 

 

 

Step 12: Under Where tab, fill in the Text field (Optional). 

 

 

  

10 

11 

12 
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Step 13: Click on  of Item OK to check. 

 

 

Step 14: Click on  button. 

 

 

  

13 

14 
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Step 14: Should the message “Document is O.K.” appears, click  to proceed. 

 

 

Outcome: Material document created. 

  

14 
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4.2.3 Submit Financial Regulation (FR) form for Goods Received 

 

Role Warehouse Head 

Link SAP FIORI 

Once Goods Received have been created in SAP GUI, Warehouse Head will proceed to review and 

submit the Financial Regulation (FR) document in SAP FIORI. 

 

Log into SAP FIORI and proceed with the following steps. 

 

Step 1: Click on My Inbox. 

   

 

  

1 

4

2 

3

0 

3

3 
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Outcome: My Inbox page will be displayed. 

 

Step 2: Input the Goods Received document number in the search bar. 

Note: You can either fill in the entire GR Document Number in full, or by utilising the last three or four 

numbers of the Document Number, i.e. XXXXXXX151 of Document Number 5000000151 

 

  

2 

4

2 

3

0 

3

3 
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Step 3: Select the Goods Received document. 

 

 

Step 4: Check detailed information provided in the document. 

 

 

3 

4

2 

3

0 

3

3 

4 

4

2 

3

0 

3

3 
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Step 5: Scroll Down and click on  of “Taken on Ledger Charge” to check the document. 

 

 

Step 6: Click on  to approve the Goods Received. 

 

Outcome: Submit Decision pop-up will be displayed. 

  

5 

4

2 

3

0 

3

3 

6 

4
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3

0 

3
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Step 7: Input message in the Decision Note field (Optional). 

 

 

Step 8: Click on  

 

 

  

7 

4

2 

3

0 

3

3 

8 
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Outcome: Task processes successfully message will appear, and the item will disappear from My 

Inbox, and display at the My Outbox. 
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4.3 Goods Received for Material Stock Non-Valuated 

 

Goods Received for Material Stock Non-Valuated Process Flow 

 

START

Goods Received 
Physically

Goods Received based 
on PO

Invoice Verification 
and Post Invoice

END

FR for Goods Received Vendor Upload Invoice

 

 

Below are the activities that can be executed for Goods Received for Material Stock Non-Valuated. 

NO. ACTIVITIES 

1 Goods Received based on Purchase Order (PO) 

2 Submit Financial Regulation (FR) form for Goods Received 
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4.3.1 Goods Received based on PO 

Once the vendor has delivered the item physically, Receiver will proceed to record Goods Received in 

the SAP GUI. 

Role Warehouse Staff 

Transaction Code MIGO 

 

Log into SAP GUI and proceed with the following steps. 

 

Step 1: Enter the Transaction Code MIGO in SAP Menu. Then press Enter on the keyboard. 

 

 

  

1 
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Outcome: Goods Receipt Purchase Order page will be displayed. 

 

 

Step 2: Select A01 Goods Receipt from the dropdown menu for event selection. 

 

  

2 
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Step 3: Select R01 Purchase Order from the dropdown menu for reference document. 

 

 

Step 4: Input the Purchase Order number in the following field. 

 

 

  

3 

3 
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Step 5: Click on  for the movement type. 

 

 

Outcome: Movement Type pop-up will be displayed. 

Step 6: Select movement type 101. 

 

 

Step 7: Press Enter on the keyboard. 

 

  

5 

6 
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Outcome: Purchase order details will be auto populated 

Step 8: Tick Print Box. 

 

Step 9: Click on  and select 3 Collective Slip. 

 

 

Step 10: Press Enter on the keyboard. 

Note: Verify all line details and details below. 

1. Material 

2. Quantity 

  

3. Purchase Order Number 

4. Requisitioner 

  

 

8 

9 

9 
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Step 11: Under Where tab, fill in the Storage Location field. 

  

 

Step 12 : Under Where tab, fill in the Goods Recipient field. 

 

 

Step 13: Under Where tab, fill in the Text field (Optional). 

 

 

  

13 

11 

12 
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Step 14: Click on  of Item OK to check. 

 

 

Step 15: Click on  button. 

 

 

  

14 

15 
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Step 16: Should the message “Document is O.K.” appears, click  to proceed. 

 

 

Outcome: Material document created. 

 

  

16 
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4.3.2 Submit Financial Regulation (FR) form for Goods Received 

 

Role Warehouse Head 

Link SAP FIORI 

Once Goods Received have been created in SAP GUI, Warehouse Head will proceed to review and 

submit the Financial Regulation (FR) document in SAP FIORI. 

 

Log into SAP FIORI and proceed with the following steps. 

 

Step 1: Click on My Inbox. 
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Outcome: My Inbox page will be displayed. 

 

 

Step 2: Input the Goods Received document number in the search bar. 

Note: You can either fill in the entire GR Document Number in full, or by utilising the last three or four 

numbers of the Document Number, i.e. XXXXXXX151 of Document Number 5000000151 
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Step 3: Select the Goods Received document. 

 

 

Step 4: Check detailed information provided in the document. 
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Step 5: Scroll Down and click on  of “Taken on Ledger Charge” to check the document. 

 

 

Step 6: Click on  to approve the Goods Received. 
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Outcome: Submit Decision pop-up will be displayed. 

Step 7: Input message in the Decision Note field (Optional). 

 

 

Step 8: Click on  
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Outcome: Task processes successfully message will appear, and the item will disappear from My 

Inbox, and display at the My Outbox. 
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4.4 Goods Received for Material Non-Stock 

Goods Received for Material Non-Stock Process Flow 

 

START

Goods Received 
Physically

Goods Received based 
on PO

Invoice Verification 
and Post Invoice

END

FR for Goods Received Vendor Upload Invoice

 

Below are the activities that can be executed for Goods Received for Material Stock Non-Valuated. 

NO. ACTIVITIES 

1 Goods Received based on Purchase Order (PO) 

2 Submit Financial Regulation (FR) form for Goods Received 
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4.4.1 Goods Received based on PO 

Once the vendor has delivered the item physically, Receiver will proceed to record Goods Received in 

the SAP GUI. 

Role Warehouse Staff 

Transaction Code MIGO 

 

Log into SAP GUI and proceed with the following steps. 

 

Step 1: Enter the Transaction Code MIGO in SAP Menu. Then press Enter on the keyboard. 

 

 

  

1 
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Outcome: Goods Receipt Purchase Order page will be displayed. 

 

 

Step 2: Select A01 Goods Receipt from the dropdown menu for event selection. 

 

  

2 
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Step 3: Select R01 Purchase Order from the dropdown menu for reference document. 

 

 

Step 4: Input the Purchase Order number in the following field. 
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4 
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Step 5: Click on  for the movement type. 

 

 

Outcome: Movement Type pop-up will be displayed. 

Step 6: Select movement type 101. 

 

 

Step 7: Press Enter on the keyboard. 

 

  

5 

6 
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Outcome: Purchase order details will be auto populated 

Step 8: Tick Print Box. 

 

Step 9: Click on  and select 3 Collective Slip. 

 

 

Step 10: Press Enter on the keyboard. 

Note: Verify all line details and details below. 

1. Material 

2. Quantity 

  

3. Purchase Order Number 

4. Requisitioner 
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9 
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Step 11: Under Where tab, fill in the Goods Recipient field. 

  

 

Step 12: Under Where tab, fill in the Text field (Optional). 

  

 

Step 13: Click on  of Item OK to check. 
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13 

11 
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Step 14: Click on  button. 

 

 

Step 15: Should the message “Document is O.K.” appears, click  to proceed. 
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Outcome: Material document created. 
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4.4.2 Submit Financial Regulation (FR) form for Goods Received 

 

Role Warehouse Head 

Link SAP FIORI 

Once Goods Received have been created in SAP GUI, Warehouse Head will proceed to review and 

submit the Financial Regulation (FR) document in SAP FIORI. 

 

Log into SAP FIORI and proceed with the following steps. 

 

Step 1: Click on My Inbox. 
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Outcome: My Inbox page will be displayed. 

 

 

Step 2: Input the Goods Received document number in the search bar. 

Note: You can either fill in the entire GR Document Number in full, or by utilising the last three or four 

numbers of the Document Number, i.e. XXXXXXX151 of Document Number 5000000151 
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Step 3: Select the Goods Received document. 

 

 

Step 4: Check detailed information provided in the document. 

 

3 

4

2 

3

0 

3

3 

4 

4

2 

3

0 

3

3 
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Step 5: Scroll Down and click on  of “Being Consumable have been put into immediate use” to 

check the document. 

 

 

Step 6: Click on  to approve the Goods Received. 
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Outcome: Submit Decision pop-up will be displayed. 

Step 7: Input message in the Decision Note field (Optional). 

 

 

Step 8: Click on  
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Outcome: Task processes successfully message will appear, and the item will disappear from My 

Inbox, and display at the My Outbox. 
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DYMK_T2_CM_User Guide_Material Management-Procurement_Goods Received_v1.0 P a g e  | 64 

TAFIS – MATERIAL MANAGEMENT (MM) 
INVENTORY MANAGEMENT – GOODS RECEIVED 

4.5 Goods Received for Asset 

 

Goods Received for Asset Process Flow 

START

Goods Received 
Physically

Goods Received based 
on PO

Invoice Verification 
and Post Invoice

END

FR for Goods Received Vendor Upload Invoice

Asset Transfer
(If Required)

 

Below are the activities that can be executed for Goods Received for Asset 

NO. ACTIVITIES 

1 Goods Received based on Purchase Order (PO) 

2 Submit Financial Regulation (FR) form for Goods Received 
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4.5.1 Goods Received based on PO 

Once the vendor has delivered the item physically, Receiver will proceed to record Goods Received in 

the SAP GUI. 

Role Warehouse Staff 

Transaction Code MIGO 

 

Log into SAP GUI and proceed with the following steps. 

 

Step 1: Enter the Transaction Code MIGO in SAP Menu. Then press Enter on the keyboard. 

 

 

  

1 
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Outcome: Goods Receipt Purchase Order page will be displayed. 

 

 

Step 2: Select A01 Goods Receipt from the dropdown menu for event selection. 

 

  

2 
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Step 3: Select R01 Purchase Order from the dropdown menu for reference document. 

 

 

Step 4: Input the Purchase Order number in the following field. 
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DYMK_T2_CM_User Guide_Material Management-Procurement_Goods Received_v1.0 P a g e  | 68 

TAFIS – MATERIAL MANAGEMENT (MM) 
INVENTORY MANAGEMENT – GOODS RECEIVED 

Step 5: Click on  for the movement type. 

 

 

Outcome: Movement Type pop-up will be displayed. 

Step 6: Select movement type 101. 

 

 

Step 7: Press Enter on the keyboard. 
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Outcome: Purchase order details will be auto populated 

Step 8: Tick Print Box. 

 

Step 9: Click on  and select 3 Collective Slip. 

 

 

Step 10: Press Enter on the keyboard. 

Note: Verify all line details and details below. 

1. Material 

2. Quantity 

  

3. Purchase Order Number 

4. Requisitioner 
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Step 11: Under Where tab, fill in the Goods Recipient field. 

  

 

Step 12: Under Where tab, fill in the Text field (Optional). 

  

 

Step 13: Click on  of Item OK to check. 
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Step 14: Click on  button. 

 

 

Step 15: Should the message “Document is O.K.” appears, click  to proceed. 
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Outcome: Material document created. 
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4.5.2 Submit Financial Regulation (FR) form for Goods Received 

 

Role Warehouse Head 

Link SAP FIORI 

Once Goods Received have been created in SAP GUI, Warehouse Head will proceed to review and 

submit the Financial Regulation (FR) document in SAP FIORI. 

 

Log into SAP FIORI and proceed with the following steps. 

 

Step 1: Click on My Inbox. 
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Outcome: My Inbox page will be displayed. 

 

 

Step 2: Input the Goods Received document number in the search bar. 

Note: You can either fill in the entire GR Document Number in full, or by utilising the last three or four 

numbers of the Document Number, i.e. XXXXXXX151 of Document Number 5000000151 
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Step 3: Select the Goods Received document. 

 

 

Step 4: Check detailed information provided in the document. 
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Step 5: Scroll Down and click on  of “Taken on Inventory Charge” to check the document. 

 

 

Step 6: Click on  to approve the Goods Received. 
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Outcome: Submit Decision pop-up will be displayed. 

Step 7: Input message in the Decision Note field (Optional). 

 

 

Step 8: Click on  
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Outcome: Task processes successfully message will appear, and the item will disappear from My 

Inbox, and display at the My Outbox. 
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4.6 Service Entry Sheet 

Service Entry Sheet is a document for verification of the services done by vendors before vendor can 

proceed to submit invoice accordingly. 

There are two options to proceed with Service Entry Sheet process: 

1. Accept Service Entry Sheet submitted by Vendor based on Purchase Order OR 

2. Create and Accept Service Entry Sheet based on Purchase Order (Optional) 

Service Entry Sheet Process Flow 

 

 

START

Service Received
Vendor Create Service 

Sheet

Invoice Verification 
and Post Invoice

END

Vendor Upload Invoice

Accept Service Entry 
Sheet

 

 

Below is the activity that can be executed for Goods Received for Service (Service Entry Sheet). 

NO. ACTIVITIES 

1 
Accept Service Entry Sheet submitted by Vendor based on Purchase Order. 

2 
Create and Accept Service Entry Sheet based on Purchase Order. 
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4.6.1 Accept Service Entry Sheet submitted by Vendor based on PO 

Once the vendor has submitted the Service Entry Sheet, Warehouse Staff / Requestor will proceed to 

accept the sheet in the SAP GUI. 

Role Warehouse Staff 

Transaction Code ML81N 

 

Log into SAP GUI and proceed with the following steps. 

Step 1: Enter the Transaction Code ML81N in SAP Menu. Then press Enter on the keyboard. 

 

 

  

1 
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Outcome: Service Entry Sheet page will be displayed. 

 

Step 2: Click on . 

 

2 
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Outcome: Select Purchase Order/Entry Sheet pop-up will be displayed. 

Step 3: Input purchase order document number in Purchase order field. 

  

Step 4: Press Enter on the keyboard. 

 

Outcome: Document Tree will be displayed, and Purchase Order document will extracted to the 

Service Entry Sheet. 
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Step 4: Click on  of the Purchase Order document. 

 

 

Outcome: Service Entry Sheet submitted by vendor will be displayed. 

Step 5: Double-Click on the Service Entry Sheet document. 
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Outcome: Service Entry Sheet based on Purchase Order will be displayed on the right side of the 

page. 

 

 

Step 6: Scroll down to check and verify the list of service delivered by vendor based on Purchase 

Order. Note: The services listed are the ones vendor indicated they have completed the service and 

ready to claim. 
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Step 7: Should the information submitted by vendor is correct, click on  to edit the document. 

 

 

Outcome: Accept button will appear. 

Step 8: Click on  to accept the service entry sheet. 

 

7 

8 
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Outcome: The status will change from  to . 

 

 

Step 9: Click on  
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Outcome: The status of service entry sheet will turn to “Accepted” 

 

Note: The list of Service Entry Sheet documents will be displayed in Document Tree every time 

Vendor created new service entry sheet based on that Purchase Order. One Purchase Order may 

have one or multiple service entry sheets depending on claims. 
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4.6.2 Revoke/Delete Service Entry Sheet submitted by Vendor 

If the service entry sheet has been accepted but changes are required, the warehouse staff or requestor 

may need to revoke and delete the initial acceptance in SAP GUI. 

Role Warehouse Staff 

Transaction Code ML81N 

 

Log into SAP GUI and proceed with the following steps. 

Step 1: Enter the Transaction Code ML81N in SAP Menu. Then press Enter on the keyboard. 
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Outcome: Service Entry Sheet page will be displayed. 

 

Step 2: Click on the  button on the desired existing Purchase Orders/Entry Sheets listing to 

proceed. 
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DYMK_T2_CM_User Guide_Material Management-Procurement_Goods Received_v1.0 P a g e  | 90 

TAFIS – MATERIAL MANAGEMENT (MM) 
INVENTORY MANAGEMENT – GOODS RECEIVED 

Outcome: Accepted  Service Entry Sheet will be displayed. 

 

Step 3: Double-click on the Service Entry Sheet number to proceed. 
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Outcome: Service Entry Sheet details will appear on the right side of the page. 

 

Step 4: Click on  button to proceed. 
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Step 5: Click on  button to proceed. 

 

 

Outcome: Service Entry Sheet Status will be changed to ‘Acceptance Revoked’. 
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Step 6: Click  button to proceed. 

 

Step 7: Header Data: Acceptance Document popup will be displayed, if not, may proceed to Step 

9. Change the Posting Date to the current today’s date. 

 

Step 8: Click  button to proceed. 
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Step 9: Service Entry Sheet status will change to ‘No Acceptance’. 

 

Step 10: Click on  to proceed. 
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Step 11: Click on  button to proceed. 

 

Step 12: Service Entry Sheet status will be changed to ‘Deleted’. Click on  button to proceed. 
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Outcome: Notification will show to inform changes are saved. 
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Outcome: Accept button will appear. 
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Step 8: Click on  to accept the service entry sheet. 

 

Outcome: The status will change from  to . 
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DYMK_T2_CM_User Guide_Material Management-Procurement_Goods Received_v1.0 P a g e  | 99 

TAFIS – MATERIAL MANAGEMENT (MM) 
INVENTORY MANAGEMENT – GOODS RECEIVED 

Step 9: Click on  

 

Outcome: The status of service entry sheet will turn to “Accepted” 
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Note: The list of Service Entry Sheet documents will be displayed in Document Tree every time 

Vendor created new service entry sheet based on that Purchase Order. One Purchase Order may 

have one or multiple service entry sheets depending on claims. 
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4.7 Goods Received Block/Unblock Stock 

 

Goods Received Block/Unblock Stock is an optional process for Material Stock Non-Valuated and 

Asset should the materials requires inspection before fully accepting the materials delivered by vendor. 

START

Goods Received 
Physically

Goods Received based 
on PO

Quality Check Needed?
If Yes Goods Received Block 

based on PO
Manual Inspection Accept

Cancel Goods 
Received

Move Stock (from 
Block to Unrestricted) 

based on PO

If No

If Yes

If No

Return Delivery to 
Vendor

Invoice Verification

END

Goods Received 
Approved?

If No

If Yes

 

Below are the activities that can be executed for Goods Received Block/Unblock Stock. 

NO. ACTIVITIES 

1 Goods Received based on PO Block Stock 

2 Goods Received based on PO Unblock Stock 
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4.7.1 Goods Received based on PO Block Stock 

Should the material delivered by Vendor requires inspection, the material should be identified as 

Blocked Stock in the system before finalizing the Goods Received. 

Role Warehouse Staff / Receiver 

Transaction Code MIGO 

 

Log into SAP GUI and proceed with the following steps. 

 
Step 1: Enter the Transaction Code MIGO in SAP Menu. Then press Enter on the keyboard. 

 

Outcome: Goods Receipt Purchase Order page will be displayed. 

1 
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Step 2: Select A01 Goods Receipt from the dropdown menu for event selection. 
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Step 3: Select R01 Purchase Order from the dropdown menu for reference document. 

 

 

Step 4: Input the Purchase Order number in the following field. 
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DYMK_T2_CM_User Guide_Material Management-Procurement_Goods Received_v1.0 P a g e  | 106 

TAFIS – MATERIAL MANAGEMENT (MM) 
INVENTORY MANAGEMENT – GOODS RECEIVED 

Step 5: Click on  for the movement type. 

 

 

Outcome: Movement Type pop-up will be displayed. 

Step 6: Select movement type 103. 

 

 

Step 7: Press Enter on the keyboard. 
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Outcome: Purchase order details will be auto populated 

Step 8: Tick Print Box. 

 

 

Step 9: Click on  and select 3 Collective Slip. 

 

 

Step 10: Press Enter on the keyboard. 

Note: Verify all line details and details below. 

1. Material 

2. Quantity 

  

3. Purchase Order Number 

4. Requisitioner 
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Step 11: Under Where tab, fill in the Goods Recipient field. 

  

 

Step 12: Under Where tab, fill in the Text field (Optional). 

  

 

Step 13: Click on  of Item OK to check. 

 

 

12 

13 
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Step 14: Click on  button. 

 

 

Step 15: Should the message “Document is O.K.” appears, click  to proceed. 
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Outcome: Material document created. 
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4.7.2 Goods Received based on PO Unblock Stock 

Once the inspection is done, and the quality inspection is approved manually, the Warehouse team 

can proceed to move the Blocked Stock to Unrestricted to finalise Goods Received process. 

Role Warehouse Staff / Receiver 

Transaction Code MIGO 

 

Log into SAP GUI and proceed with the following steps. 

 
Step 1: Enter the Transaction Code MIGO in SAP Menu. Then press Enter on the keyboard. 

 

  

1 
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Outcome: Goods Receipt Purchase Order page will be displayed. 

 

 

Step 2: Select A05 Release GR Blocked Stock from the dropdown menu for event selection. 

 

  

2 
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Step 3: Select R02 Material Document from the dropdown menu for reference document. 

 

 

Step 4: Input the Material Document number of Blocked Stock in the following field. 

 

Note: The movement type will automatically be 105 for release block (Unblock) 

 

Step 5: Press Enter on the keyboard. 
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Outcome: Material Document details will be auto populated 

Step 6: Tick Print Box. 

 

Step 7: Click on  and select 3 Collective Slip. 

 

 

Step 8: Press Enter on the keyboard. 

 

Step 9: Under Where tab, fill in the Text field (Optional). 

  

Note: Additional step may be required to put in the Batch number if the material type is Material 

Stock, refer to activity 4.1.1, Step 14 for adding batch number process. 

 

  

6 

9 

7 
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Step 10: Click on  of Item OK to check. 

 

 

Step 11: Click on  button. 
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Step 12: Should the message “Document is O.K.” appears, click  to proceed. 

 

 

Outcome: Material document created. 

 
 

Note: After Material Document is posted, approval via SAP FIORI is not required as after GR Unblock 

process has been done. 

  

12 
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4.8 Cancel Submitted Goods Received 

 

If the goods receipt has already been issued by the Warehouse Staff but there are discrepancies in 

the details, the submitted goods receipt will need to be cancelled. It is also necessary to ensure that 

no invoice has already been issued by the vendor prior to this step. 

Role Warehouse Staff 

Transaction Code MIGO 

 

Log into SAP GUI and proceed with the following steps. 

 
Step 1: Enter the Transaction Code MIGO in SAP Menu. Then press Enter on the keyboard. 

 

  

1 
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Outcome: Goods Receipt Purchase Order page will be displayed. 

 

 

Step 2: Select A03 Cancellation from the dropdown menu for event selection. 

 

  

2 
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Step 3: R02 Material Document will be automatically selected from the dropdown menu. 

  

Step 4: Fill in the Goods Receipt Material Document Number in the Material Document field. Press 

Enter to proceed. 
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4 
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Note: To identify the Goods Receipt Material Document Number, it can be viewed in the Purchase 

Order, under the Item Details Section, under the Purchase Order History tab. 

 

Step 5: Material Document information will be displayed. Ensure Print via Output Control checkbox 
Scroll down to proceed. 
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Step 6: Under the Detail Data section, tick on the Item OK checkbox section to proceed. 

 

Outcome: Item OK checkbox will be ticked. 

Note: For additional line item, repeat the process in Step 6 until all Item OK checkbox is ticked. 

 

 

  

6 



 

 

DYMK_T2_CM_User Guide_Material Management-Procurement_Goods Received_v1.0 P a g e  | 122 

TAFIS – MATERIAL MANAGEMENT (MM) 
INVENTORY MANAGEMENT – GOODS RECEIVED 

Step 8: Click on  to run a systems checkup on the Cancellation form, and then click  to 

proceed. 

 

 

Outcome: Notification will be displayed on the bottom left of the screen. Material Document number 

for cancellation created. 

 

Note: Should Posting Date issue arise, may change the Posting Date to the date of cancellation 

document creation. 
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Step 9: Change the Posting Date. 

 

Step 9: Click  to proceed. 
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Outcome: Material Document Number has been created. 

 

8 


