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Role Assignment:

Role assignment request has to be sent by Regional Coordinator through SOLMAN. Formats
for assignment of role along with approval from concerned GM/HOF for Finance Role/
HOP for 1R Role/ ED have to be attached.

Role assignment shall be processed by next working days.
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g9 / Circular

Date: 02.01.2018

Subject: Creation of Various Master Data in ERP

Master Data has very important role in functioning of ERP and being used in various
transactions on daily basis. With implementation of GST many master data has been
changed and thereby requests for creation of master data like material master, vendor
master, customer master etc. have increased in manifolds. In view of this requirement is
being felt to schedule the timelines for the process of creation of master data.

Accordingly the guideline for creation of various master data as well as assignment of Roles
& Authorization is attached herewith.

All concerned are requested to carryout proper verification of data before sending the
requests to CC-ERP for creation/updation of master data. This circular may be widely
circulated amongst all users for information and necessary action.

All users are requested to take note of the timelines and accordingly plan the actions to
create/update the master data in time. Cooperation of all users in this regard is requested
please.

This has been issued with approval of competent authority. A A
(] |
P V Nath
GM (ERP)
Distributions:
1. All Regional lleads
2. All Departmental Heads - CC

Copy - for Kind Information Please
1. EStoCMD
2. Director - Projects/Personnel/Operations/Finance



SLNo|  Name of Activity Activity Period |
1 | Vendor Master 1 working day
2| Customer Master 1 working day |
3 | Material/Service Master Creation 1 working day
4 | Storage Location Creation Bi-monthly
5_ | PlantCreation Monthly |
6 | Company Code Creation 10 working days
' 7 | Role Assignment Next working day |
8 | New Personnel Subarea Creation Monthly
9 | Work Flow Maintenance for ESS Applications Weekly
10 | Employee Vendor Code Creation Weekly
|11 | Creation of Profit Centre/Cost Centre/Fund Centre | Weekly
12 | Mapping of CO-Object G/L with PC & CC 1 working day
13 | Maintenance of HISN & Tax Condition Bi-weekly
|14 | Vendor Login for e-tendering 2 working day
115 | New Location Activation/Creation in for e-tendering | Monthly
16 | Bid Opening Committee Login Creation 2 working day
17 | Business Place / Section Code Creation 2 working day
18 | Tax Code Creation 2 working day q
19 | IT Depreciation Key Creation Bi-monthly i
20 GL Code Creation 2 working day |




Vendor Master:

All vendor creation requests has to be sent through portal

httn:// pms.powergrid.in/ vms/Default.aspx

Vendor creation request shall be considered only if it is approved by both level-1 as well as
level-2. (Level-2 must be executive form CC/Regional Finance)

Vendor Master creation cycle is executed once on all working days. Any request reccived by
10:00 Hrs shall be processed on same day and request received after that shall be processed
on next working day.

For changes in Vendor Master will be done based on approval from Regional C&M and
Finance. Request is to be raised through SOLMAN.

Customer Master:

Customer Master Creation request is to be logged in SOLMAN.

Customer Master Creation cycle is executed once on all working days. Any request received
by 10:00 Hrs shall be processed on same day and request received after that shall be
processed on next working day.

For changes in Customer Master will be done based on approval from Regional C&M and
Finance. Request is to be raised through SOLMAN.

Material/Service Master Creation:

Material and Service Master creation shall be done based on recommendation received from
indenting department of Corporate like Engineering, LD&C, Telecom, AM, HR or Regional
Engineering as per template.

This activity is done once daily on all working days. Any request received by 10:00 Hrs shall
be processed on same day and request received after that shall be processed on next
working, day.

Storage Location Creation:

Storage l.ocation creation is done twice in a month. Request is required to be logged by
Regional Coordinator in SOLMAN. Template for Storage location creation as well as
approval from GM (Proj) in case of Project & GM (AM) in case of O&M should be attached
in incident 1D genecrated on SOLMAN. For telecom approval from GM(Telecom) may be
attached.

Request logged by 10% of every month shall be processed by 15t of same month and request
logged from 11t to 25t shall be processed by 30t of same month. Any other request shall be
taken care in next month cycle.



Plant Creation/Purchase Group Creation:

This is done once in a month. Request is required to be logged by Regional Coordinator in
SOLLMAN. Template for Plant creation as well as approval from concerned GM/ED should
be attached in incident ID generated on SOLMAN. For telecom approval from
GM/ ED(Telecom) may be attached.

Any Request reccived by 10t of the month shall be processed in same month and request
received after 10t shall be processed on next month.

Company Code Creation:

Company code creation shall be done based on request received from CC-Finance Books.
Request is to be logged by CC-Finance Books in SOLMAN. Templates as well as approval
should be attached in incident ID generated in SOLMAN.

After winning new TBCB, request for creation of new company is to be sent immediately.
Such request shall be processed in 10 working days.

Role Assignment:

Role assignment request has to be sent by Regional Coordinator through SOLMAN. Formats
for assignment of role along with approval from concerned GM/HOF for Finance Role/
HOP for 1R Role/ ED have to be attached.

Role assignment shall be processed by next working days.

New Personnel Subarea Creation:

New Personnel Subarea Creation is done once in a month. Request is required to be logged
by Regional Coordinator in SOLMAN. Template for new PSA creation should be attached in
incident II) generated on SOLMAN.

Any Request received by 15t of the month shall be processed in same month and request
received after 15t shall be processed in the next month.

Work Flow Maintenance for ESS Applications:

New Workflow Maintenance or Addition shall be done based on request reccived from
Regional 1R Coordinator. Request is to be logged by Regional HR Coordinator in SOLMAN
along with templates.

The Request shall be processed every Monday for all request received by Friday. Request
received after that shall be considered in next cycle.



Employee Vendor Code Creation:

Employce Vendor Code Creation shall be done based on request received from Regional
Finance Coordinator. Request is to be logged by Regional Finance Coordinator in SOLMAN
along with template.

The Request shall be processed every Tuesday for all request received by Monday. Request
received after that shall be considered on next cycle.

Creation of Profit Centre/Cost Centre/Fund Centre :

In case of New Transmission Projects, CC-CTU shall upload the WBS Template in AZMAN
Portal ( http://pms.powergrid.in/azman/ (S(fgtlsobtjocmrvxid0zcbts2))/loginazman.aspx )
and shall also Email the Template to CC-Finance-Books Section.

For consultancy projects request shall be generated by concerned department at CC or
Regional Finance to CC-Finance book section

For DOCO Elements of transmission project request shall be generated through Regional
Finance book section to CC-Finance book section.

Upon approval of CC-Finance Book section creation of PC/CC/FC shall be done every
Wednesday for all request received by Tuesday. Request received after that shall be
considered in next cycle.

Mapping of CO-Object G/L with PC & CC:

Request is to be generated by Regional Finance through SOLMAN with complete details of
G/ L code, Profit Centre & Cost Centre.

Any request received by 11:00 Hrs shall be processed on same day and request received after
that shall be processed on next working day.

Maintenance of HSN & Tax Condition :

Request is required to be logged by Regional Coordinator in SOLMAN

Request shall be processed twice every week i.e every Tuesday & Friday for request received
till preceding day.

Vendor Login for e-tendering:

For alrcady registered vendor in ECC, Request by C&M users through SOLMAN along
with SAP Vendor 1D & Contact person details for vendors whose bidding login has to be
created.



For Party new in POWERGRID who likes to participate in a RFx/NIT needs to register
on “New Vendor” Link on SRM e-tendering portal, then he/she needs to inform the
concerned RFx/NIT co-ordinator who after checking that the concerned party is a new
vendor shall forward the request through SOLMAN.

The resolution time period for such requests is two (2) working day.

New Location Activation/Creation in for e-tendering

New [.ocation Activation/Creation in for e-tendering is done once in a month. Request is
required to be logged by Regional Coordinator in SOLMAN. Template for New Location
Activation/Creation in for e-tendering as well as approval from concerned GM/ED
should be attached in incident ID generated on SOLMAN. For telecom approval from
GM/ED (Telecom) may be attached.

Any Request received by 10t of the month shall be processed in same month and request
received after 10t shall be processed on next month.

Bid Opening Committee Login Creation

Such requests are logged into SRM in a requisite template. The request is forwarded to
Basis team for Login id creation, post which the mapping of the users in purchase group
is done by functional team. After receiving the request in the defined template such
request at resolved in two (2) working days.

Business Place / Section Code Creation

Such requests are logged into SAP SOLMAN in a requisite template. After recciving the
request in the defined template such requests are resolved in two (2) working days.

Tax Code Creation

Such requests are logged into SAP SOLMAN in a requisite template. After receiving the
request in the defined template such requests are resolved in two (2) working days.

IT Depreciation Key Creation

Such requests are logged into SAP SOLMAN in a requisite template.

Request logged by 10t of every month shall be processed by 15t of same month and request
logged from 11t to 25t shall be processed by 30% of same month. Any other request shall be
taken care in next month cycle.

GL Code Creation

Such requests are logged into SAP SOLMAN in a requisite template. After receiving the
request in the defined template such requests are resolved in two (2) working days.




