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This is an empty PPSO Sheet which you downloaded from our website. 
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Step 1: Please open the drop-down and choose the currency of the Total PO Item Value. 
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Step 2: Please insert the name of your company into the field „supplier“. 
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 Step 3: Now you need to put in our Purchase Order Number ( you usually find it in the 

 Square in the upper right corner of page 1 of our purchase order) into the field “SAP 

 Purchase Order No.” For Machines you can find purchase order number on the middle of  

 Order Letter. 
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Step 4: Insert the position number of the ordered good in our purchase order (normally 

you find it on the left in the good description in our purchase order). 
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Step 5: Now you have to fill the field “description / part no.”. To do so please give first a 

Short description about the good we ordered at your company and the KA-No. (part no.  

of our products) of the product we need your good for (if information is given). 

Please divide these information with a “/”. 

 

description part no. 
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Step 6: Now open the drop-down and choose the KIRCHHOFF plant that you are asked to 

deliver your good to. 

The drop-down will open when you click on this button. 
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Step 7: Please fill in the total value of the good we ordered. 
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Step 8: Open the drop-down and choose the description of the payment milestone as  

given in the purchase order, like “After approval of design” for the first milestone 

for example. The drop-down is split on two blocks, first block regarding Stamping Dies,  

second block regarding Machines. 
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Step 9: In the field “%” you have to fill in the percentage of the total value of the ordered 

good, that we will pay by the due payment milestone (like 30% of the total value in the  

first milestone in the shown example). 
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Step 10: Field “Invoice Value” will be add automatically by multiplicating Total PO Item 

Value and percentage of the payment milestone. 
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If step 10 was successful you can see the value of the due milestone in the field 

“Invoice Value”. 
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Step 11: You need to choose the right approval document for the payment milestone. 

You can choose between the possible approval documents in the attached drop-down in  

this field. Please click on this button to open the drop-down. 
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Now your PPSO is finished and ready to be send to the PPSO e-mail account. 

Please process according to the Supplier Guideline PPSO. 

 

 

 

 

 


