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Step – 1  

To Generate new Dak no. go-to  SAP Easy Access and give T-code – ZFI_BTS Press Enter 

 

Step – 2 

Then, Give or Select from drop down list “Company code” and “Vendor code” Click on Refresh 
to view old Dak History related to Vendor. 
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Step-3 

Give the necessary under Enter Details section like Department, Sub Department, Criteria, Bill Number, 
Physically Received, Bill Amount, and PO number each value should must select from drop down list.   

 

Step-4 

Selection of PO number from drop down list then press enter.  
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Step-5  

Relevant details will fetch from PO number. Just click on SAVE 

 

Step-6 

Then system will through message like Dak no. Save XXXXXXXX . Kindly note it.  
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Step-7 

Go Back and Refresh you can see your Dak no. in top one in list. Click on Forward Bill 

 

 

Step-8 

Give Department and Sub Department from drop down list. 
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Step-9 

Select the line and click on SAVE. System gives you pop-up message INVOICE FORWARDED. 

 

Step-10 

Now you can go for Parking invoice via t-code MIR7. If you are getting below error message that means 
Forward Bill has not been done.  
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Step-11 

Now once parking done, then you concern department must receive the bill by click on RECEIVED BILL. 

 

 

Step-12 

After click on Received Bill, you must fill Department and Sub department from drop down list. 
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Step-13 

Now Select the Line and Click on SAVE. System through pop-up message like “Invoice Received by 
Department”. 

 

Step-14 

1.1 

If you are getting below error message that means you have not yet click on “Received Bill”. 
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1.2  

System allow to post MIRO only if Dak no status has been “INVOICE RECEIVED”. 

 

----- END OF DOCUMENT ----- 


