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Managing Your Favorites
Adding Favorites
One of the more productive ways of working within SAP is to use the Favorites procedure.
Generally a user processes the same T-codes over and over. SAP has a built-in method of
gathering all of these procedures into one area labeled Favorites. This allows the user to find

their T-code easily without looking for it in the menus or memorizing it.

There are different methods on adding favorites to the user ID. The user can choose which
method they feel comfortable using.

1) Insert Transaction

On the main menu in SAP click on Favorites>Insert Transaction

=
Menu  Edit  Favorites  Euxtras  Systern Help
1€ | Ad cuesnnere JHE DOOD | PE| @B
SAP Eas
b Moy ,
[ () Eaoiies | Insert folder Cirl+Shift+F5
= o AP mend NS transactian Ctrl+Shift+F 4
b [ Office | Add other objects Ctri+Shift+F7
> O Logist Download to PC
b Accoul -
b [ Huma Upload from PC
I [ Information Systerns
b [ Tools
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Enter the T-code and then click on the green check mark.

|II3'

| &

Menu  Edit

Favorites  Extras  Systern Help

B AEHICER SREE D04 EE @R

SAP Easy Access SAP R/3 System

|0 | | B |

[ Fawarites

= = SAP menu
I [ Office
I [ Logistics

1 feenyntine

(S Wanual entry of 3 transaction

Transaction Code F-43]

Continue with this process to add more T-codes.

For Accounts Payable technicians, the following T-codes are recommended:

F-43
F-41
FBOS8
MBO01
MBO03
MIRO
FBLIN
F.98
F110
F-58
FCHN

Enter Vendor Invoice

Enter Vendor Credit Memo

Reverse Document

Enter Goods Receipt (part of 3 Way Match Process)
Display Goods Receipt

Enter Vendor Invoice (part of 3 Way Match Process)
Display Vendor Line Items

Accounts Payable Reports

Check Run — Multiple checks

Hot Check

Display Check Register

(May 2008)
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2) Drag and Drop

If the user finds a T-code in a menu, it can be added by dragging and dropping it under the
Favorites folder.

(=
Menu  Edit Faworites BEwras  Systerm Help

| @ 10H Ca0 SHB DDon PR @M

SAP Easy Access SAP R/3 System
EEi [~]l=]

=+ Favorites
F-43 - Enter Wendor Invaice
= BAP menu
[ [ Office
' [ Logistics
= 1 Accounting
=~ 2 Financial Accounting
b Ol General Ledger
b [ Accounts Receivable
=~ < Accounts Pavable
I [ Document entry
I [ Document
= 2 Account
FE) FEIOM - Display balances

F) F-44 - Clear
I [ Correspondence
I [ Masterrecords
I [ Periodic processing
I [ Environment
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3) Add Manually

If the user finds a T-code in a menu, it can be added by highlighting and clicking on the right
mouse button. Then click ‘Add to favorites’.

=
| Menu  Edit Faworites Ewxtras Swystemn Help

| & 2 a0 C@e DHEB anoD HE @

SAP Easy Access SAP R/3 System

[Lof=] [=][~]

— | Favorites
F-43 - Enter vendar Invoice
= ] SAF menu
I [ office
[ [ Logistics
= 5 Accounting
= 1 Financial Accounting
[ [ General Ledger
I [ Accounts Receivahle
=~ v Accounts Fayable
I [l Document entry
I [ Docurnent
I [ Account
I [ Master records
= 3 Periodic processing
A SCMA - Schedule Manager

[ Interestcalculati  Execute: Payments

2 F150 - Dunning Execute in new window
B2 F.A3- Automatic

=

Display docurmentation

I [ Print correspond

[ [ Recurring entried|  Add to Favarites

B [ Archiving Create shortcut on the desktop
[ [ Information systérm

I [ Closing

Once the favorites have been added, the user will be able to access the T-codes easily. The

favorites can be saved as a raw list like below, or folders can be added to organize the favorites.
=
| Menu  Edit Faworites  Extras  System Help

| & 300 C@e SHB DDoan BE @M

SAP Easy Access SAP R/3 System

L= S]] & ][] [ ][]

= 2 Faworites

F110 - Payments

F-43 - Enter Vendor Invaoice

F-52 - Payment with Printout

FBL1M - Wwendor Line ltems

F-41 - Enter vendor Credit Memo
FBOS - Reverse Document
MBO1 - Fost Goods Receipt for PO
MBO3 - Display Article Document
MIRO - Enter Incoming Invaice
F.958 - Yendors: Report Selection
T FEHI Cherk Raplsier

= 2 SAP menu
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Inserting Folders

If a user has several T-codes, folders can be added to organize. This is up to the user. Folders do
not have to be created. To add a folder, click on Favorites>Insert folder. The user can then drag

and drop the T-codes into the appropriate folders.

=
Menu Edit Faworites Eutras  Systern  Help
|0? Add culeshiteFs 3 ) (& [ 20 0 40 81 | [ [ | (@
Change Ctrl+Shift+F 3
SAP Easy| -
_ = Move v
DIE‘ Delete Shift+F2
j Inser folder Ctri+Shift+Fa

= 4 Favorites:

| F110- Inserttransaction Ctrl+Shift+F 4
| F-43-|  Add other objects Ctrl+Shift+F7
| F-58 -

Download to PC
FBL1H Upaad fram PC
F-41-| =
FBOS - Reverse Document
MBOT - Post Goods Receipt for PO
MB0O3 - Display Adicle Document
MIRC - Enter Incoming lnvaice
F.898 - Yendaors: Repart Selection
FCHM - Check Register

= 3 SAP menu

> [ Office

=
Menu  Edit Favorites Estras  Systern  Help

| & 20 IBICERISHE nDoD PRI Q6

SAP Easy Access SAP R/3 System

2] [7][+]

= oy Favarites
F110 - Payments
F-43- EnterVendor Invaice

F-58 - Payment with Printout
'=T| FAl 1kl ovandar] ing tarm

[ Create a Folder in the Favarites List
Falder name Payrnent transactions|

FCHM - Check Register
= | SAP menu
b [ Office
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After adding folders, the T-codes are organized by a way the user feels comfortable looking for
transactions.

=
Menu  Edit  Favorites  Euxtras  Systerm Help

| & 1 0H a0 DHB DDon PR @0

SAP Easy Access SAP R/3 System

NN E N

= = Favorites
= 4 Three Way Match

MBO3 - Display Atticle Document
MIRD - Enter Incoming Invoice
= 3 AF Reporing
F.488 - Vendors: Report Selection
FBEL1M - Yendor Line ltems
= 3 AP Docurnent Entry
F-41 - Enter Wendor Credit Merno
F-43 - Enter Vendor Irvoice
FBOS - Reverse Document
= Fayment tranzactions
F-58 - Payment with Printout
F110- Payments
FCHM - Check Renister
~ o SAP menu
O Office
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Change Favorite Text

The description for the T-code may or may not make sense to the user. This description can be
changed to make more sense. For example, F-58 T-code says Payment with Printout. To most
users, the title ‘Hot Checks’ might make more sense. To change a favorites description, single
click on the favorite to highlight it. Right mouse click and change the description.

=
Menu  Edit Favorites Extras  Systern Help

| @ HIHCea CHB Dnon B Q6
SAP Easy Access SAP R/3 System

2= [][4]

= | Favorites
I ] Three'way Match
I AP Reporting
I [ AP Docurnent Entry

' F110 - Payments Execute: Payment with Printout
FCHM - Check Register | Execute in new window
= 3 5AP menu Display documentation

I [ oOffice :

b [ Logistics Change favarite

I O Accounting Delete favarite

I [ Human Resources Insert folder

I [ Infarmation Systems Insert transaction

b [ Toal
L ieus Add other objects

Create shortcut on the desktop

Sawed lists
Preview

Startwith selection screen
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Enter a text that is more meaningful.

=
Menu Edit Faworites Ewtras  System  Help

& | 2190 ©EQ BHE DNoD HR Q6

SAP Easy Access SAP R/3 System

L= & =Rzl []-]

= ) Favorites
I [ Three Wiy Watch
I [ AP Reparting
I [ AP Document Entry
= 3 FPayment transactions

F-58 - Payrnent with Prirtout
III:’Change a favarite

= = Text Hot Checks| |

[
[
[
[ ] Human Resources
[
[

[ Infarmation Systems

[ Tools

The text will change.

=
Menu Edit Faworites Extras  Systern Help

@ 1AH CQe DHB D000 AR @

SAP Easy Access SAP R/3 System

=S =@l 2] ][]

= 2 Favarites
B Three Way Match
I [ AP Reporting
I [ AP Docurnent Entry
= 4 Payment fransactions

] F-58 - Hot Checks:

e F110- Payments

FCHM - Check Register
= i AP menu

[ Office
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Inserting Web pages

There are several web pages that users have to refer to while conducting their job. SAP allows
URL addresses to be added as favorites. Highlight the folder that the URL address should go
under and click on Favorites>Add other objects.

=
Menu  Edit  Faworites Extras Systerm Help
| & Ao cwesnineFs 3 (H) (8 | E3 T £ £ = @
Change Ctrl+Shift+F3
SAP Easy|
hiove L
[C2] (=] Delete Shin+F2
= ﬁ Favorites; Insertfolder Ctrl+Shift+F5
& [ Three Inserttransaction Ctri+Shift+F4
I [ AF Re Add other objects Ctrl+Shift+F ¥
b CJ AP Do Download to PC
I [ Payme U r-df Fo
= 3 AP mend  =F0R0 O
I [ Office

I [ Logistics

Double click on Web address or file.
=
| Menu Edit Faworites Extras Systerm Help

| & A0 o SHE oo BHE @,
SAP Easy Access SAP Rf3 System

LA =] = =[] 2] [ =]« ]

= ~0d additional ohjects

URL twpe

Heb address or file

Fredetined URLs Trom directory

BSP Afpplicatiaon

Generic Web Address (URL Template)
Web Source from Drag&Relate Serwlet
External mail swstem

Enowledge Warehouse

SAPScript (Texts defined with SEG1)
SAP BW Aggregation Lewvel

BEx Web Item

BEx Webh Template

SAFP BW Crwstal Report URL

SAF BW Data Access Serwvice

SAF BW Enterprise Report Reusable Elements
S5AP BW Enterprise Repaort

S5AP BW Web Item Library URL

SAF BW Flanning Function

SAF BW FPlanning Sequence

SAP BW  Ouery URL

SAF EBW InfoSet Ouery URL

SAP BW  Webh Template URL

View Tor a Data Provider

Webh Dynpra Bpplication
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Enter the text and web address.

=
Menu  Edit Favorites Ewtras  System  Help

|& | 2 JH ©Ee BHEB 8000 AR QB

SAP Easy Access SAP R/3 System

L= =l = E]2]i[~ ][]

= i Favorites

I [ Three Way Match
I [ AP Reparting
I AP Dacurnent Entry

[l Pavrnant traneactinn

= 4 [ Add aweb address or file path

Text [CHIC rriain web page |

Weh address orfile |www.mwr.naw.mi||

Continuation |

The web address will appear in the favorites and can be executed without exiting SAP.

=
Menu Edit Favorites Estras  Systern Help

|& | 1IH C@e DHB Dnon BF @M

SAP Easy Access SAP R/3 System

| iR E E N A

= = Favorites

B O Three Way Match

B [ AP Reporting

B [ AP Document Entry

[ | Fayment transactions
= i SAP menu

I [ Office

[ Logistics

L Accounting

[ Human Resources
[ Infarmation Systerms

[ Tools

L
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Adding Files

Files can also be added to the favorites. Any Microsoft product (Excel, Word or Powerpoint) can
be added. The file can only be accessed when the drive associated to it is available. For
example, if a file from the local C drive is added, it will only be available when logged on to that
machine. If a file has been added from a shared drive, the file will be available as long as the
computer has access to the shared drive.

Highlight the folder that the document should go under and click on Favorites>Add other

objects.
=
Menu  Edit  Favotites  Extras
@ dd
Change
SAP Easy| -
Move
2= Delete
= Y Favoritas;| neernfoider
o @URL Inserttransaction
[ [ Three | Add other objects
b [ AP Re Download to PC
I [ AP Do Unload fom PG
b [ Payme —oa0fom
= 1 SAP menu
I [ Office
I [ Logistics
I [ Accounting
I [ Human Resources
I [ Infarmation Systems
I [ Tools

Systern  Help

cri+shit+Fé S E BB 4O 8 EE @ E

Ctrl+Shift+F3

Shift+F2
Ctrl+Shift+Fa
Ctrl+5hift+F 4
Ctrl+Shift+FT

Managing Favorites
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Double click on Web address or file.

=
Menu  Edit  Faworites Extras Systern Help

| & 2 a0 G I CHEB DD

4ag | EE @,

SAP Easy Access SAP R/3 System

C2]r=] [~]l+]

I= ~dd additional objects

URL type

Meb address or file

Predetined URLs from directory

BSP Application

Generic Weh Address (URL Template)
Web Source Trom Dragd&Relate Serwlet
External mail swystem

Knowledge Warehouse

SAPScript (Texts defined with SEG1)
SAP BW Aggregation Lewvel

BEx Web Item

BEx Webh Template

SAF BW Crwstal Report URL

S0P BW Data Access Serwice

SAP BW Enterprise Report Reusable Elements
SoFP BW Enterprise Report

SAP BW Web Item Library URL

SAFP BW Planning Function

SAP BW Planning Sequence

S0P BW Query URL

SAP BW InfoSet Query URL

SoFP BW  Web Template URL

View Tor a Data Prowvider

Webh Dynpro Application
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Enter the text and then browse for the document.

=
Menu Edit Favorites Extras  System  Help

|& | 2/ aE0 e SHE DDoD HE @B
SAP Easy Access SAP R/3 System

L= =] (=) ®@] 2] [~ ][]

= 2 Favorites
[ URL- CMIC main web pade
P O Three Way Match
I 1 AP Reporting
L O ap Docimant Ente,

[& Add aVWeb address or file path

= Tewt Business Process Document | -
YWeb address orfile b:\MISF’rDject‘IAIMSLAIMS FICOWIMS Business ProcessesiBusiness ProcessesibMaster Business Pro ﬁ’)
Continuation

The document is now available under the Favorites folder.

=
Menu  Edit Favorites Extras  System Help

|& | 1IH Caa BHB DDoan BE @B
SAP Easy Access SAP R/3 System

L= (S]] | 2] | [~ ][]

= ) Favorites

[@ URL- CHIC main web page

B [ Three YWay Match

I [ AP Reporting

B [ AP Documment Entry

b [ Payment transactions
= 3 BAP menu

[ office
[ Logistics
Cl Accournting
1l Hurnan Resources
Cl Information Systerns

Ll Tools

Ll
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Editing Options

Editing Options allows the user to determine the format of screens they use. An option that can
be set is currency (USD or foreign currency), while there are standard formats for other settings.

The next few pages showcase the recommended settings and variants.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER >
ENVIRONMENT > USER PARAMETERS > EDITING OPTIONS

Transaction Code: FB00

The initial screen that appears is Document Entry. Below are the standard settings for this tab.
CONUS bases should have the box to the left of “Documents only in local currency” flagged so

that all transactions will be displayed in USD

~

=
Options  Edit Goto  Systerm  Help

| & 290 @@ DHE anoan BE @m

Accounting Editing Options

M Docdisplay | Openitems | Lineitems | Creditmgt |, Padv | CashJml

General Entry Options

[Jamount fields only for document currency
[JExchange rate from first line item

[ ™o special GiL transactions

[ Documents not crass-company code

[ Documents must bhe complete for parkinag
ko partner business area in head.screen
[] Calculate taxes on net amount

[] Copy text for GIL account entry

[ Do not copy tax code

[] Fast entry wia ISR number

[115R Entry with Caontral Display

[1 Do not update contral totals

[]Automatic Megative Posting

Default document currency

@ Local currency
O Last docurnent currency used
O Mone

Default Company Code

Mo Company Code Propasal

Screen templates and line layout variant for docurment entry

Docurment Overview as ALY Grid Control

GIL account items fast entry Z0803 DAR ane-line wio value date

I for.memo fast entry pranialch] AlMS one-line fastentry screen
Fark document raniaioh] AlMS one-line fastentry screen
Act assignment model SAPE Standard ane-line

Do, averview line layout o1 AIMS: Standard wr Internal Crder

O

(May 2008)
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The variants in the section “Screen templates and line layout variant for document entry” can be

changed to personal preferences. For Accounts Payable technicians, there is a choice for invoice

and credit memo fast entry screen. The variant “Z0001 AIMS one-line fastentry screen” is the

default and is usually the best choice. However, one of the others can be used, if it is preferred.

|@gptiuns Edit Goto  Systern Help

| & 20 I @ DHB HDo0 HE @5
Accounting Editing Options

m Doc.display , Openiterms . Lineiterns . Creditmgt . P.adv . CashJdmil

General Entry Options Cefault document currency

[]Docurments only in lacal currency @ Local currency

[Jamount fields anly far dacument currency O Last document currency used

] Exchange rate fram first line item O Mane

1Mo special GIL transactions

[ Documents not cross-company code Default Company Code

[ Documents must be complete for parking Mo Company Code Proposal

Mo partner business area in head.screen

[J Calculate taxes an net amount I@Screen template wariants

[ Copy text for GIL account entry

ariant Description
L1ba nntcopyf’ta}{ EEEE ZOeo AlMS one-line fastentry screen
L1Fast entry via ISR number ZOonz AIMS two-line fastentry screen
L11SR Entry with Gontrol Display ZOEE3 DAR one-line fastentry screen
Do nat u-pdate cu:!ntrol totéls SAPDA Standard one-line
[ automatic Megative Posting GAFDZ Standard two lines

Screen termplates and line layvout variant for document &

GiL account iterms fast entry Zaoas DAR
Inv.fer.memuo fast entry Fooa AlMS
Park document oo Al S
Act assignment model SapPo Stan

Doc. overview line layaut o1 AlMS
L

Document Overview as ALY Grid Control

The rest of the tabs in this transaction can be left to the default settings.
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The Business Workplace
Purpose

One of the many features of the SAP environment is The Business Workplace in which every
user can carry out their share of the business and communication processes in the enterprise. It is
here where the user is able to create, edit and send and receive messages and documents. This
process is enabled from entirely within the SAP environment without the necessity of going
outside the system. This part of The Business Workplace is called SAP Mail and is, in fact, an
internal e-mail system.

The Business Workplace has six working environments for processing documents and messages.
The working environments are as follows and are flagged with symbols.

Working Environment Description

Inbox Under Documents, you find all the documents sent
to you and their resubmissions. Under Unread
Documents, you will find only those documents
which you have not yet read. (they are, however,
displayed in the lower right preview window.

Outbox Under Documents, you will find an overview and
other information about the documents sent by you.

Resubmissions Under Documents, you will find the documents that
are to be resubmitted to the user’s inbox at a later
date.

Private Folders Folder structure that you create yourself to manage

documents, lists, messages, etc.

Shared Folders Folder structure for publishing and/or managing
information on an enterprise or group-specific basis.

Subscribed Folders The folders that you subscribe to are listed here.
We are not using this function at the present time.

Trash Folder Deleted folders, documents, lists and messages are
stored here temporarily and you have the option of
reversing the deletion.

(May 2008) 18Business Workplace
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The entry into your personal workplace is through opening SAP Easy Access Menu Tree as
shown below:

SAP Menu>Office>SBWPWorkplace

& DA H e CHEESDOHS | BE @
Business Workplace of LIBBY ROBINSON

|§ Mew message ||['ﬁ'] Find folder ||['ﬁ'] Find docurment ||F§| Appointment calendar ||§ Distribution lists |

= f Wiorkplace: LIBEY ROBINSOMN
I & Inbox g
b &> Outbox Business Workplace
I B Resubmission
b ¢ Private folders
> ¢@ Shared folders
I ¢ Folders subscribed to
T Trash
T shared trash

The individual working environments are shown as we have expanded the Workplace tree.

You may further expand the tree to show the individual factors that make up the Inbox, for
example.

Business Workplace 19(May 2008)
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& 2 ] Cea -HE
Business Workplace of LIBBY ROBINSON

|? Mew message ||[H] Findfnlder”[ﬁ] Find dncument”lﬁl Appointrr

5= f Workplace: LIBEY ROBIMS M
< &2 Inhox
w| Unread Docurments 0
#| Documents 53
[ Warkflow 0
Crverdue entries 0
Deadline Messages 0
Incorrect entries 0
I £ Outhox
I B Resubmission
[ ¢S Private falders
[* ¢& Shared folders
[* ¢ Folders subscribed to
T Trash
I Shared trash

At the present time, we are not using any of the Workflow procedures. The Business Workplace
is being used to rapidly communicate with those users who have a need to know specific process
steps, updates and other information pertaining to their roles within the SAP system.
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3 | R

IE jk=E EEE L EEEEE i ER EE ]
Documents 53
[ [ec

5GP USERS BENTON AND PEMDERG

BREMNDA GRIFFITH 03272007

= b."“""m” Re-ReDocumant Ovarview FAIDA DELUCA 1211112008

. ’w”““ Document Overview FAIDA DELUCIA 1200712008

I ¢ Private folders GIL Account Line item Display ROSA CAVEZZA 11172008
b o Snares eicers Ciivank vendors are blockad althe masierr_. BRENDAORFFITH  1w112008 [ &8

b b Folders subscribedn Sending SAPMAILS 10 Ihe SAPHeIpoesk BRENDAGRFFITH  1010/2006

A Trash 294000 Entries fi  ROSEMCHELLE 1071002008

B Shared rash Re:Re GIL Account Ling Rem Display f  ROSEMICHELLE 101 0/2008

Ra ReGIL Account Lina Ram Displag ff]  ROSEMICHELLE 1071012008

Change 1o cost cenlsr search help BRENDAGRFFITH  10/10/2006

Please visitthe AMS/SAP Forum BRENDAGRIFFITH  10110/2006

View 0f BEN upp BRENDA GRIFFITH 101 072006
IF YOU REQUEST COST CENTER CHANGES

The above screen shot shows the Business Workplace. The menu tree on the left allows quick
and immediate access to the documents. The upper right window is a listing of the documents
and the lower right is a preview window of the document that has the focus in the window above.
By double-clicking on the document title, the entire document is opened and any attachments
made available to the user.

Display Document: Users by complex selection criteria

(TIE] | ]l A ][] [ ep. ][ Repty J|[ rew
_MIXTIETN Avibues | Recpientist , Atachments

Users by complex selection criteria

Created =1 BRENDA GRIFFITH
Changed =1 BRENDA GRIFFITH
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To create a document to be sent through the SAP mail system, click on the new message icon on
the application toolbar.

Click on
the MNew
—essage—

Icon.

|§"'New message ||[H] Find fl:ulderH[H] Find dncument”ﬂil Appnintmentcalendar”@a Distribution Iists|

By clicking on this icon, you will open a window that allows the user to create, edit and combine
attachments to the message they wish to send with the SAP mail system.

You may title the document, add the pertinent text and combine an attachment with it.
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/] Tl e BEHE SaTO8 BEE @
Create Document and Send

Title Batch Maming Convention
Attribiites

Document contents

ElEE =iE EHE [ 2E

Hella,

Itis imperative that batch sessions now be identified with base
abhreviations. This will help identify batch sessions mare gquickly
by the field personnel, as well as help HQ identify batches by region.

For example, if you are running a recurring entry for moaoring, please
include wour base ahbreviation and the type of transaction inyour hatch
session name: SDG_MOORIMNG or SDG_RECURDT. Your hase
abhreviation is also the first three letters of your user 1D,

Ifwnll have niestinns nlerase cnntact the SAP Helondesk

m Trans options
EE = &=

Fecipient |Recip.t'g.rpe |
LIBEY ROBIMNSOMN E

—

il

@ sel...|

I R <

0| [

I
I

To send the communication to a particular recipient, merely type a partial last name combined
with a wild card * to search for the user (example Libby*robin*). It is NOT necessary to enter a
Recipient type.

You will note the three checkboxes to the right of the Recip. Type. The “Lightning Bolt”
checkbox allows Express mail. The SAP definition of Express mail means that as long as the
recipient is in the SAP system, they will be notified that mail awaits them. This notification will
show on their screens as illustrated below.
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III? SAPOffice express info

@ Express document “Batch Maming Conwvention" received from author “"LIBBY ROBIMSON"

[l -
|§| Choose || Inkbox |

By clicking on the Execute button  , the user may instantly see the document. If speed is not a
priority, they may choose the Inbox button and read the document at their leisure.
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Accounts Payable Overview

The Accounts Payable department is responsible for entering invoices received from vendors and
then paying those vendors. In SAP, there are two methods for entering invoices and two methods
for paying vendors.

First, there are direct invoices. This method is used for invoices such as BPA purchases, credit
card invoices, petty cash and change fund reimbursements, employee travel expenses.

The other method is called the Three Way Match method. It starts in Procurement with a
purchase order being created. Next, a goods receipt is posted once the goods are received. The
final step is the invoice verification (also called MIRO in SAP).

Vendors are paid by two different methods in SAP. The first is by check. This process is done at
the individual regions. The other method is by electronic fund transfer (EFT). This process is
done centrally by CNIC Millington with the approval of the regions.
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Direct Invoices — Vendors

This type of invoice entry posts directly into FI - Accounts Payable. This procedure is used for
entering non-purchase order (PO) related invoices (i.e., utilities, telephone, magazine
subscriptions, etc.), BPA-related invoices, NAF purchase card invoices, custodian fund
replenishments (i.e., petty cash, change funds, unit funds), prize winnings (e.g., bingo events), or
employee expense reimbursements (e.g., travel expenses).

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT ENTRY > INVOICE

Transaction Code: F-43
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=

| Document  Edit Goto  Exras  Settings  Environment  System Help

| & 2 0HCeQ CHE Dho0 AR QB
Enter Vendor Invoice: Header Data

| Held document || Acct model ||_'@ Fast Data Entry |||1| Post with reference ||¢9 Editing Options |

Diocument Date 1241172007 Type KR Company Code 1163
Fosting Date 1241172007 Period 3 Currency/Rate 5D
Translatn Date

Reference LEoRaary
Doc.Header Text

First line itermn

Pstiky |31 Account 4000020354 [=hLind | | TTupe

Field Description/Usage

Enter Vendor Invoi

ce: Header Data

Document date

Enter the date of the originating document. For example, this date may be the
date of a non-PO related vendor invoice, date of a BPA-related vendor invoice,
date of an employee expense claim, date prize was won, or date of a custodian’s
petty cash/change fund replenishment form.

Type

KR (default entry).

Company code

Enter the company code for the base/fund.

Direct Invoices — Vendors
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Posting date

This field defaults to the current date. Change this date if the document should be
posted in a different fiscal period.

Period

Leave blank.

Currency

Enter appropriate currency. For CONUS bases, this field might be hidden.

Translatn Date

Leave blank.

Reference

Doc. header text

Enter the reference number of the originating document. For example, this may
be the vendor’s invoice number, form number of an employee expense claim,
prize control number, or form number of a fund custodian’s replenishment form.
DO NOT PREFIX the vendor invoice number with # or INV#. Remember in
order for the duplicate invoice feature to work properly, the system will
check for exact matches of invoice numbers on exact same dates! EXACT
MATCHES...please carefully key in invoice number to avoid duplicate payments -
do NOT change invoice date from that on the invoice or receiving document!

The document header text contains explanations or notes that apply to the
document as a whole, that is, not only for certain line items. A general description
of the business transaction can be entered here. For certain transactions special
data must be entered in this field. For example, for BPA-related invoices, enter
the BPA number and the call number. Users should be careful to use the format
of their locally generated call number.

PstKy Enter posting key 31 for a credit entry to a vendor account number.

Account Enter the vendor account number. This should not be confused with the accounts
payable reconciliation G/L account. If it is an invalid vendor account, the system
will give an error message.

Sp.G/L Leave blank.

Trans.type Leave blank

Press [Enter] or the green check mark icon.
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|II:'

Docurment  Edit Goto Extras Seftings  Ernvironment  Systerm Help

|l@ | 9B e CHE atLs BE E

Enter Vendor invoice: Add Vendor item

|E> More data || Acct model ||E Fast Data Entry || Taxes |

vendor 4000020354) SOCCER LOCKER GILAcc [201000 |
Compaty Code |[1163 B11 KAPAHULU AVERLIE
WAR COMMAYEES, HAWAI HOMOLLILU
ltern 1 /endor credit F 31
Armount 265 . 37 UsD
[ calculate tax
PaytTerms V@10 Daysipercent | | e el ]
Bline Date Fixed [ ]
Disc. hase | | Disc. amount | |
Invoice ref. | 1] |
ProntBlock | | ProtMethod | | Prtmethsupl | |
Assignment | |
Tent *ORDER #443595 % Long Texts |
Mext ling itermn
P sty II_E’:lcnunt | SGL Ind |_|'I‘I'ﬁ,rpe |_| Mesw co.code |_|
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Field

Description/Usage

Enter Vendor Invoi

ce: Add Vendor item

Amount

Enter the dollar amount indicated on the originating document (non-purchase
order- related invoice, expense claim form, prize form, replenishment form, etc.)

Calculate tax

Leave blank.

Payt terms

Leave the default value unless it differs from the invoice. The default value is
stored in the vendor’s master record. Use the matchcode to select different
payment terms for this invoice, if necessary.

Days/percent

Leave blank for default or enter special discount terms from vendor invoice. For
example, the vendor will give a 5 percent discount if paid in 3 days. Enter “3”
days, and “5” percent.

Bline date

The default value is populated by the entry made in the document date field. The
default value is generally correct but the baseline date can be changed. This date
is the date from which the terms of payment are calculated. There can be
instances where the document date is different from the Bline date.

Fixed

Leave blank.

Disc. base

Leave blank.

Disc. amount

Leave the default value or if the vendor has offered a special “lump sum” discount
for payment within a specified time or a “good customer discount”, enter the
amount in this field.

Invoice ref.

Used for linking credit memos with invoice. Leave blank for invoice.

Pmnt block

Blocking payments restricts the payment from being made whether due or not.
This function may be used if there is a dispute or problem with a vendor.

If the invoice item should be blocked from payment, enter payment block “A” in
this field. Normally, this field will be left blank.

Pmnt method

Normally, this field should be left blank, so that the default payment method in the
vendor master record will be used by the automatic payment program.

Pmnt meth.supl.

Leave blank.

Assignment

Can leave blank or enter information that you would sort in the line item display
report.

Text

Long text

Free entry description of transaction - useful for display and reporting purposes.
If this field is prefixed with an “*” character, this text will print on the check
stub and EFT remittance advice.

Click this button to add notes. You can document many lines of text for notation
purposes here. This will not print on the check or remittance advice.
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Fast Data Entry:

The Fast Data Entry template can be selected at the outset of the transaction especially where
multiple expense accounts will be entered against a single vendor (e.g., petty cash
replenishment). You do not want to use this type of entry if you have to change terms or
discount amounts. Simply press the Fast Data Entry push-button after the amount of the
invoice is entered for the vendor line item (prior to entering the offsetting posting key/accounts).

=y

Document  Edit Goto

Extras

Settings  Enviranment

Systern Help

@

3 AH e SHRE ShOon BE @

Enter Vendor invoice: Add G/L account items

| Acctmodel ||E Fast Data Entry || Taxes |

Company Code

T163| MWR COMMNAVREG, HAWAI

GIL accaunt items

PE CoCd Account  Armount Site CostC Assignment Text
40| |701000 125 | 8770 | |
48| 701008 |57.25 | |srrz | |
40| 701000 [83.12 | 8774 || |
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Field

Description/Usage

Enter Vendor Invoice: Add G/L Account Items

PK Enter posting key 40 for a debit to GL account.

CoCd Leave blank.

Account Enter the GL account for the first offsetting expense item.

Amount Enter the dollar amount of the first offsetting expense item.

Site Leave blank

Costc Enter the cost center (if account is a cost element) to which the expense item should be
coded.

Order Enter the internal order to which the expense item should be coded. This field must be
used in conjunction with the cost center since only a statistical posting is made to the
internal order. Internal orders usually represent a special event (e.g. air show, concerts,
festivals).

Assignment | Can be used to sort items in the G/L line item display. An example would be to identify
UFM items at the item level or other notation.

Text Optional field, enter a description for this expense line item. This text will never print on

the check stub or EFT remittance advice.

If the Fast Data Entry option is not selected, then proceed with the following instructions:

After entering the amount for the first line item for the credit, posting key 31(instructions are
listed above for Screen: Enter Vendor Invoice: Add Vendor Item), follow the instructions listed
below to enter the debit, posting key 40, for this transaction.

Field

Description/Usage

Enter Vendor Invoice: Add Vendor item

PstKy Enter posting key 40 for a debit to GL account. This is the standard form for
entering a journal.

Account Enter the GL account for the first offsetting expense item.

Sp.G/L Leave blank.

Trans.type Leave blank.

New co.code

Do not enter a value in this field.

Press [Enter] or the green check mark icon.
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Docurment

| &

|II='

Edit

Goto Estras  Settings  Environment  Systemn Help

B I B S@@ S HEI S04 EE @

Enter Vendor invoice: Add G/L account item

|E> More data || Acct model ||E Fast Data Entry || Taxes |

GIL Account TE1RE SUPPLIES

Company Code 1163 MWR COMMNAYRES, HAWAI

[termn & f Debit entry £ 40

Armount 145 LIsSD

Tay Code [ ] Calculate tax

Zost Center arTd Crder

Material Site

Cllantity

Assighment

Text [@? Long Texts |
Mext Line ltem

P otk Account SGL Ind TType Mew co.code
Field Description/Usage

Create Vendor Invoice: Add G/L Account Item

Amount

Enter the dollar amount of the first offsetting expense item.

Tax code

Leave default.

Calculate tax

Leave blank.

Cost center

Enter the cost center code (if account is a cost element) to which the expense
item should be coded.

Order Enter the internal order to which the expense item should be coded. This field
must be used in conjunction with the cost center since only a statistical posting is
made to the internal order. Internal orders usually represent a special event (e.g.
air show, concerts, festivals)

Material Leave blank.

Article Leave blank.

Site Leave blank.
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Quantity Leave blank.

Assignment Can be used to sort items in the G/L line item display. An example would be to
identify UFM items at the item level or other notation.

Text Option field, enter a description for this expense line item. This text will never
print on the check stub or EFT remittance advice.

Long Text Click this button to add notes. You can document many lines of text for notation
purposes here. This will not print on the check or remittance advice.

Press [Enter] or the green check mark icon if there are more entries. If not, proceed to the
next section, Reviewing Entries.
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Reviewing Entries:

Click to review the entry before posting.

=
| Docurment  Edit Goto  Extras  Seftings  Environment  Systern Help

| & 2 IH e@@ SNl anoan HE @M

Enter Vendor invoice: Display Overview

=l | 2 Display Currency || Park docurment || Acct model ||E Fast Data Entry | | Taxes |

Document Date 12411420087 Tyhe KR Campary Code 1163

FPosting Date 1241142007 Period 3 Currency ush

Document Mumber | INMTERMAL Fiscal Year 2008 Translatn Date 12481102007
Reference LEOESETY Cross-Cic no.

Doc.Header Text

lterms in document currency

Itm PK CoCd Account Description CostCr Order tmount

go1 31 4000020354 SOCCER LOCKER 265 . 37 -
ooz 40 Folooo SUPPLIES grvo 125. 00
Qos 40 Eaoupaielo] SUFPFPLIES 8rrz2 BY .25
go4d 40 Foiooo SUPPLIES arr4 83 .12
D ZG5. 37 C 26%.37 o.og = 4 Line iterms
Other line item

P sthdy | cuunt SGL Ind TType Mew co.code
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If everything balances, you can post the document. Click on the icon to save. Ifit does not
balance, double click on the line to make changes. To add additional line items, go to the bottom
of this screen (Display overview) to Other line item and enter the information there.

Message: “Document 35xxxxxxxxx is posted”.

This number should be written on the originating document or invoice along with a posting date.
Several regions have developed a stamp.

GOODS RECEIPT DOC NUMBER: Date
INVOICE DOC NUMBER: Date
PAYMENT DOC NUMBER: Date
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Credit Memos

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT ENTRY > CREDIT MEMO

Transaction Code: F-41

=
| Docurmment  Edit  Goto Extras  Settings  Erwironment  System Help

| & 1 0H e CHE BnL0 RN @m
Enter Vendor Credit Memo: Header Data

| Held document || Acct model ||E Fast Data Entry |||1| Postwith reference ||g§7 Editing Options |

Document Date 1240272007 Type KG Campany Code 1026
FPaosting Date 124022007 Period 3 Currency/Rate UsD

Translatn Date
Reference 329712

Doc. Header Text

Firstline itern
Pstky  |21) Account |4000@10510 seLind || [@pe
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Field

Description/Usage

Enter Vendor Credit Memo: Header Data

Document date

Enter the date of the originating document or the vendor’s credit memo.

Type

KG (default entry).

Company code

Enter the company code for the base/fund in which the vendor item should be
posted.

Posting date

This field defaults to current date. Change the posting date if the document
should be posted in a different fiscal period.

Period

Leave blank.

Currency

Enter appropriate currency. For CONUS bases, this field might be hidden.

Translatn Date

Leave blank.

Reference

Enter the reference number of the originating document. For example, this may
be the vendor’s credit memo number.

Doc. header text

Free entry document header text contains explanations or notes that apply to the
document as a whole, that is, not only for certain line items. A general description
of the business transaction can be entered here.

PstKy Enter posting key 21 for a debit entry to a vendor account number.

Account Enter the vendor account number. This should not be confused with the payables
reconciliation g/l account. If it is an invalid vendor account, the system will give an
error message.

Sp.G/L Leave blank.

Trans.type Leave blank.

Press [Enter] or the green check mark icon.
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=g

Dacurnert

Edit

Goto

Eutras

@

Settings

Ervironment

gystern  Help

B AEI @ EHE ODOs BE @b

Enter Vendor credit memo: Add Vendor item

|E> Maore data || Acct model ||E Fast Data Entry || Taxes |

Yendor 4000010518 MNATIONAL LINEM SERYICE INC GiLAcc  |201000
Cornpany Code 1026 1420 PEACH TREE 5T
MR MNSCS ATHEMS ATLAMTA,
ltern 1 Mendor debit £ 21
Amount 175 - USD
[ alculate tax
PaytTerms  * | Daysipercent | | I ]
Bline Date 12/82/2007 Fixed [] /
Disc. hase | | Disc. armount | f |
Invaice ref | ) | N
ProntBlock | | PrtMethod | | Prmtmethsupl ||
Aszsignment | |
Text *TORM LINENS | |% Long Texts |
Mext line item
Pstidy Iﬂﬁccnunt |TEISEIEIEI SGL Ind | 7 [y |_| Mew co.code |—|
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Field Description/Usage
Enter Vendor Credit Memo: Add Vendor Item
Amount Enter the dollar amount indicated on the credit memo.

Calculate tax

Leave blank.

Invoice ref

Pmnt block

Pmnt method

Assignment

Text

Long text

Pmnt meth.supl.

Payt terms Leave the default value if one appears. If the credit memo is NOT associated with
an existing invoice you can enter an *’ to adopt the payment terms on the vendor
master record.

Days/percent Leave blank.

Bline date Leave the default value.

Fixed Leave blank.

Disc. base Leave blank.

Disc. amount Leave blank.

Enter the SAP invoice document number and fiscal year to which the vendor
credit memo relates. This will cause the original invoice’s payment terms to
be adopted automatically for the credit memo!

Normally, this field will be left blank.

Leave blank.

Leave blank.

Can leave blank or enter information that you would sort in the line item display
report.

Free entry description of transaction - useful for display and reporting purposes.
If this field is prefixed with an “*” character, this text will print on the check
stub and EFT remittance advice.

Click this button to add notes. You can document many lines of text for notation
purposes here. This will not print on the check or remittance advice.
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For multiple line items:

You can enter multiple line items on one screen (Fast Data Entry) or you can enter one item per
screen. You still need to go to the screen titled Screen: Enter Vendor Credit Memo: Add Vendor
Item (see above), to enter the amount of the Ist line item. Fast entry screen cannot be used to
enter debit entries. To use the fast entry screen see the instructions on G/L Item Fast Entry.

Fast Data Entry:

The Fast Data Entry template can be selected at the outset of the transaction especially where
multiple expense accounts will be entered against a single vendor (e.g., petty cash
replenishment). You don’t want to use this type of entry if you have to change terms or discount
amounts. Simply press the Fast Data Entry push-button after the amount of the credit memo is
entered for the 1* line item (prior to entering the offsetting posting key/accounts).

|II:~'

Daocument  Edit  Goto

Eutras

|l@ |

Settings

Erviranrmernt

Systermn  Help

2 A HICE@ SHE I EOOa | EER @

Enter Vendor credit memo: Add G/L account items

| &cet model ||E Fast Data Entry || Taxes |

Company Code

1026 | MWR NECS ATHENS

GIL account items

FE CoCd Account  Amount S51te CostC Assignment Text
58] 783880 |58 | |s3se | |
58] |7o3eo |50 | |e3re | |
58 783880 |75 | 1232 || |
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Field

Description/Usage

Enter Vendor Invoi

ce: Add G/L Account Items

PK Enter posting key 50 for a credit to GL account.

CoCd Leave blank.

Account Enter the GL account for the first offsetting expense item.

Amount Enter the dollar amount of the first offsetting expense item.

Site Leave blank.

Costc Enter the cost center to which the expense item should be coded.

Order Enter the internal order to which the expense item should be coded. This field
must be used in conjunction with the cost center since only a statistical posting is
made to the internal order. Internal orders usually represent a special event (e.g.
air show, concerts, festivals).

Assignment Can be used to sort items in the G/L line item display, an example would be to
identify UFM items at the item level or other notation.

Text Optional field, enter a description for this expense line item. This text will never

print on the check stub or EFT remittance advice.

If the Fast Data Entry option is not selected, then proceed with the following instructions:

After entering the amount for the first line item for the debit, posting key 21 (instructions are
listed above, Screen: Enter Vendor Credit Memo: Add Vendor Item), follow the instructions listed
below to enter the credit, posting key 50, for this transaction.

Field Description/Usage

Enter Vendor Credit Memo: Add Vendor Iltem

PstKy Enter posting key 50 for a debit to GL account. This is the standard form for
entering a journal.

Account Enter the GL account for the first offsetting expense item.

Sp.G/L Leave blank.

Trans.type Leave blank.

New co.code Do not enter a value in this field.

Press [Enter] or the

green check mark icon.
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|II?~'

Docurnent  Edit Goto  Estras  Settings  Ervironment  Systerm Help

@ 10 Beee CHE ftLs AR

Enter Vendor credit memo: Add G/L account item

|§> More data || Acct model ||E Fast Data Entry || Taxes |

GIL Account TR3I0E0 LALIMDRY
Company Code 1026 MR NSCS ATHENS

[termn 4 f Credit entry £ 40

Amount 75 UsD

Tax Code |_| [ calculate tax

Cost Centar m Order |—|

Material | | Site [ ] 2 Mare |
Quantity | |

Assignment | |

Text | |5 Long Tesxts |

Mext Line lterm

Ptk |_|Ac:|:|:|unt | SGL Ind |_|'I‘I'3fpe |_| Mesw co.code |—|
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Field

Description/Usage

Enter Vendor Credit Memo: Add G/L Account Item

Amount

Enter the dollar amount of the first offsetting expense item.

Tax code

Leave default.

Calculate tax

Leave blank.

Cost center

Enter the cost center (if account is a cost element) to which the expense item
should be coded.

Order Enter the internal order to which the expense item should be coded. This field
must be used in conjunction with the cost center since only a statistical posting is
made to the internal order. Internal orders usually represent a special event (i.e.,
air shows, concerts, festivals, other base-wide events)

Material Leave blank.

Site Leave blank.

Quantity Leave blank.

Assignment Leave blank.

Text Enter a description for this expense line item. This text will never print on the
check stub or EFT remittance advice.

Press [Enter] or the green check mark icon if there are more entries, if not proceed on to the

next section, Reviewing Entries.
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Reviewing Entries:

Click to review the entry before posting.
=
Docurment  Edit Goto Extras  Settings  Environment  Systern Help
| & 1 I B e CHE noD B @M
Enter Vendor credit memo: Display Overview

|EE Display Currency || Patk document || Acct rmodel ||_'@ Fast Data Entry || Taxes |

Document Date 12/02/2007 Type K Campany Code 1026
FPosting Date 12/02/2007 Period 3 Currency k=
Document Mumhber | TNTERWAL Fiscal Year |2008| Translatn Date 12/02/ 2007
Refarence 32ar2 Cross-CCno.

Doc.Header Text

[tems in document currency
Itm PE CoCd fccount Description CostCr Order Emaunt
Ba1 21 40QBETE5TE NATIONAL LINEW SERW 175,00
BO2 50 FO3p0n LAUNDRY G364 RO, BE-
B3 5O FO3p0n LAUNDRY G378 RO, BE-
B4 50 FO3p0n LAUNDRY 12328 75 [E-
If everything balances, you can post the document. Click on the icon to save. If not, double

click on the line to make changes. To add additional line items, go to the bottom of the screen
(Display overview) to Other line item and enter the information there.

Message: “Document 31xxxxxxxxx is posted”.

This number should be written on the credit memo along with the posting date.
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Display Documents

Menu Path:
>DOCUMENT > DISPLAY

Transaction code: FB03

|II:'

Docurment  Edit Goto Wiew  Systern Help

| @ 2 0H @@ CHE D000 AF @B

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE

Display Document: Initial Screen

| Document List || 4 Firstitem ||{:§’ Editing Options |

keys for Entry Wiew:

Document Murmber 1EEAEEEAR
Campany Code 1026

Fiscal Year 2008

Field Description/Usage

Display Document: Initial Screen

Document Enter the document number to be displayed.

number

Company code Enter the company code for the base/fund in which the document to be displayed
was posted.

Fiscal year Enter the fiscal year in which the document to be displayed was posted.

Press [Enter] or the green check mark icon.
=
‘ Document  Edit Goto  Settings  Extras  Erwironment  System Help

@ 10 e BHE D0oo PR @6

Document Overview - Display

(S [2][#I ][] ][ ][ ][] 8] [ 2] ] [ e crose [[ B save ] ) ] ) B R et ][

Doc.Type © K6 ( Yendor credit memo ) MWormal document

Doc. Number e eleleleleqelele] Company code 1026 Fiscal year 2008
Doc. date 12/02/2007 Posting date 12/02/2007  Period 03
Calculate Tax

Ref.doc. 328712

Doc.currency  USD

Itm|PK |5 Account fAccount short ftext Cost Ctr Order Assignment Amount

Text
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Double-click on a line item to view the details for each line.

To exit this transaction, click on the backward green arrow.
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Change Documents

It might be necessary to change some details in the document. However, the amount, GL
account, cost center and internal order can never be changed if the document has been posted. If
these values were posted in error, the document should be reversed (See Reversing Documents).
A new document with the correct values should then be entered.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT > CHANGE

Transaction code: FB02

|II7

Documment  Edit Goto Yiew  Systemn Help
| & 21 0H Q@A CHE D000 BE @
Change Document: Initial Screen

| Document List || 4 Firstitem ||{$‘9 Editing Options |

ks for Entr Wiew

Document Mumber 31 aaaaaaaa
Company Code 1026

Fiscal vear 2008
Field Description/Usage

Change Document: Initial Screen

Document Enter the document number to be changed.

number

Company code Enter the company code for the base/fund in which the document to be displayed
was posted.

Fiscal year Enter the fiscal year in which the document to be changed was posted.

Press [Enter] or the green check mark icon.
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=
| Document Edit Goto  Seffings Extras  Emvironment  System  Help

@

JH@Ee@ BHE S04 BHE @

Document Overview - Change

(S [ L [ ][] ][] [ 2] ][] [ cnoose [ save | 1o [ o] [ [ e e ][] [

Doc. Type @ K6 { Yendor credit memo ) Mormal document

Do, Number 3Meooagoaa Company code 1026 Fiscal year
Doc. date 12/02/2007 Posting date 12/02/2007 Feriod
Calculate Tax

Ref . doc. 329712

[oc . currency Ush

Itm|PK |5|Account Account short text Cost Ctr |Order Assignment Bmount | Text
1) 21 A0E001E510) NATIONAL LIMEN SERWI 17580 [*TORN LIMNENWS
250 73000 LAUNDRY G364 5. 00-
3|50 TO3000 LAUNDRY 63rs 5. 00-
4( 50 73000 LAUNDRY 12328 7h.Bo-
* .60

Double click on the line item that you want to change. The fields that appear with light colored

backgrounds can be changed.
These fields include:
* Document Header fields (press the Header icon ):

- Document Header Text

- Reference Doc
¢ Line Item fields:

- Payment terms (vendor line item only)

- Payment block (vendor line item only)

- Payment method (vendor line item only)
- Assignment

- Line item text

To save the changes, click on the Save icon.
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Display Document Changes
Use this transaction to view all the changes that have been made to a single document.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT > DISPLAY CHANGES

Transaction code: FB04
=4
Changes Edit Goto  Environment  Systern Help

| & 1 0H e BHE nnon B @M

Document Changes: Initial Screen

Company Code |1EIEE
Document Mumber FEEAREEAD
Fiscal Year 2008

Feriod of change

From change date

Time BE: o0 e
Changed by
Field Description/Usage

Display Document Change: Initial Screen

Company code Enter the company code for the base/fund in which the document was posted.
Document Enter the document that you wish to view for all the changes made to this
number document.

Fiscal year Enter the fiscal year in which the document is posted.
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Period of change

From change The system only displays changes which were made after this date.
date

Time The system only displays changes which were made after this time.
Changed by User ID of the user who made the change.

Press [Enter] or the green check mark icon.

=
| Document changes  Edit Goto Setfings Environment  Systern Help

| & T AH C@ae CHB Do HE @F

Document Changes : Changed Fields

| All changes || Technical hames on |

Document 31000Q0AEEE Company Code 1026 Year 2008

Field

Changed on
Text

Click on the | Allthanges | j.on.

|II:'

Docurment changes  Edit Goto  Settings  Ernvironment  Systern Help

| & 1 0H e SHE DDhon PR @E

Document Changes : Overview

| Technical names on |

Document 3TEAQQEEEA Company Code 1026 Year ZOO3

Date Field Mew 07d
12419407 |Changed an 12419/2007 O AR AR
12419407 |Text *TORN TAELECLOTHS & NAPKINS *TORN LINENS

Double click on each line if you wish to view the details of the changes.
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Park Documents

Sometimes you do not have all of the information to finish posting a document. However, you
do not want to lose the data that you have already entered. In order to save the document, but not
post it to the General Ledger, go to the Overview  of the document. Then select Document >
Park. This will generate a 10 digit document number. The Park Document icon can also be
used. | Park document |

/ NOTE: When a document is parked, it is NOT posted to the General Ledger.

You cannot close an accounting period if there are any parked
documents. Review the status of all documents and if there are any that are
parked, either post or delete them.
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Change Parked Documents

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT > PARKED DOCUMENT > CHANGE

Transaction code: FBV2

=
Document  Edit Goto Systerm Help

| & 21 0H @@ CHE Hno0 BE @
Change Parked Document: Initial Screen

| Document list ||;§‘ Editing Options |

key for Parking

Company Code 1139|

Coc. Mumber 3000002329

Fiscal Year 2008

Field Description/Usage

Parked Document: Change

Company code Enter the company code for the base/fund in which the document to be changed
was parked.

Document Enter the document number of the parked document to be changed.

number

Fiscal year Enter the fiscal year in which the document to be changed was parked.

Press [Enter] or the green check mark icon.
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If the document number is unknown, a list of parked documents is available by clicking on the

Document list icon.

Docurnent list

|II7

Prograrm  Edit  Goto Systern Help

|@ 1 9@ @@ BHE DO RE @ m
List of Parked Documents
Compary code 1139 to o]
Document nurmber to o
Fiscal vear pepul ol to o
General Selections
Fosting date Q3172008 to =41
Document date to o
Document type KHl to o
Reference to o
Document header text to =
Entered by HO_RAWDERSON to i
Processing Status
Enter release to o
Complete to =]
Released to o
Field Description/Usage

Parked Document:

Change

Company code

Enter the company code for the base/fund in which the document to be changed
was parked.

Fiscal year

Enter the fiscal year in which the document to be changed was parked.

Posting date

Enter the posting date used, if known.

Document Type

Enter the document type, if known.

Entered by

Enter the User ID of the user who entered the parked document, if known.

Click the Execute icon.
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A list of parked documents meeting the previous criteria will be displayed.

=
List Edit Goto Settings  Systern Help

| @ 21 0H e BHB 0o AR QB
Change Parked Documents: List

St IBC... |CDCE‘DDCleEHtND| ‘r’earl
1139 1139 3500002329 2008

Double-click on the document that needs to be changed.
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The document appears in the Overview section.

|II3'

Document  Edit Goto  Exras  Settings  Environment  Systern Help

| & 10 B eee CHE aDaD AR QB

Change Parked Document: Overview

|EE Currency”ﬁ Fast Data Entrg.f|| Tax||t}§> Acct model ||J§ DncumentHeaderHET: Check|

Document Date A3 FHZ00g Type KR Company Code 1134
FPosting Date A3 FHZ00g Period ] Currency HsD
Docurment Mumber | 3500002328 Fiscal Year 2008 Translatn Date 31T 2008
Refarence [[TESTOZ4-4

Doc.Header Text Texts exist et entry

Line items

Itm PE CoCd Account Description CostCr Order Armount
BE1 31 1139 4000000018 AMERICAN HOTEL REGIST 2, 369.00-
b O.0oa C 2,369 00 Itm 1 2, 369 00-
Cther line items

P athy Account SGL Ind TType ey co.code

Changes can be made to the following:

» Reference
* Doc head text

* Add more lines

If a line item that has already been entered needs to be changed, double click on it.
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New line items can also be added at the bottom of the screen:

* Pstkey

e Indicate GL account
OR
Click on ‘Fast Data Entry’.

Once all changes have been made, be sure to save them by clicking the Save icon (called Park
document here).

To exit this transaction without saving changes, click on

/ IMPORTANT Saving the changed document does not post the document to the GL!
NOTE: After the document is saved you will get a message saying, “Preliminarily
posted document 3XXXXXXXXX was changed”. To post the document,
see section on POST PARKED DOCUMENTS.
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Change Parked Documents Header

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT > PARKED DOCUMENT > CHANGE HEADER

Transaction code: FBV4

=
Document  Edit Goto Systerm Help

| & 21 0H @@ CHE Hno0 BE @

Change Parked Document (Header): Initial Screen

| Document list ||;§‘ Editing Options |

key for Parking

Campany Code fi134

Coc. Mumber 3000002329

Fiscal Year 2008

Field Description/Usage

Change Parked Document: Initial Screen

Document Enter the document number of the parked document to be changed.

number

Company code Enter the company code for the base/fund in which the document to be changed
was parked.

Fiscal year Enter the fiscal year in which the document to be changed was parked.

Press [Enter] or the green check mark.
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If the document number is unknown, a list of parked documents is available by clicking on the
Document list icon.|[ff] Document list

=
Prograrm  Edit  Goto Systern Help

| @ 1 9B @@ BHE fnos AR @m
List of Parked Documents

Company code 1139 to B
Dacument number to =)
Fiscal year 2008 to i
General Selections
Fosting date Q3172008 to =41
Cocument date to 5
Document type KHl to o
Reference to 5
Document header text to =
Entered by HO_RAWDERSON to i
Processing Status
Enter release to =)
Complete to =]
Released ti i
Field Description/Usage
Parked Document: Change
Company code Enter the company code for the base/fund in which the document to be changed
was parked.
Fiscal year Enter the fiscal year in which the document to be changed was parked.
Posting date Enter the posting date used, if known.
Document Type Enter the document type, if known.
Entered by Enter the User ID of the user who entered the parked document, if known.

Click the Execute icon.
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A list of parked documents meeting the previous criteria will be displayed.

=
List Edit Goto Settings  Systern Help

| @ 21 0H e BHB 0o AR QB

Change Parked Documents: List

St IBC... |CDCE‘DDCleEHtND| ‘r’earl
1139 1139 3500002329 2008

Double-click on the document that needs to be changed.
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The document header portion will appear.

=
Docurment  Edit Goto  System  Help

| @ 190 0ee LHE nLn BRI Qm
Change Parked Document (Heade:Change Document Header

General Data
Document Mumber | 3500002329] Type kR [@)Company Code 1139
Docurment Date [A3/17 /2003 Currency/Rate ush
Fosting Date p3/17/2008 Translatn Date [3/17 /2008
Feference ITESTOZ4-0 Feriod i
Doc.Header Text Fiscal Wear 2008
Entry data Warkflowy Cantral
Transaction Code FEM Release nec. Approval path
Entered by HO_RAMDERSON Doc.complete Release levels [
Entered on A3/ 2442008 Released
Entered at 11:69:08
Changed on 032472008
Ref. Transactn BEPF
Reference Key 350000232911392008
[w] Doc.currency
Met entny

Release Reguest

The fields that appear with white backgrounds can be changed. These fields include:

* Document Header Text

* Reference Doc

Once all changes have been made, be sure to save them by clicking the Save icon (called Park
document here).

To exit this transaction without saving changes, click on

/ IMPORTANT Saving the changed document does not post the document to the GL!
NOTE: After the document is saved you will get a message saying, “Preliminarily
posted document 3IXXXXXXXXX was changed”. To post the document,
see section on POST PARKED DOCUMENTS.
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Display Parked Documents

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT > PARKED DOCUMENTS > DISPLAY

Transaction code: FBV3

Field Description/Usage

Display Parked Document: Initial Screen

Company code Enter the document number of the parked document to be displayed.

Document Enter the company code for the base/fund in which the document to be displayed
number was parked.

Fiscal year Enter the fiscal year in which the document to be displayed was parked.

Press [Enter] or the green check mark icon.

To view the list of parked documents, click on the | Documentlist | jcon,

Field Description/Usage

Display Parked Document: Initial Screen

Company code Enter the company code for the base/fund in which the vendor item was posted.
Fiscal year Enter the financial year in which the documents are posted to.

Posting date Enter a range of posting dates.

Entered by User Id of the user who has entered the parked document.

Press the Execute icon.
Double click on the document to display it.
Double click on the line items to view the details of each line item.

To exit this transaction, click on or
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Display Changes to Parked Documents

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT > PARKED DOCUMENTS > DISPLAY CHANGES

Transaction code: FBV5S

Field Description/Usage

Display Parked Document Changes: Initial Screen

Company code Enter the document number of the parked document to be displayed.

Document Enter the company code for the base/fund in which the document to be displayed
number was parked.

Fiscal year Enter the fiscal year in which the document to be displayed was parked.

Period of change

From change The system only displays changes which were made as of this date. A range of
date dates is sometimes useful.
Time The system only displays changes which were made as of this time, if known.

A range is best if using this field.

Changed by Enter the user ID of the user who made the change, if known.

Press [Enter] or the green check mark icon.

Click on the o Bl icon.

Double click on each line if you wish to view the details for the changes.
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Delete Parked Documents

Parked documents are deleted when:

1. The concerned cost center manager and/or division manager, for valid reasons, does not
approve an invoice.

2. An erroneous bill forwarded F&FR is discovered after routing.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE,
DOCUMENT > PARKED DOCUMENTS > POST/DELETE

Transaction code: FBV0

Field Description/Usage

Display Parked Document: Post/Delete

Document Enter the document number of the parked document to be deleted.

number

Company code Enter the company code for the base/fund in which the document to be deleted
was parked.

Fiscal year Enter the fiscal year in which the document to be deleted was parked.

Press [Enter] or the green check mark icon.
Go to: “Document > Delete Parked Document”.

There will be a system message “Data will be lost. Delete parked document?” Click on the [Yes]
icon to delete the parked document.

A System message appears: “Parked document deleted”.
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Post Parked Documents

Once a parked document is ready for posting, a special procedure must be followed. When
editing or making changes to a parked document, the Save icon only serves to save changes to
the parked document, it does not post it to the general ledger! You must POST a parked

document with the following transaction.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE,
DOCUMENT > PARKED DOCUMENTS > POST/DELETE

Transaction code: FBVO0

Press [Enter] or the green check mark icon.

Field Description/Usage

Display Parked Document: Post/Delete

Document Enter the document number of the parked document to be posted.

number

Company code Enter the company code for the base/fund in which the document to be posted
was parked.

Fiscal year Enter the fiscal year in which the document to be posted was parked.

Press [Enter] or the green check mark icon

To post the changes made, click on
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To view the list of parked documents, click on the

| Docurmentlist | joon.

Field

Description/Usage

Display Parked Document: Post/Delete

Company code

Enter the company code for the base/fund in which the document to be posted
was parked.

Fiscal year

Enter the fiscal year in which the document to be posted was parked.

Posting date

Leave blank.

Entered by

Enter the User ID of the user who entered the parked document, if known.

Select the Execute icon.

Double click on the document that is to be posted.

Double click on the line items that are to be changed.

Post document by clicking on.

System message received: “Parked document is posted”.
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Reversal of Individual Documents

Documents that have been posted in error or contain amounts, accounts or account assignments
(cost centers, internal orders) that are incorrect can easily be reversed. SAP provides
functionality to automatically generate a reversal document when the user specifies the original
document.

Remember that reversal documents cannot be posted to a period that is already closed and the
financial statements have already been generated. Generally, SAP will use the posting date of
the original document as the reversal posting date if it is within the current period. A different
posting date may be specified by the user. It should be in the same accounting period as the
original document. If it is determined that an invoice from a previous (closed) period needs to be
reversed, you must specify an alternate posting date because the system cannot post to the
original.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
> DOCUMENT > REVERSE > INDIVIDUAL REVERSAL

Transaction code: FB08

Screen: Reverse Document: Header Data

(=
Document  Edit  Goto  Systern Help

| @ 2108 eeQ LHE anLs AR @B
Reverse Document: Header Data

|63:r° Dizplay befare reversal || Document list ||ﬁ Mass Reversal |

Dacurment Details

Document Mumber JB0R002048
Campany Code 1139
Fiscal Year 2008

Specifications for Reverse Posting

Reversal Reason a1

Fosting Date

FPosting Period

Check management specifications

“oid reason code
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Field

Description/Usage

Reverse Document: Header Data

Document no.

Enter the document number to be reversed.

Company code

Enter the company code for the base/region in which the document to be
reversed was originally posted.

Fiscal year

Enter the fiscal year in which the document was originally posted. Remember
that F&FR uses document numbers that are company code dependant and that
reset themselves after they reach the end of the respective number ranges.
Therefore a unique document can only be found when the document
number, company code and fiscal year are specified in combination. This
combination is a unique key in the database that identifies a particular
document.

Reverse posting details

Reversal reason

Currently, there are three reversal reason codes that can be used. This code is
only used for reporting purposes (i.e. document reports can be executed with
reversal reason code as a selection criteria). The valid reason codes are:

01 Reversal in current period

02 Reversal in closed period (alt posting date)

03 Accrual reversal

Reason code # 03 should only be used for self-reversing journals (AJVs).
Reason code # 01 should be used when the original document to be reversed
was posted in the current period. Reason code # 02 should be used when the
original document to be reversed was posted in a closed period.

Posting date

This field could be left blank if the posting date for the reversed document is
similar to that of the original document. This field must be filled when using
reversal reason code # 02 - you must indicate the date you want the reversal
posted (it CANNOT be in a closed period...it must be a date in the current
period you are using). This field should be left blank when using reversal
reason code # 01.

Posting period

Leave this field blank unless the reversal document is to be posted into special
period 13.

Check management specifications

Void reason code

Leave blank. Do not use this transaction to reverse check payments.

Click on the |'%° DU(alasy lazsle e s el | icon to see the document for cancellation.

Click on to go back to the previous screen.

To reverse the document, click on the Save icon.

Document number range is 1900000000 to 1999999999. Write the reversing document number on

the invoice.
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Three-way Match Overview

Procuring items on a SAP purchase order is part of the three-way match process. In order for a
purchase order to be paid, three things must occur:

Step 1:

The Procurement Technician must create the purchase order in SAP. In this step there is no
accounting impact, although PO items are coded to the appropriate general ledger account and
cost center, or asset. For more information, please see the Procurement Beginner manual.

Step 2:

The Accounts Payable Clerk/Receiving Agent must enter a goods receipt (GR) into SAP. In this
step, the goods receipt will match up the information that was entered on the purchase order. If
this is a partial shipment, the clerk may modify the quantity, which will leave the GR open until
the rest of the shipment is entered. The General Ledger is automatically updated with the
general ledger account (i.e. expense or prepaid account), cost center, or asset that was coded on
the SAP Purchase Order. The offsetting posting is made to an account called the Goods Receipt/
Invoice Receipt (GR/IR) clearing account (201010). This is known as an accrued liability
account. Ifa freight charge was included on the PO, it will be posted to the Freight clearing
account (201012), also an accrued liability account.

Credit GR/IR 201010
Debit Expense Account [(701000 (Supplies), 151000 (Inventory), 1710000012
(Asset) Vehicle]

Step 3:

The Accounts Payable Clerk receives the invoice. Invoice Verification is the last step of the
three-way match process. Transaction code MIRO is used to enter the purchase order number
and verify that the amount of the PO that appears on the screen is the amount being invoiced.
MIRO must match what was entered at the purchase order level and goods receipt. You are only
authorized within AIMS/SAP to accept a +/- 3% variance between the purchase order line item
price and the invoice (maximum of $25 per line item) for a prime vendor, except for assets. A
3% variance is ONLY tolerated on prime vendors. All other vendor invoices are required to
match the purchase order. A price difference greater than 3% requires a purchase order
modification (this necessitates a return to the Procurement Department). The only exception is a
variance due to freight. The following entry is posted, once the invoice is saved.

Credit Vendor “4/XXX” which in turn credits the correct GL account (201000)
Debit 201010 - GR/IR Clearing Account
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Goods Receipt

The goods receipt should be verified against the corresponding purchase order to ensure the
correct goods and quantity are received.

For all system generated purchase orders, the Accounts Payable Technician will directly enter the
goods receipt into the system. Based on local connectivity and staffing requirements, it is
possible for persons other than the Accounting staff to enter the goods receipt into the system.
The Receiving Agent (or warehouse person) may be given authorization to enter the goods
receipt in the AIMS system - this is a local decision.

F&FR:

Until such time that the warehouse and facility staffs have access to AIMS and the goods receipt
function, the following procedure should be used:

Purchasing/Receiving Agent

1. Upon receipt of all goods, the goods receipt copy of the purchase order is signed/dated by
the receiving agent and forwarded to the Accounting Office.

2. In cases of partial receipts, the receiving copy should be flagged as “partial” and
forwarded to the Accounting Office. When all goods are received, a final goods receipt
can be signed and forwarded to the accounting office with a notation of “complete” or
“complete delivery”.

Accounting Office

3. Goods Receipt is checked to ensure the Goods Receipt has been signed and dated.

4. Goods Receipts are entered into the SAP system.

5. Goods Receipts document number should be noted on the Purchase order copy.
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NOTE: Goods receipts may also be entered into the system where there is no
receiving copy in the following instances:

Vendor’s invoice has been signed by an authorizing departmental person
/ acknowledging receipt of the goods.

Verbal assurance has been given by the receiving officer that the goods are
received (In this case a memorandum would be signed attesting to the fact that
the goods are received).
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STEP 2 - Three Way Match Process: Goods Receipt

Menu path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDERS >
PURCHASE ORDER > FOLLOW-0N FUNCTIONS > GOODS RECEIPT

Transaction code: MB01

[=
| Goods Receipt  Edit Goto Movernent Type  Environment  Systern Help

| @ 2 0H @@ CHE D000 AF @B
Goods Receipt for Purchase Order: Initial Screen

| Adopt + Details || Purchase Orders... || PO Linknown || Wl Parameters... |

Document Date 12414/20087 Posting Date 12414/20087
Delivery Mote Bill of Lading
Dac. Header Text GRIGI Slip Ma.

Defaults far Document tems

mMovement Type 1en
Purchase Order 4500040555

Site 3813 Reason for Moverment
Storage Location BaaT []5uggest Zero Lines
GRIG] Slip

Frint Individual Slip

@ Caollective Slip
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Field

Description/Usage

Goods Receipt for

Purchase Order: Initial screen

Document date

The document date is the date on which the original document was issued.

Posting date
Delivery note

Bill of lading

Enter the Delivery Date.
Leave blank.
Number identifying the bill of lading of the goods that have been received. The bill

of lading is the document issued by the sender that accompanies the goods.
Normally left blank.

Doc. header text

The document header text contains explanations or notes that apply to the
document as a whole, not just for certain line items.

GR/GI slip no.

Leave blank

Defaults for document items

Movement type

Enter ‘101’ for a goods receipt.

Purchase order

Site

Reason for
movement
Storage location

Suggest zero
lines

Enter the relevant purchase order number to which the goods receipt or goods
return relates. The purchase order number should to be quoted by the vendor on
the shipping documents or packing slip. The purchase order number can also be
found on the goods receipt copy of the purchase order (which is sent to the
warehouse).

Enter the site to which the goods are being received or from which they are being
returned.

Leave this field blank while processing a Goods Receipt.

Leave this field blank.

Leave this field blank.

GRI/GI slip

Print

Check this box if you want to print the goods receipt.

Collective slip

Leave the default value.

Press [Enter] or the green check mark

to continue.
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=
| Goods Receipt  Edit  Goto Movermnent Type  Environment  Systern Help

| @ DI H @@ SHE anoan | FAR @m
Goods Receipt for PO: Selection Screen 0001 / 0003

| Adopt + Details || Furchase Orders... |

Fosting Date 1241472007
Ilterms
Item Quantity EUn Aricle Site S5Loc PO tern 5 DCI
BUn Aricle Description Batch R MwT 5 5

1| EM 3813 4500040555 |1 [
REMTAL TRUCK TVFE A 101 |+

203 EA 3813 4500040555 2 [
REMTAL TRUCK TVFE B 101 |+

3 EM 3813 450ERA40555) 3 [
REMTAL TRUCK TYPE C 181+

Field Description/Usage

Goods Receipt for PO: Selection screen 0001/XXXX

Item Make sure that the checkbox beside the item is flagged. The system defaults a
value from the purchase order. In cases of partial shipments where one of the
line items order was NOT received, remember to “unflag” the checkbox beside the
line item. In other words, if you did NOT receive the item, unflag this box.

Quantity Enter the quantity to be receipted, in the unit of entry.

The quantity is automatically converted to the stockkeeping unit of measure.
The system defaults a value from the purchase order.

In cases of partial shipments, remember to change the default quantity

to the amount actually received.

EUn Unit of measure in which the goods movement or inventory count is entered. The
system defaults a value from the purchase order. Be sure the value from the
PO is correct before continuing.

Delivery Flag this indicator if the goods receipt is expected to be the final delivery (i.e. the

completed purchase order quantity has been fully received or when no further shipments are
expected).

Stock type Leave this field blank.
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To display the goods receipt document in detail, press the [Adopt + Details] push-button.
Reviewing G/L Accounts & Cost Center Before Posting:

To display the G/L accounts and the cost centers that were selected when creating the purchase
order, before posting occurs, select Environment, Purchase order. | Account Assignments | To
get back, press the green arrow.

Click the SAVE icon to post the Goods Receipt.

The following message will appear: “Document 50XXXXXXXX posted”.

/ NOTE: Posting of the goods receipt document results in an entry being recorded to
the general ledger. This entry records the liability of the F&FR activity (to pay
the vendor for the goods/service) on the balance sheet. The following entry is
made:

Debit: XXXXXX (Expense, Inventory or Asset Account)
Credit: 201010 (GR/IR Clearing)
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Partial Receipts

Sometimes a vendor does not ship all of the goods ordered on a purchase order. However, the
goods that do arrive need to be receipted in SAP. This can be done by a partial receipt. This is
the reason that it is VERY IMPORTANT to list everything ordered on the PO. Do NOT enter
one line item as “See Attached” and one LOT (or EACH, CASE, etc). You will not be able to

process a partial receipt.

Menu path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDERS >
PURCHASE ORDER > FOLLOW-0N FUNCTIONS > GOODS RECEIPT

Transaction code: MBO01

=g

| Goods Receipt  Edit Goto Moverment Type  Environment  System Help

| & 1 0H e CHE Hnon AR @6
Goods Receipt for Purchase Order: Initial Screen

| Adopt + Details || Purchasze Orders... || PO Unknown || Wil Parameters... |

Docurment Date B1/2202008 Fosting Date Bl /2202008
Delivery Mote Bill of Lading
Doc. Header Text GRIGI Slip Mo.
Defaults for Document ltems

Moverment Type 1M1

Purchase Order 4500046253

Site 71an Reason for Movement
Storage Location oot []5uggest Zera Lines
GRIGI Slip

[v] Print Individual Slip

@ Collective Slip
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Field

Description/Usage

Goods Receipt for

Purchase Order: Initial screen

Document date

The document date is the date on which the original document was issued.

Posting date
Delivery note

Bill of lading

Enter the Delivery Date.
Leave blank.
Number identifying the bill of lading of the goods that have been received. The bill

of lading is the document issued by the sender that accompanies the goods.
Normally left blank.

Doc. header text

The document header text contains explanations or notes that apply to the
document as a whole, not just for certain line items.

GR/GI slip no.

Leave blank

Defaults for document items

Movement type

Enter ‘101’ for a goods receipt.

Purchase order

Site

Reason for
movement
Storage location

Suggest zero
lines

Enter the relevant purchase order number to which the goods receipt or goods
return relates. The purchase order number should to be quoted by the vendor on
the shipping documents or packing slip. The purchase order number can also be
found on the goods receipt copy of the purchase order (which is sent to the
warehouse).

Enter the site to which the goods are being received or from which they are being
returned.

Leave this field blank while processing a Goods Receipt.

Leave this field blank.

Leave this field blank.

GRI/GI slip

Print

Check this box if you want to print the goods receipt.

Collective slip

Leave the default value.

Press [Enter] or the green check mark

=
Goods Receipt

| &

Edit

to continue.

Goto Movernent Type  Ernvironment  Systern Help

BldH @@ CHE Do EE @

Goods Receipt for PO: Selection Screen 0001 7/ 0004

@ @ IEH Adnnt + Netaile || Pirirrhace rirfdars |
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Each line item of the PO is listed with the order quantity. If the goods from the line item were
not delivered at all, uncheck the box to the left of the item number.

|II:'

Goods Receipt  Edit Goto Movernent Type  Ernvironment  System Help

|@ 1 0H e LHE nnan BE @E
Goods Receipt for PO: Selection Screen 0001 / 0004

—I=lr= 1 1 _ N - 1
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If part of the goads from the line item were delivered, change the quantity to reflect the amount
that was delivered. For example, if line item 4 had 700 pencils delivered, change the quantity
from 1,000 to 700.

Once goods have been receipted, SAP will NOT allow you to re-receive them. In the above
example, where 700 out of 1,000 pencils were delivered, SAP will only allow you to receive 300
the next time you do a Goods Re?&

Items
Item Cuantity EUn Adicle Site sloc PO ltern & DCI
ElUn Aricle Description Batch R MyT 5 &
1|ReE0 EA oo ABAAAAG253) 4 ]
PEMCILS #2 101 |+
Once you are satisfied that all goods are marked properly, click to save the document. Be

sure to write down the document number.
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Change Goods Receipt

Very few fields on a goods receipt can be changed. The fields that may be changed include the
document header text and the item text. All other fields such as quantity and date cannot be
changed. If these other fields require changing, the goods receipt should be reversed using
Movement Type 102 (see the following section).

In cases where merchandise is returned to the vendor, enter a new goods receipt using Movement
Type 122. You will note when using movement type 122, the quantity for each line item
returned is marked with a “-” or minus sign signifying its return to the vendor.

Menu path:  LOGISTICS > RETAILING > MERCHANDISE LOGISTICS >
INVENTORY MANAGEMENT > ARTICLE DOCUMENT > CHANGE

Transaction code: MB02

=
| Aficle Document  Edit Goto Erwironment  Systern Help

| & 1 0H Q@Q CHE Dhon AR QB
Change Article Document: Initial Screen

Article Doc. foo0316004 [=)
Art. Doc. Year 2087
Field Description/Usage

Change Article Document: Initial screen

Article doc. Enter the document number of the goods receipt that is to be changed.

Art. doc. year Enter the calendar (not fiscal) year in which the goods receipt was posted.

Press [Enter] or the green checkmark to continue.
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=
| Aicle Docurment  Edit Goto Erwironment  Systern Help

| @ 1B @@ Lk nnon AR 9

Change Article Document 5000316009 : Overview

|§| Details from Item || Aricle || Accounting Documents... |

‘Posting Date: 1201472007 Mame |HO_RAMDERSON
[terms
Item Guantity EUn Adicle Site sSLloc PO ltern 5 DCI
BUn Adicle Description Batch R H¢T 5 5
11 ER 3813 4500040555 1
REMTAL TRUCK TYFPE A 101+
2|3 ER 3813 4500040555 2
REMTAL TRUCK TYFE B 101+
31 ER 3813 4500040555 3
REMTAL TRUCK TYFE < 101+
Field Description/Usage

Change Article Document XXXXXXXXXX: Overview

All fields Display only
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Menu Path:  Go to > Additional functions > Header

Aricle Docurnent  Edit  Goto Erwironment  Systern Help

| & 100 e CHE o0 AR @
Change Article Document 5000316009 : Header

|II7

Document Date 1241472007 Posting Date 1241472007
Art. Doc. Year 2p07 Time of Entry B3 :16:36
Entry Date 12/21/2007
Transaction/Event
Trans.JEv. Type WE| Goods Receipt for Purchase Qrder
Dac.Header Text | Mame HO_RANDERSON
Frint Individual Slip
Zallective Slip
Field Description/Usage

Change Article Document XXXXXXXXXX: Header

Doc header text The document header text contains explanations or notes that apply to the
document as a whole, not just certain line items.

Click the green arrow back  to return to the previous screen.
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Menu Path:  Go to > Details from item

Enter the line item to be changed and press [Enter] or the green check mark.

B Fosition Cursar

[term 1

=
Atticle Docurnent  Edit - Goto Environment  Systerm Help

& B A HIGOO EERE SDO8 FHE | @ M
Change Article Document 5000316009 : Details 0001 /0003

EHII| Messages || Atticle || Wit Details... |

Furchase Order 45000405551 Moverment Type 1081 | GR for acct. assgt.
Ref. Document 50003160091
Site 3813 PEM GOLF COURSE MAINTERARNCE
Yendaor 4000A21 875 SOUTHERM INDUSTRIAL TR & LI
Adicle REMTAL TRUCK TYPE A

Cluantity in

Linit of Entry 1 EA

Creliv, Compl.

Further Infarmation

Unloading Paint ||
Acct Assgt Cat, *

ko, of GR Slips 1 Company Code 1139 Fizcal 2008
Text REMTAL TRUCK TYPE A

(May 2008) 84Step 2 — Three Way Match Process: Goods Receipt



Beginner Accounts Payable

Field Description/Usage

Change Article document XXXXXXXXXX: Details 0001 / 0002

Text The text may contain explanations or notes that apply to certain line items.

Click to save the changed Goods Receipt

The following message will appear: “Document 50XXXXXXXX changed”.
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Display Goods Receipt

Menu path:  LOGISTICS > RETAILING > MERCHANDISE LOGISTICS >
INVENTORY MANAGEMENT > ARTICLE DOCUMENT > DISPLAY

Transaction code: MB03

|II:'

Adicle Document  Edit Goto Environment  System Help

| & 21 JH e SHE anon PR @m

Display Article Document: Initial Screen

Article Doc. Eamamaang
Art. Doc. Year 2oy
Field Description/Usage

Display Article Document: Initial Screen

Article doc Enter the document number.

Art. doc. year Enter the calendar (not fiscal) year in which the goods receipt was posted.

Press [Enter] or the green checkmark to continue.
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Aticle Docurnent  Edit - Goto Environment  Systern Help

|II?'

| & 1 IH e@e CHE anod PR QB

Display Article Document 5000316009 : Overview

|'§| Details from Item || Article || Accounting Documents... |

...................

5.F'_F'§Fi.’.1_9__[_f'ﬁt_e_é 1281402007 Mame HO_RANDERSON
Items
[tem Quantity ElUn Aricle Site  SLoc PO [tern 5 DCI
EUn Aricle Description Batch R MyT 5 &
11 = 3813 45000405551
FEMTAL TRUCK TYPE A 101 |+
2)3 EA |13 45AAA4A555) 2
RENTAL TRUCK TYPE B 101+
3|1 EA 3813 45000405553
FEMTAL TRUCK TYFPE C 101 |+
Field Description/Usage

Display Article Document XXXXXXXXXX: Overview

Item Display only.
Quantity Display only.
EUn Display only.
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Menu Path:  Go to > Additional functions > Header

|II:'

| &

Adicle Docurment

Edit Goto  Emvironment  System  Help

3l HGEQ  SEE D48 (HE @

Display Article Document 5000316009 : Header

Docurment Date'

Art. Doc. Year
Entry Date

1241442007 Posting Date 1201472007
2007 Tirme of Entry [E:16: 36
1242142007

Transaction/Bwent

TransfEv. Type

WE| Goods Receipt for Purchase Qrder

Mame HO_RANDERSON
Print Individual Slip
Collective Slip
Field Description/Usage

Display Article Document XXXXXXXXXX: Header

Document date Display only.
Posting date Display only.
Art doc year Display only.
Click to return to the previous screen.
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Menu Path:  Go to > Details from item

Choose the line item to be displayed and click the green checkmark.

III:’F'nsitiun Cursar

[term 2

=y

Atticle Docurnent  Edit - Goto Environment  Systerm Help

& B3l EH (@R SEHE STa80 EE | @

Display Article Document 5000316009 : Details 0002 { 0003

EHII| Messages || WM Details... || Aricle |

Purchase Order 4500040555 (2

Movement Type 1081 | GR for acct. assgt.

Ref. Document SEE0316a09) 2
Site 3|13 FEM GOLF COURSE MAINTEMNAMNCE
Yendaor 4000A21 875 SOUTHERM INDUSTRIAL TR & LI
Aricle REMTAL TRUCK TYFE B

Cluantity in

Lnit of Entry 3 EA

Creliv, Compl.
Further Infarmatian
Acct Assot Cat. *

Mo, of GR Slips 1
Text REMTAL TRLICK TYFPE B

Company Code 1139 Fiscal fr 2008
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Field Description/Usage M/O/D/S
Display Article Document XXXXXXXXXX: Details 0001 / 0002

Purchase order Display only. D
Movement type Display only. D
Reference doc Display only. D
Site Display only. D
Vendor Display only. D
Article Display only. D
Unit of entry Display only. D
Acct assgt cat Display only. D
No. of GR slips Display only. D
Company code Display only. D
Fiscal year Display only. D
Text Display only. D

Click to return to the previous screen.
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Reverse (Cancel) Goods Receipt

This transaction should be used when it is determined that an incorrect Goods Receipt was
entered or an error was made during posting.

Menu path:  LOGISTICS > RETAILING > MERCHANDISE LOGISTICS >
INVENTORY MANAGEMENT > ARTICLE DOCUMENT >
CANCEL/REVERSE

Transaction code: MBST
[
Adicle Document  Edit - Goto Environment  Systermn Help

| @ 21 0H @@Q I EHB Dnoan BE @M
Cancel Article Document: Initial Screen

| Adopt + Details || Wil Parameters... |

FPosting Date 1202142007
Article Dot EAOE316009
Art. Doc. Year 2007

Defaults for Document [tems

Reason for Myt

GRIGI Slip
[v] Print Individual Slip
@ Caollective Slip
If you want all items selected automatically, click to adopt.
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|II3'

Aticle Docurnent  Edit Goto Environment  Systern Help

@ 100 e LHE DDon DR QB

Cancel Article Document: Collective Processing 0001 / 0003

{Posting Date! 12421/2007
ltems
Item Cuantity EUn aricle Site  SLoc PO [tern & DCI
EUn Aricle Description Batch R MyT 5 5
R [EA | 3813 4500840555 1 [
\RENTAL TRUCK TYPE A | 102 -|
| 2|3 [EA | 3813 4500040555 2 | []
'REMTAL TRUCK TYPE B | 102
E [Ea | 3813 4500040555 3 | []
\REMTAL TRUCK TYPE C | 102 -|

(You will notice that you cannot select or deselect items to be reversed.)

Otherwise, if you only want to cancel some of the items on the GR from the initial screen press
[ENTER] or choose the

=
| Aficle Document  Edit Goto Erwironment  Systern Helgp

|@ | 2108 €ee CHE DDon AR @®

Cancel Article Document: Selection Screen 0001 /0003

— il ==l '1r 711
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(To deselect, click in the box that corresponds to the line item that you do not want to reverse.)
Click to post the reversal.
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Goods Return

Menu path: LOGISTICS > RETAILING > PURCHASING > PURCHASE ORDERS >
PURCHASE ORDER > FOLLOW-ON FUNCTIONS > GOODS RECEIPT

Transaction code: MB01

[
| Goods Receipt  Edit Goto Movernent Type  Environment  Systern Help

| @ 1 0H @@Q EHB anoaa AR @m

Goods Receipt for Purchase Order: Initial Screen

| Adopt + Details || FPurchase Orders... || PO Linkno || Wil Parameters. . |

Document Date 1242142007 Fosting Date 12421 /2007
Delivery Mote Bill of Lading
Doc. Header Text GRIGI Slip Mo,
Defaults for Docurnent ltems

Moverment Type 122

Purchase Order 4500040555[5)

Site 3813 Feason for Movement
Storage Location HEE [ ]8ungest Fera Lines
GRIGI Slip

Print Individual Slig

@ Collective Slip
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Field

Description/Usage

Goods Receipt for

Purchase Order: Initial screen

Document date

The document date is the date on which the original document was issued.

Posting date
Delivery note

Bill of lading

Enter the return date.
Leave blank.

Normally left blank.

Doc. header text

The document header text contains explanations or notes that apply to the
document as a whole not just for certain line items.

GR/GI slip no.

Leave blank.

Defaults for document items

Movement type

“122” for a return to vendor.

Purchase order

Site

Reason for
movement

Storage location

Suggest zero
lines

Enter the relevant purchase order number to which the goods return relates. The
purchase order number should to be quoted by the vendor on the shipping
documents or packing slip. The purchase order number can also be found on the
goods receipt copy of the purchase order (which is sent to the warehouse).

Enter the site from which the goods are being returned.

Enter one of the following codes for a goods return:
0001 Poor quality

0002 Incomplete

0003 Damaged

Leave this field blank.

Leave this field blank.

GRI/GI slip

Print

Check this box if you want to print the goods receipt.

Collective slip

Leave the default value.

Press [Enter] or the green checkmark

to continue.
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Field Description/Usage

Goods Receipt for Purchase Order: Selection screen 0001 / XXXX

Item Make sure that the checkbox beside the item is flagged. The system defaults a
value from the purchase order.

Quantity Enter the quantity to be returned, in the unit of entry.

EUn Unit of measure in which the goods movement or inventory count is entered.
Delivery Leave blank.

completed

Stock type Leave blank.

Click the SAVE icon to post the Goods Return.

The following message will appear: “Document 50XXXXXXXX posted”.

(May 2008) 96Step 2 — Three Way Match Process: Goods Receipt



Beginner Accounts Payable

STEP 3 - Three Way Match Process: Logistics Invoice Verification

This method of invoice verification must be used for all purchase orders.

/ NOTE: Posting of the invoice results in an entry being recorded to the general ledger.

‘ This entry now moves the liability of the F&FR activity (to pay the vendor for
the goods/service) to the actual vendor account, creating an “open item” due
for payment. The GR/IR account is “cleared”. The following entry is made:

Debit: 201010 (GR/IR Clearing).

Credit: Vendor Number (or balance sheet account - 201000 - the
reconciliation account for most vendors).

Menu Path: LOGISTICS > RETAILING > PURCHASING > LOGISTICS INVOICE
VERIFICATION > DOCUMENT ENTRY > ENTER INVOICE

Transaction code: MIRO

=4
Systemn  Help
@ B AHICER BRE ODL8IHE @E
SAP
Display - PO structure | le Warklist | Transaction & T
] Header

III?Emer Company Code

Company Code [+

vilx|

The first time you enter the MIRO t-code after you sign in, SAP will prompt you for a company
code. Enter the appropriate company code and press [Enter] or the green check mark.
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llI?Enter Company Code

Company Code (1138

To pay invoices for a different company code after the first invoice is entered, use the menu path
and go to EDIT > SWITCH COMPANY CODE. This is also helpful if you make a mistake at the
beginning.

I=
Imvoice Docurnent  Edit  Goto - Systern Help

| & Switch Company Code S O moan BE

Switch to Document Parking
- 1154

| Show PO structure |[ Accept and Post Ctrl+F 11 :I | Messages || Help |

Enter Incomir

Cancel F12
= @CO Bals

Transaction Iy

m FPayrment i Details i Tax i Contacts i [+ ote

Invoice date | Reference

FPosting Date 1202102007

Amournt []Calculate tax
Tax amaount 0 (AF sales tax, 0%) g
Text

Campany Code 1154 MR MNEW REGION PATIXENT RIVER

Furchaze OrderScheduling Agreement E)
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=y

Imvoice Docurnent  Edit Goto - Systern Help

& | 2 AH I CCEQ CHE Do
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Showe wiarklist | I I | Haold E Simulate | I | Messages || He

Transaction |5uhsequentdehit E|| @

Invoice date Refarence | |

Fosting Date p2f2arzo08

Amount | I | [ ] Calculate tax
Tax arount | |10 (AP sales tax, 0%) =]
Text | |

Compamfl= Enter Company Code &/ |PENSACOLA

Company Code |1139I|ﬁ':|

Furchase | | |

Iterm |Am|:|unt |Guantitg.r |Or ||Purchase |Item |F'r|:|cure

Enter the new company code on the pop-up screen and press [Enter] or the green check mark.
Irvoice date | Iﬁ’ll Reference | |
Faosting Date [A2f2802008

Armnount | | | | [ Calculate tax rote thal the
Tax amount | 0P Sall?SW%%%
Texut | ______________._.—-—-—'—""'_'_ - | changod.

Company Code 81349 V0 COMMAYREG, GUILF COAST PEMNSACOLA
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Information on the invoice is entered via a series of tabs. The first tab is shown below.

=
| Inwoice Docurnent  Edit - Goto - Systern Help
| & 1 a0 Qe LHE Do DR QB
Enter Incoming Invoice: Company Code 1139
| Show PO structure || Show workiist | | Howd [ simulate [ 1] Messases || Help |
Transaction Invoice g @00 Balance 0.ea

m Payment i Details i Tax i Contacts i ote

Invoice date 1242112007 Refarence EIZ084
Posting Date 12s21iz200a7

Amaunt 115600. 00 [ calculate tax
Tax amount 10 (AP sales tax, 0%) e
Text

Company Code 1139 MWRE GULF COAST PENSACOLA

Purchase CrdenScheduling Agreement £ 4599949555| Goodsfsemwice items + planned deliE

(i

Layout All information

Iterm |Am0unt |Quantity |Or ||@|Purchase |Item |Pr0curementD0c. |F'O Teut |
Enter information in the following fields as specified in the table below:

[LD]

Field Description/Usage

Enter Invoice: Company Code 1139

Transaction You can choose between the following transactions: Invoice, Credit memo,

Subsequent debit, or Subsequent credit. System will default to Invoice — change
if necessary.

Tab One: Invoice Verification

Invoice date Enter vendor’s invoice date.
Reference Enter vendor’s invoice number.
Posting date Enter posting date, defaults to today’s date.

Invoice amount Enter the gross amount on the invoice.

Calculate tax DO NOT SELECT. Leave blank.
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Tax amount Leave blank.

Tax code Defaults to 10 (Do not change).

Purchase Order Defaults to Purchase order/scheduling agreement.
Information

Purchase order Enter Purchase Order number.

number
Indicator for Defaults to “Goods/Service items + planned delivery costs”. By selecting this
Delivery Cost indicator, the freight/delivery cost will automatically be displayed if the PO has

planned freight.

Once this information has been entered, press [ENTER]. You will note that the purchase order
line items now appear at the bottom of your screen.

All line items come in “selected” or highlighted in YELLOW. If one or more of the line items are
NOT to be included in this payment, “unselect/deselect” them by clicking on the grey box to the
left of the line item (they will no longer be YELLOW).

Y NOTE: If no line items appear, this usually means that the MIRO invoice was already
/ entered. Open another session of SAP to investigate (look at the vendor’s line
items, both open and cleared).

=

‘ Invoice Document  Edit Goto  System Help

K D IHIeae SHE nDNon BE QM
Enter Incoming Invoice: Company Code 1139

| Show PO strueture || Show workist | | Hold || simulate | [ A Messages || Help |

Transaction Invoice £ C0@ Balance 0.00 |USD
m Payment , Details , Tax , Contacts , Mote Yendor 4000021075
SOUTHERM INDUSTRIAL TRUCK & LIFT REPAIF

Invaice date 1242172007 Reference | EIZ084 8230 MCCARTY 5T

Posting Date 12421702007 PEMSACOLAFL 32534

Amount 11,5080 .00 usp [ caleulate tax

Tax amount 10 (AF sales tay, 0%) g . 850-477-7778 850-477-4772

Text T

Paymt terms 15 Days net Bank acct HERE155678

Baseline Date 1242142007 WEST FLORIDA MEDICAL FCU al

Company Code 1138 MWR GLLF COAST PEMNSACOLA

Purchase OrderfScheduling Agreement Z) 4500040555 Goodsisemwice items + planned delih &)
Layout All information T
litern  [amount [Quantity [or [E2|rurchase  [tern [Procurerent Doc. [POTet | |
it 2,500, 08 1EA [ 4500048555 1 RENTAL T [=]
2 G,800.008 3EA [ 45000848555 2 REMTAL Ti [~

3 3,000.008 1EA [] 4500848555 3 RENTAL Tt
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Moving on through the rest of the tabs, select the second tab “Payment.”

|II='

Irwoice Docurnent  Edit Goto Systern Help

|@| Ell <]|e@alQﬁ][ﬁ'|@{ﬁﬁﬁ)iceVerification
Enter Incoming Invoice: Company Code 1139

T 1T 1 1 - 1 T 1 [ —— 1 1 [ 1T
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Field

Description/Usage

Enter Invoice: Company Code 1139

Tab Two: Payment

BaselineDt The default value is populated by the entry made in the document date field. The
default value is generally correct but the baseline date can be changed. This date
is the date from which the terms of payment are calculated. There can be
instances where the document date is different from the Bline date.

Payt terms This will default from the purchase order. Select via pull down menu. It can be
changed if necessary.

Days Defaults from PO, however changes can be made here. If an invoice has multiple
days with multiple discounts, enter the 15t number of days for 1% discount to be
taken.

Discount Enter cash discount if discount is a ‘lump sum’ vs. a percentage.

Days Net System will default from master record, change if necessary.

Pmt meth. System will default from master record, change if necessary.
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Pmnt meth.sup. Characteristic in an open item for the grouping of payments.

Pmnt block Enter block if necessary.

Inv. ref. Used for credit memos. Enter SAP/AIMS invoice number if credit memo should
be linked/referenced to invoice.

Click on the “Details” tab.

=
Imvoice Docurnent  Edit  Goto - Systemn Help

| @ 10 H C@e LHE DDAD
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Shuwwnrl-:liatl | Haold ||E 5imu|ate| | & Meaaageal

Transaction Inwaice e

Basic data "

Tax i Contacts i ote

Linpl. Del. Csts
CUrrency Ush Exch. Rate 1. 06800
Doc. Type Yendor PO invoice Bl | I, Party 4000021075
Assignment Gl 201000
Header Text
Plo level Planning Day
Field Description/Usage

Enter Invoice: Company Code 1139
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Tab Three: Details

Unpl. del. csts Enter unplanned delivery costs without taxes. Note that the system will allocate
delivery costs entered among the individual items. If you have planned delivery

costs (that is freight that is included on the PO) you do not have to enter anything
here!

The unplanned delivery costs will not post to the freight g/l account. It will post to
the expense account of the items that are being invoiced.

Doc. type DO NOT CHANGE THE DEFAULT!

Inv. party Defaults from Vendor Master, if partner vendor is identified within the Vendor
master. If an alternative payee is necessary, enter the new vendor number here.

Assignment The assignment number is an additional information reference field in the line
item.

Header texts The document header text contains explanations or notes, which apply to the

document as a whole, not just for certain line items.

Select the “Tax” tab. Do not make any changes.

=
Invoice Docurnent  Edit Goto - Systern Help

& 3 dH I SCE@ 2 EE BHa8
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Show wiorklist | | Haold ||E Simulate | | & Messanes H

Transaction [rvoice it

Basic data '| Fayment i Details Contacts i ote

Tax Data J
Tax doc.currency ITa}{ code
B 10 (&/P sales ta)EH Calculate tax ]
| :E| E Met proposal
El+] B Delete Row B
[ |[4][+] ||
[+]
[~]

REMEMBER: Do not make any changes on this tax tab!
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Select the “Contacts” tab. No action is required on this screen.
|II='
Irwoice Docurnent  Edit Goto Systern Help
| & 10 H @ LHE DDAD
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Ehuwwnrklistl | Hold ||E Eimulate| | & Messagesl

Transaction Inwnice E

Basic data '| Fayment i Details i =y Contacts fote
Invoice Item 1
Short Text REMTAL TRUCK TYPE A
Reguisitioner LIr koot
Buyer REBEKAH AMDERS N
@ HEADQILARTERS 251 D 4-2407
GR processar FHEBERAH ARNDERSCM B
TF HEADQIUARTERS k251 |:| 4-2407 —
IR Frocessor FREBEKAH AMDER SO %
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Select the “Note” tab to add any notes or import a local file.

=
Imvoice Docurnent  Edit Goto - Systern Help

| & 1IH Ceee DHE DDaD
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Shuwwnrklist| | Hald ||[E Eimulate| | & Messages|

Transaction Invnice E

Basic data '| Fayment i Details i Tax i Contacts ‘iﬂ“
A I G 2 (6 1 By [

THIS IS WHERE YOL CANWRITE MOTES.....

= |Lit, co 2 lLn1-Ln1of1 lines

Review the document by pressing the Simulate icon. B simulate If the document balances and
is correct, select save.

If certain errors exist, you will not be able to post it. The system will generate a message
“Invoice document still contains messages.” All errors must be resolved prior to posting.

After correcting the errors, select save

If the document is in balance and no error messages exist, you will receive a document number.

/ REMEMBER: If you are entering invoices for multiple company codes, remember to change
company codes prior to entering invoices!

NOTE: Both BPA's and NAF credit card payments will be processed using Direct
/ Invoice Methods, NOT Logistics Invoice Verification. Goods receipts for BPA
calls and credit cards wil be handled manually outside SAP. Invoices will be
posted as Direct Invoices and payments processed either via EFT or check.
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Invoices where prices vary from that of PO price

If your invoices show a price difference from that of the PO line item, your invoice will not

“balance” and you will see the following notation when trying to save the invoice.

l[E?VeHﬂcaﬁonlng—invome 2008

Typ

[
@

Message text LTzt Item|Origin
WMo delivery costs selected for invoice document Lesignmnt
Balance not zero: 1,000,080 debits: 11,500,080 credits: 12,500.00 Check invoice document

@A« [ =[] [ 2] B[] @ o[@ 1 ][ 1][@ of[H][x]

You must resolve these discrepancies prior to posting the document. A price difference requires
a purchase order modification (this necessitates a return to the Procurement Department) IF it is

more than the 3% (+/- $25) variance (see the beginning of the 3 Way Match section for more

details). If there has been a Goods Receipt posted, this must be reversed (please see the “Goods
Return” section of this book). If there is a price difference you will get a hard ERROR and you

will

NOT be able to save/post the invoice.
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Beginner Accounts Payable

Unplanned Delivery Costs (Freight)

Usually vendors will add freight or a handling fee when shipping goods. If the amount is known
at the time of the purchase order, it is best to include it on the PO. For help with this, please see
the Procurement Beginner manual.

Sometimes, the amount of freight is not known until the invoice arrives. If this is the case, do
NOT include it on the PO. There is an area on the MIRO to include unplanned delivery costs.

=

| Imvoice Docurnent  Edit Goto - Systern Help

| & 100 e CHE Dhad
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Show worklist | | Hald ||E Simulate | | S hlessages |

Transactian Imvoice e

Basic data '| Tax i Contacts i Mote

Linpl. Del. Csts

currency UsD Exch. Rate 1. BEADE
Cioc. Type Vendar PO invoice Bl | Inw. Party 40BAPZ21A75
Assignment Gl 201000
Header Text

Flg level Flanning Day

On the Details tab of the MIRO, there is a field called “Unpl. Del. Csts”. You can enter the
amount of freight listed on the invoice. SAP will add this amount to the total of the PO. This
should then equal the amount of the invoice. This will not post to the Freight Clearing account
(201012), but directly to the Expense accounts and cost centers on the PO (proportioned out).

/ NOTE: This is only for delivery costs that were NOT included on the purchase order.
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Planned Freight Billed in Separate Invoice

Sometimes vendors send separate invoices for the goods ordered and the planned freight. Both

invoices are processed using MIRO and can be done at different times.

When posting the first invoice for the goods ONLY:

=
Invoice Document  Edit Goto System Help
G B dH @@ EHE DBDA0| EE @ o
Enter Incoming Invoice: Company Code 8109
| Show PO structure || Show worklist | | Hold || Simulate | | Messages || Help|
Transaction Invnice g @00 Balance o.ag

m Fayrment i Details i Tax i Contacts i Mote

Invoice date p2ie1/2008 Reference  |2F5J6

Fosting Date 0278172008

Amount 33,500 [ Caleulate tax
Tax amount 10 (AP sales tax, 0%) ped|

Text
Company Code 8109 %3 COMMAVFOR, JARAN YOKOSUIKA

Purchaze OrderScheduling Agreement 2| [45008046258
Goodsiservice items
; Flanned delivery costs
Z
[ Jtem Jamount [Quantity |or |2 [Purchase [tern [Procuremen = 0 e, .

ice items + planned deligs)

%{ed delivery costs

o
o

Enter the invoice info on the Basic data tab as usual. The amount should be the PO tdtal minus
the amount for freight. After entering the PO number, change the “Goods/service items +
planned delivery costs” to just “Goods/service items”. This will exclude the line item for freight

from the PO. Then, press [Enter] key or
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=
Invoice Document  Edit Goto System Help

@ BOH @@ LNHE ODOD BRE @M
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Showwarkiist || |G3] | Hold ||BSS simulate | | iessanes || Help |

Trangaction |In\r0ice B| CC@ Balance 0.ea | UsD
[=
. Wendor 4000000010
AMERICAN HOTEL REGISTER CO (=]
Invoice date p2iotizoas Reference  |2F5J6 PO BOX 94150
Fosting Date 02/01/2008 YERMOMN HILLS IL 60094-4150
Amount 33,500.00 | fusp | [ calculate tax
Tax amourt | [I0aP sales tax, 0%) B | eom 223-56526 =] a7 743-8531
Tesxt |
Paymt terms 30 Days net Bank acct | |
Baseline Date 02/01/2008 |LASALLE BANK MA, CLARK & BARRY |E o]
Company Code 8109 ¥Q COMNAYFOR, JAPAN YOKOSUIKA

Purchase Order/Scheduling Agreernent @| (4500046258 | | EI | Goods/service items E]
Layout | AIMS Standard MIRO 3|
ltern  |Amount Quantity ltern |Procurement Doc. Reference |
¥,500.00
§,000.00
20,000.00

Notice that the line items do not reflect the charges for freight. You can now post/save the
invoice.
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|E='
Invoice Document  Edit Goto Systern Help
| & 2 a0 e LN DDon BR 0B
Enter Incoming Invoice: Company Code 8109
| Show PO structure || Showwurklist| | Hold || Simulate | | Messages || Helpl
Transaction Irvaice 3 @00 Balance 6,00

m Payment i Details i Tax i Contacts i Mote

Invoice date nz/e4/2008 Reference |2F5J6 FREIGHT
Posting Date n2/04/2008

Arrount 500 [ caleulate tax
Tax amaount 10 (AP sales tax, 0%) T
Text

Company Code 8109 WQ COMNAVFOR, JAPAN YOROSLUIKA

Purchase OrdenScheduling Agreement BI| (4500046258
Goodsiservice items
= Plgnned delivery costs
[
ltem |Am0unt |Quant|ty |Or ||Purchase |Item |Pr0cureme gigods.fser\riceitems+planned delivery costs

When the freight invoice arrives, you will again use MARO. Enter the invoice info on the Basic
data tab as usual. This should only be the freight (ngthing for the goods). Be sure to change the
“Goods/service items” to “Planned delivery costs”.” This will only show the freight details.
Then, press [Enter] key or
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=4
Irwoice Docurnent  Edit Goto  Systern  Help

& DaB @@ DHE anoad BE @
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Showy warklist | | | | Hold ||E Simulate | | | Messages || Help |

Transaction | Invoice =l OO@ Balance B.6A |UsSD
H
. Yendor 4000000010
AMERICARN HOTEL REGISTER CO .
Invaice date 02/04/2008 Reference 2F5.J6 FREIGHT PO BOX 94140
Paosting Date 02/04/2008 YERMOM HILLS IL 60034-4150
Amount 500. 00 UsD | [ Calculate tasx
Tax amount 0 (WP sales tax, 0%) @ [ ceon; 3225686 =] a7 7455531
Test | |
Paymtterms Due immediately Bank acct [ |
Baseline Date B2/04/2008 |LASALLE BAMK NA, CLARK & BARRY | o]
Company Cade 8109 v COMMNAVEOR, JAPAN YOROSURKA
Purchase OrdenScheduling Agreement BI|  [4500046258] | | [Planned delivery costs =]
Layout [AIMS Standard MIRO T
ftern  |Amount Quantity ltern  |Procurement Doc.
111.84
g9.55
298 51

Notice that the freight has been divided out proportionally among the goods ordered. Only the
freight totals are included. You can now post/save the invoice.
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Planned Freight Billed by Third Party Vendor

Sometimes vendors will use a third party to ship goods. The freight charges are included on the
PO, but the freight invoice will come from another vendor.

Process the MIRO for the goods as detailed above (Planned Freight Billed in Separate Invoice).
=
| Invoice Document  Edit Goto Systern Help

| & HdH e LHE DDon BR 2B

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show warkist | | Hoid J[F2 simuiate ||| messages || Help |

Transaction Invoice & @00 Balance a.eo

_ METYERY Payment | Detalls | Tax |, Contacts | Note

Invoice date nz2/e4r2008 Reference  |2F5J6 FREIGHT
Posting Date 02/04/2008

Amaount 500 [ Calculate tax
Tax amount 10 (AP sales tax, 0%) |
Text

Company Code 8109 ¥Q COMMAYFOR, JAPAN YOROSLIKA

Purchase OrdenScheduling Agreement BI|  [4500046258
Goodsisenice items
= Planned delivery costs
B
tern  |Amount [Quantity [or TE2 lPurchase  [item  [Procureme Goods/senice fterms + planned delivery costs

When the invoice for the freight arrives, process it by changing the “Goods/service items +
planned delivery costs” to “Planned delivery costs™.
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=
Invaice Document

Edit Goto

System  Help

@

1 AH I EHE DDOo8 BE @

rMMoie that thea

Enter Incoming Invoice: Company Code 8109

irreoieE is =hll

| Show PO structure || Show warkist | | | @3] | Hold ||F8 simulate | || Messages || Help |

warndor fTrom the

Transaction |Invuice Q|
Invoice date 02/04/2008 Reference IW
Fosting Date 02/04/2008
Arnournt 500 . A0 | usp | [ Calculate tax
Tax amount | [I0wPsalesta, 0% @
Text |
Paymt terms Due immediately

Baseline Date

02/04/2008

0@ Balance

vendor 4000000010 &

AMERICAN HOTEL REGISTER CO
PO BOX 94150
WERMOM HILLS IL 60034-4150

E (300 323-5686 (847) T43-6531

Bankacst | |

|LASALLE BANK NA, CLARK & BARRY

Company Code

8108 WG COMMAVEOR, JAPAN YORKOSLIKA

Purchase OrderScheduling Agreement | [4500046258] | | EI |Planned delivery costs ]
Layout [ AIntS Standard MIRO al
e famount Quantity Frocurement Doc.
111.94
89 55
2098 .51

Now go to the Details tab to change the Vendor.\Also refered to as Invoicing Party.

=

Invoice Document Goto Systern Help

& 2 A H I @@ S HE hoag
Enter Incoming Invoice: Company Code 8109
| Show PO structure || Showe worklist | I | | Hold ||E Simulate | | | Messages |

Edit

Transaction | Invaice ]
Unpl. Del. Csts |
Currency usp | Exch. Rate | 1.08000 |
Doc. Type \wendor PO invoice =1 | Inw. Party ‘apo0000010|[=)
Assignment | [E1] |W|
Header Text | |
Plg level |_| Planning Day |—|
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Beginner Accounts Payable

Change the vendor number (either by typing the correct vendor number or using the drop-down

search help to find the number). Then, press [Enter] key or . You will get a pop-up box with
the following message:

K= information

initialised

Either press [Enter] or the green checkmark.

=4
Irvoice Docurnent  Edit Goto  Systern Help

K 110 e SR anoan BF 0
Enter Incoming Invoice: Company Code 8109

| show PO structure || Show worklist | [ Howd | [F28 sirmulate | || mescases || Help |

Transaction Invoice e

CC@ Balance o.60 | Ush
Basic data .l Tax |, Contacts | Mote Wendor 4000028355
ENTERPRISE SERVICES INTERMATIOMAL MG
Unpl. Del. Csts L 4980-F YWYACONDA RD
Currency ush Exch. Rate 1. 00000 ROCKVILLE MD 20852
Doc. Type Vendor PO invaice B Inv. Party 4000828355
Assignment GIL o1aea . (301) 881-4781 o
Header Text iF
Plg level Planning Da al
FPurchase OrderScheduling Agreerment E 4500046258 Flanned delivery costs el
Layout AlMS Standard MIRO e
litern  Jarnount [Quantity Jor B2 [Purchase  |itern |Procurement Do, [Reference| |
i 111.94 spnEsd [ 4500046258 1 [+]
2 89 .55 oaEs  [] 4508046258 2 E
3 208 .51 1 ORUEA [ 4500046258 3 H

The vendor has now changed. You can post/save the invoice.
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Credit Memo after MIRO invoice

Sometimes goods need to be returned after the invoice is posted. In order to tie it to the original
invoice, a credit memo can be entered through the MIRO function. DO NOT use the credit
memo t-code (F-41) as this will not give you the history with the PO.

=
| Imoice Document  Edit Goto System Help

| & 1 a0 Qe LHE Do DR QB
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show workiist | | Howd [ simulate [ 1] Messases || Help |
Transaction Invoice ) g @CO Balance b.oa
_ MEEXERY, Payment | Details |¥\ | Gontacts | Mote

Invoice date | Referen

Fosting Date 02/07/2008

Arnourt Calculate tax

Tax amount 10 (AP sales tax, B 3

Text

Company Code 8109 Ve COMMNAYE DR, JAPAN YOKOSUKA

Purchase OrderiScheduling Agreeme .. & Goodsiserice items + planned de.. B
Layout AIMS Standard MIRO g
Iterm |Am0unt |Quantity |Or...| |Purchase |Item |F'qu:urement Doc. |Reference| |

| ]
I («]0]

Normally, the MIRO screen appears ready for an invoice to be entered. Use the drop-down
function to change this to “Credit Memo”.

=
Irwoice Document  Edit Goto Systerm Help

| & 10H e@e BHE anan BE
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Ehuwwnrklistl | Hold || Eimulate| | Messages || Help |
Transaction Inwnice El @0 Bal:
|:| IFvaic e
Credit mermo
Subsequent debit Q s T Ao
Suhszequent credit
Invoice date Feference
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=
Invoice Document  Edit Goto Systern Help

& N @ @@ DHE OHnoaS AR @m

Enter Incoming Invoice: Company Code £109

| show PO structure || Show warkiist | |G| | Hold || simulate || | @ Messages || Help |

Transaction | Credit memo =] @00 Balance 33 ,500.00-| USD

[=]

AMERICAN HOTEL REGISTER CO .
Docurnent date p2iov/2008 Reference 56321 A PO BOX 94150
FPosting Date naiavizong VERMOM HILLS IL 60034-4150
Arnount 500. A0 | usp | [ calculate tax
Tax amount | [0 P salestax, 0%) @) | e 3235606 (847) T43-6531
Test |
Paymt terms 30 Days het Bank acct :|
Baseline Date O2/a7/2008 LASALLE BAMK MA, CLARK & BARRY 0l |
Company Code 8109 VQ COMMAYFOR, JAPAN YOKOSUIKA
Purchase OrderScheduling Agreeme... BI| 4500046258 | | | Goods/serice items + planned de... 5|
Layout |AlMS Standard MIRO =]
Item Amount Guuantity ... |lterm  |Procurement Doc. Reference
7,508, 60
6,000, 00
20,808, QA
111.94
89 kA
298 .51

All line items come in as selected (highlighted). In this example, we are getting a credit for
$500.00 for 25 blankets (the third line item). Un-select all line items except the one that pertains
to the credit.

Layout |AIMS Standard MIRO Q|
ltern  Amount Quantity ar... Purchase .. |item  |Procurement Doc. Reference| |
1 7,500, 80 SO0EA | [] 4500046258 1 58893412E|E|
2 G, 000,80 SO0EA | [] 4500046258 2 58893412EE
4 111.94 GE0EA | [ 4500046258 1
& a3 .55 500[EA | [ 4500046258 2
i} 203 .51 1,000EA | [ 4500046258 3

Since the background of the fields are white, they can be changed. Change the amount to
correspond to the credit. Also, change the quantity to the amount reflected by this credit memo.
In this example, $500.00 equals 25 items. Press [Enter] or the green checkmark.
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=
Invoice Document  Edit Goto Systern Help
| & D IB eeQ CHE fnan AR QF
Enter Incoming Invoice: Company Coade 8109
| Show PO structure || Show workiist | | Hold | |38 simulate ||| Messages || Help |
Transaction Credit memo bt CO@ Balance B.08 |UsDh
m Payment | Defails , Tax , Contacts , Note / Vendor 4000000010
AMERICAN HOTEL REGISTER CO [=]
Document date 02/a7/2008 Reference 56321 A PO BOX 941450
FPosting Date nz2/aviz2o08 YERMOR HILLS IL 60094-4150
Amount OG0, 00 ush [ zalculate tax
Tax amount 10 (AP sales ta, 0%) ) czomy 223-5628 (= 47y 743-8531
Text T
Faymt terms 30 Days net Bank acct | |
Baseline Date 02 /a7 /2008 LASALLE BAME MA, CLARK & BARRY
Company Code 2109 VA COMMAYFOR, JAPAMN YOKOSU

Furchase OrdenScheduling Agreeme .. & 4500045258

Goodsiservice items + planned de . 8
Layout AIME Standard MIRO bt
Item |Am0unt |Quantity f|0r...||Purchase... |Item |Pr0curementDoc. |Reference| |
1 7,500,080 BOEA | [] 4500046258 1 5OO03412¢ =]
N 2 f,000.08 5A0jEA | [] 4500046258 2 5a0a3412¢[~]
o 3 500,00 25EA [ 4500046258 3 BOOO3412¢
] 4 111.94 5E0jEA | [] 4500046258 1
] 5 89.55 5EOEA | [] /4500046258 2
N £ 298.51 1,000Es | [] 4500046258 3

Notice that the “Balance” light has turned green since the changes were made.

If you click on the Simulate icon , you will see what SAP will post.

[S Simulate Document in USD (Diocument currency)

508.00- USD 4500048258 |3 [

Position A |actvaniastrndr |Procurement Doc. [Aarmount [Cur..|Purchasing.. | itd]
1| 281800 AMERICAN HOTEL RE.. EORN A0 USD [=]
2ls zp1E10 GOODS RECEIPT/NY...

HD]

Credit 500 08
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Once you are satisfied with the journal, you can either Save/Post the document directly from this

screen by clicking on the Post icon or you can click the Back icon | Back | This will
return you to the Overview screen.

=
Invoice Document  Edit Goto  Systern Help

] DA B e EHE BDO0  HE @

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Showworklistl | Hold ||E Simulate | | Messages || Help |

Transaction Credit mama i OO@ Balance o.6e | Ush

m Payment , Details , Tax , Contacts | MNote Yendor 4000000010
AMERICAN HOTEL REGISTER CO =l
Document date n2/ayiz2ong Reference  |56321 & PO BOX 534150
Posting Date n2/ayi2ong YERMOMN HILLS IL 600594-4150
Amount 500.00 UsD [ Calculate tax
Tax armount 10 (AJP sales tax, 0%) B . (B00) 323-5686 E (847 743-6531
Teut b5
FPaymtterms 30 Days net Bank acct | |
Baseline Date Q24072008 LASALLE BARK MA, CLARK & BARRY al
Company Code 8109 W@ COMMAYFOR, JAPARN YOROSLIKA
Purchase OrderiScheduling Agreeme . )| 4500046258 Goodsisenice items + planned de . &)
Layout AlMS Standard MIRO b
ltern  [Amount |Quantity lor. | G2 [Purchase . [tem  [Procurement Doc. |reference| |
1 7,500 80 SO00EA | [] 4500046258 1 BOEE341 ZEE
] 2 6,000, a0 SE0EA | [] 4500045258 2 59993412E|E|
] B RAE . A0 25EA  [] 4500046258 3 ROEE3412¢
N 4 111 .94 SO00EA | [] 4500046258 1
] 5 a9 &5 5O0EA | [] 4500046258 2
N i} 20938 .51 1,000EA | [] 4500046258 3

Click the Save/Post icon at the top to post the document.

(May 2008) 120sStep 3 - Three Way Match: Logistics Invoice Verification



Beginner Accounts Payable

Subsequent Credit Posting to MIRO

Sometimes a vendor will give a credit for an order. It is not associated with a particular good
that was ordered or returned. It is a value-only adjustment and will not affect the quantity. In
order to tie this to the PO, use the MIRO function.

=4
Invoice Document  Edit Goto System Help

| & 1 dH @@ Dil fnan BE QB

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show worklist | | Hold || Simulatel | Messages || Help |
Transaction Iwoice g @00 Balance B.ae
M Payment | Details |, Tax ,S\tacts [ Maote

Invoice date | Reference

Fosting Date n2/07/2008

Amaunt

Tax amount 10 (AP sales tax, 0%:)

Text

Company Code 8109 VG COMMNAVEOR, JAPAN YORKOSLUIKA

Purchase OrderScheduling Agreeme .. &) Goodsisenice iterns + planned de . &)
Layout AlMS Standard MIRO hed
[ Ttern  Jamount |Quantity |or | G2 [Purchase . [tem  [Procubement Doc. |Reference| |
(4]
=]
Normally, the MIRO screen appears ready for an invoice to be entered. Use the drop-down
function to change this to “Subsequent Credit”.
=
Inwoice Document  Edit Goto Systerm Help

| @ 2 A0 Cee DHE nnoan Al
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show worklist | | Hotd |{F# simulate [ 1] Messages [ Help |

Transaction Subseguent credit e @O0

|:| IFrvoice

Credit memao L
Subsequent dehit acts | MNote

Subsequent credit QJ
Document date Reference

Fosting Date AziovizZons
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|II7

Imvoice Document  Edit  Goto  Systern Help

| & 2 IHIeee CHE Dnoan BE QR

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show wearklist | | Hold ||E Simulate| |b: Messages || Help|

Transaction Subsequent credit he]| @00 Balance 500,00 |USD
m Payment  Details , Tax , Contacts | MNote Yendor 4000000010
AMERICAN HOTEL REGISTER CO =]
Ciocument date DE.’B?.’EBDB Reference  |56321 A PO BOX 94150
Posting Date 02/07/2008 WERMOM HILLS IL 60094-41450
Armnaunt 500 . A0 ush [ Calculate tax
Tax arnount 10 (AP sales tax, 0%) gl . (800) 323-56E6 (8471 T43-B531
Texut T
Paymt terms 20 Days net Bankacct | |
Baseline Date 024072008 LASALLE BAMIK NA, CLARK & BARRY 0l
Company Code 8109 Q& COMBNAYEOR, JAPAR YOROSUIKA

Purchase OrderiScheduling Adreerme.. & (4500046258 Goodsiserice items + planned de.. T
Layout AIMS Standard MIRO z
ltern  [Arnount [auantity [or | &2 [Purchase . Jitern [Procurement Doc. [reference] |
1 SOOES | [ 4500846258 1 5O0E3412E[=]
N 2 SO00Es | [] 4500046258 2 50063412¢[~]
N 3 1,000Es | [] 4500846258 3 50003412
] 1 5OAEA | [] 4500046253 1
] 5 5OAEA | [] 4500046258 2
] 6 1,000E4 | [] 4500046258 3

Enter the appropriate information like you would for an invoice. Be sure to use the vendor’s

document number for the credit in the Reference field since SAP uses this field to check for
duplicates.

Enter the amount of the credit for the different line items where you want it to be applied. In this
example, there is a $500.00 credit that will be applied to all three goods line items (the last three
line items pictured above are for freight charges).
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|II7

Imvoice Docurment  Edit Goto Systern Help
| & 198 €@ LHE 8non AR @M
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Shuwwurklist| | Hald ||E Simulate| | Messages || Help |

Transaction Subsequent credit i

OO@ Balance g.oa | UsD

m Payrment , Details | Tax | Contacts | MNote Yendor 4000000010
AMERICAN HOTEL REGISTER CO
Document date B2/07/2008 Reference 5321 A PO BOX 94150
FPosting Date [2/07/2008 YERKOM HILLE IL 60094-4150
Amount 500 . 60 ush [ calculate tax
Tax amount I0 (AP sales tax, 0%) @ ) zo0y 223-5686 = (47 743-6531
Text TT
Payint tertms 30 Days het Bankasct | |
Baseline Date A2i07/Z2008 LASALLE BAMK MA CLARK & BARRY Ql
Company Code 2108 Y0 COMMNAVEOR, JAPARN YOROSUKA
Purchase OrdernScheduling Agreeme .. E 4500046258 Goods/serice items + planned de . E)
Layout AIMS Standard MIRO el
tern  [amount [Quantity [or. ] @ [Purchase . [itern [Procurement Doc. Reference| |
|‘I 10000 SO00EA [ ASO0046258 1 5A00341 2E|E|
| 2 100,00 RODES [ 4500046258 2 5E00341 ZEE
I 3 300 .00 1,000ES [ 4500046258 3 BO003412¢
] 4 GOAEA | [ ] 4500046258 1
] 5 50AEA | [] 4500R46258 2
N & 1,000Es | [] 4500846258 3
If you click on the Simulate icon , you will see what SAP will post.
[ Simulate Document in USD (Document currency)
Fosition |AIGIL |AchArthsWndr |Procurement Cac. |Am0unt |Cur...|Purchasing...|It
1K 201008 AMERICAN HOTEL RE . 5@0.08 USD
35 701000 SUFPLIES 180.80-|USD 4500046258 (1 (=]
55 701000 SUPPLIES 100.00-|USD 4500046258 2
75 701000 SUFPLIES 300.00- USD 4500046258 3
=]
[~
[ |[«1[]
Debit; 500 A0 Credit 508.00 Bal. ©0.00
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Once you are satisfied with the journal, you can either Save/Post the document directly from this
screen by clicking on the Post icon or you can click the Back icon | Back | This will

return you to the Overview screen.

E

Invoice Docurment  Edit Goto  Systern Help

& 100 COQ DHE DDOLD BR @M

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show wiorklist | I J | Hold ||E Simulate | I | Messages || Help |

H] CO@ Balance 0.0@ |uso

Transaction [ Subsequent credit

AMERICAMN HOTEL REGISTER GO [E]
Docurnent date p2/evizoes Reference  |B6321 & PO BOX 34150

YERMOM HILLS IL 60094-4150

Fosting Date Qz2/07 /2008

Amount 500.00 | |usp | [ Caleulate tax

Tax amaount | [10(&P salestax, 0%) = ] zom 323-5686 (847) T43-6531

Text | |

Paymt terms 20 Days net Bank acct | |

Baseline Date D2/07 /2008 |LASALLE BAMK NA, CLARK & BARRY [ o]

Company Code 8108 VG COMMAYVFOR, JAPAN YOKOSUKA

=]

|Purchase OrderScheduling Agreeme... BI 4500046258 | | | Goodssservice items + planned de . Bl
Layaut |A|fl.l15 Standard MIRO
tern  [Amount |Quantity
B | 18888
-z 18080
E 36860
4 BO0EA | [] 4500046258 1

SO0EA | [] 4500046258 2
1,000E4 | [] 4588046258 3

Click the Save/Post icon at the top to post the document.
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Subsequent Debit Posting to MIRO

Sometimes a subsequent debit needs to be posted and associated with a MIRO invoice. This is
ONLY for a legitimate pricing adjustment, such as a debit memo received from the vendor. It is
a value-only adjustment and will not affect the quantity. In order to tie this to the PO, use the
MIRO function.

=
| Imvoice Document  Edit Goto System Help
| & 3 0EH €@QICHE DDND FE @M
Enter Incoming Invoice: Company Code 8109
| Show PO structure || Show worklist | | Hold || Simulate | | Messages || Helpl
Transaction Inyoice g @00 Balance o.eg

- MTETERY Payment | Details | | Cortacts | hote

Invoice date | Refarence

Fosting Date 0270772008

Arnaunt

Tax amount 10 (AP sales tax, 0%)
Text

Company Code 8109 vQ COMMNAVEOR, JAPAN YOROSLIKA

Purchase OrdetScheduling Agreeme .. ) Goods/sewice items + planned de 5
Lay AIMS Standard MIRO =
tern  [Amount [Quantity |or [ 2 Jrurchase . [tern  [Procurement Doc. ™, |Rreference| |

: DN

Normally, the MIRO screen appears ready for an invoice to be entered. Use the drop-down

function to change this to “Subsequent Debit”.
(=
Invoice Document  Edit Goto Systerm Help
| & N AH @@ SHNE nnan BE @
Enter Incoming Invoice: Company Code 8109
| Show PO structure || Shnwwnrklistl | Hald || Simulate| | Messages || Help |
Transaction Invoice El @0 Balance
|:| Irvoice
Credit mermn
Subseguent dehit tacts , Mote
Subsequent credit %

Invoice date Reference

Posting Date Q2/07 /2008
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|EU

Irvoice Docurnent  Edit Goto  Systern  Help

| & 1 IH e@e LHE Dnon BE QB

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Shovwe worklist | | Haold ||E Simulatel |H essages || Helpl

Transaction Subseguent debit Bl @00 Balance 75.00 | UsD
m Payment , Details , Tax , Contacts ; Mote Yendor 4000000010
AMERICAN HOTEL REGISTER CO .

Invoice date PJ2-“D?#'2998 Reference  |56321 & PO BOX 94150

Paosting Date 02072008 YERMOM HILLS IL 60034-4150

Amount 75.00 UsD [ Calculate tax

Tax amount 10 (AP sales tax, 0%, =] . (800) 323-5686 (847 743-6531

Text |

Paymt terms 30 Days net Bank acit | |

Baseline Date O2/a7/2008

LASALLE BANIK MA, CLARK & BARRY 0l
Company Code 2109 V0 COMMAVEOR, JAPAN YOKOSUKA

Purchase OrderScheduling Aareement 4500046258 Goodsiserice items + planned delihZ)
Layout AlMS Standard MIRO &
Item |Am0unt |Quantity |Or |@|F’urchase |Item |Pr0curementDac. |Reference| |
1 S00EA | [] 4500046258 1 BHAG34 25 [«]
] 2 SO00EA | [ 4580046258 2 59893412EE
] 3 1,000Es | [] 4500046258 3 SO0E3412¢
] 4 SA0EA | [] 4500046256 1
] 5 sAAEs | [] 4500046258 2
] B 1,000 | [] 4500046258 3

Enter the appropriate information like you would for the original invoice. Be sure to use the

vendor’s document number for the debit in the Reference field since SAP uses this field to check
for duplicates.

Enter the amount of the debit for the different line items where you want it to be applied. The
+/- 3% (max $25) still applies to this function. Therefore, if the debit is more than a three
percent difference or more than $25, then the PO will need to be modified.
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|EU

Irvoice Docurnent  Edit Goto  Systern  Help

| & 19 eae Lil fnon BR QB
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Shovw weorklist | | Hald ||E Simulatel | Messages || Help |

Transaction Subsequent debit T

CC@ Balance 0.00 | Ush

m Payment , Details , Tax , Contacts ; Mote Yendor 4000000010
AMERICAN HOTEL REGISTER CO
Invoice date n2/07 2008 Reference  |56321 & PO BOX 54150
Posting Date Q2/avsz2o08 YERMOM HILLS IL 60034-4150
Amount 75.00 UsD [ Calculate tax
Tax armaount 10 (AP sales tax, 0%;) =] . (800) 323-5686 {847) T43-6531
Teut b
Faymtterms 30 Days net Bank acct I |
Baseline Date n2/07 /2008 LASALLE BANK MA CLARK & BARRY
Company Code 8108 V2 COMMAVFOR, JAPAN YOROSLIKA

Furchase OrderScheduling Agreement ©)| 4500046258 Goodsisenice iterns + planned deli
Layout AlWS Standard MIRD g
ltern  Jamount |Quantity |or |G rurchase [tem  [Procurement Doc. |reterence| |
i 25.00 SAOEA [ ] 4500046258 1 500034126 [<]
| 2 25.00 SAOEA [ ] 4500046258 2 EO0034128 [~
| 3 25.00 1,000EA [ ] 4500046258 3 50A03412¢
] 4 500EA | [] 4500046258 1
] 5 5A0EA | [] 4500046256 2
N B 1,000Ea | [] 4500046258 3

If you click on the Simulate icon , you will see what SAP will post.

[= Simulate Document in USD iDacument currency)
Position [a]cil [Actiartastvndr |Frocurernent Do, |Arnaunt [cur [Purchasing [t
1< 281 808 AMERICAN HOTEL REG 75.00- USD
35 71000 SLUFPFLIES 25 00 USD 45000462528 1 El

55 Fo1o06 SUFPFLIES 26 .00 USD 45000462538 2

75 Fo1o0o SUFPFLIES 25.00 USD 4500046258 3
[=]
[]

[ER I [[«][v]

{n] TE. @O Credit T5.00 Bal. o.og
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Once you are satisfied with the journal, you can either Save/Post the document directly from this

screen by clicking on the Post icon or you can click the Back icon | Back | This will
return you to the Overview screen.

=4
Invoice Document  Edit Goto  System  Help

VA 1 aH @@ CHE aDhoan BE @
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show worklist | ‘ ‘ | Hold ||E Simulate | I | Meszages || Help |

Transaction |Subsequent dehit B| CO@ Balance .00 |UsD

[

AMERICAN HOTEL REGISTER CO

Invoice date pz2/ovszoos Reference  |5321 4 PO BOH 84150

Posting Date B2/07/2008 YERMOM HILLS L 60094-4150
Amaunt 75.00 | |usp | [ Calculate tax

Tax arnount | [10@Psalestax, 0% @ || aom 323-5688 (& (347 743-8531

Text |

Payrmt terms 30 Days net Bankacct | i i |

Baseline Date B2/07/2008 |LASALLE BAMK MA, CLARK & BARRY |6 o]

Company Code 8109 VE COMMNAVFOR, JAPAN YOKOSUKA

|Purchase OrderScheduling Agreement BI| (4500046258 ] | | EI | Goods/service items + planned deli &
Layout |AIMS Standard MIRO al
e |amount [Quantity or Purchase |itern |Procurement Doc. Reference| |

ot oo
Coswwess  sowen
owen oy s
SAOEA | [] 4500046258 1

5R0EA | [] 4500046258 2

1,000E4 | [] 4500046258 3

500
500

i

Click the Save/Post icon at the top to post the document.
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Other Features to Posting MIRO Invoices

Invoices with many line items can now be displayed more easily by pressing a button, which
will hide the invoice header information. This leaves more room on the screen so that all of the
line items can be displayed.

Click once on the hide header data icon

=
Irvnice Docurnent  Edit Goto  Syster -flelp

@ | 1 Heae DN Dnoan BE QB
Enter Incoming,lnﬁ:ice: Company Code 1139
| Show PO struc‘mréﬂ!Shnwworklist | I J | Hold ||E Simulate | J | £ Messages || Help |

Transaetion | Invoice E] CO@ Balance | 0.00 |usp
Vendaor 4000021075
SOUTHERM INDUSTRIAL TRUGCK & LIFT REPAIF
Invoice date 12421712007 Reference | EI2034 8230 MCCARTY 5T
Pasting Date 12/21 72007 | PEMSACOLAFL 32534
Amount 11,500, 00 | usp | [ calculate tax
Tax armount | | |10 (AP salestax, 0%)  E 850—4??—???8 (S es0-a77-4772
Text | | i
Paymt terms 14 Days net Bank acct T |—‘
Baseline Date 12421 {2007 [WEST FLORIDA MEDICAL FCLU | EE o |
Company Code 1139 MWR GULF COAST PENSACOLA

|Purchase OrderScheduling Agreement | 4500040555 | | El | Goodsfserice items + planned deli |
Layout |All information =]
or Purchase |tern |Procurement Do, |

- 2,500 . 00 1-|E| [=]
e §,000.00 3EA (-]
3 3,000 00 1A H

[ Ttern  Jamount |Quantity
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After you click on the hide header data icon the screen changes to look like the following screen

shot.
=
Invoice Document  Edit  Golo  System  Help
vV 390 @ CHE anLan R @m
Enter Incoming Invoice: Company Code 1139
[ Show PO structure || showworkist | | [53] | Hold |8 simulate | [ & wessages |[[H Help |
Transaction | Invoice =] CC@ Balance 0.00 | USD
Y| Header
Purchase Order/Scheduling Agreement B [4500040555) | | | Goods/serice items + planned deliE |
Layout |All information ]
Item Amount Quantity Qr Purchase lterm  |Procurement Doc. PO Text
2,500.00 0
B, GER. 00 0
3,000.00 O

The line items are all displayed. To change it back and display the header information, simply

click once more on the same icon.
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It is now also possible to go from the Enter Invoice screen directly to the Vendor’s account. To
view the vendor’s open items, click on the line item list icon. a0l

=

Inwgice Documnent  Edit Goto  Systern  Help
& 300 CEaQ CHE DO BE @m
Enter Incoming Invoice: Company Code 1139
| Show PO structure || Showworklist | | [§3] | Hold |[F% simulate | [ & Messages | [ Help |

H] CO@ Balance 0.08 | USD

Transaction | Invoice
Wendor 40000210745
SOUTHERM INDUSTRIAL TRUCK & LIFT REF"AlF
Iwnice date 12/21/2007 Reference [EI2084 | B230 MCCARTY 5T
Posting Date 1202102007 PERSACOLAFL 32534
Amount 11,500, 08 UsD | [ Calculate tax
Tax amount I0 (AP sales tax, 0%)  EIf || ss0-477-7778 B50-477-4772
Text | | |
Faymt terms 148 Days net Bank acct [IEOETII07 T T
Baseline Date 1212142007 [VWEST FLORIDA MEDICAL FCU | o |
Company Code 1139 MWR GULF COAST PEMSACOLA
Purchase OrderScheduling Agreernent BI| (4500040885 | | @ | Goodsfserice items + planned deliE)|
Layout | All information al
ltern  |Arnount Quantity Pracurement Do,
2,600,080
5,080 00
3,800.00

After clicking on the line item display icon once, the following screen appears.
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=
| List Edit Goto Extras  Erwironment  Settings  System  Help

| @ 100 e oHB DDoD PR Q6

Vendor Line Item Display

I | K I N = (B[ setections [ ismute Case

@ open

Status:

& Parked @ Cleared
Due date: Overdue Ly Due ¢ Not due
Run Date: 1242102007
User: HO_RANDERSON
SOUTHERN IWDUSTRIAL TRUCK & LIFT RE 4000E21075

8230 MCCARTY ST

PENSACOLA FL 32534
Stat (CoCd|Reference Documenthlo| Type |Doc. Date [Psthg Date|PE|DD|Met due dt| &mt in loc.cur. |Text
i @ |1139(5K0401 3500000000 | KR 11282007 11/429/2007 |31 1281472007 6,500 00- *DEPOSIT
L ] 6,500, 00-
** hccount 4000021075 6,500 00-

To return to the “enter invoice” screen, click the green arrow back icon.
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Display Invoice Verification Documents

Menu Path:  LOGISTICS > RETAILING > PURCHASING > LOGISTICS INVOICE
VERIFICATION > DOCUMENT ENTRY > ENTER INVOICE

Transaction code: MIRO
This function replaces the old transaction MR3M, which can no longer be used. There is now

the capability to display Invoice Verification Documents directly from the MIRO data entry
screen. To display, click on the “Other Invoice Document” icon.

=4
| Irwoice Document  Edit Goto Systern Help
| @ 2 A H e HE oo BE
Enter Incoming Invoice: Company Code 1139
| Show PO structure || Ehnwwnrklistl | Hold || Bimulate| | hMessages || Help |
Transaction Irmvaice T @O0 Balz

m Pavment i Details i Tax i Contacts i ote

Imvoice date | Reference

FPaosting Date 1202142007

Amount [ calculate tax
Tax amount 10 (AP sales tax, 0%) E
Text

Company Code 1139 MWR GLILF COAST PEMSACOLA

FPurchase Order’Scheduling Agreement EJ

Field Description/Usage

Enter Invoice: Company Code 1353

Invoice doc. Enter the document number of the invoice you want to display.
number
Fiscal Year Enter the fiscal year in which the document was posted.
I@Chnnse Invoice Docurment
8(May 2008
Invaice Document Mo, B190237180 (May )
Fiscal Year 2008

|
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Click the green checkmark or press Enter to continue.

=
Irvoice Document  Edit Goto  Systern Help

@ | B H @ DHE ODno0 BE @m

Display Invoice Document 5190237180 2008

| S8how PO structure | || Follaw-On Documents .. | | |s§8] | |IE Heln |

Transaction [ Invoice H]| [5190237160] |2008]

SOUTHERN INDUSTRIAL TRUCK & LIFT REPAIF (3]
Invoice date 1272112887 Refersnce |EI2084 | 8230 MCCARTY 5T
Posting Date 1272112087 PENSACOLAFL 32534
Amount 11,500,008 usp | [ calculate tax
Tax amount 8,00 10 (AP sales tax, 0%) H] 880-477-7778 850-4??—4??2
Text |
FPaymt terms 148 Days net Bank acct | i |
Baseline Date 12/21/2007 [VWEST FLORIDA MEDICAL FCLU |E o]
Company Code 1138 MAR GLILF COAST PENSACOLA

Layout All infarmation =]

Iterm  |Procurement Doc.

To display the accounting documents associated with this invoice document, click on the
“Follow-On Documents” icon. | S0 DRI |
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IlI?’List of Documents in Accounting

Documents in Accounting

Doc. Mumb..| Object type text |
2100000000 Accounting document
1008645183 | Spec. purpose ledger

| Criginal docurment |

Double click on either option to display the documents.

=4
| Docurnent  Edit Goto Settings  Exras  Ernwironment  Systern Help

| @ 300 0@ SHRE 9000 BF @3
Document Overview - Display

&)Wl JD ][] ia][] 3] [ 5[ & cnooss || sare

Doc.Type @ RE ( Vendor PO invoice ) Normal document

Doc. Number 5100880000 Company code 1139 Fiscal year 2008
Doc. date 1242172007 Posting date 12/21/2007  Period a3
Calculate Tax

Ref.doc. EIZ2084

[Doc . currency ush

Itm|PK|5|Account Account short text Cost Ctr Order bssignment Amount [ Text
1|3 4008021075 SO0UTHERN INDUSTRIAL 11,500.00-
2|86 (281010 GR{IR CLEARRING 4548 450004055500001 2,500.00
3|86 (281010 GR!IR CLELRING 4548 450004055500002 6,000.00
4|86 (281010 GR/IR CLEARING 4548 450804055500003 3,000.00
* 0.08
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Reversal of Individual Logistics Invoice Documents

Documents that have been posted in error can easily be reversed. SAP provides functionality to
automatically generate a reversal document, when the user specifies the original document.

/ NOTE: An invoice that has already been paid can not be reversed right away since the
payment automatically clears the document. Please call the SAP helpdesk if
you need to reverse an invoice that has been paid.

Remember that reversal documents cannot be posted to a period that is already closed. Usually,
SAP will use the posting date of the original document as the reversal posting date if it is within
the current period. The user may specify a different posting date. It should be in the same
accounting period as the original document. If it is determined that an invoice from a previous
(closed) period needs to be reversed, you must specify an alternate posting date because the
system cannot post to the original.

There are two options for reversing documents. The first option is to use T-code MR8M. The
second option is from the MIRO screen.

First option for reversals:

Menu Path:  LOGISTICS > RETAILING > PURCHASING > LOGISTICS INVOICE
VERIFICATION > FURTHER PROCESSING > CANCEL INVOICE

Transaction code: MRSM

|II?

Invoice Docurnent  Edit Goto Systern Help

| & 1 0B Q@Q SHE nnon AR QB

Cancel Invoice Document

|-.‘S?3° Display Dncument|

Invaice Daocument Mo. A19@237180
Fiscal Year 2008

Details Re Reversal Posting

Reversal Reason 01[f=)

Fosting Date
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Field

Description/Usage

Reverse Document: Header Data

Invoice doc. Enter the document number to be reversed.
number
Fiscal year Enter the fiscal year in which the document was originally posted. Remember

that F&FR uses document numbers that are company code dependant and that
reset themselves after they reach the end of the respective number ranges.
Therefore a unique document can only be found when both the document
number, company code and fiscal year are specified in combination. This
combination is a unique key in the database that identifies a particular
document.

Details for cancellation posting

Reversal reason

Currently, there are three reversal reason codes that can be used. This code is
only used for reporting purposes (i.e. document reports can be executed with
reversal reason code as a selection criteria). The valid reason codes are:

01 Reversal in current period

02 Reversal in closed period (alt posting date)

03 Accrual reversal

Reason code # 03 should only be used for self-reversing journals (AJVs).
Reason code # 01 should be used when the original document to be reversed
was posted in the current period. Reason code # 02 should be used when the
original document to be reversed was posted in a closed period.

Posting date

This field could be left blank if the posting date for the reversed document is
similar to that of the original document. This field must be filled when using
reversal reason code # 02 - you must indicate the date you want the reversal
posted (it CANNOT be in a closed period...it must be a date in the current
period you are using). This field should be left blank when using reversal reason
code # 01.

Click |63;_rr Display Document |t0 see the document for cancellation.

Click to return to the previous screen.

To reverse the document, click on the Save icon.

/ NOTE:

>

After the reversal has been processed, you will need to manually clear the
reversal document with the original document. (See section on Manually
Clearing Documents.)
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Second option for reversals:

Menu Path:  LOGISTICS > RETAILING > PURCHASING > LOGISTICS INVOICE
VERIFICATION > DOCUMENT ENTRY > ENTER INVOICE

Transaction code: MIRO

The first step is to click on the Other Invoice Document icon.

|II7

Invoice Document  Edit Goto - Systern Help

| & 0 a0 e SHE o0on HE Q8

Enter Incoming Invoice: Company Code 1139

| Show PO structure || Show worklist | | Hold || Simulate| | Messages || Help|

Transaction Invoice g @00 Balance

m FPayment i Details { Tax i Contacts i Mote

Inwoice date Reference
Fosting Date 12421742007
Amount [ Calculate tax
Tax amount 10 (AP sales tax, 0%) g
Text
Companyf] (= Choose Invoice Document
Invaice Document Ma. F190237130 %
Furchase Flscal Year 2008 Goodsfsenice items + planned deliv )
Layout All information g
[itern  TAmount |Guantity lor TE2 [Purchase  [tern [Procurement Doc. [PoTad | |
[+]
(]
=

A popup box will appear and you will fill in the document number of the invoice you want to

reverse and the fiscal year in which it was posted.
|E='

Invoice Docurnent  Edit Goto  Systern  Help

| & 100 e CHE a0 BE QB

Display Invoice Document 5190237180 2008

| Show PO structure | | Fallow-Cn Documents . | | Help |

Transaction Invoice | 5180237180 (2008
m Payment . Details , Tax , Contacts , MNote Yendor 4000021075
SOUTHERM INDUSTRIAL TRUCK & LIFT REF‘AIF
Invaice date 12¢421/2087 Reference  |E12084 8230 MCCARTY ST
Posting Date 12421120087 PEMSACOLAFL 32534
Amount 11,500, 08 UsD Calculate tax
Tax amaunt .60 10 (AP sales tax, 0%) il %850-4??-???8 850-4??-4??2
Tent
Bayattar 1o Days ot Bank oot QEpalEERTe
Mayi2008)  12/21/2007 138step 3 - ThnerM&eramlm;f-\hmisﬁnsdnvoice Verificat-n
Company Code 1138 MWR GULF COAST PEMSACOLA

Lavout

All infarmation
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Once the document appears, click on the reverse document icon.
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Another popup box will appear where you must enter the reversal reason and posting date if it is
to be reversed on a date other than the original posting date.

I Enter Reversal Data

Reversal Reason  |01][®)

FPosting date

Press [Enter] or the green checkmark icon.

The following message will appear after the document is reversed:

I Information

Document reverzed with no. 5130237183; Pleaze

0 manually clear Fl documents

o (04 Help
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Analysis of GR/IR & Freight Clearing Accounts

The GR/IR Clearing (201010) and Freight Clearing (202012) accounts need to be analyzed
weekly to ensure that documents are matching up properly. Sometimes an order will be
generated using the 3 Way Match process. However, when the invoice comes in, it will be
posted using the Direct Invoice method instead of the Invoice Verification (MIRO) method. This
results in a credit entry that is never cleared out of the GR/IR Clearing Account and a double
posting of the expense.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER >
ACCOUNT > DISPLAY/CHANGE LINE ITEMS

Transaction code: FBL3N

=
Program  Edit Goto  Systerm Help

| & D 9B e@@ BHE fnos AR @M
G/L Account Line Item Display

GIL account selection

il account Eatetn to

Company code 1163 to

Selection using search help
Search help 1D
Search string

| 5 Search help

Line iterm selection
Status
@ Open items
Open at key date 0141842008

O Cleared iterms

Clearing date to EI
Open at key date

O Al items

FPosting date to

Enter the G/L Account 201010 (GR/IR) or 202012 (Freight).
Enter the appropriate Company Code.

You want to look at open items, so leave the default Status under Line item selection. Click on
the Execute icon.
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=
| List Edit Goto Exiras Environment  Seftings  System  Help

|@ 100 @@ SHB DO FAR QB

GIL Account Line Item Display

KIK10| =]

Status ¥ Posted o Parked @ open @ Cleared

Run Date. 01/18/2008 @8:58.05
User HO_RANDERSON

Open Items Key Date: B1/18/2008

2pie1e GOODS RECEIPT/IMYOICE RECEIPT CLEARING

Selections ||

Dispute Case

Page

1

@
=

CoCd| Assignment DocumentMo| Type |Doc. Date |Pstng Date|PK|&|Cost Cir

Amourt in local cur.

Text

Ar

1163 450003930300015 GO000BRE23(WE |09/17/2007| 09/17/2007 (96
1163| 4500040207000 BOABAAATAG|WE |08/07/2007 A8/07 /2007 |06
1163| 4500041 76700001 5000000030\ WE  |10/12/200710/12/2007 |96
1163 4500041 FETOO002Z 500000RE30(WE |(10/12/2007 | 10/12/2007 (96
1163| 450004254400001 50066AE184|WE | 10/14/2007 ) 11/18/2007 |86
1163| 450004284400002 5000EEEMR4|WE  |10/14/2007 11/19/2007 |86
1163 450004234400003 5000000104(WE |10/ 14/2007| 1171942007 (96
1163| 450004284400004 5000000104\ WE | 10/14/2007) 11/19/2007 |96
1163 450004234400005 5O0000E104(WE |10/ 14/2007 | 11/19/2007 (96
1163| 460004234400006 BOAAAAATA4|WE | 10/14/2007 ) 11/19/2007 |96
1163| 450004234400007 S000EEETR4|WE  |10/14/2007)11/19/2007 |96
1163 450004234400008 500000E104(WE (101472007 11/19/2007 (96
1163] 450004254400009 5000000104\ WE | 10/14/2007) 1171972007 |96
1163 450004234400010 5O000EE104(WE |10/14/2007|11/19/2007 (96
1163| 450004284400011 BOABAAETA4|WE | 10/14/2007 ) 11/19/2007 |96
1163| 450004284400014 5000000104\ WE | 10/14/2007) 11/19/2007 |96
1163 450004234400016 500000E104(WE |10/ 14/2007| 11/19/2007 (96
1163| 450004254400018 50006AE184|WE | 10/14/2007 ) 11/18/2007 |86
1163| 450004234400021 5000EEETE4|WE  |10/14/2007) 1171972007 |86
1163 450004234400022 500000E104(WE (101472007 11/19/2007 (96
1163] 450004284400023 5000000104\ WE | 10/14/2007)11/19/2007 |96
1163 450004234400024 500000E104(WE (101472007 11/19/2007 (96
1163| 460004284400025 BOAAAAETA4|WE | 10/14/2007 ) 11/19/2007 |96
1163| 450004284400026 5000EEENR4|WE  |10/14/2007) 11/19/2007 |96
1163 450004234400027 5000000104(WE |10/ 14/2007| 1171942007 (96
1163| 450004254400028 5000000104\ WE | 10/14/2007) 1171972007 |96
1163 450004234400024 5O0000E104(WE |10/ 14/2007 | 11/19/2007 (96
1163| 460004284600023 BOAAAAA143|WE | 12/03/2007 12/05/2007 |96
1163| 450004296800001 D00DOEEBEY|WE  |09/30/2007) 097302007 |96
1163) 45000431 3400081 500000RE17(WE |10/09/2007 10/09/2007 (96
1163| 450004313400002 5006BAAE17|WE | 10/09/2007 16/09/2007 |86
1163| 450004313400003 5000EEEETY|WE  |10/09/2007 10/09/2007 |86
1163] 460004313400004 BOABAAAETT|WE | 10/09/ 2007 1670972007 |06
1163| 450004324100001 5000000187 | WE  |12/37/200712/31/2007 |96
1163] 4500043241 00002 SO0000E1ET(WE |12/31/2007|12/31/2007 (96

Bisie] 868 8808858 686 5 8 65 568666 8868 8 68 88 8

30.

arr

289

75

504.
TE0.

2,475

1,180,

14,070

384,
408,

0e-
86-

.Be-
.Be-

0o-

.Be-
.Be-
.Be-
.Be-

BE-

.Be-
.Be-
.Be-
.Be-

BE-

.Be-
.be-

0o-

.Be-
.Be-
.Be-
.Be-

BE-

.Be-
102.
182,
102,

0e-
0o-
0e-
BE-
0o-
0e-
0o-
0o-
BE-
0o-
0e-

Notice that the Assignment field contains the PO number along with the line item number. For

example, line item 20 of PO 4500025631 would look like 45000256310020.

For better analysis, you need to change the layout of the screen. To do this, click on the Select

layout icon. A pop-up box will appear.
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I Layout choose

[+]

Layout Layout description = 22| 5B 3 E

B TREE AIMS G/L Account Overwview w”| w

HAIMEE2 AIMS G/L Account Overwview w! Int. Order |oFf «F

HATMSE3 AIMS G/L Acct Item Document Header Info |

fOAIMSE4 AINS Inwentory by Cost Center Summary w”| o

HATMSAS AIMS G/L Account Owverwview w/ O0ffset Acct | o

HAIMERE AIMS Interco Cash - EFT Info & Check Mo.|«#| o«

HIMSET AIMS Transaction Wolume by Cost Center |« o

HATMSEE AIMS Interco Cash - Hot Checks Only o | o | o

HAIMEES AIMS Credit Card Clearing Overwyiew w”| o

fRIMS1E AIMS GR/IR and Freight Clearing Analysis | o —

HBTRST ATMS Inwentory Account Wendor Analysis | o o

HBIMET2 ATMS G/L Account Overwview - MWFC w”| o

HATMS13 AIMS AR Reconciliation Acct Overwiew o | o

FBIMET4 AIMS A/P Reconciliation Acct Overwiew w”| o

HAIMS15 AIMS GR/IR &nalysis (Consignments Only) | o o

HBIME16 AIMS G/L Account by Cost Ctr, Fost Date |oF| oF

B TMETT ATMS G/L Acct w/ Offset fAcct & Mame o o

B THE12 ATMS POS/DAR 101068 Clearing Overwview o o

HBIME19 AIMS Cash Over/Under by Cashier w”| o

HATMS20 AIMS Assets & Projects (active only) | | o

BTS2 AIMS Cash Over/Under by Cashier by Month|e#| «F E

fRIMS2E RTINS Chanoe & petty cash by custodian w”| o E

Choose layout /AIMS10: AIMS GR/IR and Freight Clearing Analysis. Either double click the
name or click once and then click the green checkmark. The layout will change.
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=4
| List Edit Goto Edras Environment Seftings System  Help

| & 100 e DHB Do AR

G/L Account Line Item Display

X1 NI D 2| P e selections |[[7 Dispute Case
G/L Bccount 201010 GO0DS RECEIPT/INYWOICE RECEIPT CLEARING
Company Code 1163
Documentho| Type Doc. Date |Amount in local cur. |Site|Purch.Doc. | Item|Clearing |Clrng doc. |Assignment
f& BROOEOAE23| WE a8 7 i20av 30.00-[4513] 4500039803 15 450003980300015
* 30.00- 4500039803
] s660066716(WE O8fo7 2087 877 .80- 4513 4500040207 1 450004020700001
* arv7 . 80- 4500040287
(] Goooeaaaze| WE 1081242087 3,280 .00-4515] 4500041 76T 1 4500041 76700001
] see0066830(WE 18f12{2087 1,820 00-|4515] 4500041767 2 4500041 7ETROEA2
* 5,108, 00- 4500041767
(] Goooaa1ad4| WE 1041472087 81 .00-[4513| 4500042844 1 450004 284400001
[ see006e104|WE 10/14/2007 81.00- (4513 4500042844 2 450004284400002
(] s0o60000104( WE 1041472087 81 .00-[4513| 4500042844 3 450004284400003
[ EeeaEnndod|WE 10/14/2087 21.00-(4513| 4500042844 4 450004 284400004
[] Seeeeea10d|WE 10/14/2007 21.00- (4513 4500042844 B 450004284400005
[] SeeeEaa104|WE 10/14/2087 21 .00-[4513| 4500042844 i} 450004284400006
(] GeeeEAE1G64(WE 1041472087 21.00-(4513] 4500042844 7 450004284400007
[ EeEEEAE104|WE 1041472007 228.00- (4513| 4500042844 8 150004284400008
[] SeeeEaa104|WE 1041472087 114 .00- 4513 4500042844 9 450004284400009
[] EeEEEAE1G64(WE 10/14/2087 114 .00- 4513 4500042844 10 450004284400010
[ EoeopaEdod|WE 1041472087 G9.00- [4513| 4500042844 11 450004 284400011
[] Seeeeea104|WE 10/14/2007 94 .00- (4513 4500042844 14 450004284400014
(] s0o60000104( WE 1041472087 102 .00- 4513 4500042844 16 450004284400016
[ EeeaEnndod|WE 10/14/2087 GA.00-[4513] 4500042844 14 4500042844000149
[] Seeeeea10d|WE 10/14/2007 G9.00- (4513 4500042844 21 450004224400021
[] SeeeEaa104|WE 10/14/2087 7h.00-[4513] 4500042844 22 450004284400022
(] GeeeEAE1G64(WE 1041472087 209.00-14513| 4500042844 23 450004284400023
[ EeEEEAE104|WE 1041472007 209.00- (4513| 4500042844 24 150004284400024
[] SeeeEaa104|WE 1041472087 209.00- 4513 4500042844 25 450004284400025
[] EeEEEAE1G64(WE 10/14/2087 G9.00-[4513| 4500042844 26 450004284400026
[ EoeopaEdod|WE 1041472087 102 .00- 4513 4500042844 27 450004284400027
[] Seeeeea104|WE 10/14/2007 102.00- 4513 4500042844 28 450004284400028
(1 soo60000104| WE 1041472087 102 .00- 4513 4500042844 29 450004284400029
* 2,244 00- 4500042844
1 seco06e143(WE 12f03/2007 7h.00- (4513 4600042846 23 450004284600023
* 7hoDo- 4500042846
(] 5000000867 WE O8/30/2087 A04.00-]4515| 4500042968 1 450004 296800001
* G04.00- 4500042962
] se60066817|WE 10/09/2087 TOO.00- 4548 4500043134 1 450004 313400001
] GeeeEaEa17(WE 10/09/2087 2,475 00-(4548] 4500043134 2 45000431 3400002
[ EoeoEasaq7|WE 10/08/2087 1,108 00- (4548 4500043134 3 45000431 3400003
[] Seeeeee017|WE 10/09/2007 14,070.00- 4548 4500043134 4 45000431 3400004
* 18,345 00- 4500043134
(] s0060008187| WE 1243142087 384 .00-14513| 45000432441 1 450004 324100001
1 seo006E187|WE 12f31/2007 408.00- 14513 4500043241 2 450004324100002
* 792 .00- 450004 3241
(] s0o60006185( WE o fod4/2008 408 . 00- 4513 4500043242 1 450004 324200001
[ see606e185(WE o1/o4/2008 432 .00- 14513 4500043242 2 450004324200002
* 240.00- 4500043242
(] 5000000065 WE 10/430/2087 925 .00-|4515| 4500043501 1 4500043501 00001
* 925 .00- 450004 3501

The account is now sub-totaled by the purchase document number. It also shows the line item
number since there are partial receipts of goods.

To learn more about the PO, double click on a line item.
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|II:'

Docurnent  Edit Goto  Extras  Ernvironment  Systern Help

| & 21 0H @@ CHE aDL0 R @M
Display Document: Line Item 002
7@ [2] v |[«][@] & additional Data |

IGIL Account! 2016810 GOODS RECEIPTAMYOICE RECEIPT CLEARING

Company Code T163 ) MWR COMMAVREG, HAWAI
Doc. no, |BOEEEER3ET

Line ltem 2 ! GRIR credit F 96
Amount 504 .00 LIsSD
Tax Code

Additional Account Assignments

Asset

Material Site 4515

Purchasing Doc. (4500042968, 1

Quantity 42 Wuble click

Assignment 450004296200001 e-

Text

The Purchasing Doc. number is listed as well as the line item number and quantity. In order to
see the actual purchase order, double click on the Purchasing Doc. field.
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|EU

Purchase Order Edit Golo  Emwironment  System  Help

& 100 60 CHR Bhos AR Q)

FICO PO under $25K 4500042968 Created by VIRGINIA AMANSEC

@ | Print Preview H Messages ‘ F‘ersonalSemng|

[ |[FICO PO under §25K T [4580042088| vendor 4000021719 HAWAI STATE GOLF| Doc. date  [83/26/2687
E Header

| E| term Cverdew

tem [1] MEMBERSHIF DUES FOR HANDICAR svsTiE|  [a+]

Aricle Data i QuantitiesiVeights i Delivery Schedule i Delivery i Invoice i Conditions 4

Purchase OrderHistory | Tess | DeliveryAd ||, OE

(= AcchssCat [Kosteenter 1| Distribution

Sinale account assignme | CoCode MWR COMMA'E

Fartial Ir. Deetive fram Account AssicE
5 [auantty  [Perce [costotr  [onscct o |
1 42000 0@ 4897 783000

DT E

K|

EEE 1 i

The screen that appears shows the Account Assignment for the particular line item you chose.
For more information about navigating through the Display Purchase Order, please see the

Procurement Beginner manual.
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Correct the GR/IR & Freight Clearing Accounts

There is a program that can be run if you find line items in the GR/IR and Freight Clearing
accounts that do not match up. SAP will reverse the goods receipt in the current period. The
system will process a reverse entry to what was originally posted, assuming that the original GL
account (cost element) and cost center are still open and available for postings. If the goods
receipt was in a prior fiscal year, you can not specify Prior Fiscal Year Expense. A GJV would
need to be done.

Warning: Do NOT attempt to do this if the purchase order contains an asset. If the
goods receipt was posted to a fixed asset that has started to depreciate, you

can not reverse the GR. Also, you can not reverse a GR that has been posted
to a 179 project (asset under construction) if the project has been closed.

Please call the SAP Helpdesk before continuing for asset POs.

Menu Path: LOGISTICS > RETAILING > PURCHASING > LOGISTICS INVOICE
VERIFICATION > GR/IR ACCOUNT MAINTENANCE > MAINTAIN
GR/IR CLEARING ACCOUNT

Transaction code: MR11
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||I7

Program  Edit  Goto

e

Systern Help

JH Qe R D008 BE @0

Maintain GR/IR Clearing Account

Document Header Data

fi163[=)

a1/1842008

Company Code
FPosting Date
Reference
Doc.Header Text

MW COMMNAYREG, HAWAIL

Choose
Yendor
Freightwendor
FPurch. Organization
Furchasing Group

Site

Furchasing Document
Iterm

Furchase Order Date
Furch. Doc. Category
Order Type

10/01/1989

to E3
o (=
to E
t B
to =]
to E
t B

s 09/30s2007

(5]

Surplus Types
[v] Delivery surplus
[v] Invoice surplus

Clear
GRIR Clearing Account
Dielivery Cost Accounts

[JERS Purchase Orders
[JERS - Delivery Costs

Last movement before key date

0141872008

Qb Yar. Less Than/Equal To 100.0 Fercentage

YWalue Wariance Less Than= Ta sD
Processing

Automatic clearance Q

Prepare List @  Layout fBIMSO1
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Field Description/Usage

Maintain GR/IR Clearing Account

Company Code Enter the appropriate company code.

Posting Date Enter the appropriate posting date. Today’s date will be the default.

This field will apply to all documents that are reversed, so use something that will
apply to all.

Reference

Purchase Order This is a range of dates to look for POs. This will show outstanding line items in
Date these accounts.

Leave everything else blank or with the default. Click the Execute icon.

|E7\:\5t Edit Goto Settings  System  Help

|& 1 a0 @GR SHE D000 BEIRE
Maintain GR/IR Clearing Account
| Post”&’@ Purchase 0rder| lE“zHIHE

Company code 1163 MWR COMNAVREG, HAWATT

currency UsD
Purch.Doc. Item PO Date Mame 1 Short Text 0Un GR-IY¥ A Object for Business Transaction
PG Site Article G/L acct  Cost Ctr  Order Asset Sho
Purch.Doc. Item Account key name Carrier- name 1 Quantity Received Quantity invoiced Difference Oty OtyVars Diff. Value
4500039803 15 OG/28/2007  TIFOSI OPTICS INC STELVIO GOLF TB335 METALLIC RED EA X K 4988
180 4513 151000 4938

[ 4500039803 16 GR/IR clearing 1 1 1ae.0 3680
4500040207 1 07113720087 TAYLOR MADE ADIDAS GOLF FOWER BAND 737424 TITAN METALLIC/ ER X K 4988
180 4513 151000 4938

14500040207 1 GR/IR clearing 1 1 100.0 arr.an
4500042844 1 08/24/20087 PING GOLF FREESTYLE 2008 BLK/BLK/WHITE 01 BAG E& X K 4888
190 4513 1510080 4938

14500042844 1 GRIIR clearing 1 1 100.0 a1.00
4500042844 2 09/24/20087 PING GOLF FREESTYLE 2008 ELK/RED/YELLOW 05 BAG ER X K 4088
190 4513 1510688 4988

[]asooe4z344 2 GR/IR clearing 1 1 100.0 81.680
4500042844 3 09/24/2007  PING GOLF FREESTYLE 2088 WHT/PWE/PINK 0Of BAG EA X K 4988
190 4513 1510688 4988

[]45p0p42844 3 GR/IR clearing 1 1 106.0 a1.680
4500042544 4 09/24/2007  PING GOLF MOON LITE 2088 BLACK BAG EA X K 4988
180 4513 151000 4938

[14500042844 4 GR/IR clearing 1 1 1ae.0 21.680
4500042544 5 09/24/2007 PING GOLF MOOM LITE 2008 MAWY BAG ER X K 4988
180 4513 151000 4938

14500042844 5 GR/IR clearing 1 1 100.0 21.00
4500042844 6 09/24/2007 PING GOLF MOOM LITE 2008 RED BAG E& X K 4888
190 4513 151068 4988

14500042844 6 GR/IR clearing 1 1 100.0 21.00
4500042844 T 09/24/2007  PING GOLF MOON LITE 2888 ROYAL EAG Ef X K 4988
190 4513 1510688 4988

[]asoop4zg44 7 GR/IR clearing 1 1 100.0 21.80
4500042844 8 09/24/2007  PING GOLF LATITUDE 2888 ©1 ELK/GRP/SIL BAG EA X K 4988
190 4513 151008 4938

[]45p0p42844 8 GR/IR clearing 2 2 106.0 22800
4500042544 9 09/24/2007  PING GOLF LATITUDE 2088 B2 BLK/ROYAL/SILYER EA X K 4988
180 4513 151000 4938

14500042844 9 GR{IR clearing 1 1 100.0 114.00
4500042844 10 09/24/2007 PING GOLF LATITUDE 2068 B3 GRAY/CRIMSON/SILVER ER X I 4988
180 4513 151000 4938

[]4500042844 10 GR/IR clearing 1 1 100.0 114.00
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The report that comes up shows purchase orders where a goods receipt was posted, but not the
invoice (as a MIRO).

/ NOTE: Do NOT automatically reverse all of the documents listed. You MUST

: research the outstanding documents to see if they really should be reversed.
Some OCONUS bases have long delivery times and should be kept in the
account.

If you would like to see the purchase order, click on the box to the left of the line item.

,r-'fﬂf

Furch.Doc. [tem PO Date Wame 1 Short Tert
PGr Site Article G/L acct Cost Ctr Order lsset Sho .
Furch.Doc. Item Account Key name Carrier- name 1 Quantity Receiwed Quantity invoiced |
4500039803 15 B6/28/2007  TIFOSI OPTICS IWC STELYIO GOLF TG335 METALLIC RED
180 4513 151000 4988

[w] 4500039803 15 GR/IR clearing 1
4500040207 1 0741372007  TAYLOR HADE ADIDAS GOLF POWER BAND F37424 TITAW METALLIGCY
180 4513 151000 4988

{w 4500040207 1 GR/IR clearing 11
45006042844 1 09/24/2007  PING GOLF FREESTYLE 2008 BLE/BLK!WHITE ©1 BALG
180 4513 151000 4988

14500042044 1 GR/IR clearing 1

Click on the Display Purchase Order iconl'ﬁﬂ’“ Purchase Order | The PO will appear. Click the
green arrow back to return to the report.

Once all of the appropriate line items to be reversed are chosen, click the Post icon.

A log is created that shows the document numbers. Only one clearing/reversing document is

created, even if multiple goods receipts are chosen. Remember that the PO is still “Open” and

will need to be closed. Please see the Procurement Advanced manual (“Close Purchase Order

Line Items”) for more info.

|I§I:ist Edit Soto  Settings  Extras  Systerm Help

| & 500 @@ BHE o h o HEE @/
Maintain GRYIR Clearing Account

Log created on 01/18/2008

Information 1
Ywarnings
Error

Total 1

Exce...l...lApplication Area |ru15__|z: Nl Numer.lF’urch.DDc. | ItemlMessage Text

oOo@ (| mE as0 1 1 Document no. 4190000551 created
ooa o 1
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Manually Clear Vendor Line Items

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
> ACCOUNT > CLEAR

Transaction code: F-44

/ NOTE: This process should be done after a “payment on account” has been
performed and the offsetting source documents (i.e., goods receipt and
invoice) have been received.

A “PAYMENT ON ACCOUNT” could be done in a situation where a prepayment to the vendor is
required prior to receipt of goods and/or invoice. For example, a check must be prepared in
order for the Post Office to authorize a postage meter increase or a check is necessary for prepaid
ITT tickets. The check is prepared as a “Payment on Account” resulting in a check being written
with NO offsetting invoice or paperwork. (See: “HOT CHECKS” for Payment On Account in the
Accounts Payable Advanced manual.)

After receipt of the goods or services, (increased meter postage from the Post Office or the ITT
tickets), the receiving document should be forwarded to the Accounts Payable Technician for
processing. This receipt should be processed as a “goods receipt, then invoice verification” in the
case of procurement through a purchase order. If the direct invoicing method is used, the receipt
of the postage or the prepaid tickets should be used to enter the “invoice”.

Once the invoice has been entered into the system, you will note that the vendor has two “open
items” - one invoice and one payment (with matching amounts/items). However, in the SAP
system they are unmatched and NOT CLEARED as are normal payments. The SAP system cannot
automatically match these items as is (payment first and invoice second), so MANUAL CLEARING
is required.

/ NOTE: The automatic payment run program will handle clearing automatically for most
y routine payments.
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=
Document  Edit  Goto Seftings Systern Help

| & 2 3 e@e CHE Dnon BHE @m

Clear Vendor: Header Data

| Frocess apen items |

Account 40000021075 Clearing date 1242142007 Period
Company Code 1138 currency uso

Dpen iterm selection
Special GIL ind [ Mormal Ol

Additional selections
® Mone

2 Assignment

O Text

O Cost Center

i Site

) Pasting Date
) Document Date
O value date

) Reference

) Document Type

O Armount
2 Others
Field Description/Usage
Clear Vendor: Header Data
Account Enter the vendor account number to be cleared.
Clearing date Enter the date.
Period Enter the fiscal period or leave blank.

Company Code Enter the appropriate company code.

Currency Enter “USD” even if invoices and payments are in another currency. Clearing
must be done in USD.

Open item selection

Special G/L Ind. Can select a Special G/L indicator from drop down, if needed.
Normal Ol (open | Be sure this indicator is flagged.
item)

Additional selections

Criteria List | Can choose any of the selection criteria.
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In the ADDITIONAL SELECTIONS section, you may indicate the field on which to clear. In most
Accounts Payable situations, the NONE will be the field used to clear. Click the NONE field.

| Frocess open iterms |

Click

and all open items for the selected vendor will appear. In the column

“USD Gross”, select (by double clicking) the amounts of the items that you want to clear. The
amounts should change color from black to blue (as pictured below) or red depending on your

user profile.
| =2

e

Document Edit Goto Settings

Environment

Systerm  Help

dH &@@a@ S EE BmTas | FEE @D

Clear Vendor Process open items

[ 2] |ZF]| Distribute dift. |[ Gharge o diff. |[2# Editing options || @& Cash Disc. Due |

m Partial prat |, Res.iterns | ‘Withhildg tax

Account iterns 4000021075 SOUTHERM INDUSTRIAL TRUCK & LIFT RE
Feference |DDcument |D |Document |F' |S|Da\,r | LISD Gross |Cash discht |Cash |
SEQ4UI Fhooaooooa KR 11 2952007 (31 T 6, BO0. 0 -
EIzOsd S1gooooooa RE 124212007 (31 15- 11, 500. 00 -
EIZOE4 51000000601 RE 12/21/2007 21 15- 11,500 . 00
EIZOE4 5100000002 RE 12/21/2007 31 15- 11,500 . 00 -
EIzog4 E100000002 RE 12421 /2007 |21 15- f1,500. 80
K] [
= EIE &I [EE amo | &5 cross==_|| & currency| [ 1 itemns || H tems | [ 1 Dise. | § Dise. |
Editing status
Mumber of iterms 5 Amount entered o.aa
Display fram item 1 Assigned .o
Reason code Difference postings
Displayin clearing currency Mot assigned o aa

After you have selected the items (by double-clicking on the line item amount or by clicking

you want to clear), click the Save

once and selecting the “activate items icon”

button. The items are “CLEARED”.
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To double check that the items are cleared:

Menu Path:

> ACCOUNT > DISPLAY/CHANGE LINE ITEMS

Transaction code: FBLIN

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE

You will note the items no longer show as OPEN ITEMS but have moved to CLEARED ITEMS.

C~
List Edit Goto Estras

| @

Erwiranmment  Settings

g

Systern  Help

dEH I CE@ SHE BDO0 EHE @D

Vendor Line Item Display

1| K I IR P =2 [EN][E8 setections || Dispute case
Status: @ open L, Parked @ Cleared
Due date: Overdue Ly Due <@ Mot due
Run Date: @1/03/2008
Uger: HO_RANDERSON
SOUTHERM IWDUSTRIAL TRUCK & LIFT RE 4000021075
8230 MCCARTY 5T
PENSACOLA FL 32534
Stat|ColCd|Reference DocumentNo| Type|Doc. Date |Pstng Date|PE|DD|MWet due dt| AmL in Toc.cur. [Text
i @ [1139]|5K04U1 F500000000 KR | 11/29/2007(11/29/2007 |3 12/14¢2087 §,500.00- [ *DEPOSIT
i ] §,500.00-
] @ [1139|ElZ0B4 5100000000 RE  |12/21/2007 (1242142007 |31 B1/05/2008 11,500 00-
] @ [1139|EIz@84 R10AEAAAET |RE {12421/ 20a7 (12421420087 |21 B1/085/2008 11,600.80 |MIR4
] @ [1139|EIZOB4 5100000002 RE  |12/21/2007 (1242142007 |31 B1/05/2008 11,500, 00-
] @ [1139|ElZOE4 510A0000E3|RE  |12/21/2007 (1242120087 |21 B1/085/2088 11,500,080 |MIR4
*m g.00
** fccount 4000021075 §,500.00-
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Reset Vendor Cleared Items

This procedure is used to reset the clearing between two or more documents. Effectively, this
transaction breaks the clearing “link” and makes the documents open items again. For example,
two documents may be mistakenly cleared against one another.

This transaction is never to be used to reverse check payments to vendors. Always use the check
management functionality.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
>DOCUMENT > RESET CLEARED ITEMS

Transaction code: FBRA

Field Description/Usage

Reset Cleared Items

Clearing Clearing document number to be reversed.

document

Company code Enter the company code for the base/fund in which the cleared items are posted.
Fiscal year The fiscal year in which the clearing document was posted.

To view the related documents, click on [Items] under the toolbar. This will display the line
items that were cleared together. To view the individual documents, double-click on the desired
line item.

Click to return to the original screen.

To view a list of the accounts included in the clearing document, click on [Accounts]
push-button.

Click to return to the original screen, then:
To reverse the clearing document, click

A “Reversal of Clearing document” screen will appear.
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Beginner Accounts Payable

The push-button Only resetting ]is pressed; the clearing document will be reset as an
open item. No reversal posting is generated. The related invoices will be open items again;
however the original clearing document will remain. This feature should only be used for
resetting manually cleared items.

A message “Clearing XXXXXXXXXX reset” will appear. Click to continue. This is followed
by another message “Document XXXXXXXXXX was posted in company code XXXX”.

Click to continue
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