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Course Description & Table of Contents RIS

* This course is intended to give departmental financial
personnel a solid understanding of creating,
maintaining, and using Statistical Internal Orders in
order to accumulate costs and revenues for internal
reporting purposes.

* Table of Contents:
Unit 1 - Statistical Internal Orders Overview
Unit 2 - Creating and Maintaining SIOs
Unit 3 - Statistical Internal Order Groups
Unit 4 - Using Statistical Internal Orders
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Unit 1 EIRIS

Statistical Internal
Orders Overview

Statistical Internal Orders 3

¢
Internal Orders %IRIS

* An Internal Order (10) is another type of Cost Object
(account number) in SAP. There are two types of Internal
Orders: Real and Statistical.

* Similar to a Cost Center and WBS Element, a Real Internal
Order (RIO) is used to record and monitor costs, and in
some cases, revenues.

RIOs are set up for programs that are short-term or finite in
nature, and they can allocate their costs to other Cost
Objects.

RIO types:
= UK10 - Job Orders (PPD, Communications, Dining Services)
= UK11 - Facilities Building Charges
= UK30 - Other I0s (used for future budgets, projects, etc.)
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0
Internal Orders (continueq) é{élRlS

* A Statistical Internal Order (SIO) is created and maintained
by a user to accumulate and analyze costs and revenues
below the Cost Center and WBS Element level for internal
reporting purposes.

SIOs are created in SAP using master data functionality, may
be short- or long-term in nature, but cannot reallocate their
costs to other Cost Objects.

SIOs bear their costs for informational purposes only. The
actual costs post to Cost Centers and/or WBS Elements.

Costs that have been statistically posted to an SIO can be
viewed on an individual basis, or individual SIOs may be
grouped together for larger reporting purposes.
There is only one SIO type:

= UK20 - User Code (Statistical Order)

WK vavesiry or kentucky] Statistical Internal Orders

¢
Statistical Internal Order - Example 1 %IRIS

* A department is preparing to hold an annual conference
and would like to be able to identify and report on all of
the associated costs.

There may be several types of costs involved: guest speaker
fees, travel expenses, refreshments, printed materials,
equipment and/or facility rentals, etc.

The costs will be paid for from various real Cost Objects
(Cost Centers and/or WBS Elements).

The costs may be processed via various business
transactions: Procard, Payment Request Document (PRD),
SRM Shopper Cart, SAP Requisition, etc.
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0
Statistical Internal Order - Example 1 (continued™®; 2

° If the same SIO number is entered in the Order field in all
of the various business transactions, all of the costs can
be listed and totaled together using an SAP reporting
transaction.

The SIO is the common element that “ties” all of the costs
together or keeps them in the same “bucket” for reporting
purposes only.

Statistical Internal Orders

¢
Statistical Internal Order - Example 2 %IRIS

* There are ten faculty members in a department, each with
a $2,000 travel allowance for the upcoming fiscal year.
The department wants to be able to track how much is
being spent and by whom.

In this case, it may be best to create an SIO for each faculty
member, so they each have their own unique number.

The SIOs may be grouped together though for collective
reporting purposes, if desired.

The travel costs will be paid for from various real Cost
Objects (Cost Centers and/or WBS Elements).
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0
Statistical Internal Order - Example 2 (continued)™; 2

* If the same SIO number is entered in the Order field in all
of the various travel-related business transactions, all of
the costs can be listed and totaled together using an SAP
reporting transaction.

The SIO is the common element that “ties” all of the costs

together or keeps them in the same “bucket” for reporting
purposes only.
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The Main SIO Advantage RO

* Using an SIO reduces manual efforts and increases data
integrity.
In order to be able to analyze/report on costs without using
an SIO would require an additional step (after processing the

business transactions) of manually recording the costs’
information using a separate method/application, like Excel.

G

Enter business Enter info Analyze/Report
transaction w/out SIO in Excel on the data

Entering an SIO right while processing the initial business
transactions removes the need for additional tracking
methods/applications.

R

Enter business Analyze/Report
transaction w/ SIO on the data
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SI0 Keys to Success b

* The keys to the success of using and the reporting on
SIOs are...

end users knowing the correct SIO number(s) to use for the
different things being tracked; and

end users remembering to enter the SIO number(s) as
they’re processing the various business transactions.

Statistical Internal Orders

SIO Statuses %]RI

* The departmental user has complete control over whether
an SIO is available for use or not by maintaining the
System status field value in the SIO’s master data record.

Status

System status REL m Tech. comple

* There are three system statuses:

Released (REL): Allows the SIO to be used in any business
transaction. The system defaults to this value when the SIO
is created.

Technically Complete (TECO): Allows any business
transaction already parked (but not yet posted) to fully
process, but will give an error message if used in a new
business transaction.

Closed (CLSD): Change to this status once all business
transactions have posted.
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U
SIO StatuseS (Continued) %IR!S

* Even after an SIO’s status is Closed, the status can be
changed back to Released and made available for use
again, if desired.

* An SIO’s status must be maintained manually and kept
current at all times!

&

lmportant
Information
——
WK vavesiry or kentucky] Statistical Internal Orders 13
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The SIO Lifecycle RIS
Create the
L Statistical Internal Order
‘ Statistically post costs to
Close the SIO after all the SIO from G/L Account

costs are collected Documents, Requisitions,
Procard transactions, etc.

Gl
' Analyze SIO costs after FI

postings using various
reporting transactions

A
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Unit 1
Check for Understanding

Statistical Internal Orders

Unit 2 IRIS

Creating and
Maintaining SIOs
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Creating an SIO %LRI;:S

* No central accounting office approval is required in order
to create and use an SIO.

* Before creating an SIO, plan ahead!
Think about what you want to track.

Decide how many SIOs you want to create.

= Perhaps you want just one SIO to track an event, or you may
wish to break the event up by different categories of expenses
and create an SIO for each category...and then group them
together. There is no limit to the number of SIOs that can be
created.

TIK univERsITY OF KENTUCKY] Statistical Internal Orders

U
Cl’eating an SIO (Continued) %IR!S

* Before creating your own SIO, check around with other
coworkers first and make sure an SIO doesn’t already
exist for whatever you’re wanting to track.

&

\ Tip!
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Creating an SIO (continued)

SIRIS
L i

* Use transaction KOO1 (K-letter O-zero-1) to create a

Statistical Internal Order

Order Edit Goto Extras  Environment Help

@ ARG IEEEY

Create Internal Order: Initial screen

[E] Master Data

roer Type ez

Reference

1. Enter UK20 (UK2-zero)
in the Order Type field, and
then either press the Enter
key or click on the Master
Data button in the
Application Toolbar

Order

* Note: If you receive a pop-up window requesting a
Controlling Area, enter UKOO (UK-zero-zero), and then

press the Enter key.

UK ovivessiny o KeNTUCKY]
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Cl’eatl ng an SIO (Continued) %IR!S
* The Description field in the header portion of the screen

and the Company Code and Business Area fields on the
Assignments tab are required.

— g 2. Enter a specific

o B 1H 8@ - U purpose of what the

Create Internal Order: Master data SI10 will be used for in

Bl B settlement Rule the Description field

Order

|besa'phnn 2015 Faculty Training-Printed matenafl
Assignments k Control data k Prd-end closing k ‘3 ‘Enter UK(I)O (UK_
Assignments zero—zero) in the
n X

Company Code THOO.

Business Area 0104 o0 component unrl Company Coude ﬁEId

Plant 4. Enter your Business

Heeifeponsbie Area, and then press the

External order no. Enter key

UK vivERsITY OF KENTUCKY] Statistical Internal Orders 20
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(
Creating an SIO (continued) R

b s e
b bt

* The Person responsible, Work Start, and End of Work are
the only required fields on the General data tab.

|7. Click on the Save icon %e@mauwaﬁ@mg

Create Internal Order: Master data

2015 Faculty Training-Printed materials

5. Enter the name of the
Person responsible for
maintaining the SIO

frol data General data avestment
6. Enter the Work Start and
End of Work dates

Application date
T\ Department \
||ilerson responsible ~Jane Doe | Work St  05/01/2015
one ’ End of Work 12/31/2015] lg‘)
Estimated costs usD
Processing group

UK universiry oF kenTucky]
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Creating an SIO (continued)

* Upon saving, the system will
return to the initial screen,
and the SIO number should
be displayed in the Status
Bar (lower-left corner of the
screen).

» This is the unique,
identifying number that
must be entered in the
Order field on all of the
business transactions
related to this SIO.
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Work Start / End of Work Dates }%]RIS

* Although the Work Start and End of Work fields on the
General data tab are required...

they do not have to be exact...they can be estimated and
changed later (using KOO02) if desired; and

there is no system validation performed on these two fields.
The availability of an SIO is not driven by these dates, but
solely by the System status on the Control data tab.

If an end date is not known and/or the event is on-going,
using the 12/31/9999 (“high date”) is suggested.

Assignments k Control data k Prd-end closing " General data k Investments ‘

General data

Applicant \ Application date

Telephone Department

Person responsible Jane Doe Work Start 05/01/2015
Telephone End of Work 12/31/2015] @
Estimated costs usD

Processing group

Statistical Internal Orders
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Reference/Order Field - KOO1 %]RI

* The Reference/Order field is a quick, optional way to
create a new SIO that is identical to another existing SIO.
(Saves you from re-keying all of the required data again.)

Ensure UK20 is entered in the Order Type field

Enter the existing, referencing SIO number in the Order
field

Press the Enter key

Order Type TE20  User Code ( Statistical Order)

Reference
| Order eosoooooooei\@

A copy of the referenced SIO will appear.
Make any desired changes (for example, a new Description)
Click on the Save icon

A new SIO will be created, and the new SIO number will be
displayed in the Status Bar.

IF@ Order was created with number 809000000082 |

Statistical Internal Orders
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Changing an SIO %IRIS

* Use transaction KO0O2 (K-letter O-zero-2) to make any
changes to an existing SIO’s master data.

Qroer_Edit _Goto § 1. Enter the SIO number,

and then either press the
Change Internal Order: Initial  Enter key or click on the
[B] Mester Data Master Data button in the
Application Toolbar

l[Order 80900000008 0f

* After making the needed changes, click on the Save icon
in the Standard Toolbar to save the changes. The SIO will
retain the same number, and the system will display a
message in the Status Bar. [[@ e susoo0000060 his been changed |

UK ovivessiny o KeNTUCKY]
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Changing an SIO’s Status }éIRIS

* An SIO’s status is seen and maintained on the Control
data tab in the SIO’s master data record.

Ordler &09000000080
Description Srinted materials
Assignments " Control data L Prd-end closing L General data k Investments ‘
Status
System status REL <€ -,
i i Using transaction KO02,
[9] Statistical order click on the up/down arrows
to the far right of the System
This is the SIO indicator. If it status field to toggle
were unchecked, this would between the three statuses
be a Real Internal Order. (REL, TECO, CLSD). Once the

desired status code is

_ displayed to the far left,
Reminder: A closed SIO may be click on the Save icon to

reopened at any time, if desired. save the change.
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0
SIO Long Text Information ;‘,‘ilRIS

* Further notes and/or information may be created,
changed, and displayed in an SIO’s master data record by
using the Long Text icon to the right of the Description
field in the header portion of the screen.

Creafe nternal Order: Master data
B ettiement
KO 0 ] Ordler \ I
Description Printed materials ‘

Change|Internal Order: Master daka

[ settlement Rule

K002 - —
Ordler 803000000080
Printed matatials ‘

Description

DisplayInternal Order: Master data

B settlement Ruls

Order 809000000080
Description Srinted materials @l
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) ¢
SIO Long Text Information (continued) }é]RIS
* Whether creating or changing text, enter the desired
information, and then click on the Back icon in the
Standard Toolbar to return to the SIO’s master data
screen.
ISR 80D [ @
Change Order fext: 809PO0000080 Langiage EN
d:jl ¥ Uﬁ‘ e Formats | 9 Chyfacter Formats 11 | Ea = ‘ = [
Parsg.Formats  * Paragraph, left-aligned / T Char Formats =]
This 1s a place for manually entering additicnal notes/comments
pertaining to this SIO.
Al=zo, text from other sources (e—mails, Word documents, Adobe
PDF documsnts, etc.) may be copled and pasted onto this screen
using the Paste icon in the Application Toolbar above (4th icen
from the left).=
* The entered information will be saved with the other SIO
master data upon clicking on the Save icon.
28
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Displaying an SIO }%]RIS

* Use transaction KOO3 (K-letter O-zero-3) to display an
existing SIO.

Order Edit Goto E

i 1. Enter the SIO number,
and then either press the
Display Internal Order: Initial { Enter key or click on the
[B] Master Data Master Data button in the
Application Toolbar

LErder susunnnﬂnngnf‘

* All fields will be grayed out for display purposes only.

W8 Display Internal Order: Master data W8] Display Internal Order: Master data
B Sottermort fue R s i
.
O aop030309080 (3] e | C
i =
Damcrition Pred matora [y s Perlic] s iz}

dimreeres | Corecidis | Bdenddowg  Geredes | Bwesmen
Assgrores | Covcldats | Pdenddoong | Generddata | investmonts s . .
. e s
Aamgrments

Appdcan cpheaton date.
Corrurn Code T Tutorw et
D dews BIOL LK wfo component Lt [A—— - viork Start Lol
Park Tekgrors B of ok Bl
Usee hasportin [ [ o
Extirl ok o Frocesng o .

Statistical Internal Orders
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4
SIO Transaction Code Summary %IRIS

* The transaction codes associated with individual SIOs are:

KOO1 - Create Statistical Internal Order
> Use to create a brand new SIO

KOO02 - Change Statistical Internal Order

> Use to change any of an SIO’s master data information,
including the status

KOO03 - Display Statistical Internal Order
> Use to display an SIO’s master data information
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0
Statistical Internal Order Groups é{élRlS

* Individual, related SIOs may be grouped together and
managed at the group level for reporting purposes.

For example, if one SIO was created for “Printed materials”
and another SIO was created for “Food products” but they
are both associated with the same training session your
department is holding, grouping the two SIOs will allow you
to see the grand total costs for the entire session.

* Creating an SIO group is completely optional!

* The transaction codes associated with SIO groups are:
KOH1 - Create Order Group
KOH2 - Change Order Group
KOH3 - Display Order Group

Statistical Internal Orders

33

Creating an SIO Group %]RIS

* Enter transaction KOH1 (K-letter O-H-1) to create the SIO
group.

Group Edit Goto Bxtras Environment Systern Help
@ ald B Caa o
Create Order Group: Initial Screen .
= 1. Enter an Order Group
name*, and then press the
Enter key
|F}rder Group FACTRAIN15|

Reference

Order Group

*The Order Group name must meet the following:
Be unique yet descriptive
Be no more than 10 characters long
Have no spaces or special characters except underscore (_)

K UNIVERSITY OF KENTUCKY] Statistical Internal Orders
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Creating an SIO Group (continued)

Create Order Group: Structure

7 B o same Level | offl Lower Level off Order for the SIO group

2. Enter a short description

FACTRAINIS |zo15 Faculty Training sEssmnlA\i—' |

3. Click on the

2 eae o
Create Order Group: Structure

) B || Same Level g Lower Level h"g Drder% L

Order button -
the 10 empty
fields will appear

Z—

4. Enter the individual |
SIO numbers down the

N15 2015 Faculty Training Session

and then press the

left column of fields, -EE
Enter key

C
i
ul
o
o

X 803000000081 2015
[ £03000000082 2015

— hd

\ FACTRAIN1S 2015 Faculty Training Session

Faculty Training-Printed materials

Faculty Training-Food products
-

Statistical Internal Orders 35
. U
Entering SIO Numbers %IRIS
* There are a couple different options for entering the SIO
numbers.
To enter a range of consecutive SIO numbers, list the first
and last number next to each other, and then press Enter:
HRCONFZO01Z HR Conference 2012
HRCONFz0lz HR Conference Z01Z2
809000000080 809000000081
5080000000807 03000000001 | Enter 09000000080 Printed materials
- - 809000000081 Lunches serwed
To enter non-consecutive SIO numbers, list the numbers
down the left column only, and then press Enter:
HRCONF2012 HR Conference 2012 HRCONF2012 HR Conference 2012
Il i En ter 809000000072 Testing Materials
Il i > _uusuuuuuuuuuvl-‘:'lntE:i materials
K vvivess Ty oF kexTucky] Statistical Internal Orders 36
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4
Entering SIO NumberS (Continued) %IR!S

* If additional fields are needed in order to include more
SIOs, click on the Order button as many times as
necessary.

An additional 5 rows of blank fields will be added with each
click of the Order button.

Create Order Group: Structure
Bk o same Level | of Lower Level uﬂ Order '_

FACTRAINLS 2015 Faculty TraininggSession

809000000081 2015 Faculty Trajyfling-Printed mate
[209000000082 2015 Faculty Tgfining-Food product{

| A

v
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-

Statistical Internal Orders
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Changing an SIO Group %]RIS

* Use transaction KOH2 (K-letter O-H-2) to make any
changes to an existing SIO group.

]
1. Enter the SIO Order
Group name, and then
press the Enter key

I_prder Group FACTRAIN1S |/ i

* Once an SIO group is saved, only the name cannot be
changed.

Change Order Group: Initial Screen
)

The group description and structure can be changed.

* Remember to click on the Save icon after changes are
made.

The system will display a message in the Status Bar.
||?e The changes have been saved |
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Adding SIOs to a Group

R
Ik

* To add new SIOs to an existing group (KOH2), simply click
on the Order button, enter the SIOs as previously
explained, and then click on the Save icon.

Change Order Group!
=] R o' Same Level | g Lower Level Ln{"é Order _62{’ Ordg

FACTRAINI1S 2015 Faculty Training Session

[ 809000000081 2015 Faculty Training-Printed materials
— 809000000082 2015 Faculty Training-Food products

4 4 4 4

-

UK universiry oF kenTucky]
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Removing SIOs from a Group P s
* Follow these steps to remove an SIO from a group.
1. Click anywhere on the SIO
scmamis 2012 4 number to be removed
@culty Training-Printed materials
809000000082 2015 Faculty Training-Food products
2. Click on the Select icon in the
Change Order G| ppplication Toolbar, which will
= highlight the number red
FACTRAIN1 2015 Faculty Training Session
EEUSUU@UUBI 2015 Faculty Training-Printed materials
809000000082 2015 Faculty Training-Food products
Change 01 3~ Click on the Remove icon
— in the Application Toolbar Reminder: Don’t
FACTRRIN1S 2015 Faculty Training Session forget to save the
changes!
2015 Faculty Training-Printed materials
809000000082 2015 Faculty Training-Food products
K vvivess Ty oF kexTucky] Statistical Internal Orders 40
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SIO Sub-Groups

RIRIS

!/ T

* To create a sub-group:

* An SIO group can also contain one or multiple sub-
groups with assigned SIOs, if desired.

- 2. Click on the
1. Click on the Lower Level button
main SIO group Create Order Group: Structure
name to SeleCt =] Bk o same Level Iuﬂ Lower Leve\kw:_ grder Deselect | & Ordg

CONF2012 HR Conference 2012
3 Enter the SIO SPHRCONFLE: ¥ HR Conference 2012 - Lexlngtnn\ I
' AN

sub-group name ~
(following the 4. Enter a
same naming description for the
convention rules SIO sub-group,
for the main SIO and then press the
group) Enter key

WK vavesiry or kentucky] Statistical Internal Orders 41
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SIO Su b—G FOUPS (Continued) %IR!S
* Repeat the last four steps to add other SIO sub-groups,
or click on the SIO sub-group name and click on the Same
Level button.
* Then, to add SIOs to the SIO sub-groups:
4. Click on the
Save icon
: @@a@ | 2. Click on the
- . Order button
1. Click on the Create Order Group: Struckure
SIO Sub_group | =] B o Same Level o Lower Level |lu‘ﬂ Order‘k%t&po
name to select N O0NF2012 HR Comference 2012
CONFLOU HE Conference 2012 - Louiswille
3. Enter the L PR | et o
SIO(s) as . g
mentioned i i
previously, and B ERCONFLEX HR Conference 2012 - Lexington
then press the [803000000062 Printed materials
Enter key :809000000083'1.\.\11:1'1&3 SEEVES
WK uNiveERsITY OF KENTUCKY] Statistical Internal Orders 42
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0
Displaying an SIO Group }‘1‘5]

* Use transaction KOH3 (K-letter O-H-3) to display an
existing SIO group.

Display Order Group: Initial Scraen

|
m 1. Enter the SIO Order

Group name, and then
press the Enter key

Order Graup ERCONFZ01Z === [

2. Click on the +/-
folder icons to
show/hide the SIOs, if
applicable
—\ HRCONF2012 HR Conference 2012

(=] |HRCONFHAZ HR Conference 2012 - Hazard

Dispiay Order Group: Structure
=] | Gy Order | &5

I 809000000087 Printed materials
809000000088 Lunches serwved

[ [fmeomrLow HR Conference 2017 - Louiswille
8 |HRconFLE HR Conference 2017 - Lexington
WK vavesiry or kentucky] Statistical Internal Orders 43
Displaying an SIO G - FIRIS
|Sp aY| ng an roup (Continued) |

* An SIO’s master data screen (KOO03) can be displayed from
this transaction also.

3. Click on the Back
Display Order Group: Structire icc_m to return to the
=[@ o= 2. Click on the Display Order Group:
e o .| Display Order icon Structure screen

& HRCONFHAZ HR Conference 2012 - Hazard

Pl:mr.ed materials QRHRE DDOD [
77 S Lunches served DG]_ Display Internal Order: Master data
\
- B settirment Ruke
1. Click anywhere on
Order. BOR000000007
the SIO number to _ -
select
(- i Wk 1
[ :
Company Coda o0 Ureversity of Kentucky
Dusiness Area 0101 K wjio component units
Plant
Liser Responsble
Extemnal order no.

K UNIVERSITY OF KENTUCKY]
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Changing/Displaying SIO Sub-Groups }%]RIS

* SIO sub-groups maybe be changed (KOH2) or displayed
(KOH3) individually, instead of first entering the main SIO
group name on the transactions’ initial screen.

I Change Prd'e.r Group: Initial Screen I Change Prde,r Group: Struckure
& 1 R ofF same Level | off Lower Level | off Order S Order | &

a HRCONFLEX HR Conference 2012 - Lexington

809000000082 Printed materials
rder Group LELUIELE 809000000083 Lunches served

I Displa lerder Group: Striiciure

Display [Order Group: Initial Screen
I#P P =] & Order | &
HRCONFLOU HR Conference 2012 - Louisville
803000000080 Printed materials
803000000081 Lunches served
Erder Group HRCONFLOT &09000000084 Regiscration fees
809000000085 Travel expenses

809000000086 Spesker expenses

UK universiry oF kenTucky]
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4
SIO Group Transaction Code Summary %IRIS

* The transaction codes associated with an SIO group are:
KOH1 - Create Order Group
> Use to create a brand new SIO group

KOH2 - Change Order Group
> Use to change any of an SIO group’s master data information

KOH3 - Display Order Group
> Use to display an SIO group’s master data information

K UNIVERSITY OF KENTUCKY]
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Unit 3
Check for Understanding

Statistical Internal Orders

Unit 4 KIRIS

1

‘ S
= o #;344_—-’7

Using Statistical
Internal Orders

Statistical Internal Orders

24



FI_GU_321 LSO V1

Using SIOs %‘RB

* SIO numbers can be entered in any business transaction
that has the Order field available, along with the Cost
Center and WBS Element fields. Some examples:

SRM Shopper’s Cart (myUK Portal)

Payment Request Document (PRD) (myUK Portal)
G/L Account Document (transaction FV50)
Procard Edit (myUK Portal)

SAP Requisition (transaction ME51N)

* Remember, the Status of an SIO also determines if
statistical postings to business transactions are possible.

UK ovivessiny o KeNTUCKY]
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0
USing SIOS (Continued) %IR!S
* An SIO number can be added (if forgotten) or changed (if
incorrect) after being parked.

Notify your accounting office, if you’ve already sent them
the paperwork, so they can watch for the revised document!

* However, once a business transaction has been posted by
the accounting office, neither the SIO number or any
other financial information can be changed.

To include costs from a posted transaction to an SIO,
process a G/L Account Document (t-code FV50) crediting
and debiting the exact same G/L Account and Cost Object
(Cost Center or WBS Element) and enter the appropriate SIO
number in the Order column on the Debit line. Once this
document posts, the costs will be included in the SIO
reporting.

Statistical Internal Orders
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USing SIOS (Continued) i

* The costs associated with a business transaction are
statistically posted to an SIO when the transaction has
been posted.

The costs are not included in the SIO reporting if the
transaction is still parked!

»

lmportant
Information

TIK univERsITY OF KENTUCKY] Statistical Internal Orders 51

USing SIOS (Continued) P

* SIOs capture “information only”. The real costs are
posted to either a Cost Center or WBS Element.

A Cost Center or WBS Element must also be included in the
business transaction or an error message will appear.
> In the example below, no Cost Center or WBS Element was

entered along with the SIO number...thus the reason for the red
error message in the Status Bar.

2 Items ( Screen Varant : Standard 1 )
st GiLacct  [shortText [0/C  |Amount m docourr, |Assgnment Tex |Bust[cost center [Order [wes e |
| [w#]sa0anr penting Sup. er 3 347.00 | | plml | [«
[k pmngsents oo @ = g
) =] -
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i / 14][»
K vvivess Ty oF kexTucky] Statistical Internal Orders 52

26



U Si ng SIOS (Continued)

FI_GU_321 LSO V1

* REMINDER: The keys to the success of using and the

reporting on SIOs are...

end users knowing the correct SIO number(s) to use for the

different things being tracked; and

end users remembering to enter the SIO number(s) as
they’re processing the various business transactions.

53
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item will post to this
Cost Center.

oo Lckpor Acrrurs  Cumraral Lo Ewucrpton  Buneens s Linkrcis

The actual cost for this [; Morerin.r

_ 0
SRM Shopping Cart Example RIS

o

|
T { The cost for this item
e e - will statistically post to
this SIO.
e | S Wy Tk | [ i | | [ | [ o
< 2>
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0
Payment Request Document (PRD) Example %IRIS

|+ [+] Detats for selected item 11 Awards — Employee

Item Data Account Assignment

Cost Distribution [Percentage _[=1{ Detals |[ Add Line |[ Copy][ Pasic |[ Duplicate NIET ][ Change Alltems
100.00 | Cost Center 1012121280 T S4P- ASG

Details for Hem 0000 - Cost Center | The actual cost for this

PrichiaguT fogs ] item will post to this o
Account Assignment Calegory. |Cost Center - Cost Center. ol
Cost Center. * 1012121280

Fund Center 1012121290 [a )] Assignment Number.
@, -hoguuuuuuuw&l\' Unfunded Accounting Line. []

Caniroling Area — The cost for this item

will statistically post to
General Ledger Account 540305 [u )} this SIO.
Business Area o101 |

WK vavesiry or kentucky] Statistical Internal Orders
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G/L Account Document Example
Park G/L Account Document: Company Code UKGO
Sa Tree on Company Code 5% Simulate Save as completed Post || £ Editing options
Basic Data E Details \
Amount Information
Docurnent Date 10/25/2012 currency UsSD Taotal Dr,

Pasting Date 1n0/25/2012 152.25 USD

Reference Gi

Doc Header Text  Recharge print supplies Taotal Cr.

Company Code UKOD  University of Kentucky Lexington 152.25 USD

The actual credit will com | The credit will statistically
post to this Cost Center. post to this SIO.
2 Ttems { Screen Yariant © Standard 1) \ \ /

Elst  |G/L acct [Shart Text  |DfC \mount in doc.curr,  |Assignment 5. |Cost center Orda\ / BS element ﬂ@
+ |540337 Printing Sup.H Credic & 152.25 p1tN101 2082470 803008000080 =]
+” |540337 Printing Sup /5 Debit & 152.25 o101 __~509000000082 [010718751 =]

] — \ \\ I
= | \
1 X
The debit will statistically The actual debit will post
post to this SIO. to this WBS Element.
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Procurement Card Edit Screen Example

Procurement Card ParkediCompleted Documents

[Back] [ New Liparch | [ Retesh Gra
Iems | | Print

{Past Che

[ | PO024247 0001730804 BARLOW,. M _ S LABRSAFE™10085168368 DS20006052006 7999 C 1012008700

[ ] LL, BEVERL 18000 C 1012078620 540348
| | [ POO247260001730631 BOWMAN, J. R MWW GRAINGER 429 [N C

B O PO2TA000\IMMBRASHEAR,R S PRECISION PRODUCTS  SCDAOEOVMQI0T 20383 C 10VISTE0ED 540348
] RE. | 08E070060ANSEN0E 0383 C

| ] O POO2S10300017 32530 CALVERT, JIMME GROTT LOCKSMITH CENTERDS2120060252006 465 C 1012650060 580348
[ | O POO2531900017 IH24CAYSON, TRACY MP BIOMEDICALS INC os/ s © 5803453
[ | POO2531900017 31977 CAYSON, TRACY CRONL HLTH NCLR FHCY S B C 540348
| POD253190001732540CAYSON, TRACY PERKIN ELMER ANALYTICA 145700 C 580348
[ | POD253190001731287 CAYSON, TRACY PERKIN ELMER ANALYTICA 700 C 580348
| | [0 POOSHO00017IE24CAYSON, TRACY MP BIOMEDICALS INC 2|50 C 580348
| | O POOSIA0001731 286 CAYSON, TRACY FERKIN ELMER ANALYTICA 108300 © 540348
|} O POO2S31900017 297 34 CAYSON, TRACY MP BIOMEDICALS INC o 0350 © 580348
| | O POO2531900017 297 I3CAYSON, TRACY MP BIOMEDICALS INC o Fi=] 580345
[ ] [ POO2531900017 297 32CAYSON, TRACY AMERICAN RADIOLAEELED 12400 C 540348
[ ] POD253190001729731 CAYSON, TRACY IGE HEALTHCARE o 240 C 580348
[ | POD2531900017 31977 CAYSON, TRACY CRONL HLTH NCLR PHCY S ITE C 580348

C EAI345

1012578080  540348D0CUMENT SAVED AS COMPLETE

MEDICALS INC

N ELMER ANALYTICA.

These actual debits will post
to these two Cost Centers.

The debits will statistically
post to these two SIOs.

Selected Line Hem - Tran 1D: 00017 30430

|Procasd Puchases [
531701 |preery o ¥ 0000
S30401 |Fresgr0th Tewnapor| O v 3.83

0011260200
0011002000,

+ Add G Ling | [1 ] Nee of Lines - max 15 at a fime

[ Aces Post |
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RIRIS
SAP Requisition Example %‘mw

Create Purchase Requisition

Overvew Off || [0 63 ot || 4B @ B &3 Personil Setting
R Purchass requisti. B L]

] = ETUP=Y 2 b JETHE ET B 2 [ R EEEA0 1 1 Valies
St... Des.Vendor | Vendor Material Humber |Short Text Val Prce|T  Total Vaue Da... |
100126 1ZFEHEI NG Lunch 20 [EA 10.25 05/15/2015 |1. Doe
|| | | L1
N —
] In a requisition, you must
assign the line item to an
[ | ] Account Assignment
Category of “F” for an order.
[ | | i 1
1[ 1] Lunch L] - w
- Vahation | Account Assgrement | Source of Suppy | Status | ContactPerson | Texts | Debvery Address
| | Acscar rose @ osmas] The actual cost for this
mm.:m sazzz " item will post to this
A — _4, Cost Center.
Cost Center 1042062470¢
|:'.
e The cost for this item will
Functensl Area 6448 statistically post to this SIO.
Funds Center 1002062470
Earmarked Funds Commement ltem  §40322
L OF FENTUCKS| Statistical Internal Orders 58
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Unit 4
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myHelp Website 43R

* myHelp-FI_GU_321 Statistical Internal Orders website:
http://myHelp.uky.edu/rwd/HTML/FI/FI_GU_321.html
Contains:

» Quick Reference Cards
> Link to a printable version of this course manual

~ o

Statistical Internal Orders
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0
Printing Course Manual (Optional) /leS

* If you’d like to obtain a printed copy of this course
manual, follow the steps below.

Click on the printer (the manual will open in a separate
browser window) ==

Print the course manual ; -t
Close the separate browser window ]
Return to this course window

Click on the Continue button below

* To proceed without printing, click on the Continue
button below.

UK universiry oF kenTucky]
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0
Course Completion - Last Slide /leS

* To complete this WBT, click on the yellow Log off button
in the lower corner of this window.

Note: This window will close, and you should be returned to
the main, myTraining page for this WBT. The main page will
refresh (usually within 30 seconds, depending on network
traffic), and you should receive a green, system message
confirming your participation. For example:

Web-Based Training : Statement of Responsibility :

Course Catalog > |RIS Training = Staterment of Responsibility

@our participation in this course has been completecD

You may then safely navigate away from the main page.
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