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Course Description & Table of Contents RIS

* This course is intended to give departmental financial
personnel a solid understanding of using User Codes in
order to accumulate costs and revenues for internal
reporting purposes. The course will also cover several
reports that are available for reporting with Statistical
Internal Orders and User Codes.

* Table of Contents:
Unit 1 - User Codes
Unit 2 - SIO and User Code Reports
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Unit 1

User Codes

K vniveRsITY OF KENTUCKY] User Codes & SI0/UC Reporting 3

User Code vs. SIO ' IRIS

* In lieu of entering an SIO number in the Order field of a
business transaction, the Assignment field can be used to
enter a custom User Code (UC).

Advantages:
> You do not need to create an SIO.

> You don’t have to wait for business transactions to post before
the costs are included in the reporting. The costs will be
included as soon as a business transaction is parked.

> You can change the Assignment field value even after a
document has been posted by your accounting office.

> This could also be a disadvantage since anyone can change the

value in this field at any time!

Advantage
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User Code vs. SIO (continued)

Disadvantages:

» The Assignment field is informational only and no field
validation is performed. It is possible for a user to incorrectly
enter data in the field, which will make reporting more difficult.

> There is no Assignment field in an SAP Requisition (ME51N).

> The User Code would have to be entered (using transaction
FBO2 (FB-zero-2) after the Requisition has gone through the
process and an Fl document has been created (posted).

Disadvantage
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User Codes FIRIS

* Unlike an SIO, a User Code does not need to have master
data created in SAP.

The Code is established outside of SAP, but be sure to keep
a list of your User Codes somewhere for easy reference and

share them with other coworkers who need to know and use
them.

* A User Code can be alphanumeric, contain special

characters and spaces, and be up to 18 characters in
length.
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Usel’ COdes (Continued) e

* It’s very important to enter a User Code exactly verbatim
on each and every business transaction, or reporting on a
User Code will be difficult/incomplete.

ABC 123 2015 abc 123 2015

- =

* For example: If ABC 123 2015 is used on some
transactions, abc 123 2015 is used on others, and you
enter ABC 123 2015 in the reporting transaction, the
costs for those with abc 123 2015 will not be included.
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G/L Account Document Example }é]RIS

Park G/L Account Document: Company Code UKGO

&a Treeon | B company code B simulte | In this example, the user has a
custom User Code for each faculty [
member (last name w/ first letter
Document Dete losz6/2012 cneney | capitalized and the 4-digit fiscal year

Basic Data L Detals |

Pasting Date 10/26/2012 with no space in-between). All of the
REEHERED GA actual debit costs will post to the
Doc.Header Text  Recharge travel costs COSt Center (] 0] 2527060) and the

Carmpany Code UKOD  University of Kentucky] . ..
costs will statistically post to the

various User Codes listed in the
Assignment field/column.

6 [tems [ Screen Variant : Standard 1) /

Eflst  |GAL acct Short Text  |DfiC Wrnount in doc.cure. |lEEnment Text Busi_[Cost center [C)
o |530015 MravelIS Ml H Credic &I 95,54 0101 1012062470
+ |530015 [TravellS Mi..js Debit B 98. 54 |Smith2012 0101 (1012527060
o |530015 TravelIs Mi.H Credit & 79.25 0101 (1012062470
o |530015 Mravels Mi..[5 Debit & 79.25 |Jones2012 0101 (1012527060
+” |530018 MravelIS Ml H Credic & 23.90 0101 1012062470
o |530015 MravelIs M3 Debic & 23.90 |Milar2012 0101 1012527060

&
=
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Unit 1
Check for Understanding

User Codes & SIO/UC Reporting

Unit 2 IRIS

SIO and User Code

Reports
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g
Reports Overview HIRIS

* There are a few transactions available in SAP that can be
used for reporting against SIOs and User Codes.
KOK5
KOO03
S_ALR_87012993
S_ALR_87012282
FBL3N

* For SIOs, costs can be viewed at either the individual SIO
or SIO group level.

User Codes & SIO/UC Reporting

¢
KOKS5 - Master Data List for Orders }é]RIS

* Transaction KOK5 (K-letter O-K-5) can be used to obtain
a master list of SIOs.

Master Data List For Orders: Initial screen

®

et varint

ariants for Internal Orders

5|3

\ariant catalog for program RKOSELOD

wariant name Short Description 2 - CI (¢ k on th e ExeCUte

SAPROL  |Standard icon

SAPE0Z General selection criteria

SAPEPM Plant maintenance orders Master P — o Of‘defs.' Iniﬁa’ screen
TEST Est variant !

USER for general Lsers

\ —
USER fnr general users

1. Double-click on the desired Selection variant

EEEE——

Variant name to select
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y
KOKS5 - Master Data List for Orders (continueq) %I»RIS

Display Internal Order: Standard one-line
HoA4rH| B & sia & | ™40

Type |Refteder |Erterad by "] Parson responsbie |Created on | Descroton |Rel |Cs |Ressase date | TenCrea... | Close
20 - n cost of materak X ICﬂ"lllj'i‘llllf" 11:01:30
Double-click on any SIO number [ | [osnaans 17536 |
. 9 Traning-Prnted '|ul=|1b_K | _05_:28_-’20[5 _1!:)9:10 |
7 to open and display the order’s  [mrmgemied naes x sjzaans | 1399

TranngFood prodcts (X | |0S/28/2015 |13:400

master data record (KOO03). 5 {osy1372005

- & Texthocks X [werz1anns |
0 [1000040 [5am Sape (0572172008 [Lunches % |oayzajz00s |
I [Bab&y Sheman 1078172005 |Equicment Rantal % (1672005 |06z
| 1660064 oy Sherman 18612005 |Spasicar Faas ¥ [16/61/2005
| Miar Jones 10/02/2005 |Mic. Expenses X |lojoz/2008
. : : [x[10/02/2005 [08:31:28 | L0j0R/Z0

12005 [1131:57 |

s 10/
|10/oa/2005 [11:30:24

S

5 Research | lonjosranos [oe2riie |
®a| DisNay Internal Order: Master data = e e
AT Click on the Back icon to i s

o T return to the list of orders.
Descriotion {2015 Faculy Training-Printed materak M AT £y

. Delores Freeman X /2006 |[10:19:37
pr. A 1. Boael 07 0 |02 /06/2006 [10:37:24
Assgnments | Contreldita | Prd-end cheng | Genenaldata | Investmants | [ W 0170672005 | 1029

Pes 06 X 01/06/2006

| Assgriments . e, .. Benford 07 X oo/ 2006

s code THBD  Universty of Kentucky raral X |n 06/ 2006 [10-30:51
De. Delores Freeman 07 X 9870672006 1030529 |

Business Area 0151 UK wio component unts 7 T Tisma |

Blant

User Responsbie

Extermal order no.

WK vavesiry or kentucky] User Codes & SIO/UC Reporting 13
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KOO3 - SIO Master Data Reporting LR!S
* Costs posted to an SIO can be viewed within the SIO’s
master data record using transaction KO0O3(as well as
KOO02, if you’re in making a change to any of the master
data).
I
Display Internal Order: Initial screen 1. Enter the SIO number in
B master Data the Order field, and then
either press the Enter key
or click on the Master Data
order button in the Application
\I Toolbar
WK usinisror cavrocky User Codes & SIO/UC Reporting 14
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KOO03 - SIO Master Data Reporting (continued) }é]RIS
* Option 1: Order Balance

2. Click on Extras in the
menu bar

i R |

Display Ir

[ | settlement Rule

Order goag  RE Obect
Description Bl Cost Anzhss
Costing 3. Click on Order Balance...

[ TE—
Assignments | cc | Order Bance..

Business Transactions Allowed...

TCT T

Assignments

Company Code
Business Area

UKO0O

University of Kentucky

0101 UK wyfo component units
Plant

User Resp
External

This pop-up window will
appear displaying the total

amount currently posted to
the SIO.

In order currency 347.58 |USD

347.58 USD

1In CO area currency

W (K
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KOO3 - SIO Master Data Reporting (continued)
* Option 2: Cost Analysis

XIRIS
[l

2. Click on Extras in the
menu bar

B i

Display I

| settlement Rule

Order 809¢
Description 201z

3. Click on Cost Analysis

| Cost Anchss f==

Costing

Assignments h ¢ Order Balance...

Business Transactions Allowed...

vestr

v
L |

Shift+F7

This window will appear

Assignments

listing the individual line

Company Code
Business Area
Plant

®E| Plan/Actual Comparison
FTAYTF EE QO EFHTS

items currently posted to

User Responsible
External order no.

the SIO and a grand total [ |

Dirder
Order Typa UK Usar Coda ( Statstical Oedar)
Plan Version 0 Fan/Act - Verson

(darker, yellow line at very [
bottom of the list).

Cumuiatve Datz
Lol Vakiatn _\/
Cost Element Cost Element ( Text) I3 Toaal plan costs| Toal actual costs|t _Plan/actual varance| B vae(%) Currency |
(540337 |Prring Supobes 0.00 347158 54758 [T
Debit 0.00 - 34758 - 347.58 usp
o 0.00 -« 34750 v e 34758 USD
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0
KOO03 - SIO Master Data Reporting continued) %Iz:::""

* Option 2: Cost Analysis (continued)

®R| Plan/Actual Comparison

FAFYTF BEH A LDTATL @ DL I

Display Actual Cost Line Items for Orders
& Documens dr bamerhecod B | @ P | A9 Ha W | E% TR DL O

47.58 | 5|0341 | Tanng supples
34758
758

User Codes & SIO/UC Reporting
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KOO03 - SIO Master Data Reporting (continued) BE.L

* Option 2: Cost Analysis (continued)

This is the source document. The line item with SIO
number 809000000081 is highlighted.

Document Overview - Display
MBS T B G R choose | [ swe | @ & B H Tax ot H [
Doc. Number 100000116 Company Code TK00 Fiscal Year 2015
Doc. Date 05/28/2015 Posting Date 05/28/2015 Period 11
Calculate Tax [
Ref.Doc. GL

Doc. Currency USD
Doc. Hdr Text Faculty training expenses

[ ceo]ofnccoune [nccoune sose coxe [malzere | twows|cose cer [onaer |

1|50 {Iraining Sucoliss Irzining mazerizls =
24 |rinting Supplica . mn
3|40 [Food Products 15%.10 1012000620 |

WK vmiversiTy oF kexTucky) User Codes & SIO/UC Reporting
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S_ALR_87012993 - SIO Group Report

* Use transaction S_LALR_87012993 to report against an SIO
group.

Orders: Actual/Plan/Variance: Selection

% 3. Click on the Execute
icon
Selection val

Controling Area uzali] "

—— 2o1s 1. Ensur_e the Fiscal Yea_r,
From Period 1 From Period, and To Period
To Period 12 are as desired

Plan Version 0

Selection groups

| 2. Enter the name of the

Iorder Group FACTRAIN1S| SIO group
Or value(s) to =]
Cost Element Group
Or value(s) to

* The Controlling Area should always be UK0O, and the Plan
Version the number zero (0).

User Codes & SIO/UC Reporting 19
)
S_ALR_87012993 - SIO Group Report «ontinet $La 2
* The costs information seen on the right/main side of the
screen is based on the highlighted item in the left section
of the screen. For example:
If the SIO group name is selected at the very top, the costs
from all SIOs are rolled together.
If only one SIO is selected, only the costs associated with
that SIO will be displayed.
Orders: Actual/Plan/Variance
T __’Ul' "OAY | Mouwn WA FH ]
tr‘g:‘g::.ns vy fmse. Orders: Actoel/Flan/Varissce Date: O8/28/300% 17:08:54 Fage: 2 =
S BOS0000000RT 2015 Faculty Train EACTRATEL Lt it P A
‘{} BOSOG0000062 2015 Faculty Tram| 1 12
Cont Elemants Astual Flas WVar. (Aba.) Var. (%)
e s sr.
WK usinisror cavrocky User Codes & SIO/UC Reporting 20
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S_ALR_87012993 - SIO Group Report coninues HRIS

Orders: Actual/Plan/Variance

Te@&E 0| T %M AT Moum W4y M| TR NEE

Gr.icrmm Traring 5e crers: Acteal/Flas/Variasce Date: G8/20/2048 17:09:54 Bage: 3/ IE
2 Slencaks 'r': up £08000000081 2035 Faculty Training-Frinted materisls
pericd 1- 12205
Coat Elesests | cteal | Flas | Var.(Rba.) | Var.(d)
$40337  Printing Supplies 347.58 34T.58
= p Coata 4758 34T.58
= o= Barasce 47,58 1.5
Orders: Actual/Plan/Variance
Te@& M| T KM AT Moum W4y M| RN
: 5]
T AT R Traiing 5e crers: Acteal/Flas/Variasce Date: G8/20/2048 17:09:54 wage: 1,

$0800000008T 3018 Faculty Training=Food products

Rt TRA pericd 1- 12205

540333 Food Broducta an.1e ass.1e
E |+ cosss a1 an6.18
= [*+  Balasce an6.an st
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S_ALR_87012993 - SIO Group Report coninuea S 81
* The ability to drill down to the source document is

available, if desired.

Orders: ActualyPlan/Varlance

@A T %) 2. Double-click on the _

e Orders: Actual Line Items =

List: Orders

report

culey T

Grders: Acteal Feriods

=] 1. Double-click anywhere

along the line item

e A I

|| Tacheical ramas anfaff | %

o Drilldown by Partser 456.18 436.18

Ozder: Flanming Cverview

Master Daza Lise for Orders = |+ Coses a36.18 FEYRTY
i L Balance 436,18 436,18

Display Actual Cost Line Items for Orders
& Docorere. e omeies (| AT AF B BN TAE S

3. DobIe—cIick anywhere

along the line item again

TY OF KENTUCKY]
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S_ALR_87012993 - SIO Group Report coninea RIS

This is the source document. The line item with SIO
number 809000000082 is highlighted.

Document Overview - Display
28N AT BT E R [ choose % sve TE A E H e B E

Doc.Type : SA { G/L account document ) Normal document

Doc. Number 100000116 Company Code UK0O Fiscal Year 2015
Doc. Date 05/28/201% Posting Date 05/28/2015 Pericd 11
Calculate Tax

Ref.Doc. GR

Doc. Currency USD

Doc. Bdr Text Faculty training expenses

Itm| PK|Account Account short text Tx| Text

Amount(Cost Ctr Order
1|50|540341 Training Supplies Training materials 843.76-( 1012000810
2(401540337 Printing Supplic: 47,58 11012000820(809000000081
3 ilCl 540322 Food Products 496.18 [ 1012000820(&09000000082)
%

0.00

* Click on the green Back icon in the Standard Toolbar a
couple times to return to the SIO group report.

UK ovivessiny o KeNTUCKY]
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_ RIS
S_ALR_870] 2993 SIO Group Report (Continued) |
* The Exit Report window may appear a time or two when
clicking on the green Back icon in this transaction.
Click on the Yes button to continue going back
Click on the No button to remain on the same screen
@ Do you want to exit the report?
Yes | Mo |
UK vivERsITY OF KENTUCKY] User Codes & SIO/UC Reporting 24
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S_ALR_87012282 - SIO & UC Report EIRIS

* Transaction S_ALR_87012282 can be used to view costs
statistically posted using a custom User Code in the
Assignment field.

General Ledger Line Ttems

3. Click on the Dynamic
selections icon to access the
Order and Assignment fields

| Saketion usng saarch hep
Search beip 1D
Search stiing

= Sewch hety

e _J 1. Leave this as the current date

Garng date t =)

2. Click in the checkbox
next to Parked Documents,
otherwise line items from

Addronalhestir only posted documents
e would be listed
WK vavesiry or kentucky] User Codes & SIO/UC Reporting 25
S_ALR_87012282 - SIO & UC R e RIS
_ _ - e pO I't (continued) |
* The Dynamic selections icon adds a section with
additional search fields at the top of the screen.
The default fields on the right are highlighted green on the
left.
General Ledger Line Items
e 4. Scroll half way down to
i i find the Assignment field
o 6. Click on the Execute icon |:
= £ GL AIC Master Record | Planning Level
Group account number o Account currency
Created on Docurment
Created br " e
B e e /7
Trading Partner Document Date /
Balance Sheet Account — Document Type
Mark for deletion 5. Enter the User Code
G/L account selection
Chart of accounts to
G/L account to H
Company code to
WK usinisror cavrocky User Codes & SIO/UC Reporting 26
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S_ALR_870] 2282 - SIO & UC Report (Continued)

* With this report there is no ability to double-click on a

line item to drill down to the source document.

RIRIS

=

* The Sort (2), Set Filter, Total, Subtotal, Export, and layout
(3) icons are available in the Application Toolbar.

G/L line items

G AYTF EHNT AT By B H sacom

M 4 ¥ M

There is only one line item for
. 4| this particular User Code

B[N |

Date l JI ! L 18 ulmt in lscal w-|‘hu
Eoay THAE Teas T
[se] [zcens | asn 750,60
nse 750,08
o0 750,80
] 750.00
Grand total of all line items
=T for the User Code e
| s
|'35: T50.00

UK ovivessiny o KeNTUCKY]

User Codes & SIO/UC Reporting 27
U
S_ALR_87012282 - SIO & UC Report coninseq RIS
* Use the Multiple Selection icon to the right of any field to
enter more than one value.
RES o 211 1. Click on the Multiple
Plnning Level = q .
Account auneney /2| | Selection icon
o s ;H'
Posting Date
Document Date =
Document Type = =
T 2. Enter the multiple User
Codes on the Select Single
— Values tab
PrE—— Toows | Gxcot s 4. There will now be a
i 1 green light under the
s T { arrow on the Multiple
y Selection icon
3. Click on the Copy icon S
e Assignment Jones
Posting Date
ZETELLLLE.
WK usinisror cavrocky User Codes & SIO/UC Reporting 28
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S_ALR_87012282 - SIO & UC Report conmes RIS

* After clicking on the Execute icon in the Application
Toolbar, the report will now list all line items containing
the multiple User Codes.

G/L line items
FANAFTE B FQT| | BB o | 44 H

Duiversity of Hemcucky G/L line ivems
| ==
Pateg I\ | | Date | I P | e e Asgant i FC|Rssust in lesel cus.|Text
Long Text Tea= Tzavel
Jomes usD 750.00
Tayler usp 70,00

osD

o0

osp 1,420.00
zezingica
Iiuqhu! ! ! hm-l"_i Jl Iﬂnlrl.nq |t1.nqdn:.enc' Amcunt in FC(kmoust in local cur.|Text
ase 1,420,090
K Caiveisiry oF KenTucky Tser Codes & S10/UC Reporiing 29

S_ALR_87012282 - SIO & UC Report canmes RIS

* To use transaction S_ALR_87012282 for reporting on an
SIO, the Order field must be added to the available search
fields in the Dynamic selections section.

2. Scroll to the bottom of
Gener. = this right side and enter
. ko the B
P T Order field (or use the
e — | pocumentpate | Multiple Selection icon to
Amount in LC Document Type | liSt multiple SIOs)
[ELAmougt Posting Period
= Posting Key o
e ) Business Area =
1. Scroll to the bottom | [order ELCTIOE R =
of this left side and
4| double-click on Order
I uiveErsiTY oF KENTUCKY] User Codes & SIO/UC Reporting 30
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S_ALR_870] 2282 - SIO & UC Report (Continued)

* All line items associated with the SIO will display.

Duiversicy of Hesrocky

6/L line ivems

[]w] Jewscsss[eces ase e |

Assant in !:lmv in local e\n.|'hu

B/L sver 540337

2008 sh [tocoonie |osszaszois|eo] [aousesze | |

Leng Text Printing Swpplies

UsD

Busizess Area 0L0L

UED

unt 540337

UED

*** Company Code THIO

Training Cliens 510
Lexingroa

p—

! Iaur}.nu |t‘1-mldn:encv

Amcant in FC(dmcust in local cur.|Text

34758

User Codes & SIO/UC Reporting
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S_ALR_870] 2282 - SIO & UC Report (Continued)

* One last note: Feel free to use any of the other fields on
the screen or in the Dynamic selections section to further
refine your search, if desired (i.e. Cost Center, WBS
Element, G/L account).

Posting Date
B Amount ﬂ Document Date
B ordar N " N
BT Again, just double-click
on any of the fields on
the left side to add them
Ererofic center | to the right side. aususcnoanes
[Z1 Real Estate Key
[# Reference Date E |
G/L account selection
Chart of accounts @ to
G/L account I to
Company code to
K UNIVERSITY OF KENTUCKY] User Codes & SIO/UC Reporting 32
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0
FBL3N - SIO & User Code Report ;‘é]RIS

* Transaction FBL3N can also be used to report against an
SIO or User Code.

* The Dynamic selections section works exactly as
previously discussed with transaction S_LALR_87012282.

* You can double-click on any line item in this report, and
the system will drill you down to the source document, if
desired.

* The Set Filter, Sort (2), Total, Subtotal, and layout (3)
icons are also available in the Application Toolbar.

WK vavesiry or kentucky] User Codes & SI0/UC Reporting 33

4
FBL3N - SIO & User Code Report (continued) }é]RIS

* On the initial FBL3N screen it is important to complete the
Line item selection section before executing the report.

G/L Account Line Item Display
@ =B ota Seurces

| Gl account stiection
&L account
Company code TW00

Gl
L=

g8

|sekcon wep s hee | Click on the radio button

Search help 10

R next to the desired Status The date fields can be

| = _sonten | 7 left blank (to include

e Form st everything in the system)
o or a set date or date

Open 3t key date

o829/ range can be entered.

o o

A\

Click in all three checkboxes in
the Type section

l]KUNI\-'F-KSTT\" OF KENTUCKY] User Codes & SIO/UC Reporting 34
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FBL3N - SIO & User Code Report (continued)

SIRIS
=]

G/L Account Line Item Display

WA b M| a2 2 gl

no

The User Codes are seen in the
30504 Assignment column.

Smount in local cur.|tfure|fx| Cleng doc. | Text

A yellow triangle indicates the
line item is from a Parked
document. A green checkmark
indicates the line item is from
a Posted document.

e [n

T~

Double-click on any line item to

drill down to the source document.

Amtne ia18eal eur. | Lose| T

Eirng dos.

e //

1,479.00 (oS0

7

Bi| Display Parked G/L Document 0100000117 UKD 2015
0 & Dee st tng e

User Codes & SIO/UC Reporting
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Reports Summary

RIRIS

=

* Use transaction KOK5 to obtain a master list of SIOs.

* Use transaction KOO3 to view an SIO’s Order Balance or

Cost Analysis.

* Use transaction S_ALR_87012993 for reporting on an SIO

group.

* Use transactions S_ALR_87012282 and/or FBL3N to
report on SIOs and User Codes.

K UNIVERSITY OF KENTUCKY]
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Unit 2

User Codes & SIO/UC Reporting

myHelp Website 43R

* myHelp-FI_GU_322 User Codes & SIO/UC Reporting
website:

http://myHelp.uky.edu/rwd/HTML/FI/FI_GU_322.html
Contains

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

~ o

User Codes & SIO/UC Reporting
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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 UNIVERS T OF KENTUCKY Tser Codes & S10/UC Reporiing
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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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