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Work Instruction

Document: Display FB03

When to Use

Use this procedure to display an individual or list of financial documents, in order to verify the
transaction amount, accounts used, header information, whether a cheque was produced and/or
cashed.

Steps

e Determine the document or selection criteria for the range of documents you wish to display.
e Display the document or list of documents.

Menu Path
Use the following menu path(s) to begin this transaction:
. Accounting = Financial Accounting =» Accounts Payable = Document = Display
o OR
. Accounting = Financial Accounting =* General Ledger =% Document = Display
Document

Transaction Code
FBO03

Helpful Hints
e This transaction can be used to display a PO Accounting Document (51XXXXXXXX series)
and PO Goods Receipts (GR) (50XXXXXXXX series).

e Todisplay a Purchase Order (PO) use the following menu path:

. Logistics =» Materials Management =% Purchasing =» Purchase Order =» Display
e Todisplay a list of Purchasing Documents use:
e http://www.finance.utoronto.ca/fast/qrg/purch/po/purchlist.htm
e Todisplay a Manual Reserve:

. http://www.finance.utoronto.ca/Assets/FAST/Reference+Guides/bp/fcchngdisplay.pdf
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Detailed Procedure
1. Start the transaction using the menu path or transaction code.

SAP Easy Access University of Toronto Menu

'E_Eeru EdR Favortes Extras System Heb Dnm@
[+ JIH Qe DNE DDhod BR @6

SAP Easy Access University of Toronto Menu
GBS =Bz~

5[5 C Forces
| I O create intemal Orders
I I noeo
[ (0 Course Regatrations
b (3 Funded Ressarch Digast - FRD (Research)
[ DuR_zHR015 - HR: Payrol Reservation Crverdrafts Report
= 3 SAP ménu
b O office
P O3 Logstics.
= 3 Accounting
= 1 Fnancal Accounting
I ] General Ledger
I (3 Accounts Recenvable
= &3 Accounts payable
b (1 Document entry
= &3 Documnant
T FB02 - Change
=] ange ine Rems

Iy E\;mangu
2 FIRA - Reset ceared ems
3 Reverse

3 Parked Docurnents
3 Reference documents
3 Cross.CE transaction

b 3 Account

I (3 Master records

P (3 Pericdic Processng

I (3 wehholdng Tax

b (3 Information System

I (3 Envronment

2. Double-click 2 FEO3 - Display
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Display Document: Initial Screen
(=
Document Edt Goto Yew System  Help

]

mnmw
NAH e SHE DDLS EE @8
_Eﬂsr:_lay Document: Initial Screen "
| B Document Lst || 4 Fnt e |[# Edieng Options |
[ Keys for Entry View
Decument Number
Company Code 0OFT
3. Display Options:
If You Want To Go To
Display a single document. Step 4
Display a list of documents Step 5
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Display a Single Document

4. Complete the following as required on the Display Document: Initial Screen
Field Name Required/ Description
Optional/
Conditional
Document Number Required AMS assigned number.
Company Code Required Defaults to UofT. Change only if required.
Fiscal Year Optional The UofT fiscal year is May 1st to April 30th and

the Year is coded as follows: Year = the "annual"
year in effect at April 30th (i.e. May 1st, 2011 to
April 30th, 2012 is identified as "2012" fiscal
year).

j Leave blank to allow the system to
retrieve the fiscal year.

Click @ to proceed to the Document Overview — Display screen.
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Document Overview — Display:
‘?209!.",'.'_? Edf Gt _Settnps Exis Enyranment Spstam_Heb _ CLLisAP.
e . mldd @@ DHE bDon AR Q8

@3] Document Overview - Display

@< 059 5 F S e |6 o | DI ] m B

<11

= |/ Doc.Type ¢ BN { MN:A/P Vendor imvelc ) Mormel defuseat

| Paried by PERRYANY FPoaed by GLOVEAYE
Doc. Musber 1302908437 Company code  DOFT Fiscal year 2012
Doc. date 30.03.2041 Posting date O8.06.2001 Period 02
calculate Tax
Ref.doc. 077052238
Doc.currency CAD

2]107220 |The Princing House L)|31| 4.469.15-|00FT|+=] 1000 FAYABLE 19029094372012| Prinving Heuse #077052238 30 Maz/il Asul Rpre Ceosm

2|825600 |Printed Maverial/pub|{40| 4,089.87 |UOFT|EL| 100013943 103357 SUPFLIES Printing House $077052238 30 Mar/1l A=ul Rprt Cesm

3| 260011 [HIT (FVAT) Rec & Pay|40 246.7% |UCFT|EL| 1000 101286 Ti 20110608

4| 260001 |MST (GST) Receivable)40 132.49 |UOFT|E1| 1000 101286 TAXES 20110608
' =
’ 2
foio] oo

il 7

To perform Common Document Display Functions go to step 9
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Display a List of Documents

5.

Click | Document List |

Document List

=

]

Progam Edt Goto  System Hel

198000 QHE DO BR @@

mnmw

Document List

)] 5 [0 sowees ]

£ Company code wrr[s) to
+ Document Humber w

Fiscal Year

General selections
Docurment type
Posting date
Entry date
Raference numbar
Reference Transaction
Reference key
Logical system

[2]=]=

glgglgg § 9
|2] 2] 2] 2] =] 5] ]

Ak dephy noted Eems
Dty noted Rems

[Search for ovem docaments
[]own documents anly

: For a selection screen variant, click [ to choose an existing variant.

@ Reference Guide: Screen Variants:

http://www.finance.utoronto.ca/fast/qrg/nav/commonrptfcns.htm.
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6. Complete the following as required.

& Ensure that at least one field from the General Selections section is entered for the
search to execute.

; The more detailed the criteria, the more specific the results.

Field Name Required/ Description
Optional/
Conditional
Company Code Optional Defaults to UofT. Change only if required.
Document Number Optional AMS assigned number.
Fiscal Year Optional The UofT fiscal year is May 1st to April 30th and

the Year is coded as follows: Year = the "annual"
year in effect at April 30th (i.e. May 1st, 2011 to
April 30th, 2012 is identified as "2012" fiscal
year).

Document type Optional Document transaction indicator. It determines the
document number ranges. More information on
the document types and what they mean can be
found at:
http://www.finance.utoronto.ca/fast/qrg/nav/amsfis
doctypes.htm

Posting date Optional Date the financial transaction was recorded.
Defaults to current date and should not be
changed.

Entry date Optional FIS generated transaction date.

Reference number Optional Used to refer to source document or transaction
description.

Own documents only Optional Allows a user to display only documents which

they have created.

@ (Optional Step)

Click ] [ to enter additional selection criteria
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Document List: Dynamic Selections

E
Progmam Edt Goto System Help

[+ 148 0 DR NDOS BE @8

mmmw

Document List

(][] pata sources |

i mE] Dinamic salections

* | ¥ C3 Document header Document header
[B) Document Type
[E) Document Date
[®) Posting Date
[ Posting Pancd
[ Ertry Date
[®) thanged on
[E Trnshoon Date
[5) User hame

Documant Type
Doqusment Date
Posting Period
Entry Date
User Hame

I ]

Company code T o
Docurnent Humber o
Fiscal Year 012 o

5| =]4

Genenl selections
Docurment type wis)
Posting date
Entry date
Reference number
Raferenca Transaction
Reference key
Logical srstem

gglg|ala|s
BEEEEEE

ko deply noted Eame
[ oepley noted tems

Search for own documents
[} own documents oniy.

R Bl e sl K

@ Highlighted items are available for selection in the Dynamic selections section.
To remove criteria, double click the highlighted field name (top left)
To add criteria, double click the field name to add it to the Dynamic selections section.

7. Click to retrieve the Document List.
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8. To display a single document, double click the document number:
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Additional Functionality:

Commonly Used Document Display Functions:

9. Complete the following as required:
If You Want To Then Additional Instructions
Verify Account Review the ;;
Assignments. Document Overview To adjust the columns widths select
— Display main Settings = Columns = Optimize width
screen

Verify Header = Document Header: Company Code UOFT

information Click Document Type F.N:A)'P Vendor invoic
Doc.Header Text
Request Number
Reference 537707028 Document Date 16.12.2011

Posting Date 28.02.2012

Currency Ush |/ |caD Posting Period 10|/ |2012
Exchange rate 1.00750 Translatn Date 28.02.2012
Ref. Transactn BKEF | Accounting document
Reference key 1903022206U0FT2012 Log.System |AMS010
Entered by MARCHTER Parked by TSANGEAT
Entry Date 28.02.2012 Time of Entry 12:48:52
TCode FBVE
Changed on 28.02.2012 Last update

@ The following information is available:

Exchange Rate — Conversion rate to CAD
currency

Entered by - User that entered the original
document

Parked by — User that parked the document last

Time of Entry — Time the document was posted
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If You Want To Then Additional Instructions
Verify Cheque Double click the Display Check Information
Productlon, and/or vendor line — item 1. | =] chack racipient || chack issuer... | Accompanying docs §[E& Payment document
EncaShment From the menu Paying company code iJOFI Payment document no. [2002566277
select Environment | [skesi
- Check House Bank CIBC2 Bank Key 2558
f - Account ID 02800 Bank Account 000020526010
In ormatlon Bank name Canadian Imperial Bank of Commerce
City Toronto, Ontario
Check information
Check number 0637141 Currency UsD
Payment date 29.02.2012 Amount paid 300.00
Check encashment 10.04.2012 Cash discount amount  |0.00
Check recipient
Name Cynthia Dillard
City Columbus
Payee's country Us
Regional code OH

The Display Check Information screen provides
information such as the cheque number (Check
number), issue date (Payment date), and
encashment date.

Q If Check Information choice is not
available, a cheque has not been

produced.
Review the OTA Double click the Review the Address details for the payee on the
Vendor Address vendor line — item 1 |Address and Bank Data screen
information
Review the Alternate |Double click the @ ) .
Payee Address vendor line — item 1. |Click to return to the Display Document Line

information From the menu, Item screen
select Extras =» e
Alternative Payee |Click to return to the Document Overview —
Display screen

Resource Information:

@ Contact your FAST team representative for additional assistance
http://www.finance.utoronto.ca/fast/contacts.htm

Reference Guides:

Journal Entry Create:
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http://www.finance.utoronto.ca/fast/qrg/je/create.htm

Document Change:

http://www.finance.utoronto.ca/fast/qrg/je/change.pdf

Document Reverse:
http://www.finance.utoronto.ca/fast/grg/je/reverse.pdf

Credit Memo:
http://www.finance.utoronto.ca/fast/grg/ap/invoices/creditmemo.pdf
FAQ

e Cheque Production: http://www.finance.utoronto.ca/fag/chgprod.htm
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