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SAP Screen Shots
The University of Mississippi
End User Documentation — 4.6C
5/2002

E-Mail: sap@olemiss.edu SAP Support: 662.915.5222

View by Document Number |

SAP Menu Path: Accounting > Financial Accounting > General Ledger >
Document > Display [double-click]
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Document Overview:
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Doc . type : RW { Met inwoice receipt ) Mormal document

Doc number 510085 Company code 1 Fiscal wyear 2081
Doc. date 10430720000 Period

ReT . doc. B253279

Doc.currency ush DOC number A/P Line

Itm|PK|Account Sccount short Amount | Text

1]|21)]| 6503622 CAMBRIDGE ISOTOFE L...| 20001 461 .47 - [CAMERIDGE ISOTOPE LABORATORIES

2|86| 22199 Lccts Payable GR/YIR 1189 I 79.56 |acetone dfB, 99.9%, dim-9, 160x1G

3|86 22199 Lcocts Payable GRYIR [20001189 ] 54 .56 |acetonitrile-d3, 99.8% dim-21, 10x16
4|86| 221949 Lccts Payable GR/YIR | 2ZooO01109 yc] 34 86 |henzene-df, 99 . 6%, dim-1, 10x1G

§|86| 221949 Lccts Payable GRYIR [ 2Zooo11@9 jyc] 76.78 |chlarform-d, 99.8%, dim-7, 100G

G|86| 22199 Bcocts Payable GRYIR | 2ZOOB11089 In 31 .83 |dimethyl sulfoxide-d6, 99.9%, dim-10,1
¥|26| 22199 Scots Payable GRYIR (2001109 I 121 .25 [methanol-d4,99.28%, dim-24 180x16

8|86| 22199 ALccts Pavable GRYIR 2poo1109 o 53.03 (trfuoracetic acid-d, 99.5%, dim46, 10C

Purchase Order associated: To view the Purchase Order associated with this
Document number. Double-click on A/P line. (51 Document # = PO)
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Company code 1 The University of Miss.
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Purchase Order #

Additional account assignments

Business area c]o}

Sales aorder ) o]

WWBE element Metwork
FPurchasing doc. 450001 4809 1

Clearing date o1 /1842001 1049365

Assignment ZOooo1109

Text acetone d6, 99.9%, dim-9, 10x1 G ., Long text




FI Document Numbers

Document #s | Payment Type Will work
beginning with with FB03
10 G/L Posted Documents (Interdepartmental Yes
Charges — example: Printing Services)
19 Payments for Accounts Payable Yes
(Request for Payment forms)
50 Good Receipt — If the 50 is associated with PO | Yes & No
—yes, if not no. (example of no - Budget
Revisions)
51 Payments for Purchase Orders Yes
20 Clearing Documents (Payment Documents) No
OR
Work Order (PPD or Telecommunications)
Note: If the G/L Account begins with 59# and
has 6 digits it is a Work Order.
85 Credit on Departmental Credit Card Yes
86 Debit on Departmental Credit Card Yes
772 Travel Documents (Invoice) Yes
Other type documents that will not work in FB03
771 Travel Authorization No
45 Purchase Order Numbers No




View by Vendor

SAP Menu Path: Accounting > Financial Accounting > Accounts Payable >
Account > Display/change line items
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Vendor account: Enter Vendor number (you may use search button)
Company Code: 1

Open items — Items that have not been paid to vendor.

Cleared items — Items that have been paid to vendor

All items — All items to vendor
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Note: If you use date ranges, be careful. When using date ranges, you may not
receive complete information about a transaction.




Vendor account numbers in Accounts Payable:
Consultant numbers begin with 15
Student numbers begin with 45
Purchase Orders & Payments (Request for Payment Forms) — 65
Purchase Orders & Payments (Request for Payment Forms) — 75 if
vendor has a different address for payments.

Example: All items and date range selected for this example.

Help

CHBE snoD B @
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Vendor Line ltem Display
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Status: B open & Parked @ Cleared L=
Due date Overdus Ly Due 3 ot due Il
Wendar 65028089
Company Code 1
Name BELLSOUTH [
City ATLANTA
5t|Assignment Doc.no Type Doc. date [5|DD|Amount in Tocal cur. |LCurr(Clrng doc.|Text
] @ | 20018702 18080055 KR a6 /14720081 88 .05- [USD 20070246 *601-206-8920-295-0582
| @ | 2008702 20070246 ZP O7se2/ 2081 88.05 (USD 200702465
1 @ | 20018703 180680185 KR a6s10/2a81 45 .83- [USD 20070590 *G62 236-7908 350 1587
] @ | 20010705 20070590 ZF o7/e5/2001 45.83 (USD 20070590
L1 @ | 20018706 19080368 KR a6s10/2a81 45 61- [USD 20070302 *A62 236-1931 345 0593 L ROGERS
] @ | 20010706 20070802 ZP o706/ 2001 45.61 (USD 20070802
L1 @ | 20018711 19080341 KR 05/29/2081 400.92- [USD 20071415 *&/C # GB2Z MGY-2320 320 0592
| @ | 20018711 18080842 KR a5/29/20081 B0 .O7- [USD 20071415 *A/C # BE2 234-8021 021 @593
] @ | 20018711 1900025432 KR o7 1/2081 784 .38- [USD 20071415 *A/C # BBZ 234-2331 713 0500
| @ | 20018711 20071415 ZP ar7s11i2e81 784 38 [USD 20071415
| @ | 20018711 20071415 ZP ori1izee 460,99 |USD 20071415

Select layout: Accounts Payable has created a variant with additional data that
maybe helpful for departments. To select layout, left-click on the select layout
icon.
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Vendor Payment Information: Double click on Vendor Payment Information.
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Status:
Open — Waiting to be paid. Will be paid when checks cut. Example: Net 30.
Cleared — Check has been cut and mailed to vendor.
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Yendor G5O5577
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Name AT&T

City LOUISYILLE

5t |Reference Doc . no Clrng doc.|Doc. date |DD|Amt in Toc. cur. [PH|PBE|Text

@ 20125290 20125290 04/16/2002 64 .63 [P

L] @ 208125290 20125290 o4/16/2002 449.70 (P

[ @|B5858-732-8537 |19025424 20125290 o4/03/f2002 449.70- 040 #0200 319 3IFEO OO1
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* 20125290 o.og
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] @681 957-2571 (19025521 20125470 o4/01 /2002 17.95- *4/C # 020 966 9619 081

[ @|662 513-03231 |19025517 20125470 O3/21 /2002 52.18- 040 # 030 367 4900 001
* 20125470 o.e8a

] @ 20125638 20125638 o4/18/2002 1,164.20 (P

1 @|020 206 2020.. 19025709 20125638 040372002 1,164.20- *A/C # D20 BOE 3930 oM
* 20125638 o.og

oo

Reference:
Invoice number, if there is no invoice number,
A/P will try and put some meaningful information, such as the date.
771# - will be the Travel trip number.

Document #:
19 — Request for Payment
51 — Purchase Order
772 — Travel
20 — Clearing Document (Payment Document)

DD - Net due date symbol (Due date — under Status)
PM - Payment Method (P = Check; D = Direct Deposit)
PBK - Payment Block — If item is blocked for payment

R- Goods Receipt has not been processed.
A — Accounts Payable has blocked for some reason.




Create Variant (Layout)

Change Layout: To add additional information to report, left click on the
Change layout icon.

Environment Settings Sy=sterm

= (=11

EICEC R Change layout
Vendor I ine itern Displfay icon
4 4 2l | a2 2 | 8@ 3| EallR | (EE
Status: B open S Parked @ C1 eardChange layaut.. (Ctri+Fs) |

Due date: Overdue Ly, Due c@E Mot due

Change layout standard local currency screen. On the left of your screen is
what is displayed on your report. On the right are you hidden fields that can be
moved to the right and added to your report. Use arrows in the middle to move
fields.
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Layout/Variant can be save.

Save layout icon — Left-click on Save layout icon.
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Give Layout Name and Description — Make sure User-Specific is checked.
SAVE - Left C|ICk on Save icon.

Layout DEFT - ac U=er-specific ﬁ | E =
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Select layout — To use this layout the next time run report, left-click on select
layout icon.
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Select Iayout Left-click on copy for double C|ICk on line item.
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Comp= |1SAP-DDHMET Internet serwvice open Ttems =a
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