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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
y Mowe 4
[ () Eaoiies | Insert folder Cirl+Shift+F5
= o AP mend NS transactian Ctrl+Shift+F 4
I+ [ office | Add other objects Ctri+Shift+F7
b 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 |

Ll Favorites
= i SAP renu
O Office

I [ Logistics
1 feenyntine

Enter the
T-code

[E Manual entry of a transaction /

Transaction Code F-43]

Click the green

check mark

Continue with this process to add more T-codes.

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

F-43 Enter Vendor Invoice

F-41 Enter Vendor Credit Memo

FBO8 Reverse Document

MBO01 Enter Goods Receipt (part of 3 Way Match Process)
MBO03 Display Goods Receipt

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

F.98 Accounts Payable Reports

F110 Check Run — Multiple checks

F-58 Hot Check

FCHN Display Check Register
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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 Favorites  Extras  Systern Help

| @ 1 0H Ca0 SHB DDoan PR @M

SAP Easy Access SAP R/3 System
][] ][]

= Favorites
F-43- Enter
= Y BAP menu
[ [ Office

I [ Logistics
= 2 Accounting Highlight the T-code and then click

=7+ Financial Accounting and hold the left mouse button.
[ [ General Ledger While holding, drag the T-code up

I [ Accounts Receivable to the Favorites folder.
= | Accounts Payahle
I [ Document entry
I [ Document
= 2y Account
FE) FKIOM - Display balances

F F-44 - Clear
I [ Correspondence
I [ Masterrecords
I [ Periodic processing
I [ Erwironment
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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 Extras Swstem Help

| & 2 A0 C@e DHB BDo0 HE @

SAP Easy Access SAP R/3 System

OE S

=~ | Favorites
F-43 - Enter Wendor Invoice
= | SAF menu
B [ office
[ [ Logistics
=~ 3] Accounting
= 2 Financial Accounting
[ [ General Ledger
I [ Accounts Receivahle
= 4 Accounts Payable
I [ Document entry

> [ BloEImzE Highlight the favorite and
B [ Aaccount . R
b [ Master records right mouse click. Choose
=+ Perindic processing ‘Add to Favorites’.

2 SCMA- Schedule Manager

[ Interestcalculati  Execute: Payments
) F150- Dunning
2 F.13- Automatic

=

Execute in new wind o

Display docurmentation

I [ Print correspond

[* [ Recurring entried|  Add to Favarites

I [ Archiving reate shortcut on the deskiop
[ [ Information systerm

I CJ 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.
=
| mMenu  Edit Faworites Extras Systern Help

| & 2 aH @9 SHE anan HE @M
SAP Easy Access SAP R/3 System

Cal=] [w][]

= = Favarites

F110 - Payments

F-43 - Enter vendor Invaice

F-58 - Payment with Printout

FBL1M - Wendor Line lterms

F-41 - Enter vendor Credit Merno
FBOS - Reverse Document
MBO1 - Fost Goods Receipt for PO
MBOZ - Display Aricle Document
MIRO - Enter Incoming Invaice
F.98 - Yendors: Report Selection
Bl FCHIN - Check Register!

= 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.

=y
Menu Edit Favorites Extras  Systern  Help
|@‘ Add crivshit+Fe 3 (6] (3 (0 D A8 | H[F] | @ 0
Change Cirl+Shift+F 3
SAP Easy
= Move 4
DIE Delete Shift+F 2
= Favnritesé Insert folder Ctrl+Shift+F 5
""" ] F110-| Inserttransaction Crl+Shift+F 4
F-43-|  Add other objects Ctrl+Ehift+F7
F-58- 1 Dgwnload to PC
FALTY Upgadfrnm P
F-d41- =
FEOR - Reverse Document Make sure the cursor
MBO1 - Fost Goods Receiptfor PO highlights where the
MBO3Z - Display Article Document folder should be placed.

MIRD - Enter Incoming lnvoice
F 88 -"endars: Report Selection
FCHM - Check Register
= 0 SAP menu
I [ oOffice

=

| Menu  Edit Faworites  Estras  Systern Help

| & 240 CEQ BHE DNOHD HE QB
SAP Easy Access SAP R/3 System

L] [7][4]

= 4 Favorites Make sure the cursor
F110- Payments _ highlights where the folder
F-43- Enter\ﬁendprlnv_mce should be placed.
F-58 - Payment with Printout

Ee Frl Ak varder | ing haee

[ Create a Folder in the Favorites List
Falder name Payrnent frans actions|

FCHM - Check Register
= < SAP menu
b [ ofice

Managing Favorites 7 (May 2008)



Beginner Accounts Payable

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 SHB DDoD | PR @
SAP Easy Access SAP R/3 System

3]/ (][]

~ o Favorites
= 4 Three Way Match

MBO3 - Display Atticle Document
MIRO - Enter Incoming Invaice
= 3 AF Reporing
F.88-Vendars: Report Selection
FBL1M - vendor Line ltems
= 3 AP Docurnent Entry
F-41 - Enter Wendor Credit Merno
F-43 - Enter Vendor Irvoice
FBOS - Reverse Daocument
= 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]

= i Favorites
I ] Three'way Match
I [J AP Reporing
I [ AP Docurnent Entry
= 3 Payment transactions

|l:l7

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

[ office

5 B8 Laglsiies Change favarite

I O Accounting Delete favarite

I [ Human Resources Insert folder

I [ Infarmation Systems REEr e e

b [ Tools -

Add ather 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  Fawvorites  Estras  Systern Help

| @ 2390 e DHE D000 BE Q8
SAP Easy Access SAP R/3 System
[Lo][= ][]

= Y Favorites
[ [ Three Way Match
I [ &P Reporting
I [ AP Docurment Entry
= o Payrnent trans actions
F-58 - Payrnent with Printout

[S Change a favarite .. .
I Enter a description and then click

on the green check mark.

= Teut Hat Checks]

I Human Resources
[ Infarmation Systems

] Tools

el

The text will change.

=g
Menu  Edit  Faworites  Extras  Systern Help

| & 1 JH C@e SHB DDoD PR @m
SAP Easy Access SAP R/3 System

Co]l=] [ ][]

= 2 Favorites
I [ Three \Way Match
I 1 AP Reporting
I [ &P Docurnent Entry
= Payment transactions

F110- Payments
FCHM - Check Register
= = SAP menu
I [ 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
| & Add cweshineFs 3 (H) (8 | ¥3 T 43 £ = @
Change Ctrl+Shift+F3
SAP Easy| —
hiowve r
I:IIEI Delete Shift+F2
= 'ﬁ Fa'-.-'DritESE Insertfolder Ctrl+Shift+F5
B Cl Three Insert transaction Ctrl+Shifi+F 4
- [CaF Re Add other objects Ctri+Shifi+F 7

Download ta PC

I [ Payme
¥ Upload from FC

= v SAP mend
I [ Office
I [l Logistics

Double click on Web address or file.
|I:I7

Menu  Edit Fawvorites Extras Systern Help

| & 3 a0 ©eEe CHE Dnon HE @5
SAP Easy Access SAP R/3 System
(L= [~ ][=]

= ~cod additional objects

URL type

Heb address or file
FPredeftined URLs Trom
BSP Afpplicatiaon
Generic Web Address (URL Templa
Webh Source Trom Drag&Relate Serwlet
External mail swstem

Enowledge Warehouse

SAPScript (Texts defined with SEG1)
SAP BW Aggregation Lewvel

BEx Web Item

BEx Weh Template

SAFP BW Crwstal Report URL

SAF BW Datas Access Serwvice

SAFP BW Enterprise Report Reusable Elements
SAF BEW Enterprise Report

S5AP BW Web Item Library URL

S5AP BW Flanning Function

SAF BW Flanning Sequence

SAP BW  Ouery URL

SAP BW  InToSet Ouery URL

SAF BW Web Template URL

View Tor a Data Prowvider

Webh Dynpra Applicatiaon

Click on “Web
address or file’
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Enter the text and web address.

=
Menu  Edit Favorites Ewtras  System  Help

| & 19BCEQISHE SN0 IHE @B

SAP Easy Access SAP R/3 System

= =

= i Favorites
I [ Three Way Match
I C AP Reporting

Enter a text and then the web
page address. Then click on

b O AP Dacument Entry / the green check mark.
[l Pavrnant traneactinn

Cantinuation

= 4 [& Add a Web address or file path /
Taxt CMIC mait weh page
Wab address or file . T ey, i

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

=
Menu Edit Favorites Estras  Systern Help

| & 100 Cee CHB D000 BE @

SAP Easy Access SAP R/3 System

| [][a]

= = Favorites

I [ Three way Match
B [ AP Reporting
B [ AP Document Entry
O Fayment transactions
= i SAP menu
I [ oOffice
[ Logistics
L Accounting
[ Hurman Resources
[ Infarmation Systerms

[ Tools

R

Double click to go
to the web page
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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  Favorites Estras
@ o
Change
SAP Easy -
hove
L] Delete
< P Favoriies;| meoontioider
""" [@ URL-| Inserttransaction
' [ Three | Add other abjects
b [ AP Re Download to PC
[ ] AP Do Unload frorm PG
B O Payrg  — oo om
= < SAP menu
[ [ Office
[ Logistics
I [ Accounting
[ [ Human Resources
[ Information Systerns
[ Tools

Systern Help

cri+shit+Fé S E (/OB O 8 FEE @

Ctrl+Shift+F3

Shift+F2
Ctrl+5hift+F4
Ctrl+5hift+F 4
Ctrl+Shift+F T

Managing Favorites
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Double click on Web address or file.

=
Menu  Edit  Faworites Extras Systern Help

| & DB eE@ CHRB LD HE Q@B

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

I= ~dd additional objects
URL type
Meb address or file
Predefined URLs frua*a?FEEfﬁry~—~_~______~__“_~“ Click on ‘Web
BSP Application dd file’
Generic Web Address (URL Template) adaress or nle
Web Source Trom Dragd&Relate Serwlet

External mail system

Knowledge Warehouse

SAPScript (Texts defined with SEG1)
SAP BW Aggregation Lewel

BEx Web Item

BEx Weh Template

SAP BW Crystal 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

SoP BW  Ouery URL

S0P BW InfoSet Query URL

SAP BW Web Template URL

View Tor a Data Provider

Web Dynpro BApplication

(May 2008) 14 Managing Favorites



Beginner Accounts Payable

Enter the text and then browse for the document.

=4
| Menu Edit Fawvorites Extras  System  Help
| & A AEH SO SHE Hoon BEE @B
SAP Easy Access SAP R/3 System
Enter a text and then use —
& & - -
=] (=[] the browse functionality to
= E“DF”BS search for the document.
LURL - CHIC main web page H
b D Three yay Mateh Click on the green check
I [ &F Reporting mark.
C AP Dinrnmarn: t E e,
[E Add aWeb address or file path
~ 4 Tent Business Process Document
Weh address arfile b:\MISF’rDject‘IAIMSLAIMS FICOWIMS Business ProcessesiBusiness ProcessesiMaster Business Proc

Continuation

The document is now available under the Favorites folder.

=g
Menu  Edit Favorites Extras  System Help

| & 21 0H Cea BHE 8000 BF @B
SAP Easy Access SAP R/3 System

2= [~][4]

= F it .
QFavorites Double click on

ig_ggf‘_%ﬁg‘fﬁﬁf'ﬁ'-f'EEE?:EP.'?.'—!!’ﬂ‘?ﬂTE +—____| the document to
- main weh page launch it.

b [ Three Way Match
b [ AP Reporting
b [ AP Documment Entry
O Payrnent transactions
= 7 SAP menu
b [ office
Ll Logistics
Ll Accounting
| Hurnan Resources
Cl Infarration Systems

Cl 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: FBO0O

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.,

|Ejgpti0ns Edit Goto  System Help

| & al CE@ DHE ODo0 B @
Accounting Editing/o/ptions

Doc.display i Open items i Line iterms i Credit mgt i F.ady i Zash Jrnl

Gem’él Entry Ciptions Default document currency

[ &mount fields anly for dacument currency O Last document currency used
[JExchange rate from first line item O Mone

[ ™o special GiL transactions

[l Documents not crass-company code Default Company Code

[ Documents must he camplete for parking Mo Campany Code Proposal

Mo partner business area in head.screen

[ @alculate taxes on net amount
[] Copy text for GIL account entry
[ Do not copy tax code

[ Fast entry wia ISR number

] 1SR Entry with Control Display

[1 Do not update contral totals

[ automatic Megative Pasting

Screen templates and line layout variant for document entry

GiL account iterms fast entry ZO00A3 DAR one-line wio value date

I for.mermo fast entry Zoaad AlS ane-line fastentry screen
Fark document 20001 AlMS one-line fastentry screen
Act assignment model SaPQE1 Standard one-line

Doc. averview line layaut 2 AlMS: Standard wi Internal Crder
Document Overview as ALY Grid Control ]
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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 . Padvy . 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 variant DEsEiHiER

[1Da not copy tax code ZOeo AlMS one-line fastentry screen
I Pt i /52 (SRS Cadifiret zogaz AIMS twvo-line fastentry screen
L11SR Entry with Gontrol Display ZOEE3 DAR one-line fastentry screen
[ Do nat update contral totals 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

Inbox

Outbox

Resubmissions

Private Folders

Shared Folders

Subscribed Folders

Trash Folder

Description

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.

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

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

Folder structure that you create yourself to manage
documents, lists, messages, etc.

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

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

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

(May 2008)
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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

& ndE e SHE STas BE e
Business Workplace of LIBBY ROBINSON

|§ New message ||['ﬁ'] Find folder”['ﬁ'] Find ducument”ﬂ—ﬁl Appointmentcalendar“@ Distribution Iists|

= Workplace: LIBEY ROBINSOMN

4
> & Inhox g
b &> Oubox Business Workplace
I B Resubmission
b ¢ Private folders
I ¢@ Shared folders
I> ¢ Folders subscribed to
T Trash
T sharedtrash

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)



Beginner Accounts Payable

& E] < Ce& - M
Business Workplace of LIBEY ROBINSON

|§ Mesw message ||[H] Find falder ||[H] Find docurment ||@I Appoirtrr

= o Warkplace: LIBEY ROBINSOM
= 2 Inhox
#] Unread Documents 0
#] Documents 63

[ YWirkflowe O
Overdue entries 0
Deadline Messages 0
Incarrect entries 0

£ Outhax

2 Resubmission

2 Private folders

¢ Shared folders

¢34 Falders subscribed to

M Trash

T sShared trash

[
I
[
[
[

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.

(May 2008) 20

Business Workplace



Beginner Accounts Payable

FUindiaLe  Eum ouw code e i Sewegs Bgse) G

@ S0 000 CHNE BhND Of O

Business Workplace of LIBBY ROBINSON

L Nmme-ssage_"_m fmufulﬂt:_:-ﬂ Find document || Appointment calendar “5 Distritetion us1s|

g..g"@.'?F?...L.'FﬁY ROBINSON (@ Do e8] [E=[a] (el 7] (20 (@[T ¥ =06

] Unread Documents 0 Documents 53
] Documends 43 M. Im
L. |Ty... | Ex_|Tille
b [ ‘Workilow i ] |

|l.lathrr|uh i-lulhm

]Da‘lu racei 1 C‘Um‘]ﬂeaubml.

Re:Re-80GP USERS BENTON AND PENDERG

IF YOU REQUEST COST CENTER CHANGES

BB

BEB

BRENDA ORIFFITH
BRENDA SRIFFITH
BREMNDA GRIFFITH
FAIDA DELLICH,
FAIDA DELUCH
ROSA CAVEZZA
BRENDA GRIFFITH
BREMNDA GRIFFITH
ROSE MICHELLE
ROSE MICHELLE
ROGE MICHELLE
BREMNDA GRIFFITH
BRENDA GRIFFITH
BRENDA GRIFFITH
BRENDA ORIFFITH

05Mar2007
0312872007
0312772007
121172008
120772006
1172172008
10112008 [ 8
10/ 072006

10/ 072006

10 0/2008

10M 072008

10/ 072006

10/ 072008

101 072006

10/ 072006 D

Il Cverdus oniies 0 B & Users by complex selection crileria
i 2 &
= :if::::::;:’:e ! @ [X  506PUSERS BENTON AND PENCERG
b & Outhax gl = = @ Be Ro Documant Ovarview
b ¢ Resubmission e Document Overvaws
b ¢ Private mm;,s I GIL Account Line ttam Display
b ¢ Shared folders = B Cilibank vendors are blocked althe masber
I B Fobders subscribed to a B sending SAFMAILS o The SAPHeIpdesk
i Trazh = [ 294000 Entries
1 shared rash = B ReReGIL Account Line fem Display
= 2 ReRe GIL Account Line Rem Display
= 2 Change b cost center search help
W E" Pleass visit ihe AMSISAP Forum
=N View of §2N numbers suppressed
=& 2
e
Usars by complex selection criteria

Martha, hers is the list of KRA Kores users and whal they have been assigned

have & great weakend

brenda

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.

=

Document Edit Goto  Seffings  System  Help

@ T 00 eQe DR nhan OE @

|:mmw

Display Document: Users by complex selection criteria

{EI | E@@ ED I:H:‘ | Reply... || ReplywiRererence.. | [ 77 Newmessage |
_MEXTIT Atrvodes ( Reciontlisl ; Mathments

Users by complex selection criteria

Created =1 BRENDA GRIFFITH

Changed =1 BRENDA GRIFFITH

Martha, here is the list of KRA Korea users and what they have been assigned
have a great weekend

brenda

on 05182007 135208
on 057182007 135255

=]

Users by complex selection criteria
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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
New Message
icon.

|?Aﬁew Mmessage ||[H] Find fu:ulderH[H] Find dncument”ﬂﬁl Appnintmentcalendar”@a Distribtion Ii5t5|

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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/] T dH €a6e O E R ST Oa | EiE D e
Create Document and Send

Title Batch Maming Corvention

Aftributes

Document contents

HEE =E mHE 2E

Hello,

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

Forexample, itvou are running a recurring entry for mooring, please
include your hase abbreviation and the type of transaction in your batch
session name: SDG_MOORING or SDG_RECURDT. Your hase
abhbreviation is also the first three lefters of yvour user D,

If wnil hawve niestinns nlease cnntactthe SAP Helndesk

m Trans aptions
B = [

Recipient |Recip. type |
LIBEY ROBIMSOM i

|

@ |sel... |

Oo00o00sE|e

) e

I o
oo

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?'SAF'Dfﬁce EXAress info

@ Express document “"Batch Maming Convention' receiwed from author “LIBBY ROBINSON®

[0 All]
|§| Choose || Inbox |

By clicking on the Execute button v , 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

Document  Edit Goto  Extras  Seftings  Emvironment  System Help

| @ 21 IH @@ SHE nnon BE QB
Enter Vendor Invoice: Header Data

|l:l7

| Held document || Acct model ||E Fast Data Entry ||E| Faost with reference ||;:9 Editing Options |

Document Date 1201120087 Type KR Carmpary Code 1163

Fosting Date 12011820087 Period K] CurrencyRate 50
Translatn Date

Reference LEBE9EFY

Doc.Header Text Enter the invoice

date on the vendor
invoice (not the day it
was received).

Enter the vendor
invoice number
exactly as it is on the
invoice.

First ling iterm
Psiky | 31] Account |4880020354 [#5Lind | | TType
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Field Description/Usage

Enter Vendor Invoice: 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.
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 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!

Doc. header text | 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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=

| Docurnent  Edit Goto Extras Settings  Erwironment  Systern Help

| @ 2100 Cee CHE aDLD R @
Enter Vendor invoice: Add Vendor item

|§> More data || Acct model ||E Fast Data Entrg.f” Taxes |

YWendor 4000020354 | SOCCER LOCKER GIL Acc | 281000
Company Code |1163 611 KAPAHLILLI AVEML - )
MR COMMAVREG, HAYWAI HOMOLULL ;’:%Eﬁsfercl)lr?]etg:te will

[tern 1 fWendor credits 31 document date.

Amuount 265.37 s

[]aleulate tax

Payt Terms YE10 Caysipercent ! !
Bline Date 1241172007 Fixed

Disc. base Disc. amount

Invoice ref. i /

Frmnt Block Frmt Method Pt meth.supl.
Assignment

Teut *ORDER #4434588 |@ Long Texts
I-ext line iterm

P stk | cn:uunt SGL Ind TType Mew 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 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.

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.

Direct Invoices — Vendors
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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  Environment

Bystern  Help

Vi

D IR e@e SHE Shan BE @0

Enter Vendor invoice: Add G/L account items

| Acct model ||E Fast Data Entry || Taxes |

Company Code T163 | MWR COMMNAYRES, HAWAI

GIL account items

PE CoCd Account Amount Site CostC Assignment Text
40| |7o1080 (125 | I |
40/ o100 |57.25 | |errz | |
40| |7o1000 |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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Cocument  Edit  Goto

| @

|II3'

Eutras
E

Settings

Environment  Systern Help

Tl @a@ EEE ODaa HE @

Enter Vendor invoice: Add G/L account item

|E> More data || Acct model ||E Fast Data Entrg.r|| Ta}{es|

GiL Account FO1EAE

SUFPPLIES

Company Code 1163 | MWR COMMNAYEEG, HAWAI

ltermn 51 Debit entry 7 40

Amuount 145 LS

Tax Code []alculate tax

Cost Center a7 r4 Order

Material Site

Cllantity

Assignment

Text [@? Long Texts |
Mext Line [term

Pty Account SGL Ind TType Mewy 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.qg.
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.

|II7

Docurment  Edit Goto

| &

Extras Setlings

Ernvironment

Systern  Help

DA H @@ B0 Emymass EE @0

Enter Vendor invoice: Display Overview

|EE Display Currencvll Park docurment || Acct model ||_'_'.,5’ Fast Data Entry || Taxes |

Document Date 1241102807 Type KR Company Code 1163

Fosting Date 1241152007 Period 3 CUFrency UsD

Document Mumber | INTERMAL Fiscal Year 2008 Translatn Date 1241142007
Reference LKapgasy Cross-Co no.

Doc.Header Text

lterms in document currency
Itm PE CoCd Account Description CostCr Order Amount
oa1 31 4000020354 SOCCER LOCKER 265 .37 -
oEz 4@ FE10600 SUPPLIES 8770 125. 600
QE3 4@ FE1060 SUPPLIES BYTFZ2 57 .25
ood 40 TE10080 SUFPPLIES 8774 83 .12
b 265.37 C 265.37 e+ 4 Line iterns
Other line iterm
P sty | l:l:uunt SGL Ind TType Mew co.code
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If everything balances, you can post the document. Click on the icon to save. If it 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

=4
| Document  Edit Goto  Exdras  Seftings  Environment  Systern Help

| @ 10 @@ EHEB aDLn BE @B
Enter Vendor Credit Memo: Header Data

| Held docurment || Acct model ||E Fast Data Entry |||1| Paostwith reference ||ﬁ Editing Optians |

Document Date 1240242007 Twpe KG Company Code 1026

Fosting Date 1200202007 Period K] CurrencyRate sD
Translath Date

Reference 329712

Doc.Header Text

First ling itern
Pstkiy  |21) Account 4000010510 soLind || [@wpe
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Field

Description/Usage

Enter Vendor Cred

it 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. &

Credit Memos
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=g
| Docurment  Edit Goto  Exdras  Settings  Environment  Systerm Help

| & 200 SCHE Dnon PR @m
Enter Vendor credit memo: Add Vendor item

|E> More data || Acct model ||E Fast Data Entrg.r” Taxes |

Yendor 4000818518 MWATIOMNAL LINEN SERVICE IMNC GIL Acc  |201800
Comparny Code 1026 1420 PEACH TREE 5T i ] i
To ensure a credit memo is applied to

MWR NSCS ATHENS ATLANTA an o/s invoice, enter the original invoice
[tern 1 fendaor debitf 21 reference number.

Amount 175 USD g

[ Zalculate tax

Fayt Terms * Days/percent / !
Bline Date 12/02/2007 Fixed

Disc. hasze Disc. amaunt

Invaice ref. / !

Frmnt Block Prmt mMethod Frmt meth.supl.

Assignment

Text *TORN LINENS
Mext line iterm

Fatkly 50| Account | FO3000 SGL Ind | ype Mewy co.code
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Field

Description/Usage

Enter Vendor Cred

it Memo: Add Vendor Item

Amount

Enter the dollar amount indicated on the credit memo.

Calculate tax

Leave blank.

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.

Invoice ref 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!

Pmnt block Normally, this field will be left blank.

Pmnt method Leave blank.

Pmnt meth.supl. | Leave blank.

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

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.

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.

Credit Memos
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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 1st 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:'

Docurment  Edit  Goto Euxtras  Seffings  Enwironment  Systern Help

| @ 10 BICe® CHE Bnon AR @m
Enter Vendor credit memo: Add G/L account items
| &cct model ||_'_\E Fast Data Entry || Taxes |

Company Code TE26 | MWR MNSCS ATHENS

GIL account iterms

P CoCd Account  Amount Site CostC Assignment Text
50 Fo3gee |50 G364

50 To3E00 ||5a G378

50 o300 |75 12328 ||
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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.qg.
air show, concerts, festivals).

Assighment 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 Cred

it Memo: Add Vendor Item

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.

Credit Memos
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|II:'

Document  Edit Goto  Exdras  Seftings  Environment  Systern Help

@ 2100 Cee CHE 000 AR @B

Enter Vendor credit memo: Add G/L account item

|E> More data || Acct model ||E Fast Data Entry || Taxes |
GiL Account To3paa | LALUMDRY

Company Code 1026 | MWR MSCS ATHEMS

[tern 4 f Credit entry £ 50

Arnount 75 USD

Tax Code |_| [ calculate tax

Cost Center m Order |—|

Material | | Site [ ] 5 Mare |
Quantity | |

Assignment | |

Text | |5 Long Tesxts |

Mext Line Iterm

P sthly |_|Pu:|:|:|unt | SGL Ind |_|'I‘I'~_.fpe |_| Meww co.code |—|
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Field

Description/Usage

Enter Vendor Cred

it 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.

Credit Memos

43 (May 2008)



Beginner Accounts Payable

Reviewing Entries:

Click to review the entry before posting.
=
Cocurnent  Edit Goto Exdras  Settings  Erwironment  System Help
| & 1 IHCeQ CHE DoD B @M
Enter Vendor credit memo: Display Overview

|EE Display Currency“ Fark docurment || Acct model ||E Fast Data Entrg.f|| Taxes |

Docurment Date 12002/2007 Type KG Company Caode 1026
Paosting Date 12f02/2007 Period 3 Currency HsD
Docurment Murmber | TNTERNAL Fiscal Year 2008  Translatn Date 12/02/2007
Reference 328712 Cross-CCno.

Daoc. Header Text
[tems in document currency

Itm PK CoCd Account Dezcription CostCr Order Emount

pat 21 4000010510 MATIONAL LIMEW SERW 175.00
po2 50 FO3000 LAUNDRY 6364 5060 -
po3 50 FO3000 LAUNDRY 6378 5060 -
po4 56 FO3000 LAUNDRY 12328 75 00-

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:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
> DOCUMENT > DISPLAY

Transaction code: FB03

[=
Docurment  Edit Goto Wiew  Systern Help

| @ 2 JH @@ CHE ano0 AR @B
Display Document: Initial Screen

| Document List || 4 Firstitem ||g9 Editing Options |

keys for Entry Wiew:

Document Murmber 1EEAEEEAR
Caompany Code 1026

Fiscal Year 2ong

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. &
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‘ =

@ |

Document

Edit Goto

Seftings  Edras  Environment

B A H @O BHER DL EE @0

System  Help

Document Overview - Display

(S [2][] ][] ]| )] [¥] [ 2] 2] [ [ e crosse |[ B save |7 ] ) ] R ax oata [N

Doc.Type :© KG ( Wendor credit memo ) Normal document

Doc. Mumber e e fefareafefe] Company code 1026 Fiscal year

Doc. date 12/02/2007 Posting date 120022007 Period

Calculate Tax

Ref . doc. 328712

Doc.currency ush

Itm| PK Account Account short text Cost Ctr Order Assignment Amount [ Text
121 4000016510 MATIONAL LINEN SERVI 175.00 [*TORN LINENS
2| 50| |Fo3000 LAUNDRY G364 50.60-
3| 50| |To3000 LAUNDRY G378 50. 00
4150 |7FO3000 LAUNDRY 12328 75,00

* 0.

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: FBO02

=
Document  Edit  Goto Yiew  Systern Help

| & 21 0H Qe CHE DL B @m
Change Document: Initial Screen

| Diocument List || 4 First ltem ||g9 Editing Cptions |

Keys for Entry Wiew

Document Mumber R1eaRaanan
Company Code 1026

Fiscal Year 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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|E?

Docurment  Edit Goto Seftings  Extras  Environment  Systern Help

| @ 100 a0 SHE D000 BE @M

Document Overview - Change

(S ][] ][ &[] 3] B[ 2] P[] [ choose [ save | 27 ] ] ] (B0 e oote ]2

Doc.Type © KG ( Vendor credit memo ) Mormal document

Doc. Number 3100000000 Company code 1026

Doc. date 12/02/2007 Posting date 1210242007
Calculate Tax

Ref.doc. 328712

[oc. currency ush

Figcal year

Itm| PK|5 |Bccount Loccount shaort text Cost Cir Order Lesignment Amount | Text
1] 21 4000010510 NATIONAL LINEN SERYI 175.00 | *TORN LINENS
2| 50| |7o3008 LAUNDRY G364 50. 00
3| 50| |7O3000 LAUNDRY G378 50. 08
4150| |7O3000 LAUNDRY 12328 T5.00
* 0.o0

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

=
Changes Edit Goto Environment  Systermn Help

| & 1 0H e@ae Sk fnas BE @m
Document Changes: Initial Screen

Company Code |1EIEE
Diacument Mumber HMPERAREEA
Fiscal Year 2008

Feriod of change

From change date

Time [E:EE:Ea
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 Settings Environment  Systerm Help

| & D a0 eae CHB nnan BE Q@F
Document Changes : Changed Fields
| All changes || Technical names on |

Document FTOOERAOAEE Company Code 1026 Year 2008

Field

Changed on
Text

Click on the | Al thanges | jeon,

=g
| Docurmentchanges  Edit Goto Settings  Environment  Systern Help

| & 1 0H e BHB DDhod BE @M

Document Changes : Overview
| Technical hames an |

Document 31TAQQEEEAA Company Code 1026 Year 2008

[ate Field hew 07d
1219¢87 |Changed an 1241942007 [E @0 AaE0
1219407 |Text *TORW 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| 2| of the document. Then select Document >
Park. This will generate a 10 digit document number. The Park Document icon can also be
used. | Park docurent |

/ 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  Systern Help

| & 2190 @@ CHE Dnon BE @
Change Parked Document: Initial Screen

| Document list ||;§‘ Editing Options |

key for Parking
Company Code 1139|

Cioc. Murmber 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.|{ll Document list |

=y
Program Edit Goto  System  Help

| @ DI @@ SHE anos AR @M
List of Parked Documents

Company code 11349 to E
Document number to 5
Fiscal year 2008 to i
General Selections
Posting date BT 2008 to =5
Document date to o
Document type KF:| to =
Refarence to o
Document header text i o
Enterad by HO_RAMNDERSON to i
Processing Status
Enter release to
Cormplete to
Released to
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

| @ 1 0H e BHRB o0 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.
=
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
Reference [[TESTEZ4-4

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
e 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 |ndicate 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 |

Fey for Parking

Campany Code fi134

Doc. 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.|{ll Document list |

=y
Program Edit Goto  System  Help

| @ DI @@ SHE anos AR @M
List of Parked Documents

Company code 11349 to E
Document number to 5
Fiscal year 2008 to i
General Selections
Posting date BT 2008 to =5
Document date to o
Document type KF:| to =
Refarence to o
Document header text i o
Enterad by HO_RAMNDERSON to i
Processing Status
Enter release to
Cormplete to
Released to
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

| @ 1 0H e BHRB o0 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

| @ 100 eee LHE DnLn AR @B
Change Parked Document (Heade:Change Document Header

General Data
Document Burmber  |3500002329) Type KR Cnmpany Code 1139
Document Date B3 7 IZa08 Currency/Rate 5D
Fosting Date B3/17/2008 Translatn Date B3/17/2008
Reference ITESTOZ4-0 Period ]
Doc.Header Text Fiscal Year 2003
Entry data Warkflow Control
Trangaction Code FBO1 Release nec. Approval path
Entered by HO_RANDERSOMN Dac.complete Release levels ]
Entered on Q32442008 Released
Entered at 11:69:08
Changed on Q3/2442008
Fef. Transactn BKPF
Reference key JEOAAA232911392008
[v¥] Dac.currency
Met entry

Release Request

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

+ Document Header Text
e 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 3XXXXXXXXX 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 &5 or 3.
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Display Changes to Parked Documents

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

Transaction code: FBV5

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 LAl Ehanges | ;.o

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: FBVO

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: FBVO

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 1=l
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To view the list of parked documents, click on the Bl Documentlist | jcon,

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

=
Docurment  Edit Goto  Systern Help

| @ 2190 @@ CHE D00 AR @
Reverse Document: Header Data

|6?3° Display before reversal || Document list ||ﬁ Mass Reversal |

Diocurment Details

Document Mumber 3B0RpRzZE48
Campany Code 1139
Fiscal Year 2008

Specifications for Reverse Posting

Feversal Reasan A1

Posting Date

Fosting Period

Check management specifications

Wioid 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 |Gy Display before reversal | icon to see the document for cancellation.

Clickon & 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. If a 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:

P 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-0ON FUNCTIONS > GOODS RECEIPT

Transaction code: MBO1

=
Goods Receipt  Edit Goto Movernent Type  Ernvironment  Systern Help

| @ 2 JH @@ CHE ano0 AR @B
Goods Receipt for Purchase Order: Initial Screen

| Adopt + Details || Purchase Orders... || PO Lnknown || Wil Parameters. .. |

Daocument Date 12414/20687 Paosting Date 12414/20687
Delivery Mote Bill of Lading
Do, Header Text GRIGI Slip Mo,

Defaults for Document ltems

mMovement Type 1e
Purchase Order 4500040555

Site 3813 Reason for Movement
Storage Location BaaT []5ungest 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

Enter the Delivery Date.

Delivery note

Leave blank.

Bill of lading

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

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).

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

Reason for Leave this field blank while processing a Goods Receipt.

movement

Storage location

Leave this field blank.

Suggest zero
lines

Leave this field blank.

GR/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 Movernent Type  Environment  Systern Help

| @ 2 I H @@ SHE anoad HE @m
Goods Receipt for PO: Selection Screen 0001 / 0003

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

Fosting Date 1241472007
Iterms
Item Cuantity EUn Aricle Site SLoc PO tern 5 DCI
BUn Article Description Batch R MvT 5 5

1/ EA4 3813 45000405551 ]
REMTAL TRUCK TYPE A 181+

203 EA 3813 4500040555 2 [
REMTAL TRUCIK TYFPE B 181+

31 EA 3813 4500040555 3 |
REMTAL TRUCK TYPE C 181+

Field Description/Usage

Goods Receipt for PO: Selection screen 0001/XXXX

Iltem 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 S50XXXXXXXX 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-0ON FUNCTIONS > GOODS RECEIPT

Transaction code: MBO01

=g

| Goods Receipt  Edit Goto Moverment Type  Environment  System Help

| & 1 0H e CHE anon 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

Movement Type 1M1

Purchase Order 4500046253

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

[w] 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 Enter the Delivery Date.
Delivery note Leave blank.
Bill of lading 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/Gl slip no. Leave blank

Defaults for document items

Movement type Enter ‘101’ for a goods receipt.

Purchase order 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).

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

Reason for Leave this field blank while processing a Goods Receipt.

movement

Storage location | Leave this field blank.

Suggest zero Leave this field blank.

lines

GR/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 Moverment Type  Emvironment  Systern Help

| & 1B Ce@ CHE DDoD BD @M
Goods Receipt for PO: Selection Screen 0001 / 0004

| Adapt + Details || Purchase Orders... |

FPaosting Date 1222008
lterms
[tem Cwantity ElUn Article Site  SLoc PO [tern 5 DCI
BUn Article Description Batch R MeT 5 5
1|5600 EL 71oa 45000462531 ]
PEMS - BLACK IMK 101+
250 EL 71oa 4500046253 2 ]
PEMS - BLUE IME 101+
3|30 EL 71oa 4500046253 3 ]
PEMS - RED MK 101+
411,000 EL o0 4500046253 4 ]
101+

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.
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Goods Receipt  Edit Goto Movement Type  Ervitonment  System Help

| @ 1 0H 0@ SHE anon BE @B
Goods Receipt for PO: Selection Screen 0001 / 0004

| Adaopt + Details || Purchase QOrders... |

|II:'

Fosting Date 012242008
lterms
[tem Coantity EUn Aticle Site SLoc PO [tern 5 DCI
BUn Adicle Description Batch R M«T 5 5

1506 EA 71aa 4500046253 1 ]
FEMS - BLAC K IMK 101+

2506 EA 71oa 4500045253 2 ]
FEMS - BLUE Mk 101+

3306 EA 71oa 4500045253 3 ]
FEMS - RED IMK 101 ||+

4| 7ag| EA 71oa 4500045253 4 ]
PERCILS #2 101 |+

If part of the godqds 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 GoodsRyeipu

Items
[tem Cuantity EUn Adicle Site SLoc PO tern 5 DCI
BUn Aricle Description Batch B MwT 5 5
1|00 EA 71en 4500046253 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: MBO02

=
| Aficle Document  Edit Goto Erwironment  Systern Help

| & 21 0H @@Q SHE nhon AR Q@
Change Article Document: Initial Screen

Article Doc. foo0316004 [=)
Art. Doc. Year 2oav
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 & 1o continue.
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=

| Aicle Document  Edit Goto Erwironment  Systern Help

| @ 1B @@ CHk nnon AR 9
Change Article Document 5000316009 : Overview

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

‘Posting Date: 1201472007 Mame |HO_RAMDERSON
[terms
Item Guantity EUn Aricle Site sSLloc PO ltern 5 DCI
BUn Article Description Batch B MyT 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 TYFPE C 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 Docurmnent  Edit  Goto Erwironment  Systern Help

| & 2190 eeQ CHE DDon | BAER @
Change Article Document 5000316009 : Header

|II3'

Document Date 12014/2007 Posting Date 12014/2007
Art. Doc. Year 2p07 Time of Entry B3:16:36
Entry Date 12421/2007
Transaction/Event
Trans./Bv. Type WE| Goods Receipt for Purchase Qrder
DocHeader Text | Mame HO_RANDERSON
Print 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.

= Fosition Cursor

[tetm 1

=

Aicle Docurnent  Edit Goto Environment  Systerm Help

& 3 A HISEQ  BERE HHO8 EE @M
Change Article Document 5000316009 : Details 0001 /0003

][> ][8] @] [[E Messages || articie || v Details... |

Purchase Crder 4500040555( 1 Movement Type 101| GR for acct. assgt.
Ref. Document 50003160091
Site 3813 PEM GOLF COURSE MAINTERARCE
Wendor 4000021875 SOUTHERM INDUSTRIAL TRUICK & LI
Adicle REMTAL TRUCK TYPE A

cluantit in

LInit af Entry 1 EA

Deliv. Carmpl.

Further Infarmation

Unloading Paint ||
Acct Assot Cat. *

Mo. of GR Slips 1 Company Code 1139| Fiscal ¥r 2003
Text REMTAL TRUCK TYFE A
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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 S50XXXXXXXX changed”.
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Display Goods Receipt

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

Transaction code: MBO03

[=
| Aticle Document  Edit Goto Erwironment  System Help

| & 10H @ee CHE nnoaa AR @M
Display Article Document: Initial Screen

Article Doc. EEIEIEIS1EEIEIQ
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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|II?'

Aticle Docurnent  Edit - Goto Environment  Systerm Help

| & 20 IHe@e CHE anod PR QB

Display Article Document 5000316009 : Overview

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

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

E.E'.:@Fi.r.".g__t_:'ﬁt_'?_i 1281402007 Mamea HO_RANDERSON
Items
Item Quantity ElUn Aricle Site  SLoc PO [tern 5 DCI
EUn Aricle Description Batch R MyT 5 &
11 EA 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

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

[=
| Adicle Document  Edit Goto Environment  System Help

| & 21 JH e SHE anon PR @m
Display Article Document 5000316009 : Header

E_Q_D_I;_L_Iml?_r]j_l;_'ﬁl_t_@j 12414702007 Posting Date 12/414/2007
Art. Doc. Year 2007 Tirme of Entry [E:16:36
Entry Date 1242142007
Transaction/Event
TransfEv. Type WE| Goods Receipt for Purchase Qrder
Marme 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 &2 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

Aicle Docurnent  Edit Goto Environment

& 31 H (@@ SEHE ST a3 EE @

System  Help

Display Article Document 5000316009 : Details 0002 { 0003

[ »][8] @] [[E Messages || wn Details... |[ article |

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

‘Purchase Order! 4500040555 2

mMovement Type 101| GR for acct. assgt.

Ref. Document SEEe316a09) 2
Site 3813 PEM GOLF COURSE MAINTERARCE
Wendor 4000021875 SOUTHERM INDUSTRIAL TRUICK & LI
Adicle REMTAL TRUCK TYPE B

Cluantity in

Linit af Entry 3 EA

Deliv. Carmpl.
Further Informatian
Acct Assot Cat. *

Mo. of GR Slips 1
Text REMTAL TRUCIK TYPE B

Company Code 1139 Fiscal r 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 EHE Dnoan AR @M
Cancel Article Document: Initial Screen

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

|l:Ij

Posting Date 1202142007
Article Dor. EAOO316009
Art. Doc. Year 2007

Defaults for Document [tems

Reason for Wyt

GRIGI Slip
Print Individual Slip
@ Collective Slip

If you want all items selected automatically, click to adopt.

Step 2 — Three Way Match Process: Goods Receipt 89 (May 2008)



Beginner Accounts Payable

=
| Adicle Document  Edit - Goto Environment  Systern Help

| @ 1 0B @0 CHE DDon AR @E

Cancel Article Document: Collective Processing 0001 / 0003

iPosting Date;  |12/21/2867
Items
Item cluantity ElUn Aricle Site  SLoc PO [tern 5 DCI
BUn Aricle Description Batch B MwT 5 5
11 EA a|3 45AAB4B555(1 ]
FEMTAL TRUCK TYFPE A 102 -
23 E& 3|13 45AAA4A555) 2 ]
FEWTAL TRUCK TYFE B 102 -
31 EA 3|13 45AAA4AS55) 3 ]
REMTAL TRUCK TYFE 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 & .
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=2

| Aficle Document  Edit Goto Erwironment  Systern Help

| & 1 0B @ SHE DDhan PR @m
Cancel Article Document: Selection Screen 0001 / 0003

| Adopt + Details |

Posting Date;  |12/21/2087
lterms
Item Cuantity EUrn Aric|e Site  SLoc PO ltern 5 DCI
BUn Aricle Description Batch R MvT 5 5

11 EA 813 450E040555 |1
REMTAL TRUCK TYFE A 102 -

23 EA 3813 4508040555 ) 2
REMTAL TRUCK TYFE B 102 -

3|1 EX 3813 4500040555 3
REMTAL TRUCK TYPE C 102 -

(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: MBO01

=
Goods Receipt  Edit Goto Mowvernent Type  Environment  Systern Help
@ B AHCad  SRE 20O EH @

Goods Receipt for Purchase Order: Initial Screen

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

Document Date 1242142007 Fosting Date 124212007
Delivery Mate Bill of Lading
Doc. Header Text GRIGI Slip Mo,
Defaults for Docurment ltems

Moverment Type 122

Purchase Order 4500040555(=)

Site 3813 Feason for Moverment

Storage Location Qe [ ]Suggest Zero 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

Enter the return date.

Delivery note

Leave blank.

Bill of lading

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

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).

Site Enter the site from which the goods are being returned.
Reason for Enter one of the following codes for a goods return:
movement

0001 Poor quality
0002 Incomplete

0003 Damaged

Storage location

Leave this field blank.

Suggest zero
lines

Leave this field blank.

GR/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 & o continue.
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Field Description/Usage

Goods Receipt for Purchase Order: Selection screen 0001 / XXXX

Iltem 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 S50XXXXXXXX posted”.
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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.

J 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

=
Systemn  Help
& 2 AP SE@ EHE BDO0 HE @6
SAP
Display - PO structure | @wl Warklist | eness e ] =

] Header

IE?Enter 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 (1134

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.

=
Irwoice Docurnent  Edit Goto Systern Help
| & Switch Company Code S onan DE
. Switch to Docurment Parking
Enter Incomir, 1154
| Show PO structure |[ Acceptand Post Ctrl+F11 :I | hMessanges || Help |
Cancel F12

@O0 Bals

Transaction Iy

m Fayrment i Details i Tax i Contacts i ote

[mvoice date | Feference

Fosting Date 1202142007

Armnount [ ] Calculate tax
Tax amount 10 (AP sales tax, 0% g
Text

Company Code 11454 MWE MDWY REGION PATUXENT RIVER

Furchasze OrderScheduling Agreement E
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Invoice Docurnent  Edit Goto - Systern Help

@ | 1aH I CER SHE anaal
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Show worklist | I I | Hold || Simulate | I | Messages || He

|II3'

Transaction |Suhsequentdehit E|| s

m Fayment i Details i Tax i Contacts i Hlote

Irvoice date Feference | |
Fosting Date p2f2al2oog

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

Company| = Enter Company Code PENSACOLA

Company Code |1139I|5']

Furchase | | |

[term |Amuunt |t3u_|antih; |Clr ||F'ur|:hase |Item |F'r|:u:urE

Enter the new company code on the pop-up screen and press [Enter] or the green check mark.

m Payrment i Details i Tax i Contacts i MHote
Invoice date | Iﬁ’] Refarence | |

Faosting Date p2fz2al2oog

Amount | || | [ Calculate tax Note that the company
Taxamount | | |I0(AF salestax, 0%) _EL—— code has now changed.
Text | |

«—
Company Code 8139V0 COMMNAVEES, GLILF COAST PEMSACOLA

Step 3 — Three Way Match: Logistics Invoice Verification 97 (May 2008)



Beginner Accounts Payable

Information on the invoice is entered via a series of tabs. The first tab is shown below.
|:w

Invoice Document  Edit Goto Systern Help

| & 100 e CHE Do BE @B
Enter Incoming Invoice: Company Code 1139
| Show PO structure || Shnwworklistl | Hold || Simulate| | Messages || Help |
Transaction Invoice = @D Balance 0.ea

AT Payment | Detalls | Tax | Contacts | Mot

Invaice date 12¢421/2087 Reference  |E12084
Fosting Date 12421720087

Amount 11500, 00 DCalcmate tax
Tax amount 10 (AP sales tax, 0%) e
Tent

Company Code 1139 MWRE GULF COAST PEMNSACOLA

Purchase OrdenScheduling Agreement £ 4599949555| Goodsisenice iterms + planned deliE)
Lavout All infarmation
lter  [Armount [Quantity [or [E@Jrurchaze  [itern [Procurerment Doc. [PO Test

i

I«10]

Enter information in the following fields as specified in the table below:

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).

» 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).
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=g
Invoice Document  Edit Goto - System Help

& 1 9P Cee SHE fDoan AR @m
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Show worklist | | | | Haold ||E Simulate | | | & Messages || Help |

Transaction ||nVDiCE EI| OOl Balance 0.00 |ush
H
. “endor 4000021075
SOUTHERM INDUSTRIAL TRUCK & LIFT REF‘AIF
Invoice date 1242172007 Reference |EI2084 8230 MCCARTY 5T
Posting Date 1242172007 PEMSACOLA FL 32534
Amount 11,500, 80 UsD | [ Calculate tax
Tax arrount 0 (AP salestax, 0%) @ || ss0-477-7778 3l 250-477-4772
Text |
Paymit terms 15 Days net Bankacct | |_|
Baseline Date 124212007 |WWEST FLORIDA MEDICAL FCU (@ o]
Caompany Code 1139 MWR GLLF COAST PEMNSACOLA
Purchase OrderScheduling Agreement BI| (4500040555 | | |EI | Goodsfserice items + planned deli 3 |
Layout |All information z
Item Amount Cluantity Itern  JProcurement Doc,
2,500,600
6,008,600
3,808,600

Moving on through the rest of the tabs, select the second tab “Payment.”
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=

| Invoice Docurnent  Edit Goto - Systemn Help

| & 1IH eee DHE DNnan
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Shnwwnrklistl | Hold ||E Bimulate| | & Messages ”

Transaction [rvoice E

Basic data ‘ ml Details i Tax i Caontacts i MHote

BaselineDt |12/21/2007 Payt Terrs |WEO03| 15 | Days
Due on 01/a5/ 2008 Days
Discount IS0 Diays net
Fized
Frmt tethod Frmnt mMeth. Sup. Frmnt Block Free for payment
[r.ref.
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 1% 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.
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Pmt meth. System will default from master record, change if necessary.

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.
||I='
Irvoice Docurmnent  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 .l

Tax i Contacts i Hote

Linpl. Del. Csts

CUrtency 5D Exch. Rate 1. 00000
Doc. Type Yendor PO invoice El | Irv. Party 4000021075
Assignment Gl 201000
Header Text

Plo lewvel Planning Day
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Field Description/Usage

Enter Invoice: Company Code 1139

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

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

| Show PO structure || Showy warklist | | Hald |||E Simulate | | O Messages H

Transaction [rvoice it

Basic data '| Fayment i Details Contacts i Hote

Tax Data J
Tax doc.currency ITax code
B 10 (&/P sales tajEH Calculate tax ]
| :E| E Met proposal
E[+] [ Delete Row B
L[] |[«][] ||
[+]
[~]
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REMEMBER: Do not make any changes on this tax tab!

Select the “Contacts” tab. No action is required on this screen.

=
Irvoice Docurmnent  Edit - Goto Systern Help

| @ 23 H @ EHE DDAD
Enter Incoming Invoice: Company Code 1139

| Show PO structure || Shuwwnrklistl | Haold ||E Eimulate| | P Meaaagesl

Transaction Inwnice E

Basic data .l Fayrment i Details i =N Contacts Mote
Imvaice [term 1
Short Text REMTAL TRUCK TYPE A
Reguisitioner LIrkn oot
Buyer REBEKAH AMDERS N
T HEADGCUARTERS M251 |:| 4- 2407
GR processor FEBERAH ARDER SN ]
TF HEADQUARTERS MW251 |:| 4-2407 —
IR Processaor EEBEKAH AMDERSOM %
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Select the “Note” tab to add any notes or import a local file.

=
Invoice Docurnent  Edit  Goto - Systern Help

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

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

Transaction Inwnice E

Basic data .l Fayment i Details i Tax i Contacts ‘iﬁﬂ
A I 2 (6 1] Sy [

THIS ISWHERE YOL CANWRITE MOTES.....

|*_|Li1,C|:|39 Ln1-Ln1ofllines

Review the document by pressing the Simulate icon. 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 [L}

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
4 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?VeHﬂcaﬁonlug—invome i 2008

Typ

Messane text

LTzt Item|Origin

[
@

Wo delivery costs selected for invoice document

Lssignmat
Balance not zero: 1,000.00 debits: 11,500 00 credits: 12, 500.00 Check invoice document

)@l ][« [ > 1] ][¥] &[] | 30 B8] [ @ o (@ 1][ o 1][@ o[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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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.

=

| Invoice Docurnent  Edit  Goto - Systern Help

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

| Show PO structure || Shuwwnrklist| | Haold ||E Eimulate| | & Messages|

Transaction Inwnice E
Basic data '| Payment Ssl=vel(s Tax i Contacts i ote

Linpl. Del. Csts
Currency 5D Exch. Rate 1. 006000
Doc. Type Yendor PO invoice Bl I, Party 400Ea21075
Assignrment il 21 a0
Header Text
Flg level Planning 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).

P
// 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
& 24 H @@ EHE DBDO8 | HEE @ 0

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show worklist | | Hold || Simulate | | Messages || Helpl
Transaction Invaice g @CO Balance g.0a
m Fayrment i Details i Tax i Contacts i Mote

Invaoice date p2ie1/2008 Reference  |2F5J6

Fosting Date 0278172008

Amount 33,500 [ Calculate tax

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

Text

Company Code 8109 va COMMNAVEOR, JAPAN YOROSLIKA

Purchase OrderfScheduling Agreement 4500046258 saniice items + planned deli

Goodsiservice items
; Flanned delivery costs
ltern  |Amount [Quantity or [C2[Purchase [tern [Pracuremen .~ = e pl:%\ed delivery casts

B
=

‘I
Enter the invoice info on the Basic data tab as usual. The amount should be the PO to{al 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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=
Invaice Document  Edit Goto  System  Help
& BaH C@e LNHE DDOD BE @M

Enter Incoming Invoice: Company Code 8109

| 8haw PO structure || Show warkiist | [E3] | Hold | |88 simulate | | messages || Help |

Transaction ||nvoice EI| OO@ Balance B.o0 | UsD
[=
. Yendaor 4000000010
AMERICAN HOTEL REGISTER CO
Invoice date [2/01/2008 Reference  |2F5J6 PO BOK 94150
Pasting Date b2/81/2008 YERMOM HILLS IL 60034-4150
Amount 33,500.00 | Jusp | [ Caleulate tax
Tax amaount | [l0P salestan 0%)  E ) tzomy 223-5686 = (247 743-B531
Text |
Faymt terms 30 Days net Bank acct | |
Baseline Date B2/81/2803 |LASALLE BANK NA, CLARK & BARRY (@ o]
Company Code 2108 Y0 COMMNAVEOR, JAPARN YOROSUKA

Purchase OrderfScheduling Agreement B [4500046258 | | | Goods/zervice items El
Layout [AIMS Standard MIRO =)
tem  |amount Quuantity ltern  |Procurement Coc.
7,500 a0
£, 00060
20,000, 00

Notice that the line items do not reflect the charges for freight. You can now post/save the

invoice. |g
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=4
| Invoice Document  Edit Goto - Systern Help
| & 2 IH eee LHE D0on BE @6
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show warkiist | | Hot |2 simutate | ] messages || Heip |
Transaction Invaice e

@00 Balance 0.oe

m Fayment . Details  Tax , Contacts , MNote

Invoice date nz2/04/2008 Reference  |2F5.J6 FREIGHT
Posting Date 02/04/2008

Amount L] [ Calculate tasx
Tax amaount 10 (AP sales tax, 0%) e
Text

Company Code 8109 WaQ COMMNAVEOR, JAPAN Y OROSUKA

Purchase OrdenScheduling Agreement & 4500046258

rice items
Goods/service items
Plgnned delivery costs
ltern  JArnount [auantity lor [@2[Purchase [iterm [Procureme gﬁ 0

ndsisenice iterns + planned delivery costs

When the freight invoice arrives, you will again use
data tab as usual. This should only be the freight (n
“Goods/service items” to “Planned delivery costs”.
Then, press [Enter] key or ¢

O. Enter the invoice info on the Basic
ing for the goods). Be sure to change the
This will only show the freight details.
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=4
Irwoice Docurnent  Edit Goto  Systern  Help

& D AH @ SHE ODon BE @
Enter Incoming Invoice: Company Code 8108

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

Transaction ||n\f0ice E| CCO@ Balance 0.00 | USD
[=
. Yendaor 4000000010
AMERICAM HOTEL REGISTER CO =]
Invaice date 02/04/2008 Reference 2F5.J6 FREIGHT PO BOX 94140
Paosting Date 02/04/2008 VERMOM HILLS IL 60034-4150
Amount 500,00 Usp | [ Calculate tasx
Tax amount I0 (WP sales tax, 0%) @] (=] a0y 323-5686 (B47) T43-6531
Test | |
Paymt terms Cue immediately Bank acct |
Baseline Date 02/04/2008 |LASALLE BARE MA, CLARK & BARRY L‘ o] |
Company Code 8109 Wa COMNAVEOR, JAPAN YOROSURKA
Purchase OrdenScheduling Agreement BI| 4500046258 | | [Planned delivery costs =l
Layout [AIMS Standard MIRO a
ltern  |Amount Quantity tern  |Procurerment Do,
111 .84
89 .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. 1]
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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).

=4
| Inwoice Docurment  Edit  Goto System Help
| & 1 a0 @@ CHE Do BE @@
Enter Incoming Invoice: Company Code 8109
| Show PO structure || Showy warklist | | Hold || Simulate| | MMessages || Help |
Transaction Invoice e @00 Balance o.ag

 ACETIEEN Payment | Details | Tax | Contacts | Mate

Invoice date n2/04/2008 Reference | 2F5J5 FREIGHT
FPosting Date 02/04/2008

Amount 500 [ Calculate tax
Tax arnount 10 (AP sales tax, 0%) e
Text

Company Code 8109 YaQ COMMNAYFOR, JAPAN Y OROSUKA

Purchase OrdenScheduling Agreement BI|  [4500046253 Goods/se
Goods/service items

= Flanned delivery costs
Item |Am0unt |Quant|ty |Or |@|Purchase |Item |Prucureme Gondsiservice items + 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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=
Inwoice Docurnent  Edit Goto - System  Help
& B AR O SHAE fNLn BRI @M .
Note that the invoice is
Enter Incoming Invoice: Cﬂmpany Code 8109 still the original vendor
| Show PO structure || Show worklist | I I | Haold ||E Simulate | J | Messages || Help | from the purchase order.
Transaction ||nVDiCE Q| ©C@ Balance | w |USD
vendor 4000000010 A&
AMERICAN HOTEL REGISTER CO =l
Invnice date B2/04/2008 Reference  |2F5J6 FREIGHT | PO BOX 94160
Posting Date Q2/04/2008 YVERMOM HILLS IL 60094-4140
Amount 500.00 uso | [ Calculate tax
Tax amaount 10 (AP sales tax, 0%) B| (800) 323-5686 (8471 743-6531
Text | | ki
Fayrmt terms Due immediately Bankacct | |
Baseline Date B2/04/2008 |LASALLE BAMK NA, CLARK & BARRY |E o]
Company Code 8109 %WGE COMMAYEOR, JAPAR YOKOSUKA
|Purchase OrderScheduling Agreement & |4500046258| | | El | Planned delivery costs E]
Lawaut [#IMS Standard MIRO al
| Item Amount |Quantity Qr Furchase termn  |Procurement Doc. Reference |

T T T
] soes [)swessse =
s e [)seeesas

Now go to the Details tab to change the vendor., Also refered to as Invoicing Party.

=

Invoice Document  Edit - Goto Systern Help

< | D AB @@\ LHE nnaan
Enter Incoming Invoice: Company f;ude 8109
| Show PO structure || Show wworklist | I I | Hoald ||E g\imulate | I | Messages |

Transaction | Invaice ]

Linpl. Del. Csts

Currency ush Exch. Rate

Doc. Type \endor PO invoice | . Party ‘apooaooe off=)

Assignment | il 201000
Header Text |

|
|
Flg level |_| Flanning Day
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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:

I= information

initialised

Either press [Enter] or the green checkmark.

‘ E

Invoice Document  Edit Goto Systerm Help
K 198 e SHE nnan BR @B
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show warklist | [ Howd |[P2s simulate | || Wessages |[H Help |

Transaction Invaice [l CO@ Balance 0.80 | UsD
Basic data .l Payment @ eETE]= Tax , Contacts | Mote Vendor 4000029355
EMTERFRISE SERWICES INTERMATIOMAL IMC
Unpl. Del. Csts 4980-F WyACONDA RD
Currency ush Exch. Rate 1. 00280 ROCKWILLE MD 20852
Doc. Type YWendor PO invaice B Inv. Party 4000828355
Assighment GIL 1000 ] (201 sa1-4781 S
Header Text iF
Flg level Flanning Day o]

Purchase OrdenScheduling Agreement 4599946257 / Planned delivery costs |

Layout AlMS Standard MIRD B
|Item |Am0unt |Quantity ,{Or |,@|Purchase |Item |PrucurementD0c. |Reference| |
¥ 111.94 [] 4508046258 1
2 89.55 Foo s [] 4500046258 2
& 298 .51 1/0pAEA  [] A5EEE46258 3

— 1«b]

. N
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.

=
Irwoice Document  Edit Goto  Systern Help

| & 1 IH Qe LHE Do DR QB

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show worklist | | Howd {5 simulate [ 1] messases || Help |
Transaction Invoice g @00 Balance 0.ea
m Payment i Details ix\ i Contacts i ote

Invoice date | Referen

Posting Date n2/arizoas

Arnount Calculate tax

Tax amaunt 10 (AP =ales tax,

Text

Company Code 8109 vQ COMNAYE DR, JAPAN YOROSUKA

Purchase CrdenScheduling Agreeme .. & Goodsfsemwice items + planned de .
Layout AlMS Standard MIRO e
Iterm |Am0unt |Quantity |Or...| |Purchase |Item |Pﬁ5\curement Doc. |Reference| |

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 Invaice E @O0 Bal:
|:| IFvaic e

Credit mermo

Subsequent debit %tacts g Mot

Suhszequent credit
Invoice date Reference
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=
Invoice Docurment  Edit Goto - Systern Help

@ 9B @@ SHE DDhan AR @m
Enter Incoming Invoice: Company Code £109

| Show PO structure || Show warkiist | |E] | Hold || simulate | | 1@ Messages || Help |

Transaction | Credit memo 3| @00 Balance 33 ,500.00-| USD

[=|

AMERICAN HOTEL REGISTER CO
Document date 02/07/2008 Reference  |56321 A PO BOX 341460
Paosting Date O2/07/2008 VERMOM HILLS IL BD084-4150
Amount 500.080 UsD | [ calculate tax
Tax amount I0 (AP sales tax, 0%) &) | e 3235606 (547) T43-6531
Test |
Paymt terms 30 Days net Barkacct  |5{ |
Baseline Date 02/07/2008 [LASALLE BANK MA, CLARK & BARRY | @ o]
Company Code 8109 VG COMMNAVEOR, JAPAN YOKOSUKA

Furchase OrderScheduling Agreeme.. BI| 4500046258 | | | Goods/serice items + planned de... |
Layout [AIMS Standard MIRO 3
Item Amount Cuuantity . |term  |Procurement Doc. Reference
7,500, 00
6,000,060
20,000 . 00
111.94
89 55
298 &1

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 SO0EA | [] 4500046258 1
5 89 .55 SO0EA | [] 4500046258 2
] 298 .51 1,000[Es | [] 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 DDon AR QF
Enter Incoming Invoice: Company Code 8109

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

Transaction Credit memao b CO@ Balance g.08 |[Usp

m Payment , Details , Tax , Contacts | Mote / Vendor 4000000010
AMERICAN HOTEL REGISTER SO
Document date n2/a7/2008 Reference 56321 A PO BOX 94150
Puosting Date 02/07/2008 WERMOM HILLS IL 60094-4150
Amount 500 .00 Ush [ Calculate tax
Tax amaunt 10 (AP sales tax, 0%) . {800y 323-5686 E (847) T43-6531
Text TT
Paymt terms 30 Days net Bank acct |
Baseline Date Q27072008 LASALLE BAMK MA, CLARK & BARRY
Company Code 810940 COMBMAYEOR, JAPAR YOKOSL

Furchase Order’Scheduling Agreeme.. 4500046258 Goodsiservice items + planned de . )
Layout AIMS Standard MIRO [
ltem |Am0unt |Quantity /|Or| |Purchase |Item |Pr0curementDuc. |Reference| |
1 ¥,500.00 BOEA  [] 4500046258 1 500083412¢[«]
] 2 G,000.00 500EA | [] 4500046258 2 5a003412¢(~]
] 3 500,08 25EA [ 4500046258 3 500034128
] 4 111.84 500EA | [] 4500046258 1
] 5 89.55 500EA | [] 4500046258 2
] ] 288 .51 1,000EA | [] 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.

[ Simulate Document in USD (Document currency)
Position A |actvaniastrndr |Procurement Doc. [Aarmount [Cur..|Purchasing.. | itd]
1k (2@ 000 AMERICAM HOTEL RE. 500 .08 UsSD
25 201810 GOODS RECEIPTIIMY .. 500.00-1USD 4500046258 3 EI
[=]
=]
[ 1«[x]
Debit! 500.00 Credit 58008 Bal. @ @n
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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.

=g
Invoice Document  Edit Goto  Systern Help

& B H @@@ SHE Bhon EE @
Enter Incoming Invoice: Company Code 8109

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

Transaction Credit memo e OC@ Balance o.ag | Ush

m Payment , Detfails , Tax , Contacts , Mote Yendor 4000000010
AMERICAN HOTEL REGISTER CO =l
Document date 0248772008 Reference  |56321 & PO BOX 54150
Posting Date pa/arizong VERMOM HILLS IL 60094-4150
Amount 500.00 UsD [ Calculate tax
Tax amourt I0 (WP salestax, 0%) &) ] 00 323-5886 (34?)?43-5531
Teut b5
Faymt terms 30 Drays net Bank acct |
Baseline Date 024072008 LASALLE BARK MA, CLARK & BARRY al
Campany Code 8109 W0 COMMAYFOR, JAPARN YOROSLIKA
Purchase OrderiScheduling Agreeme . )| 4500046258 Goodsisenice items + planned de . &)
Layaut AlMS Standard MIRO e
ltern  [Amount |Quantity lor. | G2 [Purchase . [tem  [Procurement Doc. |Reference| |
1 7,500 80 5O00EA | [] 4500046258 1 BOEE341 2E|E|
] 2 6,000, a0 GE0ES | [] 4500046258 2 50883412EE
] B A0 . A0 25EA  [] 4500046258 3 BOEE3412¢
] 4 111.94 BO0EA | [] 4500046258 1
] & a3 &5 5O0EA | [] 4500046258 2
N G 208 .51 1,000EA | [] 4580046258 3

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

=
Invoice Document  Edit Goto Systern Help

| & 1 0H eae Lil fnon R QB

Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show worklist | | Hold || Simulatel | Messages || Help |
Transaction Invoice bt @C0 Balance Q.60
AT Payment | Details | Tax |§\tacts . Note

Invaice date | Refarence

Posting Date 0207 /2008

Arnournt

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

Text

Company Code 8109 V& COMMNAVFOR, JAPAN YOKOSUKA

Purchase OrderScheduling Aareeme.. \ Goodsiservice items + planned de.. &
Layout AIMS Standard MIRO g
fitern  [arnount [Quantity [or | G2 [Purchase . [tem  [Procudement Doc. [Reterence| |
[+]
]

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

Imvioice Document  Edit Goto System Help

| @ D AH @@ SHE fnan | Bl
Enter Incoming Invoice: Company Code 8109

|II=«’

| Show PO structure || Ehnwwnrkli5t| | Hold || Simulate | | hMessanges || Help |
Transaction Subsequent credit e @O0
|:| Irvaice
Credit memao
Subsequent dehit acts | Mote
Subseguent credit QJ
Diocument date Refarence
Fosting Date Aziayizong
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|II7

Imvoice Document  Edit  Goto Systern Help

| & 210 Ieee CHE DDon BE QF
Enter Incoming Invoice: Company Code 8109
| Show PO structure || Show wearklist | | Hold ||E Simulate| |b: Messages || Help|

Transaction Subsequent credit ] @O0 Balance

h00.00 | UsD
m Payment | Details . Tax , Caontacts , Note Vendor 4000000010
AMERICAN HOTEL REGISTER CO
Ciocument date DE#B?.’EBDB Reference  |56321 A PO BOX 94150
Posting Date 02/a7i2008 WERMOM HILLS IL 60094-4150
Amaount 500. 00 usn [ Calculate tax
Tax armount 10 (AP sales tax, 0%) [ . (800} 323-5636 (847) 743-6531
Text TF
Paymt terms 30 Days net Bankacct | |
Baseline Date n2/avizong LASALLE BAMK MA, CLARK & BARRY 0l
Company Code 8109 WQ COMMNAVE OR, JAPAN YOROSUKA
Purchase OrderScheduling Agreere.. 2| |4500046258 Goodsfservice items + planned de.. &)
Layout AlMS Standard MIRO et
Iterm |Am0unt |C!uantity |Or...| Lz |Purchase |Item |Pr0curementDuc. |Reference| |
1 5E0EsA | [] 4500046258 1 58083412E|E|
] 2 500EA | [] 4500046258 2 59993412E|E|
] 3 1,000EA | [] 4500046258 3 500034128
] 4 5OAEA | [] 45000456258 1
] 5 5OAEA | [] 4500046258 2
] B 1,000EA | [] 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

Invoice Documment  Edit Goto System Help

| & D IE e SHE DN B QF

Enter Incoming Invoice: Company Code 8109

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

Transaction Subsequent credit |

CO@ Balance B.80 | USD
m Payrment , Details | Tax | Contacts | MNote Yendor 4000000010
AMERICAN HOTEL REGISTER CO
Document date [2/07/2008 Reference  |BB321 & PO BOX 34150
Fosting Date 2072008 VERKOM HILLE IL 60094-41450
Amount 500 . 60 usp [ calculate tax
Tax amount I0 (A salestax, 0%) | a0y 323-5886 = (247 743-8531
Text gk
Paymt terrms 30 Days het Bank acct
Baseline Date B2/07 /2008 LASALLE BAMK MA CLARK & BARRY
Company Code 2108 Y0 COMMNAVEOR, JAPARN YOROSUKA

FPurchase OrdenScheduling Agreeme .. E 4500046258 Goods/senice itams + planned de . B
Layout AIMS Standard MIRO &
ltem |Am0unt |Quantity |Or...| |Purchase |Item |Pr0curementD0c. Reference| |
I 100,08 SO00EA [ ASO0046258 1 500034128 «]
| 2 100, 08 SO0EA [] 4500046258 2 50003412¢ (7]
| 3 300,08 1,000EA [ 4500046258 3 500034128
] 4 500EA | [] 4500846258 1
] 5 50AEA | [] 4500046258 2
N & 1,000Es | [] 4500846258 3

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

[E Simulate Document in USD {Document currency)
Fosition |AIGIL |AcUArﬂAsWndr |PrncurementDnc |Am0unt |Cur, |F'L|rchasmg ,|Ih1|
1K 201000 AMERICAN HOTEL RE . BOO. OB USD E'
35 [FO1008 SUUPFLIES 100.00- USD 4500046258 1 E'

55 FO1008 SLIPPLIES 100, 08- USD 4500046258 2

Eat=arachicicls) SUUPPLIES 300.00- USD 45000462538 3
[=]
=

LIl T <10

i OO, OO Credit 500.80 Bal. oo
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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.

|II7

Invoice Docurment  Edit  Goto Systern Help
| & 1 0B eae SR nnoan BF @B
Enter Incoming Invoice: Company Code 8109

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

Transaction Subsequent credit e CO@ Balance 0.00 | UsD

m Payment , Details , Tax , Contacts |, Mote Yendor 4000000010
AMERICAN HOTEL REGISTER CO (=]
Docurment date n2/07 /2008 Reference  |56321 & PO B0 94150
Fosting Date az/07 /2008 WVERMOM HILLS IL 60094-4150
Amaount 50000 usD [ alculate tax
Tax amount I0 (AP sales tax, 0%) ) ] 00y 323-5686 (847) T43-6531
Text T
Paymt terms 30 Days net Bank acct | |
Baseline Date 02/07 /2008 LASALLE BAMK NA, CLARK & BARRY
Company Gode 8109 V0 COMMNAVFOR, JAPAN YOKODSUKA
FPurchase OrdenScheduling Agreeme.. 4500046258 Goods/service items + planned de .. B
Layout AIMS Standard MIRD T
tern  [Amount |Quantity [or. ]2 [Purchase ... [tern [Procurement Doc. [Reference| |
il 100.80 BOOES [ ] 4500046258 1 500034125 «]
B 2 100.80 SOOEA [ 4500046258 2 500034128 [~
] 3 300. 00 1,000EA [ 4500046258 3 50003412%
] 1 500EA | [] 4500046255 1
] 5 500EA | [ 4500046255 2
N B 1,000E4 | [] 4500046258 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. Thisis

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

| & 100 @e@ LHE anon PR @

Enter Incoming Invoice: Company Code 8109

| Show PO strusture || Show worklist | | Hod J{5 simuiate | || Messaces || Help |

Transaction Invaice g @00 Balance

m Fayment i Details i i Contacts i Mote

Invaice date | Refarenc
Fosting Date 0270772008
Arnount

Tax amoaunt 10 (AP sales tax, 0%)
Text
Cormpany Code 8109 W3 COMMAYEOR, JAPAN YOROSUKA

Purchase OrdetScheduling Agreeme .. 5 Goods/serice items + planned de . )
Lay AIMS Standard MIRO =
‘| ltern  [Amount [Quantity |or |2 [rurchase . [tern  [Pracurement Doc. |reference| |
=

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

function m to change this to “Subsequent Debit”.

=
| Iwoice Document  Edit Goto Systerm Help
| & N AH e@® SHE nnoan FE @
Enter Incoming Invoice: Company Code 8109
| Show PO structure || Shnwwnrklistl | Hald || Simulate| | Messages || Help |
Transaction Invoice [ @00 Balance
|:| Irvoice
Credit mema
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 || Show workist | [ Hold ||F simuiate | | @ messages || Help |

Transaction Subsequent dehit B @00 Balance 75.00 |UsD
m Payment , Details , Tax , Contacts ; Mote Wehdor 4000000010
AMERICAN HOTEL REGISTER CO

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

Paosting Date 02072008 YERMOM HILLS IL 60034-4150

Amount TH.00 UsD [ Calculate tax

Tax amount 10 (AP sales tax, 0%,) El . (800 323-5968A (847 743-6531

Text |

Paymt terrns 30 Days net Bankacet || |

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 AIMS 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

| & 1 IH e@e LHE Dnon BE QB
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Shovwe worklist | | Haold ||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 02/07 26008 Reference  |56321 & PO BOX 84150
Posting Date Q2/07 /2008 YERMOM HILLS IL 60034-4150
Amount 75.00 UsD [ Calculate tax
Tax amourt 0 {P sales tax, 0%)  F ] s00y 323-5888 (84?) 743-6531
Teut b
Faymtterms 30 Days net Bank acct I |
Baseline Date  02/07/2008 LASALLE BANK N&, CLARK & BARRY [ o]
Caompany Code 8108 V2 COMMAVFOR, JAPAN YOROSLIKA
Purchase Order/Scheduling Agreernent | (4500046258 Goodsisenice items + planned deli Z)
Layaut AlWMS Standard MIRO [
ltern  Jamount |Quantity |or [G2rurchase [tem  [Procurement Doc. |Reterence| |
i 25.00 SAOEA [ ] 4500046256 1 500034128 [«]
| 2 25, 00 SO0ES  [] 4500046258 2 BEEA341 ZEE
| 3 2500 1,000EA [ 4500046258 3 BAEE3412¢
] 4 SOAEA | [] 4500046258 1
] 5 sa0EA | [] 4500046258 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 (Document currency)
Fosition [a]cil [Actiartiastvndr |Frocurernent Do, |Arnaunt [Gur |Furchasing ||
1K 201000 AMERICAN HOTEL REG 75.00- USD
35 701008 SUPPLIES 25.00 |USD 4500046258 1 [T
53701008 SUPPLIES 25.00 USD 4500046258 2
7|3 7o1000 SUPPLIES

25.00 USD 4500046258 3

0]

Credit 75.00 Bal. o.oo
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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 Gofo  System  Help

| & 1 IH e CHE fDan BF @M
Enter Incoming Invoice: Company Code 8109

| Show PO structure || Show worklist | | Hold ||E Simulatel | Meszages || Help |

Transaction Subsequent dehit e CO@ Balance a.ag | UsD
m Payment , Details . Tax , Contacts , Mote Wendor 4000000010
AMERICAN HOTEL REGISTER O [
Invoice date Qz2/ors2oos Refarence  |56321 4 PO B 84150
Posting Date [2/07 /2008 YERMOMN HILLE IL 60094-4150
Armount 75,00 sh [ Calculate tax
Tax amount 10 (AP sales tax, 0%) ) ) anny 223-5636 (84T} T43-6531
Test |
Paymt terms 30 Days net Bank acct | |
Baseline Date g2/07 2008 LASALLE BAMK MA, CLARK & BARRY ol
Company Coda 8109 %A COMMNAVFOR, JAPAN YOROSLIKA

Purchase OrderScheduling Agreement B 4500046258 E Goods/service items + planned deli &
Layout AIMS Standard MIRO g
Iterm |Am0unt |Quantiw |Or |@|Purchase |Item |PrucurementD0c. |Reference| |
Ié 25.00 SAOEA  [] 4500046258 1 5OEA3412¢ [«
N 2 25.00 GOOES  [] 4500045258 2 EO0A34125 [~
B E 25.00 1,000EA [] 4500046258 3 5O003412¢
] 4 500Es | [] 4500046256 1
] 5 Eo0EA | [ 4500046258 2
N B 1,000Es | [] 4500046255 3

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.

=4

| Imwoice Docurnent  Edit Goto  Systern A

| & g ©eea LHE nnon BE 06
Enter IncominMice: Company Code 1139

| Show PO struct/use’ﬂ Shnwworklist| | Hold ||E Simulatel |& Messages || Help |

TransgeAtn Invoice bt CC@ Balance 060 |UsDh
[=
m Payment , Defails , Tax , Contacts , Note Yendor 4000021074
SOUTHERM INDUSTRIAL TRUCK & LIFT REPAIF
Invaice date 12¢21/2007 Reference | EI2034 8230 MCCARTY BT
Fosting Date 1242172007 PEMSACOLA FL 32534
Amount 11,500, 80 UsD [ Calculate tax
Tax amount 10 {AF sales tax, 0%) [ . 850-477-7778 850-477-4772
Text TF
Paymtterms 14 Days net Bank acct | T T |
Baseline Date 1242112007 WEST FLORIDA MEDIGAL Fl
Company Cade 1139 MWR GULF COAST PENSACOLA

Furchase OrderScheduling Agreement | | 4500040555 Goods/setvice items + planned delihZ)
Layaut All information [
[ Ttern  Jamount |Quantity lor [G2|rurchase [#erm  [Procurement Doc. [POText | |
i 2 500 .00 1EA [] 45B004A5E5 1 REMTAL TH<]
2 6,080 .00 3EA  [] 4580040555 2 REMTAL Ti [
3 3,080 .00 1EA [] 45G004A5E5 3 RENTAL T
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After you click on the hide header data icon the screen changes to look like the following screen

shot.
=
Invoice Documment  Edit Goto Syster Help
vV 108 e SHE DDon B 2
Enter Incoming Invoice: Company Code 1139
[ Show PO structure || Showworkist | | [5] | Hold |8 simulate | [ & wessages |[[H Hen |
Transaction | Invaice =] O0@ Balance 0.00 |uUsp
Y| Header
Purchase OrderScheduling Agreement B |4500084@555) | | | Goods/senice itarns + planned deliE |
Layout |All information =]
Iterm Amount Quantity Qr Furchase term  |Procurement Doc. PO Text
2,500.08 0
6,000 00 0
3,000.08 0

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.

||:D[n\r0ice Document  Edit Goto Systern Help
| & 100 ea@ CHE DN AR @
Enter Incoming Invoice: Company Code 1139 \
| Show PO structure || Show worklist | | Hold ||E Simulate| | & Messages || Help |
Transaction Invoice Bl CO@ Balance 0.o0 | UsD

m Payment , Details , Tax , Contacts , Mote Vendor 4000021075

SOUTHERM INDUSTRIAL TRUCK & NFT REPAIF

Invaice date 12482142007 Reference |EIZ2084 8230 MCCARTY 5T

Posting Date 12/21¢2007 PEMSACOLA FL 32534

Armount 11,600, 00 UsD [ Calculate tax

Tax amount 10 (AP sales tax, 0% e 880-477-7778 850-4??-4?
Tent %

Paymtterms 14 Days net Bank acct uludug gy |

Baseline Date 1242142007 WEST FLORIDA MEDICAL FCU al
Company Code 1139 MR GULF COAST PEMSACOLA

Purchase OrderfScheduling Agreement | 4500040555 Goodsiserice itermns + planned delhE)
Layout All infarmation T
Iterm |Am0unt |Quantiw |Or | @|Purchase |Item |Pr0curementD0c. |F'O Text | |
I 2,500, 80 1EA [] 4500046555 1 RENTAL TH[~]
| 2 G, 000, 60 3EA [ 45000460555 2 RENTALTI (=]
| 3 3,000, 88 1EA [ 4500046555 3 RENTAL TE

After clicking on the line item display icon once, the following screen appears.
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=3
| List Edit Goto Exras  Emwironment Setlings  System  Help

| @ 100 R SNB DnoD PR Q®E

Vendor Line Item Display

(LD ] e[ ]Z=] =] [ER][EN setections [0 Dispute Case

Status: @ open & Parked @ Cleared
Due date: Overdue Ly Due ¢ Not due
Run Date: 12/21/2007
User: HO_RANDERSON
SOUTHERW IWDUSTRIAL TRUCK & LIFT RE 4000021075
8230 MGCARTY 5T
PENSACOLA FL 32534
Stat|CoCd|Reference Documentio| Type|Dac. Date |Pstng Date|PE|DD|Wet due dt| Amt in Toc.cur. [Text
i @ | 1139|5K0401 3500000008 KR |11/ 29/ 2007 11/29/ 2007 |31 12414/ 2007 G, &O0.00- (*DEPOSIT
a 6 500, 008-
** Aeccount 4000021075 G, 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. Gy

=
| Irwoice Document  Edit Goto Systern Help
| @ 3 aH @@ HE Do BE
Enter Incoming Invoice: Cun;pﬁy Code 1139
V¢
| 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 (AF sales tax, 0%) ]
Text

Company Code 1139 MWR GLILF COAST PEMSACOLA

FPurchase OrderScheduling 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.
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Il:D’Chnnse Invoice Document y
Invaice Dacument Mo, F190237180
Fiscal Year 2008

Click the green checkmark or press Enter to continue.

=

Invoice Document  Edit Goto  System Help

@ | 20 CaQ EHE DO FAR @®
Display Invoice Document 5190237180 2008
| show PO structure | || Follow-0n Docurnents ... | | |6% | Help |

Transactian [ Invoice H] [5190237160] |2008]
SOUTHERM INDUSTRIAL TRUGK & LIFT REPAIF
Inwvoice date 127212087 Reference |EIZoad | B230 MGGARTY ST
FPosting Date 12421/2007 PEMNSACOLA FL 32534
Amaunt 11,500, 00 UsD | [ Calculate tax
Tax amount 0.00 10 (AP sales tax, 0%) @| E 850-477-7778 350-477-4772
Text |
Paymt terms 14 Days net Bank acct | |
Baseline Date 121212007 [VWEST FLORIDA MEDICAL FCU | o]
Cornpany Code 1133 MAR GULF COAST PENSACOLA

Lavout All information ia|

Itern  |Pracurement Doc.

To display the accounting documents associated with this invoice document, click on the
“Follow-On Documents” icon.

| Follow-Cn Documents ... |
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III?List of Docurnents in Accounting

Documents in Accounting

Doc. Mumb..| Object type text |
2100000000 Accounting document
1008645193 Spec. purpose ledger

| Criginal document |

Double click on either option to display the documents.

[E3
| Document  Edit Goto  Settings  BEdras  Environment  System  Help

| & D a0 e CHB Do BE @
Document Overview - Display

&2][HLJD][n] &[]][] Z] [ & choose || sare

Doc.Type © RE ( Vendor PO dinvoice ) Normal document

Doc. Numbher g e efefalatala) Company code 1134 Fiscal year 2pes
Doc. date 1242172007 Posting date 12/21/2007  Period a3
Calculate Tax

Ref.doc. EIZ2084

Doc . currency usD

Itm|PK|5|Account Account short text Cost Ctr Order As=ignment Lmount [ Text
1] 31 4000821075 SOUTHERN INDUSTRIAL 11,500.00-
2|86 [(2@1010 GR/IR CLEARING 4548 450004055500801 2,500.00
3|86 (281010 GR/IR CLELRING 4548 450004055500002 fi,000.00
4|86 (281010 GR{IR CLELRING 4548 450004055500003 3,000.00

* 0.8
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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: MR8M
[=
Irvoice Docurment  Edit  Goto Systern Help

| & 1 0B Q@e CHE nnon FAR QB
Cancel Invoice Document

||53f Display Dncument|

Invaice Daocument Mo. 2100237180
Fiscal Wear 2008

Details Re Reversal Posting

Reversal Reasan 01[=)

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 [gy Display Document | to 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.)

Step 3 — Three Way Match: Logistics Invoice Verification 135 (May 2008)




Beginner Accounts Payable

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.

=
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 Invaice & @CO Balance g.0a
m FPayment i Details { Tax i Contacts i Mote
Invaice date Reference
Fosting Date 12421742007
Amount [ Calculate tax
Tax amount 10 (AP sales tax, 0%) b
Text
Companyfl (= Choose Invoice Document
Invoice Document Mo, F190237130 %
Fiscal Year 2008
Purchase Goodsisenice items + planned deli Z)
Layout All information g
[itern  TAmount |Quantity lor TEZ [Purchase  [tern [Procurerent Doc. [PoTest | |

AD]

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.
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=
Invoice Document  Edit Goto  System  Help

& | A b @@ SR anog RE @ m

Display Invoice Document 5190237180 2008

| Shaw PO structure | | | Follow-On Docurnents .. | |5§3) [l Help |

N

Transaction [ Invaice

[5190237180| [2008]

Vendor 4000021075
SOUTHERN INDUSTRIAL TRUCK & LIFT REFAIF| (5]
Invoice date 1242142007 Reference  |EI203 8230 MCCARTY 5T
Posting Date 12/21/2887 PENSACOLA FL 32534
Amount 11,500, 80 | |usp | [ calculatN\tax
Tax amount |0 oo | [0(wPsalestax 0%) B\ ] as0-477-7778 850—4??—4??2
Tad | \
Paymt terms 15 Days net Bankacet | |
Baseline Date 12/21/2007 |WWEST FLORIDA MEDICAL FCU | o |
Company Code 1139 MWR GULF COAST PENSACOLA

\ Lavout

Al inforrnation ]

urement Doc.

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:

N intormatian

Document reversed with no. 5130237183; Pleaze

O manually clear Fl documents

o ] 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  System  Help

| & D 9@ e@@ BHE Dnos AR @m
G/L Account Line Item Display

G/L account selection

GIL account Eatola to

Company code 1163 to

Selection using search help
Search help ID
Search string

[ = Search help

Line iterm selection
Status
@ Cpen items
Open at key date g1/18/2008

O Cleared iterms

Clearing date to

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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=g
List Edit Goto Esras  Environment

e

Seftings  System Help

JH e BRE aDon BFE @m

G/L Account Line Item Display

[W][ <] »][m] |25] Selections |[ ] Dispute Case
Status: " Posted O Parked @ open @ Cleared
Run Date: 01/18/2008 B8:58:05 Page 1
User HO_RANDERSON
Open Items Key Date: B1/18/2008
2e1ee GOODS RECEIPT/INVOICE RECEIPT CLEARING

5t |CoCd| Assignment Documentho| Type |Doc. Date |Pstng Date(PE|5|Cost Cir Amount in Tocal cur.|Text Ar
[ @ | 1163 450003980300815 5S0000BO823|WE  (09/17/2007| 09417 /2007 (96 30.00-
] i@ 1163| 450004020700001 S5O00BEETI6|WE |08/07/2007| 02707 /2007|096 877.80-
[] @ 1163 4500041 76700001 5000080030|WE  (10/12/2007| 1841272007 (96 3,280.00-
[] @| 1163 4500041 7G7OO002 SOOOBEEE3A|WE |10/12/2007 16/12/2007 |96 1,820.00-
[] @ | 1163] 460004284400001 50000880104|WE (101472007 11/19/2007 (96 81.00-
[] @ 1163 450004284400002 5000000104|WE  (10/14/2007|11/19/2007 (96 81.00-
] @| 1163 450004224400003 50000BE1A4|WE | 10/14/200711/19/2007 |96 81.00-
[] @ | 1163 450004284400004 50000880104|WE  (10/14/20a7|11/19/2007 (96 21.00-
[] @ 1163 450004284400005 5000000104|WE  (10/14/2007|11/19/2007 (96 21.00-
[] i@ 1163 450004224400006 50000BE184|WE |10/ 14/200711/19/2007 |96 21.080-
[] @ 1163 450004284400007 5000000104|WE  (10/14/2007|11/19/2007 (96 21.08-
] i@| 1163 450004224400008 SO0OBEE1A4|WE |10/ 1472007 11/19/2007 |96 228.00-
[] @ | 1163 450004284400009 50000880104|WE  (10/14/2007|11/19/2007 (96 114 .88-
[] @ 1163 450004284400010 5000000104|WE  (10/14/2007|11/19/2007 (96 114.00-
] @ 1163] 450004234400011 50000EE104|WE |10/14/2007 1171972007 |96 69.00-
[] @ | 1163 450004284400814 5000880104|WE  (10/14/20a7|11/19/2007 (96 84.00-
[] @| 1163 450004224400016 SOOBEEE1A4|WE |10/ 1472007 11/19/2007 |96 102.00-
[] @|1163] 460004284400019 5000880104|WE  (10/14/2087|11/19/2007 (96 60.00-
[] @ 1163 450004284400021 5000000104|WE  (10/14/2007|11/19/2007 (96 69.00-
] @ 1163 450004224400022 50000BE184|WE |10/ 14/200711/19/2007 |96 75.00-
[] @ | 1163 450004284400023 5000080104|WE  (10/14/20a7|11/19/2007 (96 209 .868-
[] @ 1163 450004284400024 5000000104 WE  (10/14/2007|11/19/2007 (96 209.00-
[] @ 1163 450004224400025 50000EE104|WE |10/14/2007 1171972007 |96 209.00-
[] @ 1163 450004284400026 5000000104|WE  (10/14/2007|11/19/2007 (96 69.00-
] i@ 1163 450004224400027 SOOBEEE1A4|WE |10/ 1472007 11/19/2007 |96 102.00-
[] @ | 1163 460004284400028 5000880104|WE  (10/14/2087|11/19/2007 (96 102 .868-
[] @ 1163 450004284400029 5000000104|WE  (10/14/2007|11/19/2007 (96 102.00-
] @ 1163 450004284600023 S5O00BEE143|WE |12/03/2007(12/05/2007 |96 75.00-
[] @ | 1163 450004286800001 5000080867 |WE  (09/30/2007| 0973072007 (96 504 .0868-
[] i@ 1163 45000431 3400001 SOOBEEEET|WE  |10/09/2007 1670972007 |96 TH0. 00-
[] @ | 1163] 46000431 3400002 5000886617 WE  (10/09/2007| 16/89/2007 (96 2,475 80-
[] @ 1163 450004313400003 5000000017|WE  (10/09/2007|10/09/2007 (96 1,100.680-
] @ 1163 45000431 3400004 SO0BEEEE1T|WE |10/09/2007 1670972007 |96 14,070, 00-
[] @ | 1163 450004324100001 5000880187 |WE  (12/31/2007|12/31/2007 (96 384 .00-
[] @ 1163 450004324100002 50000EET8Y|WE  [12/31/2007|12/31/2007 |96 408.00-

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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IIIj Layout Choose

[+]

Layvaout Layout description = S| NE| 3 E

FATMSE ATMS G/L Account Overwview o | o

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

HAIMEE3 ATMS G/L Acct Item Document Header Info |

fRIMSE4 AINS Inwventory hy Cost Center Summary w”| o

HAIMEEG AIMS G/L Account Overwview w! Offset Acct || oF

FATMSOR AIMS Interco Cash - EFT Info & Check No. || o o

HLIMSEYT AIMS Transaction Wolume by Cost Center | o o

HLIMEEE AIMS Interco Cash - Hot Checks Only w”| o | o

HAIMEES ATMS Credit Card Clearing Overwview w”| o

fOIMS10Q AIMS GR/IR and Freight Clearing 2nalysis| o «F —]

fRIMST1 BIMS Tnwentory Account Wendor 8nalysis o | o

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

HBIMET3 ATMS AJR Reconciliation Acct Owerwiew w”| o

FRIMET 4 ATMS AJP Reconciliation Acct Owerwiew w”| o

HRIME1 G ATMS GRAIR Analysis (Considnments Only) | o o | o

fBIMST6 ATMS G/L Account by Cost Ctr, Post Date |of o

B TMETT ATMS G/L Acct w/ Offset fcct & MName o o

dBIME18 ATMS POS/DAR 101068 Clearing Overwview o o

HAIME19 ATMS Cash Over/{Under by Cashier w”| o

HAIMSZ2@ AIMS Assets & Projects (active only) w”| o | o

fRIMS21 ATMS Cash Over/Under by Cashier by Month | of o El

fRIMS2G RTINS Change & petty cash hy custodian w”| o El

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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List Edit Goto Edras Enwvironment Seftings Systern  Help

| & 200 e SHE DNOL0 B QF
G/L Account Line Item Display

I I YN 2% P =

|E7

G/L Account 201010 G00DS RECEIPT/INWOICE RECEIPT CLEARING
Company Code 1163
Documentha| Type Doc. Date |Amount in local cur. [Site|Purch.Doc.| Item|Clearing Clrng doc. |Assignment
[} 5000000823 WE ag/17 /2007 30.00- (4513 4500039803 15 450003980300015
* 30.00- 4500039803
(] 5eeo00e716(WE @g/ov/ 2007 877 .80- (4513 4500040207 1 450004020700001
* 877 .80- 4500040207
1 seeooooa30(WE 1001272007 3,2B0.00-|4515) 4500041767 1 4500041 76700001
[ Geeooooe3ofWE 1041272007 1,820.00-|4516) 4500041767 2 4500041 76700002
* 5,100.00- 4500041767
[] Sepeeac104|WE 10/14/2007 81.00- (4513 4500042844 1 450004 284400001
[] Sepaoaaiod|WE 1041472007 81.00- (4513| 4600042844 2 450004 284400002
[] sooeoo01o4|WE 101472007 81.00- (4513 4500042844 3 450004 284400003
(1 so00000104(WE 1041472007 21.00- (4513 4500042844 4 450004 284400004
[] sSepaoaciod|WE 10/14/2007 21.00-(4513| 4500042844 5 450004 284400005
[] Gsooec00104(WE 1041472007 21.00- (4513 4500042844 ] 450004 284400006
[ soeaao6104|WE 1041472007 21.00- (4513 4500042844 7 450004 284400007
[] Sepeeaa104|WE 1041472007 228.00- (4513[ 4500042844 g 450004 284400008
[] Sepeeaa10d|WE 1041472007 114 .00- [4513[ 4500042844 ] 450004 284400009
[] sooaa06104|WE 1041472007 114.00- (4513 4500042844 10 450004 284400010
[] Sepeeac104|WE 10/14/2007 G9.00- (4513] 4500042844 1 450004 284400011
[] Sepaoaaiod|WE 1041472007 84 .00- (4513 4600042844 14 450004 284400014
[] sooeoo01o4|WE 101472007 102.00- (4513 4500042844 16 450004 284400016
(1 so00000104(WE 1041472007 G0.00- (4513 4500042844 19 450004 284400019
[] sSepaoaciod|WE 10/14/2007 G9.00- (4513| 4500042844 21 450004 284400021
[] sooeco0104|WE 101472007 75.00- (4513 4500042844 22 450004 284400022
[ soeaao6104|WE 1041472007 209.00- (4513 4500042844 23 450004 284400023
[] Sepeeaa104|WE 1041472007 2089.00- (4513[ 4500042844 24 450004 284400024
[] sooec00104|WE 101472007 209.00- (4513 4500042844 25 450004 284400025
[] sooaa06104|WE 1041472007 G9.00- (4513 4500042844 26 450004 284400026
[] Sepeeac104|WE 10/14/2007 102.00- (4513 4500042844 27 450004 284400027
[] Sepaoaaiod|WE 1041472007 102.00- (4513 4600042844 28 450004 284400028
[ sooeco0104|WE 101472007 102.00- (4513 4500042844 29 450004 284400029
* 2,244 00- 4500042844
[ soo0006143(WE 12/03/2007 75.00- (4513 4500042846 23 450004 284600023
* 75.00- 4500042846
(] SRE0EAREET | WE [g/30/ 2007 504 .00- (4515[ 4500042968 1 450004 295800001
* 504 .00- 450004 2968
(] Seeoooea17|WE 10/09/2007 TO0.00- (4548 4500043134 1 450004 313400001
(] Seaooaa017 | WE 10/09/2007 2,475.00- | 4548) 4500043134 2 450004 313400002
1 see0000017|WE 10/09/2007 1,100.00-|4548) 4500043134 3 450004 313400003
[ Gecoeoaed?|WE 10/09/2007 14,070.00-|4548( 4500043134 4 450004 313400004
* 18,345.00- 4500043134
1 56000000187 (WE 1243172007 384 .00- [4513( 4500043241 1 450004 324100001
[ soo00061587|WE 12/31/2007 405.00- [4513( 4500043241 2 450004 324100002
* 792.00- 4500043241
(] Seeo6aa185(WE a1/04/2008 408 .00- (4513 4500043242 1 450004 324200001
1 soo0000185(WE a1/04/2008 432 .00- (4513] 4500043242 2 450004 324200002
* 240.00- 4500043242
(] SRE0EAA06S| WE 1043072007 925 .00- (4515( 4500043581 1 450004 350100001
* 925 .00- 4500043501

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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|II7

Docurnent  Edit Goto  Extras  Ernvironment  Systern Help

| & 21 0E eee CHE DDL0 BE @M
Display Document: Line Item 002
7|2 ~|[a][@| & addtional Data |

{GIL Account! 2016810 GOODS RECEIPTAMYOICE RECEIPT CLEARING

Compary Code 1163 MR COMMNAVRES, HAWAI

Doc. ho, |BOEUEEOSET

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

Additional Account Assignments

Ascet

Material Site 4515

Purchasing Doc. | 4500042965g 1

Quantity 49 B’\ﬁ\ Double click here.

Assignment 450004 296800001

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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|@Eurchase Order Edit Gaoto Erwironment Eystem  Help
|& 10 eGe CHR Snos AR @
FICO PO under $25K 4500042968 Created by VIRGINIA AMANSEC

@ | Print Praview H Messages ‘ Fersonalsamng|
[9/26/2007

FICO PO under §25K 7 |4500042868| vendar 4000021719 HAWAII STATE GOLF | Doc. date

Header
| T3] tem Gverview

ftam [1]MEMBERSHIP DUES FOR HANDICAP 5v5TiE|  [a]¥]
Article Data '| Quantitiesieights |, Delivery Schedule | Delivery | Invoice |, Conditions @SRRI SR TG Purchase OrderHistory | Texts | DeliveryAd_ [}, OE
(=l AccassCat [Lostoenter T Distribution Single account assignme B CoCode MAWR COMNAIE)
Partial Iy, Detive from Account ASsicEl
S [quantty  |Perce  |CostCr  |GiLAcct D |
1 42000 0@ 4897 783000 ﬂ
[2]
=]
[« [ [+
EE] BEEE

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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=4

| Program  Edit Goto System  Help

| & 1 IH/CEe DHE BNnn BRI 0B
Maintain GR/IR Clearing Account

Document Header Data

Company Code |1153 MR COMBAYRES, HAWAIN
FPosting Date [1/18/2008
Reference

Doc.Header Text

Choose

wendor to =]
Freight vendor to ?
Purch. Organization to E
Furchasing Group to E
Site t [=]
Furchasing Document o E
Iterr to =
Furchase Order Date 18468171999 to [8/30/2007 _
Purch. Doc. Categary E

Order Type o

Surplus Types
Delivery surplus
[v] Invoice surplus

Clear
[v] GRYIR Clearing Account [JERS Purchase Orders
[v] Delivery Cost Accounts [JERS - Delivery Costs
Last movernent before key date 01/18/2008
Qb Yar. Less Than/Equal To 100.0 Fercentage
YWalue Wariance Less Than= Ta UsD
Processing
Automatic clearance Q
Frepare List @  Layout {BIMEE
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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.
Reference ThisI fiteld \l/lvill apply to all documents that are reversed, so use something that will
apply to all.

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.

=
| List Edit Goto Seftings  Systern  Help

|& 190 eee SHB Dnon BHE QB
Maintain GR/IR Clearing Account

Company code 1163 MWR COMNAVREG, HAWAIL

| F'nst”ci’g’ Purchase 0rder|

1| KH /3|

Currency usD
Purch.Doc. Item PO Date Name 1 Short Text OUn BR-IY¥ & Ohject for Business Transaction
PG Site Article GfL acct  Cost Ctr  Order Asset Sho
Purch.Doc. Item Account key name Carrier- name 1 Quantity Received Quantity invoiced Difference Oty Otyvar® Diff. Value
45000398083 15 OG/28/2007  TIFOSI OPTICS INC STELWID GOLF TG335 METALLIC RED EA X K 4988
190 4513 151008 4938

I:4500039803 15 GR/IR clearing 1 1 100.0 36.680
45000402087 1 071372007  TAYLOR MADE ADIDAS GOLF POWER BAND 737424 TITAN METALLIC! EA X K 4988
180 4513 1510088 4988

14500040207 1 GR{IR clearing 1 1 100.0 arr.eo
4500042844 1 09/24/2007 PING BOLF FREESTYLE 2008 BLE/ELK/WHITE 01 BAG ER X I 4988
190 4513 151000 4988

[]4500042844 1 GRIIR clearing 1 1 100.0 81.00
4500042844 2 08/24/20087 PING BOLF FREESTYLE 2808 BLK/RED/YELLOW B85 BAG E& X K 4888
190 4513 151068 4988

14500042844 2 GRIIR clearing 1 1 100.0 81.00
4500042844 3 09/24/2007  PING BOLF FREESTYLE 2003 WHT/PWE/PINK 06 BAG Ef X K 4988
190 4513 1510688 4988

[]asoop4zg44 3 GR/IR clearing 1 1 100.0 g81.680
4500042844 4 09/24/2007  PING BOLF MOOW LITE 2808 BLACK BAG EA X K 4988
190 4513 151008 4938

[]4500p42844 4 GR/IR clearing 1 1 100.0 21.680
4500042544 5 09/24/2007  PING BOLF MOOW LITE 2008 NAVY BAG EA X K 4988
180 4513 1510088 4988

14500042844 5 GR{IR clearing 1 1 100.0 21.00
4500042844 6 09/24/2007 PING BOLF MOON LITE 2008 RED BAG ER X I 4988
190 4513 151000 4988

[]4500042844 6 GR/IR clearing 1 1 100.0 21.00
4500042844 7 08/24/20087 PING BOLF MOON LITE 2608 ROYAL BAG E& X K 4888
190 4513 151068 4988

14500042844 7 GR!IR clearing 1 1 100.0 21.00
4500042844 8 09/24/2007  PING BOLF LATITUDE 2808 @1 BLK/GRP/SIL BAG Ef X K 4988
190 4513 1510688 4988

[]asoop4zg44 8 GR/IR clearing 2 2 oo 228.00
4500042844 9 09/24/2007  PING BOLF LATITUDE 28088 02 BLK/ROYAL/SILVER EA X K 4988
190 4513 151008 4938

[]4500p42844 9 GR/IR clearing 1 1 100.0 114 .60
4500042544 10 0972472007  PING BOLF LATITUDE 2008 83 GRAY/CRIMSON/SILVER EA X K 4988
180 4513 1510088 4988

14500042844 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.

Furch.Doc. [tem PO Date Wame 1 Short Tert
PGr Site Article /L acct Cost Ctr Order lsset Sho .
Furch.Doc. Item Account ame Carrier- name 1 Quantity Receiwed Quantity invoiced |
4500039803 15 O6¢/28/2007  TIFOSI OPTICS IWC STELYIO GOLF TG335 METALLIC RED
180 513 151000 4988

HE39803 15 GR/IR clearing 1
4500640207 1 071372007  TAYLOR HMADE ADIDAS GOLF POWER BAND F37424 TITAW METALLICY
180 4513 151000 4988

{w 4500040207 1 GR/IR clearing 11
4500042844 1 09/24/2007  PING GOLF FREESTYLE 2008 BLE/BLK!WHITE G©1 BLG
190 4513 151000 4988

[ 4500042044 1 GR/IR clearing 1

Click on the Display Purchase Order icon/$y 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 @@ SHE h o HEE @/
Maintain GRYIR Clearing Account

Log created on 01/18/2008

Information 1
Ywarnings
Error

Total 1

Exce...l...lAppIicationArea |Ms_.|z: Nl Numer.lF’urch.DDc. | ItemlMessageTe}d

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
routine payments.
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=3
| Document Edit Goto  Setlings Systern Help
| & D 9B e@@ SHE Dnan BRI @

Clear Vendor: Header Data

| Frocess apen items |

Account 400EA21075 Clearing date 12421722007 Period
Company Code 1139 CUrrency usD

Open item selectian

Special GiL ind [#] Mormal ol

Additional selections

@ Mone

) Assignment

O Text

O Cost Center

O Site

) Posting Date
O Document Date
O value date

) Reference

O Document Type
O Armount

O 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 selectio

n

Special G/L Ind.

Can select a Special G/L indicator from drop down, if needed.

Normal Ol (open
item)

Be sure this indicator is flagged.

Additional selectio

ns

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.

ck | Frocess open items |

Cli 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.

=

| Document Edit Goto Settings  Enwironment  System Help

| & B @@ S nnoan EE @,
Clear Vendor Process open items

[.2]|ZF]| istribute dgir. |[ charge o diff. |[ 22 Editing options || & cash Disc. Dus |

__MEETEEE. Fartialpmt |, Resiterns |, withhidg fax

Account iterns 4000021075 SOUTHERM INDUSTRIAL TRUCK & LIFT RE
Reference [Docurment o [Document [P [s]oay | USD Gross [Zash discnt [cash |
SKO4U1 500008000 KR 11292007 31 o 6,500 . 00-
EIZzOg4d E100@paaon RE 12421 /20087 |31 15- 11,500 . 00 -
EIzos4 S1oooooant RE 12742122007 21 15- 11,500, 00
EIZns4 51000038002 RE 124212007 31 15- 11,500 . 00-
EIZns4 51000038003 RE 124212007 21 15- f1,500. 00
[EN|I|| [
= EIE (&= [EE Ao | [#6 cross<=_|[&#&curency| [ 1 tems || tems | [ 1 Disc. | F Disc. |
Editing status
Mumber of iterms =] Armount entered o, oo
Display fram item 1 Assigned o, oo
Reason code Difference postings
Display in clearing currency Mot assigned o. oo

After you have selected the items (by double-clicking on the line item amount or by clicking

once and selecting the “activate items icon” 1 ftems | YOU want to clear), click the Save
) I Items '
button. The items are “CLEARED". [T
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To double check that the items are cleared:

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE
> ACCOUNT > DISPLAY/CHANGE LINE ITEMS

Transaction code: FBL1N

You will note the items no longer show as OPEN ITEMS but have moved to CLEARED ITEMS.

=
| List Edit Goto Esdras Environment Seftings  System  Help

| & 1 0H Cee CHE anoa0 BE QB
Vendor Line Item Display

XTI 3 TN | P =2 [ER][ET setections [[[1 Dispute case

Status: @ open L, Parked @ Cleared
Due date: Overdue Ly Due <@ Mot dus
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)|5K0401 F500000000) KR | 11/29/2007(11/29/2007 |3 12/14/2007 §,500.00- [*DEPOSIT
d §,500.00-
] @ [1139|EIZ0B4 5100000000 RE {12421/ 2007 (1242142007 |31 B1/05/2008 11,500.00-
] @ [1139|ElZOE4 5108000081 |RE  |12/21/2007 (1242120087 |21 B1/@5/2088 11,500,080 |MIR4
N @ [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
*om 0.0o
** fccount 4000021075 §,500.00-

(May 2008) 152 Manually Clear Vendor Line Items



Beginner Accounts Payable

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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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

*** AUTO-GENERATED WP PLUGIN: This PDF was downloaded from http://www.erpdb.info ***
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