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Overview

As a strategy towards reducing its carbon footprint, the United Nations has a target to become
paperless wherever feasible. Umoja supports this by facilitating the attachment of scanned
documents into relevant transactions within the system, thus reducing the need for multiple
copies and allowing access to the scanned documents by authorized parties from any UN
location.

Scanned documents attached to Umoja Transactions will be considered to be original
documents from a trusted source, provided the following guidelines are followed:

e If received via email, the original document is considered to be the combination of
the email message as well as the attached document. Both should be attached into
the corresponding transaction in Umoja

e If received via postal mail or hand delivery, the original document is considered to
be the document itself

e The scanned version of that document attached to the corresponding Umoja
transaction will also be considered an original document from a trusted source

This document aims to provide basic guidelines on how to upload (attach) documents in Umoja
transactions. The solution adopted by Umoja is “Records Management” which is an integration
solution that allows the creation of record associated to specific SAP transactions. These tips
are related to file naming, extension and size. The use of good naming convention, authorized
file extensions, and reasonable file size will help enhance the Umoja user experience in terms of
documents upload as well as performance. It will also help maintain the system’s integrity,
stability, and health. The system automatically self protects itself by restricting certain file
names and extensions. Please see Attachments file naming convention and File name
extensions section for more details. The use of small file sizes should help improve
performance in uploading and viewing documents, please see recommendations under the File
size recommendation section for more details.
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Support

If any issue is encountered in Production, please contact your Local Process Expert and/or your
Local Service Desk immediately. They will escalate the incident and monitor it through its
resolution.

Please provide the following information:
e SAP Transaction identification and document number associated to transaction

e Description of the issue you are facing; print screens are extremely useful to
expedite resolution

Should you require assistance during testing, please contact your designated Umoja Testing
Functional Coordinator.
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1. Umoja Business Scenarios with Active Attachment Functionality

In order to address specific business requirements, Umoja has been configured to allow the
attachment of documents in the following sub-set of business scenarios:

e InSAPECC
o Financial documents with workflow
o Financial documents without workflow
o Funds Commitment / Pre-Commitment / Budgeting
o Sales & Distribution: Contract / Quotation / Billing / Sales Orders

o Logistic & Execution: Good Receipt / Service Entry Sheet / Deliveries /
Purchase Orders

o Architectural Objects in Real Estate
o Grants Management Budget Approval and GM Master
e In SAP SRM

o Will allow for uploading of any relevant documents to Shopping Carts,
Solicitations, Contracts and Purchase Orders

The attachment of documents in Umoja has been configured to address different requirements,
depending on the nature of each type of document. For example: once a financial transaction
is approved and posted, it should not be possible to change it further. Such restriction also
applies to the Original Documents attached to the transaction. On the other hand, Real Estate
documents (architectural objects, portfolios, etc.) may change on a regular basis, and so, the
system configuration allows for new documents after a Real Estate entry has been saved in the
system.

In addition, SAP provides different approaches for scanning documents, depending on whether
the user is working in ECC or in SRM.

The following sections explain the particularities of attachments in Umoja, by type of
transaction.

1.1 Financial Documents with Workflow

Before a financial document is posted in the system, the required Original Document should be
attached to the corresponding SAP transaction. It will be possible to attach documents during
the whole cycle of each workflow-supported document, as long as such document has not been
approved and posted in the system. This means users will be able to continue uploading
attachments to a particular transaction as far the document is in status “park” or “save as
complete” the user
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Note: The status of the attached Original Documents and the status of the corresponding
transaction in SAP are not synchronized automatically, and thus users must be mindful of
making attachments final by “closing” the scanned record. Therefore, transaction approvers
must change the status of the attached document to “Closed” at the time of posting the
document.

The final approver is responsible for validating the transaction supporting documentation
before posting any financial entry in Umoja. This also entails closing the corresponding
document management record so that the attached original documents cannot be modified
any longer.

If the approver determines that the information provided are insufficient ( i.e., attachments are
missing or are incomplete) the workflow approver should reject the financial document and
request that the creator to attach/modify the documents. Once the supporting Original
Documents are validated and accepted by the final approver, the document management
record attached to the transaction must closed in concurrence with the posting of the financial
document.

1.2 Financial Documents without Workflow

Not all documents in the Finance modules are processed through workflow. In some cases, the
attachments will be uploaded in the Financial Accounting Document only after the document is
saved. The creator of the document will be responsible, as well, for closing the scanned record
or Original Document associated to the financial documents, so that they cannot be further
modified.

The following table lists the Finance documents that can receive attachments in Umoja,
together with the corresponding transaction and the types of Original Documents that should
be attached:

Application Attachment SAP Descriptions Alternative | Original Documents to Be
via Transaction Attached
Transaction for Attaching
Documents

Finance FV50 Park G/L Account FV53 / FBO3 Calculation spreadsheet,
Document memo & emails

Finance FV60 Park Vendor Invoice | FV63 / FBO3 Vendor Invoice

Finance FV65 Park Vendor Credit FV63 / FBO3 Vendor Credit Note
Memo
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Finance FV70 Park Customer FV73 / FBO3 Calculation spreadsheet,
Invoice memo & emails

Finance FV75 Park Customer FV73 / FBO3 Calculation spreadsheet,
Credit Memo memo & emails

Finance MIR4 Display Invoice Calculation spreadsheet,
Document memo & emails

The following table lists the Financial Management documents that can receive attachments in
Umoja, together with the corresponding transaction and the types of Original Documents that
should be attached:

Application Attachment SAP Descriptions Alternative | Original Documents to Be
via Transaction Attached
Transaction for Attaching
Documents
Financial FMY3 Funds Pre- FMY2 Memo, Agreements,
Management Commitment MOUs
Financial FMZ3 Funds Commitment | FMZ2 Memo, Agreements,
Management MOUs
Financial FMBB Budgeting Work FMEDD Memo, Final Approval
Management bench Instructions
Financial FMX3 Funds Reservation FMX2 Memo, MOUs
Management
Financial FMW3 Funds Block FMW?2 Memo, Agreements,
Management MOUs
Financial FMY3 Funds Pre- FMY2
Management Commitment
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1.3 Logistics

List of transactions available where documents can be attached:

Application Attachment SAP Descriptions Alternative | Original Documents to Be
via Transaction Attached

Transaction for Attaching
Documents

Logistic Deliveries FMY2 Shipping Notification,
Vendor Delivery
Confirmation, Custom
Documents,
Correspondence (email &
memos), Internal
Supporting Documents

Logistic MIGO Good Movements FMZ2 Receiving Documents,
Vendor Returns,
Correspondence (email &
memos), Internal
Supporting Documents

Logistic ML81N Service Entry Sheet Supporting Documents

1.4 Real Estate

In Real Estate, the scanned records associated to each transaction will not be closed. These
types of documents are constantly uploaded and do not required approval.

Application Attachment SAP Descriptions Alternative | Original Documents to Be
via Transaction Attached
Transaction for Attaching
Documents

Real Estate REBDAO Process RE80 Portofolio Documents,
Architectural Object Internal Documents

Real Estate REBDBE Process Business RE8O Portofolio Documents,
Entity Internal Documents

Real Estate REBDPR Process Land RE8SO Portofolio Documents,

Internal Documents

Real Estate REBDBU Process Building RE80 Portofolio Documents,
Internal Documents
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Real Estate REBDRO Process Rental RE8SO Portofolio Documents,
Object Internal Documents
Real Estate RECN Process Contract RE8O Contracts, Internal
Documents

1.5 Plant Maintenance

In Plant Maintenance, the scanned records associated to each transaction will not be closed.
These types of documents are constantly uploaded and do not required approval.

Application Attachment SAP Descriptions Alternative | Original Documents to Be
via Transaction Attached
Transaction for Attaching
Documents
Plant IE02 / IEO3 Equipment IE02/IEO3 Equipment Assignment /
Maintenance Impairment Documents /

Technical Documents /
Transfer Documents /
Write Off — Disposal
Supporting Documents /
Internal Supporting

Documents
Plant IW32 /IW33 | Work Order Approval Documents/
Maintenance Material & Operation

Confirmation / Internal
Supporting Documents

Plant IW53 /IW52  Service Notification Sales & Services Order

Maintenance Documents / Write Off —
Disposal Approvals /
Internal Supporting
Documents
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1.6 Sales and Distribution

In Sales & Distribution, the scanned records associated to each transaction can be closed as
they are linked to an approval process.

Application Attachment SAP Descriptions Alternative | Original Documents to Be
via Transaction Attached
Transaction for Attaching
Documents
Sales & VA42 Customer Contract Purchasing Documents /
Distribution Solicitations / Internal

Order & Request /
Disposal & Approval /
Sales Contract / MOU /
SLA / Claim & Other
Supporting Documents

Sales & VA22 /VA23 | Customer Quotation Purchasing Documents /

Distribution Solicitations / Internal
Order & Request /
Disposal & Approval /
Sales Contract / MOU /
SLA / Claim & Other
Supporting Documents

Sales & VAO2 / VAO3  Sales Order Purchasing Documents /

Distribution Solicitations / Internal
Order & Request /
Disposal & Approval /
Sales Contract / MOU /
SLA / Claim & Other
Supporting Documents

Sales & VF02 / VFO3 Customer Billing Payment Documents /

Distribution Document Funds Commitment Dcmt.
/ Other Supporting
Documents

Umoja Training Create HR Mini Master — Fast Entry 10/48



Upload Attachments in Umoja m []J

training

1.7 Grants Management

In Grants Management, the scanned records associated to Grants Management will not be
closed. These types of documents are constantly uploaded at different stages of the Grants
Management Process to Grant Master Data Object (Grants) and do not required approval.

Note that only final and signed or approved documents in PDF format should be uploaded in
the system, i.e., no intermediary documents should be uploaded in the system.

The following transactions can be used to upload documents to a Grant or Grants Budget
document:

Application Attachment SAP Alternative Original Documents to Be
via Descriptions Transaction Attached
Transaction for Attaching
Documents
Grants GMGRANT Maintain Grant Agreements with Donor
Management

Agreements with IP

Budgetary related documents
(if applicable)
Substantive Reports to Donor
Financial Reports to Donor
Substantive Reports from IP
Financial Reports from IP
Other Communication
Grants GMGRANTD Display Grant Agreements with Donor
Management Agreements with IP

Budgetary related documents
(if applicable)
Substantive Reports to Donor
Financial Reports to Donor
Substantive Reports from IP
Financial Reports from IP
Other Communication
Grants GM_CREATE_B Create Budget Agreements with Donor
Management = UDGET Document Agreements with IP

Budgetary related documents
(if applicable)
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Substantive Reports to Donor
Financial Reports to Donor
Substantive Reports from IP
Financial Reports from IP
Other Communication

Grants GM_BDGT_REL | Release Agreements with Donor

Management | EASE Budget Agreements with IP
Budgetary related documents
(if applicable)
Substantive Reports to Donor
Financial Reports to Donor
Substantive Reports from IP
Financial Reports from IP
Other Communication

Grants GM_DISPLAY_  Display Budget Agreements with Donor

Management BUDGET Document Agreements with IP
Budgetary related documents
(if applicable)
Substantive Reports to Donor
Financial Reports to Donor
Substantive Reports from IP
Financial Reports from IP
Other Communication

Grants GM_MODIFY_ | Change Budget Agreements with Donor

Management | BUDGET Document Agreements with IP
Budgetary related documents
(if applicable)
Substantive Reports to Donor
Financial Reports to Donor
Substantive Reports from IP
Financial Reports from IP

Other Communication

% % %k 3k %k k % %k 3k % 3k % %k 3k % %k % %k % % 3k % %k 3k %k 3k % %k % % 3k % %k *x %k 3k % %k 3k % 3k % %k 3%k X
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2. Record Models and Attachments

In order to help users organize and retrieve attachments in Umoja, a “Record Model” has been
configured for each transaction that requires attachments.

The Record Model defines the folder structure as well as the document attributes (the type of
document) required and helps to correctly classify each attachment, for easy identification and
retrieval.

When a user enters a transaction that has been configured to receive attachments, a record
model is automatically created and linked to the transaction.

The record model (folder structure) will change from one transaction to another.

The example below illustrates a record model for a financial document, with its corresponding
folder structure and record attributes:

The user parks a vendor’s invoice and access the Record Management
@ v | « Qe t SR ARNE AR

Display Parked Invoice Document 5100002938 2016

Show PO structure Follow-0n Documents ...

2100002538 (2014

ote

Invoice date 01.06.2016) Reference |REFERENCE DOC

Posting Date '08.06.2016)

Amount 1,932.15 UsD [MNcalculate tax

Tax Amount 0.00 V0 (Zero Tax) - |:|

Text Invoice for May 2016

Paymit terms Due immediately

Baseline Date 01.06.2016

Cormpany Code 1000 United Mations Mew York :
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The corresponding record model is automatically created and linked to the transaction.

Records Browser - Record "100011011798582016 (Versionl1)" Display

B Eatmwes e | @LE) EREEERIE) B FE) @ 5
Im|ﬁ“‘6}f|100011[]11?98582[]1E-|Ver5i0n 1|

Short description 100011011798582010
Unique Indicator 100011011798582016
Language EN English
Creation Time 01.06.2016 12:20:41
Created By MALA Mohammad Yousef ALA
Time of Change 01.06.2016 12:35:01
Last changed by MALA Mohammad Yousef ALA
Version il
Kewword (11
Hierarchy Element Type Visibilioy Last Processed Mod...
o %‘ 100011011798582016 MALA [ 01.06.2016 /...
+ &* 100011011798582016 Accounting Document All Roles MALA [ 01.06.2016 /... 15
¥ [= Supporting Docurment All Roles 1
= [ Correspondence { Ermails & Me All Roles 7
« 5 [email Correspondence : Emails... All Roles MaLs f 01.06.2016 /... 8
d 'flj [ermail supporting the prociCorrespondence : Emails... All Roles MALA f 01.06.2016 /... 8
* [= Internal Supporting Document Al Roles 11
« EE [working sheet] Internal Supporting Doc... All Roles MALA / 01.06.2018 /... 16
- [ [Analysis Sheet] Internal Supporting Doc... All Roles MALA f 01.06.2016 /... 16

% % k% k k k k k kK K X Kk k k¥ ¥ % * * * * * *k *k *k *k kX *k ¥ kX *x *x ¥ % * * * * * ¥ * * * * * *
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3. How to Access Records Management
The Record Management is a utility available for attaching documents in Umoja.

The Record Management can be access clicking the icon “Service for Object” from most of
transaction screens available in Umoja. However, in few transactions the “records management
option” is part of the standard SAP menu.

3.1 Finances, Logistic Execution, Service Delivery and Plant Maintenance

In the transactions associated with the Finance, Logistics, Service Delivery and Plan
Maintenance modules, the Records Management can be accessed clicking the Service for
Object > Records Management menu item.

A few examples:

e For Goods Receipt

[® .| Material Goods 2200000017 Created by vABBOUD

Document Overview On O ‘2’ 'ﬁ Pr'nt Preview  Messages 3 | @Personal Setting

(£ Purchase Order 2200000017 110000220 FOUAD KHALIFE & .| €

) tem 1[1] 1500010918, Fitting:Comp,HOPE Redu.. v| 4|+
ata | Quantities/Weights | Delvery Schedule | Deivery | Invoice ! Condit
Material group (40170000 | [JWD-Relevant Revision Level ]
Vendor mat. no. | PL-1928 | EAN/UPC [ |
Vendor sub-range | i |
Batch 1 Vendor Batch [

Umoja Training Create HR Mini Master — Fast Entry 15/48



Upload Attachments in Umoja U m [ Ja

training

e For Sales Order

| Display UN Standard Order 45: Overview

R [ Sales Order 0000000045 =

UN Sta@!ﬁ(—][j[ﬁ ""-—][ & 8] l 200.00 I
Sold-To Party 1111000062 P ANY TO THE UN

Shg' -To Party 11100006 PM OF GERMANY TO THE UNITED NATIONS [ 871 UN M
PO Number PO Test 2 PO date ' l

Eltem overview - Itemdetal  Ordering party  Procurement

|
Req. deliv.date m 16.06.2014 Deliver.Plant '
() Complete di. Total Weight | o|xe
=

Delivery block | v Volume | 0.000

3.2 Earmarked Funds

For Funds Earmarked Documents, Records Management can be accessed through the menu by
selecting the Environment > Object links > Records Management menu item.

=4 Document Edkt Goto Extras System  Hebp

@ v]| « Change documents » ﬁ @ @ @
5 Object inks Ctri+F8 :
Funds commitment: Usage history  Shift+F8
N oty | Value Adjustmts
Check Messages
Line Item NeEd=tits tm 3000007064000 _'/E—]
L. ] CJL__][E_]['_JW[_J-
 Control d J
(] Item approved
[ Completion Indicator [C1tem blocked [ Item block m
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3.3 Real Estate

For Real Estate, Records Management can be accessed through the menu by selecting the
Document Management icon.

Architect. Object Building 200115.001 Display: General Data
€ 3 D088 4@ BH[I]|ARE AED A

AO Buiding [200115. 001 (G| UN HEAD QUARTERS BUILDING ..
/ General Data | Additional Data (‘Buid'ngs - Dates ['Partnels '; Measurements | Assign

 Identification
Arch. Object Type '038U  Buiding
Arch. Object No. loor |
AOID Code l001 ‘ Separator Fa
Arch.Obj. ID 1200115.001 ‘
Higher-Level Object \Site 200115 @

3.4 Grants Management

For Grants Management Documents, Records Management can be accessed through the menu
by selecting the Environment > Records Management menu item.

[Z Gmnt Edit Goto  Extras System  Help

0 v | « Object Mapper Ctrl+F3 Iﬂ @ @
Budget Overview Report Chri+-F4

Display Grant Ma  Status Management ming
Biling Plan

& [& & Relationships E-mt;l

Records Management I

Grant | Schedule Manager pe to achieve Aichi Biodiversity Targets 11 812
< Deletion Indicator [ Where-used in FM
General Data | Reference | Where-used in GM iing - Dimensions | Supported Objects | Overhe...|| | /[*][2]
Additional Functions
| Basic Data
[y | . .
Grant Type M1 Main Implementation Grant
Company Code 1000 United Mations
| e —— |
Sponsar 1300002229 DEUTSCHE GESELLSCHAFT FUR INTERNATIOMALE ZUSAMMENARBEIT - GIZ
| oepnea— |
Authorization Group 0003 LNEP
| oy |
Award Type 002 Donor Agreement
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4. How to Attach Documents in Umoja: Examples

The following steps describe how to attach Account Payable (AP), Account Receivable (AR) and
GL documents.

Process Steps:

1. Enter FBO3 in the Command field to display the financial document generated by the
system

2. Click the Enter icon
3. Enter the Document Number

4. Click Enter icon

@ v| « L JOAK
Display Document: Initial Screen

Document List | I First tem & Editing Options

Keys for Entry View

I — |
Document Mumber 1100006122
= =
Company Code 1000
Fiscal Year ' '

5. Click the Services for Object icon
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v dH ©QQ  LHE DDOLD BEN Q@

&
® .| Display Parked G/L Document 1100000638 1000 2013
saTreeon £ Editing options

__Basetuta | Dt | workdow

Document Date [2013-01-10! Currency IUSD Total Dr.
Posting Date 2013-01-10| { 99,999.
Document Number |1100000638!
Reference 'TEST | Total Cr.
Doc.Header Text | Test | | 29,999,
Company Code 1000 United Nations New York
L0
| 2 Items ( Screen Var@ant : UN Screen Varant )
® S... G/L acct D/C \Amount in doc.curr. Loc.curr.amount  Fund 'Bu... Cost center
o” 11011017 Cred.. ¥ 99,999.00 99,999.00 10UNA S101
!:‘r—]uouola Debit ¥ 99,999.00 99,999.00 10UNA S101

6. Click the Record Management icon.

@ Display Parked G/L Document 1100000638 1000 2013
b""a Tree on & Editing options

| Amount Information
DoCUMENT Uate  [ZUL3-UI=IU]  CUMency  [USD Total Dr.

Posting Date [2013-01-10] f 99,999.00 |USD
Document Number 1100000638/

7. The Record Browser screen is displayed
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8. Click the Change icon to edit the record and expand all sub nodes

¥ .| |Records Browser - Record "100011009719472016" Display

2] .| Elattrbutes [ Rrecord JJ I (% J[68] [ ][B)[e)[H)ER)E] B I (B)2) (@@ (E)

| T | o | | 100011009719472016 version 1

Short description 100011009719472016

Unique Indicator 100011009719472016

Language EN English

Creation Time 07.06.2016 23:39:21

Created By PMATARAZ

Time of Change 07.06.2016 23:39:23

Last changed by PMATARAZ
Hierarchy Element Type Visbiity Last Processed Nod...
®, 73 100011009719472016 PMATARAZ / 07.06.201...

+ & 100011009719472016 Accounting Document Al Roles PMATARAZ / 07.06.201... 15

9. Double-click Vendor Invoice & Credit Memo.

10. Alternatively right-click Vendor Invoice & Credit Memo and select the Activities >

Create item
Hierarchy Elerment Type Visibility Last Processed Nod...
e ?J 100011009719472016 PMATARAZ [ 07.06.201...
« @ Financial Document Accounting Document All Roles 15
+ & 100011009719472016 Accounting Document All Roles PMATARAZ / 07.068.201... 15
~* [= Supporting Document All Roles 1
~ [ Original Document All Roles
| - @ vendor Invoice & Credit Memo Invoice & Credit Mema | All Roles 10
* [= Correspondence { Emails & Memos All Roles 7
« @ Correspondence Correspondence @ Ermails... All Roles 8
~ [ Internal Supporting Documents All Roles 11
+ @ Internal Supporting Document|Internal Supporting Doc... All Roles 16

11. To upload the document, attach the original document by clicking the Application >
From File menu item

12. Select From File menu item
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Document Client: Create Document
B e )i 2 @) DR EEBRR) E | ] %)
|emmalS] 2 coafs1000020382016)version 1] Z’ Microsoft Word 97 - 2003 Document
Microsoft PowerPoint 97-2003 Presentatio
Microsoft Excel 97-2003 Worksheet
Short description 51000029382016 =
Unigue Indicator 47 51000029382016 £rom N
Language EN E
Creation Time 08.06.2016 23:10:29
Created By PMATARAZZO P
Time of Change 08.06.2016 23:10:30 a
Last changed by PMATARAZZO P
0 0

13. Select the document from your system

14. Click the Open button

Look in: | ., Upload Doc v E

T Mame Date modified Type
el Iyl O ——— 07/06/2016 5:03 PM  Adobe A
Recent Places Invoice 02.pdf 07/06/2016 5:05 PM  Adobe Aqg
- '@Inmiceﬂipdf 07/06/2016 5:05 PM  Adobe Ag
Desktop
Libraries
Ay
Computer
=
@
Metwark
LI LI
File name: I Invoice 01 pdf - | Cpen

Files of type: | All Files (] - |
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15. To save the scanned document you need to assign attributes to the document by
populating the key fields.

16. Click Continue (Enter) icon

Examples
A. To save scanned financial documents populate the following attributes:

i. Short description: Copy Unique ID to Short description attribute

ii. Unique ID: Fiscal Year — Document Number — Sequential Doc Number
iii. Business Partner
iv. Business Area

v. Fund

vi. Document Type

Short description 100011000061222016-001 bl

Unique ID 4 100011000061222016-001

Business Partner 1123400012

Business Area 5100 United Nations

Fund 10UNA

Document Type AB Accounting D _
¥  Crestion Time 07.06.2016 23:10:23

Created By

Time of Change =

Last changed by -
4 i b

& =13

B. To save the scanned real estate document populate the following fields:
i. Short description
ii. UniquelD
iii. Business Partner

iv. Authorization Group
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vii. Person Responsible

Short description =]
Unique ID & [...]
Authorization Group [...]
Business Partner

Person Responsible

Creation Time

2013-07-09 00:18:09

Note: The Attributes can be used as parameters to search documents, therefore
document with few attributes can be difficult to be retrieved

17. Verify that document is attached
18. Click the Save icon

Document Client: Create Document

= JB) BD=REERL [2E BB JE JL vesos B[] com

=] [H Aftributes “ Record &

||£‘|f oao|100011000051222015|Version 1| ::I e .
{__ YourCompany Mame
L sz BT S
Short description 100011000061222016 o
Unigue Indicator 47 100011000061222016 e i
Language EN :
Cra=stinm Tirma N7 Ne IN18 732N5=10N L Lokes Ve Hws  wey sas EEpile | " e I
> 0 e — =2
Hierarchy Element Type Visibility Rt . ™ = " '.:. I
o ?J 100011000061222016 raam
» @ Financdal Document Accounting Document All Roles
+ & 100011000061222016 Accounting Document Al Rales | |
~ [ Supporting Document All Roles 3
+ [ original Docurnent All Roles |
* [= Correspondence ( Ermails & Me All Roles T m—
+ @ Correspondence Correspondence : Emails... All Roles L j.
- EF) 100011000061222016-001Correspondence : Emaiks... All Roles " Lo} e
» [T Internal Supporting Document All Roles T,

% % %k 3k % k % %k 3%k % 3k % %k 3k % %k % %k % % 3k % %k 3k % 3k % %k % % 3k % %k *x %k 3k % %k 3k % 3k % %k 3%k %X
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5. How and When to Change Document’s Attributes

Documents uploaded into SAP need to be updated with the proper attributes such as: Short
description, Unique ID, Funds, Business Partner, etc.

Some attributes can be changed after the document is uploaded while others that cannot be
changed will remain gray out.

NOTE: If the attachments uploaded by mistake cannot be removed amend the Short
Description adding the word “DO NOT USE” to the attribute

Process Steps

1. Select the record associated to transaction by clicking the Record Management icon

\® . Display Document: Data Entry View
Y @G A B 80sphy Curency  tDReversal Document  E[] General Ledger View

Data Entry View
Document Number 1100000023 Company Code 1000 Fical Year 2013

[ Accounting document 10001100000023... = 1 X Aatidsiiidac 6 |

0022 =B .= . 8)

Ledger Group
S [B[FIRR[F.) (&)%) (Bld J@ J= ) (s (§)
C.“Itm PK 'S Account Desaobon Amount Curr. Amount in LC BusA Fur
L 1 40 11101311  Csh UNIFIL LBPChqOut  2.473.000,00 LBP 1.635,58 S101 64
2 S0 19991010 SAP Converson Acct 2.473.000,00- LBP 1.635,58- P003 201

2. The The Record Browser screen is displayed

3. Right-click the document and select the Activities > Change atrribs item
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Hierarchy Elernent Type Visibility
w ?J 100011000061222010
- @ Financial Document Accounting Docurment Al Roles
- &* 100011000061222016 Accounting Document Al Roles
* [= Supporting Document All Roles
v [3 Original Document All Roles
¥ [= Correspondence { Emails & Memg Al Roles
+ @ Correspondence Correspondence : Emails... All Roles
« |85 100011000061222016-002 |Correspondence : Emails... All Roles |
« BF 1000111 ’ o
Activities 3 Displa
v [ Internal Sup bem= 2Py _
Copy to Clipboard Change attribs
Cut to Clipboard Download
Insert from Clipboard Check-Out
Delete Upload
Rename Make Copy
Determine Visibility Send Document
LI
Attributes for Node Close Document

4. Change any of the attributes by modifying the fields that require amendment

[ Change Attrbutes - 100011000061222016-002

Short description 100011000061222016-002
Unigue ID ## 100011000061222016-002
Business Partner [1100012331 E.-]
Business Area 5100
Fund 10UNA
Document Type AB
Creation Time 07.06.2016 23:28:58
Created By
Time of Change 07.06.2016 23:30:02
Last changed by
Version 1
Expiry Date
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5. Click the Continue (Enter) icon to accept the changes

User Who Checked Out the Document

Do Mot Archive Document Ho ]

File Plan Position (1) =

File Plan Position (2) BE
SRM_DOC_PDF_FORM

Storage Identification

Storage Location (1) =
Storage Location (2) BB
Reference

Generation Ruke for Record Humbers

LI { ¥

[VISx)

6. Click the Save icon and select Save in the dropdown menu

7. Click the Exit icon or F3 to go back to original transaction

[ RMSystem Edit Goto System Help
o -] « 2 [@le e

Records Browser - Record "100011000061222016"

52 |l A [ET] Attributes Record .|| (% . I@E 3

Save =
= I51222015|Ver5i0n 1| EI
Save as Mew Version

Short description 100011000061222016

Unique Indicator g 100011000061222016

Language EM .

Craatinm TiFmn N7 NE IN1TE 32NE=1 i

L 1

% % %k 3k % %k x %k 3k % 3k % %k 3k % %k % k %k % 3k % %k 3k %k 3k % %k % % 3k % 3k *x % 3k % %k 3k % 3k % %k 3% X
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6. How to Close Records

In document with workflow, the final approver is responsible for closing the scanned record.
After the record is closed, users will not be able to modify the documents of attach additional

files.

Process Steps

1. Enter FBO3 in the Command field to display the scanned financial document record, and

click the Enter icon

2. Click the Services for Object icon

@

Display Parked Vendor Invoice 3100043372 100,

ﬁ Tree an

Transactn
" Basic data } Payment  Details | Workflow | Tax | Motes

5'9 Document

v | X

L JAL

& Ed iting options

s - =1
Invoice -
= |

SR ARNE 3

Vendor
Invoice date
Posting Date

Amount

Tax Amount
Text

Paymt terms
Baseline Date

1k

1110001498 SGL Ind
01.06.2016 Reference |REFENCE DOC
08.06.2016

DocumentMo 3100043372
4,000.00 UsD [ Calculate tax
0.00 =
30 Days net
01.06.2016

3. Click the Record Management icon to display the record
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Display Parked Vendor Invoice 3100043372 1000 2016

f'i. Tree on f Document ..f Editing options
g [E Parked Document 100031000433722016 gal.  [o.00 loro

473|0 J& )] =]l 5 JE) Notes | Vendor
| Address [
Vendaor [1110001492 | SGLInd M = Certified Moving & Storage Co.,LLC
Invoice date 01.06.2016 Reference |REFENCE DOC 15th Floor
)  ——— :
Posting Date 08.06.2016 286 Madison Avenue

4. Click the Edit

5. Click the Record button and select the Record Close item

Records Browser - Record "100031000433722¢

Eﬂ .|[Eattributes || Record J[Hﬁ JBE] (D)@ @) @) ER
Dther Object
| ||| 10003 2 O
Reload
Where-Used List
Short description orint R 0433722016
Unique Indicator - 0433722016
Language | Record Close
Creation Time Delete 6 16:54:03
Created By Adrinistration y 220
Time of Change _ _ 6 16:54:04
i o User-Specific Settings 0
Version 1

6. Click the Yes button to confirm closing of the record

Umoja Training Create HR Mini Master — Fast Entry 29/48



Upload Attachments in Umoja U m []Ja

training

[E Record Close

9 Do you really want to close?

Yes I] MO ][K Cancel ﬂ

k % %k 3k ¥ %k % % 3k % 3k % %k %k % %k % %k % % %k % %k 3k % 3k % %k 3% % 3k % %k % % 3%k % %k 3k % 3k % %k 3% %X
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7. How to Search Documents with Document Finder

Records and documents can searched and review in the system using the Document Finder. The
Document Finder is a search tool that enable users to search for records and files within a
specific document area using the attributes assigned to the record or documents. For this
reason, it is critical that users fill out attributes at the time of creating the record.

Process Steps

1. Use transaction code OA_FIND to open the Document Finder.

2. Select the required document area

[= Archivelink Docurmnent Finder

FI : Financial Document Records

FI : Internal Supporting Documents

FI : Invoice & Credit Memo documents
FM : Budget Records

FM : Funds Management Records

FM : Funds Mgmt Correspondence Documents { Email & Memos ) i
FM : Funds Mgmt Internal Supporting Documents k
£+ |FM: Funds Mgmt Original Supporting Documents o
BT GM : Agreements

5M : Budget

5M : Financial Reports

GM : Other Communications -

5M : Substantive Reports -

Document Area :_ t. Iﬁﬁ Start Search

[v)2¢]

3. Scroll up and down to find the most appropriate attributes to search the document, and
populate the required values. For example, the following fields can be populated:

e Short description
e Document Type

e Fund
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e Business Area
e Business Partner
4. Click the Start Search button

5. All documents that meet search criteria will be displayed.

6. Double-click the &1 icon to display the document

7. Alternatively click on the record to select it and click the Enter icon

Document Area |FI: Internal Supporting Documents -/ ﬂﬁ Start Search
Reference ' 'IH_-? I -
Generation Rule for Record M ' ' aad
Status
Document Type 'E'

Fund 10002 El
Business Area 5100 El
7=
Business Partner 1001230005 -
—
Document Identification -
LI LI
Hit List Storage Date
~ [ FI: Financial Document Records ( 1 Hits )
| J @ 100031000433722016 08.06.2016 |
L
[“x] |

¥ % k% k k k k k kK Kk kX Kk k kx * % * * * *k * *k *k *k *k kX *k kX kX *k *x ¥ % * * * * * ¥ * * * * * *
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8. Document Attachments in SRM System
In SAP Supplier Relationship Management (SAP SRM), you can manage attachments for:
e All purchasing documents, at both item and header level
Note: In the shopping cart, you can only manage attachments at item level.

e Ina workitem during the approval process
SAP SRM supports all formats that can be uploaded from a file directory.
8.1 Attach Documents in Shopping Cart

Process Steps

1. Create the Shopping Cart and click the Details button

Create Shopping Cart

Humber 1000033631 Document Hame 001TSREQ 08.05.2015 18:53 Stat]
| Order || Close | | Print Prewview | | Save || Check || Park || System Information
w General Data

Buy on Behalf of: O001TSREQ 001 TSREQ

Name of shopping cart: |Bel Set Order

Default Settings: Set Values

Header Data: Values

Team Shopping Cart: Make available to my purchasing substitutes

Approval Process: Dizplay / Edit Agents
Budget: Dizplay

Document Changes: Display

w ltem Overview

| Details || Add ttem 4 |[ Copy |[ Paste |[ Duplicate || Delete | |
Line Number lem Type Product I Description Product Category
1 Material 1200000003 Bel Set 26111800
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2. Go to the Note and Attachment tab
3. Click the Add Attachment button and browse for the document to be attached

| Suppler Text -Empty-
Internal Note -Empty-

I Add Attachment I Edit Description || \ersioning || Delete || Create Profile |
Category Description File Name Version Processor
E] The table does not contain any data

=

Note: Visible Indicator check box is used for restricting the document to Internal only.

4. Click the Browse button to select the file from the system

5.

Add Attachment =1 E3

Here, you can uplead a file and attach it to the selected item
File: I || Browse... ﬂ

Description: | |
Visible Internally onhy:
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6. Select the file,
7. click the Open button

=z 0 @

= MName : Date modified Type Size

fu Generic Doc 03.pdf 07/06/2016 5:03 PM  Adobe Acrobat D... 43 KB

EE Generic Doc 01.pdf 07/06/2016 5:03 PM  Adobe Acrobat D... 43ke]

L Generic Doc 02.pdf 07/06/2016 5:27 PM  Adobe Acrobat D... 107 KB
= < (]} | L]

File name: Generic Doc 01.pdf = | All Files (*.%) =
I Open H [ Cancel

8. Type the required description in the Description field
9. Click the OK button

Add Attachment =l E3

Here, you can uplead a file and attach it to the selected item

File: |C:M)sers\panla matarazzol|  Browse...

Description: | Generic Dod| T |
Vizsible Internally only:
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10. Click the hyperlink document in the Description field to display the attachment

Debeery AddreasPerformance Location | Sources of Supoly | Service Agents. I m.

Cicar
Cabegery Descrplion

| Supoter Ten Empty-

| asenaibiots S

wamcments

'Imwliawll 2 a |[ Dedete |[ Create Frofic |
Category Description Fie tiame Versien Processar Visiie ntematy onky

| Standesd Attachmant [Geniciocor | GenericDoc o1par 1 =

11. Click the Open button and review the attachment

Do you want to open or save Generic Doc 0L.pdf (42.3 KB) from unsaptlr.umoja.un.org? I Open ” Save |V| | Cancel | x J

8.2 Modify Attached Documents after It Is Attached in Purchasing Documents

Process Steps
1. Navigate to the Header tab and click the Notes and Attachment tab
2. Alternatively click directly the Noted and Attachment tab
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3. Click the Versioning button and select the Check-out item to modify the existing
attachment

|

Delete || Create Profie Filler Settings

iw’ T | Version Processer Visbie tersaly only Checked Ot Type Size (KB) Changedby Changedon
. e o . - pat 107 WITBUY 08083016

4. A message appears at the top of the screen indicating that the attachment has been
check out
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Attachment SAMPLE ATTACHMENT DRAFT s checked out
{3\ Line 1: Delivery date not possidie; check your entry

 [Reogony) (orer) [Swv) (Gose) | [Prmevew] | [hest] [Expon] g (] [t Sy rmwion] Gt Werory Srapanr]

5. Click the Versioning button to upload the document in its current version

6. Select the Check-in item.

7. Select the Check-in New Version item to upload a new version of the document,

Add Attachment ﬁﬁ

Check-out

Category CHE;?” | Name Version | Processor | Visible Internally only | Checked Out | Ty
eCck-In

Check-in New Version 2

Terminate Check Out

Versioning

8. Click the Browse button to select the file from the system

9. Click the Check in New Version button
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| Check inllew Version |

sl I
File: e PO_V1 pal]| Browse... ||

11. Click the Edit Description button to modify the description of the document
12. Type the new description in the New Description field

13. Click the OK button
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Overview Header tems Notes and Attachments Approval Tracking

General Data Notes and Attachment Output Budget Payment Extended PO History

W Notes

Category Description
Edit Description

Old Description: SAMPLE ATTACHMENT DRAFT
New Descrigtion: * |Sample Attachment V1 |

¥ Attachments (oK |cancel |
[ Add Attachment | [Edt Description | Versioning 4 |[ Delete |
4
Category Description File Name Version

Standard Attachment SAMPLE ATTACHMENT DRAFT Sample Attachment_PO_V1pdf 2

8.3 Upload Documents via Collaboration with cFolders

Process Steps
1. Click the Create button to create the collaboration link to cFolders

2. Click the Collaboration link created to launch cFolders launchpad
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RFx Number 3200000018 Smart Number FL19SABUY 05.06.2013 09:40:15 Type RFQ-Standard
Number of items 1 Version Number Version Type Active Version External Version |

[Ciose] | [ReadOnly| | [Publish |[Save | [Check | [Export | [Print Preview | [ Delete | [import | [ System informat

Add Attachment || Edit Description || Versioning « || Delete | Create Qualification Profile I
| Assigned To | category | Description | File Name | Version | Process
| (3] The table does not contain any data

ol Create a new collaboration folder k.

| Add Attachment II Edit Description || Versioning « || Delete || Create Qualification Profile |

| Assigned To | Category | Description | Fiie Name | Ve
[Z] The table does not contain any data

‘ [ Create || Assign |[ Delete |
Collaboration
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3. Click the Folder to navigate the details of the folder details and create further structure

@ Public&#:20; Areali®:20;- 83:20;Public&H0Ar...

Collaboration on the Web
Refresh Favorites Settings Help Logout
Public Area Public Area Help.

Nawvigation liaborati
Current Path: Collaboration RFx 3200 . > Public Area

Change Work Area

Choose Save to save changes made to the name or the descnption. If you want to assign additional names to certain
cFolders objects in this work area, choose Aliases.

Collaboration | Collaboration RFx 3200000018
Name | Public Area

Description Pubdlic Area

Authorization | Write

Notifications| [Additional Functions | [Cancel

Click the Create button
Click the Folder link to create a new folder as per the requirement

Populate the Name field

N o U s

Click the Save button

Folder Folder Help,
Current Path: Collaboration RFx 3200 > Public Area > Folder
Folder

To save any changes made, click Save.

[Name Folder |
Subscribe ]
Authorization | Write |

[Notifications||Additional Functions |(Cancel|

To create folder objects, select Creafe. To copy or delete objects, select the required objects and then choose Copy or

Delete.
Folder Contents |Upload PDX Package||Create |CoE!] |CCIH as Bookmark| |Paste|
|Namea Current Version Read Status Changad b Changed on
Create
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Create Object Help.

Navigation:  Folder Overniew
Current Path: Collaboration RFx 3200... > Public Area > Folder > Create Object

[What do you want to create? m .‘
'@F Ider A folder is used to structure the collaboration and is also a container for storing objects.
@Bookmark A bookmark can be linked to any Web site.

i ion A discussion is a communication forum about a collaboration, a folder or a folder object.
[Fe Document A document can contain any file in different versions.

o e serna Chinds Nimba gr‘!aﬁggmeenng Change Number contains all the information required for managing a

mgnufacturer Part Number |A code or number used by a manufacturer or vendor to identify a material.

Eviaterial A material is an item (product, goods and so on) that is created, used in production, traded,
wiatenal or consumed.

Engte A note is for adding a short descriptive text and can have versions.

‘iPPE Node iPPE nodes stand for product functions whose concrete form are the iPPE variants.
QPPE Variant iPPE variants are the concrete form of functions of the product.

8. Select the folder created to upload a document inside the folder. In this case, select
Technical Evaluations folder

9. Populate the Name and Description fields
10. Select the Upload Local File radio button
11. Click the Continue button

Home Favorites  Seftings Help  Logout

2[a|

Create Document el

& Public Area - Navigation:  Felder Qveniew
-0 Current Path: Collaboration RFx 3200, > Public Area » Folder » Technical Evaluations » Create Document

onsn

[Enter the name and a description. Decide whether or not you want to upload a lecal file now or later. Then choose Next.

llaboration RFx 1

HName | Sample RFQ Technical Document

Description Sample RFQ Tachnical Document i
Subscribe [F]

PGP Documents [I] You are only allowed to use PGP files in this document.

' Craate File Later

12. Click the Browse button to select the file from the system

13. Click the Save button
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Create Version

Navigation:  Version Overview

Current Path: Collaboration RFx 3200... > Public Area > Folder > Technical |
Create Version

tions > Sample RFQ Technical D >

To select the required file, choose Browse and then Save.

I SEVE| Cancel

14. Populate the Name field
15. Click the Save button

Folder Technical Evaluations

Current Path: Collaboration RFx 3200... > Public Area > Folder > Technical Evaluations
Folder

To save any changes made, click Save.

[Name Technical Evaluations. 1*
Subscribe ]
Authorization [ Write |

@\loﬁﬁcationslll\ddiﬁonal Functions 4|[Cancel|

To create folder objects, select Create. To copy or delete objects, select the required objects and then choose Copy or

Delete.
Folder Contents |Upload PDX Package| [Create| [Copy| [Copy as Bookmark] [~ 251=] [All] [None]
Namea Current Version Read Status Changed by |Changed on
Sample RFQ Technical
: testuser 12.07.2013
[]/Esample RFQ Technical Document |DocumentAttachment_V1.pdf
FL1 00:16:21
(85KB) FEL13SABUY

% k% % % %k k k %k % % % 3k k k % %k % %k 3k k %k % *x 3k 3k 3k %k % % % 3k 3k k %k % *x 3k 3k %k %k ¥ % % 3k ¥
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9. Naming Convention and Standards

9.1 Upload Documents via Collaboration with cFolders

e Supporting documents should be uploaded in PDF Format. As such, PDF versions of
word, excel and other types of document should be uploaded

e Although Excel and Word documents can be uploaded in SAP, these document are
accessible and can be modified during the process before the record is closed

e Users will not be entitled to delete any documents in the system. The system will
prevent users from performing this activity. In case of error while uploading
incorrect documents, a new document will be uploaded only if document was
“saved”. The documents will be attached in a specific node of the record model

e The document will be saved with the proper attributes :
o Unique ID — Document / Year
o Short Description — Document / Year
o Fund — Applicable to FI documents
o Business Area — Applicable to FI documents
o Document Type — Applicable to Fl documents
o Business Partner — Applicable for FI / RE documents
o Person Responsible — Applicable for Real Estate(RE) documents
o Authorization Group — Applicable for Real Estate(RE) documents

e When documents are linked to Workflow, final approvers are responsible to lock
records to prevent further modifications. This activity will ensure that other users
are not allowed to attach or modify documents, after the approval process is
completed

e Accuracy and consistency in folder and document names is crucial to be able to
easily retrieve documents later

e The naming conventions are designed to be as intuitive as possible. Whether created
originally in electronic or paper form, these documents all need to be named
appropriately and filed in the correct electronic folders. In order to facilitate the
search of document in SAP, the following naming convention must be followed:

o Naming convention for finance documents:

e Unique ID — Year-Doc Number-Sequential Dcmt. No.
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e Short Description — Year-Doc Number-Sequential Dcmt. No.
o Naming convention for Real Estate Contract Documents:
e Unique ID — Contract Number

e Short Description — Contract Number

If a document is uploaded by mistake, add the word “DO NOT USE” as part of the
Short description field

k)

I

=3

I Short description 'DO NOT USE _2300000050 '

(%] ThaweD y‘zW‘J
v {  Business Partner

___L___Creation Tme

2013-11-19 22:07:36

9.2 Practices to Avoid in Naming Convention
Files uploaded to Umoja environment should follow these guidelines:

e Use the standard naming convention provided in the Umoja Job Aid for the type of

documents you are uploading

Do not use the following characters in the file names: "#% & * : <>?\/{ ]| }~ ..
(two or more consecutive periods)

e ATTENTION: keep file names shorter than 75 characters
e Files have an extension before being uploaded into the system
e Avoid starting a file name with a period (.)

e Avoid using two consecutive periods (..) in a file name

9.3 File Name Extensions

There are certain file types that are rejected because they can be harmful to the system. The
list of file extensions that are likely to be forbidden by the environment are as follow:

Umoja Training Create HR Mini Master — Fast Entry 46/48



Upload Attachments in Umoja I I l Ja

training

File Extensions Forbidden

.ade .chm .hip .ksh .mav .mshlxml .prg .shtml
.adp .class .hta Ink .maw .msh2 .printer .soap
.app .cmd .htr .mad .mda .msh2xml|  .pst .stm
.asa .com .htw .maf .mdb .mshxml .reg url
.ashx .config  .ida .mag .mde .msi .rem .vb
.asmx .cpl .idc .mam .mdt .msp .scf .vbe
.asp .crt .idg .maq .mdw .mst .scr .vbs
.bas .csh .ins .mar .mdz .ops .sct WS
.bat dll .isp .mas .msc .pcd .shb .WSC
.cdx .exe .its .mat .msh .pif .shs wsf
.cer fxp jse .mau .msh1 .prf .shtm .wsh

9.4 File Size Recommendation

In attaching documents into Umoja, please be mindful that due to bandwidth limitations in
some missions, large files could affect performance. We recommended the following best
practices:

e Limit the size of attached files to the minimum possible, so please consider resizing
image files before uploaded them

e Use black and white settings for scanned pdfs files
e Consider resizing or reducing the number of embedded pictures in documents

e Use newer file formats for office documents, like docx or xlsx

When scanning or converting documents like receipts or forms a resolution of 200dpi and Black
and White settings are enough for a correct scanning.

Note: For the current UMOJA/SharePoint integrated environment, we recommend 10 MB as a
maximum file size. If the file to be attached exceeds that limit, please try to convert it to pdf,
using the “Smallest file size” setting if it is available and Black & White as color, or with settings
of 200dpi and Black & White if the setting is not available (when scanning, for example).
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