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COURSE OVERVIEW

TARGET AUDIENCE

This course is intended for the following audiences:

e Fiscal end users responsible for Accounts Payable process, evaluation,
and analysis

COURSE PREREQUISITES
REQUIRED KNOWLEDGE

e Basic accounting principles

RECOMMENDED KNOWLEDGE

e None

COURSE GOALS

This course will prepare you to:

e Understand the most basic structure and procedures of Accounts Payable
within the SAP system and how it relates to court services

COURSE OBJECTIVES

After completing this course, you will be able to:

¢ Run a Vendor Master Query

e Park an invoice with reference to a Purchase Order (PO)

e Park a direct invoice using the Account Assignment Model and Fast Entry
e Post an invoice

e Park a Direct Credit Memo using the Account Assignment Model
e Post a Direct Credit Memo

¢ Display Vendor Balance

e Display Vendor Line Item

e Display Vendor History Report

e Display Vendor Aging Report

e Display Check Register

Revised February 2008 1
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UNIT 1: INTRODUCTION TO ACCOUNTS
PAYABLE

UNIT OVERVIEW

In this unit, you will learn the Accounts Payable process; then learn the required
transaction fields or accounting blocks.

UNIT OBJECTIVES

After completing this unit, the upcoming lessons will teach you how to:
e Identify processes and key components of the Accounts Payable process

e Analyze accounting blocks

Revised February 2008
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UNIT 1—LESSON 1: IDENTIFYING PROCESSES
AND KEY COMPONENTS OF THE ACCOUNTS
PAYABLE PROCESS

Lesson Overview

In this lesson we will review the Accounts Payable process, different data sources,
and the invoice process flow.

Lesson Objectives

After completing this lesson, you will be able to:

e Identify the Accounts Payable process
e Identify Accounts Payable data sources

e Identify the Invoice Process Flow

BUSINESS EXAMPLE

Accounts Payable is the process by which a trial court (court) pays for goods and
services supplied to the court by outside vendors, parties, or individuals. The
process also incorporates employee reimbursement for authorized expenditures.

The Accounts Payable department compares invoices to source documents to
verify accuracy. Once the information is verified and approved for posting, the
invoice is entered and a payment is processed.

SAP does not affect the basic processes in Accounts Payable; SAP performs many
specific Accounts Payable procedures that you may have previously done
manually.

Accounts Payable data comes from different sources throughout the courts and
relates to certain types of Accounts Payable information. These Accounts Payable
types include:

e PO or contracts
e Court interpreter fee claims and similar items
e Employee reimbursement

e Recurring invoices

Revised February 2008 5
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The basic Accounts Payable processes do not change with the implementation of
SAP; the only thing that changes is the tool used to accomplish the Accounts
Payable tasks.

The SAP system will do the following for you:

e Manage vendor information
e Process invoices and payment requests
e (Generate payments

e Provide reports on all the above procedures

Below, the Invoice Process Flow chart shows how the invoice flows through the
system. To help you understand who performs which functions, TC stands for
Trial Court and TCAFS stands for Trial Court Accounting & Financial Services

or AOC.
[ Start )

‘ Receive and Validate

Invoices - TC
TC = Trial Court function

TCAFS =TCAFS .
function Approve for
Pavment - TC

Invoice Process Flow

Print & Mail

' . Checks - TCAFS

Invoice =

Purchase Order
Court Service
Recurming
(Miscellaneous)

'Run Payment Proposal ‘
List - TCAFS

' Enter Invoice — TC or |
TCAFS

ost Invoice — TC or
TCAFS
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UNIT 1—LESSON 2: ANALYZING ACCOUNTING
BLOCKS

Lesson Overview

In this lesson, we will review several transactions and identify the required fields
to ensure proper posting to accounts.

Lesson Objective

After completing this lesson, you will be able to:

e Identify key components for accounting blocks

BUSINESS EXAMPLE

The court processes many transactions daily. Before the transactions can be
posted, key fields or accounting blocks have to be in place.

The accounting blocks in SAP can vary, depending on the reason an entry is being
made. (For example, coding an expense to a fund is different from coding costs to
a project.)

Revised February 2008 7
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The most frequently used accounting block is the one used for coding items to a
Cost Center. The data required in this instance (and shown in the figure below) is
General Ledger (G/L) Account, Cost Center, Fund, and Functional Area (PECT).
Note that the Business Area and Fund Center are automatically derived from the
Cost Center.

Accounting Block - General

G/L Functional

Account Area

Field Screen Example

Business area |G/L a... [S.. [Fund  |Functional area |Cost center [WBS element  [Text
| laz6182) 118081 [1231 satten | IGENERAL BLOCK

8 Revised February 2008
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Another accounting block is used when posting items to a grant project
(shown below). For this, the needed items are G/L Account, Work Breakdown
Structure (WBS) Element, and Functional Area.

Accounting Block - Grant Project

Functional

G/L WBS Area

Account | Element (PECT)

Field Screen Example

‘E!usiness ared |GIL - |E |Fund |Fun|:ti|:|na| ared |Cnstcenter |WE|S elermert |Tex1
| la26102| 1920591 1231 | [6-991059-1-04 GRANT PROJECT

Revised February 2008 9
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An accounting block is used for coding items with statistical project fields

(see below). A statistical project is one where costs are tracked only for reporting
purposes. In this case, the needed items are G/L. Account, WBS Element, Cost
Center, Fund, and Functional Area.

Accounting Block - Statistical Project

Functional
Area

(PECT)

G/L WBS
Account | Element

Field Screen Example

Business area |GIL acct |5.. |Fund Functional area |Cost center [WBS element Text ¥
926102 120001 1231 991400 M-9904-125-01 |STAT PROJECT

10 Revised February 2008
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UNIT SUMMARY

Y ou should now be able to:

e Identify processes and key components of the Accounts Payable process

e Analyze accounting blocks

Revised February 2008 11
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UNIT 2: VENDOR MASTER OVERVIEW

UNIT OVERVIEW

In this unit you will learn the Vendor Master process and how to maintain a
Vendor Master.

UNIT OBJECTIVES

After completing this unit, you will be able to:
e Understand the Vendor Master process flow
e Perform a Vendor Master Query

e Display a specific vendor

Revised February 2008 13
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UNIT 2 - LESSON 1: UNDERSTANDING THE
VENDOR MASTER PROCESS FLOW

Lesson Overview

In this lesson, we will review the Vendor Master process flow and identify its
roles and responsibilities.

Lesson Objective

After completing this lesson, you will:

e Understand the Vendor Master process flow

BUSINESS EXAMPLE

The court wants to do business with a new vendor but does not know if other
courts are already using the vendor. (Please see the following chart for a
description of the Vendor Master Process flow.)

Revised February 2008 15
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Vendor Master Process Flow

Start )
— : \j ( Identify Vendor Does )
N?nfy TF of Ne*fw - Not Exist in
Vendor Nlullbel e | SAP - TC
- TCAFS ;

/A | %)
> >

‘( Fill Out Payee Data |

SAP Assigns
. Vendor Number

TC = Trial Court function
\ TCAFS = TCAFS function

N

Verify Information Fax or E-mail Completed |
& Input into SAP Form to

- TCAFS _«“—__ TCAFS-TC

—

Record - TC

Vendor Master Query

The Vendor Master Query is available to all SAP users to assist in researching
system vendor information. Examples of this include determining if a vendor is
already in the system, the correct partner vendor to use for an invoice, and if a
specific vendor is listed under an alternative name in the system.

To better understand the Vendor Master Query, read the following brief
explanation of the vendor structure in the SAP system as related to purchasing.

There are two vendor account groups in the SAP system used in purchase
requisitions and orders:

1. 50 or main/headquarters (Main Account Group)

2. Partners Account Group

In the Main Account Group, no two vendors should have the same Tax ID
number (Tax ID). If a new vendor address (for ordering or payment) must be used
in a PO, and that vendor has a Tax ID that is already in the system, that vendor is
automatically added into the Partners Account Group.

16 Revised February 2008
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Partner Function setups on the Main Vendor Master record are used to link the
Partner vendors of a specific Tax ID to the vendor in the Main Account Group
with the corresponding Tax ID. There are two types of Partner Vendors in SAP:

1. Vendors who use the Ordering Address (OA) partner function
(different ordering addresses).

2. Vendors who use the Payment Address (PI) partner function
(different payment addresses).

The Partner Vendors may also have different names than the Main Vendor, but if
the Tax ID is already in the system, they must be entered in as a Partner Vendor.
Again, no two vendors in the Main Account Group should have the same Tax ID.

Main Vendors have seven-digit vendor numbers, starting with 50 (e.g., 5001001).
Partner Vendors use the same seven-digit vendor numbers as their corresponding
Main Vendor (for which they share the same Tax ID), but to eliminate confusion
and allow all linked vendors to share the same number, the seven-digit vendor

number is followed by a hyphen and two-digit sequential suffix (for example:
5001001-01, 5001001-02, and so on).

The following is an example of how a vendor in SAP could be set up with a
complex organizational structure:

Joe’s Family, Inc.

Joe's Family, Inc.
456 Wall Street
New York, New York
Vendor #1234567

Tax ID. 333-44-2222

Ordering Partner Payment Partner Ordering Partner Ordering Partner
Vendor (OA) Vendor (PI) Vendor (OA) Vendor (PI)
Mary's Sandwiches Mary's Sandwiches Junior's Cleaning Service || | Junior's Cleaning Service
7771t St 234 Main St. 846 Euclid Ave 234 Main St.
Hometown, CA Hometown, CA Anywhere, CA Hometown, CA
Vendor #1234567-01 Vendor #1234567-02 Vendor #1234567-03 Vendor #1234567-04
Tax ID. 333-44-2222 Tax|D. 333-44-2222 Tax ID. 333-44-2222 Tax|D. 333-44-2222

NOTE: All the different businesses have the same Tax ID. Therefore partner
addresses need to be set up for each OA and PI, and consecutive numbers must be
added to each vendor number for clarity.

Revised February 2008 17
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Walkthrough 1: Performing a Vendor Master Query

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Perform a Vendor Master Query

BUSINESS EXAMPLE
The court would like to display the Vendor Master for Corporate Express.

Procedural Steps

1.  From the SAP menu, choose Queries>Purchasing>Y_DO01 83000002 -
Vendor Master Query (as shown below).

= &9 SAF menu

[0 Aa0c HRE

[ oOffice

(7 Cross-Application Companents
(7 Lagistics

] Accounting

(7 Human Resources
(7 Infarmation Systems
[ Tools

=1 Queries

[ [] Accounting

= &3 Purchasing

L e e R v i B v i v
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2. The Vendor Master Query selection screen will appear (as shown
below).

Vendor Master Query

&
.Re.:_]u!'.i-sqé._-(.m;:_ g_a_lgl.:b_ﬁ_ni -

Vendor® [=) to 5
Vendor accounl group o ;
Industry key 1o =
Vandor Name 1 o E
Vendor Nama 2 o =
Slreat 1o E
City fo E
Stale/Region 1o o
Zip Code 1o =
Tan code 2 o =
Saarch him o B
Created By 1o =
Craation Duate e} E
Withhelding tac Coda 1o o
Withhiolding lax Liable? h
Cralation Flag

Posting Block

Purchasing Block

Payment Block 1o =

Qufput spaciScation
Layout

3. This screen has numerous fields through which the search parameters
can be narrowed down, such as Industry key (the vendor type), Vendor
Name, City, Zip Code, and Tax Code 2 (Tax ID—either Social Security
Number for individuals and Federal ID Number for corporations).
Refining your query eliminates the amount of information you will sort
through to get your result. Also, many fields have drop-down menus that
display the available selections.

4. Itis important to remember that the Vendor Master Query is case
sensitive. This means that typing in corporate express (all lower case)
in the Vendor Name field will not return results for CORPORATE
EXPRESS. The lettering must be identical for the query to return the
proper result. Because all Vendor Master record names and addresses
are in all capital letters, query parameters must be entered with all
capital letters.

NOTE: Use the wildcard asterisk (*) for text searches involving names and
addresses. It is most effective to use the asterisk before and after the text you enter
for the search criteria. For example, typing *SMITH* will result in all vendors
with “SMITH” anywhere within the vendor name, but SMITH* (with one
asterisk after the name) will result only in vendors with “SMITH” at the

Revised February 2008 19
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beginning of the vendor name, and *SMITH (with the asterisk before the name)
will result only in vendors with “SMITH” at the end of the vendor name.

5.

&

Enter your query information, and select the Execute @ button or press
the F8 key on the keyboard. SAP uses the selection criteria to return a
display of vendors. In this example, we will look up all locations for
Corporate Express by using the wildcard asterisk with the word express
like this: *EXPRESS* (see example below).

Report-specific selections

Yendo#
Yaendor account group

Industny key
vendar Mame 1 *EXPRESSY
Yendar Mame 2

6.  The Vendor Master Query data screen will appear (as shown below).
P D R R =) A5 = E e L
Vendor Master Query
[Wendor Indus.| Namez | Street City
5000005 | GEN |AMERICAN EXPRESS |P.0.BOX 160087 LOS ANGELES
;'SIZIBIJDI]E |GEN LCDRF’OH‘ATE EHPHESSI1 ENVIROMMEMTAL YAy IEIHGD'HHELD
|5000006-01 |GEM |CORPORATE EXPRESS|P.0.BOX 71217 |CHICAGO
[5000006-02 |GEN |CORPORATE EXPRESS (6601 OVERLAKEPL. | NEWARK
5000006-03 |GEN |CORPORATE EXPRESS 16501 TROJAN WAY |LAMIRADA

7. This screen displays the master data of all vendors in the system
matching the criteria specified in the original query screen; in this case,
data for all general vendors with “EXPRESS” in the name. (Due to
space limitations, not all data retrieved is shown above.)

8.  The system-generated list can be sorted using the Ascending & and
Descending T buttons. Highlight the column you want to sort with;
then select the appropriate icon to move the list in the direction you
choose.

. . El

9.  The list can also be exported into an Excel file. Select the Export E
button and choose Spreadsheet from the pull-down list.
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10. Select the Enter button when the following Information display
appears (see below).

v @

11. Click the Table option and select the Enter button (see below).

v %

12. Choose Microsoft Excel and select the Enter button (see below).

v %

Revised February 2008 21
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13.  Excel will appear in a new window (as shown below).

Vendor Master Query

= HRNEA" RENPE TF -YEN-Oas AR R RTT LLIER W HUIEIR ST %

2 ! "= -"l ] .d' | ﬁ o P' T o Rotdy velh Chistaes..._Epd e !
: !m | window =
" A - i Nendor
S000006
{5000006-01 {13} Worksheat 1n Basts (1)
& B |

| S000006-03

GEN AMERICAN EXPRESS  P.O. BOX 160087

LOS ANGELES
GEN CORPORATE EXPRESS 1 ENVIRONMENTAL WaAY BROOMFIELD
CORPORATE EXPRESS P.O. BOXTINYT CHICAGD
CORPORATE EXPRESS 6E01 OWERLAKE PL NEWARK
CORPORATE EXFRESS 165001 TROULAN WAY LA MIRADA

14. To save the Excel file, choose the File drop-down menu and select the
Save Copy As command. Select the directory in which you want to save
the file (change the name if desired) and select Save. The query results
will be saved in an Excel file.

NOTE: If after selecting the Export B button, a blank screen is displayed
rather than an Excel spreadsheet, you will most likely be able to successfully
generate an Excel file by re-executing the query: From the blank screen, select the

Es

Back e button, then re-execute the Query, and select the Export
again.

button

22 Revised February 2008



Phoenix Finance Go-Live Series Accounts Payable

Walkthrough 2: Displaying a Specific Vendor

EXERCISE OBJECTIVE
After completing this exercise, you will be able to:

e Display a specific vendor

BUSINESS EXAMPLE

The court would like to view the vendor file for Court Arbitrator Angela Hines.
Procedural Steps

1.  From the SAP menu, choose Logistics>Materials

Management>Purchasing>Master Data>Vendor>Central>XK03 -
Display (as shown below).

= 11 SAP menu
> [JAQCHR
[ (] Office
[* [J Cross-application Components
= 3 Logistics
= =9 Materials Management
= 33 Purchasing
[* (] Purchase Crder
[* [J Purchase Reguisition
[ (] outline Agreement
[ [ RF@/Quotation
= & Master Data
[* (7 Info Record
[* [J Source List
[ (7 Quata Arrangement
[ [J Approved Manufacturer Parts
= 29 Wendar
I (] Purchasing
= & Central
2 K01 - Create
) ¥Kk02 - Change
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The Display Vendor: Initial Screen will display (see below).

Display Vendor: Initial Screen

Foooaat [
1000

Purch. Organizafion  #PC3

[w] Address

Caontral
Faymenttransactions

[v] Accounting info
Faymenttransactions
Correspondence

[+ Withholding ta

Furchasing data
Fartner functions

2. Enter the vendor number into the Vendor field, or select the

n
Pull-Down -§ button and do a search.

3. Click the Select All E button to select all boxes.
4.  Press the ENTER key on your keyboard.
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The Display Vendor: Address screen will display (see below).

Display Vendor: Address

5. Select the Next Screen H button to scroll through all information
selected in the previous screen.

6.  Select the Previous Screen E button to go back.

7.  Select the Exit H button to exit.
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UNIT SUMMARY

You should now be able to:
e Understand the Vendor Master process flow
e Perform a Vendor Master Query

e Display a specific vendor
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UNIT 3: PURCHASE ORDER INVOICE
PROCESSING UNIT OVERVIEW

In this unit you will learn how to park a vendor’s invoice against a standard and
blanket PO. You will also learn how to display and change a parked PO invoice.

UNIT OBJECTIVES

After completing this unit, you will be able to:
e Park an invoice in reference to a PO
e Park an invoice in reference to a blanket PO
e Display a parked PO-related invoice
e Change a parked PO-related invoice
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Walkthrough 1: Parking an Invoice in Reference to a
Standard PO

EXERCISE OBJECTIVE
After completing this exercise, you will be able to:

e Park an invoice against a standard PO

BUSINESS EXAMPLE

The court purchases letterhead paper and wants to encumber the funds.

Procedural Steps

1. Inthe SAP menu, choose Logistics>Materials Management>Logistics
Invoice Verification>Document Entry>MIR7 — Park Invoice
(see example below).

= £ SAP menu
[ [JAOCHR
[ [J Office
[* [J Cross-Application Components
= =7 Logistics
= =7 Materials Management
[ (7 Purchasing
[ 7 Inventory Management
7 Y Logistics Invoice Verification
7 3 Document Entry
2 MIRO - Enter Invoice

................................
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The Park Incoming Invoice: Company Code 1000 screen will display (see below).

@ | 110 0@ Ui vnan BF 06
Park Incoming Invoice: Company Code 1000
Ehow PO struchere | Showworkis! | & | Holg o+ [ save as completed H Haip
Transschon Invica 5 BT Daance 060
Basic dats | Paymenl | Dedals | Tax | Withholding bax i i"li.
Irw. rescpf dabe [ ]
Irwvonica dabe Rafarents
Fostng Datn 12505 2007
At Caleulate i
T armegeunt E
Tt
Comgpany Code 1000 Cabfoenia Trisk Courts San Francisco -
Lot Mo =
Futthase OndedSeheduling Agreeme_ & o Oangaizandce Herms )
Layout A irformabion
! Eern Amiount Qaanisy Q.| gt | Prachase o Hem PO bed Eﬂi_ﬂdl' 1
Bl
|
||

2. Fill in the fields using the following guidelines.

Field Value

Inv. recpt date

Date that the invoice was received.

Invoice date Date on the invoice.

Reference Enter the invoice number.

Posting Date Defaults to today’s date.

Amount Gross amount of the invoice ($1,242.87).

Box to right of Amount

Enter USD.

Calculate tax

Check the box.

Box on right of Tax amount

Enter I1.

Text

Enter applicable text for this document. (For
example, Letterhead paper from Corp
Express).

Purchase Order/Scheduling
Agreement

Enter PO number given.

Revised February 2008
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3. Select Goods/service items plus planned delivery costs to add freight.

4.  Select the Enter G button or press the ENTER key on the keyboard.

5. Click the Details tab. In the Bus. Area field under the details tab, type
99. This will default to your business area in production.

6. Return to Basic data tab.

®a| Park Held lnvoice Document 5105600945 2006
Bnow PO stuctirs | FS siematate | [l Sive nn compieted | Bl Pont || Massisen | [l He

e, Pt et 1230 1007

wnikcn dade B30T Pafesence  AS32T
Postng Dt 6412442007

Amzant 1,242 47 sy (] Cailaty tan
Tae st BEET 1} (AP Sales Tax, toabd_ @
Tt LETTERHEAD PAPER FROM CORF EXFRESE

Prapgr Bisfrrie 0 Dy et

QT

NOTE: A green light will display next to the Balance field in the upper right-
hand corner of the screen, to indicate that both debits and credits are balanced. (If
the line items are blank and grayed out, this means the goods receipt has not been
completed. This alerts the user to contact the buyer.)
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7.  Select the Simulate M button to validate the document entries.

The Simulate Document in USD (Document currency) screen will display
(as shown below).

LAl R Ll e ol [T
TKpoeal EFRE. 1,242 87 ] - - mEO
| OF . A2 -] s i =
oF. 13558 a e 1
[ ETR N 40 1

0

i

Back | [ savw pacma gocumart | [l Save a5 compeins B Pomt (3¢

8.  Select the Back button.

9.  Ifthere are errors (a red or iellow light will appear to indicate any

errors), select the Back button to make corrections; then follow
the previous steps to park.

10. If there are no errors, select the Save Parked Document
|E| Save parked document |

button.

The following message will display in the Status Messages Bar:

E@ [mvoice dl:u:yment 105600945 has been saved as complete

11. Select the Exit @ button to return to the SAP Easy Access menu.
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Walkthrough 2: Parking an Invoice in reference to a Blanket
PO

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Park an invoice against a blanket PO

BUSINESS EXAMPLE

The court purchases office supplies for Business Services ($500) and Human
Resources ($500) for Corporate Express.

Procedural Steps

1.  Inthe SAP menu, choose Logistics>Materials Management>Logistics
Invoice Verification>Document Entry>MIR7 — Park Invoice
(as shown below).

= =9 SAF menu
[* [JAQCHR
[ (] Office
[* 7 Cross-Application Compaonents
= 11 Logistics
= =9 Materials Management
> (3 Purchasing
I [ Inventary Management
=~ =3 Logistics Invoice Yerification
= & Dacument Entry
2 MIRD - Enter Invoice

..............................
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The Park incoming Invoice: Company Code 1000 screen will display (see below).

1 118 c0e LhL o0 OO o

Park |'||l:r:-rr:lrr|5|' fiveice: I:‘-:Jrn.u,”r_',- Code 1000

Enaw PO stuctuns | Ehowwondist | OF | sasid (PR simtste | B cow s completed || W wessages | [l Hew

Transsson imnice B @ Bstancs 1,673 7% USD
b=
Bash data | Paymert | Detals | Tax | Wenhoking b [ [ 5] | vandor S000006-01
CORPORATE EXFRESS ng

. rpd date PO BOs 11247

D date Fafence  LlggT CHICAGD L Bea4-1 7

Paskng Diiba LI

Amygecest sh + Catpulale fax =]

T smicunt N (AP Bales Ta, tmbl B o E

Timd OFFICE BUFPLIES FOR COURT

Pl lerms 30 Darys et [ Bank acct

Fasdbhng ity [ Pkl g : W o
Purchase OrdedGobeduling Agretrra . B [ 440000 & Dgodshenvice lems = plinned de_ §
| |r|:|m Amound dankly Ov_| L [Perchase o_Rem [P0 o T cosd 7
| | 1| L AADOOPEESS 10 Ofice Supplies - Bus. B ENLE
EE .00 AAO0UDESS 20 Ofice Suppiies - HR 2 hie ¢

2. Fill in the required fields using the following guidelines.

Field Value

Inv recpt date

Date that the invoice was received.

Invoice date

Date on the invoice.

Reference Enter the invoice number.

Posting Date Defaults to today’s date.

Amount Gross amount of the invoice ($1073.75).
Box to right of Enter USD.

Amount

Calculate tax

Check the box.

Box on right of Tax
amount

Enter I1.

Text Enter your vendor account number or detailed
description of goods or services.

Purchase Enter PO number given.

order/scheduling

agreement

3. Select the Enter & button or press the ENTER key on the keyboard.
4. Click the Details tab. In the Bus. Area field under the details tab, type

99. This will default to your business area in production.

Revised February 2008
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5. Return to the Basic data tab.

6.  Use the Scroll button to move item screen until Account
-Acct assot |E

= p o

Assignment L& 1 column displays.

7. Double-click on the first Account Assignment column Line
(as shown in the screen below).

PO.BOKTIZNT

Inwoic o date DizZIZ007 Ruforence 44027 CHICAGG L 608341217
Postnsg Dite 8412412007
amount 1,072.75 US0T W Calculaieta = =
Tax ameount fars 1 (NP Sales Tax tabl_ % s
Ted OFFICE SUPPLIER FOR COURT
Pt s 30 Days reet

0412212007

The Multiple Account Assignment for item 000001 Office Supplies — Bus. Svc
tab will display (as shown below).

500,09 1

—_—————————

e taatader | B,

8.  Input $500 under Amount in the first line item.

9.  Select the Check| [button.

10. Select the Back button (which will take you back to the screen
shown below #7 above).
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11. Repeat steps 6-10 for the second line item.

12. Select the Tax Code button for each line item and

change to I1.

13. Select the Enter % button or press the ENTER key on the keyboard.
Once complete, your screen should look similar to the following
example (shown below).

@ s [V B

RCIEETE

el Bs2207

PostngDale  GU24ENT
plheintos

(1,010 78
g

Puschase raerieaeg pvara 8 W aoooioesa] 9

..
..

14. Select the Simulate M button to validate the document entries
(shown below).

oo

gack | [} Save sacing socuman
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15. If there are errors (a red or yellow light will appear to indicate any
(Back

errors), select the Back
the previous steps to park.

button to make corrections; then follow

16. If there are no errors, select the Save Parked Document
Save parked docurment

button.

The following message will display at the bottom of the screen.

@ Document number 5105600946 has heen parked

17. Select the Exit @ button to return to the SAP Easy Access menu.
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Walkthrough 3: Displaying a Parked PO-Related Invoice

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Display a parked PO invoice

BUSINESS EXAMPLE

The court made a purchase of letterhead paper from Corporate Express.

Procedural Steps

1. From the Sap menu, Choose Logistics>Materials
Management>Logistics Invoice Verification>Document
Entry>MIR4 - Display Invoice Document (as shown below).

= 4 SAP menu
[ [JAOCHRE
[ [J Office
[ [J Cross-Application Companents
= 9 Logistics
= 4 WMaterials Management
[* [J Purchasing
[ 7 Inventar Management
= 9 Logistics Invaice Yerification
I* [ Document Entry
= 3 Further Processing

-
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The Display Invoice Document screen will display (see below).

7] 1 [

Dispiay Invoice Document

|6I—f Display daoc. |

_51EIEEEIEIEME|
-EEIEIE

2. Enter the PO document number into the Invoice doc. number field.

3. Enter the fiscal year into the Fiscal Year field.
4.  Select the Display Document & Display doc. button to display the next

screen, or select the Enter button, or press the ENTER key on the
keyboard.

The Display Invoice Document screen will appear (as shown below).

[ |:-'- - E a0 || It
;!jj Display Imwoice Document 5105600945 2006, Complete for Posting
| Bhaw PO stnutury | | Folowsan documents

PO BOKTINT
CHICAGO L. BOGE-1HT

=

]
E
]

5. Select the Exit %2 button to return to the SAP Easy Access menu.
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Walkthrough 4: Changing a Parked PO-Related invoice

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Change a parked PO-related invoice

BUSINESS EXAMPLE

The court purchased office supplies from Corporate Express, but the actual
payment should go to Corporate Express’s Newark location.

Procedural Steps

1.  Choose Logistics>Materials Management>Logistics Invoice
Verification>Document Entry>MIR7 — Park Invoice
(as shown below).

=7 &3 BAP menu
[ ] AOCHR
* [J Office
[ [J Cross-Application Components
= = Logistics
= &3 Materials Management
[ [J Purchasing
[ 7 Inventory Management
= = Logistics Invaice Verification
= = Document Entry
&2 MIRD - Enter Invaoice

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

................................
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The Park Incoming Invoice: Company Code screen will appear
(as shown below).

Park Incoming .'nwica Company Code 1000
| ShowPO siuchas | Showworidist | B | Mol Seouiste (B Save s compleied |
L LI |

2. Select the Other Invoice button.

3. Inthe Choose Invoice Document screen, type in the invoice document
number you want to change and fiscal year.

4.  Select the Enter ¥ button or press.
5. Change the text. (Change to Office Supplies for Court Judges).

6.  Select the Save as Completed B save as completed button.

Change Parked Invoice Document 5105500046 2006

L ATE32007 |

imokedus 0412202007 Ruference 43027
Ameunt 1,00075 USh Ficakudsetm
Taamesnt 7375 0 AP SaesTogtod @
Tt OFFICE SUPFLIES FOR COURT

Paymiierns J0Dwson
et —

Purchase OrdarSchadulng Agreame . & B e

| -
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Other Reasons for Changing a PO-Related Invoice

e Received invoice with different amount which needs to be entered
¢ Different partner vendor payment recipient
e Incorrect tax code

e Incorrect PO number

NOTE: In most cases, when changes are necessary, it is easier to delete the
existing invoice (explained below) and start a new document. (Remember, once
a document is posted, it cannot be deleted.) To delete an invoice, perform the
following steps:

1.  Select the Invoice Document Ikl button in the overhead
menu.
2. Select the DELETE key on the keyboard.

NOTE: Only a Poster has the ability to delete an invoice. (A Poster is a
supervisor with the authority to post invoices).
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UNIT SUMMARY

You should now be able to:

Park an invoice in reference to a PO
Park an invoice in reference to a blanket PO
Display a parked PO-related invoice
Change a parked PO-related invoice

42
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UNIT 4: DIRECT INVOICE PROCESSING

UNIT OVERVIEW

In this unit, you will learn to park a direct invoice using different methods. You
will also learn how to display and change a direct invoice.

UNIT OBJECTIVES

After completing this unit, you will be able to:
e Park an invoice using Account Assignment Model
e Park an invoice using Fast Entry
e Display a parked invoice

e Change a parked invoice
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Walkthrough 1: Parking an Invoice Using Account
Assignment Model

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Park an invoice using Account Assignment Model

BUSINESS EXAMPLE
Court Arbitrator Angela Hines submitted a claim of $1,000 for payment.

Procedural Steps

1.  From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document entry>Document
Parking>F-63 — Invoice parking — general
(as shown below).

= 19 SAP menu
[ [JACCHR
[ [] Office
[ 7 Cross-Application Gompanents
[* [J Logistics
= 1= Accounting
= 3 Financial Accounting
[ ] AQC Programs
[ [J General Ledger
[* [J Accounts Receivable
= 0 Accounts Payahble
= 3 Document entry
) FBED - Invoice
F) F-43 - Invoice - general
f2 FBES - Credit memao
2 F-41 - Credit memo - general
@ FB10 - Invoicelfcredit memao fast entry
= = Document Parking
&2 FYED - Parkiedit invoice
I‘E}EJ F-63 - Imvoice parking - general
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The Park Document: Document Header screen will display (as shown below).

&

|l B Qe SEBDOA0IEE®

Park Document: Document Heade!

J& FasiDalaEnlry & Accimodel

Document Diate 0422720087 Dot bype KR Comparny Code 1890

Posling Date 04/ 2472087 Period 10 Currency Ush
Dacurment Mumber Tranzlation die
Refarence In DBOGEAT

Dioc Header Tesd | Courd Arbifrator Fee

Pariner BArea

control -~

| o | Lindy [FansTer arnnts in docurment CUrein Inoce

i First ling itam

| Psty 31 Account SOO000 Sp.GIL |@::-msnme

2. Fill in the required fields using the following guidelines.

Field Value

Document date Enter the document date. Select the Pull-Down &
button to display the calendar.

Doc. type Defaults to KR (Vendor Invoice).

Company Code Defaults to 1000.

Posting date Posting date will default. Select the Pull-Down &

button to display the calendar.

Period Period will default from posting date.
Currency USD for US Dollars will default.
Reference Enter the invoice number.

Doc. Header Text

Enter an explanation that will apply to the document
as a whole, that is, not only for certain line items.

PstKy Defaults to 31 (Credit).

Account Enter tbe vendor account number. Select the Pull-
Down E’?-' button to search for selections.
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3. Select the Enter @ button or press the ENTER key on the keyboard.

The Park Document: Enter Vendor Item screen will display (as shown below).

] )

JE A DEE DDA

EE @

Park Document: Enter Vendor Item

2 H B = rastostaEetry [l Tax & AddtionalData @ Acctmodel | Withholding tax o

Vendor 5000001 ANGELA HINES GiLAcc  3B18M
Company code 1000 1111 VERAMNO AVE
Califomia Trial Courls MODESTO
Mem no. 1 /involce /31 a

Arnoum 100808 ]

| Caloulate tax

Bus Area a4

Pt terms NOW Dayafparcent ! !

Bline date 04 p 2212007 Fieed

Disc. base Disc. amount

Irnaice naf ) r

Fmnt block FmiMethod ¢ Pmimeth.supl DE!E:E'

Assignrment

Teod ARBITRATOR FEE - MAR 2007 R, Long Text |
Nend ling fam -
F;“gEE'(— Account Sp.GIL Trans type Menw co.code

4.  Fill in the required fields using the following guidelines.

Field Value

Amount Enter 1000.

Calculate tax Check the box.

Bus. Area Default is 99.

Payt terms Default from Vendor Master data, but court can
override if necessary.

Pmt Method Enter C for check.

Pmt meth. supl. Enter OC for overnight to court.

Text Enter an appropriate text for the document. This
will appear on the check remittance and should
include enough information for the vendor to
apply payment correctly.
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5. Select the Enter @ button or press the ENTER key on the keyboard.

The Withholding Tax Information sub-screen will display (as shown below).

6. Inthe W/tax code field, enter the Withholding tax code
(For example, 07 equals non-employee compensation).

7. Click the Pull-Down =) button to display the selection options
(see arrow in image above). From the options, select the amount that is
eligible for 1099 reporting—if different than total invoice amount.

8. Select the Enter ¥ button or press the ENTER key on the keyboard.

|§> Acct model |

9.  Select the Account Model button to display the Select
Account Assignment Model screen (as shown below).

[

][]

10. Select the Pull-Down E"] button to display a list.

11. From the list, select the Account Assignment Model that you require
(in this case, select 99-ARBTRAT).
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12.  Select the Enter ¥ button or press the ENTER key on the keyboard.

The Park document: Entry with account assignment model screen will display
(as shown below).

sjla@ ik
Park document: Entry with account assignment model

G B % & 0 ooleteseisctedarsa [ B

Training Template Company Code 1000
Currency uwsp

OB rdeISior Al »

PK CoCd Bush GiL Cost Cir Fund Func Armourt

Tx WBS Elament Assignment Tt

40 19000 93 933481 992320 110001 1318 1000. 08

10 Arbitration Fee

13.  Complete the Amount field of the Account Assignment Model.

14. Select the Back E button to go back one screen to the Park Document:
Overview screen (shown below).

Park Document: Overview

% cumency| §X FastDataEnty [l Tax @ Acctmodel |3 DocumentHeader £ Gheck |

eferer INv 090601

Ite PK Busk Acct no.  Description Tx Amount
D01 31 99 5600001  ANGELA HINES 1,060.60-
682 40 99 038401  GENERAL CONSULTANTS 18 1,800 60
D 1,000,008 £ 1,000,060 Ita 2 0.8
Pstky  Account SpGL  Transhpe New co.code
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15.

16.

17.

18.

L4 Check

Select the Check button.

| |@ Check successfll

The Check Successfu button will appear in the
message status bar if the coding combination is correct and all the
required fields were properly completed.

Select the Save button to Park the document.

The status field will appear containing the document number (see
below). Write this number down on your invoice so the person posting
the document can review it and post it within the system.

@ Document 1300000100 1000 was parked

NOTE: After Go-Live, if a court wants to create additional Account Assignment
Models, they can create them using transaction FKMT.
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Walkthrough 2: Parking an Invoice Using Fast Entry

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

® Park an invoice using Fast Entry

BUSINESS EXAMPLE
Court Arbitrator, Angela Hines, submitted a claim of $1,000 for payment.

Procedural Steps

1.  From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document entry>Document
Parking>F-63 — Invoice parking — general
(as shown below).

= 19 SAP menu
[ [JACCHR
[ [] Office
[ 7 Cross-Application Gompanents
[* [J Logistics
= 1= Accounting
= 3 Financial Accounting
[ ] AQC Programs
[ [J General Ledger
[* [J Accounts Receivable
= 0 Accounts Payahble
= 3 Document entry
) FBED - Invoice
F) F-43 - Invoice - general
f2 FBES - Credit memao
2 F-41 - Credit memo - general
@ FB10 - Invoicelfcredit memao fast entry
= = Document Parking
&2 FYED - Parkiedit invoice
I‘E}EJ F-63 - Imvoice parking - general
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The Park Document: Document Header screen will display (as shown below).

(3] jlaH IO DHEBIDDLA8IEE &

Park Document: Document Header

J% FastData Eniry & Acct model

Docurnent Date | 04./22/2007 Dot type KR Comparny Code 1000
Posting Diate 04/24/2007 £ Patod 10 Currancy st
Dacurment Mumber Translation die
Reference Iny 09061

Dioc Header Tesd | Court Arbifratar Fes

Paririer BArea

| Control
| Onty transfar arnnts (0 documant cUr in involce

i First line iam
i Psiky 31 Account SOR00 spoll | [@hnstpe

2. Fill in the required fields using the following guidelines.

Field Value

Document Date Enter the Document Date. This should be the date of the
AP Invoice.

Doc. type Defaults to KR (Vendor Invoice).

Company Code Defaults to 1000.

Posting Date Posting Date will default.

Period Period will default from posting date.

Currency USD for US Dollars will default.

Reference Type the invoice number from the AP Invoice.

Doc. Header Text Enter an explanation that will apply to the document as a
whole—not only for certain line items. (For example,
services for court reporter).

PstKy Defaults to 31 (Credit).

Account Enter the vendor account number. Click the Pull-Down
E’?-' button to search for selections.

3. Select the Enter @ button or press the ENTER key on the keyboard.
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The Park Document: Enter Vendor Item screen will display (as shown below).

& 3|43 008 DEHE DD AOAN @

Park Document: Enter Vendor ltem

A2 EH B X FastDataBniry [ Tax & Additional Data @ Acctmodel | Withholding tax di

Vendor Sooenaq AMGELAHINES Gl Acc | 30100
Company code 1000 1111 VERANG AVE
Caliornia Trial Cours MODESTO
Mem no. 1 finvolee /31 -

Amound 1oag. og Ugh

| Calculate tax

Bus, Area 84

Payl terms HOW Daysfparcent / 1

Bline date B4 r22/2007 Fixed

Disc. base Disc. amournt

Irvoice paf / !

Pmnt block PmiMethod  ©  Pmimethsupl  0cl[a)

Assignmeand

Tex ARBITRATOR FEE - MAR 2007 R, Long Tex |
Nt line item -
F;gie-\r_ Account Sp.GIL Trans lype MEw co.coda

4.  Fill in the required fields using the following guidelines.

Field Value

Amount Enter 1000.

Calculate tax Check the box.

Bus. Area Default is 99.

Payt terms Default from Vendor Master data, but court can
override if necessary.

Pmt Method Enter C for check.

Pmt meth. supl. Enter OC for overnight to court.

Text Enter appropriate text for the document. This will
appear on the check remittance and should include
enough information for the vendor to apply payment
correctly.

5. Select the Enter Y button or press the ENTER key on the keyboard.
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The Enter Withholding Tax Information sub-screen will display
(as shown below).

6. Inthe W/tax code field, enter the Withholding tax code
(For example, 07 equals non-employee compensation).

7. Type in the W/Tax Base amount if different than total invoice amount.

8. Select the Enter ¥ button or press the ENTER key on the keyboard.
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The Park Document Change Vendor Item screen will display (as shown below).

ltem no. 1 fInvoice /31 -

Amount b .oo0.0B USD
[ Calculate tax
Bus. Araa 93
Paytterms  NOW Daysipercent ! i
Bline date 1288252007 Fixed
Dist, base Disc. amount
Amount is calculated Irvvoice ref. i !
Pmnt block PrmtMethod C Pt methsupl oG
‘Assignment
Text ARBITRATOR FEE - MaR 07

||ﬂ Fast Data Entnr|

9.  Select the Fast Data Entry button.

10. Make sure that the correct screen template is in view by clicking on
Settings/Screen Template (as shown below).

Park Document: G/L Account items
2 @ Acctmodel

PE Account Amount UsSDh Tx  Costelr Order BusA
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11. Choose Variant ZAP03 Description Fund and Functional Area2.
(as shown below).

vxanoan

12. Click the Choose button.
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The Park Document G/L Account Items will display (as shown below).

& 290 Qe 0 HE anag @

Park Document: G/L Account tems

2 & Acctmodel

Compary Gode 1000 California Trial Gourts « Calculate tax

GIL account llems

FE Account Armount Tx Busf Costcir Fiumd Func
Texd WHS Elernend
40 938401 1600 . &0 18 99 992320 11601 inn

ARBITRATOR FEE - MAR 2007

13. Fill in the required fields using the following guidelines.

Field Value

PK Enter 40. (40 = debit; 50 = credit).

Account Enter 938401.

Amount Enter 1000.

Tx Enter tax code. Click the Pull-Down E"T:' button to display your

options (only use 11, 10, or U1).

BusA Enter 99.

Cost Ctr Enter 992320.

Fund Enter 110001.

Func Enter 1310.

Text Enter GENERAL CONSULTANTS. This will appear as text

on G/L reports that are requested.

WBS Element )

If applicable, enter the WBS Element. Click the Pull-Down
button to search for selections. (In this training example,
leave blank.)

14. Repeat steps above for each line item.
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15.

Select the Back ﬂ button to go back one screen to display the Park
Document: Overview screen (as shown below).

Park Document: Overview

It-l PE BusA Acct no.  DPescription Tx Amount
BE1 31 99 SEapeM AHGELA HINES 1,083, 88-
o2 40 90 033401 GENERAL CONSULTAMTS {3 1,068, 60
0 1,880, 88 £ 1,008, 86 Ita 2 a.oa
Other line flems

Py ‘Account Sp.GIL Trans.type Mew co.code

Cour Arbitrator Fee

NOTE: If you need to go back to the Fast Data Entry screen to add more data,
select the Fast Data Entry button above.

16.

17.

18.
19.

I'H
Select the Check button.

@ Check successiul

The Check Successful button will appear on the
bottom left-hand corner if the coding combination is correct and all the
required fields were properly completed.

Select the Save E button to Park the document.

The status field will appear containing the document number (see
below). Write this number down on your invoice so the person posting
the document can review it and post it within the system.

E@ Document 1800000101 1000 was parked
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Walkthrough 3: Displaying a Parked Invoice

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Display a Parked invoice

BUSINESS EXAMPLE

A $1,000 claim submitted by Court Arbitrator Angela Hines has been parked, and
the court would like to view the document.

Procedural Steps

1.  From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document >Parked
documents>FBV3 — Display (as shown below).

= = SAP menu
[ [JAOCHR
[ [] Office
[ [J Cross-application Components
[ [J Logistics
= 3 Accounting
= &9 Financial Accounting
[* [(JAOC Programs
[* [J General Ledger
[ [7 Accounts Receivahle
= 3 Accounts Payable
[ ] Document entry
= & Daocument
) FBOZ - Change
) FBEOY - Change line itermns
) FEO2 - Display
2 FBO4 - Display changes
i FBRA- Reset cleared iterns
= 33 Parked documents
) FEVO - Postidelete
EE FWB0 - PaostiDelete: Single Screen Transaction
2 FEW2 - Change
Gﬁ FWaD - Single Screen Transaction: Change

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

..........................
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The Display Parked Document: Initial Screen will display (as shown below).

2. Enter the document number from Walkthrough 1 (as shown below) and
the Fiscal Year—the Company Code will default to 1000.

Display Parked Document: Initial Screen

[ Documentlist| &7 Editing Optians |

ey far Farking

Caompany Cade 10006

Doc. Mumber 1900000183
Fizcal vear 2H0E

3. Select the Enter ™ button or press the ENTER key on the keyboard.
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The Display Parked Document: Overview screen will display (as shown below).

Display Parked Document: Overview
&% cumency | [ FastDataEnty [l Tax @ Document Header

Ite PK BushA Acct no. Description ;
881 31 99 SO00881 ANGELA HINES 1,008, 68-
BO2 40 99 838401 GENERAL CONSULTANTS 1,688, 68

_ BpGiL | Transhpe | Mewcocode |

4.  Select the Document Header 3 Document Header button.
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The Display Parked Document: Display Document Header screen will display

(as shown below).

5

Display Parked Document: Display Document Header

2

B4F22/2007 CumrencyRale usp 1l
BA124/2007 Translation die B4/ 2412807
INV 8386081 Period 18

Doc Header Tex ‘Cour Arbitrator Fee Fiscal Year 2006

Trading part BA Lot No.

Transaction Code  FEW1 [Tl Release net Approval path- :

Enfered by DHOORE [T Dac cormplets Relsaselevels B

Entared on B4rz4i 2007 [ Reteased

Entered at 1234005

Changed on [

Ref. procedure BHPF

Object key 120800610010002006

[ Doc currency

T Het endry

Select the Back ﬁ button to return to the Display Parked Document:
Overview screen (as shown below).

[®a| Display Parked Document: Overview

A& Cumency | £ FastDataEnty I Tax 3 Document Header

Ling Rams -
Itm PE BusA Acct no.  Description Tx Amount
001 31 99 5000081 ANGELA HIMES 1,000,808~
602 40 90 938401 GENERAL CONSULTANTS 18 1,000,860
b 1,000,060 s 1.BW-,W Ita 2 .08
Qther line lems
Pstiy Account SpGL | Transhpe . Mewcocode

6.  Double-click on Itm 001.
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The Display Parked Document: Display Vendor Item screen will display
(as shown below).

@) Display Parked Document: Display Vendor Item
2 E B [ rastDatabnty I Tax B Additional Data | Withholding tax data

TR

Amount 1,000.00 . usD
[ Caleulate tax
Bus. Area 93
Payiterms  HOW Daysipercent 8 09.868 /8 0.088 /8
Bling date 0412272007 Fixad
Disc base 088 Disc amount ©.08
Amount is caleulated Ivoiceret,. |} r@
Pmntblock PmiMathod © Prtmethsupl 00
Assignment
Text ARBITRATOR FEE - MAR 2007 ||, Long
iL

7. Select the Withholding Tax Data Withholding tax data e
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The Display Withholding Tax Information screen will display (as shown below).

8. Select the Enter ¥ button or press the ENTER key on the keyboard to
return to the previous screen.

9.  Select the Next Item a button in the application toolbar.

The Display Parked Document: Display G/L Account Item screen will display
(as shown below).

\®a| Display Parked Document: Display G/L Account item
2 @ B @ restDatabny [ Tax & Addtional Data

G3R401

1608

tem no, 2/ Debit entry 40

Amount I 000 60 usD
TaxCode 18

Jurisdict Code  CABS00000

Buginess Area 99 Trdg PartBa

Cost Center 992320 Coun Repoders

Ordear _

Functional Ares 1318 )
CLsantity 0.880 ]

Asghgnrmant - B

Ter ARBITRATOR FEE - MAR 2007 W, Long Ted

10. Select the More button to display the fund.
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The Coding Block screen will display (as shown below).

v %

11. Select the Enter '¥" button or press the ENTER key on the keyboard to
return to the Display Parked Document: Display G/L Account Item
screen.

12. Select the Exit E button to exit.
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Walkthrough 4: Changing a Parked Invoice

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Change a Parked invoice

BUSINESS EXAMPLE

Court Arbitrator Angela Hines submitted a claim of $1,000 for payment, but now
would like to change the claim to $1,250.

Procedural Steps

1. From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document >Parked
documents>FBV2 — Change (as shown below).

= 129 SAP menu
[* [JACCHR
[ [] Office
[ 7 Cross-Application Gampanents
[ [J Logistics
= 1= Accounting
= 3 Financial Accounting
[ ] AQC Programs
[ [J General Ledger
[ [J Accounts Receivable
= 0 Accounts Payahle
[* [ Document entry
= =3 Document
) FEOZ - Change
F2 FBOS - Change line items
) FBO3 - Display
i) FBO4 - Display changes
) FBRA- Reset cleared iterms
= = Parked documents
) FBYO - Postidelete
@ FWED - PostiDelete: Single Screen Transaction
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The Change Parked Document: Initial Screen will display (as shown below).

2. Enter the document number from Walkthrough 2 (shown below) and the
Fiscal Year. The Company Code will default to 1000.

Change Parked Document: Initial Scre

|. Diocurment list ||{sﬁ' Editing Options |

Fey for Parking

Company Code 1000
Doc. Mumber 1800088101

Fiscal Year 2006

3. Select the Enter button or press the ENTER key on the keyboard.

The Change Parked Document: Overview screen will display (as shown below).

Change Parked Document: Overview
&4 Cumency  §% FastDataEniry| [l Tax| @ Acctmods! | 3 DocumentHeader | §B Check

|Bms -
Ite PK Busk Acct no.  Description Tx Amournt
001 31 99 5000001  ANGELA HIMES 1,000.00-
002 40 90 G38401 BENERAL CONSULTANTS 10 1,000.00
D 1,000.00 £ 1,000.00 Ita 2 0.60
|| T ':‘1?' . .
Patiy Account Sp.GIL Trans hpe Mew to.coda

4.  Double-click on Itm 001.
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The Changed Parked Document: Change Vendor Item screen will display

(as shown below).

P m| Change Parked Document: Change Vendor Item

2 B 5= rastDataEnty B Tax B Additional Data @ Acclmodel | Wisthholding tax d:

Vendar 5OE0081  ANGELAHINES GLAse 301001
Companycode 1800 1111 VERANO AVE ' '
California Trial Courts MODESTO

fiern no. 1 /imvoice /31

Amount ) .600_ 68 UsD

[w]| Calculate tax

Bus Area 98

Payl terms HOW Daysiparcant f !
Biing date B4 2212007 Fixed

Dist. base Disc. amount

Amountis calculated Irvaice ref. f !
Pmnt biock PmtMethod ¢ Pt m@thosupl. oc
Az signment
Text ARBITRATOR FEE - MAR 2007 =, Long Text |
MNexd fing item
Psigkey Account Sp.GIL Trans ype Mew co.coda
5. Manually change the Amount from $1000 to $1250.

6.  Select the Back c—:] button to return to the Changed Parked Document:
Overview screen.

7. Double-click on Itm 002.

8.  Manually change the Amount from $1000 to $1250.

9.  Select the Back g] button to return to the Changed Parked Document:
Overview screen.

10. Make sure the journal screen balances.

]
11. Select the Save button to save changes.

NOTE: You can utilize transaction FBV4 to change a Parked Document Header
Invoice. For example, if you entered the wrong document date or reference
number and needed to correct the information prior to the invoice being posted for
payment, you would utilize this transaction. If you find that the GL account
number or vendor number is incorrect for a particular line, just zero out the line
and enter the correct GL or vendor number.
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UNIT SUMMARY

You should now be able to:
e Park an invoice using Account Assignment Model
e Park an invoice using Fast Entry
e Display a parked invoice

e (Change a parked invoice
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UNIT 5: INVOICE POSTING

UNIT OVERVIEW

In this unit, you will learn how to post a direct invoice and a PO invoice. You will
also learn how to block an invoice for payment.

UNIT OBJECTIVES

After completing this unit, you will be able to:
e Post a direct invoice
e Posta PO invoice

e Block an invoice for payment
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Walkthrough 1: Posting a Direct Invoice

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

® Post a Direct invoice

BUSINESS EXAMPLE

The court approver is ready to review the parked document created for the court
arbitrator, and post it through for payment.

Procedural Steps

1.  From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document >Parked
documents>FBV0 — Post/delete (as shown below).

= = SAP menu
[ [JAa0c HR
[ [] Office
[ (] Cross-Application Components
[* [J Laogistics
= 5 Accounting
= 39 Financial Accounting
[ (JADC Programs
[ [J General Ledger
[ (7 Accounts Receivable
= & Accounts Payahle
[* [J Document entry
= & Dacument
2 FBOZ - Change
2 FBEOY- Change line items
) FBEO2 - Display
) FBO4 - Display changes
i FBRA- Reset cleared iterns
= &3 Parked documents

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

...............................
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The Post Parked Document: Initial Screen will display (as shown below).

2. Enter the Doc. Number from Walkthrough 1 (shown below) and the
Fiscal Year. Company Code will default to 1000.

Post Parked Document: Initial Screen

|. Diocurment list ||{sﬁ' Editing Options |

Fey for Parking

Company Code 1000

Doc. Mumber 18000868100
Fiscal Wear 2006

3. Select the Enter button or press the ENTER key on the keyboard.

The Post Parked Document: Overview screen will display (as shown below).

[®m| Post Parked Document: Overview
&% cumency J FastDataEnty [l Tax @ DocumentHeader &8 Check

Ling flems
Its PK Busk Acct no,  Descriptien Tz Amourt
801 31 99 508001 ANGELA HINES 1,088.00-
002 40 99 938401 GENERAL CONSULTANTS 18 1,000,100
D 1,000.00 C 1,000 00 Itm 2 0.00
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4.  Select Goto / Display as list from the overhead Menu bar.

The Document Overview - Display screen will display (as shown below).

@l 100 coe DNk 8000 Of

‘®a| Document Overview - Display
M4 P»MHNAEFPFERGchns:s fsee TARZEH

‘Doc.type : KR { Vendor inwoice ) Parked docusent

Doc. Number 1906002 Company code 1088 Fiscal year 2004
Doc. date B8/ 2412004 Posting date 08/247/2004 Period 0z
Calculate Tax [#

Retf.doc INY123

Doc. currency  USD

Itm |PK| Account Roccount short text | Tx Amount| Amt in Toc. cur. |Crcy
1)31| 5000081 ANGELA HINES 1,600.00- 1,000.00- |UsD
2 431933451 GENERAL CONSULTANTS | 10 1,600.60 1,008,088 |UsD

This will give approver more detailed information to ensure that all components
of the invoice are correct.

5. Select the Back g] button to go back to the previous screen.

6. Select the Save button to Post.

7.  The status field will appear containing the document number (see
below). Write this number down for reference.

E@ Diocument 1900000100 was posted in company code 1000
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Walkthrough 2: Posting a PO Invoice

EXERCISE OBJECTIVES

After completing this exercise, you will be able to:

® Post a PO invoice

BUSINESS EXAMPLE

The court approver is ready to review the parked document created for the PO
and post it through for payment.

Procedural Steps

1.  From the SAP menu, choose Logistics>Materials
Management>Logistics Invoice Verification>Document
Entry>MIRO - Enter Invoice (as shown below).

= = SAP menu
[ [JAQCHR
[ [ Office
[ (] Cross-Application Companents
= &9 Logistics
= 9 Materials Management
[ [J Purchasing
I (7 Inventary Management
= = Lagistics Invaice Verification
= = Dacument Entry

..................................
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The Enter Incoming Invoice: Company Code 1000 screen will display
(as shown below).

Enter Incoming lnvoice: Company Code 1000
Shaw PO ety | Snowwondat | @ || Wea | st || wesnages [ wes.

- |
2. Select the Other Invoice Document button to display the
Choose Invoice Document screen (as shown below).

3. Enter the invoice document number for the standard PO into the pop-up
box. Enter the Fiscal Year.

_51EIEEEIEIEI45

-EEIEIE

4.  Select the Enter g button or press the ENTER key on the keyboard.
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The Change Parked Invoice Document screen will appear (as shown below).

™3 Change Firicad'!mm Document 5105600945 2006

| LETTERMEMD EFRE
J00wen i’l;lf YT P AT

Famiome
oo oz

0 T .

| lmem  lwmowss  (ousrety  |or [ |Purenade o leam (PO

Select the Simulate button to validate the document
entries and display the Simulate Document in USD
(Document Currency) screen (shown below).

Select the Post B FOst | button located at the bottom of the screen.
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Walkthrough 3: Blocking an Invoice for Payment

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Block an invoice for payment

BUSINESS EXAMPLE

The court approver posted invoices; then was notified that a vendor’s invoice was
entered for $1,000 and should have been $100.

Procedural Steps

1. From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document >FB03 — Display
(as shown below).

= = SAP menu
[ [JAa0c HR
[ [] Office
[ (] Cross-Application Components
[* (] Logistics
= 13 Accounting
= 3 Financial Accounting
[ (JADC Programs
[ (] General Ledger
[ [J Accounts Receivable
= & Accounts Payahble
[ (7 Document entry
= = Document
) FEOZ - Change
&2 FBOG - Change line iterns
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The Display Document: Initial Screen will display (as shown below).

2 Enter the document number from Walkthrough 1 (shown below) and the
Fiscal Year. The Company Code will default to 1000.

Display Document: Initial Screen

|- Document list || I4 Firstiterm ||5? Editing options

Keys for Financial Accounting

Document Mumber T90EAAET AQ
Company Code 1000
Fiscal Year 2006

3. Select the Enter @ button or press the ENTER key on the keyboard.

The Document Overview - Display screen will appear (as shown below).

@& Document Overview - Display

: e - KR { Yendor
Parked by DROORE Posted by DHOORE

Doc. Humber 1900000106 Company code 1008 Fiscal year 2006
Doc. date B4 }2252007 Posting date 04/24/2007 Pariod 1@
Calculate Tax [+

Ref.doc. INY D306

Doc.currency  UED
Doc . head.text Court Arbitrator Fee

It PR| Account | Ace Assignment  (Tx|  Asount
1|31| 5008001 ANGELA HINES beasoeanen 18 1,086 80-
2| 40| 038401 GENERAL CONSULTANTS |@008902320 10 1,000 00

4.  Select Itm 1 from the list at the bottom of the screen.
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The Change Document: Line Item 001 screen will display (as shown below).

@ m| Change Document: Line ltem 001

P L v & & 5 Moedata + Meatitemn | [ + Previous item | [l Withholding tax data

Vendor 5000001 ANGELA HINES GiLAce | 391801
Company Code 1008 1111 VERAND AVE

Califomia Trisl Cours WODESTO Doc. o, 1900000108
Line Ham 1 flrvoice £ 31

Amount 1,6008.60 usD

Additional defails
Pus. Area 98 Trdg ParBA

Disc. base 1,880 88 UsD Disc. amount B8.88 uso
Paytlems HOW Daysipercent L] ]

Bline date Q4 pz2i2007 Fined

Pmnt block IFvabce ref. ! !

PmtMethod  © Pmitmath.supl. o

Assignrment O0OS000001

Tend *ARBITRATOR FEE - MAR 2007 ﬁ_ﬂ@ﬂj

5.  Select the Pencil button. This will now show fields in red that can
be changed.

6.  Click in the Pmnt block &= button to display the dropdown box
(shown below).

Block in... | Description |

Skip account

Free for payment
Block in pmnt run
Manual block
Irvnice verification
Fayment clearing
Employvee i Deposits

Mo m oI

7. Select B/Manual block.

8. Select the Save button in the Change Document Line Item 001
screen to save changes.

9.  Select the Back ¢ button to return to the Document Overview Display
screen.

NOTE: Only block an invoice for payment if the wrong vendor is being paid or
the wrong amount is being paid. If the wrong G/L information is entered and is
not caught in time, do a journal entry. If the changes require creating a new
document, notify Phoenix services to have the original document reversed. As
stated previously, once posted, documents can not be deleted.
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UNIT SUMMARY

Y ou should now be able to:
e Post a Direct invoice
e Post a PO invoice

e Block an invoice for payment
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UNIT 6: PROCESSING AND POSTING CREDIT
MEMOS

UNIT OVERVIEW

In this unit you will learn the different methods associated with credit memos,
including how to change and post a credit memo.

UNIT OBJECTIVES

After completing this unit, you will be able to:
e Park a direct credit memo using the Account Assignment Model
e Change a parked credit memo

e Post a credit memo
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Walkthrough 1: Parking a Direct Credit Memo Using the
Account Assignment Model

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Park a direct credit memo using the Account Assignment Model

BUSINESS EXAMPLE

The court approver has posted an invoice for $1,000, and is notified that $200 of
the goods is defective; therefore, a credit memo has been issued.

Procedural Steps

1. From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document entry >Document
Parking>F-66 — Credit memo parking — general (as shown below).

= 19 SAP menu
[ (7 ACCHR
[ [] Office
[ [7 Cross-Application Companents
[* (] Logistics
= £ Accounting
= =3 Financial Accaunting
[ [ ADC Programs
[ (] General Ledger
[* (] Accounts Receivable
= 5 Accounts Payahble
= & Document entry
2 FBED - Invaice
) F-43 - Invoice - general
& FBES - Credit memo
2 F-41 - Credit memo - general
@ FB10- [moicelcredit memao fast entry
= = Document Parking
02 FWED - Parkiedit invoice
Gﬁ F-63 - Invoice parking - general
) FVES - Parkiedit credit memao
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The Park Document: Document Header screen will display (as shown below).

&

ca@

SRR

EE @

Park Document: Document Heade!

J% FasiDalaEnlry @ Acct model

Docurment Diate 04/22/2007 Dot type KB Company Code 1080
Fosling Diate 04024702007 Perod 10 Curmency Usp
Docurment Mumber Translation dbe
Reference CH T20

Doc Header Tesd | Arbifrator Fee CM

FPariner BArea
| Control

| Dy transfer amnts in docurment curein inodce
| Firstline item
iFs1|-¢,- 21 Account 5080801 spolL | (@hnstpe

2. Fill in the required fields using the following guidelines.

Field Action

Document Date

Enter the Document Date. Click the Pull Down E button
to display the calendar. Always use Credit Memo Date.
(For training purposes, enter today’s date.)

Doc. type

Defaults to KG (Vendor Credit Memo).

Company Code

Defaults to 1000.

Posting Date

Posting Date will default. Click the Pull Down E button to
display the calendar.

Period Period will default from posting date.
Currency USD for US Dollars will default.
Reference Type the credit memo number: CM T20.

Doc. Header Text

Enter an explanation that will apply to the document as a
whole (for example, Arbitrator Fee C.M.).

PstKy Defaults to 21 (Credit Memo) Debit.

Account Enter the vendor account number. Click the Pull Down 2
button to search for selections (for example, Angela Hines
= 5000001).
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3. Select the Enter @ button or press the ENTER key on the keyboard.

The Park Document: Enter Vendor Item screen will display (as shown below).

@

9 BCAae  CHB DTan @

Park Document: Enter Vendor ltem

A H |B| i3 FastoataErtry [l Tax & Addiional Data @ Acctmodel | Withholding tax di

Vendor Soaepa ANGELA HINES GRLAC 30183
Company code 1000 1111 VERANG AVE

California Trial Cours MODESTO

Item no. 1/ Creditmema /21 -

Armnoun 200 .00 UsD

| Calculate tax

Bus, Area 48

Payl terms: HOW Daysiparcant i !

Bline date B4 r2z2007 Fixed

Disc. base Disc. amount

Irvoice ref 1o0epoa1ea ¢ !

Pmint block Pmit Method Prot meth.supl

Assignment

Teod Credit Memo for Arbilrator Service '@.- IIIIII LD l'l!iITEﬂ IIIII
‘Nest line item -

F51gl-<:a1r_ Account Sp.GIL Trans ype Mew co.coda

4.  Fill in the required fields using the following guidelines.

Field Action

Amount Enter 200.

Calculate tax Check the box.

Bus. Area Default is 99.

Payt terms Default from Vendor Master data, but court can override if
necessary.

Invoice ref. Enter appropriate invoice reference to conduct the credit
memo. NOTE: you will need the SAP document number
from the original invoice.

Pmt Method Enter C for check.

Text Enter an appropriate text for the document. This will

appear on the check remittance and should include
enough information for the vendor to apply payment
correctly.

5. Select the Enter @ button or press the ENTER key on the keyboard.
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The Enter Withholding Tax Information sub-screen will display

(as shown below).

v R

Mame of wihid.tx 1. |WWita... Wtaxbase LC WiTaxamniLC ||
10849 Faderal Reg_ 07 B.60 .06 (=
(]
-
=

ogom. 2@ |an

6. Inthe W/tax code field, enter the Withholding tax code
(For example, 07 equals non-employee compensation).

7. Click the Pull Down &l button to display the selection options
(see arrow in above image). From the options, select the amount that is
eligible for 1099 reporting—if different than total invoice amount.

8. Select the Enter ¥ button or press the ENTER key on the keyboard.
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Park Document: Enter Vendor ltem
&2 E B & FastoataEntry [ Tax & AddiionalData | @ Acctmodel | Withholding tax o

@ caleutate tax
L o ) |
Bline date ~ 08/24/2004 Fiead

Disc.base Disc.amount
Irvolceref 1980802 /2004 /1
Pmntblock Prit Method  Pmimethsupl
Assignment 0005000001 .

9. The Data Was Copied @ Data was copied | button will display at the

bottom left corner.

10. Select the Additional Data |i> A (DE | button.

11.  The Data Was Copied @ Data was copied | button will display again.

bl
12.  Select the Enter . button or press the ENTER key on the keyboard.
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The Park Document: Change Vendor Item screen will display (as shown below).

Park Document: Change Vendor ltem

2 A B & FastDataEnty [ Tax & AdditionalData | @ Acctmodel | S8 Check

Vendor Sagaan ANGELA HINES GIL Acc 301001
Company Code 1008 1111 VERAND AVE

Califormia Trial Counls MODESTO

em no, 1/ Creditmemo f 21 / Addit details

Amoust 20088 USD  Amtinloc.cur 20000 usD
House bank EIEIBﬂ!.-Er':

Fund

Func, Area

Funds Cerbar

Reason 1 delay

Mead ling itam
Psiky Account Sp.GIL Trans kpe MNew cocode

13. In this screen, you will only enter information into the Fund field (use
guidelines below).

Field Value
Fund Enter 110001

& Acct model

14. Select the Account Model button to display the Select
Account Assignment Model screen (shown below).

select Account Assignment Model

Acct assgnmnt madel |

v ¥

15.  Select the Pull Down Bl button.

16. From the pull down menu, select the 99-ARBTRAT Account
Assignment Model.

17. Select the Enter ¥ button or press the ENTER key on the keyboard.
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The Park document: Entry with account assignment model screen will appear
(as shown below).

Fark document: Entry w.'th ar.:-::nunt assignman: mudel

B 5 [ Dstets selacted area | [

PK CoCd BusA GIL CostGr  Fund Func Amour
Tx WBS Elament Asgignmeant Tt

50 1000 99 938481 992320 110001 1310 200.00
ia Arbitration Fee

18. Change Posting Key (PK) from 40 (Debit) to 50 (Credit).

19. Type $200.00 to complete the Amount field of the Account
Assignment Model.
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20. Select the Back E button to go back one screen.

The Park Document: Overview screen will display (as shown below).

\&iis Cumency | 1% FastData Entry [l Tax @ Acctmodel 3 Document Header g8 Check
] a4422/2087 i K& Compary Code 1000

Ite PE BusA Rcct no,  Descriptien Tx Arunt
o1 21 99 SP00001 ANGELA HIMES 200,00
602 50 98 938401 BGENERAL CONSULTAMTS 18 208.88-
0 200 60 C 200,068 Ite 2 .00

NOTE: If you need to go back to the Fast Data Entry screen to add more data,
select the Fast Data Entry button above.

21. Make sure journal balances and all other entries are correct.

22. Select the Save E button to Park document.

23. The status field will appear containing the document number (see
below). Write this number down so the person posting the document can
review it and post it within the system.

EQ Document 1700000047 1000 was parked
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Walkthrough 2: Changing a Parked Credit Memo

EXERCISE OBJECTIVE
After completing this exercise, you will be able to:

e Change a parked credit memo

BUSINESS EXAMPLE

Court Arbitrator Angela Hines submitted a credit memo for $200, but after further
review, she discovered the correct amount is $150.

Procedural Steps

1. From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document>Parked
documents>FBV2 — Change (as shown below).

= 15 SAP menu
b (400 HR
[ [] Office
I ] Cross-Application Companents
[* (] Logistics
= = Accaunting
= =3 Financial Accaunting
[ [ ADC Programs
[ (] General Ledger
[* (] Accounts Receivable
= 5 Accounts Payahle
[* [ Document entry
= & Dacument
) FBO2 - Change
1 FBOS - Change line items
2 FBO3- Display
2 FBO4 - Display changes
) FBRA- Reset cleared iterns
= & Parked documents
o FBYO - Postidelete
Gﬁ FWED - Post'Delete: Single Screen Transaction

...........................
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The Change Parked Document: Initial Screen will display (shown below).

2. Enter the credit memo document number from Walkthrough 1 (shown
below) and the Fiscal Year. The Company Code will default to 1000.

Change Parked Document. Initial Screen

|. Document list ||,§? Editing Options |

ke for Parking

Company Code 1000

Doc. Mumber 1700A86047
Figcal Wear 2006

3. Select the Enter button or press the ENTER key on the keyboard.

The Change Parked Document: Overview screen will display (see below).

®al Change Parked Document: Overview
&% Cumency JX FastDataEnty [ Tax @ Asctmodel & DocumentHeader B Check

Its PK Bus& Acct no.  Description Tx Amount
861 21 990 508001 ANGELA HIKES 20068
BA2 50 98 933481 GENERAL CONSULTANTS 18 268.80-
0 200.68 C 208,80 Itm 2 8.80

4.  Double-click on Itm 001.
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The Changed Parked Document: Change Vendor Item screen will display
(as shown below).

L

Change Parked Document: Change Vendor Item
2 8 B I rFastostaboiy [l Tax & Addiional Data | @ Acctmadel || Withholding tax di

5000001 301001
18ag
tem no. 1/ Creditmemo f 21
Amount 150,60 YSD
[v| Calculate tax
Bus, Area L1
Payt toms HOW Daysiparcant i )
Bling date Bd r2zr2007 Fixed
Disc. base Diisc. amount
Amountis calculated Invoiceref 1908008100 / 2066 / 1
Pt block PmiMethod C  Pmimethsupl  OC
Assignment 0005000001 _
Tent Credit Memo for Arbilrator Senvice ", LongTen |

5. Change the amount from $200 to $150.

6.  Select the Back E button to go back to the Change Parked Document:
Overview screen.

7.  Double-click on Itm 002.
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This will open the Change Parked Document: Change G/L Account Item screen
(as shown below).

@l 118 C0@ DN 0D OB @

'ﬁ'!m| Change Parked Document: Change G/L Account ltem

lterm o, 2 1 Cradit entry / 50
Amount 150.88 usD
Tax Code 10

durisdict. Code CAOSBE00D

Business Area a8 Trdg Pan.Ba

Cost Center 962320 Courl Reporiers

Order

Functional Area 1318 = Maore
Cuantity

Aszsignment

Ted Arbilration Fae ﬁﬂ_@.@

8.  Change amount from $200 to $150.

9.  Select the Back ﬂ button to return to the Change Parked Document:
Overview screen.

10. Select the Save E button to save changes.

11. The status field will appear containing the document number (see
below). Write this number down for reference.

E@ Frelimminatily posted document 1700000047 1000 was changed

NOTE: You can utilize transaction FBV4 to change a Parked Document Header
Invoice, For example, if you entered the wrong document date or reference
number and needed to correct the information prior to the invoice being posted for
payment, you would utilize this transaction.
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Walkthrough 3: Posting a Parked Credit Memo

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

® Post a parked credit memo

BUSINESS EXAMPLE

The accounting supervisor is ready to review the parked document created for the
court arbitrator, and post it through for payment adjustment.

Procedural Steps

1. From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Document >Parked
Documents>FBVO - Post/delete (as shown below).

= 19 SAP menu
[ (JAOCHR
[ [] Office
[ [7 Cross-Application Companents
[* (] Logistics
= £ Accounting
= =3 Financial Accaunting
[ [ ADC Programs
[ (] General Ledger
[* (] Accounts Receivable
= 5 Accounts Payahle
[ [ Document entry
= = Docurment
) FEOZ2 - Change
& FBOS - Change line items
(2 FBO3 - Display
) FBO4 - Display changes
i) FERA- Reset cleared iterms
= 3 Parked documents
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The Post Parked Document: Initial Screen will display (as shown below).

1. Enter the document number from Walkthrough 1 (shown below) and enter the
Fiscal Year. Customer Code will default to 1000.

Post Parked Document: Initial Screen

|. Diocurment list ||{sﬁ' Editing Options |

Fey for Parking

Company Code 1000

Doc. Mumber 1700000047
Fiscal Wear 2006

3. Select the Enter ¥ button or press the ENTER key on the keyboard.

The Post Parked Document: Overview screen will display (as shown below).

JEC:TE /mt
Post Parked Document: Overview
& cumency [ FastData Envy | Il Tax | @ DocumentHeadsr | B Check:

Ling fems

It PE Bush Acct no.  Description Tx Arnount
801 21 90  SPO6001 ANGELA HIKES 150800

002 50 99 938461 GENERAL CONSULTANTS {1 150.080-
0 150.00 C 150.00 1ta 2 6.00

4.  Select Goto / Display as list from the Menu bar.
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The Document Overview — Display screen will appear (as shown below).

ﬁﬂ a!ﬂB SO DHE HNhLO BR @

@& Document Overview - Display
M4 >»MHMEF FERRCchs: fasee TRAZEH

[Doc_type : K& { Vendor credit memo ) Parked document

[oc. Mumber 1700000002 Company code 1800 Fiscal year 2087
Doc. date 1210272007 Fosting date 12/06/2007 FPeriod 06
Calculate Tax [

Ret . doc. CH T28

Doc_currency  USD
Doc. head. text Arbitrator Fee C. M.

Ita |PK|Account  |Account short text |Tx| Amount| Amt.in loc.cur.|Crcy
1|21| 5000001 ANGELA HINES 15000 150.00 |UsD
2|50| 938401 GENERAL CONSULTANTS |10 150.00- 150.00- |USD
S.

This list will provide more detailed information to the approver to ensure
that all components of the invoice are correct.

6.  Select the Back ﬂ button to return to the previous screen.

7.  Select the Save E button to Post.
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UNIT SUMMARY

You should now be able to:
e Park a direct credit memo using the Account Assignment Model
e Change a parked credit memo

e Post a credit memo
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UNIT 7: GENERATING VENDOR REPORTS

UNIT OVERVIEW

In this unit you will learn about various Accounts Payable vendor reports.
You will also learn the different report formats and how to change them to fit
your needs.

UNIT OBJECTIVES

After completing this unit, you will be able to:

e Display a vendor balance

e Display a vendor line item

e Display a vendor history report
e Display a vendor aging report
e Display a check register
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Walkthrough 1: Displaying a Vendor Balance

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Display a vendor balance

BUSINESS EXAMPLE

The court would like to review Court Arbitrator Angela Hines’s vendor balance.

Procedural Steps

1. From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Account >FK10N — Display balances
(as shown below).

= 2 SAP menu
[ (7 ACC HR
[ (] office
[ (] Cross-Application Companents
[* [J Logistics
= & Accounting
= =7 Financial Accounting
[ [ AOC Programs
I (7 General Ledger
[* (] Accounts Receivable
= £ Accounts Payable
[* [ Document entry
> [ Document
= 2 Account
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The Vendor Balance Display screen will appear (as shown below).

Vendor Balance Display

(@l & Activate workdist

1600

2. Enter the vendor number. If the vendor number is unknown, click on the
Pull-Down E’J button to search for the vendor.

The Company Code will default to 1000.
3. Enter the current fiscal year.

NOTE: If there is more than one vendor balance to display, select the Multiple
Selection ' button to display the Vendor Balance Display screen
(shown below).

Vendor Balance Display
@ (R Activate worklist |

O@ 15ngl Value

oooom
5000005

4.  To display balances of vendors not in sequential order (for example,
vendor 500001 and vendor 500005) enter the individual vendor numbers
in the field under the Sngl Value column.
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5. To display a range of vendors in sequential order (for example, vendor

500000, 500001, and 500002) select the Ranges

(this will display the screen shown below).

Vendor Balance Display

& (| Actvata workist

O/ G BE O H wwescn. BR X

tab

6.  Enter the appropriate ranges and select the Execute @ button to return
to the Vendor Balance Display screen (shown below).

Vendor Balance Display
a

73,500.00-

2,650,00

3725000

34,600,00-

58,200,00-

34,600,00-

150,00

2,250.00

2,100.00-

60,300.00

2,100.00-

60,300.00-

60,300 00

60,300.00-

60,300.00

60,300 00

60,300.00-

4,450.00

B4,750.00

60,300,00-

60,300,00-

&0,300.00-

7. Double-click any line item for specific details.

8.  Select the Exit button to return to the SAP menu.
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Walkthrough 2: Displaying a Vendor Line Iltem

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Display a vendor line item

BUSINESS EXAMPLE

The court would like to review Court Arbitrator Angela Hines’s vendor line
items.

Procedural Steps

1.  From the SAP menu, choose Accounting>Financial
Accounting>Accounts Payable>Account >FBL1N - Display/Change
Line Items (as shown below).

2 {4 Accounting
< {4 Financial Accourting

[» 1 General Ledger

[» 1 Accounts Receivable

% {3 Accounts Payable
[> |_] Document entry
[> [_] Document
% {3 Account

[ FI10M - Display balances

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

.......................................................
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The Vendor Line Item Display screen will appear (as shown below).

Vendor Line ltem Display
& e E’ Diata Sources

vendar seleclion
Vendor account 5008901 o
Company code 1608 b

Ay

Selection using search halp
Searchhelpld
Search string
Complex search help &

e

Ling Ham selechon
Stalus
B Open Hems
Open at ey data 84125/ 2087

Clearad tems
Claaring date o { ¢j
Open &t key date

VANl ems
Posting date to =

T
[+] Mormal Hems
|_1Special GIL fransactions
|| Woted ams
L Parked (tems
[ Customer items

2.  Enter the vendor number in the Vendor account field.
3. The Company code will default to 1000.

4.  Under the Line item selection tab, select Open items, Cleared Items, or
All items (which includes both Open and Cleared items). For training

purposes, check All items, then click the Execute @ button.
This will generate the Vendor Line Item Report (see sample report on page 121).

5. Double-click on the line item to display the vendor line item details or

select the appropriate box and then click the Display Document &
button.
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The Display Document: Line Item screen will display (as shown below).

™l Display Document: Line ftem 001
@@L&E@fﬁ wore data | [l Withholding tax data

Trdg PartBA

nm;ﬁ:u i._ﬁmu . USD Disc.amount 088 usD

Patterms  WOW Daysipercent 8 9.600 38 08060 8
Bline date  B4/22/2007 Fied i
Pmntbiock  Invoiceref | .

PmiMetod  C Pmimethsupl  0C
Assignrant MMET_

Text

6.  Select the Exit button to return to the SAP menu.
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Walkthrough 3: Displaying a Vendor History Report

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Display a vendor history report

BUSINESS EXAMPLE

The court would like to review Court Arbitrator Angela Hines’s vendor history.

Procedural Steps

1.  From the SAP menu, choose Accounting>Financial Accounting>AOC
Programs>AP >Reports>ZAP006 — Vendor History
(as shown below).

=7 = SAP menu
[ [JAOCHR
I [J Office
[ [ Cross-Application Components
[* [J Logistics
=7 =5 Accaunting
=7 #=] Financial Accounting
= 0 ADC Programs
= 3 AP
= = Reparts

.......................................
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The Vendor History Report screen will display (as shown below).

(V] a3 Qe DEHE OO0 BE @
Vendor History Report
GG
| Data Selecbon
; Vandor Number 008081 fo '2'6'
TaxID: 0 =
Trial Court (BA) ag to =
Irvolce Dale fo E?-
Posting Date fo =
Vendor nvoice Number o E
SAP Docurmant Mumier o =
Header Tex § Caze Mo o E
Irvoice Recaipt Date fo e
Assignment Number o =

+| Include Parked Documents

| Output Options

: List Viewser (ALV) °
Fixed format by Vendoe-Summany
Fied formal by Viendoe-Datails

2.  Fill in fields using the following guidelines.

Mandatory (M)/ Description
Optional (O)/

Conditional (C)

Vendor C Enter the from and/or to values for the
number relevant vendor number(s). (Enter * for all
vendors.) Only data that matches the
selected vendor number will be displayed.
You must enter a value here or a Tax ID.

Tax ID C Enter the from and/or to values or Tax
IDs of the vendors or leave blank.

Trial Court M Enter the from and/or to values of the

(BA)* authorized business area(s). Only data

that matches the selected and authorized

BA: Business business areas will be displayed.

Area
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Mandatory/Optional Description

| Conditional

Invoice Date O Enter the from and/or to values for
the relevant invoice date(s) . Only
data that matches the selected
invoice date(s) will be displayed.

Vendor Invoice | O Enter the from and/or to values of
Number the relevant vendor invoice
number(s), or leave blank to select
all vendor invoices.

SAP Document | O Enter the from and to values of the
Number relevant document number(s), or
leave blank to select all documents.
Header Text/ 0] This can be used as additional
Case No selection criteria.
Include Parked | O Option to include or exclude parked
Documents invoices in the report. The default
option excludes parked invoices.
Output Options | M Click on the radio button to select

report output.

3. You can also run parameters for the report by doing one of the
following:

e Choosing from a possible entry ist (select an input field and then press
F4), or selecting the Pull-Down & button next to the input field.

e Clicking the Multiple Selection |E| button
e Entering a list or range of input values

e Excluding a list or range of input values

b

Select Fixed format by Vendor-Summary under the Output Options
tab—this will generate the Fixed Format Report (see page 123 for an
example of this report).

NOTE: The report displayed will always vary depending on the output option

selected.

5. Once all the mandatory input fields have been entered, select the
Execute @ button to execute the program.
NOTE: The Fixed Format Report has a fixed-column format, and the report is

sorted, totaled, and displayed in a pre-defined manner and cannot ever be
changed.
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List of Buttons/Icons and Functions in Fixed Format by Vendor-Summary
Report

) 1
Document Viewer tg Button:

Position mouse on the desired document line and select this button to see the
document; or simply double-click at the document line to drill down to Document
Overview Display screen

If the selected line does not have a document number, an error message will
display.
Print & Button:

Click this button to print your selected document.

Navigation an4an Buttons:

Use to scroll to the desired page using the appropriate icon (left to right as shown
on panel: first page, previous page, next page, last page):

6. Select Fixed Format by Vendor - Details under the Output Options
tab—this will generate the Fixed Format Report (see page 125 for an
example of this report).

NOTE: The Fixed Format Report has a fixed-column format, and the report is
sorted, totaled, and displayed in a pre-defined manner and cannot ever be
changed.

7. Select List Viewer (ALV) under the Output Options tab—this will
display the List Viewer (see page 127 for an example of this report).

Characteristics of List Viewer

e The List Viewer (ALV) is a very flexible tool for displaying reports. This
option allows many operations to be performed on the report output such
as an Excel spreadsheet (sort, filter, and sub-total). Report fields can be
displayed or hidden, and columns can be moved to the desired position.

e The report layout can be saved for later use.

e There are many more reporting fields available in this format compared to
the Fixed Format.

8. Select the Exit & button to return to the SAP menu.
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Walkthrough 4: Displaying a Vendor Aging Report

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Display a Vendor Aging Report

BUSINESS EXAMPLE

The court would like to review Court Arbitrator Angela Hines’s vendor aging.

Procedural Steps

1.  From the SAP menu, choose Accounting>Financial Accounting>AOC
Programs>AP >Reports>ZAP007 — AP Aging
(as shown below).

= 2 SAP menu
[ [JAa0c HR
[ (] ofiice
[ ] Crozs-Application Components
[* [J Logistics
= & Accounting
= 1= Financial Accounting
= £ ADC Programs
= &Y AP
= &1 Reparts
) ZAPO0E - Yendar Histary
G,a ZAPD18 - Vendor History Reportw Inv. Receipt
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The Accounts Payable — Aging Report screen will display (as shown below).

Accounts Payable - Aging Report

O A
| Data Selection
Company Codea 1808
Business Area 90 to i
Yendor Number to =
Vendor Account Group to o
GIL Account number to |
Open at Key Date 0472502007
| Additional Selection
Aged Days 30 Days B0 Days 90 Days 120 Days
Output Options
Summary by Vendor Murnbear &
Detall Listing by Vendor
2. Fill in the required fields using the following guidelines.
Field Mandatory /| Description
Optional
Company Code M Default 1000. This is the only company
code for AOC.
Business Area M Enter the from and to values for

authorized business area(s). Only data
that matches the authorized business
areas will be extracted.

Vendor Number 0] Enter the from and to values for the
desired vendor number(s), or leave blank
to select all.

Vendor Account O Enter the from and to values for desired

Group vendor account group(s), or leave blank to
select all.

Open at Key Date | M Enter a baseline date, or it will default to

the date of the invoice that is or was open
at the specified baseline date

Age Days M Four reference numbers of days used to
categorize invoices into five aging groups.
Output Options M Click on the radio button to select the

desired report output.
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3. Parameters for the report can also be selected from a possible entry list
by selecting an input field and pressing F4, or clicking on the Pull-

Down =) button next to the input field.

4.  Select Summary by Vendor Number under the Output Options tab—
this will generate the Fixed Format Report (see page 129 for an example
of this report).

NOTE: The Fixed Format report displayed on page 129 summarizes all vendors
based on the account group within the master record, and provides a summary of
the ages of the invoices.

5. Once all the mandatory input fields have been entered, select the

Execution @ button to execute the program.

NOTE: The Fixed Format Report has a fixed-column format and is sorted, totaled
and displayed in a pre-defined manner and cannot be changed.

List of Buttons/Icons and Functions in Summary by Vendor Number
Report

Multiple Selection ﬁ' Icon.

Allows you to enter a list of values, a range of input values, or an exclusion of a
list of values or a range of input values.

Document Viewer T Button

Position the mouse on the desired line and click this button to see the document;
or simply double-click on the vendor summary line to drill down to the
document detail level. If the selected line does not have a vendor number, an error
message will display.

Print = Button
Navigation a0an Buttons

Use to scroll to the desired page using the appropriate icon (left to right as shown
on panel: first page, previous page, next page, last page):

6.  Select Detail Listing by Vendor under the Output Options tab—this
will generate a List Viewer (see page 131 for an example of this report).

NOTE: This detailed List Viewer lists open invoices for all vendors and places
each invoice into the relevant aging group.
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Characteristics of List Viewer

e The List Viewer (ALV) is a very flexible tool for displaying reports. This
option allows many operations to be performed on the report output such
as an Excel spreadsheet (sort, filter, and sub-total). Report fields can be
displayed or hidden, and columns can be moved to the desired position.

e The report layout can be saved for later use.

e There are many more reporting fields available in this format compared to
the Fixed Format (see page 133 for example of this report).
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Walkthrough 5: Displaying a Check Register

EXERCISE OBJECTIVE

After completing this exercise, you will be able to:

e Display a check register

BUSINESS EXAMPLE

The court would like to review the check register for Business Area 99.

Procedural Steps

1.  From the SAP menu, choose Accounting>Financial Accounting>AOC
Programs>AP >Reports>ZFCHN — Check Register
(as shown below).

= 2 SAP menu
[ (7 ACCHR
[ (] ofiice
[ [] Cross-Application Companents
[* [J Logistics
= £ Accounting
= =7 Financial Accounting
= 5 ADC Programs
= 5 AP
= & Repors
) ZAPOOG - Yendor Histary
@ ZAPM8 - Vendor History Report wi Inv. Receipt
) ZAPO0T - AP Aging
P ZAPD1S - Wendor Master Query
) ZFCHM - Check Register
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The Check Register screen will display (as shown below).

Check Register
@

Paying company code 1608 to
House bank GOBORA
Account 1D

Payroll checks

B =8
olsls

General selections | Further selections

General selections
| BankKey o
Bank Account Numbar o
Check numbear 1]
Currancy 1]
Arnount (1]

8le

Cutput control
| List of outstanding checks
Additional heading

Hems paid
Display wariant

Weloul line [Berns
& With line items

2. Enter input parameters to display check register with line item detail.
The following tables address only the fields in the top portion of the
screen (with blue background) and the fields in the Items paid tab at the

bottom of the screen.

Field Mandatory / Optional  Description

Paying company M 1000

code

House bank M XXBOA. XX = Business Area
Reference Number

Account ID 0] CHECK
DISBR
TRUST

Mandatory / Optional Description
W/out line items | O Displays list of checks.

With line items | M Select this to display the User ID.
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3. Select the Execute @ button to execute the report (see page 135 for an
example of this report).

4. Select the Back ¢ button to go back one screen.

The Check Register input screen will display (as shown below).

Check Register

 H
Paying cormpany coda 1808 o E:-_:
Housa bank 9UB0A o i;
Account ID to =
Payroll checks

General selections | Furher seleclions

| General salechons
Bank Ky 0]
Bank Account Number
Check number
Currancy
Ampunt

|35 8 F
oo

[ Cutput control
! List of outstanding checks
Additional heading

[ Hems paid
Display variant
& Wiout line items
wiilh line items

Enter input parameters to display outstanding check list with check-issue date.
The following tables address the fields in the top portion of the screen (with blue
background), the fields in the Output control tab, and the fields in the Items paid
tab at the bottom of the screen.

Field Mandatory / Optional = Description
Paying company | M 1000.
code
House bank M XXBOA. XX = Business Area.
Account ID @) CHECK
DISBR
TRUST
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Mandatory / Optional Description

List of outstanding | M List of checks
checks

W/out line items M Select this option with
the “List of outstanding
checks” (see sample
screen on page 137).

With line items @] Select this to display the
User ID

¢ Further selections |

5. Select the Further Selections tab to populate the

issue date (as shown below).

Check Registei

& H

Paying company cods 1608 ta [

House bank S9B0A tor E

Account 1D to B2

Payoll checks
Genaral selections Further selections

Drate of lssue o Q472512007 =
Creation Date to =
Check encashment 1o E
Check ssuer o 3:
Payrneant decument no fo E
Parsonnel Nurmbar 1o E
Vold reason code to 4l
Payrment Method o _'5'-?‘_:
Prrt meth. supplemeant o E:

Checks fram payrmant run
Checks from an axdract

Mandatory/Optional Description
Date of Issue M Enter date up to

6.  Select the Execute @ button to execute report.
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Figure 6: Accounts Payable Aging Report Sample - Detail Listing by

Vendor
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