Accounts Payable

Chapter 4 Bank Master Records

Z Create Bank Master Record

ACCOUNTING = FINANCIAL ACCOUNTING = BANKS *MASTER DATA =
BANK MASTER RECORD = CREATE

Transaction Code:  FI01

Screen: Create Bank: Initial Screen

Field Description/Usage

Bank Country | Alwaysenter USfor USA. Currently, MWR does
not have the capability to wire foreign banks using
adatafile generated by the SAP system.

Bank Key Enter the nine-digit routing/transit number of the
new bank/branch. The routing/transit number is
used to represent the bank key in the SAP system
for American banks. Every bank key in the system
isunique. Sometimes a particular bank’s branch
offices share the same routing/transit number. Only
one of these bank/branches will exist in the system.
Thiswill not affect the EFT transfer to the vendor’s
bank account. Ensure that the routing number
provided by the vendor is ACH capable, otherwise
the EFT will fail. Some routing numbers are only
for use with checks (MICR routing number) and are
not ACH compatible. Itisnot acommon problem,
however.

The system verifies that the bank key entered
follows the check rule outlined by the American
Bankers Association.

&

Press the Enter key or the green check mark icon
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Screen: Create Bank: Details Screen

Field | Description/Usage

Address.

Bank Enter the name of the bank in full.

Region Enter the state in which the bank is located.

Street Enter the street address for the bank.

City Enter the city in which the bank is located.

Swift Code | Leaveblank asthisfield isnot required by MWR
currently.

Bank Group | Leave blank asthisfield is not required by MWR
currently.

Post. bank Leave blank asthisfield is not required by MWR

acct currently.

]
To save, click )
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Z Change Bank Master Record

ACCOUNTING = FINANCIAL ACCOUNTING = BANKS = MASTER DATA =
BANK MASTER RECORD = CHANGE

Transaction Code: FI102

Screen: Change Bank: Initial Screen

Field Description/Usage

Bank Country | Alwaysenter USfor USA. Currently, MWR does not
have the capability to wire foreign banks using a data
file generated by the SAP system.

Bank Key Enter the routing/transit number for the bank master
record to be changed.

&

Press the Enter key or click on theicon

Some fields cannot be changed. Make changesto the field values as desired.

|
To save, click on )

Z Display Bank Master Record

ACCOUNTING=>FINANCIAL ACCOUNTING=>» BANKS *MASTER
DATA=>BANK MASTER RECORD =DISPLAY

Transaction Code: FI103

Screen: Display Bank: Initial Screen

Field Description/Usage

Bank Country | Alwaysenter USfor USA. Currently, MWR does not
have the capability to wire foreign banks using a data
file generated by the SAP system.

Bank Key Enter the routing/transit number for the bank master
record to be displayed.
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Press the Enter Key or click ‘L

The bank master record fields are displayed on the screen.

To exit, click on ﬂ

Z Display Changes to Bank Master Record

ACCOUNTING=> FINANCIAL ACCOUNTING = BANKS=>MASTER
RECORDS= BANK MASTER DATA = DISPLAY CHANGES

Transaction Code: F104

Screen: Bank Data Changes: Initial Screen

Field Description/Usage

Bank Country | Alwaysenter USfor USA. Currently, MWR does not
have the capability to wire foreign banks using a data
file generated by the SAP system.

Bank Key Enter the routing/transit number for the bank master
record to be displayed.

From Change | Date asfrom which the changes are to be selected

Date

Changed By Enter the user ID of the user who made the changes, if
known. If the user is unknown, leave the field blank.

Press the Enter Key or use Environment > Multiple Display to display all (or range) of banks.

Screen: Bank changes: changed fields

Click on *All Changes button. Shows date changed; field changed; new and old values.

@ .

To exit, click on
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Z Mark Bank Master Record for Deletion

ACCOUNTING=FINANCIAL ACCOUNTING = BANKS®>MASTER
RECORDSBANK MASTER DATA *MARK FOR DELETION

Transaction Code: FI106

Screen: Set Bank Delete Flag: Initial Screen

Field Description/Usage
Bank Always enter USfor USA. Currently, MWR does not have
Country the capability to wire foreign banks using adatafile
generated by the SAP system.
Bank Key Enter the routing/transit number for the bank master record
to be displayed.
&

Press the Enter key or click on the icon.

Screen: Set Bank Delete Flag: Details Screen

Field | Description/Usage

Address

Deletion When thisindicator is set, the bank master record can be
Indicator deleted by the archiving program

To save, click on
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Z Automated Bank Master Data Transfer

This procedure needs to be executed every time a new Thomson bank datafileisreceved.
The files on the Thomson CD must be pre-processed so that only ACH capable
routing/transit numbers are included in the processed datafile.

ACCOUNTING=>FINANCIAL ACCOUNTING = BANKS=>MASTER
RECORDS2BANK MASTER DATA 2TRANSFER BANK DATA

Transaction Codes OBXG

Screen: ABAP/4 Program Directory

Select the bank transfer program YFBVUS _0 by clicking once on the report name and

pressing the Execute E push-button.

Field Description/Usage

Bank Always enter USfor USA. The system will check to

Country ensure this country key has been entered.

Path Name Enter the file path name where the datafile is located.
Specify the location of the complete Thomson
routing/transit number datafile.

Maximum Leave the default value of 99999 records ensure that this

Number of program is executed in the background.

Records

Update Run Flag this checkbox to actually update the database. If this
indicator is not flagged, the program will run in test mode
only.

Detail List Flag this checkbox if a complete report listing of all bank
record updatesis required.

Mark for During merging of bank data of the file with bank data

Deletion already in the system, it may be that a bank already created
can no longer be found in the current file. By choosing this
option, you have the delete flag set for such a bank.

/ NOTE: Use Program > Execute to run the program. The Thomson bank master
datafileisvery large (up to 100 MB) and will take some time to process. Try to schedule
the processing of the monthly file in non-peak system operating hours. Be patient.
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Check Management

¢ The Check Management task is used to view, maintain, or change the status of check lots.
Check lots are the hard copy check numbers. These numbers must be maintained in the
system.

¢ UsetheVoid and Reprint Check system task to void a check and reprint another check.

¢ You may aso display individual checks, payment documents, or the check register.

Z Check Lot Management

This procedure is used to create, change or view the check lot details and the number status
of check lots. Check lots are the ranges of check numbers used by the system to assign a
check number to a check. These number ranges must be maintained in the system.

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE =
PERIODIC PROCESSING = PAYMENTS = ENVIRONMENT = CHECK
INFORMATION = NUMBER RANGES

Transaction Code: FCHI

Screen: Check Lots

Use this screen to enter check |ot header data.

Field Description/Usage

Paying Company | Enter company code 7900 as the paying company code.

Code All other company codes are sender company codes for
disbursements.

House Bank Enter the appropriate disbursement house bank code.

Currently, there is only a single house bank from which
any disbursement (EFT, check, payroll EFT or payroll
check) can be made. The disbursement house bank is
NBDIS (NationsBank).

Account Enter the appropriate check disbursement bank account
ID. Currently, there are only two check disbursement
accounts. The regular check account is AOO17 and the
payroll check account is A0019.
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Payroll checks are prepared externally with a separate check lot established to
identify ADP Managistics created payroll checks using an externally generated
number range.

Select one of the following options:

To: |, Then:
View the — click on ﬂl to access the Display
Check lots, Lots screen.
Maintain the check —— click on ﬂ to access the Maintain
lots, Check Lots screen.
Change the status — click _Change status |, - ossthe
on the check lots, Change Check Number Status

screen.
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z Maintain Check Lots

Use this screen to create, change, delete, and rename on “split the check lots’.

Screen: Maintain Check Lots

Field Description/Usage

Lot Check Lot number

Short Info Enter the name of the check lot. This can be assimple
as“Check Lot 0001".

From Check No. Enter the beginning check number of the check lot.
Remember to enter al of the significant digits of the
check number.

To Check No. Enter the ending check number of the check |ot.
Remember to enter al of the significant digits of the
check number.

Next Lot Enter the next available check lot number.

Create Lot

If you want to create anew lot, click on E to access the "Create Lot" dialog box.

Field Description/Usage

L ot number Enter the check lot you want to create. MWR check
lots are numbered sequentially using four digits.
However, it is expected that since MWR does not use
the concept of lots currently, a single large lot can be
created.

Check number Enter the beginning check number of the new lot.
MWR check numbers are seven digitsin length.

To Enter the last check number of the new lot.
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Next lot number Enter the next lot available. As MWR will only have
a single large check lot, the next check lot number is
not really applicable. If inthe future large check lot is
split, then this field will need to be completed.

Press Enter or click on ﬂ to access the Maintain Check Lots screen again. Y ou may select

.

another option or save the changes made by clicking on

Delete Lot

If you want to delete an existing lot, then select the lot to delete by clicking on it and press

El. The check lot you selected for is deleted. Now save the changes made to the check
numbers.

Rename Check Lot

If you want to rename a check lot, place the cursor on the lot you want to rename and click
|@| to access the Rename Lot dialog box.

Field Description/Usage
Check lot number | Enter the new check lot number.

Press Enter to change the lot numbers. The Maintain Check Lots screen is displayed. Y ou

.

may save the changes made by clicking on

Split Lot

If you want to split a check lot, place the cursor on the lot you want to split and click on
M to access the "Split Lot" dialog box.

Fied Description/Usage
Next lot number Enter the check lot number you wish to create by
splitting the check numbers.

Check number Enter the first check number you want to take from the
old check lot and place in the new check |ot number
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PressENTER or click on ﬂ The new lot is displayed with the appropriate check number.
The Maintain Check Lots screen isdisplayed again. Now save the changes made to the
check numbers

Change Check Status

If you want to change the check number status, use Goto > Change Status. Usethis screen
to change the next available check in thelot. Itisunlikely that thisfunctionality will ever
need to be used at MWR since al check numbers are assigned by the system. An exception
are the payroll checks, however, these check numbers are not sequential since ADP controls
check numbering.

Screen: Check Lots

Field Description/Usage
Number status Enter the next available check number in the
check lot.

Click on @ to access the Check Lots screen again.

|
Select Check number range > Save or click to save the changes check number status.
A message is displayed, indicating that your check numbers have been saved.

z Void Unused Checks

Use this system task to void a check that has not been printed, and has not been assigned to a
payment. (usually, in cases where pre-numbered check stock is used)

A voided check is recorded in the check register. The system automatically assigns the next
available check in the check lot. This transaction likely will only be used for payroll checks,
since the system checks and “hot” checks will have their check numbers assigned at the time
of printing.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ENVIRONMENT > CHECK INFORMATION >VOID >UNUSED CHECKS
Transaction;: FCH3

Use this screen to enter the information about the unused checks in the system that you want
to void.
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Field

Description/Usage

Paying company code

Enter company code 7900 as the paying company code.
All other company codes are sender company codes.

House bank

Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from which
any disbursement (EFT, check, payroll EFT or payroll
check) can be made. The disbursement house bank is
NBDIS (NationsBank).

Account ID

Enter the appropriate check disbursement bank account
ID. This transaction should only be used with the
payroll check account A0019.

Payroll Accounting
Checks

Do not flag this indicator. This indicator is only used
when the SAP HR-Payroll module has been
implemented.

Check number from

Enter the beginning number of the checks being voided.

To

Enter the ending number of the checks being voided.

Void reason code

Enter the reason the check is being voided.

Select Check > Void or click M to void the specified checks.

The system task is compl eted.

Version 3 — March 2001
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Z Reprint Checks (Includes Void Old Check)

Use thistask to reprint a check using a new check number. The old check number is voided.

NOTE: Thistask may be required isan error occurs during printing resulting in the AIMS
system "thinking" it has cut a check and posted a payment document, but in reality the
printing function did not occur. Another situation that may require thistask is that one of the
checks may have been caught in the printer, or the vendor address was incorrect, but the
payment is still valid. A replacement check can be printed.

Werequest that asa courtesy, Field activities call MWR HQ if this situation occurs.
With the assistance and advice of MWR HQ, it will be determined whether this
transaction should be performed.

IV-13 Version 3 — March 2001




Retail (MM)

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ENVIRONMENT > CHECK INFORMATION > CHANGE > REPRINT CHECK

Transaction Code: FCH7

Use this screen to enter information about the check being voided.

Field

Description/Usage

Paying company code

Enter company code 7900 as the paying company
code. All other company codes are sender company
codes.

House Bank

Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from
which any disbursement (EFT, check, payroll EFT or
payroll check) can be made. The disbursement house
bank is NBDIS (NationsBank).

Account ID

Enter the appropriate check disbursement bank
account ID. Currently, there is only one valid check
disbursement account for producing system and “hot”
checks. The regular check account is A0017. ADP
payroll checks cannot (and should not) be printed
using the SAP system.

Check number

Enter the check number you want to void.

Void reason code

Enter the code associated with the reason you are
voiding the check. Void reason codes 04 and 05 are
the most commonly used void reason codes.

Check lot number

Enter the check Iot number for the new check.
Currently MWR only has asingle check lot for regular
system checks, 0001.

Printer for forms

Enter the check printer ID for the replacement check.
Make sure that the correct printer (including Base
location) is chosen, otherwise the check may not print.

Print immediately

By selecting this indicator, the check will be printed
immediately. Otherwise, the check will be placed in
the spool queue.

Version 3 — March 2001
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Click on - to view the details of the check being replaced and click on u to print a
replacement.

Note: Thisreprint checks functionality will not void the payment document. It will just re-
assign the payment document to the next check number.

z To Print Check from the Spool

This step actually prints out the checks. If you have failed to mark the "print immediately"
box, use this function to actually print the checks.

‘ NOTE: Be sure that the blank check stock isin the printer.
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SYSTEM = SERVICES = OUTPUT CONTROLLER

Transaction Code: SP0O1
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Field Description/Usage
User Name Enter the name of the user that performed the check run.
Usually, thisis already defaulted on the screen
From Date Enter the date the check run was performed

Click on or press the Enter key to continue.

The spool screen will display all print requests for that user for that day. The spool requests
for the checks will have the word SY STEM CHECK S the title.

. Click the box next to the spool number of the first check file. Click Spool request >
Display and view the contents of the first check file.

. To print — click on the print key and enter the printer details.
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Z To VOID and REPRINT a range of checks

Usethistask to void and reprint arange of checks. This may occur if you have run the
check process and failed to correctly load the "signature” card - you will need to reprint all
the checks due to the error in signatory/routing number info that occursif the signature card
isnot loaded correctly. The old check numbers will be voided.

SYSTEM > SERVICES > REPORTING
Transaction Code: SA38

Frogam Edét Goto  UtiSes Systen Help
& | W GO 2DHE anan BF @
[E":El".h'lhvm E&Vﬂuﬂmm Background

Program RFFOUS [ -

Use Program “RFFOUS _C” . You must typein " RFFOUS C"
Hit the Executeﬂ icon.

After entering the following parameters, click on il

Field Description/Usage

Run Date Enter the run date in which the checks to be re-
printed were originally printed.

I dentification feature Enter the name of the payment run in which the

checks to be re-printed were originaly printed.
Paying Company Code Enter company code 7900 as the paying company
code. All other company codes are sender company

codes.
Payment methods Enter C for Check only.
House Bank Enter the appropriate disbursement house bank

code. Currently, there is only a single house bank
from which any disbursement (EFT, check, payroll
EFT or payroll check) can be made. The
disbursement house bank is NBDIS (NationsBank).
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Account ID

Enter the appropriate check disbursement bank
account ID. Currently, thereis only one valid check
disbursement account for producing system and
“hot” checks. The regular check account is AO0O17.
ADP payroll checks cannot (and should not) be
printed using the SAP system.

Check lot number

Enter the check lot number (always use 0001) in
which you want the checks to be printed from.

Print Checks Select thisindicator for check printing
Print payment advice Do not flag this indicator, separate payment advices
notes are never printed with checks.

Void and reprint checks
from payment run
already printed

Select thisindicator to void and reprint checks from
the specified payment run

Check number from

The lower limit of the check interval to be voided
and reprinted.

Check number to

The upper limit of the check interval to be voided
and reprinted.

Void Reason

Select one of the void reasons from the possible
options.

Z Cancel Payment

Use this system task to reverse the payment and void the check. This system task is used
when a check should not have been created or to stop payment to the vendor. The invoice
become becomes “open” after cancellation process is performed. This process should be
performed locally in the actual physical check is IN YOUR HAND. If the check has been
mailed or is "missing” - DO NOT RUN this process - NOTIFY MWR HQ. They will

perform the "stop payment"” process.

It isimportant to remember to go back and correct the invoice(s) or whatever item resulted in

the incorrect payment. It may be necessary to “reverse” the invoice, in the case of a

duplicate or incorrect payment.

Remember to ALWAY S write VOID on the check and cut out the signature portion of the

check. Maintain on file.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ENVIRONMENT > CHECK INFORMATION >VOID > CANCEL PAYMENT

Transaction Codes FCHS8

Version 3 — March 2001

IV -18




Accounts Payable

Use this screen to enter information about the payment that you want to reverse.

Field Description/Usage

Paying company code Enter company code 7900 as the paying company
code. All other company codes are sender company
codes.

House Bank Enter the appropriate disbursement house bank code.

Currently, there is only a single house bank from
which any disbursement (EFT, check, payroll EFT or
payroll check) can be made. The disbursement house
bank is NBDIS (NationsBank).

Account ID Enter the appropriate check disbursement bank
account ID. Currently, there is only one valid check
disbursement account for producing system and “hot”
checks. The regular check account is AQ0017.
Managistics’ADP payroll checks cannot (and should
not) be printed using the SAP system.

Check number Enter the check number you want to void.

‘ Warning: ADP payroll checks cannot (and should not) be printed using the SAP
system. These checks can be voided, but cannot be cancelled as al ADP checks are related to
one source document from ADP posted as an IP document. All adjustments and corrections
have to be made through ADP.

Check number (Required) - Select one of the following options:

1. If you want to view the check information before canceling the payment and voiding the

check, click on E to access the Display Check Information screen.

2. If you want to view the check recipient (the vendor and the vendor’ s address), click
Check recipient... | 1 gisplay the * Check Recipient” dialog box.

3. If you want to view the issuer of the check (who ran the payment program, date of the
program, payment method), click on Checkissuer...

4. 1If you want to view the accompanying documents such as invoice reference number,

Accompanying docs ) . ihe Check

document number, document type, amount, click on
lineitems: Basic List screen.

Click on & to access the Cancel Payment screen again.

5. If you want to cancel the payment and void the check, select Check payment > Reverse

Cancel payment

or click . The payment is reversed and the check is voided.
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‘ Warning: Local Activities can never use this process to cancel an EFT payment
— Only MWR HQ is authorized to make any changes/cancellations of EFT
transactions.

Z Void Issued Check

Thisisa HQ function only. This function is used after payment document has been posted
and checks have been printed. For example, a check payee may lose his check or the check
may be destroyed or otherwise become unusable. The payment however, is still valid. The
system will mark the check as voided but not reverse the payment to the vendor. Contrast
this with Cancel Payment function, where the payment document is reversed and the original
open item becomes outstanding again.

Voiding issued payroll checks will likely be the only situation where this functionality will
be used. The reprint check procedure will generally be required for system and hot checks.

To the local Accounting Office: If you feel you need to have this performed, please contact
HQ Treasury.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ENVIRONMENT > CHECK INFORMATION >VOID > ISSUED CHECKS

Transaction Codes FCH9

Use this screen to enter information about the payment that you want to reverse.

Field Description/Usage

Paying company code Enter company code 7900 as the paying company
code. All other company codes are sender company
codes.

House Bank Enter the appropriate disbursement house bank

code. Currently, there is only a single house bank
from which any disbursement (EFT, check, payroll
EFT or payroll check) can be made. The
disbursement house bank is NBDIS (NationsBank).

Account ID Enter the appropriate check disbursement bank
account ID. Currently, there are only two check
disbursement accounts. The regular check account
iISA0017 and the payroll check account is A0019.
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Check number Enter the check number to be voided.

Void reason code Enter the reason to void the check.

Click on M to perform this system task.

Z Display Check Register

The check registers display the details of all check payments. The report isflexible in that
check characteristics can be restricted in the selection screen of the report. For example, an
outstanding checks listing can be produced by flagging the appropriate checkbox. A list of
all voided checks can also be produced.

Remember you can always run the check register from the REPORT TREE in Accounts
Payabl e!

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ENVIRONMENT > CHECK INFORMATION >DISPLAY > CHECK REGISTER

Transaction Code: FCHN
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Fied Description/Usage

Paying company code

Enter company code 7900 as the paying company code.
All other company codes are sender company codes.

House Bank

Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from which
any disbursement (EFT, check, payroll EFT or payroll
check) can be made. The disbursement house bank is
NBDIS (NationsBank).

Account ID

Enter the appropriate check disbursement bank account
ID. Currently, there are only two check disbursement
accounts. The regular check account is A0017 and the
payroll check account is A0019.

Date of |ssue

Posting date of the payment document

Checksfrom a payment
run

The run date and identification of the payment run.

List of Outstanding
Checks

Only checks, which are not yet cashed, are listed.

tems Paid

Only checks which have been cleared are listed

Separate List

A separate listing the outstanding and cleared checks if

both of the above options are selected.
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&

After entering the above parameters, click on the Executeicon
register.
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e T — i
o | M D0s MR anaas O @
ﬂ-l Eo BT A % i N BRI WNT D O I

B W AT LREN egians EI
811 Lt
Cioi iy sl PP
[Fe [ TH HET DN, HE
s e i i
Fussmal Hi EREI? TR ERINTTL
Fhrci
Flreh rmaier Frem im Fageei  Feml deiw Paer  Smmmi pedd PE] Beyipiesd femid reasm i
| - AR | AR | N &1, 0P| WEdIE ELLPATT SRTSIHTRER GA
AL T  HEEEEEEE] FREICINEE ELD B APE RN DR F EREELEE SCEEE L FL
e ARSI B LA e A AEESLT BRI
A EEEEE EEEEEEEE | FREC1REE NER WEEL | S LI BRI JBCELDMEILLD FL
A Lt Ll N LN S R TR STLEET D O
TRREAREE | EEEEEEEE | FESETCINFE BN #8050 FLAIH EINTT FYPENT FL
IR T R FEEEA NS (Ed) PATRAR B GRED pervrEEl 0]
1 EEREEEEE | PR EDCINEE HED VPR N EEEICEH PEESTE SN VO RSP RS PEIE RS
L L] nEEE | P AR | B wHALE R L R e R L FL
[LEE T BEREEREIY | R IVEE B AN EE FESEEICT (ARNSNTEE? CRAUEDE a0
RLLE LI ASEEERRE woEL IR B P Ly Bt nip. MR E i
THERIEAND § EEREEMEE! 1 FEORACIRRY BER Wil BE LT CAATPE WOSCIRGT CH
L LR SRS | LR | B3 . R JETCl e mimE BeY Ee
PRREEERE BAREEEE ] B R EEE ERR TN JEEVIE | S W DR Y LR
TEREEEETY EEEEEEETY | R ELC1NRE | §ER EFE.BE|E CATUSEL INEE, |HE OREED PAEN 1L
ipREEaEi REREEEE I RO |emigmd by 5 PRS- Beeerend prevs peperei
TENEEEEE SEREEEE | PR | 5, FUEL N0 BEFINES 1Kl QPIEDEST (ICELD BFENTIENS EIACE Fi
AL AR AR |wuldind by PRI Benrmd sheck pewsst
TAREERNTE EEREEEE Y | FRSECTNEE |nElEed by W RMAITT - B AR pageeal
IEemEEi L L AL TRT TN ] WEI B RRIT DAL MEEEIOD (. sE s FL
(LT EERREEEE | PR 1NEE N THN.N7 | FEEY ENLLEE EAYFENT P
RLLE LR W | B L | i bl R BIERRIES TLEREEe A e L
[T T BEEEEEETY | R INEE L Wl BEE. BN | BT BITHIY ETTRBCTICES |HE. L6 BEDES §PLTE FI
L LLAN] Hlﬂh'.-lwﬂ.rllh: (EElewd bE w_PerEin - BEErEd UEDE pd@EmEl
IR BEREEEETT B 1R nmlind by 45 FRIIIY - Byweried sless papesl =
4l i

IR

Scroll down the page to see additional items.

z Display Check

Check information for any check can be displayed using this procedure. Check information
includes details such as, payee name, payee address, amount, check issuer (system user who
created the check), cashing date and check date.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ENVIRONMENT > CHECK INFORMATION > DISPLAY > FOR CHECK

Transaction Code: FCH1
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Field Description/Usage

Paying company Enter company code 7900 as the paying company code.
code All other company codes are sender company codes.
House Bank Enter the appropriate disbursement house bank code.

Currently, there is only a single house bank from which
any disbursement (EFT, check, payroll EFT or payroll
check) can be made. The disbursement house bank is
NBDIS (NationsBank).

Account ID Enter the appropriate check disbursement bank account
ID. Currently, there are only two check disbursement
accounts. The regular check account is A0017 and the
payroll check account is A0019.

Check number The check number you want to display.

Press <Enter> or dlick on ¥l to display the check details.

@ .

To exit, click on
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ZDisplay Payment Document

This procedure displays the accounting document that represents the check payment.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ENVIRONMENT > CHECK INFORMATION > DISPLAY > FOR PAYMENT

DOCUMENT

Transaction Code: FCH2

e —

@ —Wo0@e  WME weas OF D

HINIFEEY | ] W1 1R

Field

Description/Usage

Payment
document number

The payment document that you want to display.

Paying company

Enter company code 7900 as the paying company

code code. All other company codes are sender
company codes.
Fiscal Y ear The financial year in which the payment

document is posted.

Press the Enter key or click on ﬂ to display the check details.

@ .

To exit, click on
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z Online Cashed Checks

/ NOTE: Thisprocedure will only be used in the event that the automated cashed
checks interface fails to function correctly. It will not normally be used. The procedure
allows for the user to rapidly entered cashed check information from a statement issued by
NationsBank. The system will alert the user to any payment amount discrepancies and any
voided checks that have cleared the bank.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ENVIRONMENT > CHECK INFORMATION > CHANGE > ONLINE CASHED
CHECKS

Transaction code: FCHR

Field Description/Usage

House Bank Enter the appropriate disbursement house bank code.
Currently, there is only a single house bank from which
any disbursement (EFT, check, payroll EFT or payroll
check) can be made. The disbursement house bank is
NBDIS (NationsBank).

Account ID Enter the appropriate check disbursement bank account
ID. Currently, there are only two check disbursement
accounts. The regular check account is A0017 and the
payroll check account is AO019.

Check Encashment Date on which the check was presented/cashed at the
(Cashing) Date bank by the payee.
Vaue Date Same date as the check encashment (cashing) date

Press the Enter key or click on ﬂ to proceed to the next screen.

Field Description/Usage

Check Number Enter the check number that you wish to cash

Amount Paid The amount will be defaulted when you have entered
the check number and press the Enter key.

Value Date The value date will be the same as that of the value date
that you have entered in the previous screen.

Check Encashment The check encashment (cashing) date will be the same

(Cashing) Date as that of the check encashment (cashing) date that you
have entered in the previous screen.
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Y ou may enter multiple check numbers to be cashed. Use the PageDown and PageUp keys

to scroll the screen. Click on to save and post the checks.

A screen will pop up for you to enter the following:

Field Description/Usage

Posting Date Defaults to current date. The posting date could
be the same or later than the posting date in the
payment document of the check.

Document date Defaults to current date

Document Type Document type “ZV” is used.

Press the Enter key or click on ﬂ to proceed.

Reports

INFORMATION SYSTEM > ACCOUNTING > FINANCIAL ACCOUNTING >
ACCOUNTSPAYABLE > SELECT REPORT

Program Report Name Menu Path
RFZALI00 Payment Settlement List | Accounts Payable > Payment
Transactions > Payment
settlement list
RFZALI10 Payment Settlement — List | Accounts Payable > Payment
of Exception Transactions > List of
Exceptions

Number Ranges

Document Types Number Range
KZ-Vendor Manual Payment and Downpayment 1500000000 to 1599999999
ZP — Payment Posting 2000000000 to 2099999999
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Invoices, Credit Memos and Parked Document Maintenance

Invoice and credit memos are entered and can be parked in the system for approval, or can be
immediately posted. After sufficient checking has been performed on these parked
documents, posting of the documents will take place. When a document is parked in the
system, all changes can be made to the document. However, upon postings of these parked
documents, changes to the documents are restricted.

z Invoice Posting — “ Direct Invoices”

Thisisthe entry of the invoice direct in FI Accounts Payable. This procedure is used for
entering non-purchase order (PO) related invoices (e.g. utilities, telephone, magazine
subscriptions, etc.), BPA-related invoices, NAF purchase card invoices, custodian fund
replenishments (e.g. petty cash, change funds, unit funds), prize winnings (e.g. bingo events),
or employee expense reimbursements (e.g. travel expenses).

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE
=2>DOCUMENT ENTRY =INVOICE

Transaction Code: F-43

Screen: Enter Vendor Invoice: Header Data

Field Description/Usage

Document Date Enter the date of the originating document. For
example, this date may be the date of a non-PO related
vendor invoice, date of a BPA-related vendor invoice,
date of an employee expense claim, date prize was
won, or date of a custodian’s petty cash/change or unit
fund replenishment form.

Doc Type KR (default entry)

Company Code Enter the company code for the base/fund in which the
vendor item should be posted.

Posting Date Thisfield defaultsto current date. Change the posting
date if the document ought to be posted in a different
fiscal period.

Period Leave blank.

Document Number Leave blank.
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Reference Enter the reference number of the originating
(Required Field) document. For example, this may be the vendor’s
invoice number, form number of an employee expense
claim, prize control number, or form number of afund
custodian’ s replenishment form. DO NOT PREFIX
the vendor invoice number with # or INV#.

Remember in order for the duplicate invoice feature to
work properly, the system will check for exact
matches of invoice numbers on exact same dates!
EXACT MATCHES....please carefully key in invoice
number to avoid duplicate payments - do NOT change
invoice date from that on the invoice or receiving
document!

Doc header text Free entry document header text contains explanations
or notes that apply to the document as awhole, that is,
not only for certain lineitems. A general description
of the business transaction can be entered here.

For certain transactions special data must be entered in
thisfield. For example, for BPA-related invoices,
enter the BPA number and the call number. Users
should be careful to the format of their locally
generated call number.

Trading Partner BA L eave blank

PstKy Enter posting key 31 for a credit entry to avendor
account number.
Account Enter the vendor account number. This should not be

confused with the accounts payable reconciliation G/L
account. If itisaninvalid vendor account, the system
will give an error message.

SP G/L Leave blank.

Trans.type L eave blank |

Press the Enter key or click on the green check mark icon v
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Screen: Enter Vendor Invoice: Create Vendor Item
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Field Description/Usage
Amount Enter the dollar amount indicated on the originating

document (non-purchase order- related invoice,
expense claim form, prize form, replenishment form,

etc.)
Calculate tax L eave blank.
W .tax base Leave blank if thisfield appears on the screen.
W .tax exempt Leave blank if thisfield appears on the screen.
W.tax code Leave the default value if thisfield appears on the

screen. This code indicates the vendor is subject to
1099 reporting.

Payment Terms Leave the default value unless it differs from the
invoice. The default valueis stored in the vendor’s
master record. Use the matchcode to select different
payment terms for thisinvoice, if necessary.
Days/Per cent Leave blank for default or enter special discount
terms from vendor invoice. For example vendor will
give a5 percent discount if paid in 3 days. Enter "3"
days, and "5" percent.

Bline Date L eave the default value.

Fixed Leave blank.
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Disc. base

Leave blank.

Disc. amount

Leave the default value or if the vendor has offered a
specia "lump sum" discount for payment within a
specified time or a"good customer discount”, enter
the amount in thisfield.

Invoicereference

Leave blank

Pmnt Block

Blocking payments
restricts the payment
from being made whether
due or not. This function
may be used if thereisa
dispute or problem with a
vendor.

If the invoice item should be blocked from payment,
enter payment block ‘A’ inthisfield. Normally, this
field will be left blank.

Recurring “invoices’ for utility companies (Public
Works) may be blocked for payment until MWR
receives a satisfactory invoice document.

Pmnt Method Normally, thisfield should be left blank, so that the
default payment method in the vendor master record
will used by the automatic payment program.
However, if this particular vendor invoice should be
paid by check (rather than EFT), enter payment
method C.

Pmnt Meth.supl. L eave blank.

Allocation L eave blank.

Text Free entry description of transaction - useful for
online inquiry and reporting. If thisfield is prefixed
with an “*’ character, this text will print on the check
stub and EFT remittance advice. Y ou will note, by
hitting the "long text" icon, you can document many
lines of text for notation purposes here!

PstKy Enter posting key 40 for adebit to GL account. This
isthe standard form for a entering ajournal.

Account Enter the GL account for the first offsetting expense
item.

SP G/L L eave blank

Trans.type L eave blank

New Co.code Do not enter avaluein thisfield.
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e -
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Press the Enter key or click the green check mark icon

The G/L item fast entry template can be utilized. Simply press the pressthe G/L I1tem Fast
Entry push-button after the amount of the invoice is entered (prior to entering the offsetting
posting key/accounts. Below see the Fast Entry Screen:

The G/L fast entry template can be selected at the outset of the transaction especially where
multiple expense accounts will be entered against a single vendor (e.g., petty cash
replenishment).
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If the Fast entry screen is not selected, proceed through the following fields/screen inputs:

Screen: Create Vendor Invoice: Create GL Account Item

Field Description/Usage

Amount Enter the dollar amount of the first offsetting
expense item.

Cost Center Enter the cost center code (if account is a cost
element) to which the expense item should be
coded.

Order Enter the internal order to which the expense

item should be coded. Thisfield must be
used in conjunction with the cost center since
only a statistical posting is made to the
internal order. Internal orders usually
represent a specia event (e.g. air show,
concerts, festivals)

Allocation Can be used to identify USA items (at the
item level) for month end report preparation.
Suggestion: Enter “USA” in thisfield for
each USA item.
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Text Enter a description for this expense line item.
This text will never print on the check stub or
EFT remittance advice.

PstKy Enter posting key 40 for adebit to GL
account. Thisisthe standard form for
entering ajournal.

Account Enter the GL account for the first offsetting
expense item.

SP G/L Leave blank

Trans.type Leave blank

New Co.code Do not enter avalue in thisfield.

The remaining screens function as described previously (for the first offsetting expense line
item).

il
Click L2 to review the entry for balancing debits/credits.

To post the document, click on ™.

Document number generated: 3500000000 to 3599999999. This number should be written
by hand on the originating document or invoice.

z Credit Memo Posting

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT ENTRY =CREDIT MEMO

Transaction Code: F-41

Screen: Enter Vendor Credit Memo: Header Data

Field Description/Usage

Document Date Enter the date of the originating document or the
vendor’s credit memo.

Doc Type KG (default entry)

Company Code Enter the company code for the base/fund in which the
vendor item should be posted.

Posting Date Thisfield defaults to current date. Change the posting
date if the document ought to be posted in a different
fiscal period.

Period Leave blank.
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Document Number Leave blank.

Reference Enter the reference number of the originating

(Required Field) document. For example, this may be the vendor’s
credit memo number.

Doc Header Text Free entry document header text contains explanations

or notes that apply to the document as awhole, that is,
not only for certain lineitems. A general description
of the business transaction can be entered here.

PstKy Enter posting key 21 for a debit entry to a vendor
account number.
Account Enter the vendor account number. This should not be

confused with the payables reconciliation g/l account.
If itisan invalid vendor account, the system will give
an error message.

SP G/L L eave blank.

Trans.type L eave blank

&

Press the Enter key or click on the green check mark icon.
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Screen: Enter Vendor Credit Memo: Add Vendor Item
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Field Description/Usage

Amount Enter the dollar amount indicated on the originating
document or credit memo.

Calculate tax Leave blank.

W .tax base Leave blank if thisfield appears on the screen.

W .tax exempt Leave blank if thisfield appears on the screen.

W .tax code Leave the default value if thisfield appears on the

screen. This code indicates the vendor is subject to
1099 reporting.

Payment Terms Leave the default value if one appears. To adopt
the payment terms on the vendor master record
enter ‘*’,

Days/Per cent L eave blank.

Bline Date Leave the default value.

Fixed Leave blank.

Disc. base Leave blank.

Disc. amount Leave blank.

Invoicereference Enter the SAP invoice document number and fiscal

year to which the vendor credit memo relates. This
will cause the original invoice' s payment terms
to be adopted automatically for the credit

memo!!!

Pmnt Block Normally, thisfield will be left blank.

Pmnt Method Leave blank.

Pmnt Meth.supl. Leave blank.

Allocation L eave blank.

Text Free entry description of transaction - useful for
onlineinquiry and reporting.

PstKy Enter posting key 50 for a debit to GL account.
Thisisthe standard form for entering ajournal.

Account Enter the GL account for the first offsetting
expense item.

SP G/L L eave blank

Trans.type Leave blank

New Co.code Do not enter avaluein thisfield.

&

Press the Enter key or click on the green check mark icon.

Screen: Create Vendor Credit Memo: Create GL Account ltem

Field | Descr iption/Usage
Payment Transactions:
Amount Enter the dollar amount of the first offsetting
expense item.
Cost Center Enter the cost center code (if account is a cost
element) to which the expense item should be
coded.
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Order

Enter the internal order to which the expense
item should be coded. Thisfield must be
used in conjunction with the cost center since
only a statistical posting is made to the
internal order. Internal ordersusualy
represent a specia event (e.g. air show,
concerts, festivals)

Allocation

Leave blank.

Text

Enter a description for this expense line item.
Thistext will never print on the check stub or
EFT remittance advice.

To post document, click on ™=,

Message: ‘ Document 3LXXXXXXXXX is posted’.

Document number generated: 3100000000 to 3199999999. This number should be written
by hand on the originating document or credit memo

Z Invoice/Credit Memo Fast Entry

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT ENTRY =»INV./CR. MEMO FAST ENTRY

Transaction Code: FB10

Screen 1: Invoice/Credit Fast Entry: Header Data

Field | Description/Usage
Specificationsfor the following documents

Company Code | Enter the company code for the base/fund in which
the vendor item should be posted.

Doc Type Enter KR for invoice postings and KG for credit
memo postings or SD for DAR postings.

Posting Date Thisfield defaultsto current date. Change the
posting date if the document ought to be posted in a
different fiscal period.

Posting Period | Leave blank.

Currency Enter USD for US Dollars

IV -37
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Default data for the following documents
Document Date | Enter the date of the originating document or
vendor’sinvoice/ credit memo.

Additional input fields for document header
(select any of theses additional input fieldsif that field
information isrequired)

Enter credit Check thisindicator if credit memoswill also be
memos entered with invoices.

Payment block | Check thisindicator if payment block is required
Pmnt meth and | Normally, thisfield should be left blank, so that the
supplement default payment method in the vendor master
record will used by the automatic payment
program. However, if this particular vendor
invoice should be paid by check (rather than EFT),
enter payment method C.

Document Check thisindicator if document header text isto

header text be ready for input. Generaly, thisindicator should
be flagged.

Text and Check thisindicator if item text and allocation are

assignment to be ready for input. Generally, this indicator
should be flagged.

Cash disc base | Check thisindicator if cash discount base amount is

amnt required

Discount Check thisindicator if cash discount amount is

amount required
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E nter invoice/credit memo

Click on the. button.

Screen 2: Invoice/Credit Fast Entry: Enter Items

Field Description/Usage

Document date | Field value defaults from document date entered on
previous screen

Reference doc. Enter the reference number of the originating
document. For example, this may be the vendor’s
invoice number, vendor’ s credit memo number,
form number of an employee expense claim, prize
control number, or form number of afund
custodian’ s replenishment form.

VENDOR POSTING:

Account Vendor Account

Amount Enter the dollar amount indicated on the originating
document, invoice or credit memo.

Credit memo Flag thisindicator if this document is a vendor

credit memo. Flagging thisindicator actually just
changes the default posting key from 31 (vendor
credit) to 21 (vendor debit). It will also change the
default posting keys for the offsetting entries from
40 (g/l debit) to 50 (g/l credit).

Tax amount Leave blank.

Calculate tax Leave blank.

Payment terms Unlike regular invoice entry, the fast entry screen
does not default the payment terms stored in the
vendor’s master record. However, the payment
terms stored in the vendor master record can
automatically be adopted by entering a‘*’ in this
field. The asterisk character isthe default value. If
the payment terms on the originating document
differ from those stored in the vendor master
record, another payment term can be selected.

Use the drop down arrow to aid in selecting avalid
payment term:

Baseline date Leave the default value which derived from the
invoice date (document date).

Days Leave blank.
Percentage Leave blank.
W.tax base Leave blank.
W.tax ex amt. Leave blank.
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/in (withholding
tax code)

Leavethe default value **’. Thiswill cause the
withholding tax code from the vendor master
record to be adopted. The withholding tax code
facilitates 1099 reporting for the vendor. If the
vendor is not subject to 1099 reporting, leaving this
field with the asterisk character will have no
impact.

Offsetting Items:

CoCd

Do not enter any valuein thisfield.

Account

Enter the GL account for the first offsetting
expense item.

Amount

Enter the dollar amount of the first offsetting
expense item.

Cost Center

Enter the cost center code (if account is a cost
element) to which the expense item should be
coded.

Order

Enter the internal order to which the expense item
should be coded. Thisfield must be used in
conjunction with the cost center since only a
statistical posting is made to the internal order.
Internal orders usually represent a special event
(e.g. air show, concerts, festivals)

Allocation

Leave blank.

S

Check if thisitem isto be posted using inverted +/-
signs. If the field is selected, credit postings are
made for invoices and debit postings are made for
credit memos.

Go to Document > Simulate to view the accounting entries.

Ensure the entry isin balance.

To post document, go to Document > Post or click on

Version 3 — March 2001
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ZChange Document

It might be necessary to change some details in the document. However, the dollar amount,
GL account, cost center and internal order can never be changed if the document has been
posted. If these values were posted in error, the document should be reversed. A new
document with the correct values should then be entered.

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT =2>CHANGE

Transaction code; FB02

Screen:  Change Document: Initial Screen
Field Description/Usage
Document System-generated number after saving a document
number
Company Code | Enter the company code for the base/fund in which
the vendor item was posted.
Fiscal Y ear Y ear when the document number above was posted
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Press the Enter key or click on the green check mark icon.

&
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Double click on the line items that you want to change.

The fields that appear with light colored backgrounds can be changed.

These fields include:

. &
Document Header fields (pressthe Header —— icon):
* Document Header Text
» Reference Doc
Line Item fields:
* Withholding tax code (vendor line item only)
» Payment terms (vendor lineitem only)
» Payment block (vendor lineitem only)

e Payment method (vendor line item only)
* Lineitem text

]
To save the changes click on the Save icon :

zChange Document Line Iltems

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT =»CHANGE LINEITEMS

Transaction code: FBO09

Field Description/Usage
Document Enter the document number to be changed.
number

Company Code | Enter the company code for the base/fund in which
the document to be changed was posted.

Fiscal Year Enter the financia year in which the document to
be changed was posted.

| tem number

Lineitem Y ou may enter the line item that you wish to make
changes for in this document that you have
specified.

Only Lineltemsfor
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Assets By clicking on thisindicator, it impliesthat only
the asset line items can be changed
Customers By clicking on thisindicator, it impliesthat only

the customer line items can be changed

Vendors By clicking on thisindicator, it implies that only
the vendor line items can be changed

GI/L accounts By clicking on thisindicator, it impliesthat only
the GL line items can be changed

The fields that appear with light-colored backgrounds can be changed.

z Display Document

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT =DISPLAY

Transaction code: FBO03

Screen: Display Document: Initial Screen

Field Description/Usage
Document Enter the document number to be displayed.
number

Company Code | Enter the company code for the base/fund in which
the document to be displayed was posted.

Fiscal Year Enter the financia year in which the document to
be displayed was posted.

&

Press the Enter key or use the green check mark icon
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Double click on the line items that to view the details of each line item.

&

To exit this transaction, click on the backward green arrow.

z Display Document Changes

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT =»DISPLAY CHANGES

Transaction code: FB0O3

Field Description/Usage

Company Code | Enter the company code for the base/fund in which
the document was posted.

Document Enter the document that you wish to view for all the

number changes made to this document.

Fiscal Y ear Enter the financial year in which the document is
posted.

Period of change

From change The system only display changes which were made

date after this date
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Time The system only display changes which were made
after thistime
Changed by User ID of the user who made the change

Press. ‘Enter’ Key

. All changes |
Clickonthe—_—_—___icon

Double click on each lineif you wish to view the details for the changes.

Zpark a Document

At times you will enter an invoice or credit memo that needs to be saved, but not posted. For
example, you may want to enter an invoice that you know you will need to make changes to
the next day. When this situation occurs, you can park the document.

NOTE: When adocument is parked, it is not posted to the General Ledger. Y ou must
follow the steps for posting a parked document (p. 2-47)

YOU CANNOT CLOSE THE ACCOUNTING PERIOD IF THERE ARE PARKED
DOCUMENTS - REMEMBER TO REVIEW ALL PARKED DOCUMENTS AND
EITHER POST OR DELETE THEM!

To park an invoice:

ACCOUNTING =»FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE
= DOCUMENT ENTRY=» PARK INVOICE

]
Enter the information as you would on a normal invoice. When you choose the
button, the document is not posted. To park the document, select Document > Park.
Note the parked document number.

To park credit memo:

ACCOUNTING =»FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE
= DOCUMENT ENTRY=» PARK INVOICE

Enter the information as you would on anormal credit memo. When you choose the

Park.
Note the parked document number.

button, the document is not posted. To park the document, select Document >
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ZChange Parked Documents

Occasionally, documents are parked during invoice verification of PO-related invoices. This

procedure illustrates how to change details on a parked document.
Direct vendor invoices should not be parked.

ACCOUNTING =»FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE =
DOCUMENT = PARK DOCUMENT = CHANGE

Transaction code: FBV?2

&

Press the Enter Key or use the green check mark icon

Field Description/Usage
Document Enter the document number of the parked
Number document to be change

Company Code | Enter the company code for the base/fund in which
the document to be changed was parked.

Fiscal Year Enter the fiscal year in which the document to be
changed was parked.

Pressthe Enter Key

Changes can be made to the following:
» Reference

* Doc head text

 Add morelines

OR

To view thelist of parked documents, click on the Lt icon.

Field Description/Usage

Company Code | Enter the company code for the base/fund in which
the document to be changed was parked.

Fiscal Year Enter the fiscal year in which the document to be
changed was parked.

Posting Date L eave blank.

Entered By Enter the User ID of the user who entered the

parked document, if known.

&

Select the icon
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Position your cursor on the line item that you wish to select, and click on the [Choose] icon.

Double-click on the line items that need to be changed.

e .

To exit thistransaction, click on

A new lineitem can also be added:

. Pst key
Indicate GL account

OR
Click on *GL fast entry’

When done, save the document by clicking on

ZChange Parked Document Header

ACCOUNTING =»FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE =
DOCUMENT = PARK DOCUMENT = CHANGE HEADER

Transaction code: FBV4

Press the Enter Key or click the green check mark v

Screen: Change Parked Document: Initial Screen

Field Description/Usage

Document Enter the document number of the parked

Number document to be changed.

Company Code | Enter the company code for the base/fund in which
the document to be changed was parked.

Fiscal Year Enter the fiscal year in which the document to be

changed was parked.

Press the Enter Key or click the green check mark g

OR
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To view thelist of parked documents, click on the [List] icon.

Field Description/Usage
Company Code | Enter the company code for the base/fund in which
the document to be changed was parked.

Fiscal Year Enter the fiscal year in which the document to be
changed was parked.

Posting Date L eave blank.

Entered By Enter the User ID of the user who entered the

parked document, if known.

Select the @ icon

@

Position your cursor on the line item that you wish to select, and click on the icon.

The fields that appear with light colored backgrounds can be changed. These fields include:
Document Header fields (press the Header Information icon E)

 Document Header Text
 Reference Doc

|
To save the changes made, click on :

z Display a Parked Document

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT =>PARKED DOCUMENTS =» DISPLAY

Transaction code: FBV3

Version 3 — March 2001 IV -48



Accounts Payable

Screen: Display Parked Document: Initial Screen

Field Description/Usage

Company Code | Enter the document number of the parked
document to be displayed.

Document Enter the company code for the base/fund in which

number the document to be displayed was parked.

Fiscal Year Enter the fiscal year in which the document to be
displayed was parked.

&

Press the Enter key or use the green check mark icon

Lizt

—

To view thelist of parked documents, click on the icon.

Field Description/Usage
Company Code | Enter the company code for the base/fund in which
the vendor item was posted.

Fiscal Year Enter the financia year in which the documents are
posted to.

Posting Date Enter arange of posting dates

Entered By User Id of the user who have entered the parked
document.

Sdlect the © icon

Position your cursor on the line item that you wish to select, and click on the
[Choosg] pushbutton.

Double click on the line items to view the details of each line item.

e, @

To exit thistransaction, click on

z Display Changes to a Parked Document

ACCOUNTING =» FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT =>PARKED DOCUMENTS = DISPLAY CHANGES

Transaction code: FBV5
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Field Description/Usage

Company Code | Enter the document number of the parked document
to be displayed.

Document Enter the company code for the base/fund in which

number the document to be displayed was parked.

Fiscal Year Enter the fiscal year in which the document to be
displayed was parked.

Period of change

From change The system only displays changes which were

date made as of thisdate. A range of datesis sometimes
useful.

Time The system only displays changes which were

made as of thistime, if known. A rangeisbest if
using thisfield.

Changed by Enter the user 1D of the user who made the change,
if known.

&

Press the Enter key or use the green check mark icon
. All changes
Click onthe ——____—__ pushbutton.

Double click on each lineif you wish to view the details for the changes.

ZDelete Parked Document

Parked documents are del eted when:

1. The concerned cost center manager and/or division manager for valid reasons does
not approve an Invoice.

2. Anerroneous bill forwarded to Morale, Welfare and Recreation is discovered later
after routing.

ACCOUNTING =» FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE,
DOCUMENT =>PARKED DOCUMENTS =»POST/DELETE

Transaction code: FBVO
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Field Description/Usage

Document Number Enter the document number of the parked document to
be displayed.

Company Code Enter the company code for the base/fund in which the
document to be displayed was parked.

Fiscal Year Enter the fiscal year in which the document to be
displayed was parked.

&

Press the Enter key or use the green check mark icon
Goto: ‘Document =» Delete Parked Document’.
There will be a system message “ Data will be lost. Delete parked document?’ Click on the
[Yes] pushbutton to delete the parked document.

System message: ‘Parked Document deleted’.

Z Post Parked Documents

Once a parked document is ready for posting, a special procedure must be followed. When

|
editing or making changes to a parked document, the only servesto save changesto the
parked document, not does not post it to the general ledger! You must POST a parked
document with the following transaction.

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE,
DOCUMENT = PARKED DOCUMENTS =»POST/DELETE

Transaction code: FBVO

Press the Enter key or use the green check mark icon g
Field Description/Usage
Document Number Enter the document number of the parked document
to be posted.
Company Code Enter the company code for the base/fund in which
the document to be posted was parked.
Fiscal Y ear Enter the fiscal year in which the document to be
posted was parked.
&

Press the Enter key or use the green check mark icon
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To post the changes made, click on

List
To view thelist of parked documents, click on the ‘ © icon.

Field Description/Usage

Company Code Enter the company code for the base/fund in which
the document to be posted was parked.

Fiscal Y ear Enter the fiscal year in which the document to be
posted was parked.

Posting Date L eave blank.

Entered By Enter the User ID of the user who entered the parked
document, if known.

Select the @ icon

E Choose

Position your cursor on the line item that you wish to select, and click on the
icon.

Double-click on the line items that are to be changed.

]
Post document by clicking on :

System message received: ‘ Parked document is posted’.

ZReversal of Individual Documents

Documents that have been posted in error or contain amounts, accounts or account
assignments (cost center, internal orders) that are incorrect can easily be reversed. SAP
provides functionality to automatically generate areversal document, once the original
document is specified by the user.

Remember, reversal documents cannot be posted to a period that is aready closed, and the
financial statements already generated. Generally, SAP will use the posting date of the
original document as the reversal posting date. However, a different posting date can be
specified by the user, but should be the same accounting period as the original document.
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ACCOUNTING =» FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT =>REVERSE = INDIVIDUAL DOCUMENTS

Transaction code: FB0O8

Screen: Reverse Document: Header Data

Field Description/Usage
Document Enter the document number to be reversed.
number

Company Code | Enter the company code for the base/fund in which
the document to be reversed was originally posted.
Fiscal Year Enter the fiscal year in which the document to be
reversed was originally posted. Remember that
MWR uses document numbers that are company
code dependant and that reset themselves after they
reach the end of the respective number ranges.
Therefore a unique document can only be found
when both the document number, company code
and fiscal year are specified in combination.
This combination isa unique key in the database
that identifies a particular document.

Reverse posting details

Reversal reason | Currently, MWR has three reversal reason codes
that can be used. Thiscodeisonly used for
reporting purposes (i.e. document reports can be
executed with reversal reason code as a selection
criteria). Thevalid reason codes are:

01 Reversal in current period

02 Reversal in closed period (alt posting date)
03 Accrual reversal

Reason code 03 should only be used for self-
reversing journals (AJVs). Reason code 01 should
be used when the original document to be reversed
was posted in the current period. Reason code 02
should be used when the original document to be
reversed was posted in a closed period.

Posting date Thisfield could be left bank if the posting date for
the reversed document is similar to that of the
original document. Thisfield must be filled when
using reversal reason code 02 - you must indicate
the date you want the reversal posted (it CANNOT
bein aclosed period...it must be adate in the
current period you are using). It should be left
blank when using reversal reason code 01.

Posting period | Leavethisfield blank unless the reversal document
should be posted into special period 13.
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Void reason Leave blank. Reversal of check payment

code documents should be performed using check
management. Do not use this transaction to reverse
check payments.

Press on the i icon to see the document for cancellation.

Click on to escape to the previous screen.

To reverse the document, press on -

Document number range is 1900000000 to 1999999999. Writethe reversing document
number on theinvoice.
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Transaction code: F.80

ZMass Reversal of Documents

ACCOUNTING =» FINANCIAL ACCOUNTING = ACCOUNTS
PAYABLE=>DOCUMENT =»REVERSE & MASSREVERSAL

Screen: Mass Reversal of Document: Initial Screen

Field

Description/Usage

Company Code

Enter the company code for the base/fund in which
the document to be reversed was originally posted.
A range of company codes can be specified if
required.

Document
number

Leave blank to have the system search for all
documents. Specify arange of documentsif the
document numbers are known (e.g. to reverse an
incorrect EFT payment run, use the payment
document numbers recorded in the payment run

log).

Fiscal Y ear

Enter the financia year in which the documentsto
be reversed were posted.

General Selections

Document Type

To limit the number of documents the system will
search specify the document type of the documents
to be reversed. A range of documents can be
entered if required. Vendor invoices are posted
using document type “KR” (direct invoices) and
“RE” (PO related invoices). Vendor credit memos
are posted using document type “KG” (credit
memaos for direct invoices) and “RE” (credit memos
for PO related invoices).

Posting Date Range of posting dates for the documents to be
selected for reversal.

Entry Date Range of document entry dates can be entered if
desired. Thisselection field isuseful if the
document were entered on a known date, but the
document dates and posting dates may be numerous
or different than the entry date.

Reference Range of reference document numbers can be

number entered if desired.

Reference Leave blank.

procedure

Referencekey | Leave blank.

Logical system | Leave blank.
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Reason for Currently, MWR has three reversal reason codes
reversal that can be used. Thiscodeisonly used for
reporting purposes (i.e. document reports can be
executed with reversal reason code as a selection
criteria). Thevalid reason codes are:

01 Reversal in current period

02 Reversal in closed period (alt posting date)
03 Accrual reversal

Reason code 03 should only be used for self-
reversing journals (AJVs). Reason code 01 should
be used when the original document to be reversed
was posted in the current period. Reason code 02
should be used when the original document to be
reversed was posted in a closed period.

Posting Date Thisfield could be left bank if the posting date for
the reversed document is similar to that of the
original document. Thisfield must be filled when
using reversal reason code 02. It should be left
blank when using reversal reason code 01.

Posting Period | Leavethisfield blank unless the reversal document
should be posted into special period 13.

Test Run If thisindicator is activated, alog will be generated.
Selected documents will not be reversed. If this
indicator is inactivated, reversal of selected
documents will take place.

Press the Execute icon © to start the mass reversal program. If the test run
mode was activated, the program will have to be executed again in productive
mode to actually post the reversal documents.
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Reports

For other Accounts Payable reports:

INFORMATION SYSTEM > ACCOUNTING > FINANCIAL ACCOUNTING >

ACCOUNTSPAYABLE > REPORT SELECTION >

Program Report Name Menu Path
RFKSLDOO | Vendor Balancesin Vendors > Information System >
Local Currency Account Information > Balancesin
Local Currency
RFKOPOOO | List of Vendor Open Vendors > Information System >
Items Account Information > Open Items
RFKOFWO0 | Due Date Forecast Vendors > Information System >
Account Information > Due Date
Forecast
RFKOPROO | Vendor Payment History | Vendors > Information System >
with Ol Sorted List Account Information > Payt history
with Ol analysis
RFKEPLOO | List of Vendor Line Vendors > Other analyses > Account
Items > Line ltems
RFKAPOQOO | List of Cleared Vendor Vendors > Other analyses > Account
ltems > Cleared Items
RFKANZOO | List of Vendor Down Vendors > Other analyses > Account
Payments on Key Date— | > Open down payments
Vendors
RFZALIOO Payment Settlement List | Vendors > Payment Transactions >
Payment settlement list
RFZALI10 Payment Settlement — Vendors > Payment Transactions >
List of Exception List of Exceptions

INFORMATION SYSTEM > ACCOUNTING > FINANCIAL ACCOUNTING >
GENERAL LEDGER > REPORT SELECTION

Program Report Name Menu Path
RFBELJOO Compact Document General Ledger > Adequacy and
Journal Documentation > Document >
Compact Document Journal
RFEPOJOO Line Item Journal Genera Ledger > Adequacy and
Documentation > Document > Line
Item Journal
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Number Ranges

Document Types Number Range

KA — Down-payment Request and Down-payment 3000000000 to 3099999999
Clearing

KG — Direct vendor credit memo 3100000000 to 3199999999
KP—Vendor account maintenance (misc postings to 3400000000 to 3499999999
vendor)

KR — Direct vendor Invoice 3500000000 to 3599999999
KZ —Vendor payment receipt 8400000000 to 8499999999
RE — PO-related vendor invoice/credit memo 5100000000 to 5199999999
SR - Standard Reversal (invoice/credit reversal) 1900000000 to 1999999999
ZT — EFT payment posting 8000000000 to 8099999999
ZC — Check payment posting 8100000000 to 8199999999
Z\V — Payment clearing 8200000000 to 8299999999

Version 3 — March 2001 IV -58



Accounts Payable

FI/AP Manual Payments, aka “Hot Checks”

@ Post Manual Payment

This process describes the creation of a “hot” check (as opposed to an automatic system
check) and the posting of manua payment document in SAP. “Hot” checks are created at
the individual bases/funds. Hot check procedures produce one check at atime, so should be
used for refunds, bingo prizewinners, custodian replenishment, etc.

Additionally, this procedure can be used to create a"PAYMENT ON ACCOUNT. A
payment on account is simply a check that is prepared WITHOUT source documents
(without an invoice). Payment on account checks should be kept to a minimum!! They may
occur in cases where a check is required in advance of receipt of goods (i.e. prepaid tickets,
magazine subscriptions, deposits, etc.). The check is prepared using the "HOT CHECK™
process, however NO OPEN ITEM (or invoice) exists to cut the check against! Follow the
procedures below

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS PAYABLE,
DOCUMENT ENTRY = OUTGOING PAYMENT =» POST + PRINT FORMS.
Transaction code: F-58.

Screen: Payment with Printout: Header Data

Field Description/Usage

Company Code Enter company code 7900 as the paying company code. All

(Paying) other company codes are sender company codes for
disbursements.

Payment Method | Theonly valid payment method that can be used for checksis
“C.

House Bank Enter the appropriate disbursement house bank code.

Currently, there is only a single house bank from which any
disbursement (EFT, check, payroll EFT or payroll check) can
be made. The disbursement house bank is NBDIS

(NationsBank).

Check Lot Enter the check lot number for the new check. Currently
Number MWR only has a single check lot for regular system checks
and “hot” checks. Enter check Iot 0001.

Calculate If the payment amount is not known in advance, the dollar

Payment Amount | amount for the posting to the cash disbursement account does
not have to be entered on the following screen. This feature
is useful since if the incorrect amount were entered it would
have to be corrected later because it does not correspond to
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the total of the item(s) selected to be paid. If a payment on
account is being made to a vendor, the amount field must be
completed, so the field is not suppressed on the next screen.

Printer for Forms

Enter the check printer ID. Make sure that the correct printer
(the name should include your base/location name) is chosen,
otherwise the check may not print.

Print Immediately

By sdlecting this indicator, the check will be printed
immediately. Otherwise, the check will be placed in the
spool queue.

Click on ito post the payment document.
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Screen: Payment with Printout: Header Data

DOCUMENT HEADER:

Document Date

Enter the date of the payment.

Doc Type ZC (default)

Company Code Defaulted from value entered in the previous screen.

Posting Date Defaults to current date

Period The system will default the fiscal period from the posting
date.

Reference Leave blank

document

Header Text Leave blank

BANK POSTING DETAILS:

Amount Amount of check payment. If open items are to be selected,
but the total amount is not known, leave thisfield blank. If
the total payment amount is known, such as for a payment
on account, enter the desired dollar amount.

Value Date Enter the current date.

Text Enter a description if required.

PAY EE:

Vendor/Customer | If openitems are to be selected, enter the appropriate vendor
account number.

Company Code Enter the appropriate company code (fund) in which the

(Sender) vendor payment is to be made.

Payment on Flag this checkbox if payment is not related to an existing

account open item, but instead is simply a payment on account.
Payment on account can be used in cases where supporting
documentation or invoice has not been provided, but check
isrequired immediately. Invoice can be entered "after the
fact".

Text Enter a description that can be printed on the check. To
have the text print, simply prefix the text with an asterisk
(k'

Special GL When selecting open items, thisfield can be left blank to

indicator ensure that special G/L postings (security deposits,

advances, unearned revenue) are not displayed for selection,
this field should be left blank. To pay these special G/L
postings, enter the relevant codes (A, D, U, etc). These
types of postings only really apply to customers who are
receiving refunds. By indicating the Special GL indicator,
the customer account number is used but will automatically
default to the G/L account associated with the indicator.
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Activated (Default). Indicator determines that standard open
items are to be taken into consideration during clearing.

Standard Ois

ADDITIONAL SELECTION:

Additional Accept the default value ‘None'
Selections
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If open items are to be selected for this payment, click on. (OSSSS CRENYEMS, |y tton. This

option would be used to process a check for anitem islisted as open and unpaid such a
vendor invoice that has been input but not yet processed for payment during an EFT payment
run.

]
If a payment on account is being made, press the button to post the payment document.
The check will be automatically printed to the printer specified on the first screen. This
option will be used in a case where you have been directed to prepare a check where the
invoice or supporting check request isto be provided at alater time. SEE SPECIAL NOTES
FOR PAYMENT ON ACCOUNTSAT THE END OF THIS SECTION

NOTE: Most paymentswill be processed against Open Items.
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Screen: Post Outgoing Payments:  Process Open ltems

A list of openinvoices and credit memos will appear based on the selections made.

=Pt Pt e openieme SIS BRI LR a6
wgaﬁmwzpmmmu.h

¥ | TR e«4LHx DO 0060 080§

A w1 seectben  [oF B% [ Avouni  Diiibote @ Chosge ofl @i Dishibuie by age

Apopurd e 0000000 S J0EN DOE

Dot . BT Dwoc.date PE BusA Arresrs UsED Bross Discownt Cashi®

[a5pnenanis ER 07727790 4 1 | 0. na- |

SROBNR0NT ER BFS2FS90 11 1M | Fan. 08—
[asmnenanis ER 07727799 A 1 | B0 N@-
E!-Hll"'l!' ER BFS2FM99 1 1M | Fa0.08-

Proces g slstu

Murnbsst of deres [ Ao eeitied | TN e
Diizplay from e [ dzzgrad [ 7,000, 00—
Flesson code [ Elfererce potings |

Diizplay in clessng cunency Mzl azgned | 2,200,

LA 0= | evanepd OV | 10458

mﬂ--l E ll B AW || e w o 5P Loge | g Mo {[o Pament . | T 5080 IO i0a2Pu

To select an invoice, double click on the line item under the “Amount/USD Gross”
column. Subsequently, the “Not Assigned” amount should be zero (if the payment amount
equals to theinvoice amount). NOTE: Selected itemsare“BLUE” in color. Double
clicking asingle line item several timeswill turn the items black or blue indicating
selected or not selected. Be sure your selected item (s) is Blue!!

;/ NOTE: If you have ablock of invoices to select, position your cursor on the first

. . Select beg.
invoice to be selected and click on theﬂ
selection.

Subsequently, position your cursor on the last invoice that you wish to select and click on

button to mark the beginning of your

Select end

the— button.
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In order to post the payment document, the “Not Assigned” amount at the bottom right
corner of the screen must be zero. Thiswill only occur if you specified an amount on the
previous screen, and this amount equals the sum of the open item amounts.

If you did not specify a payment amount, just choose the desired open items and the system
will calculate the total payment amount. In this case the “Not Assigned” field will not be
displayed on the screen.

)
Click Document > Simulate or click “* to view the accounting entries.

]
Click on to post the payment document. The check will print automatically to the
printer specified on the first screen.

, Warning: If you used this option for PAYMENT ON ACCOUNT remember you
MUST go back and process an invoice. If you fail to do complete this procedure, the
vendor account will not be cleared and will retain a debit balance with no offsetting
entry. After payment, the desired balance in any vendor account should be a zero
balance.

SPECIAL NOTE: If you are creatingaHOT CHECK for one invoice to a vendor and there
are additional open items, you must BLOCK those invoices so that the HOT CHECK
payment will not OFFSET the open amounts. Remember, the hot check process creates a
payment WITHOUT AN INVOICE. If you try to pay the remaining open items for this
vendor, the system will offset the open items against the existing payment (HOT CHECK)
and will pay the net amount!!!
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Z Reports

INFORMATION SYSTEM > ACCOUNTING > FINANCIAL ACCOUNTING >
ACCOUNTSPAYABLE > SELECT REPORT >

Program Report Name Menu Path
RFKAPOO0O List of Cleared Vendor Accounts Payable > Other
Items analyses > Account > Cleared
Items

Number Ranges

Document Types Number Range

ZC 80000000000 to 8099999999
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Automatic Payments

In order to execute the payment program, a vendor or customer master record must exist, and
open items due for payment must also exist for that vendor or customer.

The payment program analyzes all open items and determines which items should be paid
and how (i.e. by check or EFT). Since MWR and VQ wish to maximize their cash discounts,
the payment program will determine when to pay items to ensure that cash discounts are
realized.

MWR has two valid payment methods for paying vendor and customer open items: check
and EFT (ACH CTX file format).

EFT Payment runs will be executed centrally (at MWR HQ). Payment runs for producing
system checks (different from “hot” checks) should be kept to a minimum as the Debt
Collection Act of 1996 requires payments to vendor must be through EFT wherever possible.

“Hot” checks (or individual checks) can be printed at each region for such things as
petty/change fund replenishments, customer refunds, emergency checks, etc. The process
for creating “hot” checksis described in Chapter 4.

|; Perform Automatic Payment Run for Checks or EFTs

This process describes the automatic posting of payments and printing of system checks or
creating of an EFT datafile. Primarily this process will be performed at MWR HQ and EFT
automatic payment runs will be executed. Some system check automatic payment runs may
be necessary during the implementation/testing phase of the system. Routine system check
payment runs are not anticipated during normal operation/day to day activity.

It isimportant to note that blank checks will be used to prepare checks (all types of checks).
Blank check stock can be loaded into the printer identified as the "check printer”.
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H This printer is SPECIFICALLY to be used for the printing of checks and
CANNOT be used for any other purposes. There is a special toner cartridge that is
housed in the printer that contains MICR ink that enables the bank to read the ABA
(bank routing number) and bank account number. Under no circumstances should
this toner cartridge be removed and inserted into another printer without prior
authorization by MWR HQ (additional configuration may be required). We
recommend that the blank check stock be properly secured along with the PC Card
that is attached to the printer. This PC Card holds the MICR encoded string AND
the electronic signature and SHOULD always be kept secured in a safe or locked
receptacle when not in use!! Access to the PC Card should be restricted.
Additionally, in order to ensure adequate internal controls, the ability to "run checks"
should be restricted to 1 or 2 individuals!

ZMaintain Header Data

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE =
PERIODIC PROCESSING = PAYMENTS

Transaction code: F110

Screen: Automatic Payment Transactions

Field Description/Usage

Run Date Enter the date that you want the payment to be run on in
the format MM/DD/YYYY . Therun date is used for
identifying the parameters. To view the parameters of a
payment run created previoudly, use the search help pull-
down.
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PressENTER or click on @ to determine current status. Note: at any time view the
status box to determine the status of the payment program.

Click on the Tab called "Parameter” to access the Automatic Payment Transactions:
Parameters screen.

ZMaintain Parameters

Enter the payment proposal's parameters. These parameters are limiting criteria that include

the following: company code, payment methods, next posting date, and vendor/customer
accounts.

Screen: Automatic Payment Transactions: Parameters

Field Description/Usage

Posting Date Thisfield defaults to current date. Thisisthe
date that appears as the posting date for the
payment document and the check date. This date
will generally coincide with the payment run
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date.
Documents Thisfield defaults to current date. MWR HQ
entered up to reguests MWR accounting departments respect

the posting cut-off time of the noon every day.
Those items ready to paid (based on due date)
that are in the system by noon will be paid by the
14:00 payment runs. This meansthat if the local
MWR Accounting Departments requires areview
of open items prior to payment, it must be
performed before 1200 (CST). EFT payment
runs will be performed by HQ each day at 1400.

Company Codes | Enter al of the company codes that are to be paid
together. HQ will process EFT payments run
across Company Codes (entering the codesin the
format of (1000,1999),(8000,8999). If local
Accounting Offices are required to process an
automatic payment (system checks) then only the
appropriate company code should be entered.

Pmnt meths Enter the payment method ‘' C’ for check
payment, or ‘T’ for EFTs. Never enter both
payment methods. Local Accounting
Departments are NOT authorized to initiate EFT
transactions.

Next posting date | Enter the date of the next future payment run.
This allows the system to pay items that would
otherwise lose the vendor discount. Since
payment runs are expected to be executed
everyday, the next day’s date should be entered.
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/ NOTE: SAP selectsall documents with the Documents that have been entered
(goods received and invoice receipt) up to the date of the payment run. Then, matches
them to the date identified as the next payment date to cal culate which documents
must be paid this payment run In other words, if adocument will be overdue by the
next payment date, the invoice will be selected in the current payment run. For
example, if the documents entered up to date is 04/01/99 and the next
posting/payment date is 04/30/99, SAP selects all documents with a payment term of
V003 (net due 15 days) or less.
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Field

Description/Usage

Accounts

Vendor

To pay arange of vendors, enter a beginning vendor in the
from field and an ending vendor in the to field e.g.
0000000000to Z2ZZZZZZZZZ. Itisnot efficient to pay a
single vendor using the automatic payment program (although
thisisthe only way to generate an EFT filefor asingle
vendor). For example enter range 2000000000 to
4999999999.

Customer

To pay arange of customers, enter a beginning customer in
the from field and an ending customer in the to field e.g.
0000000000 to ZZZZZZZZZZ. In general, customers credit
items (eg. over-payments) will not be paid using the automatic
payment program, so these fields should be left blank.
Customers will be usually be paid using a*“hot” check in cases
where a"refund” is needed.

Foreign Currencies

Rate type for
conversion

Foreign currencies are not currently used, so thisfield must be
left blank.

Skip the Tab labeled [Free selection]

Click ontah | Additional Log |

Field Description/Usage

Required L ogging type

Due date check Indicator that due date checking should be logged for open
items. Thisindicator should be checked. By checking this
indicator, the "log" identifies due date checking.

Payment method Indicator that payment method and bank are logged. Leave

selectionin al blank.

cases

Pmnt method if not
successful

Alternatively to using the indicator described above, this
checkbox could be flagged to log the attempted selection of
above arerecorded if no permissible entries are found. This
indicator should be checked. By checking thisindicator, the
"log" identifies payment method if the payment run is not
successful.

Lineitems of the
payment
documents

Indicator that all posted documents posted in thelog is printed
with your items. The documents are printed for payment
proposals, which are generated during the following payment.
Thisindicator should be checked. By checking this indicator,
the "log" identifies all posted documents in the payment run.

Accounts Required

Again enter the range of vendors to be reviewed for payment.
For example, 2000000000 to 4999999999.
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Then click the green check mark or press the Enter key.

Thiswill enable the SAP system to produce areport that will list any payments that
return an error.

/NOTE: To delete an erroneous parameter, click on Edit > Parameters >
Delete parameters.

ZPrint Programs

Click on Tab [Printout/data medium]_|.

Screen: Automatic Payment Transactions: Print Programs

In the field, beside the program RFFOUS_C select variant:

ZMWR_CHK_JAX (for Jacksonville only)
ZMWR_CHK_SEA (for Sesttle only)

Version 3 — March 2001 IvV-72



Accounts Payable

For EFTSs, inthe field, beside the program RFFOUS T select variant:

ZMWR_EFT_HQ (HQ EFT only)
ZMWR_CCO_HQ (HQ cash concentration only)

Click on the Saveicon = to save the transaction.

ZSchedule Proposal

Click on the Tab labeled " Status'
The status box now reads “ Parameters have been entered”

This screen displays the status of the payment proposal. Use this screen to schedule the
created proposal.

Click on the button labeled [Proposal] to access the Schedule Proposal dialog box.
Use this dialog box to indicate when you want to run the payment proposal.

Start immediately - Click thisfield to start the payment proposal immediately.

Click on @ to schedule the payment proposal. Note: the proposal is only going to display
the items selected based on the payment parameters entered. No payment documents are
posted at thistime.

/

# NOTE: Press Enter or click on M to refresh the status displayed on this screen.
Initially the message may indicate the proposal isrunning. You may need to click on the
Status Icon severa times until the processis actually complete. Eventually, when the
payment proposal is has been created the message will indicate "proposal has been created".
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ZCheck the Payment Proposal

Select one of the following options:

If:

Then:

Y ou wish to view your proposal list:

Select Edit > Proposal list. The Report name
appears. Press Enter or click the green check

mark icon v )

NOTE: You may skip the“List Variant”
screen by clicking the green check mark
icon.

Y ou wish to view your proposal exceptions:

Select Edit > Proposal > Exception List
Variant. The Report Name appears. Press
Enter or click the green check mark icon

&

Y ou wish to view or Edit your proposal:

Click on the [Edit Proposal] icon.

NOTE: Skip the “Account Clerk” screen by
clicking on the green check mark.
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If you clicked on _ the following screen will appear:

Screen: Edit Payment Proposal: Payments
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Use this screen to display and edit the proposal created. This screen displays the documents
available for payment and the documents not available for payment. The line layout display
can be changed to display different information on the screen. To change the layout set, click
on Settings > Line layout. Choose the desire line layout from the pop up screen. Y ou may
find it easier to view the exception list with the vendor NAME so select the line layout with
VEND/CUST/NAME/DOCNO/AMOUNTPD

Layout set can be chosen to display different information about the payment document.

The documents not available for payment are "Exceptions’. The documents that are available
for payment do not include in the "Exceptions’.

Place your cursor on the document and double click or click on ' €h00s€  The Edit Payment
Proposal: Open Items screen will be displayed.

Screen: Edit Payment Proposal: Payments

Use this screen to select the line item (or specific document) you want to change or view.

However it is not recommended that you block items within this screen. Follow the normal
business process of investigating invoices prior to unblocking them using the regular process
rather than within the payment run. The individual regions/funds are responsible for blocking
and unblocking vendors for payment. They will do these using the regular process.

However, it iswise for the Business Manager to periodically review the vendors with
blocked items since these exceptions may not be reviewed regularly by the bases. This could
lead to unreasonable delay in paying the vendor.

C

Click on = if you have made any changes. If not, click on backward green arrow
access the Automatic payment transaction screen.

o

To delete the proposal, click on Edit > Proposal > Delete Proposal.
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Z Schedule the Posting and Printing/Creating of Payment Media
EDIT > PAYMENTS> SCHEDULE PRINT.

This step actually posts the documents required to clear the vendor open items as suggested
in the payment proposal.

Click on [Start immediately] pushbutton and the [Post and Print] pushbutton to run the
payment program.

‘ Be sure that the correct blank paper stock is in the printer AND the PC Card is
located in the CHECKBOX!!

/ NOTE: PressEnter or click on M to refresh the status displayed on this screen.
A message indicating that the payment run is running and then created is displayed. Again,
you may need to click on the Status Icon several times until the message indicates the
payment is complete.

If: Then:

Y ou wish to view your payment list: Select Edit > Payment list. The Report name
appears. Press Enter or click the green check

markﬁ.

Y ou wish to view your payment exceptions. | Select Edit > Payment > Exception list. The
Report Name appears. Press Enter or click

the green check mark g .

This step will post the payment documents to the general ledger. 1t will also automatically:

. initiate the check printing process for check payment runs.
. initiate the EFT data file creation and remittance advice printing processesfor EFT
payment runs
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ZPrint Checks and EFT Remittance Advices

If necessary, the checks or EFT payment documents can be scheduled for printing.
This step actually prints out the checks .

‘ Warning: Be sure that the correct blank paper stock is in the printer AND the
PC Card is located in the CHECKBOX!

SYSTEM =» SERVICES = OUTPUT CONTROLLER

Transaction code: SPO1

Screen: Shool: Request Screen

Field Description/Usage

User Name Enter the name of the user that performed the payment run.
Usually, thisis already defaulted on the screen

From Date Enter the date the check run was performed
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Click on g or press the Enter key to continue.

The spool screen will display all print requests for that user for that day.

The spool that requests for the checks are identified “SY STEM CHECKS’.

The spool request with EFT remittance advicesisidentified by “PAYMENT ADVICES'.
Remittance advices will be set up to be printed at MWR HQ although the EFT payment run
will be performed centrally. HQ will initiate the printing of the EFT remittance advices.
These remittance advices will be automatically faxed to those vendors with valid fax

numbersin their master records (or mailed) to inform them of the payments (with detail info)
that have been made directly to their bank accounts.

A summary report will be automatically at each local activity printer to inform you of EFT
itemspaid. PLEASE REVIEW THISDOCUMENT!

» Click the box next to the spool number of the first spool file. Click Spool request >
Display and view the contents of the first spooal file.

* To print —click on the print key and enter the printer details. To delete the spool file after
the checks have been checked and completed: Menu > Spool Requests > Delete
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Reports

INFORMATION SYSTEM > ACCOUNTING > FINANCIAL ACCOUNTING >
ACCOUNTSPAYABLE > SELECT REPORT >

Program Report Name Menu Path
RFZALI00 Payment Settlement Accounts Payable > Payment
List Transactions > Payment settlement
list
RFZALI10 Payment Settlement — | Accounts Payable > Payment
List of Exception Transactions > List of Exceptions

Number Ranges

Document Types Number Range
ZT — EFT Posting 8200000000 to 8299999999
ZC— Check Posting 8000000000 to 8099999999

Version 3 — March 2001 IV - 80



Accounts Payable

Vendor Master Data

This chapter discusses the process of creating a vendor master record as well as changing and
displaying an existing vendor master record. Screen layouts vary depending on the account
group assigned to the vendor. The Account Groups established for Morae, Welfare and
Recreation and Visiting Quarters are:

Account Group Description Number Range for Account
Numbers
CUSsD Petty Cash/Change/Unit Fund 1000000000 to 1099999999
Custodians
EMPL Employee Vendors 2000000000 to 2099999999
PRRF Prize Winners/Refundees/FCC 3000000000 to 3099999999
TRAD Trade Vendors 4000000000 to 4099999999

Vendor master records are comprised of at least two and up to three components.

¢ Qgenera
¢ company code
¢ purchasing.

The General component of the master record stores information that does not change
depending on the company code (base/fund). Thisincludes the vendor’ s name, address,

and bank details.

The Company Code component includes information such as the g/l reconciliation
account, payment terms, and allowabl e payment methods. These two components must

exist for all vendors.

The Pur chasing stores information for use with purchase order, such as order currency
(dways USD) and delivery terms. Trade vendors will be the only types of vendors that
will have this third master record component maintained. All other types of vendors will
not be issued with purchase orders.
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Z Vendor Master Data Request Form

/ This is a Manual Process

Trade vendors will be centrally created and maintained by MWR HQ.

Reguests from the field for new trade vendor creation (or changes) must be submitted via
email, fax or phone on the Vendor Master Data Request Form. The Procurement
Clerk/Accounts Payable clerk should request a new vendor record when bases/funds begin to
procure goods and services from vendors that have never been used before. TradeVendor
master records must exist in order for purchase orders to be created using that vendor. This
form (see below) should be completely filled out (all fields noted as "required” must be
completed when requesting a new vendor master record is created - failure to completely
provide this information will prohibit the vendor record from being created!)
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TRADE VENDOR MASTER DATA REQUEST

MR COMPANY CODE:
MARMAG POC: POC PHONE NUMEBER:

NEWS CHANG E DDELETE
ELOCK UNELOCK

AIME AEEIGNEDYWENDOR NUMEBER:

Wandor Name

Saanall Term Jictpr Uded In Ucer Manu a)

wandor Remitanes pddrenn:
Sirent:

ZIp Code:

ot

Stk

Phone Humber:

Fid Numbar:

goclal 3. GIJFH:,' Humbar: (1068 wend ors - Indl Wdual con 14
TIN T an Ideni10aion Wumben: (1088 vend ort - porporadon g

Bank nform 3t on wn e cccaerh ac been grnded)

Bank ke [AEQ Number

Eank aceount:

Typa of e ount: {Cheohing or Baung g

wandors secount Name:

Raconellladon seeount:

PaymentTarm i

Faymant Matod: [ EFT un e oG »al verh as been granied)

Coms 1pondencs Nfa:

MR G aount Mum ber w e ndor:

MR POC Nam o v ndor:

POC FA % Numbar:
POC Intarnat Humber:

Partner:  Wendor Num ber: Partner Fune tion:
Partner Functon Coder: W = Orderng Sddre nn; IP=Inwales Pregented by ;G 8 = Goodr Supplier
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Vendor Cateqories/Groups

The categories listed below are to be used to identify each vendor for the purpose of
"searching”. The "search term™ can be used to search through the database of vendor master
records and locate a vendor that belongs to a certain category/group. These categories
selected for each vendor should closely represent/or identify the type of vendor or type of
product procured through the vendor. The following Search Terms have been identified
(note the abbreviation in BOL D type represents how the search terms will be keyed into the
AIMS system and is a standardized abbreviation to be used in all cases):

F & B Food & Beverage

REC EQUI P (recreation equipment/rec resale items)
SUPPL I ES (Office, custodial and operational)

CONTRACTORS (aerobicsinstructors, officials, dance
instructors, Taekwando instructors, etc.)

SERVICES (e.g. Water delivery, plant maintenance, etc.)

ITT Vendors (ticket vendors, tour operators, bus companies, hotels, travel agencies, etc.)
UTILITIES (e.g. telephone, cable, internet, cellular pager/phones, etc.)
PERIODICALS (magazines, subscriptions to newspapers)
EMPLOYEES (handwrite payroll or travel)

REFUNDS

PRIZE (NEW ONE) (for prizes such as tournaments, races, contests)
BINGO (bingo prize winners or bingo supplies, bingo rel ated)
CUSTODIANS (Petty/Change Fund Cash)

UNIT FUNDS

FCC (for FCC providers/Child Devel opment Home Professionals)
AMENITIES (VQ only)

BOL D denotesthe TEXT portion of category we'll use to encode the search term
(abbreviated) into SAP. We only have alimited number of space in the search term field so
usethe lettersin BOL D to fill out the Search Term field - REMEMBER ALWAY S USE
CAPITAL LETTERS!!
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ZCreate Vendor Master for Trade Vendor

This transaction should only be used for creating trade vendors and can ONLY be performed
by MWR HQ.

LOGISTICS = MATERIALSMANAGEMENT = PURCHASING=>MASTER DATA
=2>VENDOR CENTRAL 2CREATE

Transaction code: XKO01

Screen 1: Create Vendor: Initial Screen

Fied Description/Usage

Vendor Leavethisfield blank, as the system will
automatically assign an account number for the
new vendor.

Company code Enter the company code for the base/fund in which

the vendor should be initially created.

Purchase Organization | Thereis only one purchasing organization for
MWR/VQ currently. Enter purchasing
organization 2000.

Account group Enter the account group TRAD for trade vendors.

Press the Enter key or use the green check mark @

Screen: Create Vendor: Address
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Fied | Description/Usage

Address.

Namel Name of Vendor

Name2 Name of Vendor

Search Terms:

Search Term A One of the following: Food & Beverage; Recreation
Equipment/Resale; Supplies; Contractors; Services; ITT
Vendors; Utilities; Periodicals, Employees, Refunds,
Petty Cash, Unit Funds, FCC, Amenities

House address:

Street Street address of vendor (including Suite and Building
number)

House number L eave blank

Postal Code Zip Code

City City

Country US (USA)

Region State code

PO box address:

PO Box PO Box number

Postal Code Zip Code

Communication:

L anguage EN (English)

Telephone Telephone, if any

Fax Number FAX NUMBER - IMPORTANT, pleaseinclude!
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Press the Enter key or use the green check mark icon.

Screen:

&

Create Vendor: Control

&S TN ] | EREY

Field

Description/Usage

Account Control:

Tax Information: Useonly one

Tax code 1

Individual tax code (SSN number). Always
complete this when creating a contractor
vendor (or avendor that is considered a 1099
vendor). YOU MUST INCLUDE A SSN IF
THE VENDOR IS IDENTIFIED FOR A
1099 (Withholding Tax code 07 or 03)!

Tax code 2

Corporate tax code (eight digits)

Press the Enter key or use the green check mark icon.

&
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‘ Warning: Data accuracy for the next section of information is very
important. The automatic payment program to create EFT data files (for
transmission to NationsBank) will use these details. Enter all information
exactly as described below. If the EFT data file does function properly for a
particular vendor, always check that the master data stored in this section is
accurate, this is the most likely cause of EFT data file failures. Note that the
fields marked, as ‘mandatory’ below, are not enforced by the system. In fact,
all bank details fields are optional (to allow vendors without EFT capability to be

created). However, these fields MUST be completed in order for the EFT
payment program to properly work!

Screen: Create Vendor: Payment Transactions

Field | Description/Usage

Bank details:

Ctry US — Country of origin

Bank key Enter the routing number for the bank account. This

routing number must be ACH compatible. The
system will validate the bank key enter against a
table of valid values. If the bank key isnot valid
confirm with the vendor. If the bank key is correct,
but does not appear in the check table, create the
bank using the procedure described in another
document.

Bank account

Bank account number

CK 01- Check account; 02 — Savings account (important
for EFT)
BnkT Leavethisfield blank at all times.

Reference details

Enter CTX inthisfield. This specification will
ensure that the CTX detail lineitem format will be
used when the automatic payment program creates
the EFT datafilein ACH format.

Collection

Leave blank, asthisfield isfor authorization direct
debits from a vendor or customer’s bank account.
This functionality is not used by MWR currently.

Account holder

Vendor’ s account name

Bank description

System will default the bank name in this field.

Payment transactions:

Alternative payee

Leave thisfield blank, as the alternative payee

functionality is not currently used by MWR.
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™ Create Yendor: Payment tranzactions !i

Vendor Edit Gaoto Exmtras  Enwirohment  Supstem  Help
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Acct holder
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Bank data... ! Del. bk detail i Page 1L of 1
Papment tranzactions i
Altemative payee ] I

[DVT [ATA000 ™ [mwrsans [0WR [08:29PM

Press the Enter key or use the green check mark icon. @

Screen: Create Vendor: Accounting Infor mation Accounting

Field

| Description/Usage

Accounting I nformation:

Reconciliation Account:
MWR Reconciliation Accts:
201000 - Trade Payables
206000 - Consignment Tickets
VQ Reconciliation Accts:
201000 - Trade Payables

201001 — Overseas Purchase Payable
201002 — Contracts Payable
202002 — Collective Payable
Telephone

202003 — Collections Payable Fair
Market Rent Shelter

202004 — Collection Payable Fair
market Rent Utilities

202005 Collections Payable cost /
Damaged APF Property (VQ)
202006 Payable Cable TV (VQ

The reconciliation account is the G/L account to
which the postings in the vendor sub-ledger are
“posted”. Valid reconciliation accounts for trade
vendorsinclude are listed in the column to the
|eft:
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202007 Collections Payable
Operations Contract Services

Sort Key Leave thisfield blank.
Withholding tax:
W. tax code THISFIELD ISKEY TO ENSURING

PROPER PREPARATION of 1099 forms by
the AIMS system at year-end. (Bingo forms
W-2G must still be prepared manually) Enter
the withholding tax code for those vendors
that are subject to 1099 reporting. The tax
codes that appear in the search help list
represent 1099 reporting categories.

In general, MWR vendors fall under one of
two codes:

03 Prizes, awards (used for Bingo)

07 Non-employee compensation

Code 03 should be used for prize winners
(bingo winners, etc.). A report will be
generated at the end of the year so that WG2
forms can be prepared for these vendors if
their winnings total $1200 or greater in one
game.

Code 07 should be used for personal service
contractors (e.g. aerobics instructors, fitness
trainers, motivational speakers, etc.). These
vendors will receive a1099 at the end of each
year providing earnings totaled $1200 or
more.

Exemption no.

If the vendor is normally subject to 1099
reporting, but has an exemption certificate,
enter the certificate number in thisfield.

Valid until Enter the exemption certificate expiration
date.

Reference data:

Prev. acct no. Enter the vendor’ s account number from the

legacy system. MWR has decided not to
complete thisfield during theinitial data
conversion.
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Press the Enter key or use the green check mark icon.

Screen:  Create Vendor: Payment Transactions Accounting

Field

| Description/Usage

Payment data:

Payment Terms

Enter payment terms code in thisfield. A
number of standard payment terms are available
using the search help.

Credit memo terms

If vendor credit memos should have a standard
payment method, such as “net due
immediately”, enter this payment terms code in
thisfield.

Tolerance Group

Leave thisfield blank, as MWR is currently not
assigning tolerance groups to vendors.

Chk doubleinv

Always flag this checkbox, as thiswill activate
duplicate invoice checking during invoice entry.
The system will determine whether a duplicate
invoice exists by checking the reference
document number (vendor’ s invoice number)
against existing values for that vendor.
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Automatic payment transactions:

Payment methods If bank details for the vendor have been
maintained (i.e. the vendor has provided EFT
details), enter payment method T (EFT) in this
field. If the vendor isstill to be paid by check,
enter payment method C (Check).

Individual pmnt Leave blank
Payment block Leave blank
Grouping key Leave blank
Pmnt meth supl If the payment advices (check or EFT

remittance advice) is to be sent by regular post
or fax, leave the field blank. If the vendor
always collects the check or remittance advice,
enter payment method supplement O1. If other
special handling for checks and remittance
advicesisrequired (such as courier, hand
delivery, etc.) enter supplement code 02.

Most trade vendors will not require a payment
method supplement.

I nvoice verification:

Tolerance group | Leave thisfield blank.

| et Ve aynet vansactons Account LR ST RN @ SO S SR [ A ] eI

Wendor Edit Goto Extraz  Environment Sustem Help

v HHElledx ZHE 28a8 a2
Al
Wendor |INTEENAL D ebbie's Company M emphis
Company code 1019 kR MAVSTA MAYFORT
Payment data
Payment terms IVDlD Tolerance group I
Chk: double invy. o

Automatic papment transactions

Payment methods I”Ii E Payment block I_ Free for payment

Individual prant r Grouping key I_

Front meth, supl. I_

Irvoice verification

Talerance grip I

[D%1 Moo= [ mwrsap3 [0YR [06:31PM
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Press the Enter key or use the green check mark icon. @

Screen: Create Vendor: Correspondence Accounting

Fied | Description/Usage

Correspondence:

Acct at vendor Enter MWR/V Q account number with the
vendor if available.

User at vendor Enter the name of accounting point of contact
at vendor.

Clerk’sfax Enter the contact’s fax number.

Clrk’sinternet Enter the contact’ s email address.

Account memo Enter amemo regarding the vendor’ s account
contact information if desired.

= Crcate Vendor: Conespondence Accounting &IPS P LaN P =108 121 = I SR R IR 1=l eal S]] ) e |

b
“Wendor Edit Goto Estraz Enwironment Spstem  Help -~
v | FlE|«dx | DHEseas 0
2,
“Yendor INTEENAL Debbie's Company temphis
Company code 1019 MR MAYSTA MAYPORT
Correspondence
Acct at vendor 45999
User at vendor Cynthia
Clerk's fax 901-874-5825

Clrk's internet Cindy@pernec.navy.mil

Account memo I

V1 M 001~ [ mewrsan3 [OVR [06:32FM

Press the Enter key or use the green check mark icon. @

Screen: Create Vendor: Purchasing Data

Field | Description/Usage
Conditions:
Order currency Always enter USD for vendors since currently

MWR does not procure in currencies other than
USD at thistime.
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Terms of payment Enter payment terms code in thisfield. A number
of standard payment terms are available using the
search help. Thisterm of payment code will
default into the purchase order, unlike the code
stored in the company code component of the
vendor master record. Generally, the two values
should always be the same.

I ncoterms Incoterms are delivery terms, such as FOB, that
will default into purchase orders created for the
vendor. Thisfield isimportant for Prompt
Payment purposes. Use FBD for "free on board -
destination (when vendor is responsible for
merchandise up to destination). Use FBS for
"free on board - shipping point (when vendor is
responsible merchandise up to shipping point)

Control data:

GR- based inv verif This checkbox should aways to flagged to ensure
that SAP performs a three-way matching with the
PO, Goods Receipt and Invoice.

Acknowledgement required Check if an acknowledgment by the vendor of
receipt of the purchase order isrequired.

[ oo vondo: Puchasng oo IAPISTEYGSE = O S e e el ] e
Vendor Edit Goto Eatras  Epvironment  Sestem  Help

v HE «itx ol #nae a2

fel [4) gt

endor IIII]TERNAL [ebbie's Company emphis

Purchazing org. IZDUD kWA Purchasing Org.

Conditions

Order currency usd

Terms of paymnt WoLg

Incoterms l_l

Contral data

[ Acknowledgment reqd

(D1 (1000 > [ mwsap3 [OWR [06:33PM
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&

Press the Enter key or use the green check mark icon.

Screen: Create Vendor: Partner Functions

Fied | Description/Usage
Partner Functions:
Partner function Leave thisfield blank.
Number Leave thisfield blank.
DP Leave thisfield blank.
e vensoc paneroncions AP SRS IETS R Bl S ] E] SEiE
Vendor Edit Gaoto Exmtras  Enwirohment  Sustem  Help
v = RR R RN
“ @ ﬂ, EI Parther  Delete line
“endor INTERNAL Debbie's Company Memphis
Purchazing org. W MW R Purchasing Ora.
Partrer function Mumber Hame DP
lE| | A C
[ ] | AP C
[ ] | A C
[ ] | A C
[ ] | A C
[ 4 r
[ 4 r
[ 4 r
[ 4 r
[ 4 r
[ | AP C
[ ] | A C
Fage 0 Frarm 0

{81 1001~ [ mwrsap3 [0V [06:34PM

To save the vendor master records you have just created, click on

The system will issue the vendor’s new account number in a screen message.
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Z Create Vendor Master for Custodians, Employee or Prize/Refundee/FCC
Vendors

) <vo-

Vendor master records for custodians, Family Child Card providers, employees or bingo
prize winners, unit fund custodians, refundee vendors will be created and maintained locally
by the MWR or VQ fund.

This transaction should only be used for creating Custodians, Employees Unit Funds or Prize
Winners Refundees/FCC vendors. This process should NEVER be used for Trade Vendors

ACCOUNTING = FINANCIAL ACCOUNTING =»>ACCOUNTSPAYABLE =
MASTER DATA *VENDOR =>MAINTAIN CENTRAL =»CREATE

Transaction code: FKO01

Screen 1: Create Vendor: Initial Screen

Field Description/Usage
Vendor Leave thisfield blank for account group CUSD and PRRF
as the system will automatically assign an account number
for the new vendor. For account group EMPL, the vendor
number will be externaly assigned. The number will be a
ten (10) digit number ALWAY S BEGINNING WITH "2"
in the following format:
2 XXXX 0 XXXX

CoCode ADP Employee File Number

For employee at Mayport (1019) with aemployeefile
number of 1421 should be encoded as: 2101901421
Company code Enter the company code for the base/fund in which the
vendor should beinitially created.

Account group Enter the account group CUSD for Petty Cash; Change
Fund and Unit Fund Custodians, EMPL for Employees or
PRRF for Prizewinners/ Refundees/Family Child Care
Providers.
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Press the Enter key or use the green check mark icon.

Screen: Create Vendor: Address

Fied | Description/Usage
Address:

Namel Name of Vendor
Name2 Name of Vendor
Search Terms:

Search Term A | One of the following: Food & Beverage; Recreation
Equipment/Resale; Supplies; Contractors; Services,
ITT Vendors; Utilities; Periodicals;, Employees,
Refunds; Petty Cash, Unit Funds, FCC, Amenities

Search Term B
House addr ess:
Street Street address of vendor (including Suite and
Building number)

House number | Leave blank

Postal Code Zip Code

City City

Country US (USA)
Region State code

PO box address:

PO Box PO Box number

Postal Code Zip Code

IV -97 Version 3 — March 2001



Retail (MM)

L anguage EN (English)
Telephone Telephone, if any
Fax Number Fax number, if any

Press the Enter key or use the green check mark icon.
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Screen: Create Vendor: Control

Field Description/Usage
Account Control:

Tax Information: Useonly one
Tax code 1 Individual tax code (SSN number) -

IMPORTANT FOR BINGO PRIZE
WINNERS WHERE ONE BINGO
GAME WINNINGS TOTAL OVER
$1200.00. ALSO IMPORTANT FOR
FAMILY CHILD CARE PROVIDERS
WHERE A SUBSIDY IS PAID!!

’"E?'lxl-l%le’%lﬁl@Ialﬁl@l@lilﬂgl%lﬁlll-lﬂl!_
Vendor Edt Goto Esras Enwirorment System Help
v = RR R RN
[N
Vendor [TuTEREAL  Debbie Winner Memphis

T aw information

Tax code 1 ||123—45—3455
Tax code 2 I

[0V (1 N000 = [ mwrsap3 [0V [06:42PM

&

Press the Enter key or use the green check mark icon.

/ NOTE: EFT information should only be inserted for employees (Account Group
EMPL) for payroll and travel purposes. Custodians, prize winners, refundees, unit fund, etc.,

should be “check” vendors.
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‘ Warning: Data accuracy for the next section of information is very important.
The automatic payment program to create EFT data files (for transmission to
NationsBank will use these details). Enter all information exactly as described
below. If the EFT data file does function properly for a particular vendor, always
check that the master data stored in this section is accurate, this is the most likely
cause of EFT data file failures. Note that the fields marked, as mandatory below are
not actually mandatory in the system and it will not be enforced by the system. In
fact, all bank details fields are optional (to allow vendors without EFT capability to be
created). However, if utilizing EFT (for employee vendor type) you MUST complete
all fields identified as required for the EFT payment program to work properly.

Screen: Create Vendor: Payment Transactions

Fied | Description/Usage

Bank details:

Ctry US — Country of origin

Bank key Enter the routing number for the bank account.

This routing number must be ACH compatible.
The system will validate the bank key enter
against atable of valid values. If the bank key
is not valid confirm with the vendor. If the
bank key is correct, but does not appear in the
check table, create the bank using the
procedure described in another document.

REQUIRED.

Bank account Bank account number. REQUIRED

CK 01- Check account; 02 — Savings account
(important for EFT) REQUIRED

BnkT Leavethisfield blank at all times.

Reference details Enter CTX inthisfield. This specification will

ensure that the CTX detail line item format
will be used when the automatic payment
program creates the EFT datafilein ACH
format. REQUIRED

Collection Leave blank, asthisfield isfor authorization
direct debits from a vendor or customer’ s bank
account. Thisfunctionality is not used by

MWR currently.
Account holder Vendor’ s account name REQUIRED
Bank description System will default the bank namein thisfield.
Payment transactions:
Alternative payee Leave thisfield blank, as the alternative payee

functionality is not currently used by MWR.
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| ot Vendor: Poynont tomsacis LRSS IS OIS e Jall =1 ] SEie

Vendor Edit Goto Eatras  Epwironment  Spstem  Help

v HHeax 2HE BDos a2
(el [ &
endor IINTERNAL [ebbie "Winner temphiz
Bank details
Clry  Bank key Bank account CK.  EnkT Reference details Collection
Acct holder
[irs |# 03101000 [5as0094 for [ [emx r
[pepbie Winner |aToRA STATE BANK
[ ] | [ C
| |
[ ] | [T C
| |
[ ] | [T 1 C
| |
Bank data... | B Del. bk detail | Page lLof 1
Paymert kranzactions
Alternative payes I A

[D%1 (1N 001 = [ mursap3 [0WR [06: 43Pk

&

Press the Enter key or use the green check mark icon.

Screen: Create Vendor: Accounting Infor mation Accounting

Field | Description/Usage
Accounting I nformation:
Reconciliation Account The reconciliation account is the G/L account

to which the postings in the vendor sub-
ledger are “posted”. Valid reconciliation
accounts for custodians, unit funds, employee
and prize winners/refundee vendors include:
201000 Trade Payables/206000 Consignment

Tickets
Sort Key Leave thisfield blank.
Withholding tax:
W. tax code Enter the withholding tax code for those

vendors that are subject to 1099 reporting.
The tax codes that appear in the search help
list represent 1099 reporting categories.

03 Prizes, awards (used for Bingo)

07 Non-employee compensation
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Exemption no. If the vendor is normally subject to 1099
reporting, but has an exemption certificate,
enter the certificate number in thisfield.

Valid until Enter the exemption certificate expiry date.
Reference data:
Prev. acct no. Enter the vendor’ s account number from the

legacy system. MWR has decided not to
complete thisfield during the initial data
conversion.

| ™ Create Vendor: Accounting information Accourie |1 P RGNS =g JCa| R el A | s | lI-IﬂI!_

Vendor Edit Gaoto Exmtras  Enwirohment  Sustem  Help

gl SIH €S X | o H
[N
“endor INTERNAL Debbie "Winner Memphiz
Company code IlDlB MR HAYSTA MAYPORT
Accounting information
Recon. account IZDlDDD Sart key I
withholding tax
YW tax code IEE E xemption no. I
Wafth ts oy I Walid until I
Recipient type I_ E smnpt. authuority I_
Reference data
Pres.acct no. I

[D%1 1N 000 = [ mursap3 [0WR (06 44Pk

&

Press the Enter key or use the green check mark icon.

Screen:  Create Vendor: Payment Transacti ons Accounting

Field | Description/Usage
Payment data:
Payment Terms Enter payment terms code in thisfield. A

number of standard payment terms are
available using the search help.

Credit memo terms If vendor credit memos have a standard
payment method, such as * net due
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immediately”, enter this payment terms code
inthisfield.

Tolerance Group

Leavethisfield blank, as MWR is currently
not assigning tolerance groups to vendors.

Chk doubleinv

Always flag this checkbox, as this will
activate duplicate invoice checking during
invoice entry. The system will determine
whether a duplicate invoice exists by
checking the reference document number
(vendor’ s invoice number) against existing
values for that vendor.

Automatic payment transactions:

Payment methods

If bank details for the vendor have been
maintained (i.e. the vendor has provided EFT
details), enter payment method T (EFT) in
thisfield. If the vendor is still to be paid by
check, enter payment method C (Check).

Individual pmnt

Leave blank

Payment block Leave blank
House Bank Leave blank
Grouping key Leave blank
Pmnt meth supl If the payment advices (check or EFT

remittance advice) isto be sent by regular
post or fax, leave the field blank. If the
vendor always collects the check or
remittance advice, enter payment method
supplement O1. If other special handling for
checks and remittance advicesis required
(such as courier, hand delivery, etc.) enter
supplement code 02.

Most trade vendors will not require a
payment method supplement.
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et Vendor Poynnt tansscton: Account [P SISO S e B aa 1A £ e

Vendor Edit Gaoto Exmtras  Enwirohment  Sustem  Help

il IR A L
[N

“endor INTERNAL Debbie "Winner Memphiz
Company code IlDlB MR HAYSTA MAYPORT

Papment data

Fayment terms IVD 1n Tolerance group I

Chik: double i, v

Automatic payment transactions

Fayment methods Itl E Payment block I_ Free for payment

Individual prnt o Grouping key I_

Prort meth, supl. I_

[Dv1 Moo= [ mersan3 [0V [06:45PH

&

Press the Enter key or use the green check mark icon.

Screen: Create Vendor: Correspondence Accounting

Field | Description/Usage

Correspondence:

Acct at vendor Enter MWR'’ s account number with the
vendor if available.

User at vendor Enter the name of accounting point of contact
at vendor.

Clerk’sfax Enter the contact’ s fax number.

Clrk’sinternet Enter the contact’s email address.

Account memo Enter amemo regarding the vendor’ s account
contact information if desired.
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e vendor ConespondenceAccounins [P ISR IO S R a1 £ e e

Vendor Edit Gaoto Exmtras  Enwirohment  Sustem  Help

il IR A L
[N

“endor IIN‘I‘ERNAL Debbie "Winner Memphiz
Company code IlDlB MR HAYSTA MAYPORT

Corespondence

&t at vendor Il
User at vendor I

Clerk's fax I
Clrk's internet I

Account memo I

[Dv1 oo = [ mersan3 [0V [06:45PH

]
To save the vendor master records you have just created, click on .

The system will issue the vendor’ s new account number in a screen message.

z Change the Vendor Master

This procedure enables values of certain fields to be changed on vendor master.

7 (ae>

NOTE: At thistime, the ability to change trade vendor master data can only be performed at
HQ level. The account group and reconciliation account can never be changed. To transfer a
vendor sub-ledger balance to another reconciliation account, a new vendor must be created
(using the appropriate reconciliation account) and the line items transferred using the
procedure for atransfer posting with clearing. Certain sensitive fields, such as SSN and Tax
ID (Tax Codes 1 and 2), have been assigned to special field groups. The user must have
these field groups in their user profile in order to change the values in the master record

fields assigned to the field group. The process of transferring a vendor sub-ledger to another
reconciliation account is authorized at HQ level only.
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" Custodian/Employee/Prize Winner Vendors (Field)

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE >
MASTER RECORDS > CHANGE

Transaction code: FK02

<--Ill_g>Trade Vendors (HQ Usage Only)

LOGISTICS > RETAILING > PURCHASING > MASTER DATA > VENDOR >
CENTRAL > CHANGE

Transaction code: XK02

Screen: Change Vendor: Initial Screen

Field Description/Usage

Vendor Number | Enter the vendor account number to be blocked or
unblocked for posting.

Company Code | Enter the company code for the base/fund in which the
vendor is to be blocked or unblocked for posting.
Purchasing Thereis only one purchasing organization for MWR
Organization currently. Enter purchasing organization 2000. Thisfield
only appears when maintaining vendors using Transaction

XKO02.
Master Record | Select datato be changed by flagging the desired
Component checkboxes or select all of the checkboxes.

Checkboxes

&

Press the Enter key or use the green check mark icon.

Screen: Change Vendor:

Make the required changes by over-typing the existing information or adding new details.

To save the changes click on
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Z Display Vendor Master

This procedure is used to display a vendor master record. Certain sensitive fields, such as
SSN and Tax ID (Tax Codes 1 and 2), have been assigned to special field groups. The user
must have these field groups in their user profile in order to display the fields assigned to the
field group.

;/NOTE: Please keep in mind that social security and tax identification information, as
well as bank account data is sensitive information. Treat this information with care and be
sure access to such information is limited.

Custodian/Employee/Prize Winner Vendors

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE >
MASTER RECORDS > DISPLAY

Transaction code: FK03
Trade Vendors

LOGISTICS> RETAILING > PURCHASING > MASTER DATA >VENDOR >
CENTRAL > CHANGE

Transaction code: XKO03

Screen: Display Vendor: Initial Screen

Field Description/Usage

Vendor Number | Enter the vendor account number to be blocked or
unblocked for posting.

Company Code | Enter the company code for the base/fund in which the
vendor is to be blocked or unblocked for posting.
Purchasing Thereis only one purchasing organization for MWR
Organization currently. Enter purchasing organization 2000. Thisfield
only appears when maintaining vendors using Transaction

XKO03.
Master Record | Select datato be displayed by flagging the desired
Component checkboxes or select al of the checkboxes.

Checkboxes

Press the Enter key or use the green check mark icon. @
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Screen: Display Vendor:

View existing vendor information.

@ .

To exit, click on

ZDisplay changes made on vendor master

This procedure is used to display changes made to fields on the vendor master. The system
logs all changes to master records, including what was changed (i.e. old and new values);
user changes, and dates and time the change was made. This provides a complete audit trail.

ol ),
._.-' .\.\l
\II!-’
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L

" Custodian/Employee/Prize Winner Vendors

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
MASTER RECORDS > DISPLAY CHANGES

Transaction: FK04

<--Ill_g>Tra(JIe Vendors

LOGISTICS> RETAILING > PURCHASING > MASTER DATA >VENDOR >
CENTRAL >DISPLAY CHANGES

Transaction: XK04

The change record for the vendor master record is displayed.

@ .

To exit, click on
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Z Block/unblock Vendors

This system task is used to block or unblock vendors for posting. Blocking a vendor refersto
the process where a restriction can be placed on the vendor to prohibit payment from being
generated (no matter the due date requirements). This process can be used in cases where
there may be a dispute or disagreement with a vendor or in cases where follow-up is required
on the open item and payment should NOT be made until the investigation is complete.

e
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L

Custodian/Employee/Prize Winner Vendors

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
MASTER RECORDS > BLOCK/UNBLOCK

Transaction: FK05

Screen: Block/unblock vendor: initial screen

Field Description/Usage

Vendor Number | Enter the vendor account number to be blocked or
unblocked for posting.

Company Code | Enter the company code for the base/fund in which the
vendor is to be blocked or unblocked for posting.

&

Press the Enter key or use the green check mark icon.

Screen:  Block/unblock vendor: details Accounting

Field Description/Usage

Posting block: Flag thisindicator to block postingsto this vendor in
All company codes | al company codes (bases/funds). MWR HQ staff
should only flag this checkbox.
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Posting block:

Specified co. code the company code specified on the previous screen.

Flag thisindicator to block postingsto this vendor in

MWR FIELD USERS CAN ONLY BLOCK
VENDORS IN THEIR OWN COMPANY CODE!!!

Vendor Edit Gaoto Exmtras  Enwirohment  Spstem  Help

v

AH «+aX | WM anae A0

i‘ ol Reference accaunt

: [ A&l company codes
[ Selected co. code

Aerdar: [toooonoozz  Jack ASCHENBACH JACKSOMYILLE,
Company code ilDlB MWW R MAWSTA MAYPORT
1 Posting Block.

Cag>

Trade Vendors (HOQ ONLY)

LOGISTICS> RETAILING > PURCHASING > MASTER DATA >VENDOR >

CENTRAL >BLOCK

Transaction code: XKO05

Screen: Block/unblock vendor: initial screen

Field

Description/Usage

Vendor Number

Enter the vendor account number to be blocked or
unblocked for posting.

Company Code

Enter the company code for the base/fund in which the
vendor is to be blocked or unblocked for posting.
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Purchasing Thereis currently only one purchasing organization for
Organization MWR. Enter purchasing organization 2000. Thisfield
only appears when maintaining vendors using Transaction
XKO05.

Press the Enter key or use the green check mark icon. @

Screen:  Block/unblock vendor: details

Field Description/Usage

Posting block: Flag thisindicator to block postingsto this vendor in
All company codes | al company codes (bases/funds). MWR HQ staff
should only flag this checkbox.

Posting block: Flag thisindicator to block postingsto this vendor in
Specified co. code the company code specified on the previous screen.
Block for Quality Leave thisfield blank, as MWR is currently not using

y .
Reasons SAP' s Quality Management module.
= Block/Unblock Vondor: Detaits L JIIAAPIIES
“endor Edit Goto Extraz  Enwironment  Spstemn  Help
v || 53 [ = IR T L N R A 2 s T
1, Reference account
“Wendor 31000000022 JACK ASCHEMBACH JACKSOMWVILLE,
Company code 31019 bR HAWSTA MAYPORT
Purchasing org. 32000 MW'H Purchasing Org.
- Posting block

™ Al company codes
[T Selected co. code

- Purchasing block

[T &l purchasing organizations

™ Selected purchasing organization

- Block for quality reazons

e
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Z Mark Vendor for Deletion

Prior to deleting a vendor, ensure that there are no open transactions on the account. A
vendor to be marked for deletion should have previously been blocked for posting, in order to
prevent new open items being posted to the vendor sub-ledger. This procedure only marks
the vendor master record for deletion; it does not actually delete the record from the database.
The archiving process will search for al vendors marked for deletion and purge them from
the database (after making the suitable archive file). The archive process will not purge any

vendor master record that contains open items against it.

e
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Custodian/Employee/Prize Winner Vendors

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
MASTER RECORDS>MARK FOR DELETION

Transaction code: FK06

Screen: Mark for deletion vendor: initial screen

Field

Description/Usage

Vendor Number

Enter the vendor account number to be blocked or
unblocked for posting.

Company Code

Enter the company code for the base/fund in which the
vendor is to be blocked or unblocked for posting.

Press the Enter key or use the green check mark icon.

&

Screen: Mark for deletion vendor: details

Field | Description/Usage

Deletion flags:

All Areas Flag thisindicator to mark this vendor for deletion in
all company codes (bases/funds). MWR HQ staff
should only flag this checkbox.

Selected Company Flag this indicator to mark this vendor for deletionin

Codes the company code specified on the previous screen.

MWR FIELD USERS CAN ONLY MARK FOR
DELETION VENDORS WITHIN THEIR OWN
COMPANY CODE!!

Deletion blocks:

General data

| Leave blank
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Selected company Leave blank
codeincl. General
data

“ Flag for Deletion Yendor: Details Accounting |2

Trade Vendors

LOGISTICS> RETAILING > PURCHASING > MASTER DATA >VNEDOR >
CENTRAL >FLAG FOR DELETION

Transaction code: XK 06
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Screen: Mark for deletion vendor: initial screen

Field Description/Usage

Vendor Number | Enter the vendor account number to be blocked or
unblocked for posting.

Company Code | Enter the company code for the base/fund in which the
vendor is to be blocked or unblocked for posting.

Purchasing Thereis only one purchasing organization for MWR
Organization currently. Enter purchasing organization 2000. This
field only appears when maintaining vendors using
Transaction XKO06.
&

Press the Enter key or use the green check mark icon.

Screen: Mark for deletion vendor: details

Field | Description/Usage
Deletion flags.
Deleteflag Flag thisindicator to mark this vendor for deletion in

all company codes (bases/funds). MWR HQ staff
should only flag this checkbox.

Deleteflag Flag thisindicator to mark this vendor for deletion in
the company code specified on the previous screen.

Deletion blocks:

General data Leave blank
Selected company Leave blank
codeincl. General

data
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Vendor Edit Gaoto Exmtras  Enwirohment  Supstem  Help

iral FH «ax | oM s a0

i‘ ol Reference accaunt

faridart [toooonoozz  Jack ASCHENBACH JACKSOMYILLE,
Company code ilDlB MR MAYSTA MAYPORT
Purchasing org. iZDDD MR Purchasing Org.
- Deletion flags
[ &l areas

[T Selected company code

[" Selected purchasing organization

Deletion blocks

[ General data

[ Selected company code incl. general data

[DWT ATR00 T [mwrsana [0WR [06:15PM

Reports
Program Report Name Menu Path
RFKKVZ00 Vendor List Account Payable > Adequacy and Documentation >

Master Data > Directory
RFKABLOO Display of Vendor Account Payable > Adequacy and Documentation >
Changes Master Data > Changes

Number Ranges

Account Group Description Number Range for
Account Numbers

CUSD Petty Cash/Change/Unit Custodians 1000000000 to 1099999999
EMPL Employee Vendors 2000000000 to 2099999999
PRRF Prize Winners/Refundees 3000000000 to 3099999999
TRAD Trade Vendors 4000000000 to 4099999999
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Vendor Inquiry and Vendor Line Items Maintenance
Vendor balances inquiry system task is used to display and analyze the postings that have
been recorded to a particular vendor account subtotaled by period.

Vendor line items system task is used to display and analyze the postings that have been
recorded for a particular vendor in any given period.

Change vendor line items system task is used to change the postings for a particular vendor
in any given period.

Clear vendor line items system task is used to clear the postings of a particular vendor. (e.g.
to clear the vendor invoices against the credit memos).

Reset vendor line items system task is used to reverse clearing document e.g. reversal of
payment document posted from manual payment.

z Perform Vendor Balances Inquiry

Use this system task to display and anayze the postings that have been recorded to a
particular vendor account in any given period.

This system task allows the user to perform the following activities:
» analyze aVendor account's opening/closing balance

» anayze, at the debit/credit level, all transactions pertaining to that VVendor
account for any given posting period.

» anayzethe Vendor account balance for any given posting period
ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS PAYABLE =
ACCOUNT =» DISPLAY BALANCES

Transaction code: FK 10N
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Screen: Initial Screen Balances Display

Use this screen to specify the Vendor account to be displayed.

Vendor Enter the vendor number to view.

Company code Enter the company code for the base/fund for
which the vendor balances should be displayed.

Fiscal year Enter the desired fiscal year for the bal ances.

Click on the Execute Icon ﬂ
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Screen: Vendor: Account Balance Balances Display

Use this screen to select theline itemsto view.

/NOTE: It is possible to perform any or al of the activities described for this screen.

Select one of the following options:

To view the account line items for a specific period, position the cursor on the field

containing the amount for that specific period and click M in the top left corner of the
Application toolbar.
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Use the following screen to sort and group account information.

To view the account line item details for a particular line item, then click on any field for

q

that lineitem, and click on =.

The Display document: Line Item XXX screenisdisplayed. Click & to return to the
previous screen.

(& Chooze

Ensure the correct line item variant is chosen. Click the Chooseicon = to open
the Display Variant window as shown below:

= Display vanant: Choose

Mama
Stangsid ooal cumesncy
Standaind lkocal cumercy
| Clearing data
Slandsid loiegn culigncy
Wl ocal cumercsy
T of parprmand

o ooy | B |7 || D 3| @] |
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Our standard display variant is called /AIMS01 and should be used. Click the green
checkmark on this window.

To further narrow the lineitem list, click |ﬂ| Click ‘ﬂl on the next screen. The Find:
Field List dialog box is displayed.

Select up to three search criteriafields and click @ :

The Find Vaues dialog box is displayed. Enter the search criteriaand click g .

=)

To sort the list, click either of these two icons . They denote a sort selection

either ascending or descending.

y
ﬁ/ NOTE: The sort default sequence is ascending. Click E to reverse the sequence.

Click the *subtotals’ icon % to sum the amounts by group. Y ou must designate a
column that you wish the report subtotaled by. For example: you might want to see the
report subtotaled by the document date, so you would click in the header of the column
labeled ‘Doc. Date’. Then click the ‘subtotals' icon. If you do not designate a specific
column or you wish to subtotal by more than one, click the subtotals icon without
selecting a column and the following window opens.

=
&
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Ensure a checkmark is placed in the checkbox for the field you wish to subtotal, then click
the green arrow copy icon in the window.

Click @ to sort the list and display the List screen.

* Todisplay only totals click _""J The Total: Variants dialog box is displayed. Select
from the totaling criteria and click [Choosg].

;-/ NOTE: The default sequenceisascending. Click E to reverse the sequence.

Ch
* To changethe way the line items are displayed, click H The Line Layout:
Standard Variants dialog box is displayed.

» Select astandard or special display type and click g . A line layout “Accounts
Payable” has been created for Morae, Welfare and Recreation.

Select the field to add to the display and click g .

Click ¢ to return

This system task is completed.

z Perform Vendor Line Items Inquiry

Use this system task to display and analyze the postings that have been recorded for a
particular vendor in any given period.

This system task allows the user to analyze, at the debit/credit level, all transactions
pertaining to that vendor

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTS PAYABLE =
ACCOUNT =» DISPLAY LINEITEMS

Transaction code: FBL 1IN
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Screen: Display Vendor Line ltems: Initial Screen

Use this screen to specify the vendor to be displayed.

Field Description/Usage

Vendor Enter the vendor number to view.

Company code Enter the desired base/fund company code. Note
that only the vendor line items that relate to this
company code will be displayed.

Select from the following options:

Click on the Execute Icon

To view unpaid invoices, click on the Open items radio button and enter the
document date or allow the system to default to the current date
To view details of paid invoices, click on Cleared item radio button.
To view all items (Open and Cleared), click on the All Items radio button. Enter
the posting date or leave blank for all.
To view parked invoices, click on <Parked items> checkbox on the bottom of the
window.

To view down-payment postings, click With special G/L transactions

To view customer items, click on With customer items

To begin thelist with lineitems, select <Line items>

@ .
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If you wish to further restrict or refine your search, on the same screen click on the Dynamic

Selection icon . to see the following screen:

il ad ]

el

Select any of the fields displayed on the Popup window. Enter any of the desired search
criteria.
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Screen: Vendor Line Item Display

|

Click on to save.

Click on © to display the requested list.

Screen: Display Vendor Line Items: Basic List
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From this screen it is possible to drill down to the document details by double clicking on

any lineitem or clicking on aline item then clicking on £ .

In addition there are the following options:

&

*  Toview the check number, then click on the payment document line and click on ™= .
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This option isonly possible if the invoice has been paid.
»  To print the screen, then click % and complete the printer details screen.

* Tosort theitems, click on the column to sort by and then click S for sortingin

ascending order or E for sorting in descending order.

To download to MS Excedl, click on )

To find acertain string, click on m

The Find: Field List dialog box is displayed. Enter the search criteria. Click to
narrow display of lineitems.

To total the items using a column, click on the column to total by and then click il

Ch
To change the way the line items are displayed, clicki. The Line Layout:
Standard Variants dialog box is displayed. Select a standard or special display types and

click ﬂ

i
To display the Vendor Master record, Click the display master dataicon

To change an item, select the item that you wish to change (click once on the line or click

ﬁ .

in the checkbox at the far left of the line) Click on the change document icon

ZChange Vendor Line Items

Use this system task to change the postings for a particular vendor in any given period.
Changes to amounts or account number or not possible on posted documents.

ACCOUNTING =>» FINANCIAL ACCOUNTING = ACCOUNTS PAYABLE =
ACCOUNT = CHANGE LINEITEMS

Transaction code: FBL 1N
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Screen: Change Vendor Line ltems: Initial Screen

OR

Use this screen to specify the vendor.

Field Description/Usage
Vendor Enter the vendor number to view.

Company code Enter the desired base/fund company code. Note
that only the vendor line items that relate to this
company code will be displayed.

Select from the following Line Item selections.

» To make changesto unpaid invoices, click on [Open Items] Select adate or allow the
default to the current date.

Note: For the above selections, changes to the Payment Block, Payment Method, Text
and Allocation fields are possible.

* To make changesto paid invoices, click on [Cleared | tems] Select the clearing date or
leave blank.

» To make changesto all types of documents, click on all items, select a posting date or
leave blank.

/ NOTE: For the above selection, only make changes to the Text and Allocation fields.

» To make changesto the parked invoices, click on [Parked Items].

r'/ NOTE: For the above selection, it is possible to make any changes.

Screen: Change Vendor Line Items: Basic List

From this screen drill down to the document details by double clicking on any line item or

ﬁ .

clicking on alineitem then clicking on
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[ Save

Make the desired changes and then click on the post icon to save.

z Automatic Clearing

ACCOUNTING =>» FINANCIAL ACCOUNTING => ACCOUNTS PAYABLE =
PERIODIC PROCESSING = AUTOMATIC CLEARING

Transaction code: F.13

Screen: Automatic Clearing

Field

| Description/Usage

General Selections

Company codes

Enter the company code for the base/fund in which the open
items are posted and in which the clearing should occur.

Fiscal Years Enter the current financial year to ensure only those
documents (open items) posted in the current year are
considered for clearing.

Document Leavethisfield blank.

number

Posting date Leave thisfield blank.

Select customers | Do not flag this checkbox when just clearing customers.

Special G/L Leavethisfield blank.

transactions

customer accounts

Customer Leavethisfield blank.

Accounts Range

Select Vendors Flag this checkbox to clear vendors.

Special G/L Special G/L indicators are not used by MWR for vendor

transactions postings.

Vendor Account
Range

Enter the vendor number range to clear. The automatic
clearing program will examine open items in each vendor in
the range. Cross vendor clearing will not occur.

Select G/L Do not flag this checkbox when just clearing vendors.
Accounts

G/L Accounts Leave thisfield blank.

Range

GR/IR account
special process
Clearing date

Leavethisfied blank

Enter the desired clearing date. Generally, this will be the
current date.

Date from earliest
document

Do not flag this indicator.
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Test Run | Do not select this indicator for production run

Output control

Detail list with Flag this indicator to generate a detailed list with an error log.
error log

Detail list without | Flag thisindicator to generate a detailed list without an error
error log log

Short list Flag this indicator to generate a brief list of open, clearable
(statistics) and cleared items

Only docswhich Flag thisindicator to generate a brief list of cleared items

can be cleared

Choose the appropriate variant by clicking the Get Variant icon & or by following the
menu path: GoTo > Variants > Get or by using the keyboard shortcut Shift + F5
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‘ Warning: Always do a test run before the actual production run. To perform
an actual posting run, unflag the Test run indicator.
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Click on © and the automatic clearing will be executed. A message “This programrunis

&

a production run” will appear. Press the Enter key or use the green check mark icon to

proceed.

This system task is completed.
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ZClear Vendor Line ltems:

ACCOUNTING>FINANCIAL ACCOUNTING>ACCOUNTS
PAYABLE>ACCOUNT>CLEAR

Transaction code; F-44

Use thistask to clear the postings of a particular vendor (e.g. to clear the vendor invoices
against the credit memos or payments on account).

/
# NOTE: This process should be done after a“payment on account” has been
performed and the offsetting source documents (i.e. goods receipt and invoice) have been
received.

A “PAYMENT ON ACCOUNT” could be done in a situation where a prepayment to the
vendor isrequired prior to receipt of goods and/or invoice. For example, acheck must be
prepared in order for the Post Office authorizing the postage meter increase or a check is
necessary for prepaid ITT tickets. The check is prepared as a*“Payment on Account” (see
Payment On Account guidance) resulting in a check being cut with NO offsetting invoice or
paperwork.

After receipt of the increased postage from the Post Office, (or receipt of the ITT tickets), the
receiving document should be returned to the Accounts Payable Technician. Thisreceipt
should be processed as a “goods receipt and invoice verification” in the case of procurement
through a purchase order. If the direct invoicing method is used the receipt of the postage
should be used to enter the “invoice’.

Once the invoice has been entered into the system, you will note that the vendor has two
“open items’ - one invoice and one payment (with matching amounts/items). However, in
the SAP system they are unmatched and NOT CLEARED as are normal payments. The SAP
system cannot automatically match these items asis (payment first and invoice second), so
MANUAL CLEARING isrequired.

/
# NOTE: The automatic payment run program will handle the above-mentioned
clearing automatically for most routine payments.
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Account Enter the vendor account number to be
cleared

Company Code Enter the appropriate company code

Date Enter the date

Normal Ol (open item) Be surethisindicator is flagged

Inthe ADDITIONAL SELECTIONS section you can indicate the field on which to clear. In

most accounts payable situations, the AMOUNT will be the field used to clear. Click the
AMOUNT field.

Click the process open items button _

The Enter Selection Criteria Screen appears if any radio button other than “None” was
selected.
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In the amount section, enter the amount of the invoice/payment to be cleared. Again, click

Froceszs open items
a . You will then see the open items (one payment document and one invoice)

WhICh match the amount you entered. Select (double click or “turn blue”) the items you wish
to clear (or match against each other).

NOTE: If your payment is represented by more than one invoice (for example, if the
payment document is for $400 and two invoices for $150 and $250 represent that payment),
you will NOT be ableto clear on AMOUNT. You will need to indicate “NONE” in the
ADDITIONS SELECTIONS section. Y ou will have to identify visually the items you want
to clear or match off against each other.

Froceszz open ikems

Click . and all open items for the selected vendor will appear. Select (by
double clicking) the items that you want to clear.
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After you have selected the items (by double clicki n% on the line item amount or by clicking

once and selecting the "activate itemsicon” you want to clear, then click the

Save button i Theitemsare “CLEARED".
To double check that the items are cleared:

ACCOUNTING>FINANCIAL ACCOUNTING>ACCOUNTS
PAYABLE>ACCOUNT>DISPLAY LINEITEMS

Y ou will note the items no longer show as OPEN ITEMS but have moved down to
CLEARED ITEMS.
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ZReset Vendor Cleared Items

This procedure is used to reset the clearing between two or more documents. Effectively,
this transaction breaks the clearing “link” and makes the documents open items again. For
example, two documents may be mistakenly cleared against one another.

This transaction is never to be used to reverse check payments to vendors. Always use the
check management functionality.

ACCOUNTING = FINANCIAL ACCOUNTING = ACCOUNTSPAYABLE =
DOCUMENT =» RESET CLEARED ITEMS

Transaction code: FBRA

Screen: Reset Cleared Items

Field Description/Usage
Clearing Clearing document number to be reversed
Document

Company Code Enter the company code for the base/fund in which the
cleared items are posted.

Fiscal Year The financial year in which the clearing document was
posted.

To view the related documents, click on [Items] push-button. Thiswill display the line items
that were cleared together. To view the individual documents, double-click on the desired
line item.
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Click on & to return to the original screen.

To view alist of the accounts included in the clearing document, click on [Accounts] push-
button.

Click on @ to return to the original screen, then:

To reverse the clearing document, click on
A “Reversal of Clearing document” screen will appear.

Click on Resetting and revers g reset the clearing document with areversal posting.
The related invoices will be an open item again.

A “Reversal data” screen will appear.
Select reversal reason

The message “ Clearing XX XXXXXX reset” will appear on the status bar. Click on theicon
&

to continue.

If the push-button ....0n1Y resetting s pressed, the clearing document will be reset as
an open item. Noreversal postingisgenerated. Therelated invoices will be open items
again, however the origina clearing document will remain. This feature should only be used
for resetting manually cleared items.

A message “ Clearing XXXXXXXXXX reset” will appear. Click on theicon v to continue.
Thisisfollowed by another message “ Document XXOXXXXXXXX was posted in company

code XXXX". Click on theicon @ to continue.
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Open Item (Discount Item)

If your open item is a discount item (payment terms include a discount) you will need to
enter the gross amount against the new (or correct) vendor. Then when you select the open
items (the incorrect vendor side) you will note that, when you select document >simulate, a
message appears indicating “the amount is too large for clearing”.

When this occurs, click “ Charge Off Diff” and at the bottom of the screen, key in the entry
to “charge off” the difference of the discount amount. Thiswould require you to use a
posting key of 40 (debit) with the G/L account for Discounts Taken (780001) with the
amount being the discount amount. After you make this entry, you can click

P it : -
I again and then select document>simulate.

Post the document as above.

Y ou will note the SAP system has created an additional offsetting entry to the discounts
taken in the general ledger account (in effect zeroing the discount amount). Thiswill ensure
the open item (now recorded to the correct vendor) is posted with the gross amount (payment
terms defaulting to the master record that will indicate the discount). When paid, the
discount will be taken.

r'-/ NOTE: You should go back and quickly review vendor open items to verify that the
open items are correctly reported.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
ACCOUNT >DISPLAY OPEN ITEMS

Y ou will note that the item originally posted to the incorrect vendor is now listed as “ cleared”

against the transfer document you just posted, and the correct vendor now has an open item
for that amount.
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Reports

For other Accounts Payable reports:

INFORMATION SYSTEM > ACCOUNTING > FINANCIAL ACCOUNTING >
ACCOUNTSPAYABLE > REPORT SELECTION >
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INFORMATION SYSTEM > ACCOUNTING > FINANCIAL ACCOUNTING >
GENERAL LEDGER > SELECT REPORT >

Document Number Ranges

=3 SAP standard menu =
(L Office
(2 Logistics
(23 Accounting
3 Information Systems
[C Logistics
~—F Accounting
E— 53 Financial Accounting
E—EE |nformation System
[L1 Balance sheet/profit and lozs statement/cash flow
£ Account balances —
[Z71 Line items
£ Document
[l]—a General
(23 Document joumal
~—£3 Compact document journal
@ S_ALR_87012289 - Compact document journal
@ S_ALR_87012288 - SAP minimal wariant
E—3 Line item journal
@ S_ALR_87012291 - Line item journal
@ S_ALR_B7012290 - SAP mirimal waniant
— [ Display of changed documents
F— [ Invoice numbers assigned bwice ﬂ

Document Types Number Range

KA - Vendor Documents 3000000000 to 3099999999
KG -Vendor Credit Memo 3100000000 to 3199999999
KP -Vendor Account Maintenance 3400000000 to 3499999999
KR -Vendor Invoice 3500000000 to 3599999999
KZ -Vendor Receipt 8400000000 to 8499999999
ZT - EFT Payment Posting 8000000000 to 8099999999
ZC - Check payment 8100000000 to 8199999999
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Accounts Payable

Z MWR Consistency Report

This report should be run periodically to ensure that tax and banking information in the
Vendor master record has been entered correctly. This report will identify errors such as
incorrect bank account type (e.g., 01 represents a checking account type), incorrect file
format (e.g., miscoded CXT vice CTX), failureto correctly enter account holder’ s name,
improper social security number formats, etc.

It is recommended that this report be run once each week and corrections made based on the
findings of the report. Use the following menu path to access the report:

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSPAYABLE >
PERIODIC PROCESSING > INFO SYSTEM > REPORT SELECTION

ACCIENTE PAYWDLE REPORTS
— =1 MWH Accounts Paygable Reports
&= Master Data

= Pepdor List
Uendor fddress List
Flexible Uendor List
Pendor Telephone Humber Listings
—Display Changes to Yendors
= Wendor Master Data Comsistency Report

“—wwH 1l validations

= Other Analysis
B fpecount Balsnces & Line [Cems
@ 18 Reporting

—@#@ SAF Rccounts Faygable Reporis

Double click on MWR All validations.

Y ou only need to identify the vendor number range and the appropriate company codes you
wish to review. For example, if you wish to run the consistency report for all Trade Vendors
for Company code 1034, simply enter the vendor number range 4000000000 to 4999999999.
Then identify company code 1034. If you wish to run this report for locally created vendors,
enter the vendor number range from 1000000000 to 3999999999, then identify the company
code.

ItisNOT necessary to complete any additional fields or change any field in the area labeled

“Datafor Validation”. This area has been pre-filled for this report and need NOT be changed
in order to process this report!!

Click the Execute button. @ .
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r'-/ NOTE: MWR HQ will perform this function for all Trade Vendors (those that start
with “4”, and make the appropriate corrections.

Local Vendor File coordinators should perform this function for al locally created vendors
(those that start with“1”, “2” or “3"). Thelocal coordinators will then make the necessary
corrections.

Typical Errorsreported on thisreport:

Socia Security Numbers not keyed in the proper format. Social Security numbers MUST
be entered using the format X XX-XX-XXXX (Nine digits and must include the
hyphens).

TIN must be keyed in the proper format, also a9 digit number. Usually thisformat is
XX-XXXXXXX

Bank Fileformat is CTX, not CXT or TXC
Bank Account types are 01 and 02 (not simply 1 and 2)

Bank Account nameisrequired - You MUST have a account holder name in the Bank
Account Name field (usualy this "name" is the name of the company or individual).

Vendor has been identified as subject to withholding tax, but NO Social Security tax was
entered - Every vendor identified asa"07" or "03" for withholding tax purposes, MUST
have a SSN number in the master record.

Bank Data not allowed for Non-EFT - usually this error occurs when an EFT vendor has
been changed to a "check™ vendor due to areturned EFT item. Thisitemisawaiting
correction of bank information error. The field user should contact the vendor to review
EFT (bank) data. If incorrect, avendor change request should be submitted to MWR HQ.
MWR HQ staff will then change the vendor master data back to an "EFT" vendor by
marking a"T" in payment method.
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