
Dryden Flight Research Center

1

04/01/03

Page  1

Welcome to…Welcome to…

Invoice Processing Invoice Processing 
in FIin FI
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Welcome and Introductions
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�Change Discussions

�RWD SAP 4.6C

Course Prerequisites
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Course Objectives

• At the end of this course, individuals should be able to use 
SAP to:

– Process a proper invoice or credit memo in FI

– Return an invalid invoice

– Create and edit payment proposals  
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Benefits of Invoice 
Processing in FI

� SAP provides an automated means to:

� Enter invoices

� Park and post invoices

� Trace invoice status

� Create and execute recurring entry documents

� Create and edit a payment proposal
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Course Schedule

_Agenda Item Time (hr)

1. Introduction 00:10 

2. Background Knowledge 00:20

3. Topic 1: Enter FI Invoice or Credit 
Memo 01:45 

3. Topic 2: Validate FI Invoice 00:30 

4. Topic 3: Create Payment Proposal 01:00 

5. End of Course Review/Feedback 00:15 

Total Course Time 04:00 hrs
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Course Structure

• Process Flows
– Overview of key business processes and related SAP 

concepts

• Demonstrations
– Trainer-led examples of key SAP transactions

• Exercises
– Real-life business tasks using Core Financial business 

procedures

• Training Course Feedback
– Assessment of course effectiveness using the End-

User Evaluation Form
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On-Line Quick Reference

• Purpose of the On-Line Quick Reference (OLQR) tool:

– Provide procedures, job aids, and Help content via the 
Intranet during and after Instructor-Led Training (ILT) 
and Web-Based Training (WBT)

– Assist with completion of transactions in the SAP 
system
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Prepare Your Workspace

�Review the reference materials, become familiar with the 
content

�Review Logon to SAP R/3

� Take a few minutes to prepare your training   
workspace:
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Background Knowledge
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Background Knowledge

• Key definitions:

– Park:  Saving invoice data until the invoice can be 
validated and approved for payment

– Post: Creating and saving a document in the 
database or posts a parked or parked complete 
invoice and creates the SGL entries
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Background Knowledge

� Key definitions Continued:

� Save as Completed (Park Complete):  Creates 
an invoice document in document parking and 
saves the data to the database.  This also kicks off 
the Workflow process for approval for the 
applicable invoices.  However, the Workflow 
process for approval will only be applicable for 
invoices that are processed through Material 
Management.

� Its important to know the difference between Park, 
Post, and Park Complete
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Background Knowledge

Differences between SAP and the previous system:

Old System:
• Several accounting 

systems used 
throughout the Agency 
at various locations

• Invoices and accounting 
information often 
entered into multiple 
screens at different 
times

SAP System:
• One system used 

throughout the Agency

• All accounting data 
entered in one 
transaction screen  

• SAP creates 
commitment obligation 
and cost at the same 
time the invoice is 
posted in FI  
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Topic 1

Enter FI Invoice or Credit Memo
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Topic 1:  Overview

• Enter FI Invoice or Credit Memo

– Record receipt of invoice or credit memo

– Ensure proper discounts are taken

– Prevent potential interest penalties 

– Post commitment, obligation, and cost at one time 

• Process Flows: Enter Invoice

– Initiate Enter Invoice sub-process activities



Dryden Flight Research Center

16

04/01/03

Page  16

Topic 1:  Objectives

• Upon completion of Enter FI Invoice or Credit Memo, end-users should 
be able to accomplish the following:

– Enter and Park a Invoice in FI

– Adjust an Invoice 

– Reject an Invoice

– Create  and Save a Recurring Entry Document

– Execute a Recurring Entry Document



Dryden Flight Research Center

17

04/01/03

Page  17

Topic 1:  Process Flow

Enter FI Invoice or Credit Memo
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Topic 1:  Enter FI invoice Screen

• Enter FI Invoice 

Part of the Financial 
Classification Structure 

(FCS) data

•Verify transaction 
(invoice or credit memo)

•ZREM Vendor

•Select invoice Doc 
TypeBayer Moving Company

333222
Vendor’s invoice 

number

Must enter a GL Code
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Topic 1:  Enter FI invoice Screen

• Enter FI Invoice 

Payment Method Payment Method 
Supplement

Bayer Moving Company

333222
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Demonstration and Exercise 
Introduction
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• Enter and Park FI Invoice

• Adjust Invoice Amount

• Reject FI Invoice

• Create and save Recurring Entry Doc.

• Execute Recurring Entry Document

Demonstration and Exercises 
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Topic 1:  Debrief

• Select appropriate Document Type in FI
• Always write down the SAP invoice document number on the 

hard copy of the invoice
• Park an invoice when important information (e.g. Financial 

Classification Structure) needed to post the invoice is missing 
or unknown

• In most cases you would not need to save an FI Invoice as 
Park Complete.  Typically you would simply change it from 
Park to Post

• Recurring entry documents should only be used for payments 
that will recur on a regular basis for the same amount and due 
on the same day of the month.  Such as: rent, and student 
loan

• Caution:  Always verify transaction (invoice/credit memo)
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Topic 2

Validate FI Invoice
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Topic 2:  Overview

• Validate FI Invoice

– Verify approvals, account code and funding

– Make Adjustments

– Post invoice in SAP

• Process Flows: Validate Payments

– Initiate Validate Payments sub-process activities
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Topic 2:  Objectives

• Upon completion of Validate FI Invoice, you should be 
able to accomplish the following:

– Enter the FCS and other data elements that were 
missing or unknown when invoice was parked

– Adjust invoice

– Successfully Post a Parked or Parked Complete   
Invoice
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Topic 2:  Process Flow

Validate Invoice
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Demonstration and Exercise 
Introduction
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• Post a Parked FI invoice

Demonstration and Exercise
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Topic 2:  Debrief

• Post an invoice when no more changes are to be made

• Very limited changes can be made to a Posted Invoice

• Posting the invoice creates the SGL entries

• All required fields must be filled out prior to posting

• The system performs checks for valid FCS and funding when the 
invoice is posted

• If the FCS is not valid or funds are not available, the system will 
not post the invoice
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Topic 3

Create Payment Proposal
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Topic 3:  Overview

• Create Payment Proposal

– Listing of proposed invoice payments

– Edit proposal

• Process Flow: Execute and Manage Payments

– Process Manage Accounts Payable sub-processes
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Topic 3:  Objectives

• Upon completion of Create Payment Proposal, end-users 
should be able to accomplish the following:

– Create a Payment Proposal

– Edit a Payment Proposal

– Block a Payment



Dryden Flight Research Center

33

04/01/03

Page  33

Topic 1:  Process Flow

Create Payment Proposal
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Create Payment Proposal Screenshot

Payment Proposal

Payment Proposal

Payment Run
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Screenshot

Display Payment Proposal 

Number of ItemsVendor 
Number

Total amount
Paid on proposal

Discount taken 
Column

Amount paid less 
discount, plus interest 

Business area
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Screenshot

Display Payment Proposal

Discount taken 
Column

Invoice Amount  
Column

SAP

Document 
Number

Terms
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Screenshot

Payment Proposal List

United Incorporated
500 Dunlop Blvd.  Seattle, WA 335588

Banking 
Information

Vendor 
Name & 
Address

Document 
Type

Paymen
t 

Method
Discount 
Taken

Payment 
includes
Interest Penalty

Banking Information

SAP 
Document 
Number
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Screenshot

Payment Proposal Log

Interest 
penalty

Discount 
Is

Economically
Feasible
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Screenshot

Payment Proposal Log (continued)

SGL Affect
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Screenshot

Display Payment Proposal

This indicates that 
there are errors on 

the Payment 
Proposal
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Screenshot

Display Payment Proposal

SAP Invoice 
Document
Numbers 

No Payment method,
House Bank or Business area 
Indicates that there is a problem 
With this vendor’s payment
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Screenshot

Payment Proposal List with Errors

Mine Manufacturing
1500 Dunlop Ave  Madison, AL

No Banking
Information

Errors
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Demonstration and Exercise 
Introduction
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� Create payment proposal (including edit and    
block payment)

Demonstration and Exercise:
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Topic 3:  Debrief

• A payment proposal can be edited 

• Invoice payments in the payment proposal can be removed from the
proposal by selecting a block indicator in the block payment field

• During the proposal run, the system performs checks on the vendor’s 
account, group due items, and selects the relevant banking information

• If relevant information is missing or incorrect, the system promptly 
displays an error message 
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End of Course Review
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Review Objectives & Expectations

Everyone here should now able to:

� Process a proper invoice or credit memo in FI

� Return an invalid invoice

� Create and edit payment proposals

� Block  a Payment
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Available Resources

• SAP Practice Training Instance

• OLQR

• Super-users within each department

• Job Aids



Dryden Flight Research Center

49

04/01/03

Page  49

Extra Practice - SAP 
Training Instance

• Use data from course training guide to practice transactions

The training database provides a “safe” 
environment to develop and practice skills without 

affecting production.
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Congratulations!
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Training Course Feedback

• The on-line training course feedback will: 
– Assess the effectiveness of the instruction and training 

materials for the course

• To access the feedback form:
– Launch your Web Browser

– Enter the following URL address:  
http://www.zoomerang.com/recipient/survey-
intro.zgi?ID=S92WBAWLSKWA&PIN=994RHHDW8RK7

– Complete and submit feedback by following the 
directions within the on-line form


