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Welcome to...

Invoice Processing
in Fl




Welcome and Introductions C fm>

PROGRAM
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Course Prerequisites C ffm>

v'Change Discussions

v'RWD SAP 4.6C
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Course Objectives C ifm>

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

— Process a proper invoice or credit memo in Fl
— Return an invalid invoice

— Create and edit payment proposals

4




Benefits of Invoice >
Processing in FlI C fm. .

B SAP provides an automated means to:
e Enterinvoices
e Park and post invoices
e Trace invoice status
e Create and execute recurring entry documents

e Create and edit a payment proposal
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Course Schedule C 5>

Agenda ltem Time (hr)
1. Introduction 00:10
2. Background Knowledge 00:20
3. Topic 1: Enter Fl Invoice or Credit
Memo 01:45
3. Topic 2: Validate Fl 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 C ifim>

 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 C ifm>

* 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 C ifm>

B Take a few minutes to prepare your training
workspace:

®Review the reference materials, become familiar with the
content

®Review Logon to SAP R/3
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Background Knowledge
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PROGRAM

Background Knowledge C ifm>

» 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
iInvoice and creates the SGL entries

e
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PROGRAM

Background Knowledge C ifm>

B Key definitions Continued:

o 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
iInvoices that are processed through Material
Management.

o Its important to know the difference between Park,
Post, and Park Complete

e
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Background Knowledge C ifm>

PROGRAM

Differences between SAP and the previous system:

Old System: SAP System:

« Several accounting «  One system used
systems used throughout the Agency
throughoutl e Agency « All accounting data
at various locations ﬁ entered in one

- Invoices and accounting transaction screen

information often
entered into multiple
screens at different
times

« SAP creates
commitment obligation
and cost at the same
time the invoice is
posted in FI

Dryden Flight Research Center 04/01/03
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Topic 1

Enter Fl Invoice or Credit Memo
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Topic 1: Overview ¢ il 1] I

« Enter Fl 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
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Topic 1: Objectives C fm>

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

— Enter and Park a Invoice in Fl

— Adjust an Invoice

— Reject an Invoice

— Create and Save a Recurring Entry Document

—  Execute a Recurring Entry Document
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Topic 1: Process Flow ¢ il 11

Enter Fl Invoice or Credit Memo

b contents Index ﬁSearch

i Core Financial
OLQR Mission Control

powersd by RoboHelp Enterprise

@ Accounts Payable
@ Accounts Receivable
@ Budget Execution
% Zost Managerment

@ Purchasing
@ Standard General Ledger

Main Menu

Accounts Accounts
Payable Receivable

Budget Cost
Execution Management

Standard

Purchasing General Ledger

zlossary
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Topic 1: Enter Fl invoice Screen il

 Enter Fl Invoice

Extras Settings Environment Help
2l H @ DHE DO BE @M *Verify transaction

Enter vendor invoice (invoice or credit memo)
ﬁ Tree an | | |&2 Hold. | | Iﬁ Simulate | | :- Fark | _&7- Editing options

Edit

Document Goto System

+ZREM Vendor

Transactn Iwoice

Basic data k F_'a\,n_"ngnt

“endor \

i +Select invoice Doc
,> Bayer Moving Company Type

Wendor 101573

Invoice date [ CLE 4]

Shipping Invoice

Posting date 1a ool 900 MIDDLESEX TURMFIKE BLDG 8
Reference _ BILLERICA WA 01821
Crass-CC no. s
Armount 2,800 . 00 B} [ Calculate tax
Text o
Payrmt terms 32 Days net Bank account 333222
Baseline date 18/17/2002 Vendor’s invoice FLEET MATIORNAL BANK
Company Code MASA Agency Wiashington Do number Qls Part Of the F|nanC|a|
s tutEar L Classification Structure
lterms (Ma entry variant selected) (FCS) data
EfSt. | GiL acct Short text L Amountin ... |[Bu[Par.|Cost center |Order WWEBS element
w# G100 . 2200 [Trans of Thi |Debit 2,000,008 62 T~—0—|G2ED13 FC4pREooE G2-376-10-15
A = Debit
Debit
Debit
Debit
Debit

[EN {3 ||

— Must enter a GL Code b [311 b ifmptst | OvR
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Topic 1: Enter Fl invoice Screen C #fm»

 Enter Fl Invoice

| 00 uiH Ccoe CHEDDAD DF QD

Enter vendor invoice

8o

18/17 /2002 NT3D 32

1118/2002

1] 62 Free for payment &

| |
Payment Method Payment Method
- : : Supplement

D et B HsFs4zppzD| =
Debit r
Debit):
Debit
Debit): [=]
Debit

[«][» | [ [« [ v ]

A 04/01/03
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Demonstration and Exercise -
Introduction C fm.
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Demonstration and Exercises C ifm>

PROGRAM

Enter and Park Fl Invoice

Adjust Invoice Amount

Reject Fl Invoice

Create and save Recurring Entry Doc.

Execute Recurring Entry Document
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Topic 1: Debrief C il 1] I

. Select appropriate Document Type in Fl

. 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 Fl 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 Fl Invoice
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Topic 2: Overview ¢ il 1] I

« Validate Fl Invoice
— Verity approvals, account code and funding
— Make Adjustments

— Post invoice in SAP

* Process Flows: Validate Payments

— Initiate Validate Payments sub-process activities

e
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Topic 2: Objectives C il 1] I

« Upon completion of Validate Fl 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

e
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Topic 2: Process Flow ijjll

Validate Invoice
Cartents Index B Search

- Core Financial

@ Accounts Payable OLQR Mission Control

@Accounts Receivable
@ Budget Execution
@ Cost Management

@ Purchasing

@ Standard General Ledger

powered by HoboHelpy Enterprise

Main Menu

Accounts Accounts
Payable Receivable

Budget Cost
Execution Management

Standard

Purchasing General Ledger

zlossary
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Demonstration and Exercise -
Introduction C fm.
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Demonstration and Exercise C ifm>

PROGRAM

« Post a Parked Fl invoice
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Topic 2: Debrief ( i

PROGRAM

. 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

29




i m
Di
PROGRAM

Topic 3

Create Payment Proposal
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Topic 3: Overview ¢ il 1] I

« 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 C fm>

« 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

e
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Topic 1: Process Flow
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Create Payment Proposal

ants Index a Search

Contents T x

Core Financial
OLQR Mission Control

@ Accounts Pavable
@ Accounts Receivable
@ Budget Execution
% Cost Managerment

@ Purchasing
% Standard Gerneral Ledger

Main Menu

Accounts
Receivable

Accounts
Payable

Budget
Execution

Cost
Management

Standard

Euhasing zeneral Ledger

Glossary

Dryden Flight Research Center

powened by HoboHelpy Enterprise

04/01/03
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Create Payment Proposal Screenshot ij )]

Payment Proposal

Faymentrun Edit Goto

Environment Systern  Help
aja H €@ SHEB DL I HR @
Automatic Payment Transactions: Status

3] Status Payments & Proposal Proposal

&5 Printout

Run date p7 1822002 (&)
Identification LAasS1

Status | Parameter | Free selection | Additional Log | Printoutidata medium |

Statis « Payment Proposal
Parameters have been entered 4'/

Payment proposal has been created

Fayment run has been carried 0u1<

Posting orders: 1 generated, 1 completed ‘

Payment Run

I [100 b2l ifmpdev | ovR
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Screenshot C sm>

Display Payment Proposal

Edit

Froposal Goto Settings  Environment  System

Help

& alja H €@  DHE ahon  BE &
Display Payment Froposal: Fayments
& Choose  Display | Backfrom find Discount taken
Run an A7 M7 2002 LASY Snd. CC MASH C

olumn
Fayvmentsiexceptions N l

Wendor Customer Bus
1860210 G2
188210 62
100210 G2

“mens wse wo . mem- 4— | Amount paid less
TREAS NASA  LUSD o.608- 59.40- ‘7 discount, pIUS interest

NASS  USD 40.00-

Y

Vendor - Number of ltems
Number

Business area

Fositioning Favment volurmes

Mumber of line items 3 Qutgaing pavment BE3. G0 ‘/ TOtaI amOUnt
Display fram iterm h Incoming payment EINET] Pa|d on proposa'

> [ 100 ifmpdey | OVR
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Screenshot C sm>

Display Payment Proposal

Eroposal Edit Goto

Settings=
B H  @@@ SDHE anan BEE @D
Display Payment Proposal: Open ltems

Environment Systern  Help

& Display | Back from find

OF 172002 LASY Snd. CC L LEETS .
Terms Discount taken
Selected group C
Yendar 180210 urrency Ush Fayfnent method (i} Olumn
Custamer Business area G2 Hoyse hank TREAS MASA
A 4 A 4 .

Paid iterms / Invoice Amount

Document CoCd Curr. Terms Discount LAmount

5600001682 usD 5 1.008 0.60- 0. 08- COIUmn

:

SAP

Document
Number
Fositioning
Mumber of line iterms 1
Display from iterm 1

| L [1o0 ifmpdey | OWVR
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Screenshot i

PROGRAM

Payment Proposal List

n -
& | Eiill B 4d H I @@ DR Hhamn | FEE @b
Payment list Document
BT = B A T
Lgency Fayvment proposal 1ist for proposal run BFAAT/20827L851 10822 ype E
Washington DC Users: ASOATTE E
Company code: MASH Fage: 1
|Pavment House bk Acct [0 P Mame {in landguade of country) Loccount haolder Amount paid (FCY Curr.
V d oCd Doc.no. Type Document date Bline date FayT FE FC gross amount Tot . ded.in FC Met amount in FC Cume B
enaor BE1688218 i
Name & Banking Information Bankmg
5t. H
i '| Information

AddreSS B\I TREAS NASH D P.Q Bank Transfers ACH (CCD+) LAS Inc. 503 60- USD

ASASE000RT1630 RE o0Ssa1/za02 05/01/2002 10483 231 SE0.00- o0.oo W

: 500 . 00- o.ao ﬂBB.BB— usD \

SAP [ TFEEP.S MASE O A4fP- Bank Transters ACH (CCD+) LAS Inc. 59 . 40- UsD
EL BEEOAETGEZ2 RE A7 M 52002 A7 AM5/2002 1083 GO BE- . GE- 59 40- %
Document

Number / \ 60.00- m

N A
£l O &4/P- Bank Transters ACH (CCD+) LASSInc. 40 . 80- USD
Fdymerl [s. 11681 RE  BO6/30/2002 85338#2882‘%/) 40.00- B.BB/ 40 .08- USD .Payment
: . — includes
M h d 40.80- 0. o 40.00- USD Interest Pena|ty
Fayment proposal 1ist Tor proposal run B 172082085 . 1a:222002 f 16:41:10
Washingtaon DC Totals per business areas D|SCOunt Users: M504116
Company code: MASH Fage: 2
T T T T T Taken 1 [
< 1[]
[ | 100 5| ifrmpdev | OVR
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Screenshot i

PROGRAM

Payment Proposal Log

Job log  Edit G em  Help

& 2d H €O SFHE Do  EE @E
Job I og Entries for F110-20020717-L AST -X
Long text | Y Previous page 49 Mext page | [

[[«][¥]

Date Time Message

A7 172082 (10:31:28 |Job started

Q71782002 110:31:20 |[Step 001 started (program SAPF1105, wvariant &O0QQAGOOEGE1G630, user name SZILALAY
orfysz2o02 (1@:31:28 |Log for proposal run Tor payment on B 172002, identification LAS1

ariiyizonz (18:31:21 |=

arfrszo02 [(10:31:21 |= Additional log Tor vendor 108218 company code MNASA

arii7izanz (18:31:21 |=

oy rszo0z2 [(10:31:21 |z —— Due date determination additional log

ari17izonz (10:31:21 |= Document SGGEEAE1G6EE 1ine item BB1 wia USD SEE . BE-

ari17izonz (10:31:21 |= Terms of payment: B5/81;2002 5 1.008 % 38 B.OA0 % e} |nterest

oy M7 2002 [(10:31:21 |= 00 days grace period is being considered —
o741 7/2002 |10:31:21 (= Payment must take place before B05/31/2002; next payment on B7/01/20032 penalty

oFfrsz2o02 (10:3231:21 |= Item is due with 0.008 % cash discount

or M TL2002 [10:31:21 |= Payment late by 47 daws. & penalty will be calculated.

QM ri2ooz (10:31:21 = The penalty rate of interest is &5 5000000 %

aF M 7200z (10:31:21 = & penalty of USD 3 .60 has resulted due to late payment
A7 1 7i20a2 (10:31:21
A7 1 7i20E2 (10:31:21
Q214 2L 2AA2 (18:31:21
282 (10:31:21
2082 (160:31:21

Di n > 4
scount %Mm

Is o0z (183121
. 2002 [18:31:21
Economlcally 2002 [10:31:21
. 2002 |108:321:21
Feasible 2pE2 |10:31:21
2002 |10:321:21
2aE2 |10:31:21
zpE2 |18:31:21
ZpE2 |18:31:21
‘a?mrxzaaz 10:31:21

Due date determination additional log
Document S600Q1622 l1ine item B81 via USD GO . BE-
Terms of payment: @F 1572002 5 1.po60 % 30 0. OO0 % e}
0o days grace period is being considered
It is economically justified to take discount on run date of @7 /172002
Cash discount is walid until B7 /20742002, next payvment on B7 /01 /2003
Item is due with 1.0008 % cash discount

Fayment method selection additional 1og
Payment method selection for items due now to the amount of USD BO3 . 6BO-
Fayment method "D" is being checked
Bank details are heing checked
Customer/vendor bhank details are being read
Country WS / Bank number 322278770 ¢ Account 12345678290
Customer/vendor bank details are being checked
System reads house banks and checks iT they are allowed
Our hank TREAS is heing checked

R A U U L L

Qi rizonz 1003121

gl

E1|| I[«[+]

| > | 100 ifrpdey | OWR
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Screenshot i

PROGRAM

Payment Proposal Log (continued)

Jdoblog  Edit

Bl H €@ DEE B804a8 ) EE @D

Job [ og Entries for FTT0-20020717-LAST -X
Long text | 9 Previous page | A% Mex page | [ SGL Affect

[~}
Date Time Message Bl

Q7 AMFL2002 103122
ar M Tizonz (1003122
Oy i1 Fizonz |10:31:22
Y2002 183122
A7 MTi2002 103122
Q7 M TiZane 110031 22
a7 M Tizane |160:31:22
A7 MFi2002 |10:31:22
Y MTI2002 183122
A7 AFL2002 |10:31:22
A7 M TFi2E02 11031 22
Oy Fizonz |10:31:22
Y MTI2O02 103122
Y MTI2002 103122

Document F110Q00GEGEET company e MASE currency USD payment method D
(LR R e e R& Lmount Tax

OE1 40 63301000 3. 60 0]
ez 25 QOO1E68216 500, 26 o an
QEz 58 2120. 0000 503 . 60 8]

=
=
=
=
=
=
=
=
= Fayment method selection additional Tog
= Payment method selection Tor items due now to the amount of USD 59 . 40 -
= Payment method "D" is being checked
= Bank details are being checked
= Customerfvendor hank details are being checked
= System reads house banks and checks iT they are allowed
A7 M FL2002 |10:31:22 |= Our bank TREAS is being checked
AF M FL2002 |10:31:22 |= For currency USD and 0085 days 999,999, 939 00 are planned
Ay rszonz [10:31:22 (= Bvailable amount is enough, 999 5999 495 40 USD sti11 awvailahble, 59 .40 necessary
A7 1742002 [(10:31:22 | = House bank is selected ...
BF M FL2002 |10:31:22 |= Our bank details TREALAS MASA are being used
A7 M FL2002 |10:31:22 |= Bank details of the partner with ctry US bk no. 322270770 acct 1234567890 are being used
B M Fi2o02 |[10:31:22 (= Payment method "D" is permitted
A7 172002 |10:31:24 [=
OF 1742002 |10:31:24 (=
Q7 /72002 |10:31:24 (=
A7 /1 7/2002 |10:31:24 (=
OF 172002 |10:31:24 [=
O7 1742002 |10:31:24 (=
OF M F/2002 |10:31:24 (=
A7 /72002 |10:31:24 (=
A7 /172002 |10:31:24 (=
A7 1742002 |10:31:24 [=
OF 1742002 |10:31:24 (=
Q7 /72002 |10:31:24 (=

—  Posting documents additional 1og —
Document F110Q0QOQOOZ company code MASE currency USD payment method D
LIt PE Acct R& Lmount Tax

ae1 50 61008.3997 (O a3 ]
ez 25 AROE1E68216 =10 B Ele] oL aa
Qa2 50 2120. 0000 59.40 Q0. oo

Due date determinatio iditional 1og
Document SEQEOE1E681 line item 001 wia USD 40 . 0 -

[l

[ I[«][»]

B l1o0 ifmpdey | OVR

04/01/03
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Screenshot C sm>

Display Payment Proposal

Froposal Edit Goto Seftings Environment  Systermn Help
& B aH I @@ SEe Bhnasn EE @B
Dispiay Payment Proposal: Payments

& Choose | Display | Back from find

Run aon @1/14/2002 TEST Snd. CC MAS A

FPaymentsfexceptions

Vendor Customer Bust Itm PHM Hse bank b 5 L1 scount
|  1eo@e17 3 ( Exceptions

This indicates that
there are errors on
the Payment
Proposal

Fositioning Fayment volumes
Mumber of line items 1 Qutgoing payment o an
Display from iterm 1 Incoming payment [ERElo]

[ > IFezo ifmpdew | OVR
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Screenshot il

Display Payment Proposal

Proposal  Edit Settings  Emwvironment System Help
=] [ Q|Q@@|Qiﬁ[ﬁl%ﬁ@ﬁﬁl@|@
Display Payment Proposal: Open ltems

&2 Display  Back from find

Run on o1/14/2082 TEST Snd. CC MASA
SAP Invoice .
elected group
Document Vendaor 100817 Currency Fayrnent method \
Numbers Custamer Business area wk ‘\\
: No Payment method,
Exceptions .
Document CoCd Curr. Terms [viscount Amount T House Bank or BUS|neSS area
\ 1900000002 NASA USD 3 0.000 2,000, 60- Indicates that there is a prob|em
Bioooooall NASA USD 30 0.000 ¥, 885 00008 . . y
B100000082 NASA USD 3 0.000 R 500,00 - Wlth thls Vendor S payment
FPositioning
Mumber of line items 3
Display fram iterm h

| > [Fezo b ifmpdey | OVR
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Screenshot i

Payment Proposal List with Errors

List Edit Setti 1 |
& || Bld B @@E@ DHE Dhan BEE @ o
FPayment list
E TG === = (R A
Agency Fayment proposal 1ist for proposal run 0141472002/ TEST a1 /2502002 f 16:45:18 EE
Washington DO Users: M5E4116 =
Company code: MHALSH Fage: 1 [_
Fayment House bk Acct ID P Mame (in Tanguage of country) Account holder Amount paid (FC) Curr.
BA CoCd Doc.no. Type Document date Bline date PayT PK FC gross amount Tot.ded.in FC MNet amount in FC Curr. Err NO Bank|ng
—Wendor QUOET1QQ017 T — — A7</ |nformatlon
Mine Manufacturing >

1500 Dunlop Ave Madison, AL

Exceptian Na payment

62 MASS 1900000002 ZH 09/30/2001 09/30/2001 BAAD 31 2 080 .00- o.aa ooe. ae- UsD oo6
62 NASS 5100000811 RE 09/30/2001 09/30/2001 NT30 21 7,885, 000.00 o.aa 7,88%,.000. .08 USD 0e1
62 MASH 5100000082 RE 11072001 11/87/2001 BAAO 31 508 .08 - o.aa 500.008- USD oe3

7,882 500.00 o.aa 7,882 ,500.00 USD
hgency Fayment proposal 1list for proposal run 0141472002/ TEST B1/25/2002 ¢ 16:45:18
(=Tut =Ty Users: MSE4116
2

Washington DC
Company%n \ Fage:

=" —
Jiﬂ' Message text

see joh log

bol [No pymt possible because items with a debit hal . still exist;
Ba3 [ Item is blocked Tor payment
EBE Mo valid payment method Tound

Errors

K

[ | EN{Y

I [F110 ifmpdey | OVR

04/01/03
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Demonstration and Exercise -
Introduction C fm.
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Demonstration and Exercise: C ffm"

PROGRAM

= Create payment proposal (including edit and
block payment)
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Topic 3: Debrief ¢ i

PROGRAM

« 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 C #fm»

Everyone here should now able to:

v’ Process a proper invoice or credit memo in Fl
v’ Return an invalid invoice
v Create and edit payment proposals

v’ Block a Payment
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Available Resources C ifim>

SAP Practice Training Instance

OLQR

Super-users within each department

Job Aids
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Extra Practice - SAP (‘\o
Training Instance fm.

« 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 C ffm>

PROGRAM

« 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=994RHHDWS8RK?7

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

e
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