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Researching 
Non-Payroll Expenses in R3 
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Today’s Presenter 

Shannon Towner 
Financial Manager, School of Public Health  
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Agenda 

FS911 Template 
Researching Missing Documents 
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What Won’t Be Covered 

Payroll 
Revenue 
Special/unusual situations 
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FS911 Templates 
Sponsored Accounts 
 School of Public Heath 
 Sponsored Financial Detail (FS911) 
 
Non-Sponsored Accounts 
 School of Public Heath 
 Non-Sponsored Financial Detail (FS911) 
 

Go to:  
http://www.controller.jhu.edu/H1/bw_report_formats.html  
 

Note: These reports will work for any accounts, not just Public Health accounts. 
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Search '1-J Favorites 0 
Address IJ http: /lwww .controller .jhu .eduiH1 Jbw _report_ formats .hlml 

Encumbrance Reporting 
Detail 

[FINANCIAL STATEM ENTS 

Sponsored Reconciliation 

Sponsored Financial 
Summary (FS910) 
~~~~~~~~~~-----..; 

Sponsored Financial Detail 
(FS911) 

::=======================: 
School of Public Health 
Sponsored Financial Detail 
(FS911) 

Non Sponsored Financial 
summary (FS910) 

center postings from Position Budget 
control. 

View Re1>011 Crite ria 

This detail report displays revenue and 

Formatted Report 

expense summary for grants and Formatted Report 
sponsored programs. 

This summary report displays revenue 
and expense detail for grants and Formatted Report 
sponsored programs . 

This summary report version displays 
revenue and expense detail for grants 
and sponsored programs by sponsored 
class. 

Year-to-date/Current period revenues 
and expenses . Includes Current 
Budget, Actuals and Commitments for 
specified fiscal period. 

Formatted Report 

Formatted Report 
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Input Your IO and the Month 

Input your IO number. 

Input fiscal period. 
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Convert to Excel if Desired 

Click on “Printing.” 
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Convert to Excel if Desired 

Select “Print to 
Excel.” 
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Screenshot FS911- Sponsored 

# 
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Life Cycle of Purchase Order 
 

Order Doc Type  Status 
1st   Shopping Cart  Commitment 
 
 
2nd   Purchase Order  Commitment 
 
 
3rd   Goods Receipt or Expense 
   Invoice Receipt   



Slide 12 

Screenshot FS911 

Shopping Cart 

Purchase Order 

Goods Receipt 
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Screenshot FS911 
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Where to look in R3 FI Document Number Document Type 

FB03 1xxxxxxxx (9 digits) Journal Upload, Pcard, Cost Transfer (primary GL's), 
Travel Adjustment, Year End Adjustment 

15xxxxxxxx (10 digits) Recurring payment (such as a lease) 

16xxxxxxxx (10 digits) Accounts Receivable posting 

17xxxxxxxx (10 digits) Prepayments/ Vendor Credits 

19xxxxxxxx (10 digits) Payments to vendors, travel, refunds, check requests 

48xxxxxxxx (10 digits) Payroll 

49xxxxxxxx (10 digits) Supply Store 

50xxxxxxxx (10 digits) Goods receipt, Goods receipt for PO 

87xxxxxxxx (10 digits) Cash Journal (petty cash or deposits) 

89xxxxxxxx (10 digits) Credit Card Receipts 

Where to look in R3 Reference Document Number Document Type 

ME23N 20xxxxxxxx (10 digits), PO 
Requisitioner is populated 

Purchase Order 

51xxxxxxxx (10 digits) PO Invoice Receipt 

FMX3 
 
 
FMX3 

20xxxxxxxx (10 digits), Created by is 
populated 

 
 
70xxxxxxxx (10 digits) 

Funds Reservation                   If the text says "Journal 
#..xxxx", go to ZSGM_COST_TRANSFER and 
put in your journal # and press "display request“ 

Funds Reservation 

KSB5 or from Service Center 
Emails 

14xxxxxxxx (10 digits) Intra or Inter Entity transfers, Service Center charges, 
KB15 
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FB03 
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Screenshot FS911 

 

1900196291 
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Where to look in R3 FI Document Number Document Type 

FB03 1xxxxxxxx (9 digits) Journal Upload, Pcard, Cost Transfer (primary GL's), 
Travel Adjustment, Year End Adjustment 

15xxxxxxxx (10 digits) Recurring payment (such as a lease) 

16xxxxxxxx (10 digits) Accounts Receivable posting 

17xxxxxxxx (10 digits) Prepayments/ Vendor Credits 

19xxxxxxxx (10 digits) Payments to vendors, travel, refunds, check requests 

48xxxxxxxx (10 digits) Payroll 

49xxxxxxxx (10 digits) Supply Store 

50xxxxxxxx (10 digits) Goods receipt, Goods receipt for PO 

87xxxxxxxx (10 digits) Cash Journal (petty cash or deposits) 

89xxxxxxxx (10 digits) Credit Card Receipts 

Where to look in R3 Reference Document Number Document Type 

ME23N 20xxxxxxxx (10 digits), PO 
Requisitioner is populated 

Purchase Order 

51xxxxxxxx (10 digits) PO Invoice Receipt 

FMX3 
 
 
FMX3 

20xxxxxxxx (10 digits), Created by is 
populated 

 
 
70xxxxxxxx (10 digits) 

Funds Reservation                   If the text says "Journal 
#..xxxx", go to ZSGM_COST_TRANSFER and 
put in your journal # and press "display request“ 

Funds Reservation 

KSB5 or from Service Center 
Emails 

14xxxxxxxx (10 digits) Intra or Inter Entity transfers, Service Center charges, 
KB15 
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FB03 
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FB03-Input Screen 

Input FI Document Number… 

Input Fiscal Year Posted… 

And then hit the Green Check 
at the top. 
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FB03 Useful Tools 

The Hat tells you who initiated the document. (Document Header) 

This drop-down can get you a copy of the scanned invoice. 

Double-clicking the expense leads to more info. 
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FB03 Document Overview 

Click on the Hat (Header) to find 
out who initiated the transaction. 



Slide 22 

FB03-Document Header 
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JHED Lookup of SAP ID’s 

Type the SAP user 
ID at the search 
line to find JHED 

info on that person.  
Example: stowner1 



Slide 24 

FB03 Document Overview 

Click on the drop-down to get a 
copy of the scanned invoice 

(possibly). 
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FB03 Drop-Down 

Select “Attachment list.” 
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FB03-Attachment List 

Double-click on the file listed. 

Note: If no PDFs are available, this 
area will be empty. 
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FB03-Document Viewer 

Use these 
buttons to 
scroll 
through 
all pages. 
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Screenshot FS911 

 

5000118948 
2000120196 
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Where to look in R3 FI Document Number Document Type 

FB03 1xxxxxxxx (9 digits) Journal Upload, Pcard, Cost Transfer (primary GL's), 
Travel Adjustment, Year End Adjustment 

15xxxxxxxx (10 digits) Recurring payment (such as a lease) 

16xxxxxxxx (10 digits) Accounts Receivable posting 

17xxxxxxxx (10 digits) Prepayments/ Vendor Credits 

19xxxxxxxx (10 digits) Payments to vendors, travel, refunds, check requests 

48xxxxxxxx (10 digits) Payroll 

49xxxxxxxx (10 digits) Supply Store 

50xxxxxxxx (10 digits) Goods receipt, Goods receipt for PO 

87xxxxxxxx (10 digits) Cash Journal (petty cash or deposits) 

89xxxxxxxx (10 digits) Credit Card Receipts 

Where to look in R3 Reference Document Number Document Type 

ME23N 20xxxxxxxx (10 digits), PO 
Requisitioner is populated 

Purchase Order 

51xxxxxxxx (10 digits) PO Invoice Receipt 

FMX3 
 
 
FMX3 

20xxxxxxxx (10 digits), Created by is 
populated 

 
 
70xxxxxxxx (10 digits) 

Funds Reservation                   If the text says "Journal 
#..xxxx", go to ZSGM_COST_TRANSFER and 
put in your journal # and press "display request“ 

Funds Reservation 

KSB5 or from Service Center 
Emails 

14xxxxxxxx (10 digits) Intra or Inter Entity transfers, Service Center charges, 
KB15 
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FB03  

Input FI Document Number… 

Input Fiscal Year Posted… 

And then hit the Green Check 
at the top. 
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FB03 Document Overview 

Double-click on expense to get more info. 

Hint: You can identify the expense 
because the GL account will be the same 

as the GL on your FS911.  
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FB03 Line Item Information 

Double-click on 
the Purchasing 
Doc (PO Number) 
to go to the PO 
information 
(ME23N). 
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FB03 Link to ME23N 
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ME23N 
Purchase Orders 



Slide 35 

Screenshot FS911 

 

5000118948 
2000120196 
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Where to look in R3 FI Document Number Document Type 

FB03 1xxxxxxxx (9 digits) Journal Upload, Pcard, Cost Transfer (primary GL's), 
Travel Adjustment, Year End Adjustment 

15xxxxxxxx (10 digits) Recurring payment (such as a lease) 

16xxxxxxxx (10 digits) Accounts Receivable posting 

17xxxxxxxx (10 digits) Prepayments/ Vendor Credits 

19xxxxxxxx (10 digits) Payments to vendors, travel, refunds, check requests 

48xxxxxxxx (10 digits) Payroll 

49xxxxxxxx (10 digits) Supply Store 

50xxxxxxxx (10 digits) Goods receipt, Goods receipt for PO 

87xxxxxxxx (10 digits) Cash Journal (petty cash or deposits) 

89xxxxxxxx (10 digits) Credit Card Receipts 

Where to look in R3 Reference Document Number Document Type 

ME23N 20xxxxxxxx (10 digits), PO 
Requisitioner is populated 

Purchase Order 

51xxxxxxxx (10 digits) PO Invoice Receipt 

FMX3 
 
 
FMX3 

20xxxxxxxx (10 digits), Created by is 
populated 

 
 
70xxxxxxxx (10 digits) 

Funds Reservation                   If the text says "Journal 
#..xxxx", go to ZSGM_COST_TRANSFER and 
put in your journal # and press "display request“ 

Funds Reservation 

KSB5 or from Service Center 
Emails 

14xxxxxxxx (10 digits) Intra or Inter Entity transfers, Service Center charges, 
KB15 
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ME23N 
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ME23N 



Slide 39 

ME23N 
The PO pulled up will be the last PO you were looking at. 

Change PO number to the one you are seeking. 
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ME23N PO Info 



Slide 41 

FMX3 – 
Researching Funds Reservations 
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Funds Reservations 
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Where to look in R3 FI Document Number Document Type 
FB03 1xxxxxxxx (9 digits) Journal Upload, Pcard, Cost Transfer (primary GL's), 

Travel Adjustment, Year End Adjustment 

15xxxxxxxx (10 digits) Recurring payment (such as a lease) 

16xxxxxxxx (10 digits) Accounts Receivable posting 

17xxxxxxxx (10 digits) Prepayments/ Vendor Credits 

19xxxxxxxx (10 digits) Payments to vendors, travel, refunds, check requests 

48xxxxxxxx (10 digits) Payroll 

49xxxxxxxx (10 digits) Supply Store 

50xxxxxxxx (10 digits) Goods receipt, Goods receipt for PO 

87xxxxxxxx (10 digits) Cash Journal (petty cash or deposits) 

89xxxxxxxx (10 digits) Credit Card Receipts 

Where to look in R3 Reference Document Number Document Type 

ME23N 20xxxxxxxx (10 digits), PO Requisitioner is 
populated 

Purchase Order 

51xxxxxxxx (10 digits) PO Invoice Receipt 

FMX3 
 
 
FMX3 

20xxxxxxxx (10 digits), Created by is populated 
 
 
70xxxxxxxx (10 digits) 

Funds Reservation                   If the text says "Journal 
#..xxxx", go to ZSGM_COST_TRANSFER and 
put in your journal # and press "display request“ 

Funds Reservation 

KSB5 or from Service Center 
Emails 

14xxxxxxxx (10 digits) Intra or Inter Entity transfers, Service Center charges, 
KB15 
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FMX3 
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FMX3 
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Journal Transfer Number 

Find the Journal 
Transfer number 
and write it down. 
You’ll be inputting 
it in another 
transaction. 
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GL Non Payroll Cost Transfer Screen 

Go to your GL 
Non Payroll 
Cost Transfer 
screen. 
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ZSGM_Cost_Transfer 

Input the Journal 
Transfer number you 
wrote down earlier. 

And then click on 
“Display Request.” 
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~ '""m ""' tr.st e in 

# Expense Transfer 

Basic Data7 

:JC:ILii-iia i :r;;;;;51;;; ·1 Ci: 17427 
I 

Document Posted ............................ 
Reason Code [821 G/L Account Code Error 

Document Date 105110120011 Posting Date f05/1 0/2007 I Posting Period l2II 
GIL Ac.jDIC JAmount _!c ost c enter_11nterna1 ... _Jwes .. .}Fund j GraritlOriginal SAP Document Number j SAP [ 

632101 Deb. = 1 ' 729 . 40 90006729 98000000 ... 907 ... 300000072 E 
IH 

651637 ere .. = 1 , 729 .40 90806729 98088088 ... 987 ... 308888072 E 
IH 

632101 Deb •. in 25. 17 90806729 98008088 ... 987 ... 388808158 E 
IH 

651637 ere •. = 25 . 17 90805729 980138080 ... 907 ... 308008158 ~ 
GJ ITJ[ .I 

l0 [Bl D ~~~~ [3[3 

EXPLANATION(lf reason code "01,03'' is selected, please provide additional explanation~ 

EXPLANATION FOR LATE TRANSFER(Atler 90 days from original transaction dateJ7 

lSAP conversion did not transfer to an appropr iate GL code . 
I 
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KSB5 
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Screenshot FS911 

 

1400048991 
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Where to look in R3 FI Document Number Document Type 

FB03 1xxxxxxxx (9 digits) Journal Upload, Pcard, Cost Transfer (primary GL's), 
Travel Adjustment, Year End Adjustment 

15xxxxxxxx (10 digits) Recurring payment (such as a lease) 

16xxxxxxxx (10 digits) Accounts Receivable posting 

17xxxxxxxx (10 digits) Prepayments/ Vendor Credits 

19xxxxxxxx (10 digits) Payments to vendors, travel, refunds, check requests 

48xxxxxxxx (10 digits) Payroll 

49xxxxxxxx (10 digits) Supply Store 

50xxxxxxxx (10 digits) Goods receipt, Goods receipt for PO 

87xxxxxxxx (10 digits) Cash Journal (petty cash or deposits) 

89xxxxxxxx (10 digits) Credit Card Receipts 

Where to look in R3 Reference Document Number Document Type 

ME23N 20xxxxxxxx (10 digits), PO 
Requisitioner is populated 

Purchase Order 

51xxxxxxxx (10 digits) PO Invoice Receipt 

FMX3 
 
 
FMX3 

20xxxxxxxx (10 digits), Created by is 
populated 

 
 
70xxxxxxxx (10 digits) 

Funds Reservation                   If the text says "Journal 
#..xxxx", go to ZSGM_COST_TRANSFER and 
put in your journal # and press "display request“ 

Funds Reservation 

KSB5 or from Service Center 
Emails 

14xxxxxxxx (10 digits) Intra or Inter Entity transfers, Service Center charges, 
KB15 
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KSB5 
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KSB5-Document Selection 

Input Document 
Number… 

And then click the green 
check with the timer. 
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KB5N-Transfer Detail 
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