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Simulation: Creating Favorites in SAP

Watch this simulation to learn how you can create favorites folders to organize transactions and relevant web URLs in
SAP.

FAST

2ating Favorites in SAP
rolders, Transactions and Web URLs

Simulation FAST Team,
Financial Services Dept.
University of Toronto

Having trouble viewing our simulations in CHROME? Click the button indicated below to run the Adobe Flash Player
plugins and view our FAST simulations.
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Learn More:

e Simulation: SAP Basic Navigation — Part 1
e Simulation: SAP Basic Navigation — Part 2

Update to GTFM Policy: Reimbursement of Internet Services Costs (Used Solely/Primarily for UofT
Business)

The GTFM policy for Travel & Other Re imbursable Expenses has recently been updated to include policy related to
reimbursements for internet service costs.

#9 — Allowable Miscellaneous Business Related Items

Internet service costs are more commonly being treated similar to home phone costs in that the majority of homes today
have internet services for non-work related requirements. For costs to be eligible, the department would need to
determine that there was a University of Toronto business requirement for the internet use and that it was used
solely or primarily for those business purposes.

Learn More:

e GTFM Policy: Travel & Other Reimbursable Expenses
e Forms: Expense Report/Accountable Advance Settlement

What is Avenue Travel and how do | process an invoice to them?

The U of T Travel Centre is operated by Avenue Travel, and is available to all faculty, staff, students and guests of the
University for business or personal travel needs.

If travel arrangements are booked through Avenue Travel, there are two payment options that you can select on the
Travel Authorization Form:

A. Processed by Procurement Services
B. Processed by Departmental Business Officer

OPTION A: Processed by Procurement Services

Using the account assignments provided on the Travel Authorization Form, Procurement Services will process the
invoice payment to Avenue Travel. Once Procurement Services has processed the invoice, the department will receive
a confirmation email which includes the traveller name, invoice amount and FIS document number.

BUSINESS OFFICER MUST CHECK OFF ONE OF THE FOLLOWING PAYMENT OPTIONS.
A. Please process travel invoice(s) through Procurement Services

GI/L No. 840010 Commitment Fund Centre No. 119818

Cost Centre/Internal Order No. 11040 Fund No.
(PLEASE ENSURE COMPLETE FIS INFORMATION IS PROVIDED)
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OPTION B: Processed by Departmental Business Officer

If the department has decided to process the payment, they will receive an invoice outlining the specific charges for the
booking.

Avenue Travel invoices typically do not outline the exact tax breakdown of each individual charge so it can be difficult to
determine the proper tax codes, and ultimately the net of tax rebate the university is eligible for.

Example:

Avenue Travel Limited / Carlson Wagonlit Travel
. i 288 Lawrence Ave. W., Toronto, ON M5M 1B3
A University traveller tel:416-789-1011 email: accounting@avenuetravel.ca

. HST # 100360130
purchased round-trip
airfare from Toronto to

Hong Kong and back. FAST TEAM Sale Invoice No: 348090
. o 215 HURON 5T., 2ND FLOOR Date Issued: 09/20/2017
Based on the invoice it TORONTO ON, MSS 1A2 Agent: PHIL

. Phi : +1 (416) 978-4675
can be determined that Rk 0

Avenue Travel is to be
paid $10,249.38.

However, the GST/HST IPassenger " © " " Deparment ~ DepariDate " Refumn Date - Remarks 0
P ; [ Type - - : - TickeliConfNo -~  AirlineVendor ~ . '  “GST/HST =T
indicated is ONLY o8l e R R S S e
($3.25 for Airfare plus Paramsothy/Rames Mr 1/8/2017 11142017
[intl Air 2528697401 Cathay Pacific Airways 325  10,19853 |
$5.85 for e
Service/Processing Fee YYZ Toronto HKG Hong Kong 829 CX 09/8/2017 1:25:00 AM 09/9/2017 6:05:00 AM
hich i hi gth ) HKG Hong Kong YYZ Toronto 826 CX 09/11/2017 4:45:00 PM 09/11/2017 €:40:00 PM
which is much less than
13% Paramsothy/Rames Mr 1/8/2017 1/11/2017
0- rvice Fee Processing Fee 585 50.85 |
YYZ Toronto HKG Hong Kong 829  CX 09/8/2017 1:25:00AM 09/9/2017 6:05:00 AM
Based on this invoice, HKG Hong Kong YYZ Toronto 826 CX 09/11/2017 4:45:00 PM 09/11/2017 €:40:00 PM
you cannot determine the
proper allocation of the Gslmg s 2 43;3
tax and corresponding tax Balance Due:  10,249.38

code(s).

Recommended Approach:

Based on the HST shown, calculate the unknown base amount of the invoice that had HST and use E1. The balance
where no HST was charged will use EO.

Example:
Tax = $9.10
Base amount (tax applicable) = ($9.10/0.13) + $9.10
=$70 + $9.10 = $79.10 (E1)

Amount with no tax rebate = $10,249.38 - $79.10
= $10,170.28 (E0)
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FIS AP Invoice Entry

Enter Vendor Invoice: Company Code UOFT
| Tree on | @ Company Code | & Hod | F Simulate & Park_

Vendor

Address

Basic data | Payment | Detais | Tax | Notes

Vendor 105856 Avenue Travel Ltd.
Invoice date 20.09.2017 Reference 340000 o/a Carlson Wagoniit Travel
Posting Date 21.09.2017 Period 5 288 Lawrence Ave. West

Toronto ON M5M 1B3

T 416789 1011

Document Type KN:A/P Vendor invo..

II Amount 10.249.38 CAD ¥ Calculate tax
ext 349090, Avenue Travel, Airfare Tor to HK, R. Param

Paymt terms 45 Days net
Baseline Date 20.09.2017
Company Code UOFT University of Toronto

2 ltems ( Screen Variant : Line tem Entry - FB60 + FB65 )
[E |Status  |GIL acct |Short Text DIC Amount in doc_curr.|Co  [Tax code |Business a_|Cost center |Order  [Funds cé
v 840010  [Empl Fidtrip:airf_Debit @) 79.10 UOFT E1 1000 11040 110818

+ [840010 {Empl Fldtrip:airf_ Debit 3| 10,170.28 UOFT EO 1000 11040 119818

FIS Entry - After-Tax Rebate Amounts

Doc. Number 1900000731 Company Code  UOFT Fiscal Year 2018

Doc. Date 20.09.2017 Posting Date 21.09.2017 Period 05
Calculate Tax ¥
Ref.Doc. 349090

Doc. Currency CAD

order |
~ 1|105856 |Avenue Travel Ltd. kil 10,249 .38- (UOFT| **| 1000 PAY,
2|840010 Empl Fldtrip:airfare|40 72.39 |UOFT|E1|1000| 11040 119818 TRA
3 840010 |Empl Fldtrip:airfare|40 10,170.28 (UOFT|EO|1000|11040 110818 TRA
41260011 |HST (OVAT) Rec & Pay|40 4 .37 (UOFT|E1] 16000 101286 TAX
5260001 GST:Receiv & Payable|40 2.34 |UOFT|E1] 1000 101286 TAX

Note: The invoice will be broken down the same way if processed by Procurement Services.

Alternative Approach: If you do not wish to calculate the unknown base amount, process the entire invoice using tax
code EOQ. Using this approach will result in the University not receiving any tax rebate.

Learn More:

e Form: Travel Authorization Form
e GTFM Policy: Travel & Other Reimbursable Expenses



http://www.procurement.utoronto.ca/tools-templates-forms/travel-authorization
http://finance.utoronto.ca/policies/gtfm/travel-and-other-reimbursable-expenses/travel-and-other-reimbursable-expenses-policies-and-guidelines/

ERDD deposits for multiple claims: How can | determine what claims are included in my expense
reimbursement deposit?

For multiple ERDD claims that are processed during the same payment run, only one email notification is sent to

the claimant. The notification will show the total reimbursement amount for all claims, but will only list the details (i.e.
Document Number, Reason for Reimbursement) for the earliest claim. It may be difficult to remember and confirm
which claims were included in the single payment.

From: accountspayable.financialservices@utoronto.ca
[mailto:accountspayable.financialservices@utoronto.ca]
Sent: Tuesday, March 21, 2017 5:16 PM

To: Peter Parker

Subject: Expense Reimbursement Notification

The following payment should be depositedin your bank account within 3 business days of this date (21
March 2017):

Reimbursement Amount (SCDN):  382.38
ClaimantName: Peter Parker

Vendor Number: 811566

Reimbursement DocumentNumber: 2350439519

Reason for reimbursement: FAST, Ottawa Conference, Air
lPayment Document Number: 7800399599 |

To determine all the claims included in the deposit:

1. Log in to SAP and display the 78XXXXXXXX Payment Document Number using the FB03 — Document
Display.
2. Click “Payment usage” from the Environment dropdown.

| ald il @@l Taxdaa Shift+F6 @
— - - Document changes
@3] Document Overview-L[ =
Check information
X2 WA N EF BT E R [ Paymentusage | | B Taxdata H 3
IDGENTypE NN ZRI(IPayment) postingy DOocumentenvionment >
Doc. Number 7800399529 Correspondence Fisgal Year 2017
Doc. Date 21.03.2017 Balance sheet adjustment Period 11
Calculate Tax = :
Doc. Currency CAD Additional assignments v
Payment Run ID 21.83.2017 - ERD21
Ttm|Account |Account short text |PK Amount | CoCd| Tx|BusA| Cost Ctr |Order ‘| Funds Ctr|Fund |Cmmt Item |Assignment
1811566 |Peter Parker 25 382.38 |UOFT 1000 PAYABLE 780039959
2|502001 |ChgsIssud:GenExpBk.-|50 382 .38- |UOFT 1000 CHQSISSUED| 20170321

3. Along with the 78XXXXXXXX Payment Document Number a list of all 235XXXXXX Expense
Reimbursement documents will be displayed with the necessary details.



®a| Cleared Line Items for Document UOFT 7800399501 2017
HdPMH &2 = PR FAY BHeig | BN H W Seections Dispute Case
\endor 811566 =
Company Code UOFT
Name Peter Parker
City Toronto
Reference St | D tho|Assi 13 Type Doc. Date |Pstng Date| DD |Curr.|Amount in DC|Amt in loc.cur.|Text User name

0 @ | 7860399500 7800:1095002017 IR 21.03.2017|21.03.2017 CAD 382.38 382.38 PROCNTL
[} OTT, conf 2017 @ | 2350430510 23504395192017 KF 20.083.2017(20.03.2017 CAD 163.19- 163.10-| FAST, Ottawa Conference, Air STARKT
[} MTL, conf 2017 @ | 2350400545| 23504005452017 KF 20.03.2017|20.03 2017 CAD 219.19- 210.10-| FAST, Montreal Conference, Rail STARKT

i [7] CAD 0.00 0.06

CAD 0.60 0.60

Learn More:

Reference Guide: Document Display

Training Documentation: A/P Processing Part 2 — Expense Reimbursements

Reference Guide: ERDD Create

Reference Guide: ERDD on the Web — Display, Edit, Check Status or Delete Saved Document
Simulation: Determining the Status of a Cheque, Foreign Draft or Electronic Funds Transfer

e ]
Requesting Ideas for FAST Tips Articles and Simulations!

We are always looking for fresh ideas from our readers.

If you have any suggestions for FAST Tip articles or simulations, send us your input in the feedback link below!

FEEDBACK

ONE-ON-ONE WORK SUPPORT
Get HELP FAST - Biweekly lunch time AMS support sessions (FIS, HRIS)

LOCATION: 256 McCaul St.

Thursday, October 50 room 103 11:30am — 1pm FIS

Wednesday, October 18" room 103 11:30am — 1pm FIS, HRIS & RISIMRA/MROL



http://finance.utoronto.ca/wp-content/uploads/2015/11/docdisplayje.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/10/ap-processing-part-2.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Expense-Reimbursement-Direct-Deposit-Create-Converted.pdf
http://finance.utoronto.ca/wp-content/uploads/2016/01/erddwebbusoff.pdf
https://sapdocs.easi.utoronto.ca/ucontent/13de5471b5c84734bc834a286a16689d_en-US/Simulation/html/sim_auto_playback.htm
http://finance.utoronto.ca/fast-tip-survey/

TRAINING

Workshop: Managing Travel & Other Reimbursable Expenses - REGISTER
Thursday, October 12, 2017 (9:30am — 11:30am)

Workshop: Manual Reserves - REGISTER
Wednesday, October 18, 2017 (1:30pm — 3:30pm)

FIS Training Calendar

FAST Tips Newsletter - Archive

FAST STAFF

e Financial Advisory Services & Training (FAST)

e Subscribe to AMS Listserv



http://www.odlc.utoronto.ca/index.php?option=com_jevents&task=icalrepeat.detail&evid=4067&Itemid=69&year=2017&month=10&day=12&title=fisworkshop-managing-travel-a-other-reimbursable-expenses&uid=a83f978b727a6e64e375ab0f3ddc9e50&catids=43
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http://finance.utoronto.ca/fast/fast-tips-newsletter-archive/
http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://easi.its.utoronto.ca/help/ams-listserv/
http://www.odlc.utoronto.ca/index.php?option=com_jevents&task=icalrepeat.detail&evid=4070&Itemid=69&year=2017&month=10&day=18&title=fiswsmanual-reserves&uid=2d2e927b12d448d4f0215b30ec7d2e57&catids=43



