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Reducing Your Key Strokes

Post with reference enables you to use a previously posted
document to:
e post corrections or adjustments
e partially reverse a previously posted document
e use as a template for recurring posting entries where the
amounts may differ from one posting to the next

Pros:
Eliminates need to re-key information by bringing in information
contained in the previously posted document, such as:

e header information (Data tab)

e financial information (e.g. G/L acct., Vendor, FC)

cons:
Uses the old Complex Posting input screen option, which limits the
Information on the Overview screen.



Reducing Your Key Strokes: Post w/Reference

G/L Account Postings, etan

Invoices, or Credit Memos: > - Pnst with reference Shll’t+F9

® Document Entry screen - '
Goto >> Post with
reference da Tree on Company Code & Hold P% Simulate © Park &

L'Iﬂtﬂ Extras AVITOnme

Internal Revenues/Expense Recoveries:
« from the Document Entry screen for simply

click on @1 post with Ref.

& 2 dHICE@ SHE Sh4o80 ER @m
Internal Revenues/Expense Recoveries: Posswith Reference

Sl Get Held Doc. .| & Hold Doc. 93 Get Parked Doc. & Park Do 'O Post with Ref. &l Clear Screen » Reverse Doc. :

RG: Journal Entry Create
http://www.finance.utoronto.ca/fast/gra/je/create.htm

O)

RG: Invoice Create
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/grg/ap/create.pdf

O)

RG: Credit Memo Create
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/grag/ap/creditmemo.pdf

O)

RG: Internal Revenues/Expense Recoveries — Post and Reverse
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/qgrg/je/intrevexprec.pdf

O)




Reducing Your Key Strokes: Post w/Reference

Post with reference display option screen for G/L

Account Postings, Invoices, or Credit memos*:

P
&) 2AH 0 2
0ot Docorart- Header Data 1. Enter the reference document

\_J
/ number

2. Indicate which information is to be
Included in the Document Entry

Reference V4 Screen of the new document (this
Document Number 15903044342 I d t t h t
E—— sorT example _emons rates how to use
Fiscal Year the Post with Reference tool as a

/// posting template)

L1 Enter G/L account items

Flow control v 3. Click Enter or click on &
[l Generate reverse pusting/

“Donotpropose amounts *NOTE: The Internal

—/Recalculate days and percentages Revenues/Expense Recoveries screen
(I Display line items . . “ ”

1 Copy texts includes the first three “Flow control

[ Transfer functional area informati()n OptionS Only.

[ I Recalculate Local Currency Amounts 5




_Reducing Your Key Strokes: Post w/Reference &

The Header Data of the referenced document will populate the
new document.

1) Review and upd ate Post Document: Header Data
the following fields,
as necessary, for 11.12.2011
the new document:

ELG1301 Iron Mountain

Document Date
Posting Date*

Type
Reference

Doc. Header Text 2) When processing an invoice, change
*NOTE: Changes to the the vendor number, if necessary.

Posting Date drive

automatic updates to 3) Press enter to continue.

the Period field.

PSIRY 1 Account 1051086 SGL Ind TType



Reducing Your Key Strokes: Post with

Reference (cont’d)

Enter the amount to
be paid to the
vendor.

N

Docurment  Edit  Goto Exiras

& 2

Settings  Environment

Systerm  Help

1IB3SE@@ EEE DDA EE

@

Post Document: Add Vendor item

‘E @ @ 1 £> hore data | Act assgnmt model...

G itern fast entry | Tax amounts

Make any

necessary changes
to the Assignment
and Text fields.

If necessary,
change G/L
account and press
enter to continue.

Frmnt method

Ind. payes ]
Assignim

Text

190147686592004
1234486 Federal Express-post with reference

Yen 102515 Federal Express Canada Ltd. GIL acc 5100680
Compan de UOFT P.O. Box 4626, TOROMNTO STH A

Lniversity of nto TOROMTD

tteerr 14 Invoice § 3TN

Arnaunt 125 00| CAD

Tax amount

Calculate tax Tax code

Bus. area 1080

Payt terms ¥TES Daysipercent 25 { !
Bline date 10.04. 2004 Fixed

Disc. hase Disc. amount

Imwaice ref. ! ¢

Prmnt meth.supl.

ext line ite

P sty 40 Account 235070 Sp.GIL

Trans . ype

Mew co.code




Reducing Your Key Strokes (cont’d)

Post with Reference
(C ont'd ): Post Document: Correct G/L account item

Enter the amount to
. GIL acoount a35eTa Courier
be deblted frOm the Compamncade UOFT University of Toronto

A2 B [ = Moredata Actassonmtmodel.. Gl itern fastentry | Tax amounts

accounts- Itern 2§ Dehit\ytry / 40

Armnount CAD
If necessary, change | rxc
the accou nt Eungsltn:egnat;rea Order
a‘SSIQnmentS' Eljr:r;;n:;nn:: . 100654 E:r:riarkedfunds ] Done

5 Mare

Make any necessary | umssngu: (=2 o |
Changes to the ii}?gnmem fES:E?FﬁederalE ress-post with referencel
Assignment and Text = \
flelds. Pty Account XGIL Trans type Mew co.code

AN
Select the document overview to |& display the
entire document




Reducing Your Key Strokes (cont’d)

POSt Wlth Reference Document  Edit  Goto  Exiras  Settings  Emwironment  System Help
) I\, & B d B @@ =0 anhon EE G
(cont’'d): .
Post Document: D Y Overview
@ v | Park document | Act assgnmt model... | GIL item fast entry | Taxes

Review the document

ument date 10.04 . 26004 Type KN Company code arT

. Fosting date 15.84 2004 Feriod 12 Currency CAD
and If the document Docurment number TNTERNAL Fiscal year 2004 Translation die 15,084 2004
balances, post the Reference 123467 Cross-CC no.

. . Doc.header text

transaCthn USIﬂg the ltems in document currency

- PE Busd Acct CAD  Amount Tax amnt
pOSt ICon 0E1 31 1000 AAOE102515 Federal Express Can 125 . 00-

o2 40 1000 QEERS3SOFE Courier 125 00 I

The debits must equal the
credits to post the N
document.

b 125.00 C 125.00 o.og 2 Line items




to create personalized document entry screens.

Pros:

* Reduces inputting time because “standard” account assignment data is
already entered (i.e. G/L, Funds Center, Fund, CC, Commitment Item)

* Reduces possibility of input errors

» Similar to using the “post with reference” function, with the added bonus
of having the new screen layout

Cons:
* Document header information must be entered every time

* Templates are transaction specific; i.e. one template must be set up for
the Invoice entry screen, one template must be set up for the Journal
entry screen, etc.

10



Reducing Your Key Strokes (cont’d)

Account Assignment Template (cont’d):
To set up your template, go to the usual docume

would use for the transaction and input the i

Basic data tab
(Header info): You
must complete the
Basic data tab even
though this information
will not be saved as
part of the Template.

Line Item Entry:
Enter all of the “standard”
account assignment data,
but leave the amount
column blank

Document  Edit

Goto  Extras  Settings

g adre@a@ DHE DT Oan BE @

t entry screen that you

Environment  Swstern  Help

ormation as follows:

Enter G/L account document: Company code UOFT

o Tree on Company Code || & Hold.. % Simulate Park | &7 Editing options

g~ Basic data | Details |
Total deh.
Doc. date 16.04 . 2004 Currncy  GAD 0.00 CAD
Fosting date 16.04 . 2004 Feriopd 12
Reference TEL RECOWERIES Total cred.
< Shrt tt Telephone recaveries 0.00 CAD
Doc.type 5S4 SaDMiournal entry
Cross-comp.no. QO
Company code LIOFT University of Toranto
& lterns (Line lterm Entry - FBAD)
Status GIL acct Short text [Bl[e; Amount in doc.c. |Co.. |Tax code|Business ar...|Cost center |Order Funds cent..|Fund
W 9062 Int.Rec.Teleph_,Creditg UOFT|J9 1008 11181 100464 [=]
ch . UeDTL [# ooF 119 ’ 1a0n 200817 200017 [~]
of 1835035 Temm L iy LG '298992 200092 ﬂ
w# 335035 Telephane ch.. Debit | ¥ JOFT|Te bl 201386 201386
o 835035 Telephone ch... |Deki —-} UOFT|J9 1oaa 201673 [1673
o 1335035 TETEphone ch.. Debit (& UOFT|J9 1aon 211266 211266
¥ JOFT
UOFT
JOFT [=]
UOFT [~]
[JlIl__1 L[]

[EEY
[N



Reducing Your Key Strokes (cont’d)

Account Assignment Templates (cont’d):

To Save your Template:

Select Edit >> Acct assignment templates >> Save account assignment
template:

Docurment  Edit Goto Extras

Settings

Environment  Systerm  Help

SEE DO EE @0

Change company code

Screen variant ¢
E"ter G;L = : L-- el B lf‘lE"l'.'

Acct assignment templates r Select accoupnt assignment template Cirl+F7¥
&u Tree on Select held document Ctrl+F8 | Save account assignment template Cirl+F5

: Delete held document Cirl+F9 Delete acct assg template Cirl+FB
Basic data
Total deb.

Doc. date 0.aa caD
Posting date Cancel F12

Enter the name of the Account

Assignment Template and select |
Contlnue o . Actassttemp. Telephone recoveries|

Save account assignment template

Caontinue | Cancel

12



Reducing Your Key Strokes (cont’d)

Account Assignment Template (cont’d):

To Retrieve your Template:

Once you're in the document entry screen, complete the Data tab
iInformation and either:

Document Edit Goto Extras  zettings  Environment
B AH @@ 2R

Enter vendor invoice: Company code UOFT
A) Expand the Tree on —— & 1. o | B L EL G

and click on the arrow L jJ8.c0e Ok onbA
. E dor invoice: C de UOFT
beS|de ACCOUI’]t nter vendor invoice ompany co E
; & &% Treeof EJ Company Code & Hold.. [% Simulste B Park 4
assighment templates to e
display your templates.

Sy ster

Basic da

Tree Cre... | Transactn
b [ Account sssignmant tamplates for

Basic data ; Payment

b B Held docu

Bl H &G L

Enter vendor invoice: Company codi
gt Tras off Company Code &2 Hold,., [F& ¢

Tree Cre... || Transact)

' Account assignment termplates for Bae

[+ 1 Held documents
“andor

13



Reducing Your Key Strokes (cont’d)

Account Assignment Template (cont’d):

To Retrieve your Template (cont’d):

B) Select Edit >> Acct assignment templates >> Select account
assignment template:

L hanae company Code

7 pAk 8950 0F 08

Enter ver F UOFT
Ecieen vutiamnt '
# Tt on ALL] BRI IBmplaies v Saler! accoifl ssignment teempils cier? |
Tramsactn delect hi'c docureni ChieFB  Sawe accound assign
Basic dafi [igisls hew gocigren CoiefS  Celote scct assgten
W B
mocedte Dot Iypt W AP Ve

Posting date 16 08 2035/p:%‘-

Click on match code button _ _
and input user name; if left Mumare gt D

' | B+ Dol v e Ba
blank, will get all templates | [ 222 ® 27 "™

14



Reducing Your Key Strokes (cont’d)

Account Assignment Templates (cont'd):
Once the Template has been selected, a pop-up box will

TELEPHOME RECOVERIES will be transferred

S

This message reminds you that the values from the header data and any
hidden fields will not be displayed.

Click on the Continue button to clear the screen.

15



Reducing Your Key Strokes (cont’d)

Account Assignment Template (cont’d):
The Template Line Items will populate the data entry screen.

Basic data k Cetails |
Total deb.

Coc. date 16.04 2004 0.0 CAD
Posting date 16.04 2004
Reference TEL REC fad
Shrt st Tel recovely March 04

Doc.type 54 SADMournal entry

Curficy  CAD
Perifld |2

I cred.
oo CAD

Cross-comp.no.

=1

Company code

LOEN University ofTororH

At this point, you can enter
6 Iterns (Line iyfin Entry - FBS0) "\ N
the amounts and make [@Status GILa! Short text (W]} Amountin doc.c... |Co.. |Tax code|Business ar...|Cost center |Order Fun
. 799062 IntRec.Teleph Credit JOFT|Ja 1000 11181 1004«
Changes 1o any f|e|d Nnot e UOFTUS  |10ED 200017 200€ 7]
535035 Telephone ch... Debit | ¥ JOFT|Ja 1000 2paE92 200E
“greyed Out” before you BAGE3G Telephone ch... [Pebit [# LOFT|J9 1000 201386 20132
535035 Telephone ch.. Debit JOFT|Ja 1000 201673 2015
h d 535035 Telephone ch.. Debit JOFT|Ja 1000 211266 2113
post the document. i
LJOFT
LJOFT [~]
UOFT [=]
[«J[e][_1 L4][»]

16



Reducing Your Key Strokes (cont’d)

SAP enables you to create a Personal List of Vendors that
you use often.

Pro:

When searching for a vendor number, list is restricted to
those vendors that you use; reduces search time

Con:
Changes made to the vendor list are missed.

For example - existing vendor number “inactivated” or replaced with
a new number

17



Reducing Your Key Strokes (cont’d)

Personal List of Vendors (cont’d):

Vendors may be added or deleted from your list at any time. To add a

vendor to your personal list find the vendor using the vendor dropdown

matchcode search method and then higf%gb’t (with a single click of the
g

mouse) the desired vendor and click on

Festrict walue range (1) 12 Entries found

to add to your favourites list.

M Yendors with Plant Reference Yendors [by name] : ¥ Vendors [by acct. group)
— [
A RO TR 5 Insert in personal Ii5t|
Hame 1 ‘|HamEE Vendor |Postal c... |City SearchTerm
AMSDELL IMC. 106875 L4B 1J4  RICHMOMND HILL AP AND PO |28
IDELL COMPUTER CORP. | 100333 MEYY T2 TOROMNTO AP OMLY E
DELL COMPUTER CORF. 106083 M2H 3ME MORTHYORK PO ORLY E
DELL FIMAMCIAL SERVICES C 106585 MSWY 3C1 TOROMNTO BLOCKED E
DELL FIMNAMCIAL SERVICES C COMPUTER LEASINGILEASE PA 106486 MW 3C1 TOROKTO AP ARMD PO E
DELL IDA PHARMACY 103272 L9G 378 ANCASTER AP AMD PO E

18



Reducing Your Key Strokes (cont’d)

Personal List of Vendors (cont’d):

The next time you use the vendor dropdown matchcode, all
vendors you have added to your personal list will appearr,
along with the Vendor Account Group code.

Personal value list: FZEi—':tfiu::t value range (11 7 Entries found
| o Wendors [by acct.... m EI

L Yendors [by name)
v

/ YWendors withA=lant/A eference

Nam... |Vend...|Postal c... City SearchTern
LIGHTING LTD UMNIT ¥ 100219 L4W 157 MISSISSALUGA AP AND PO

YRCA 3 CANADAICO, 100268 MSL 1K1 TOROMNTOD AP DMLY
YRCA A LA CHRTE KITCHEM IMC. 100238 M4H 1HZ TORONTOD AP AND PO
YRCA ACCESS JATA MGT. 100001 M3K 1E4 NORTH YORK AP AND PO
YRUS ADWANCED CERAMICS 300410 44107 LAKEWOOD AP AND PO
YRUS AMCONMSOFTVWARE INC. JO0251 55439 MIMNEAPOLIS AP AND PO
YRUS AMER|CAM AIRLINES CARGOD 300403 TOROMNTD - MEW 1%7 AP AND PO

To find a/endor that is not on your personal list, click on the
globe (I®)) to access the original search screen. .



Reducing Your Key Strokes (cont’d)

Personal List of Vendors (cont’d):

To delete a vendor from your personal list, highlight the
vendor (with a single click of the mouse) and click | B ]|

Fersonal walue list: Hestrict value range (1) 1 Entry foguss

rendors [by name) ; ¥ Vendors [by acct. group) | El m @

' / Yendors with Plant Reference

[ 74
|
- III "il'l -
| Group Mame 1 Delete From pers, valus list endor |Pustal C.. City Searc:hTer...|
frRCA |DELL COMPUTER CURF. | 00333 Mo 3C2 TOROMNTO AP QMLY

Note: All types of vendors may be added (and deleted) from
your personal list at any time.

20



“Searching” Tips

For Vendors:

When searching for a vendor, always use the “1. Vendors by acct.
group” search mode. If this is not your default selection, use the
dropdown matchcode to select “Vendor (by acct. group)”.

Festrict Walue Fange

0: Yendors (hy name) "I:Vendnrs(hyacct.gruum | ﬂ

Aovendors (General)

Accaunt graup @ C:Wendors by Class

Mame E:Vendors: Purchasing

EINEE [ Wendars by CountrCompany Code
Yendor k: Vendors by Company Code
Fostal code M: Vendors by Material

City

P %endors by Personnel Mumber

I\ Search term
Wi Wendars with Plant Reference

rl = Sl
(me=p=a R AT

| Restrict number to 500 [] Morestriction

v 1 Vendars (hy acct group)

A

A

When you have selected Vendors (by acct. group), it will
become your default dropdown matchcode.

21



“Searching” Tips (cont’'d)

For Vendors (cont’d):

Narrow the search by using:

The Name field:

Input part of the
name and use

Wildcards (*) at Z

each end Account group
M arne
M arme 2
Search Term: Ve

A/P AND PO
A/P ONLY
PO ONLY

nztal code
City

Search term

Hestrict walue range (1]

1 Entry found
// “Wendors with Plant Beference

Varzonal value list: Hestrict va ue range (1)

Wepdors with Flant Referencs

’Vendor Account Group:
YRCA = vendors paid in
Canadian currency

YRUS = vendors paid in U.S.
currency, etc.

¥ Entries found

| ¥ Vendors [by acct. | E lZI @

L Wendors [by name]

*dell

AP ORNLY

k “Wendors [by name] | w® vendors [by acct. .. L

=

Vend... Postal c...|City |Sear(:hT... |

a bl EAEEE =R
Gro... |Hame 1 |Ham...
YRCA (DELL COMPUTER CORP.

100333 MSWY 3C2 TOROMTO AR CRLY
22




“Searching” Tips (cont’'d)

For Vendors (cont’d):
Search Term field; some definitions of the terms

1) A/P_ONLY indicates the vendor number should only be used for paying
invoices.

2) A/P_AND PO indicates the vendor number should be used for paying invoices
and creating purchase orders.

3) PO ONLY indicates the vendor number should only be used to create
purchase orders (paying the invoice even for purchase orders must be done
using an A/P ONLY or A/P AND PO vendor number.

4) BLOCKED indicates that the vendor number has been centrally blocked for
posting for all transactions.

23



“Searching” Tips (cont’'d)

For Documents:

ANY document can be
displayed from ANY of the
Document Display screens
(i.e. A/P documents,
documents, Journal Ent
documents).

Wi ey Help

ald EH  &&E
1173! Screen

|4 Firstitern 7 Edifing options

Document  Edit  Goto System

Display Document: In

List

keys for Financial Accounting 1
19015367349

HarFT

Ciocurment number
Company code
Fiscal vear

(3= | % | & B 2|« a

B ] Favorites
7 {3 SAP menu
b (1 Office
D [ Logistics
= (3 Accounting
% ‘3 Financial accounting
= {3 General Ledger
> [ Docurnent Entry
< ‘3 Document
o} Change Docurment
@ Change Line ltems
22 Display Document
72 Docurment Changes
' Reset Cleared ltems
b [ Reverse
B [ Parked Docurnents
> [ Reference Documents —
B Account
> [ Master Records
> [ Periodic Processing
B [ Information Systern
[ Accounts Receivable
= {3 Accounts payable

|[41[v]

" ‘= Document

o} Change
@ Change line items

2 Display

SAP Easy Access University of Toronto M

24



“Searching” Tips (cont’d)

For Documents (cont’'d):

Once the document is displayed, you can now:

Change the document

ReverseAthe document

/

/

DacMew
& 2|8

4 P M AETF S F 3 M [ chose [@ Save T @B F [ B Tadata [ [F

Doc.type @ KN [ KM:&/P Wendor invoic 3 Mormal document

Doc. number 1901521548 Company code LOFT Fiscal wear 2004
[Doc. date 10.083. 2004 Posting date 22.03 2004 Feriod 11
Ref . doc. 47835

[Doc. currency GBF

Itm|fccount | Bccount shaort text PK fmount | Caold | Tx| B& Cost ctr Order Funds center
1(4007143 Lindsay & Howes Book |31 508 . 24-|UOFT|**|1000a
2822000 Libhrary EBooks 41 A8 .24 |UOFT(IO|1E@@|11812 100574

25



Cheque Production: Key Factors

Address information for OTA & Alternate Payee:
1) The street field must be completed for a cheque to be produced.

2) Do not change or enter anything in the fields below the Country and
Region fields, including the Bank Country. If any of these defaults are
changed, a cheque will not be produced.

3) When completing the screen, do not use all upper case fonts as it may
extend beyond the window of the envelope and not be readable by the
mailing group (Campus Mail or Canada Post).

4) When entering a C/O line, do not use a person’s name as the C/O;
many banks will not cash a cheque with more than one person’s name
on it, so use the department name instead.

5) If using a P.O. Box number, enter it in the street field.

: QRG: Using One Time Only Vendors
: http://www.finance.utoronto.ca/fast/qrg/ap/vendors/oto.htm

QRG: Using Alternate Payee Address
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/grg/ap/altpayee.pdf




Cheque Production: Key Factors (cont’d)

Address information for OTA

Campus Mail: Do not enter a postal code, country or region. Use the
department as the C/O, a building name or street address and room number
to assist Campus Mail Services in delivering your cheque.

Exception: If paymentis in EUROQO, the country field must be completed.*

Address and Bank Data

Name Line 1: Enter the name of the payee ONLY Yendor 990004 OTA Expense Reimbursement GIL 514000

Name Line 2:For payment method B and C only: Companycoge  UOFT University of Toronto
enter “c/o Faculty of XXXX".

. ltern 1/ Business partner data
Name Line 3: For payment method D only: enter :

' EN
“clo Faculty of XXXX. — o L I Prof Language key
‘=< @ Jane Doe
In the City field, enter: t/o Dept of Zoalagy
Roorm 224

UofT=St. George

UTM:MiSSissauga Sireet Earth Seignces Building
UTSC=Scarborough R0 Box PO hux PCote
UHN=University Health Ly UofT Pustal code

Network Country 1 @ Region

* Country field should be blank, unless payment is in EURO!!!

27



Cheque Production: Key Factors (cont’'d)

Address information for OTA (cont’d)

Canada Post: Enter the payee or company name exactly how it appears on
the invoice. This is how it will appear on the cheque.

For Canadian and US vendors, enter the postal/zip code, the region and the
country. For foreign vendors, use the dropdown matchcode for the country
and ignore the postal code and region fields.

Option A: Example — Option B
e Street
« City
. Postal Code Vendor 990001 OTA Trade Payable Canadian Vendor G/IL 510000
. Country Company Code UOFT University of Toronto
 Region

ltem 1 / Business partner data

Note: In this option, If Title Language Key  EN
“Street” field is blank, then Name ’;?j'fhﬁc’s”;?;"y
cheque will NOT be produced!

Option B: Street
« Postal Code PO Box 5223 1PO wio no. PO Box PCode  M1Y 124
e PO Box PCode City Toronto Postal Code
° City Country CA Region ON
 Country

Region 28




Cheque Production: Key Factors (cont’d)

Address information for Alternate Payee:

Alternate Payee function: Allows you to redirect a cheque to an address
other than the permanent vendor’s address.

The document information is still recorded in the vendor payment data.

To use this function enter all of the required information on the Basic data tab,
iIncluding the permanent vendor number and click on the Payment tab.

Transactn
Basic data | | Payment | [Details | Tax | Notes |
Yendor 100333
Invoice date 09.95. 2004 Doc. type KR Yendar inve &
Posting date Ha . G5 2004 Period 1
Reference 12345
Cross-Cono.
Armount 1.60 CAD Calculate tax
Text 123458 Dell - description of goods purchasedl Eﬁ’_\j

29



Address information for Alternate Payee (cont’d):

On the payment tab, select “Individual payee” to get the

Alternate Address input screen (see next slide).

Docurment  Edit Goto  Extras Seftings  Environment  System Help

& B H a0 Hinas EE @M

Enter vendor invoice: Company code UOFT

= Tree on Company Code &% Haold.. [ Simulate Park 7 Editing options

Transactn Invoice ey Bal. 1.00-
Basic data  Payment | Details | Tax | Notes | Local currency |
Yendor
Baseline it EIEI.EIE.EEIEM@ Pmntterms  YTOS 25 Days Address
Due an A3.06. 2004 Days Dell Computer Corp.
Discount GBP Days net F o Box 8713 Station A
Disc.hase GBP  Tohe calcultd TOROMTO QR MEYY 322
Prmnt meth. Prmnt block Free for payment & CARADA,
Irve.ref, T 416-758-2242
House hark
[ ] Individual payee Bank accournt
Mot available
Ols

30



Cheque Production: Key Factors (cont’d)

Address information for Alternate Payee (cont’d):

Note that the vendor name is not available for change, but the address
fields are all available for input.

Address and Bank Data

[][+]

Yendor 100333 Dell Computer Corp. Gl 510000
Campany code UOFT Liniversity of Taranto

[term 1 f Business partner data

Title Languange key EN

Mame Cell Computer Carp.

oo Dept of Zoology

Room 224
Street Earth Sciences Building
P.0. Box PO hox PCode
ity LIofT Fostal code
Cauntry Ch Regian

31



Cheque Production: Key Factors (cont’d)

Currency:

The set up of the Vendor account determines which currency
will be used in the payment transaction processed to the
Vendor account.

All external vendors fall into 3 categories:

« CAD - Vendors paid in Canadian dollars (Vendor #=1xxxXxX)

e USD - Vendors paid in US dollars (Vendor #=3xxxxXx)

« FOREIGN - Vendors paid in foreign currencies; i.e. all
currencies other than Canadian or US (Vendor #=4XXxXX)

32



Temporarily Saving Documents

On occasion, you may want to temporarily save the information

you’ve input into the various Document Entry screen(s). There are

2 document types that represent “temporary” documents in FIS:
v" Held document
v' Parked document

Both document types will allow you to save a document:
* with incomplete data; i.e. missing CFC, CC, etc.

* when a hard error is reported by the system; i.e. CFC has insufficient
funds

e QRG: Held Document - Retrieve and Post
http://www.finance.utoronto.ca/fast/grg/ap/hldprk/heldretpost.htm

e QRG: Parked Document - Display Only
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/grg/ap/prkdocdis. pdf

e QRG: Parked Doc — Edit, Post or Delete
http://www.finance.utoronto.ca/fast/qrg/ap/hldprk/prkdocedit.htm




Temporarily Saving Docs (cont’d)

Main processing differences between Held and Parked
documents:

Held documents:

Document number is assigned by the user; this document
number will be replaced by a system assigned document
number upon posting of the document

Parked documents:

Document number is assigned by the system; this document
number will be the same number assigned by the system
upon posting of the document
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Temporarily Saving Docs (cont’d)

Held Documents:
Create your document and Hold the document by clicking on

the &re. jcon.
Enter vendor invoice: ng pany co
&% Haold...

&% Tree on Cormpany Co fa Simulate Park 22 Editing options

_

A pop-up box asking for the “Temporary document number”
appears. Enter a temporary document number of your choice
which may be alpha, numeric or alpha-numeric in nature.
Click on the & musameicon to hold the document.

. Temporarhdocument number  De17-MJC]

| &5 Hold dncumentl 3%
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Temporarily Saving Docs (cont’d)

Held Documents (cont’d):
To retrieve your own held documents, click on & == jcon.

Click on the arrow beside Held

documents to display your held Eefe_:::aa:@:c::n:@:rﬁ:é:ﬁzia:i:a:aﬁ:rﬁe:@@:t:é:rﬁ@il:@ii:rf:rief':t?:d::??::::‘
documents. ~{ | b | Held documents

IHES Created an
Double click on the held e —
document you wish to use to o IR ]

process for posting.

Post Held Document: Header Data _ _ '
@ | 2 0L ea@ae@ . Hint: Toretrieve someone else's held

documents, use transaction FB11.

Post Held Document: Header Data

O Edit List Enter new document Choose | Delete
\ . ser Doc. CoCd DocTy Post. date Doc. date Curr. Text
B) Select List
GALDIOL uTS2 UOFT  SA OF.04.04 020504  CAD 20040302-CAD

Ternporary docurment number
User GAUDIOL

C) Get list of Held documents for processing

A) Enter userid 36



Temporarily Saving Docs (cont’d)

Held Documents (cont’d):

The transaction you created will be imported into the data entry screen.
Make any necessary changes required to post. The ‘tree’ may be turned off
at any time to view more of the document.

II%%!IHIEEIHHII

Tree

= 3 Held documents
DELL-MJC

> [ Account assignmenttemplatf

Created on

iendaor invoice: Company code UOFT

E] Company Code &% Hold... P& Simulate Park | &2 Editing options

Transactn

Invoice g

Basic data k Fayment k Details k Tax k Motes |

Vendor

Inyoice date

Posting date

Refarence

Cross-CC no.

Amount
Text

Baseline date

Company Code

foe333

16.04.2004 Doc. type KM:AF Wendor inve B
19.04 2004 Period 12

12345

100,88 CAD Caleulate tax

12345 Dell Computer - held document

UCFT University of Toronto

Bal. 0.00

B8

Yendar

Address

Dell GComputer Corp.

P O Baox 8713 Station A
TOROMTO OM MaY 3C2
CANADA

T 416-758-2242

Bank account
Mot available

Ols

1 lterms Line Iterm Entry - FBED + FBES)

Status |GiL acct Short text Dic Amount in doc.curr.  |Co.. | Tax code|Business ar...|Cost center|/Order
® 821110 Equip:Comput.Debit 100,68 [UOFT|IX 11181 1
Dehit UaFT
Dehit UaFT
Dehit UaFT
Dehit UaFT
Dehit UaFT [«]
Dehit UaFT [+]
[ |[4][+]
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Held Documents (con

Press enter to have the system accept the document along with any
changes you have made. You may have to hit enter for each line item in the
document. Then “post” the document and record the system generated
document number.

t'd):

Temporarily Saving Docs (cont’d)

&

”.ﬁ. ,,5

i

fii, , 4]
4::_4\_{?5/

Enter vendor invoice: Company code UOFT

S &5 Tree off Company Code | &5 Hold.. % Simulate Park g7 Editing options

Tree
P Accountassignmenttemplat;
< {3 Held documents

DELL-MJC

Created on

Transactn Invaice T Bal. o.og (575 ]
Basic data k Fayment k Details k Tax k Motes |
o Yendor
vendar 100333 Address
Imvaice date 16.04. 20084 Doc. type KM:AP Yendar inve Dell Camputer Corp.
FPosting date 19.64 2004 Period 12 P O Box 8713 Station A
Reference 12345 TOROMNTO ON MaWY 3C2
Cross-CC no. CANADA
Armount 10a. 00 CAD Calculate tax = 416-758-2242
Text 12345 Dell Computer - held document
Faymt terms 25 Days net Bank account
Baseline date 16.04. 2004 Mat available
Company Code LIOFT University of Taranta Ols
1 ltems iLine Item Entry - FBED + FBAES)
}gstatus GIL acct Short text oVc Amount in doc.curr.  |Co.. |Tax code|Business ar...|Cost center|/Order Flﬁ{
W 1821110 Equip:Comput.Debit 100.00 UOFT|IX galale] 11181 1
Lebit LUOFT
Dehit LOFT
Debit UOFT
Dehit LOFT
Debit UOFT [«]
Dehit LOFT |Z|
[ I[«][»]
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Temporarily Saving Docs (cont’d)

Parked Documents:

Create your document and Park the document by clicking on
the park ((E rarx ) icon.

Docurment™=edit  Goto  Extras Seftings  Environment  System Help
L J 0 @@ DHE Do BEE @M
ANy code UOFT

e Tree on Company Code &% Haold.. [ Simulate Park 7 Editing options

Enter G/ account document:

A message will appear saying “Document LOXXXXXXXX (or
1IXXXXXXXX etc) UofT was parked.” Record this number* on the
document for future reference as this will be the permanent
document number upon posting.

*HINT: It is strongly recommended that an indicator. For instance,
“P” for Parked is noted along the document number until the
document is actually posted as a reminder that the transaction has
NOT been posted yet.
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Temporarily Saving Docs (cont’d)

Parked Documents (cont’d):

SAP Menu Path: Post/Delete (or Post Parked Document)

Accounting >> Financial accounting >> Accounts payable (or General
Ledger) >> Document >> Parked Documents >> Post/Delete (or Post

Parked Document)
Transaction Code: FBVO

Enter the document number
and click on the green check
mark to display the document
or search for it by clicking on
the ('ust) button.

Document  Goto Systerm Help

& BldH Q@@

Post Parked Document: initial Screen

List

Company code UaFT @
Document number | 100046717 4
Fiscal year 2005
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Temporarily Saving Docs (cont’d)

Parked Document (cont’d): Once the document is ready for
posting click on the post ((® rest ) icon to post the document.

Edit parked vendor invoice 1900006873 UOFT 2005
SHE ODDOD BE @
Edit parked vendor imXice 1900000873 UOFT 2005

o Tree on Company Code  [A% Simul3

= EI Fost R+ Editing options
\

Do not use the regular post icon ([&]) as this simply re-parks
the document.
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Transaction Codes

Transaction codes offer an alternative to menu paths when it comes to
navigating in the system. To activate the “technical names”, also known
as transaction codes, for transactions and reports, follow the directions
below:

1. Extras>>Settings

fenu Edit Favorites Extras  Systern Help
3 Display documentation Shift+F &
Technical details Shift+F11
SAP Easy Access _ _
Settings Shift+F 4
E | C | ﬁ'—il ¢ Setstarttransaction Shift+F 7
B 1 Favorites Settings
@ {3 8AF menuj » o
b L] Office This iz used to specify settings
[» [ Logistics
[ I:Iﬂccnunting [ | Display favorites at end of list

[ | Danotdisplay menu, anly display favarites

iw| Displaytechnicalnames

2. Select “Display technical e
names”>> Click on ¥

v &R E R X
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Transaction Codes (cont’d)

Transaction codes are now displayed at the menu item selection screen:

SAP Easy Access University of Toronto Menu
(8= | & | & &2 | - -

[> 1 Favorites
{3 SAP menu
[» [_] Office
[ 1 Logistics
{4 Accounting
¥ {3 Financial accounting
[ 1 General Ledger
[ ] Accounts Receivable
7 {3 Accounts payahle
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Transaction Codes (cont’'d)

Transaction codes are not case sensitive or space sensitive.

From the SAP Easy Access
Menu screen, enter the

Menu  Edit Fawvorites Extras

A H &@ @ 2R

Systerm Help

transaction Code N the SAP Easy Access University of Toronto Menu
transaction code box at the top (3| 1S | & 62| v

of the screen and press enter.

From any Other Screen1 enter /n Docurment  Edit  Goto Exiras
to indicate “next transaction” and 0@ @ SHE an
then the transaction code, e.g. Enter G/L account document: Company code UOFT
/Infb60.

Settings  Emwironment  System Help

Commonly Used Transaction Codes:
« Accounts Payable — FB60
General Ledger — FB50
Purchase Order — ME21N
Goods Receipt — MIGO
Invoice Verification — MIRO

44



Reducing Your Key Strokes

Post with reference allows you to use a previously posted

document to:
v’ post corrections or adjustments
v’ partially reverse a previously posted document
v’ use as a template for recurring posting entries where the amounts
may differ from one posting to the next

Pros:

Brings in all information contained in the previously posted document;
specifically the Header information (Data tab), as well as all of the
financial information (G/L and/or Vendor, CFC, etc.); thereby eliminating
need to re-key same information

cons:
Uses the old input screens (i.e. Complex posting); i.e. limited information
on the Overview screen
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WEB Documentation

 Reference Guides (QRG)
http://www.finance.utoronto.ca/fast/grg.htm

* Financial Forms: Forms for Processing in FIS
http://www.finance.utoronto.ca/forms/processing.htm

e Policy & Documentation: Guide to Financial Management
http://www.finance.utoronto.ca/gtfm.htm
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NEED HELP?

http://www.utoronto.ca/ams/help.htm

Help is a facility for all AMS subsystems:

 Use the WEB form found at the above address
e Select the appropriate AMS module
(e.g., FIS: FAST Team)
 Complete all the information required on the form
e Click onthe Send it button

i Mail box is monitored Monday to Friday
| 9:00 a.m. - 5:00 p.m.
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FAST Team Contacts

Manager Lorena Gaudio
lorena.gaudio@utoronto.ca

Assistant Manager Chris Dimitriadis 946-3153
chris.dimitriadis@utoronto.ca

Business Analyst Brenda Cerilli 946-3373
brenda.cerilli@utoronto.ca

Business Analyst Elizabeth Zammit 946-3291
elizabeth.zammit@utoronto.ca

Business Analyst Neil Gonputh 978-4042
neil.gonputh@utoronto.ca

Business Analyst Rames Paramsothy 978-4675

(Training Coordinator) rames.paramsothy@utoronto.ca

FIS Standard Curriculum Evaluation:
http://www.finance.utoronto.ca/fast/training/fissceval.htm
FAST website:
http://www.finance.utoronto.ca/fast.htm
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