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Work Instruction

Document: Change FBO02

When to Use
The following changes are available:
« Header: Doc. Header Text and Reference.
« Vendor Line Item: Address, Pmt Block, Pmt Method, Assignment and Text.
« G/L Account Line Item(s): Assignment and Text.

Note: FIS accounts cannot be changed after a document is posted. To correct FIS account
assignments, use the journal entry process:

Steps
< Locate the document to change.
« Change the document and save.
Menu Path
Use the following menu path(s) to begin this transaction:

Accounting =& Financial Accounting =& Accounts Payable = Document =% Change
OR

Accounting = Financial Accounting =» General Ledger =% Document =% Change Document

Transaction Code
FBO2

Helpful Hints

- Review the cheque production status before changing an Accounts Payable document:

§ FAQ: Cheque Production: http://www.finance.utoronto.ca/fag/chqprod.htm

< To change Invoice Reciepts (IR) use the 51IXXXXXXXX document number and Goods
Receipts (GR) use the 50XXXXXXXX documents.

< If the document number is unknown, use the Document List function — see Step 5 of the
following reference guide for more information:

g Reference Guide: Document: Display
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/qrg/ap/docdisplay. pdf
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Detailed Procedure
1. Start the transaction using the menu path or transaction code.

SAP Easy Access University of Toronto Menu

gl 00 =0 cae BHE D0HDRE @@
SAP Easy Access University of Toronto Menu

BE & #6724

= 4 BAF menu
b Office
b Logistics
= 3 Accounting
= 3 Financial Accounting
= 2 General Ledger
b Ol Docurnent Entry
= {2 Document
2 FBOZ - Change Document
& FRO - Change Line Items
) FBOZ - Display Document
2 FBO4 - Document Changes
2 FERA - Reset Cleared Itarms
I ] REVERSE
I O Parked Documents
I [ Reference Docurnerts
b O Account
b [ Master Records
I O Perindic Processing
b O Infior mation Systenn
b [ Accounts Receivable
= 2 accounts payable
b O Docurnent entry
= 2 Document
9 FRO2 - Change
2 FRO9 - Change line itsms
T FBO3Z - Display
2 FBO4 - Display changes
) FERA - Reset cleared itarms
b O Reverse
LN

2. Double-click & FBO2 - Change Dacument (General Ledger)
OR T FBO2 - Change (accounts Payable).
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Change Document: Initial Screen

gl o0 B ©0e CHE DDoL EE QN

Change Document: Initial Screen

[ Document List | M FirstItem | & Editing Options

Document Mumber
Company Code
Fiscal Year

3. Complete the following as required:

Document Number Required AMS assigned number.
Company Code Required Defaults to UofT. Change only if required.
Fiscal Year Optional The UofT fiscal year is May 1st to April 30th and

the Year is coded as follows: Year = the "annual"
year in effect at April 30th (i.e. May 1st, 2011 to
April 30th, 2012 is identified as "2012" fiscal
year).

j Leave blank to allow the system to
retrieve the year.

4. Click ﬂto go to the Document Overview — Change screen.
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Document Overview - Change

viranment

Coe OHE

erm  Help

Document  Edit Goto Se

noon D 0@

Document Overview - Change

G W4 ETETEE® (@ chooe @sawve TE S E H Tacdata B[

Doc.Type : KH { KH:A/P Uendor invoic ) Normal document z
Doc. Humber 190825369083 Company code UoFT Fiscal year 2818
Doc. date 89.84_2009 Posting date 81.85.20089 Period gl
Calculate Tax
Ref.doc. 3626627-CANOH
Doc .currency CAD
Itm|Account|Account short text PK Amount | CoCd| Tx | BusA|Cost Ctr|0Order Funds C|Fund Cmmt Item|Assignment
1/189315 |Canon Canada Inc. ESl 385.33-(UOFT|=+(108088 PAYABLE 198253696832818
2(825880 |0ffice supplies 48 373.91 (UOFT|IX(168088|10888 188873 SUPPLIES |28898581
3(260081 [GST:Receiv & Payable| 48 11.42 |UOFT|IX|168688 181286 TAKES 28898581
ain| oo
[ [ | Qe (13010 b2 dbo2 IS 7
5. Options available for change:
If You Want To Then Additional
Instructions
Change the Document Header Click Step 6
Text and/or Reference fields Ic
Change the Vendor Line —item 1 |Double-click the Vendor line —item 1 Step 7
(A/P documents only)
Change G/L Account Line Double-click on the G/L account line item Step 8
Item(s) Assignment and/or Text |you wish to change.
fields. ®
The tax line item cannot be
changed.
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6. Change Document Header Data:

Click @ on the Document Overview — Change screen.

Information

Click E.to acknowledge the Information message.

Change Document: Overview

g 00 zdBe@ae UM onof BE @
a| Change Document: Overview

H Taxes E Display Currency

_191]25369[13 I il E “:I
_39.04.2039 _81.35.2389 I.
Wofwewa 62627 CAMON  Gueccra
Cureny cAD 0
Itetns in document currency
Itm PK BusA fAcct no. Description TC Tax Amount in  CAD

@81 31 10868 109315 Canon Canada Inc. % 385.33-
802 48 1000 825800 Office supplies IX 273.M
803 48 1000 260001 GST:Receiv & Payabl IX 11.42

Debit/Credit

[ gma (1) 010 P2 | db0z | INS
=
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Click @ on the Change Document: Overview screen.

Document Header: UOFT Company Code

DocHeader Tet
Cadtps  Cadro.

3626627 -CANON _BP-BII.ZBB'J
_[11 -85 .2889

1982536903U0FT2018 I:HE:“:-
_[11 -85._.2809

FBG6A

Changedon

v][x]

@ Only the Doc. Header Text and Reference fields may be changed in the Document
Header. Typical reasons for changing these fields includes incorrect information or for
reporting purposes.

Click E to accept the changes.
Click n to return to Document Overview — Change screen

Click E to save changes.

End of Procedure
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7. Changethe Vendor Line Item:

Double-click the Vendor Line — Item 1

7.1 If an OTA Vendor Account or Alternate Payee function was used, the Address and Bank
Data Screen will appear. Change the address details where necessary.

Address and Bank Data

| = sjiBie@ae CHE SOHDIFEEN
Address and Bank Data

i |§¢“ Bark data ||f Bank data HIH Bark |

Item 1 / Business partner data
Title Language Key
Mame Jangsen-Ortho Inc.
C/0 Faculty of FAST
Street 215 Huron Street
PO Box PO Box PCode
City UCFT Postal Code
Country [H:] Region
Bank Key Bank Country
Bank Account Conirol key
Reference Instruction key
| DIME Indicator
Tant Number 1 Tax type
Tant Number 2 Tax number type
Tax Number 3 [Cnatural parson
Tax Number 4 CEequalizat tax
Type of Bugines CLiable for vAT
| Type of Industr Rep's Name

[ | oMa (1) 010 P2 dbO2 | INS

Click E to continue to the Change Document: Vendor Line Item screen.
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Change Document: Line Item 001 — Vendor Line ltem

g 29D 0ce CHB nnnn EHE @
Change Document: Line Item 001
i &5 ElB‘ MNet Distribution,.. ||P Additional Data ||l] + Mext iterm HE + Previous item |

5100808
1982691385

Line Item 1 / Inwoice /31
Amount 385.33 ceD
Tax Code

Additional Data

Bus. Area 1080
Dist. base 341.088 CAD  Disc. Amount 8.088 CAD
Fayt Terms Y105 Days/parcent 35 % %
Bline Date 89.04.2009 Fixed
Pront Block @ Tnwaice ref. / £ 8
| Prnit Method Pt reth.supl,
Individ, Set
Asgignment 19025269032010
Text 3626627 - Canan Paper - Apr.09

[ | oMa (1) 010 M| db02 | INS

The following fields can be changed:

Field Name Note Possible Reason for Change

cheque has not yet
been issued or
cancelled.

Pmnt Block Only available ifa | To block/unblock a document from payment.

issued, changing the|Reimbursement Vendor.
payment method will
be irrelevant

Pmt Method If a cheque has been Cheque currency indicator for OTA Expense

the allocation field.

Assignment Defaults to the A text field that can be used to track and report o
document number |line item postings. Field is case sensitive and
and fiscal year allows 18 characters. Previously referred to as
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Field Name

Note

Possible Reason for Change

Text

Line item specific
explanatory
description

Line item specific explanatory description (e.g.
Invoice number, Vendor Name, brief description).
If previous line item text exists, enter '+' to copy

text.

Click & to return to Document Overview — Change screen

]
Click to save changes.

End of Procedure
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8. Change G/L Account Line Item(s):

Double-click any G/L account line item.

@ In this case only line item " 2is available for change. Line item 3 is a tax account and
should not be changed.

Change Document: Line Item 002

- dB eae CHE fDODIPRE @
Change Document: Line Iftem 002
EIEI Net Distribution... & pdditional Data | [E] + mext item [E] + Previous item

_BZSBBB
Corpary Code | UOFT

Line Item 2 / Debit entry / 40
Arnount 373.71 caD
Tax Code

19825369083

Additional Account Assignments

Business Area 1888

Cost Center 108888 Orcler

Commitrment Iterm SUPPLIES Fund

Funds Center 100073 Earmarked Funds L] [Cloone
Purchasing Dac, (]

Asgignment 20090501

Text 2626627 - Canon Paper - Apr.09

[ [ gMa (1) 010 PE dboz NS

.5 Click |g + Next itermn |or |g + Frevious item 15 move between line items

@ Only the Assignment and Text fields may be changed on the Change Document: Line
Item xxx screens. Typical reasons for changing these fields includes incorrect information
or for reporting purposes.

Click n to return to Document Overview — Change screen

Click H to save changes.

End of Procedure
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Resource Information:

% Contact your FAST team representative for additional assistance
http://www.finance.utoronto.ca/fast/contacts.htm

Reference Guides:

Document Display:
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/qrg/ap/docdisplay.pdf

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

Document Reverse:
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/qrg/je/reverse.pdf

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