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SIMULATION - How to Retrieve the SU53 Authorization
Data Report

Have you received any unexpected authorization error messages in
AMS/FIS?

If you have, watch this simulation to learn how to retrieve the SU53

Authorization Data report.

Once the report is retrieved, provide its output to EASI through
uoft.me/esc to aid with diagnosing and resolving the issue.



https://finance.utoronto.ca/fast-tips-newsletter-archive/
http://uoft.me/esc

horization Data Report
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Simulation FAST Team,
Financial Services Depf.
University of Toronfo

How do | locate the vendor # when processing an ERDD
on the Web transaction and get the error message

“Vendor blocked and marked for deletion”?

*repeat tip



https://utoronto-admin.ancileuperform.com/ucontent/c69f4be413bc4878bed9a6976c85ab70_en-US/simulation/html/sim_auto_playback.htm

When processing an expense reimbursement using the web
application (ERDD) only the personnel # is required. However, you
may receive the “Vendor blocked and marked for deletion” error
message when trying to post the transaction. Usually when there

has been a break/gap in the employee’s HRIS service.

To correct you must first confirm the employee’s status is ‘Active’

and then send an email to ap.fsd@utoronto.ca requesting that the

employee’s ERDD vendor account be manually unblocked.

The issue when processing a reimbursement using ERDD on the

web is that the vendor # does not appear on the screen.

Follow the steps below to locate the vendor # for the

employee:

STEP 1: Confirm that the employee is active in HRIS.

If yes, then proceed to the next step. If the person is no longer
active in HRIS, confirm they should be receiving the reimbursement
and then process in FIS as a standard cheque expense

reimbursement.

STEP 2: Locate ERDD Vendor #

Use the following menu path(s) to go to the ERDD transaction in
FIS:


mailto:ap.fsd@utoronto.ca

. Accounting >> Financial Accounting >> Accounts Payable
>> Document Entry >> Expense Reimbursement Direct
Deposit

. Enter the Personnel # of the employee in the Personnel no.
field and hit enter

. The Vendor field will be populated with the vendor account #

Expense reimbursement (direct deposit). Data entry screen
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Learn More:

. Reference Guide — ERDD Create

o Simulation — ERDD Create

- ERDD on the Web — Create

o Training Slides — A/P Processing Part 2 — Expense

Reimbursements

« Knowledge Centre Article — | am trying to post an employee

expense reimbursement in FIS but get an error message that the

vendor is blocked. How do | correct this?



https://utoronto.ancileuperform.com/#/content/1.11.3011
https://utoronto-admin.ancileuperform.com/ucontent/a955f136cba04f559ba4d8946eac5ea7_en-US/simulation/html/sim_auto_playback.htm
https://finance.utoronto.ca/wp-content/uploads/2016/01/erddwebbusoff.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/10/ap-processing-part-2.pdf
https://finance.utoronto.ca/knowledgecentre/trying-post-employee-expense-reimbursement-fis-get-error-message-vendor-blocked-correct/

SIMULATION - How to Print an Additional Copy of a
Purchase Order (PO)

*repeat tip

Watch this simulation to learn how to print an additional copy of a

Purchase Order.

FAST Tips £ iCuisuuis

srchase Order (PO)

Simulation FASTTeam,
Financial Services Dept.
University of Toronto

If you would like to save the PO as a PDF, take a look at this

simulation.



https://utoronto-admin.ancileuperform.com/ucontent/5f113395b0334b35b309d42c188282f9_en-US/simulation/html/sim_auto_playback.htm
https://finance.utoronto.ca/knowledgecentre/simulation-how-to-save-an-additional-copy-of-a-purchase-order-po-as-a-pdf/
https://finance.utoronto.ca/knowledgecentre/simulation-how-to-save-an-additional-copy-of-a-purchase-order-po-as-a-pdf/

Learn More:

« Reference Guide: Print Additional Copy of Purchase Order (PO)

« Documentation & Support — Purchase Orders

« Documentation & Support — Purchase Requisitions

« Reference Guide — Create Workflow PO (Greater than $25K)
« Simulation — Create Workflow PO (Greater than $25K)

« Reference Guide — Create Workflow PO (Less than $25K)

« Simulation — Create Workflow PO (Less than $25K)

TRAINING FAST STAFF
- FIS Training Calendar - Faculty Representatives
- FAST Tips Newsletter - Archive - Subscribe to AMS Listserv

Requesting Ideas for FAST Tips Articles/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!

PROVIDE FEEDBACK


https://finance.utoronto.ca/wp-content/uploads/2015/11/Print-Additional-Copy-of-PO-Converted.pdf
https://finance.utoronto.ca/fast/support-documentation/logistics/purchase-order/
https://finance.utoronto.ca/fast/support-documentation/logistics/purchase-requisition/
https://utoronto.ancileuperform.com/#/content/1.11.5145
https://utoronto-admin.ancileuperform.com/ucontent/27ebd3b76cf2419c95986dc3e182bfc0_en-US/simulation/html/sim_auto_playback.htm
https://utoronto.ancileuperform.com/#/content/1.11.5170
https://utoronto-admin.ancileuperform.com/ucontent/79a91dfa1dad45aeb09b7eb8a54c1e08_en-US/simulation/html/sim_auto_playback.htm
http://finance.utoronto.ca/events/category/training-support/
http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
http://finance.utoronto.ca/fast/fast-tips-newsletter-archive/
https://easi.its.utoronto.ca/help/ams-listserv/
http://finance.utoronto.ca/fast-tip-survey/



