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Reconciliation of Financial Transactions

Importance of Financial Transaction Reconciliations

Reconciliation or verification of financial transactions is a key element of
Duke’s internal controls and is fundamental to sound business practices. A
verification of all transactions against a cost object, accompanied by any
necessary corrections, ensures that the fundamental transactions that result
in financial reports are correct.

The GAP 200.012 - Reconciliation of Financial Transactions details the
requirements for financial transaction reconciliations. (Note: GAP details are
located at http://www.finsvc.duke.edu under Accounting Procedures, GAP,
Forms, and Codes).

Performing a Reconciliation

The reconciliation or verification procedure is done to ensure that all
transactions/charges to a cost object are appropriate and that the correct
G/L account is used for the transaction. This is accomplished for each
transaction by reviewing the R/3 online document via drilling down from a
report or by comparing the charge to paper documentation (backup).

GAP 200.012 requires that the business manager review the reconciliation.
A business manager may delegate this review process, but the individual
doing the review cannot be the same individual doing the reconciliation.

The following steps will assist in providing documentation for review and
ensuring that all transactions are reviewed.

1. Run an actual line item report for the cost object to be reconciled.
(Recommendation: Either print the report or export to Excel in order to
mark transactions and note corrections as the report is reviewed.)

2. Working down each line item of the report, verify each transaction is
appropriate per the R/3 document or paper documentation. Note any
corrections needed. (Note: If using a printed report or Excel, mark or
“check off” transactions as verified and note any corrections.)

3. For transactions where documentation is not available via paper
backup or online in R/3, contact the department responsible for the
transaction. Request that the department either send a copy of the
backup or explain why the transaction (charge) was processed.

See Next Page for Continued Steps

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 4


http://www.finsvc.duke.edu/

Reconciliation and Documents Guide

Reconciliation (cont.)

4. Process a Journal Voucher to make any necessary corrections*.
Include documentation (header text, extra text, etc.) as required per
GAP 200.020 - Journal Voucher or GAP 200.150 - Cost Transfers
on Sponsored Projects, whichever is appropriate. *(Exception:
Journal vouchers cannot be processed to 60xxxx and 61xxxx payroll-
related G/L accounts. Submit the appropriate payroll form for
corrections to 60xxxx G/L accounts).

Documentation

For most non-compensatory (non-payroll) transactions charged to a cost
object, there should be some type of supporting documentation or "backup"
which substantiates the charges.

To make the verification easier, it is recommended that the department keep
a copy of all accounting forms submitted (ex. AP Check Request, Travel
Expense Voucher, IRI, Bursar deposit slip, etc.) and any items received (ex.
Invoice copies, packing slips, Bursar deposit receipt, etc.) throughout the
month. The paper documentation or backup will make it much easier to
verify that the transactions on the cost object are correct. The departmental
business manager may wish to see this backup as part of the review
process; this is at the discretion of the business manager.

Retention of the backup is at the discretion of the department with the
exception of any original backup, such as P-Card receipts and
statements. Original backup must be retained in an accessible location
for 7 years.

The majority of this guide focuses on how to display or “look up”
documentation in R/3. This includes understanding what information is
available for each type of R/3 on-line document.

Compensation Expenses (Payroll)

Corporate Payroll Services generates payroll charges (60xxxx G/L
accounts). No documents are sent as backup for these entries. The
charges on your financial statement represent the gross dollars paid to
employees per cost object by the type of payroll (monthly or biweekly).
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Reconciliation (cont.)

Payroll charges should be checked for reasonableness by comparing them
to budgeted payroll or to the prior month's payroll charges. If the amount
charged seems too high or low, contact the departmental payroll clerk for an
explanation. Additionally, some department business managers receive a
paper report or have access to the Accounting View of Payroll in R/3, which
details the payroll charges to each cost object.

Fringe benefit charges (61xxxx) are a fixed percentage based on the gross
payroll charges to the cost object and are split between monthly and
biweekly. Fringe benefit charges can be verified by doing a calculation
based on the actual payroll entries and the current year fringe benefit rate
percentage (where the calculation = Salary * fringe benefit rate). For
current fiscal year fringe benefit rates or the projected rates for future fiscal
years, see the following website:
http://www.finsvc.duke.edu/Resources/Docs.html#fringe

Payroll accruals are posted for the estimated biweekly payroll earned but
not paid through the end of the fiscal month for 1xxxxxx cost centers.
Accruals are based on the previous pay period's payroll expense. The
reversal of the accruals occurs in the following fiscal month.

Grants & Contracts Distinctions

Facilities and Administrative Cost (previously called indirect cost)

The F&A costs represent the cost to a grant for that grant’s share of costs
incurred in the general administration and operation of Duke University.
Currently, the negotiated F&A cost reimbursement rate is 56.0% for federal
research grants. F&A cost are charged to a grant on G/L account 694600.

For questions regarding F&A costs contact the Office of Sponsored
Programs at 684-5442.

The charge to the grant is derived by multiplying the F&A cost
reimbursement rate times the modified total direct costs that are
charged to the grant during the month.
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Reconciliation (cont.)

Modified total direct costs include all direct costs except the following:

e capital expense BEXXXX

e student aid expense B3XXXX

e patient care expense 694200, 696400

e amount of subcontract in excess of $25,000 697100

¢ interest expense 695100

e telephone expenses 698100, 698200, 698300
e non-salary cost sharing 696700, 696800

¢ inter/intra-fund transfers 8OXXXX

Cost Sharing

Cost Sharing occurs when the sponsor will not reimburse expenses incurred
on a project. These costs are covered by another funding source, usually
departmental funds. The most common costs that are shared are salary and
fringe benefits, equipment and F&A costs. GAP 200.140, Cost Sharing on
Sponsored Projects provides more detail regarding cost sharing.

Cost shared salaries are compensation for effort expended on a project,
which will not be reimbursed by the sponsor.

e The portion of the salary expense that is to be cost shared is recorded
using G/L account 600300, training grants or G/L account 600400,
sponsored research.

e Cost shared fringe benefits on salaries charged to 600300, 600400,
603300 and 603400 are recorded on the normal G/L account for fringe
benefits (610000 or 610100).

e The portion of salaries and fringes that the sponsor will not reimburse
Is credited to G/L account 808000 on the grant and is charged to the
departmental cost object that is sharing the cost also using 808000.

The Office of Sponsored Programs does the entry automatically. The
amount credited to 808000 should equal the amount charged to 600300,
600400, 603300 and 603400 plus the related fringe benefits.

Equipment and other cost sharing: When equipment is cost shared, the
initial cost is charged to the WBS element using the appropriate G/L
account. Then an entry is done to credit the WBS element using G/L
account 808100 and debit the departmental cost object that is sharing the
cost also using G/L account 808100. Thus, the charge for the equipment in
66xxxx is offset by the credit to 808100. Other cost sharing is handled
similarly, using G/L account 808200. The Office of Sponsored Programs
does these entries automatically.
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Reconciliation (cont.)

Responsibilities and Record Retention

The business manager, person who has financial responsibility, or an
individual to which this authority has been delegated, must verify all financial
transactions on a timely basis (monthly or on an ongoing basis during the
month). They must verify that the charges are accurate and charged to the
appropriate account. Erroneous transactions noted during the verification
process are to be corrected before the close of the next accounting period.

The business manager or owner of the cost object is ultimately responsible
for ensuring that the verifications are completed. They must review the
reconciliation and document their review. The business manager or owner
may delegate the review process; however, they should ensure that the
individual reviewing the reconciliation is not the same individual who is
performing the verification.

Documentation that the verification and review have taken place can take
several forms. Some documentation options are:
e Sign or initial the financial report (printed copy)
e Sign or initial the Financial Transaction Reconciliation Log
(See GAP 200.012 at http://www.finsvc.duke.edu )
¢ Sign or initial a reconciliation cover sheet (department may create)
¢ Sign or initial a monthly log of reconciliations (department may create)

This signature certifies that the account was reconciled (verified) and
reviewed for the accounting period. The documentation of the review must
be maintained in an accessible location for current year plus 2 years.

The Duke University Internal Audit Department will verify that timely
reconciliations are being performed as part of their audits of University and
Health System departments.
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R/3 Documents

A document is proof of a business transaction in the R/3 system and on
R/3 reports.

For research purposes, most documents can be displayed via the:

¢ R/3 Document number using the Display FI Document on the R/3
User Menu or transaction code FB03 as outlined in this Guide.

e Report drill down (to view source document).

From the report drill down, a source document may be the original
document or a supporting document (created from an original
document). The documents are linked in the system. Examples:

e When a purchase requisition (original document) is created charging a
cost center, an accounting document (supporting) is created to update
reports with the commitment. The two documents are linked together.

e In general, an invoice receipt document is created referencing a
purchase order, which may reference an original purchase requisition.
All three documents are linked in the drill down process. If goods are
received, a goods receipt document may also be linked.

Documents can be created in the FI - Financial Accounting area of the
system or in other areas, such as CO - Controlling and PS - Project
Systems.

e The documents created in the Fl area are referenced with a two digit
Document type which identifies the type of transaction. Examples
include journal entries and invoice receipt payments.

e Documents created in other areas (CO and PS) do not have a
document type identifier. These documents are used to internally
settle or charge expenses to a department. Examples include cost
allocations and internal orders (e.g., work order). These documents
are also outlined in this section of the guide.
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R/3 Documents (cont.)

R/3 Document Type List (FI)

1'?)/%(; Reference No. Description of Document Responsible Department
AA 1200 Asset Posting Plant Accounting
AB 1201 Acct. Reversal Document Accounting Services
AF | 1202 Depreciation Posting Plant Accounting
AN 1203 Net Asset Posting Plant Accounting
KA 1204 Vendor Document Accounts Payable
KG | 1205 Vendor Credit Memo Accounts Payable
KN | 1206 Net vendors (inv.) NO REFERENCE TO PO | Accounts Payable
KP 1207 Account Maintenance Accounts Payable
KR 1208 Vendor Invoice Accounts Payable
Kz 1209 Vendor Payment Accounts Payable
ML | 1210 ML Settlement Not Currently Used
PR | 1211 Price Change Procurement Services
RA | 1212 Sub. Credit Memo Settlement Accounts Payable
RE | 1213 Invoice Receipt - RECURRING PAYMENT | Accounts Payable
RN | 1214 Net Invoice Receipt - REFERENCES PO Accounts Payable
Anyone with JV access.
SA | JVmmnnnn Journal Voucher (JV) Manually Keyed See Reference field in Header for
Assigned JV No. (JVmmnnnn)
SB GI/L account posting
SK Receipt f. cash pmnt
SuU Subseqnt debit doc.
TN Net goods receipt
WA | 1216 Goods Issue Materials Mgmt. — Hospitals
WE | 1217 Goods Receipt Materials Mgmt. — Hospitals
Wi 1218 Inventory Materials Mgmt. — Hospitals
WL | 1219 Goods Issue / Delivery Materials Mgmt. — Hospitals
WN | 1220 Net Goods Receipt Materials Mgmt. — Hospitals
WS Goods Receipt Materials Mgmt. — Hospitals
ve Accruals and othor cental mance areas
& e ereanee v g " | Accounts Payabe
YM Contract Labor for Nurse Travelers Accounts Payable
YP Travel Payment Posting Employee Travel & Reimbursement
T ey s | e acceunting (Rembursement= 10| cmpyee Tl & Rembursemen
YU Payee’s Last Other Travel Payment Employee Travel & Reimbursement

name + “date”
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R/3 Documents (cont.)

R/3 Document Type List (FI) cont

R’%Ce Reference No. Description of Document Responsible Department
YV Travel Payment Clearing Employee Travel & Reimbursement
ZA 1221 PS Settlement Plant Accounting
Anyone with JV access in R/3.

ZB JVmmnnnn Accruals and Reversals See Reference field in Header for
Assigned JV No. (JVmmnnnn)

ZC 1223 Stores Credit Memo Procurement Services

ZE Conv B/S begin bal

ZF 1224 Pooled Cash Offset Accounting Services

ZG | 1241 AM Expense Posting Plant Accounting

ZH Ejva\{t,e"\’/lN, orNC + Payroll (Drill-down not allowed) Payroll

VAl Reconciliation Ledger Posting
Anyone with JV access &

73 IVmmnnnn Cost Transfers (_pertains to corrections Sponsored Programs. See

for Grants/Restricted Funds) Reference field in Header for

Assigned JV No. (JVmmnnnn)

ZK '(DFailyset,e,l_sa':tE)ime Experimental Subject Payments Employee Travel & Reimbursement

ZL E,\éVFFBB ' +',\,/(Ij':![:e|?’ or Fringe Benefits Payroll

ZM | 0039 Indirect Cost Calculation Sponsored Programs

7N 1226 EDI (_Electronic Data Interchange) Vendor | Accounts Paygble & Materials

Invoice REFERENCES PO Mgmt. — Hospitals

ZP 1227 Payment Posting Accounts Payable

ZQ Tuition Grant Accounts Payable

ZR 1228 Bank Reconciliation Not Currently Used

ZS 1229 Stores Invoice Net Duke Stores

ZT 1230 AP Check Request Accounts Payable

2U 1251 (E:Iri)eld(iltEIectronic Data Interchange) Payment Accounts Payable

yAY) 1231 Payment Clearing Accounts Payable

ZW Interface Patient Accounting Patient Accounting

ZX Interface - ETR Employee Travel & Reimbursement

zY DCXXXXXX Cash Receipts Bursar’s Office

zZ JVmmnnnn Dataset Interface (w / Assigned JV No.) See Reference Field on Header
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R/3 Documents (cont.)

Other R/3 Documents (CO, PS)

Doc Type

Reference No.

Description of Document

Responsible Department

N/A

1232

Actual Assessment

Accounting Systems & Procedures

N/A

1233

Actual Line Item Reposting

Accounting Systems & Procedures

N/A

1234

Actual Primary Cost Report

Accounting Systems & Procedures

N/A

1235

Actual Distribution

Accounting Systems & Procedures

N/A

1236

Indirect Activity Allocation

Accounting Systems & Procedures

N/A

1237

Overhead Costing

Accounting Systems & Procedures

N/A

1238

Order Settlement

Accounting Systems & Procedures

N/A

1239

Imputed Cost Calculation

Accounting Systems & Procedures

N/A

1240

Actual Activity Allocation

Accounting Systems & Procedures

N/A

1250 Summarized JV

Accounting Services

The Most Common Document Types In More Detail

AF (Dep. Postings) = depreciation postings for assets. Contact Plant
Accounting at 681-4575 for questions.

KG (Vendor Credit Memo) = credit memo for invoices. For questions,
contact Accounts Payable at 684-3112.

KN (Net vendors invoice) = vendor invoice document that does NOT
reference a Purchase Order, usually payment of standing orders done
via phone or one-time pink requisitions (under $2500). For copies of
original invoices, contact Accounts Payable at 684-3112.

RE (Invoice Receipt - RECURRING) = vendor invoice payment for a
recurring purchase order, such as leases with a fixed payment each
month. For questions, contact Accounts Payable at 684-3112.

RN (Net Invoice Receipt) = Vendor invoice that references a Purchase
Order. For questions about the requisition (if applicable), drill into the
Purchase requisition per steps in this Guide and locate the person who
created the requisition (use the Document header button). For
guestions about the invoice, contact Accounts Payable at 684-3112.

SA (G/L account document) = manually keyed journal entry containing
an Assigned JV number in the Reference field. Refer to the Assigned JV
List for department contact information at the following website:
http://www.finsvc.duke.edu/gap/assignedjv.php

WA (Goods issue) = goods issued from Inventory by each Hospital's
Materials Management / Material Services department.

Ori

ginal: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 12


http://www.finsvc.duke.edu/gap/assignedjv.php

Reconciliation and Documents Guide

R/3 Documents (cont.)

e WE (Goods receipt) = receipts of goods into inventory.

e YD (EDI Vendor Invoice — Does NOT Reference PO) = vendor invoice
that was electronically sent to Duke from the vendor versus a paper
invoice. The process is known as Electronic Data Interchange (EDI).
The invoice does NOT reference a Purchase Order. For questions
about the document, drill into the document per steps in this Guide. For
copies of original invoices, contact Accounts Payable at 684-3112.

e YT (Travel Accounting) = travel and miscellaneous reimbursements to
employees or students who are on the Duke payroll. To view payment
information, follow steps in this Guide. For other questions, contact
Employee Travel & Reimbursement at 681-0208 or by email at
employeetravel@duke.edu.

e YU (Other Travel Payment) = reimbursements for expenses that do not
fit into one of the expense types listed on the various reimbursement
forms or to students who are not on the Duke payroll. To view check
information, follow steps in this Guide. For other questions, contact
Employee Travel & Reimbursement at 681-0208 or by email at
employeetravel@duke.edu.

e ZA (PS Settlement Doc) = project settlements, currently used to settle
minor construction projects (under $100,000) from a project to a
department’s cost center on a monthly basis.

e ZB (Accruals & Reversals) = accrual journal entries done in one
accounting period and reversed later.

e ZH (Payroll) = Documents processed in R/3 for various payrolls (monthly,
biweekly, etc.) which are not available via the drill-down from a report.
To view detailed payroll information, a user must have security access to
the ZH223 Accounting View of Payroll Activity report in R/3 and other
payroll report extracts distributed by the Payroll office.

e ZJ (Cost Transfers) = manually keyed journal entry for Cost Transfers
(corrections on Federal Sponsored Projects) which are monitored by
Sponsored Programs. For department contact information, locate the
Assigned JV number in the Reference field and refer to the Assigned JV
List for department contact information at the following website:
http://www.finsvc.duke.edu/gap/assignedjv.php
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R/3 Documents (cont.)

o ZK (Experimental Subject Payments) = Payments to those participating
as experimental subjects for research at Duke. The payee’s name is
located in the Reference field and more details about the payments are
listed in the Text field. To view check information, follow steps in this
Guide. For other questions, contact Employee Travel & Reimbursement
at 681-0208 or by email at employeetravel@duke.edu.

e ZN (EDI Vendor Invoice) = Vendor invoice that references a Purchase
Order and was electronically sent to Duke from the vendor versus a
paper invoice. The process is known as Electronic Data Interchange
(EDI). For questions about the requisition (if applicable), drill into the
Purchase requisition per steps in this Guide and locate the person who
created the requisition (use the Document header button). For
copies of original invoices, contact Accounts Payable at 684-3112.

e ZT (AP Check Requests) = Documents processed in R/3 for AP Check
Requests (one-time payments that should not be paid through a
Employee and Travel Reimbursement forms and do not require a
Purchase Order. For more details about AP Check Requests, visit the
website http://www.finsvc.duke.edu (Procuring at Duke) or contact
Accounts Payable at 684-3112.

e ZZ (Interface-JV) = Dataset interface from legacy systems at Duke, such
as Telcom, Bursar’s Office, Paris (Procurement card), Stores, etc. In
most cases, an Assigned JV number is located in the Reference field.
This number can be used to identify the department responsible and who
to contact for more research or questions. See the Accounting
Documents — Journal Entry section of this document for more details. For
contact information see the Assigned JV List via web site:
http://www.finsvc.duke.edu/gap/assignedjv.php

e Internal Orders (e.g. Work Order) = settlement documents used to
internally “settle” or charge expenses to departments for work performed
by another department. Currently, the Internal Orders are only used for
Work Orders at Duke but may be used for other transactions in the future.
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Displaying Documents via Report Drill Down

Overview:

This section outlines the “drill-down” process that is available for most R/3
reports. The drill-down process is a research tool and provides more details
about a particular line item or amount on a report. There are various stages
of the report drill-down process, including viewing the document for a
transaction amount.

Before drilling down on an item from a line item report:

Scroll across the line item report and review all the columns of information
displayed for the layout chosen (e.g. /[DUKE). The information may be
sufficient for research and no further drill-down is needed. Some examples
of valuable columns are:

e The Posting Row (column may be abbreviated as PRw or similar)
which identifies the corresponding line item for most accounting
documents (original or supporting).

Note: If the posting row does not match to the correct

line item in a document, use the Find button to
locate the line item by amount or cost object.

e The Document type (column may be abbreviated as DocTy or
similar) which identifies the type of transaction (journal entry, invoice
receipt payment, etc.).

e The Reference column which contains the Assigned JV number for
journal entry documents to identify a departmental contact, or the
vendor’s invoice number for Accounts Payable related documents.

All of these items are referenced and discussed in further detail for each
type of Document outlined in this guide.

To drill-down on areport line item:
e Simply double click on the desired item in the report

OR

e Click anywhere on the item and click on the Details button (button
name may vary by screen or report).

Note: Repeat the above steps until no further research is needed.
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The Report Drill-Down Process (cont.)

The stages of drill-down on a report:
There are various reports available in R/3 with different levels of detail.
The stages of drill-down depend on which level of report is being
displayed. The diagram below outlines the levels of reports and how the
drill-down will progress from each report until the source document is
reached. For example, from a summary level report the drill-down will
display a line item report. Each stage of the drill-down provides more and
more details about the amount being researched.

Hierarchy Level Report
Contains higher level of summarization based on hierarchy of an
organization within Duke.

A 4
Summary Level Report
Contains summarized amounts, usually by cost element, for columns like
actual, commitment (encumbrance), plan (budget) and variance.

\ 4

Line Item Report
Contains columns of specific details about each transaction amount (line
item) that makes up the summarized totals for a cost element, etc.
Note: A dialog box will prompt user to choose the type of line item report
desired based on the column (actual, commitment, plan, etc.)

\4
Document

Proof of the business transaction and may be the original document or a
supporting document (created when an original document is saved).

A

More Information
From a document, several options and screens are available depending on
the type of transaction (known as Document Type) and whether it is an
original or supporting document.

Note: The reports above can be run individually as well.
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Displaying an R/3 (FI) Document — FB0O3

Via User Menu: Financials - Financial Documents —
Display FI Document

Note: An FI (financial) document can be displayed via the
User menu per these steps or via report drill-down
(into the source document). The steps below apply
to most document types, including Journal Entries,
Invoice Accounting documents, as well as Employee
Travel and Reimbursement documents.

On the Display Document: Initial Screen:

5 \
V] 2 d HIS@@ @

Use Steps 6-13 if - -
Dispiay Document: Initial Screen

document number ey : — —

is NOT known. Documentlist |4 Firstitem 47 Editing options

Systern  Help

1 \Ms for Financial Accounting Use Steps 1_5 If the
DocumentTMmim—,  [100116473 A
Company Cod 010 document number is
/«@: 2004 known.
2 /
3

| D [PPT (1) ¢100) bel | mashie | INS 7

If Document number is known (if unknown see next page):
1. Enter the Document number.

2. Enter the Company code.

3. Enter the Fiscal year.

Note: If needed, click on the Editing Options button to
change your own preferences for the layout of the
Document Overview screen. The default layout is
ALV Classic List, which displays the Document
Overview screen in a format similar to the old paper
journal vouchers. |If you prefer the SAP layout
(default prior to the upgrade), choose the Classic

View option. Click on the =l Save button and exit.

4. Click on the Enter button or press Enter to display the Document
Overview - Display screen.
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Displaying an R/3 Document (cont.)

5. Proceed to Step 14.

If Document number is unknown:

6. Click onthe Document List button (Shift+F8) to display the
Document List screen.

Note: All fields on the Document List screen are optional.
Each field narrows the list from all R/3 documents to
those matching the fields specified.

Program  Edit Goto  Systerm Help
& ER CaQ BEE D
12 ]
Document List
7 2
8 Cnmpanywde\>| @ to o2
Document number — to =5
Fiscal year — to o2
9
General selections
Document type o
Posting date — to o
10 ——Fmsetom— - to o2
Refarence numhber to =5
Reference transaction to o2
Reference key ta =3
Logical system to
Also display noted iterns .
L] Displasrotocliome 13. Once executed and on the resulting
11 - Document List screen, double click

(] Own docurents only and view that document.

Optional
p e on a Document number to select

LJLell [ <]
| b [PPT () (100) P2 mashie | INS .~

7. Enter the Company code.
8. Enter the Fiscal year.
9. Enter the Document type. (SA, etc.)

10. Enter other optional fields outlined below as desired.
e Posting date: to search for all documents containing a certain
posting date.
e Reference number: to search for all documents with a certain
reference number (i.e., Assigned JV number).
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Displaying an R/3 Document (cont.)

11. Optional: Click in the Own documents only check box (Search for own
documents section) to view only documents that you created.

12. Click on the Execute button (F8) to display the Document List screen.

13. Double click on the desired Document number to display the
Document Overview - Display screen.

On the Document Overview - Display screen:

Documment  Edit Goto Sefings  Exras  Environrment  System  Help

@\ 2 H Qe CHE ODO0 HE @0

Document Overview - Display
FH 7284 P PETF EBF B @ @ chose [ save T B & B [ Taxdata |[H (2

1410+

Doc.type : SA ( G/L account document ) MNormal document

Doc. Number 100116958 Company code B0e1e Fiscal year 2004
14 Doc. date 04/10/2004 Fosting date B4/10/2004  Period 10
Ref.doc. J¥121234

Doc.currency  USD

Doc.head text Test for training

16

Itm|PK| Bccoun|Account short text Cost Ctr |WBS element |Profit Ct|Fund Text Amount

15 1[40 696000 |MEETINGS - BUSINESS 1573123 1199888 1673123 |To correct J¥121234 charged to wrong cost center 500,00
2|50 696000 |MEETINGS - BUSINESS (1573146 11989888 |1573146|To correct J¥121234 charged to wrong cost center 500, 00-

NEE

[ D [PPT 1) 100y Pel | mashie NS

Note: The examples of the Overview screen in this guide
are based on the default layout of ALV Classic List.
This setting can be changed via the Editing Options
button on the initial screen. The layout of your
screen could be in the Classic View if you changed
your preferences via the Editing Options button.

14. Review the Document Header details in the top portion of the screen.

15. Review the posted line items listed in the bottom portion of the screen.

Note: To adjust the width of all columns, follow the menu
path: Settings - Columns — Optimize Width.

To view more details on a specific line item from the
Document Overview-Display screen:

16. Either click once on the actual line item number (in the first column)
OR double click anywhere else on the desired line item to display the
Display Document: Line Item XXX screen (example shown next page).
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Displaying an R/3 Document (cont.)

Goto

Extras  Environment

] BdHI Q@ EERE ST 8

19
Dl'splay Document: Line item 001
.

72 L2 v a3 B Mare data

Systern  Help

GA5000 MEETIMGS - BLISINESS RELATED
0818 Duke University

Doc. no. 100116958

( Line ltern 1§ Dehit entry 1 40

Amount 500 .60 W=1n]
Tax code 1o

Jurisdict. Code NCOAEAAEA

Additional account assignments
17 <

Cost Center 1573123 Order
WHS Element
Prafit Center 11995998
Assignment a001573123
| T To correct J121234 charged to wrang cost center

| [ |[PPT (13 (100} =l mashie | INS 7

17. Review the fields listed, such as the cost object charged under
Additional account assignments or the Text field.

18. Use the E Next item (Shift+F7) or E Previous item (Shift+F6)
buttons to scroll through the detail screens for each line item if needed.

19. Click on the Call Up Document Overview button (F9) to return to the
Document: Overview - Display screen.

To view the document header information, such as the
Document Type (from any screen):

Document  Edit Goto  Seitings  Exiras  Environment  Systern  Help

20

] BldH @@ SHE Hha0n

Doc verview - Dispiay

28 4 HE & F & [ [ choose | @ Save TF [ & [E B Taxdata E [E
. , [+]

20. Click on the 21 Document header button (F5) to display the Document
Header: Company Code XXXX screen (see next page).
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Displaying an R/3 Document (cont.)

Cocument Header: 0010 Company Code

E_Q_U_G}]m?_f]}_f_&fp_@j 54 GiL account document
Doc.Header Text  Testfor training
Card type Card na.

Sequence numkber

Reference Ji121234 Document Date o4/10/2004
21 < Posting Date 04/10/2004

Currency uso Posting Period 10 ¢ 2004

Ref. trans. BKPF  Accounting document

Reference key B18811695800102004 Log.System  FPT100

Entered by BROCKBOS Parked by

Entry date o4/10/2004 Time of Entry 09:26:43

\ TCode FEA1

22 \Changedon Last update
| B

21. View the fields of data, such as the Document Header text, Reference,
and Created by fields.

Note: The information in the fields on this screen vary
for each type of document and are outlined in the
document sections of this Guide (i.e., Journal Entry,
Invoices, etc.). Refer to those sections as needed.

22. Click on the ¥ Continue button (F7) to return to the Document Overview
- Display screen.

To print a copy of adocument (from Document Overview —
Display screen):
Note: After the upgrade of April 2004, you no longer need

to choose a different layout for printing unless
desired. To choose another layout if desired, use the

Choose different display variant (layout) button
and double click on the preferred layout.

Docurment  Edit  Goto  Seftings  Extras  Enwironment  System Help

& 3 dHICG@ DRE D0aaE

D] Dosws Overview - Dispiay
2B DET BB B B choose @ swe| T (E & @ H Tacaa @ E

4]

23

23. Click on the Print button (Ctrl+P) to display the Print ALV List screen
(see next page).
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Displaying an R/3 Document (cont.)

Frint ALY List

Qutput Devi PAD1 @?US Broad St, Bm 0118 - pr249.admi..
er of copies 1

Mumber of pages
@ Printall
- 4 To ]

() Printfrom page N \
—
—> 26
25 \th'; Delete after 8 days ]
Time of prin Print out immediately e
SAF Cover Sheet | Do not Print =

Report 58 Rows X 145  Columns

27 \Format %_58_170 ABAPI4 list At least 59 raws b..
W Properies 3

24. Enter the printer value in the Output device field, if not defaulted.
25. Ensure Print Immediately is selected in the Time of Print field.

26. Change the selections in other fields as desired (examples: change the
number of copies or select Do Not Print in the SAP Cover Sheet field).

27. Click on the Continue button (Shift+F7) to complete steps.

Information

Spool request [numb_er 0000027608) zent to SAP

0 printer PADT
28 \

CaC

28. Click on the OK button to clear the Information message, if needed.

To view or print the extra text (note) for applicable documents:

Note: The following steps are done from the Document
Overview - Display screen. The text applies to all
line items, can be displayed from any line item, and
supplements text entered on individual line items.

Systern Help

Docurnent  Edit Goto  Settinee Extras  Envitonment

2 < Docurnent header F&

— - B ’Iexls...
Document Overvieu
Gl £ 44 M E T coretionrequest shitsFz B Save TF [

s RN

29

29. Follow the menu path to display the Texts in Accounting Document
screen (shown next page): Extra — Texts...
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Displaying an R/3 Document (cont.)

S|L..|Description 15t line i E‘
30 \ Corres pondence Il
-ﬁl ote Entry approved by WP for Financial Servi E
Payment advice information (] H
[=]
[~]

LDl [ an|

¥ [z B &

30. Double click anywhere on the Note line (or on the word Note) to display
the Display Note: 0010... screen.

Text Edit Goto Format [nsett System  Help

(] Bl @@ DHE N

I
Dispi 0010010 82004 Language EN
& Formats o2
31

Pafwraph, left-aligned & Char.Formats ]
“

Entry approved by VP for Financial Services
32 /Eor questions, contact Buzz Lightyear at 123-4567.=

>0

\ b [PRT 13 (100 B2 mashie NS o
Note: The text cannot be changed in the display mode.
Any text entered will be ignored when exiting this

screen.

31. To print the text, click on the Print button (Ctrl+P), and follow steps
23-28 above.

32. When done, click on the Back button (F3) to return to the Texts in
Accounting Document screen.

33. Click on the Continue button (Shift+F1) to return to the Document
Overview - Display screen.

To exit the transaction:

34. Click on the Exit button (Shift+F3) until the initial R/3 screen is
displayed.

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 23



Reconciliation and Documents Guide

Journal Entry (SA, ZJ, ZB, AB, & ZZ)

A journal entry is an accounting document containing debit and credit
postings to the general ledger. Journal entries are used to transfer funds
from one account to another for payment of various services, materials, etc.,
and used to correct postings if needed. Journal entries can be posted to
one or more departments within one company code (single company code
entries) or across company codes (cross company code entries).

Journal entries are:

e Manually keyed into R/3 (Document types SA, ZJ, ZB) by anyone with
authorization in any Duke department.

e Processed by Accounting Services (Document Type AB) to reverse
accruals / deferrals entered in the previous month (Document Type ZB).

e Entered from electronic system feeds into R/3 by Accounting Services
(such as Document types ZZ).
Two journal entry examples follow (see screens below):

First, this Display Document: Overview screen is a Single Company Code
entry manually keyed as Document type SA, ZJ, or ZB.

Seftings  Extras  Environment  System  Help
2100 ¢@e DHE Do OF @E
Document Overview - Display

Document  Edit  Goto

Use Page Up and Page
1] Save sEN B .
1 Hz7B8WAdrNAFeREERE 3 [ T @@ @ Down buttons if needed.
o
2 Doc.type © SA [ G/L account docyl Ormal ducum# \ ._4|
Parked by CDILLARD Posted by HRWPLEUR |
Doc. Mumber 180145306 Company code  @E1D Fiscal year 2004 . .
/ Doc. date 0471342004 Posting date g04/13/2004  Period 10 7 The Overall field dlsplays here 0n|y
4 Ret.doc 1086815 < it d
Doc . currency usp
/ Doc.head.text IC Confocal 410 User Fee ! entry pOSte across Company
6 5 codes (see next example).
8 Itm| PE | Account |Account short text Cost Cir|WBS elem. |Profit Ctr|Fund Text Amournt
1|40|545008 |LABORATORY & RESEARC 3034858 (1199003 | 3034852|IC Confocal Usage D30804-D0a| 48410
2| 40| G4500A | LABORATORY & RESEARG IA3RE50 (1199808 | 303806A| IG Confocal Usage D3NB04-D0h| 403 20
3| 40| G4500A | LABORATORY & RESEARC| 4314082 1189998 | 4314092| IC Confocal Usage D3A801-91 5500
4| 40| G4500A | LABORATORY & RESEARC 3330300 (1199808 | 3330380| IG Confocal Usage D3ASO1-P2 £83 68
5| 40| 545000 | LABORATORY & RESEARC|162236A 1189998 | 1522360| 1C Confocal Usage D30804-93 9z 50 | 7
B 40| 545000 |LABORATORY & RESEARC 3A3G292 (1199898 | 3038282| IC Confocal Usags D3AS04-04 17 50
7| 4| 545000 |LABORATORY & RESEARC 3035117 1199888 | 3035117| IC Confocal Usags D3AS04-D5 83 97
84| G545000 |LABORATORY & RESEARC 334576 (1199898 | 3034876| IC Confocal Usags DIASD4-D6 1480
94| 545008 |LABORATORY & ge B3AZA4-HT 62 50
10|48 |545008 | LABORATORY & . . . . boe 030804-89 | 1,235.39
11| 40|64s000 |Laporatory ¢ THiS example IS dlsplayed n o 030804-09 15.75
12|40 |645000 |LABORATORY & . . boe 030804-10 37.24
13| 4n|s4s000 [Lapcratory ] the ALV Classic List Iayout. Loe 030804-11 22 50
14|48 |645008 |LABORATORY & bue 03080412 17.50
15|48 545008 |LABORATORY & e 030804-13 238,50
16|48 545008 |LABORATORY & RESEARC 3035005 (1199098 | 3035005|I1C Confocal Usage D30804-14 43.75
17|48 645008 |LABORATORY & RESEARC 3032530 [1199098 | 3032538| IC Confocal Usage D30804-15 144,25
18|48 545008 |LABORATORY & RESEARC 3330283 (1199098 | 3330283| IC Confocal Usage D30804-16 15.00 | L
19|48 | 645008 |LABORATORY & RESEARC 3330038 [1199008 | 3330038| IC Confocal Usage D30804-17 22.50 | [=]
/ \. / D3 PRZ 100 rdas03 0% p
/ \/ l \“( L \ &
9 10 11 12 | 13 | 14 | 15 16 17
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Journal Entry Document (cont.

Second, this Display Document: Overview screen shows a Cross-Company
Code journal entry entered as an electronic system feed (Doc. type ZZ).

&
Document  Edit Goto  Seftings Exras  Environment  System  Help w
8 CO@ LM HOO0 E @

Document Overview - Display | 3

7z W4 rMaTF & S [ sae T [@ & Usepageupandpage
Doc.type @ ZZ m- Ji ) Normal docul DOWH bUttOﬂS |f needed.
Doc. Wumber 600022284 Company code ag1g Fiscal year 2004
Doc. date 04715/ 2004 Fosting date 8471542 Feriod 1
Ref. doc JW1014088 Owerall na B6B0000981BO5!
4 Doc. currenc: v USD ,
Doc.head. text Apr 2004 License Rene 7 5
Itm|PK [Account [Account shart text|Cost Ctr|WBS elem. |Profit Ctr|Fund Text Amoun
8 1|48 (697608 [TAXES AWD LICENSES|1522780 1199998 1622700| Licensel Renewa 1 Mpr 28084 DU 653 26.50
2|40 |B97E00 | TAXES AMD LICENSES| 1566005 1199993 1566005( LicenseRenewal Apr 20084 DU 650 15.00
3| 40|B97600 | TAXES AMD LICENSES| 1566005 1199993 1566005( LicenseRenewal Apr 2004 DU 651 15.00
4| 40|BA7600 |TAXES AMD LICENSES| 1579185 1579185 1579185| LicenseRenewal Apr 2004 DU 664 28.00
5| 40|637600 |TAXES AND LICENSES|1573185 15748185 1579185| LicenseRenewal Apr 20084 DU 665 28.00 | |
G| 48 |6GA7GOA |TAXES AMD LICENSES| 15703185 1673185 1679185( LicenseRenewal Apr 28084 DU G667 28 .00
7|48 (687608 [TAXES AMD LICENSES|1579185 1679185 1678185| LicenseRenawal Mpr 2884 DU 668 28.00
8| 40 (697608 [TAXES AMD LICENSES|1579161 1679161 1579161 | Licensel Renewa 1 Mpr 2804 DU 795 26.50
9| 40 |BO7E00 | TAXES AMD LICENSES| 1579334 1579334 1579334[ LicenseRenewal Apr 2004 DU 796 25.00
10| 40 (697600 |TAXES AMD LICENSES|1561018 1199993 1561010( LicenseRenewal Apr 20084 DU 854 25.00
11| 40697600 |TAXES AMD LICENSES|1566007 1566007 1566007 | LicenseRenewal Apr 20084 DU 855 26.50
12| 40 [GS76@0 |TAXES AMD LICENSES| 1563060 1563060 1563060 LicenseRenewal Apr 20084 DU 856 25.00
13| 40 [AO76@0 | TAXES AMD LICENSES| 1563860 1663060 1663060( LicenseRenewal Apr 28084 DU 857 25 .00
14|40 (697600 [TAXES AMD LICENSES| 1566887 1666087 1666007 | LicenseRenawal Mpr 2884 DU 896 26.50
” 697 TAXES Al ICENSES| 1543185 16540185 16578185|Licensel Renewa 1 Apr 286g DU 986 28 *
18, B976 TAXES APPYLICENSES| 1 006 i il 150M06( LicenseRenewal Apr 2008DU 962 25. 00 ™
/ 40 (BI7600 WALESAND LICENSES| 1566006 1566006 1568006( LicenseRenewal Apr 2004 QU 969 25.00 \
18| 40{697600 AND LICENSES| 1549185 1599135 1579185[ LicenseRenewal Apr 2004 DNHC 180 25.00 K&
697608 ICE lenseRenawal Apr 204 25.00 [«
9 10 RATRAR 11 TF| 12 13 14 15 pnsrRenREAT Ao 2R 16 2R AR [l 17

Key pieces of information:

Note: To adjust the width of all columns, follow the menu
path: Settings - Columns - Optimize Width.

1. Document Type = a two digit value that identifies the type of document
(e.g., SA = a manually keyed journal entry). Refer to the Document Type
List in a previous section of this Guide for more details.

2. Parked by and Posted by = the Parked by field contains the User ID for
the person who created the document via the park transaction. The
Posted by field contains either the User ID for the person who posted the
document (prior to early 2006) or “WF-Batch” to indicate the entry was
posted via workflow approval(s) after early 2006.

3. Document number, Company code, and Fiscal Year = assigned R/3
document number for the company code’s set of books. All three fields
help to identify the document in the system.

Note: A cross company code entry creates a separate
document with a uniqgue number for each company
code charged, containing only that company code’s
line items. Therefore, users will only be able to
see the document and line items charged to the
company code in which they have security
access. All documents are linked with a cross
company code number, which is outlined below.
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Journal Entry Document (cont.)

4. Document Date = the document date that was keyed in the header when
the document was created.

5. Posting date and Posting Period = the date that the document was posted
and corresponding fiscal period in which the posting occurred.

6. Ref.doc. (Doc. Types SA, ZJ, ZB, or ZZ) = an eight digit reference
containing the Assigned JV number (Ex: JV060132) defined as:

JV Journal Voucher (same term / meaning as journal entry or
Transfer Journal Voucher - TJV)

Next 2 digits | (Example: 06) The fiscal period of the entry.

Last 4 digits | (Example: 0132) A 4 digit number assigned to the “owner” of a
journal entry. The number identifies the nature of the entry and
a department contact name and phone number for any
guestions. The number can be used to find this information on
the Assigned JV List located on the web at

http://www.finsvc.duke.edu/gap/assignedjv.php

7. Overall no. = a number that links all the document numbers created
from a cross company code journal entry:

e The first 10 digits = a leading zero + the 9 digit R/3 document
number created for the company code entered on the header.

e The next 4 digits = the company code that was entered on the
header screen.

e The last 2 digits = the fiscal year posted (for all the documents).

8. Doc. Head. Text = generic text that pertains to all line items of the
journal entry and was entered on the Document Header initial screen to
provide a brief description of the nature of the journal entry.

9. Itm (Item) column = the line item number for each line of the entry
which helps in the drill down process from a report (see note below).

Note: When drilling down into a journal entry from an
amount on a line item report, the entire journal
entry is displayed. The journal entry may contain
numerous lines posting amounts to many accounts
across Duke, i.e., the line item double clicked on is
ONLY one line of the journal entry. The line item
number is available on the reports and should be

used to locate your line item (use the Page down
button if needed).
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Journal Entry Document (cont.)

10.

11.

12.

13.

14.

15.

16.

17.

The PK (posting key) column = the posting key indicating a debit (40) or
a credit (50) to a particular G/L Account and Cost Object.

Account and Account short text columns = the six digit G/L account and
corresponding short text description of the G/L Account that is being
charged/posted for this line item.

Cost Ctr column = displays the Cost Center posted for this line item if
applicable (blank if a Profit Center or WBS Element was posted).

WBS Elem. column = displays the WBS Element (Project) posted for this
line item if applicable (blank if a Cost Center or Profit Center was posted).

Profit Ctr column = displays the Profit Center posted for this line item if
applicable (blank if a Cost Center or WBS Element was posted).

Note: The ALV Classic List displays all three of the
above columns (Cost Center, WBS Element. or
Profit Center). If your display has been changed to
the Classic View (standard SAP display prior to 2004
upgrade) then your screen will not contain columns to
show Profit Centers and WBS Elements for line
items posted to those types of cost objects. Profit
Centers and WBS Elements can be seen from the
Classic View by double clicking on the line item to
view the detailed line item screen.

Fund column = displays the Fund (for Funds Management which only
applies to Company Code 0010) posted for this line item if applicable.

Text column = free-form text entered for each line item posted to
provide a short description that applies specifically to that line item, i.e.,
debit or credit. Text does not appear on all journal entry line items. Text
from this field also appears in the Name field on some report screens
and is why it is important to enter text on journal entry line items.

Amount column = the amount posted as a debit or credit for each line
item of the document. Credits are indicated with a minus sign. The
sum of all debits and credits must net to zero before a journal entry can
be posted.

Note: The Fund Characteristic column contains the 10
digit BFR Code(Org. Unit) for Company Code 0010.

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 27



Reconciliation and Documents Guide

Journal Entry Document (cont.)

From a Journal Entry Accounting document (Document
Overview - Display) screen:

To view details about a particular journal entry line item:

Document Edit Goto  Seftings  Exras  Erwironment  System Help

& 30 H e BHRE DTOH0 FHE @0

Document Overview - Display
G2 44 E&ETFEFESES @ chose [@save T E & [E W Tacdaia [l [F)

I«1l]

Doc.type : 22 ( Interface - J¥ ] Normal document

Doc. Wumher 600022284 Company code ge1o Fiscal year 2004
Doc. date 04/15/2004 Posting date 04/15/2004  Period 18
Ref doc Jvip14o8 Owerall no OEOEEEE931085604

Doc.currency ush
Doc.head.text Apr 2004 License Renewals

1 \ Itm|PK|Account |Account short text|Cost Cir |WBS elem. |Profit Ctr|Fund Text Amaun
1(40|697600 |TAXES AND LICEWSES| 1522700 11999498 1522700(LicenseRenawal Apr 2004 DU 553 26.50
2(40 697600 |TAXES AND LICEWSES| 1566005 1199848 1566005(LicenseRenawal Apr 2004 DU 650 15.08
3[40 |BITGOA |TAXES AND LICEWSES|1566HE5 1199998 1566005 LicenseRenewal Apr 2084 DU 651 1508
4(40 697600 |TAXES AND LICEWSES| 1578185 1579185 1579185 LicenseRenewal Apr 2004 DU 664 25.00
51401697600 ITAXES AND LICEWSES|1578185 1579185 15791851 LicenseRenawal Apr 2004 DU BES 25.00

1. Double-click on any line item to view the Display Document: Line Item
### screen (shown below).

[BEENGE = st EER e CGEEE 6 |Use Next Screen and Previous
Screen buttons to view other

o Displayw 006 line items. if needed.

T 2w a3 & More data

GIL Account! BA7E00 TAXES AND LICENSES
<

Company Code 0813 Duke Univer ih;

/ Line ltern 6/ Dehit entry 5 40 /
3 Amount 28.00 JsD
Tax code I8 oB50
Jurisdict. Code HWCEREREEE

oc. ho. 6000222

Additional account assignments

Cost Center 1579185 Crder
4 { Frofit Center 1579185

WHS Element

Aszsignment 000145759185

Text LicenseRenewal Apr 2004 DL 657
5 T

| b [PROD 1y (100) Pl prdas01 | ovR 2

On the Display Document: Line Item ### screen, the following
information may appear depending on the line item selected:

2. Information from the previous screen, like the G/L account and
description, Company code, Document number and Amount for the
line selected.
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Journal Entry Document (cont.)

Information like “Line item 1/ Debit entry/ 40” = link to the previous
screen, including the line item number drilled down upon, the type of
document (debit entry), and the posting key (40).

Additional account assignments section = the Cost center, WBS
element (projects), and/or Profit center (revenue) to which the amount
was posted. An asset or liability posting will not display these fields and
may have a Fund field instead.

Text field = free form text pertaining to the line item.

If needed, use the E Next item and E Previous item buttons to
scroll through the detail of other line items as well.

To return to the Document Overview — Display screen, click on the
Document Overview button or the Back button.

From a Journal Entry Accounting document (Document

Overview - Display) screen:

To view the extra text (audit documentation) if applicable:

Note: The following steps are done from the Document:
Overview - Display screen. The text applies to all
line items, can be displayed from any line item, and
supplements the short text entered on individual line
items. The text serves as audit documentation.

Seftings  Extras  Emwironment

Document header F5 A F @

Texts.

System  Help

Correction request shit+Fz B Save T (B o9 Tant data =

1.

Doc.type : 5A ( G/L account document ) Normal document

Parked by COILLARD Posted hy MRUWILELR

Doc. Number 100145396 Company code get1n Fiscal year 2004
Mar Mata AA 1NN AAM A0 Parind 1

nnnnnnnnnnn

Follow the menu path to display the Texts in Accounting Document
screen (shown next page): Extra — Texts...

_____________________________________________________________________________________________________________________________________________|
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Journal Entry Document (cont.)

in Accounting Document

iProposed language:  EN English

S|L..|Description 1stline

2 Correspondence
™~ EniNote

Fayment advice infarmation

Confocal 410 usage fee:

==

LD [«]D IS

[ [ L[]
5 N

v [ZEBE

2. Double click anywhere on the Note line (or on the word Note) to display
the Display Note: 0010... screen (shown below).

Text Edit Goto Format  [nsert

Bl CEe BHE 80 La BHE @@

Dis TT010010 62004 Language EN
4 [ & Formats | o3 &)

Falawauh, Ieft-aligned 1 | Char Fomats 3

3 / nfocal 410 usage fee: =

System  Help

icroscops use: 510.00/hour
Morkstation use: $2.00/hour
UV laser use: $515.00/hour

Billed for Heather Solari (Confocal Manager) in the DCMB
Departmart, LSRC Bldg.

Back-up for billing will be kepted in the DCMBE Accounting office

land with Heather Solari.

Carla M. Dillard
[DCME Group

E{lj‘*ﬂl’fﬁ _,lll
\ U | PRD 1y (100) PFl | prdasot | ovR Vi
Note: The text appears on a gray screen and cannot be

changed in the display mode.

3. To print the text, click on the Print button (Ctrl+P), and follow
printing steps outlined in the Display Document section of this Guide.

4. When done, click on the Back button (F3) to return to the Texts in
Accounting Document screen.

5. Click on the Continue button (Shift+F1) to return to the Document
Overview - Display screen.
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Journal Entry Document (cont.)

From a Journal Entry Accounting document (Document

Overview - Display) screen or any other screen:

To see header information about the entire accounting

document:

Diocurnent  Edit

Goto  Settings  Extras  Ernwironment  System  Help

Bl H@a@ CHE DDhon EE @ m

1 ent Overview Qisplay
o84 MNE &

| B¢ F&a [@ choose [@ save TF B & [ Taxdata #

\ - 4

K1

[ (0]

D [PRD (1) ¢100) P2l | prdasit | ovR

1. Click on the 22l Document header button to display the Document
Header screen (shown below).

—>

—>

\

11

L~

13

Docurment Header: Campany Code 0010

Doc.Header Text
Seguence nurmber

Reference

Currency

Ref procedure
Reference key
Entered by
Entry date
TCode
Changed on

¥ R

54 GIL account document

IC Confocal 410 User Fee

100915 Document Date B4413/2004 4// °
Posting Date 04/13/2004 <€ 6

sD Posting Period 101 2004 ‘\\ 7

BKPF  Accounting document

0100145396061 02004 Log.Systern  PRDTOE

HRWILBUR Parked by COILLARD  4—T | 10

b4/13/2004 Time of Entry 1608657 1\\

FEYE 12
Lastupdate

17

g

14 - 16 The Reversed by, Revers.Doc.For, and

Reversal Reason fields will only be displayed
below the Changed on field if document is
part of a reversal.

On this screen, a sampling of the possible information that
may appear is (but not limited to):

2. Document type = Type of document for a transaction. See the
Document Type List for a complete listing of document types.

3. Doc. header text = free-form text field that provides a description or
information for the entire document.
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Journal Entry Document (cont.)

4. Reference field (Doc. Types SA, ZJ, ZB, or ZZ) = an eight digit
Assigned JV number (Ex: JV060132) defined as:

JV Journal Voucher (same term / meaning as journal entry or
Transfer Journal Voucher - TJV)

Next 2 digits | (Example: 06) The fiscal period of the entry.

Last 4 digits | (Example: 0132) A 4 digit number assigned to the “owner” of a
journal entry. The number identifies the nature of the entry and
a department contact name and phone number for any
guestions. The number can be used to find this information on
the Assigned JV List located on the web at

http://www.finsvc.duke.edu/gap/assignedjv.php

5. Document date = The document date that was keyed in the header
when the document was created.

6. Posting date = The date the entry was posted (defaults to current fiscal
period on a document being created unless changed).

7. Posting period = The fiscal period and fiscal year which defaults based
on the Posting date.

8. Reference key = a string of reference information including the
document number, the company code, and the fiscal year in which the
document was posted.

9. Entered by = either the User ID of the person that posted the document
(for documents prior to early 2006) OR “WF-Batch” (for documents that
were posted via the workflow approval process). If a User ID is listed,
that ID should not be used to find out who to contact with questions
about the document. Use the Assigned JV number in the Reference
field to determine who to contact for questions (see Reference field
above).

Note: Use the Assigned JV number to locate who to call with
guestions about a journal entry. IF NEEDED, use
transaction code ZTCD to look up the identity of a user per
the User ID that is listed in the Entered by or Changed by
fields, etc. On the screen, enter the User ID that was

displayed in a field and then click on the Execute
button. The name will be listed on the next screen. Use

the [®] Back button to see last login date and to exit.
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Reconciliation and Documents Guide

Journal Entry Document (cont.)

10. Parked by = this field contains the User ID of the person who created or
entered the document via the park transaction before the workflow
approval process actually posted the document (for documents dated
prior to early 2006, the parked entry was posted by the User ID listed in
the Entered by field as the means of approving the document).

11. Entry date = the document date that was keyed in header when the
document was created.

12. Time of entry = the exact time that the journal entry was posted
(displayed in military time format).

13. Changed on = If the document was changed at all (only text fields), this
would be the date it was changed.

14. Reversed by (if applicable) = if this original document was reversed
via the system, this field contains the document number that reversed
this original document as a link and reference (only displayed below
the Parked by field if document is part of reversal).

15. Revers.doc.for (if applicable) = if this document reverses another
document, this field contains the original document number (and fiscal
year) that was reversed (only displayed below the Parked by field if
document is part of reversal).

16. Reversal reason (if applicable) = The reason for the reversal. Use the
Drop-down arrow to view the detail of the reversal reason shown. The
most common reasons will be 01 for regular reversals and 05 used only
for accruals.

17. To return to the Document Overview - Display screen, click on the
Continue button (F7).
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Journal Entry Document (cont.)

To display any attached files (Word, Excel, etc.):

Document  Edit Goto  Seftings  Extras  Enwvironment  Systerm Help
& || afd H @@  SHE Ohon HE @ m
|@8| Document Overview - Display
ﬁ Create... " & F B B Fa [ choose [@ Save TP [ Tax data Eil
Attachment list
FErivate note
Do zument ) Normal document
pa Send ' | Posted by WF-BATCH
Do Relationships Company code oo1a Fiscal year 2007
Do Fosting date 1141072006 Periaod 05
ca  MWorkflow +
Re  my Ohjects ,
Do X
pg Helpforobject services ktachment
Itm| PK|Account |Account short text |Cost Ctr |Profit CL|WBS elem. |Fund Text Bmat
1| 40|6G46000 |OFFICE SUPFLIES AND (1573145 1199993 1573145| Testing fTile attachments o1
2|40 (646000 (OFFICE SUPPLIES AND |1573070 (1199998 18730708 ( Testing file attachments 108.(
3|50 |646000 |OFFICE SUPPLIES AND (1573123 1199998 1573123| Testing file attachments 20081
o.0

18. Click on the drop-down portion of the Services for Objects
button located in the Title Bar of the screen.

19. In the resulting drop-down list, click on Attachment List.

Serice: Atachment list
Oren 26 |@| 2| 3] Q&) |&|F |6 Fr) 8] 0]@=]H]
20 \WmentFDrUm001000925932007
[ |Creator Mame |Created On'|
zh262test |sTUDENTOO1 [11710/2006 |
W X

20. In the Service: Attachment List window, double click on the
attachment (anywhere on the line listed) to open the attached file.

Note: Review the opened file (Excel, Word, etc.) and close the
file window when done.

21. Click on the Continue button to close the Service: Attachment List
window and return to the posted document.
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Journal Entry Document (cont.)

To display an overview of the Workflow approvals from a
posted document:

ings Extras  Enwironment ystem  Help

200 @Ee DHE Dhon BE B

|28 Document Overview - Dispiay

& credte- "EE B % & choose @ save| TP [ B Taxdeta [H [E]
= Aftachment list
Do Brivate note ocument ) Mormal document
Pal  gend v Pozted by WF-BATCH
23 \ Company code ao1o Fizcal year 20086
\& Tre f Posting date A2F1BF 2006 Period [ak:]
Re ok flowe \ wiarkflowe overvien:
go My Objects v Archived workflows
o
——  Help for ohject services Start Workflow
Itm| PK|Account [Account short text Cost Ctr |WES elem.|Profit Ct|Fund Text A
1[50|1468556 [DUKE PRESS-BOOKS ALL 1001088 BKS JRNLS SLS 0210806 21,70
2[50|159356 (DU PRESS BOODKS ALL 1001000| BKS JRNLS SLS D210068 4, 57
3[50|208000 [(SALES TAX ACCRUED 1001000 BKS JRNLS SLS D210068
4| 50208100 |CANADIAN GOODS AND S 1001000 BKE JRNLS SLE ©21006 16

22. Click on the drop-down portion of the Services for Objects
button located in the Title Bar of the screen.

23. In the resulting drop-down list, click on the menu path Workflow —
Workflow overview.

On the resulting Data on Linked Workflows window:

Data on Linked Warkflowes
HIEPEDCEEEEEREIE
\Workflows for Current Context
Title Creation Date | Creation Ti..|Status Tazk
24 Process parked document 100163966 024 62006 10:31:27 Completed General ledaer parked do
[ KD
- 12:26:40 — -]
sent
Raoute
history 02/16/2006 - .
25 Scroll 12:26:44 WWE-Adrmir
down to message J
. . [[y_MGMTCTR] Approve jv parked document Work itern  02/16/2006 -
view Office 100168966 0010 Complete 12:26:45 LAURA TRAN
Docum_ent —— Completed D220ne 2006 e agin
Imk(s) if Email Sent 12:4M =
. [_MGMTCTR] Approve jv parked docurmem 024162006 -
applicable 100168966 0010 v LAURA TRAN
Update |
26 ¥
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Journal Entry Document (cont.)

24. To view the history or work log for all the approvals completed for
the document before it was posted (i.e., view the names, dates, and
times of approvals done by the Department, Management Center, and
other Finance areas, as applicable per your approval rules), scroll
down the screen.

25. To view the Office Document attachment if applicable (e.g., the
Rejection Reason attached if a Completed Document was rejected
before it was posted), scroll to the bottom of the screen and click once
on the link.

26. When ready, click on the ¥2] Continue button to close the window and
return to the posted document.
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Vendor Invoice - Does NOT Reference PO
(KN & YD)

These Vendor Invoices are accounting documents, similar to a Journal

Entry, that contain the debits and credits for the payment of a vendor’s
invoice that does NOT reference a Purchase Order (Document Type KN
and YD). Since the invoices for Document Types KN and YD do not
reference a Purchase Order in R/3, the original document for the invoice is
the accounting document, which is the first screen displayed for this
document from the drill-down of a line item report. Therefore, the information
in R/3 for these Document Types is very limited.

The Document Type KN is entered manually in R/3 by Accounts Payable
from either:

e A vendor’s paper invoice containing no PO number (example, for an
order placed via the phone, also known as one type of standing order).

e A pink requisition for a one time payment (under $2500 and not done
via Accounts Payable Check Request per procedure) which is sent to
Accounts Payable from Procurement Services.

The Document Type YD:

e Represents invoices that do not reference a Purchase Order and are
electronically sent to Duke (and fed into R/3) from the vendor through a
process known as Electronic Data Interchange (EDI), instead of the
vendor sending a paper invoice.

e Pertains to EDI capable vendors such as Corporate Express, Standard
Register, Kelly Services, VWR International, Fischer Scientific, UPS -
United Parcel Service, and Federal Express (which may also show
as KN). For instance, Corporate Express uses their own product, E-
WAY, for ordering. Therefore, the ordering process bypasses the need
for a purchase order.

e Also pertains to invoices that do not reference a Purchase Order for Duke
Press, Workman’s Compensation, Stores, DUAP Patient Refunds,
and DCRI. These payments are charged directly to a G/L Account.
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Invoice — Does NOT Reference PO (cont.)

Once the paper invoices are manually entered (Document Type KN) or the
EDI invoices are electronically fed into R/3 (Document Type YD), then the
process to issue a payment to the vendor will be triggered. The payment
may be either a physical check or in some cases may be electronically direct
deposited into the vendor’s bank account.

The screen layout or look of these invoice accounting documents is similar

to:

e A journal entry document, such as Document Type SA or ZZ.

e The supporting accounting document created automatically when
Accounts Payable enters an invoice that references a Purchase Order
(Document type RN - Net Invoice Receipt or RE — Recurring Invoice
Payment).

Note:

In other words, the original document for a Document
Type KN or YD has the same look as the supporting
document accessed via the Accounting View button
on Document Type RN or RE.

Example of a Document Type KN (DOES NOT reference a PO):

Document  Edit  Goto

E:

Settings

Bld HIGE

diranment

@ LCRHE

T4 £ Use Page Up and Page

Document Overview - Display

Down buttons if needed.

1 \@fﬂi P& EE B S 2 Choose [@ Save T [ & E E Taxdata E [Z
3 \ Doc. Type : KN { Net vendo ormal document \ 6 The Overall no.
Doc. Mumber 1B0264778 Company code Qa1 Fiscal year 2007 i
Daoc. date 0472572007 Posting date 04/ 26/ 2007 Feriad P 10 dISplayS here for
5 \ Calculate Tax [¢ < cross-company
Ref . doc. DU-066TA0 - 001 COde entrles If
[oc . currency usn ’
7 Not e 4 applicable.
shown
Itm|PK|Account | Account short text |Cost Gtr|Profit Gtr|WBS elem.|Fund Text Amount|Funds Ctr
/" 11314442 DEHAYENS TRANSFER & 1881880 1,753.00-| 8080000080
8 2(40(691600 |COMTRACT WORK 1518116 |1199998 1518116 1,753.00 |BE32501020
3| 40(146200 |NC USE TAX REC - SAP 1001280 118.33 [ 80900A00AA
450208200 |MC USE TAX PAYABLE 1881880 118.33- | 808E00AAAAA
Q.00
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Invoice — Does NOT Reference PO (cont.)

Example of a Document Type YD (DOES NOT reference a PO):

Document  Edit Goto  Settings  Extras  Environment  Systern Hel- SRR
& B3 dH a5 HE B @ m Use Page Up and Pag
Document Overview - Disp| 5 ~— Down buttons if needed.
%‘@ W4 EFECE Choose | [ save TF [ ©% Tax data E]|
N -~ \ ——
oo T 0 (1t 1) ooz .
Doc. date 041772007 Posting date 04/19/2007 Feriod 16 6 The Overa” no. dlspla’ys

Calculate Tax ¢ _
= ket doc. 15343222501 M: here for cross-company

Doc.currency  USD code entries if applicable.
/DDC. Hdr Text RE0159432225 4

Itm|PK|Account |Account shart text |Cost Ctr|Profit Ctr|WES elem.|Fund Text Amaunt
—p 1131|112 CORFORATE EXPRESS 1001006 CAT SANSEOT4 . OTY 1.UOM ST.MRKR,DRY ERS,CHSL, 45T 47 .67-
2| 40(646000 |OFFICE SUPPLIES AND | 4414182 (1199395 4414182 CAT SANBOOT4 . OTY 1.U0OM ST.MRKR, DRY ERS CHSL, 45T 2 66
3| 40646000 (OFFICE SUPPLIES AND | 4414182 (1199998 4414182 | CAT CEBS2125.0TY 1.U0OM EX.CLEANER, BOARD,80Z 2.50
4|40 (646000 |OFFICE SUPPLIES AND | 4414182 (1199395 4414182 CAT EPSTOES201 .OTY 3.UOM EA.PRIMT CTRG,STYLEFEDC/E| 41.91
5|40(|146200 (WG USE TAX REC - S&P 10010080 3.18
G50 (208200 |NC USE TAX PAYABLE 1ee1oen 3.18-
o.oe

Key pieces of information:

Note: To adjust the width of all columns, follow the menu
path: Settings - Columns - Optimize Width. Fields
not outlined below are similar to those outlined in the
Journal Entry Document section of this Guide. Refer
to that section if needed.

1. Document Type = a two digit value that identifies the type of document
(e.g., KN = Net Vendors Invoice — DOES NOT Reference a PO; YD = EDI
Non Referencing Vendor Invoice-). Refer to the Document Type Listin a
previous section of this Guide for more details.

2. Document number, Company code, and Fiscal Year = assigned R/3
document number for the company code’s set of books. All three fields
help to identify the document in the system.

Document date = the date of the invoice.

4. Posting date and Posting Period = the date that the document was
posted and corresponding fiscal period in which the posting occurred.

5. Ref. doc. = areference field that contains the vendor’s invoice number,
which will print on the check or be included in the electronic deposit.
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Invoice — Does NOT Reference PO (cont.)

6. Overall no. = a number that links all the document numbers created from
a cross company code journal entry if applicable:

e The first 10 digits = a leading zero + the 9 digit R/3 document
number created for the company code entered on the header.

e The next 4 digits = the company code that was entered on the
header screen.

e The last 2 digits = the fiscal year posted (for all the documents).

7. Doc. Head. Text (if displayed) = general text that varies by vendor,
pertains to all lines of the document, and prints on the check.

e For Standard Register and VWR, the text contains REQ followed by
a number, where the number is the Purchase Requisition number.

e For Corporate Express, the text contains REQ followed by a number,
where the number is the vendor’s invoice number.

8. Firstlineitem (Itm 001) = the vendor invoice line (see note below).

e The PK (posting key) = 31 (invoice), 21 (credit), NOT a 40 (debit) or
50 (credit).

e The Acct (account) = the R/3 vendor account number.

e The Account short text = a vendor name (Ex. Federal Express) for
line item 001 rather than the G/L account name for other line items.

Note: The First line item (Itm 001) for some YD Document
Types does not contain the vendor invoice line (with
a posting key of 31 or 21). These payments are
posted directly to the Duke G/L Account for non-
referencing invoices pertaining to Duke Press,
Workman’s Compensation, Stores, DUAP Patient
Refunds, and DCRI.
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Invoice — Does NOT Reference PO (cont.)

To see if the document is the original or a supporting
document:

Note: These steps are needed only when using the Display
FI Document transaction to view a document. This
transaction always displays the Accounting
Document and that may not be the original document
(for example, the Accounting Document is NOT the
original document for invoices that reference a PO).

From an Invoice Accounting document (Display Document:
Overview) screen:

Document  Edit Goto  Seftings  Extras  Environment  Systern Help

(] B }Q’c Tax data Shit+Fe Y B @
W= . . Document changes
Documet erview - Dis
LCheck information
& 7 P M E T2 EE F (@ 5 E B Tadae Bl E
1 frE Tt rerr—r—t=r ] Document enviranment v | Original document |
Doc. Number 100264778 Comps .
Doc. date 0412572007 Posti Corespondence (EEOUGIRE OGS
Calculate Tax [ Balance sheet adjustment Relationship Browser
Ref.doc. DU-BE6796-061
Doc.currency  USD Additional asslgnments ' |
Itn|PK|Account |Account short text |Cost Gtr|Profit Ctr|WES elem.|Fund  |Text Amount | Funds Gtr
1]31 (4442 DEHAVENS TRANSFER & 101008 1,753.00-)| 8090000000
2| 40(691600 [CONTRACT WORK 15168116 [1199398 1918116 1,753.00 | 6032501020
3| 40(146200 (MG USE TAX REC - SAP 101008 118.33 (8090000000
4|50 (208200 (MG USE TAX PAYABLE 1061808 118.33- [ 8090008000
0.e6

1. Follow the menu path: Environment — Document Environment —
Original document.

Note: If the screen stays the same, then the document
being viewed is the original document. If a different
screen appears, the new screen is the original
document. If you wish to return to the Accounting

invoice document, click on the Back button.
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Invoice — Does NOT Reference PO (cont.)

To view header information for the entire document:

Docurment Edit Goto  Extras  Environment  Systern Help

aiid BHI¢Gae |2 EE S
1-3 Dispiay Document: Line item 001
m@ & More data

1. Click on the 2l Document header button (from any screen).

2. Review the fields of information.

3. Click onthe Continue button to return to the Display Document:
Overview screen when ready.
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Invoice - Does NOT Reference PO (cont.)

To see if acheck or direct deposit was issued and view the
payment information:

From an Invoice Accounting document (Display Document:
Overview) screen:

Doc.Type : KN { Wet wendors ) Normal document

Doc. Number 100264778 Company code na1o Fiscal year 2007
Doc. date 04/25/2007 Posting date 04/25/2007  Period 10
Calculate Tax |«

Ref . doc. DU-0667390-001
Doc . currency Ush

Itm|{PK|ACccount [Account short text Cost Ctr|Profit Ctr|WEBS elem.|Fund Text Amount| Funds Ctr
1 1]31 4442 DEHAVENS TRANSFER & 1081000 1,793.00-| 8090000000
2| 406916008 |CONTRACT WORK 1518116 (1199998 1518116 1,753.00 |GO32501020

1. Drill down (double click) on the first line item (Itm 001, PK 31) to view
the Display Document: Line Item 001 screen (shown below):

2. Review the data displayed on the Display Document: Line Item 001
screen and refer to the Research for Invoices/Check Payments section
of the Guide for the details of how to display the check information.
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Invoice - Does NOT Reference PO (cont.)

To view the scanned invoice attachment:

From an Invoice Accounting document (Display Document:
Overview) screen:

Document  Edit Goto Settings  BExras  Enwironment  Systerm  Help
@ || 2 dH e SEHE D080 EHE @
1 8| Document Overview - Display
@  Create.. "I F B B [ [ choose [ Save TP B oS Taxdata Ei
2 P Attachment list i
Private note .
Do ceipt ) Wormal document
po/ Send Company code ao6a Fiscal year 2008
Eo Relationships Posting date B5/05/2008  Period 11
a
pe  MOrkfow ¢
DOl ny Objects ’
Help for object services
| Itm|PK|P.ccount|P.ccount short text |Enst Ctr |Pr0f1‘t Etr|wBS elem. |Fund|Text| .ﬂ.mount|Funds Etr|

1. Click on the drop-down portion of the '®'®| Services for Objects button
located on the Title Bar of the screen.

2. Click on the Attachment list option in the resulting callout box.

3. Inthe resulting Service: Attachments list window, review and open any
files attached and refer to the Research for Invoices/Check Payments
section of this Guide for more details.

Note: The Research for Invoices/Check Payments
section also includes a supplement for opening
scanned invoice attachments on a MAC.
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Invoice - References PO (RN, RE, KG, YM,
ZN, ZS, ZC, & ZU)

The Document Types RN, RE, KG, and YM covered in this chapter are
original documents that are manually entered by Accounts Payable from
avendor’s paper invoice (or from a credit memo) that references an R/3
Purchase Order or Framework Order number. Therefore, the original
invoice document references and links back to the Purchase Order or
Framework Order in R/3. If a purchase requisition was entered
electronically into R/3 by a department to create a purchase order, then the
invoice document will also link back to the purchase requisition via the
purchase order in R/3.

Document Types ZN and ZU are original documents that are electronically
sent to Duke via a process known as Electronic Data Interchange (EDI)
and also reference an R/3 Purchase Order or Framework Order number.

These Document Types are outlined in more detail below:

e RN - Net Invoice Receipt References Purchase Order = a paper
invoice from a vendor which references a PO or a Framework order (i.e.,
a purchase order established with a vendor for an overall limit or “total”
amount, then each vendor’s invoice is paid as received against the that
purchase order until the overall limit is reached).

e RE —Invoice Receipt Recurring Payment = a recurring payment made
to a vendor that references a PO (e.qg., a PO is set up for a recurring
lease payment for a fixed billing - monthly, weekly, etc. Then the vendor is
paid that fixed amount each month or week without sending an invoice.

e KG - Vendor Credit Memo = a paper Credit memo from a vendor which
references a PO.

e YM - Contract Labor for Nurse Travelers = a payment made to a
nurses, similar to recurring payments (Document Type RE) in nature.

e ZN — EDI Invoice References Purchase Order = an electronic invoice
from a vendor which references a PO. Examples include hospital re-
supply materials ordered from EDI invoicing-enabled companies, such as
Allegiance and Cardinal Health.

e ZS and ZC — Store Invoice and Credit Memo = a payment or credit
memo related to Duke Stores.
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Invoice — References PO (cont.)

e ZU — EDI Payment Credit = a result of an automatic reduction that
occurs when the invoice price exceeds the Purchase order price or when
the Goods receipt quantity exceeds the invoice quantity.

Other Points:

e The entry of this invoice into R/3 triggers a check payment (for non-EDI
capable vendors) or an electronic bank deposit (for EDI capable
vendors) to the vendor. (A Credit Memo / Payment Credit triggers a
credit back to the department.)

e The invoice or credit memo document (outlined above) creates a
supporting accounting document which looks similar to Document
Types KN or YD, invoices that do not reference a Purchase Order

e The supporting accounting document is also known as an Invoice
Receipt and tagged with “IR” (which has nothing to do with an
Interdepartmental Request form also known at Duke as an “IR”).

e If displayed via the FI Document Display transaction, the first screen
shown will be the supporting accounting document (the Accounting
Document). The original document can be displayed via a menu path.

e If displayed via the report drill-down from an actual line item report, the
first screen shown will be the original invoice document.
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Invoice — References PO (cont.)

Example of Invoice Documents that Reference a PO (such as

RN, RE, KG, ZN, or ZU):

The Display Invoice Document (# Fiscal Year) screen below is an example of
a Document Type RN — Net Invoice Receipt. The screens for Document

Type RE (Recurring Entry), KG (Vendor Credit Memo), ZN (EDI Invoice),
and ZU (EDI Payment Credit) are similar to this screen as well.

Invoice Document  Edit Goto System Help M
& ] [ CEQ SR BDhOon El @
Display invoice Document 5200007583 2008
Show PO structure | Follow-Cn Documents ...
T lof Transaction drynice; gl 5200007583 | 2008
op left
P : N | Top right
section Basic data | Payment | Details | Tax | Contacts | Mote | | wendor 0000012040 prig
contains | SANTA CRUZ BIOTECHNOLOGY section
tabs of Invoica data 07/02/2807 Referance 48099522 2145 DELAWARE AVENUE contains the
tabs of < o 0741342007 SANTA CRUZ CA 95060 dor's R/3
information Coan 508,50 Uso B aloulata tox \ vendor’s
regarding Tax amount o080 ] 1] s00-457-3801 |5 e31-457-3801 /1 account
the invoice e number, name,
Paymt tarms 30 Days net |: B o address. and
Basgeline Date oF/n2iz2o07 — ’
\ Campany Code 0010 Duke University Durham ?‘ _ContaCt .
Bottom - || information.
section ~ Layout All information T
contains | tem |amount Quantity or..| G Purchase .. |tem |Procurement Doc.  |PO Text |
| 1 23808 1EA || | 4520613603 1 MDMX L
columns of | 2 238 _0n 1[EA | [ | 452AF13503 [2 cyclin E =
data for < =
each item [T I«
included on EI:‘ Item SearchTerm [h:ﬂ ate lterns
the PO. N~
Note: The Accounting document (Document Overview

— Display) screen is displayed if this document was
accessed via FI Document Display. To view the
original invoice document (shown above) follow
the menu path: Environment — Document
Environment — Original Document. If drilling
into the document from a report, only one line item
on the invoice matches to the line item drilled
down upon from the report. Use the posting row,
amount, or material description from the previous
report screen to locate your line item.
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Invoice — References PO (cont.)

Key pieces of information:

e The top left section of the screen displays different pieces of
information based on the tab that is selected. The Basic tab contains
the header information about the invoice and other tabs contain more
details for research if needed (see steps below).

e The top right section of the screen displays the vendor’s account
number and name/address information; etc., as well as buttons for
more vendor information if needed.

e The bottom section of the screen displays columns of information
for each line item of the PO that is included on the invoice. The
columns displayed are based on which “layout” is chosen in the
Layout field (located on the left above the bottom section). The All
Information layout provides the most level of detail for the invoice line
items. The PO History layout provides payment history for the invoice
if research is needed.

Note: The bottom portion of the screen is best viewed if
your pixel settings on your PC are set at 1024 x 768.

Top left section / Basic data tab:

: : 7
Transaction Iroice: El 5200007583 Zo08

1 i
Basic data ﬂayment { Details | Tax | Contacts | Nuth// 2

Invoice date b7 iezizoeT Reference 40899622 o

3 Fosting Date " OT 132007
WEBD.EB uso v Calculate tax

4 ml Tax amount 0. o0 e
Text 5 - 5
Faymtterms 30 Days net €
Baseline Date B7/a2/2007 € _
Company Code 0010 Duke University Durham = 6

1. Invoice date = date of the vendor’s invoice.

2. Reference = the vendor’s invoice number, which is included on the
printed check or with the EDI payment.

3. Posting date = the date the invoice was entered into R/3
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Invoice — References PO (cont.)

Amount = the total amount of this invoice (could include several line
items; may not be the total check or payment amount sent to the
vendor, since the payment may contain more than one invoice
payment).

Paymt terms = vendor payment terms (N30 = net 30 days before
payment must be made to vendor from date of invoice).

Baseline date = the date on the vendor’s invoice which is used to
calculate when the payment is due via the payment terms for that vendor
(the Invoice date field has the same information).

Other tabs (Payment, Details, Notes, etc.) = provide more details
about the vendor, payment terms, date the check payment is due to the
vendor, notes, and contacts. See the Details tab for any freight charges
in the Unpl. Del. Csts. (Unplanned Delivery Costs) field.

Top right section / vendor information:

10.
11.

8 [T wendor 0000012040
~  SANTA CRUZ BIOTECHNOLOGY E
5 L) 2145 DELAWARE AVENUE
SANTA CRUZ CA 85060
S—
—
| 800-457-3801 B31-457-3801
10 =<
— — 1=

Vendor account number = the R/3 account number assigned to the
vendor.

Vendor name and address = the vendor's name, corporate address
(not necessarily the remittance address for the check) and phone/fax
numbers.

Vendor contact numbers = the vendor’s phone and fax numbers.

Click on the & OI (Line Item List) button to view a list of open and
closed invoices for this vendor (if your security profile permits access to
this transaction).
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Invoice — References PO (cont.)

Bottom section /invoice line item details (Layout = All information):

[

T Layout Al infarmation

[

EEQ:

|_ ltem Amount Gluantity Order Unit| G2 [Purchase Order ltem |Procurement Doc. PO Text
| A 1 ,238.89 A 1TEA w 452951358* 1 ). Tl O
DAY Ae AR N | 4520613503\ 2 / lyeinE
13 14 15 16 17 18 | 19
It 5 h T
L — (B qgeerch Temn \[H]% 20 Use scroll bar for
22 23 other columns.

12.

13.
14.

15.
16.
17.

18.

Note: The columns are displayed based on the Layout
chosen (All information in this example) and can be
changed as needed (see next step). In addition, the
columns can be sized (place cursor between
columns to get the black double sided arrow symbol,
then drag and release when desired size is reached).

Layout field = determines which columns are displayed for each invoice
line item and in which order the columns are shown (the All
information layout provides the most detail).

Note: The layout can be changed by clicking in the Layout
field, clicking on the Drop down button, and double
clicking on another layout option. For instance, the
PO History layout provides just columns related to
payment history for the invoice if research is needed.

Item column = the line item number for this item on the invoice.

Amount column = the amount of the item per the quantity ordered on
the invoice.

Quantity column = the quantity of the item ordered per the invoice.
Order Unit = the unit of measure for the item ordered per the invoice.

Purchase order number = the Duke R/3 purchase order number that is
referenced for the invoice line item (Duke’s purchase order number is
referenced on the vendor’s invoice and is linked to the invoice in the R/3
system).

Item= the item number per the Purchase Order.
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Invoice — References PO (cont.)

19. PO Text = the description for each line item invoiced for the referenced
purchase order.

20. Other columns for All information layout (use horizontal scroll bar to

view):

e G/L Account = six digit G/L account charged for each line item.

e Cost Center or WBS Element (Project) = cost object charged for
each line item.

e Funds Center = the ten digit BFR Code (i.e., Org. Unit) for this item
(only pertains to invoices for Company Code 0010).

e Received = the quantity received by the department for the line item
(only pertains if goods receipt done by the department).

e Settled = once the invoice is entered, the quantity to be settled via
the payment of the invoice.

e Del. material / sheet no. = the vendor’s catalog or material number
for the line item.

21. To vertically scroll through the invoice line items, use the vertical scroll
bar or click on the following buttons (located at top of screen):

il

21 See previous page as well.

Invoice document  Edit  Goto System Help
] R o SR Do G o
Dispiay Invoice Document 5200213662 2004

First Page (Ctrl+Page up) to scroll to cover page,
Next Page (Page down) to scroll to next page,

Previous Page (Page up) to scroll to previous page,

Last Page (Ctrl+Page down) to scroll to last page.

22. To sort the bottom section by a column(s), click on the Column

heading(s) and use the =] Sort Ascending or 2] Sort Descending
buttons.

23. Tofind aline item on a longer invoice, use the Item or Search Term
fields (click on column heading) and corresponding buttons as needed.

Note: If drilling into the document from a report, use the
amount or material description from the previous
screen to locate your line item. The Posting Row
from a report does not match to the Item number on
the original document (matches to the Accounting
document).
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Invoice — References PO (cont.)

To see if the document is the original or a supporting
document:

Note: These steps are needed only when using the Display
FI Document transaction to view a document. This
transaction always displays the Accounting
Document and that may not be the original document
(for example, the Accounting Document is NOT the
original document for invoices that reference a PO).

From an Invoice Accounting document (Display Document:
Overview) screen:

Document  Edit Goto  Seftings  Extras  Environment  Systern Help

(] B }Q’c Tax data Shit+Fe Y B @
W= . . Document changes
Documet erview - Dis
LCheck information
& 7 P M E T2 EE F (@ 5 E B Tadae Bl E
1 frE Tt rerr—r—t=r ] Document enviranment v | Original document |
Doc. Number 100264778 Comps .
Doc. date 0412572007 Posti Corespondence (EEOUGIRE OGS
Calculate Tax [ Balance sheet adjustment Relationship Browser
Ref.doc. DU-BE6796-061
Doc.currency  USD Additional asslgnments ' |
Itn|PK|Account |Account short text |Cost Gtr|Profit Ctr|WES elem.|Fund  |Text Amount | Funds Gtr
1]31 (4442 DEHAVENS TRANSFER & 101008 1,753.00-)| 8090000000
2| 40(691600 [CONTRACT WORK 15168116 [1199398 1918116 1,753.00 | 6032501020
3| 40(146200 (MG USE TAX REC - SAP 101008 118.33 (8090000000
4|50 (208200 (MG USE TAX PAYABLE 1061808 118.33- [ 8090008000
0.e6

1. Follow the menu path: Environment — Document Environment —
Original document.

Note: If the screen stays the same, then the document
being viewed is the original document. If a different
screen appears, the new screen is the original
document. If you wish to return to the Accounting

invoice document, click on the Back button.
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Invoice — References PO (cont.)

To see if acheck or direct deposit was issued and view the
payment information:

From the Invoice (Display Invoice Document # Fiscal Year)
screen:

Irvoice Document  Edit Goto Systerm Help

2 a9 H e SHE HhOan A5 @M

Display Iinvoice Document 5200007583 2008
Show PO structure Follow-0n Documents ..

Transaction invoicel £ 5200007583 2008
Basicdata | Payment | Details | Tax | Contacts | Note | vendor 0000012040
SANTA CRUZ BIOTECHMOLOGY
‘ Invoice date AF/O2/2007 Reference 4[998622 H 2145 DELAWARE AVEMNLUE

1. Click on the Follow-on documents button to display the List of
Documents in Accounting dialog box (shown below).

List of Documents in Accounting

Documents in Accounting

Doc. Mumb...|Object type text

2 |—— 15100001288 Accounting document
0016136733 |Profit center doc.
0008051824 | Contralling Document
0004074283 (Funds Management doc

= original document .3 3

2. Double click anywhere on the Accounting document line for the invoice
to display the Document Overview — Display screen (below).
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Invoice — References PO (cont.)

Document  Edit Goto  Seftings  Extrazs  Environment  Systern Help

& B HC@@ BRE 000 HE @

Document Overview - Display
G2 M4 AT & F 2% [ @ chose @ save T B & B E Taxdata [ [F

J[4][»]

Doc.Type @ RN ( MNet dinvoice receipt ) Normal document

Doc. HWumber R100OE1288 Company code neE1e Fiscal year 2008
Doc. date A7 /B2 /2007 Fosting date a7 /13722007 Feriod o1
Calculate Tax |«

Ref.doc. 40999622

Doc.currency UsD

3 Itm|PE|Account | &ccount short text Cost Ctr|Profit Ctr|WES elem.|Fund Text Amount|Funds Ctr
\ 1(31(12040 [SANTA CRUZ BIOTECHNO 1081000 500.50- [ CURUNREST
2(81|645000 (LABORATORY & RESEARC 11999498 3917943 [3917943 250,25 [GBEO204530

3[81 (645000 (LABORATORY & RESELRC 11999498 3917943 [ 3917943 250.25 [GBEO204530

3. Drill down (double click) on the first line item (Itm 001, PK 31) to view
the Display Document: Line Item 001 screen (shown below):

3. Review the data displayed on the Display Document: Line Item 001
screen and refer to the Research for Invoices/Check Payments section
of the Guide for the details of how to display the check information.
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Invoice — References PO (cont.)

To view the scanned invoice attachment:

From either the Invoice (Display Invoice Document) or the
Accounting Doc. ( Document Overview — Display) screens:

Invoice Document  Edit Goto Systern Help

G| el @e@ LHE DDoD PE @B
1 > ] @fsplay Invoice DOCWQTGEQ 2008
Sh CiEaies Hments ..
2 P Attachment list
Tran  Private note ] R200291659 2008
B Send +
s | Tax | Contacts | Mote Yendor 0000000308
VWt o 5 SYNTHES
I My Objects R Reference  B9817224R1 PO BOX 8538-662
Fos Help for object services PHILADELFHIA PA 19171-0662
AMoan oo usD
Tax amount o.on B 610-647-9700 =
Text TF
Payrnt terms 30 Darys net i o
w1l 1i o, QOO POQR0

Document  Edit Goto  Seftings  Extras  Emwironment  System  Help

g il ece CHER DNOHD PR 0

1 8| Qocument Overview - Display
Create..

= M [ choose [B save TF [ oF Tax data #

2 P Aftachment list
Frivate note .

Do ceipt ) Normal document

po| Send ' | Company code Qoea Fiscal year 2008

Do Relationships Posting date 050542008 Period "

Ca

Rel Morkflow ¥

Dol My Objects v

Help for object serices

Itm| PE[Account | fccount short text |Cost Ctr [Profit Ctr|WBS elem. |Fund|Text Amount |Funds Gtr
1]31]308 SYNTHES RCH 14,410.85- |RCH
2| 86190600 |SAP GOODS RECEIPT/IN|GOG030028| 606030028 RCH 3,310.80 |RCH

1. Click on the drop-down portion of the "*'&| Services for Objects button

located on the Title Bar of the screen.
2. Click on the Attachment list option in the resulting callout box.

3. Inthe resulting Service: Attachments list window, review and open any
files attached and refer to the Research for Invoices/Check Payments
section of this Guide for more details.

Note: The Research for Invoices/Check Payments
section also includes a supplement for opening
scanned invoice attachments on a MAC.
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Invoice — References PO (cont.)

To view the referencing Purchase order for an Invoice item:

From the Invoice (Display Invoice Document # Fiscal Year)
screen:

L A LI L e | =

Invoice date B7/02/2007 Reference 40898622 2145 DELAWARE AVENUE
Pasting Date B7/13/2007 SANTA CRUZ CA 95060
Amount 500.50 usp v| Calculate tax
Tax amount g.0a (e 800*457—3801 831—457—3801
Text
Faymtterms 30 Days net [ il o
Baseline Date 07/02/2007 =
Cormpany Code 0010 Duke University Durharn %
1 I Layout Al infarmation =
| tem  [Amount [EIVE) W Purchase Order  |item Procurement Doc PO Text | |
‘ 1 23800 1EA 4520613503 il MO D
I 2 238.00 1EA 4520613503 2 eytlin E [«]

1. Drill down (double-click) on the purchase order number in the
Purchase Order column for the desired item.

Purchase Order Edit Header [ltem  Erwironment

Systern  Help

(V] alq COQ I DUE TN
Display Purchase Order : item 00001
y 2 EE B F L= ACCOUnt Assignments | o
- g —1
< <
é tem 4520613503 | 1 W
Waterial Matl Group 260 Plamn 3
Short Text AT Star. Loc.
Quantity and Price
Order Guantity i @ InfoUpdate
Met Crder Price 238.00 uso /1 EL Estimated Price
2 Qty Conversian 1 EA =-= 1 ER v| Print Price

Deadline Monitoring

Delivery Date D B7 1342007 Reminder1 0O CanfContr. Ackn, Regd
Stat Del Date B7/13/2087  Reminder2 0O Ackn. Mo
Reminder3 @ Trackingho 636652
\ GR Proc. Time ] Vend Mat. 14738

2. Review the fields of information on the Display Purchase order: Item
xxxx screen (refer to the Purchase Order section in this Guide).

3. Follow the steps in the Purchase Order section of this Guide to view
other supporting documents and screens, such as:

e Entire Purchase Order Overview: Overview button

¢ Invoice Receipt or Goods Receipt: PO History button.

¢ Unloading Point and Goods Recipient: Acct. assgts. button.
e Referencing requisition: Environment — Purchase requisition.

Note: Use the Back button to return to the previous
screens.
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AP Check Request /Tuition Grant (ZT & ZQ)

The Accounts Payable Check Request (Document Type ZT) and Tuition
Grant (Document Type ZQ) are accounting documents that contains the
debits and credits for the check payment. These documents are manually

entered in R/3 by Accounts Payable from forms submitted by a department.

These documents are similar to the Document type KN, Net Vendors
Invoice document (which does NOT reference a Purchase Order).

Document Type ZT Example:
This Display Document: Overview screen is an example of an Accounts
Payable Check Request document.

Document  Edit Goto  Setting Environment Systerm  Help ‘
Document Overview - Display ~—— ] 9 UsePageUp and Page Down
buttons if needed.
s A rMEFETFEEXRS se | [@ save TF [ & E
! g
oc.Type © ZT { A/P Check Wu%\» []
3 Doc. Wumber A00002478 Company code 10 Fiscal year 2088 H
oc. date O7M1142007 Fosting date o7 f2542007 . Period
Calculate Tax [«
ef.dac. a7e711GITYO < 6 The Overall no.
5 boe.currensy  UE displays here for cross-
4 company code entries if
. Ttn| PE | Accourt | Account short text |Cost Ctr|profit Ctr|WEs elem.|Fund | Text applicable.
\ 1|31|3434  [CITY OF DURHAM 1001000| MAIL WITH DOC
| 2|40(693200 |PUBLIC RELATIOMS AND 1199993  |30951608 | 3351608| AGCT# MFPS-043014 3| 125 08 |B064402500
3| 40| 146200 (NG USE TAX REC - SAP 1001000 5.44 |3090000000
8 A1 RAT2ARPAR INC IISF TAY PAYARIF ARAATAAA 8 44- 1 RAGARAFAFAAAR
Key pieces of information:
Note: To adjust the width of all columns, follow the menu

path: Settings - Columns - Optimize Width.

1. Document Type = a two digit value that identifies the type of document
(e.g., ZT = Accounts Payable Check Request). Refer to the Document
Type List in a previous section of this Guide for more details.

2. Document number, Company code, and Fiscal Year = assigned R/3
document number for the company code’s set of books. All three fields
help to identify the document in the system.

3. Document date = the date of the invoice if applicable, date of the service
if that can be determined OR the approval date on the form.

4. Posting date and Posting Period = the date that the document was
posted and corresponding fiscal period in which the posting occurred.
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AP Check Payment or Tuition Grant (cont.)

5. Ref. doc. = Information in this field will print on the check and varies
depending on the check request per below:

¢ the vendor’'s invoice number or tuition grant reference if applicable

e a reference number consisting of the approval date of check request
(format = YYMMDD) plus the first 5 digits of the vendor/payee name

e the company or payee’s name for any payments processed as a one
time vendor (account # 15230)

6. Overall no. = a number that links all the document numbers created from
a cross company code journal entry, if applicable.

e The first 10 digits = a leading zero + the 9 digit R/3 document
number created for the company code entered on the header.

e The next 4 digits = the company code that was entered on the
header screen.
e The last 2 digits = the fiscal year posted (for all the documents).

Note: If displayed, the Doc. Head. Text field contains
general text that varies by vendor, pertains to all lines
of the document, and prints on the check.

7. Firstline item (Itm 001) = the vendor invoice OR payee line (may
contain “One Time Vendor Account” as description).

e The PK (posting key) = 31 (invoice), 21 (credit), NOT a 40 (debit) or
50 (credit).
e The Acct (account) = the R/3 vendor account number.

e The Account short text for line item 001 = a vendor or payee
name OR the phrase “One Time Vendor Account” for some
requests, rather than the G/L account name for other line items.

e Text = used internally by Accounts Payable for Document Type ZT
(AP Check Requests) to indicate the instructions for check delivery,
such as a contact name and number for pick up if the check is
delivered to 705 Broad Street, or other text like “mail with doc” to
indicate that the check should be mailed with the document(s)
included with the check request. This field contains the name of
employee whose child is receiving the tuition grant for Document
Type ZQ (Tuition Grant).
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AP Check Payment or Tuition Grant (cont.)

8. Other line items (002, etc.) = the distribution of the expenses to the
appropriate Cost Objects (Cost Centers, Profit Centers, or WBS
Elements) as well as the G/L Accounts. These lines may contain more
check request details in the Text field as well.

9. To vertically scroll through the invoice, click on the
First Page (Ctrl+Page up) to scroll to the top cover page.

Next Page (Page down) to scroll to the next page.
Previous Page (Page up) to scroll to the previous page.
Last Page (Ctrl+Page down) to scroll to the last page.

_____________________________________________________________________________________________________________________________________________|
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AP Check Payment or Tuition Grant (cont.)

To see if a check was issued and display the payment
information:

q“ s

Document  Edit Goto  Settings  Extras  Environment  Systern Help

& fdH @@ EHE DL EHE @
Document Overview - Display

Gl 2 M4 MET & F 3 % [ choose @ save TF B & B E Tacdata [ [F

I[][»]

Doc.Type : ZT { A/P Check Reguest ) Wormal document

Doc. Number 400002478 Company code aleyNel Fiscal year 2008
Doc. date 87 /11/2007 Posting date B7 2502007  Period 81
Calculate Tax [«

Ref.doc. BFAF11CITYO

Doc. currency UsD

Itm|PK|Account |Account short text |Cost Ctr|Profit Ctr|WBS elem.|Fund Text Amount |Funds Ctr

1]31)3434 CITY OF DURHAM 1001000 MATL WITH DOC 125.00- (8090000600

1. Drill down (double click) on the first line item (Itm 001, PK 31) to view
the Display Document: Line Item 001 screen (shown NEXT PAGE).

If the Address and Bank Data screen appears (only if payee
has description of One Time Vendor on screen above):

3 —>d e H I @@ SEHE O a -

Address and Bank Data

“endari 15230 ONE TIME YENDOR ACCOUNT AP GiL 200900
Company Code gete Duke University
wltern 1 f Business partner data
Language Key EN
Name ABETTER CHAMCE
2 AFFILIATED GOLLEGES PROGRAM
Street 240°WEST 35TH STREET, 9TH FLOOR
PO Box PO Box PCode
_ City MEW YORK Postal Code 108081
Country us Region M
Note: If the payee is designhated as a “One Time Vendor”,

then this extra screen will appear with the payee
name and check address information. If the payee
name was listed on the Document Overview —
Display screen, then the next two steps are not
applicable.

2. Review the payee name and check address information.

3. Click on the 3] Enter button when ready to display the Display
Document: Line Item 001 screen (see next page).
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On the Display Document: Line item 0001 screen:

Document  Edit Goto Edras  Enwironment  Swsterm Help

g ald H @@ EEHE D0 |

Display Document: Line Item 001

Y H A v 4|3 & Adional Data 4 Either the payee name and address
e e CITY OF DURHAN OR One Time Vendor (see previous
Company Code 8810 SoEGHGIIT page for extra screen that contains
Duke University TR payee name if One Time Vendor).

Line lterm 1 I Inwvoice [ 31

Amount 12500 UsD

Tax Code

Additional Data
5 N Disc hase 125.00 USD  Disc. a +—0. 00 LISD

Nwaa Daysipd (|0 D.000 %0 0.008 % O
Bline Date ari11z2007 e
i moise| Clearing (two fields):

8 Pt Method 5 Pt meth.supl. 8 If the fields are present, then a payment has

PaymentRef. ACCT# MFPS-843014 3 been processed (via check or direct deposit).
4‘@/’””2’5’299? 3001547887 4= See “Clearing field” on next page.
9 7 Ssignrment 20070711
Text MaIL WITH DOC
10

4. Vendor account number, vendor payee name, and address (may
contain One Time Vendor as name).

5. Bline date = the date of the invoice if applicable OR the approval date
on the check request form.

6. Payment Method fields = S indicates “separate checks” to be issued
(example, student payments) and if blank only one check to be issued.

7. Field beside Payment Method field = 9 indicates the check/checks to
be returned to 705 Broad Street (Text field contains department
contact for internal AP use only) and if blank the checks are to be
mailed to the vendor or payee.

8. Payment Ref. field = payment information to be printed on check per
the check stub reference on the check request form (such as invoice
number or name of student receiving tuition grant).
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AP Check Payment or Tuition Grant (cont.)

9. Clearing =two fields that display only when a payment has been
processed as outlined below:

¢ |f the clearing field boxes do not exist or do not appear on the
screen, then the check has not been issued or direct deposit has
not been made.

e If the clearing fields are displayed, the first Clearing field indicates
either the date the check was issued OR the date the direct
deposit was sent from Duke’s bank to the vendor’s bank (the
actual day of deposit will be 1-2 workdays later).

e If the fields are displayed, the second clearing field on this screen
contains a clearing document number that is not relevant for
internal research (this field does NOT contain the check number).

Note: Prior to July 2007, the two clearing fields contained
the check date and the check number for Company
Code 0010. For documents prior to July 2007 and
relating to the Health System (Company Codes 0020
and higher), those users must double click on the
second clearing field to locate their check number in
the Overall No. field (first 10 digits = check number).

10. Text = used internally by Accounts Payable for Document Type ZT (AP
Check Requests) to indicate the instructions for check delivery, such as
a contact name and number for pick up if the check is delivered to 705
Broad Street, or other text like “mail with doc” to indicate that the check
should be mailed with the document(s) included with the check request.
This field contains the name of employee whose child is receiving the
tuition grant for Document Type ZQ (Tuition Grant).
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Document  Edit Goto  Ewtr s

Ernvironment Systern Help

Document Changes

foos DR @ m

11

Check Infarmation

| 2| v ||~ | |8 | & Addl  oice Status CHl+F10
el 2434 CITY Daocument Environment GIL Acc 20A9AA
Compary Code 0010 PO B Additional Assignments v
Duke University DUR  ¥aluation Doc. no. 400002478
Line ltern 1 [ Invaice / 31 Correspondence
Amount 125,00
Tax Code
Reference Qbject F2
Additional Data
Disc. base 12500 USD Digcoamount 0,00 UsD
PavtTerms Wea Daysipercent © Q.00 % @ B 00 %8
Bline Date A7 1142007 Fixed
Prnnt Block Inyoice ref. t o
Pt Method S Pmt meth.supl. 9
Payment Ref.  ACCT# MFPS-043014 3
Clearing A7 /25/2007 ¢ 3001597997
Assignment 20070711
Text MAIL WITH DOC

11.

To view the check number (if applicable / not an EDI direct deposit),

follow the menu path: Environment — Check Information.

12.

Refer to the Research for Invoices/ Check Payments section of the

Guide for more on the check information fields displayed.
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AP Check Payment or Tuition Grant (cont.)

To view the scanned invoice attachment:

From an Invoice Accounting document (Display Document:
Overview) screen:

Document  Edit Goto  Settings  Extras  Enwironment  Systern Help
@ || A H @@ CRB 000 HEE @M
1 8| Document Overview - Display
@ Create. "I B B M [ choose [@ save T B & Tax data il
2 = Attachment list I
[ Private note ]
Do ceipt ) Normal document
po| Send vl Company code AOED Fiscal year 2008
Eo Relationships Posting date B5/05/2008  Period 1
3
Rel  WOrkiow v
Da|  wy Objects ’
Help for object senvices
Itm|PK [fccount [Account short text |Cost Ctr [Profit Ctr|WBES elem. |Fund| Text Amaunt |Funds Ctr

1. Click on the drop-down portion of the 8] Services for Objects button
located on the Title Bar of the screen.

2. Click on the Attachment list option in the resulting callout box.
3. Inthe resulting Service: Attachments list window, review and open any

files attached and refer to the Research for Invoices/Check Payments
section of this Guide for more details.

Note: The Research for Invoices/Check Payments
section also includes a supplement for opening
scanned invoice attachments on a MAC.
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Research for Invoices/Check Payments

To see if acheck or direct deposit was issued and view the
payment information:

Invoice Document  Edit Gato Systerm Help

& A HICE@ | S50 4a58(ER @ =
Display Invoice Document 5200000187 2007
Show PO structure | ollow-0n Documents ...

Transactiog Invoice gl 200000187 2007

Basic data k Payrnent List of Diocuments in Accounting endor 0000025771

. . BOSTON SCIENTIFIC CORP

Invuicwi Documents in Accounting AMIC TEGHNOLOGY GENTER
Pasting Date B Chiesthpae PO Box 6793
Amount Eaonp e Batnilis) Accounting document EW YORK NY 10249 6793

0000059839 |Prafit center doc.
Tax amount 888 a0029531 Controlling Document %800'321'4571
Text
Paymttertns 30 Days i o
Baseline Date B1i1aiz

Company Code 0030 Du
& original document | 5 3

Layout All infarmation ]

| itern  [amount Quantity or.| L2 |[Purchase .. |[tern  |Procurement Doc POText | |
[ | 1 200.00 = 4520001161 1 FORCEP, [+]
I L} 1

1. From the original document for a Document Type RN or ZN, follow these
extra steps to go to the invoice accounting document (supporting
document):

Note: For Document Types KN, YD, and ZT, the invoice
accounting document is the original document, so
these extra steps are not needed.

e Click on the Follow-on Documents... button.

¢ In the resulting List of Documents in Accounting dialog box, double
click on line for Accounting document (on number or text).

From an Invoice Accounting document (Display Document:
Overview) screen:

Doc.Type @ KN [ MNet wendars ) Normal document

Doc. Number 100264778 Company code oa1e Fiscal wyear 2007
Doc. date B4/25/ 2007 Posting date 04/26/2007  Period 10
Calculate Tax |&

Ref.doc. DU-B667I0-001

[Doc . currency ush

Itm|PK|Account | Account short text Cost Ctr|Profit Ctr|WES elem.|Fund Text Amount| Funds Ctr
2 » 1]31|4442 DEHAYENS TRAMSFER & 1001080 1,753.00-| 8090000000
2|40|691600 [CONTRACT WORK 1518116 |1199988 1518116 1,753.00 |6032501020

2. Drill down (double click) on the first line item (Itm 001, PK 31) to view
the Display Document: Line Item 001 screen (shown below):
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Research Invoices/Check Payments (cont.)

Display Document: Line ltem 001

PR} 2 v & {3 & Additional Data

___________ DEHAVENS TRANSFER & STORAGE INC ~ G/LAcc 200900
Company Code 0618 PO BOX 3004

Duke University DURHAM Doc. no. 100264778
ine Iterm 1 fInvoice [ 31

Armount 1,753.00 Usoh

Tax Code

;/b

Additional Data
Disc. hase 1,753.00 USD  Disc. amount  0.00 USD

ayt Terms W30 Daysipercent 30 0.000 % @ 0.000 % @
line Date Q4252007 Fixed

L

8 Prant Block moice | Clearing (two fields):
mt Method Pmt meth supl. If the fields are present, then a payment has
9 Fayment Ref. been processed (via check or direct deposit).
10 /VCIearing BE/13/2007 ! 300152085 5 «m— See “Clearing field” on next page.
Assignment 20070425

11 Text |=, Longtext |]

On the Display Document: Line Item 001 screen, the following
information can be seen:

3. Vendor address = the vendor address where the check is sent.

4. Information like “Line item 1/ Invoice/ 31" = the link to the previous
screen including the line item number, the type of document (invoice),
and the posting key (31 for an invoice).

5. Amount = the amount paid on the check for this invoice (check may
actually contain more than one invoice payment — see below).

6. Paytterms = the vendor payment terms (N30 = net 30 days before
payment must be made to vendor from date of invoice).

7. Bline date = the invoice date (the same invoice date that is contained in
the Document Date field on the previous screen).

8. Payment Method fields (for A/P Check Requests and Tuition Grants):

e First field = the S indicates “separate checks” to be issued
(example, student payments) and a blank indicates only one check
to be issued.

e Second field = the 9 indicates the check/checks to be returned to
705 Broad Street (Text field contains department contact for internal
AP use only) and a blank indicates the checks are to be mailed to
the vendor or payee.
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Research Invoices/Check Payments (cont.)

9. Payment Ref. = any reference information to be printed on the check or
included with the EDI payment, if applicable.

10. Clearing =two fields that display only when a payment has been
processed as outlined below:

¢ |If the clearing field boxes do not exist or do not appear on the
screen, then the check has not been issued or direct deposit has
not been made.

e If the clearing fields are displayed, the first Clearing field indicates
either the date the check was issued OR the date the direct
deposit was sent from Duke’s bank to the vendor’s bank (the
actual day of deposit will be 1-2 workdays later).

e If the fields are displayed, the second clearing field on this screen

contains a clearing document number that is not relevant for
internal research (this field does NOT contain the check number).

Note: Prior to July 2007, the two clearing fields contained
the check date and the check number for Company
Code 0010. For documents prior to July 2007 and
relating to the Health System (Company Codes 0020
and higher), those users must double click on the
second clearing field to locate their check number in
the Overall No. field (first 10 digits = check number).

11. Text = the free form text pertaining to the line item as outlined below:
e Text does not appear on all accounting document line items.
¢ |f the invoice is blocked, the reason will be identified in this field.

e Text from this field also appears in the Name (description) field on
some report screens.
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Research Invoices/Check Payments (cont.)

Document  Edit Goto  Extre~  Environment

Systern  Help

Document Changes b A £y [E @ E

Check Information

12

Invoice Status Crl+F10

Vendor 4447 DEH: Dacument Enviranment v il Ace 2009a0
Gormpany Code 8010 PO B Additional Assignments +
Duke University pur Yaluation * | Doc.no. 100264778
Line lterm 1 f Invoice § 31 Correspondence
Amount 1,753.00
Tax Code
Reference Ohject F2
Additional Data
Disc. base 1,753.00 USD Disc.amount  ©.00 uso
Payt Terms W30 Daysipercent 30 0000 % 0  0.000 %0
Bline Date o4/2572007 Fixed
Frnt Block Irvoice ref. ! i
Pmt Method Pmt meth.supl.
Payrment Ref.
Clearing O6/13/2007 / 3001520868
Assignment 20070425

12. To view the check number (if applicable / not an EDI direct deposit),
follow the menu path: Environment — Check Information.

Note: If the payment was made electronically by direct
deposit, then a message will indicate that no check
information is found. This message will also
display if the Clearing fields are not present, which
indicates that a payment has not been processed.

If a single invoice contains split coding for (i.e., is
charged to) several company codes, for example
0010 and 0030, you may need to contact Accounts
Payable at 684-3112 for the check information due to
your security rights.
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Research Invoices/Check Payments (cont.)

On the Display Check Information screen (only displays if a
physical check was sent to vendor), the following information
can be seen:

Check Edit Goto Extras Environment Systerm  Help
18 G| 20 @0 CHE 80HD BR QF
Display Check Information
i | gl Check recipient = Checkissuer.. | Accompanying docs B,; Fayment dacument
Pavmgcompanvcode e[ehyc) Payrnent document no, 3000000305
Bank details
House Bank WACHD Bank Key 053101561
16 Account D DSEUR Bank Account 2079900124882
T~ kname WACHOWIA BANI, N.A,
City CHARLOTTE
13 o —
Check information
Check number 3005 Currency usp
14 P Fayment date B2/21/2007  Amount paid 200,90
/ Check encashment Cash discountamount 800
15 Check recipient
MName BOSTOMN SCIENTIFIC CORP
17 City NEW YORK
Payee's country us
Regional code WY
Note: If the payment was to an EDI capable vendor and

the payment was deposited to the vendor's bank
account, then a message will appear in the Status
Bar and state that no check information is found.

13. Check number = the check number on the physical check.

14. Payment date = the date that the check was issued.

15. Check encashment = the date that the check cleared Duke’s back
account for payment, which indicates the check was deposited or cashed
by the vendor (i.e., the date the check was paid). A blank encashment
field will indicate that the check has not cleared the bank.

16. Amount paid = the total amount of the check.

17. The check recipient section shown at the bottom of the screen = the
information relating to the vendor.

18. When finished reviewing the check information, click on the (2] Back
button to return to the Display Document: Line Item 001 screen.
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Research Invoices/Check Payments (cont.)

19. OPTIONAL.: If your security access allows, use these steps to view the
other invoice reference numbers included in this payment:

Document Edit Goto  Extras  Enwironment  Systerm Help

19 G alJENCae CHE &0
Display Document: Line ltem 001

o 2 v a B & addtional Data

ivendor: 4442 DEHAVENS TRAMSFER & STORAGE NG~ GILAcc 200900
Cormpany Code 0016 FO BOX 3004
19 |f your Security access - DLURHAM Doc. no. 100264778
. ce
allows, double click on the e 5D

second clearing field to view
other invoice numbers
included in the payment.

1,753,600 USD  Disc.amount 0,00 UsD
Payt Terms W3g Daysipercent 30 0.060 %8 0.0008 %0
Bline Date 04/25/2007 Fixed
i Block Invoice ref. ! i
Pmt het Pt meth.supl.
FPayment Ref.
Clearing 05425720 ! 3001536394

the second clearing field to display the Document Overview:
Display screen for the payment posting (like Document Type ZP).

Seftings  Exire=  Emvironment System  Help

Tax data shit+Fe B4 | ] F] | &) @

Document changes

19 On the payment posting
document, follow the
menu path.

Check infarmation

£ Paymentusage ] Tax data #
Document environment
S year 2007
i Corregpondence 12
Balance sheet adjusiment
Ref. doc. Overs
poc.currency  USD Additional assignments
Fayment Run 1D O/ 37207 - LAWT
Itm| PK |Account | Account short text |Cost Ctr|Profit Ctr|WBS elem.|Fund Text Bmount |Funds Ctr
1] 25]4442 DEHAVEMS TRANSFER & 1001008 75,132 .60 |8090008000

e On the payment posting document, follow the menu path:
Environment — Payment Usage (or use the Accompanying
Docs button).

Note: If invoices are included in this payment for company
codes in which you do not have security access to
view, then you may receive an error message at
this point. Clear the message if applicable and
return to the previous screen. Contact Accounts
Payable at 684-3112 for the information if needed.
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o |f the layout /AP DISPLAY is not already displayed, click on the
Select layout button and locate / click once on /AP DISPLAY to
select a better layout for the report (this layout contains the
Reference column which has the vendor’s invoice numbers that
were paid as part of the total check).

Note: Each line item references a specific invoice and
amount that was included. The vendor’s invoice
number is in the first Reference column as
reference (on the /AP DISPLAY layout). The last
line item represents the total amount of the check
that was sent to the vendor.

20. When the drill-down is complete, click on the Back button until the
accounting document screen for the invoice is again displayed.
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Research Invoices/Check Payments (cont.)

To view the scanned invoice attachment:

From either the Invoice (Display Invoice Document) or the
Accounting Doc. ( Document Overview — Display) screens:

Irvoice Document  Edit Goto

Systern  Help

G| _—=—— 0@ LHE 0000 IR @6
p|E Qis play Invoice Doc WNTGEQ 2008
gh_ Create.. liments ...
__— Aftachment list
Tran  Private note | 200291659 2008
5 Send 4
s | Tax | Contacts | MNote Yendor 0000000308
Warkdlaw , SYMNTHES
Inve My Ohjects R Reference  O9817224RI PO BOX 8538-662
Pog Help for ohject services FHILADELPHIA PA 19171-0662
Amorar [ SR usp
Tax amount 0.ee B 610-647-9700 =
Tent TF
Paymt terms 30 Days net i o
Baseline Date 02/06/2008 =
Company Code 0060 Duke Raleigh Hospital Raleigh -
Layout All information e}
ltem Armaount Quantity or..| g |Purchase .. |ltem |Procurement Doc. |PO Text
1 4,310.80 8EA 4592041515 1 SCREW, SIDE-OPEMING TI 6.004 0MM =
2 2,483 .10 GEA 4592041515 2 SCREWY, SIDE-OPEMING TI 7.034 0Mh b
3 1,402 08 2EA 4592041515 3 SCREWY, SIDE-LOAD 2-CORE 9 020k

Document  Edit  Goto

Settings  Extras Enwironment  System Help

@ 2. Cee CHE Do BE @6
/@ 2{ Document Overview - Display
5y Creats.. F & B¢ [ [ Choose [B Save TF B3 B8 Tax data E
/—* Attachment list
(| Private note }
Lo zeipt ) Mormal document
po  Send ' | Company code 0oE0 Fiscal vear 2008
go Relationships Posting date  B5/05/2008  Period 11
3
Re Workilow v
Dol My Objects v
Help for object services
Itm| PE|&ccount [Account short text (Cost Ctr |Profit Ctr|WBS elem. |Fund|Text Amount |Funds Ctr
1]31)308 SYNTHES RCH 14, 410 .85- |RCH
2| B6|1396608 |SAP GOODS RECEIPT/IN|GHGO3IEE28(GEEO30028 RCH 3,310.80 (RCH
3| 81|647500 |SURGICAL APPLIANCES |GHG03IEE28(GEE030028 RCH 1,008,060 (RCH
4| B6)1966608 |SAP GOODS RECEIPT/IN|GHGO3IEE28(GEEO30028 RCH 2,483 .10 (RCH

1. Click on the drop-down portion of the "®'&| Services for Objects button

located on the Title Bar of the screen.

2. Click on the Attachment list option in the resulting callout box.
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In the Service: Attachment list window:

Service: Attachment list

Cliew B | & || 2 | T[S E) & | F |FH Fla|| 2 |E@a | EHE
AttachmentFord0605100017 4622008

Title Creator Mame Created On ™ Twp
Price Block Jirn Allen 05/05/2008 | Mote
@3 [Scanned Invoice - Redacted Archived document

Example 1 — Two Attachments
Scanned Invoice — Redacted and a Note

- - Example 2 — One Attachment
Oren Blée|@| 2| TR & & % |H Rendered Invoice

achrmentFaor002001 0067 74862008

Title Creator Mame Created On | Typ
endered Invoice 040552008  |Archived document

3. Double click anywhere on the row for the scanned Invoice (Type =
Archived Document) to select and review that specific type of invoice:

e Scanned Invoice - Redacted = scanned invoice that has been
revised to “black out” any sensitive information, if needed.

e Rendered Invoice = Invoice facsimile created by Duke from
electronic records from Electronic Data Interchange (EDI) capable
vendors.

e Scanned Invoice = Original invoice where the sensitive information
is visible (one that has not been redacted) and is only accessible
by those with the proper security rights in SAP.

Note: Depending on your web browser, click Okay and
Yes through any security windows that may appear.
There may be multiple scanned invoices attached
for some payments with one Purchase Order and
many payments. MAC users have different
browser options as outlined later in this
chapter.
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Research Invoices/Check Payments (cont.)

4. If applicable, double click anywhere on the row for an attached Note to
display any comments stored during the processing of invoice exceptions,
if applicable.

5. After exiting the attachment, click on the (21 Continue button to close the
Service: Attachment list window and return to the posted AP document.

SEE NEXT PAGES FOR DETAILS AND OPTIONS REGARDING THE
SCANNED INVOICE ATTACHMENT

_____________________________________________________________________________________________________________________________________________|
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(cont.)

On the scanned invoice attachment opened in the web

browser, review and use the options below (MAC
the MAC supplement for the various options):

MAC users have different browser o
outlined later in this chapter.

Note:

users: see

ptions as

‘2 Duke University TEST Content Management System, - Microsoft Internet Explorer provided| by Duke University E|E|F_§_|

N

11

il Emgluyment Opooriunity Causes coga i 41CFR 60-1.4(a) (1)-{7), 41CFR 60-741.4 (al-(1) and 41CFR 51-250.4 (3}

m) 3% iNCoTpoeAted Nerein by SpECific reference.

File Edit Wew Favorites Tools  Help 1".
10 eBack M > | \ﬂ \ELI _.l\l /..-\' Search ‘»;?:{Favorites {‘) - uf’. ﬁ
7 address @I] https:{ mob-ddr-tst-01 .oit.duke.edu:8442,|'ddrint,|'ser\-'let,l'ddrint?secInFo=942dd?chaeﬂw
) DEERE«® PP L F X
6 ” SEC & - iz @ens |F @ [~ 5 The PDF Toolbar

THES"

&
v INVOICE

® ¢

FE
- Inquirie ES (LISA) 1302 Wrights Lang East » West Chesier, PA 19380 TO ORDER, CALL TOLL FREE: (600) 523-0322
oLD To: Duke University Health System, Inc SHip To: Duke Health Raleigh Hospital
~ dba: Duke Health Raleigh Hospital Attn: Craig Browning
- 324 Blackwell Street 3400 01d Wake Forest Road
Washington Bldg Box 104131 Raleigh NC 27608-7317
9 Durham NC 27708-0001
leusTomen no.| oRDER DATE | ORIGINAL
et | | PURCHASE ORDER WO. SHIP DATE | \ioice No, | INVOICE NO. | INVOICE DATE
445632 o2/ 06/08 I 4592041515 o206/ 08 09817224RI 0z /08 /08
1
TERMS ORDER NO. CONTACT ENTERED BY |
Het 30 Days 7404238580 GADD WILL/SPN 919.389,5082 POWERSP
| CMFSALESNO. | SUSA SALESNO. | SPINE SALES NO. SHIP VIA i
1294178 1293597 31230131 UPS:Rext Day Saver By 3 PM
QUANTITY | QUANT N c exTenpen
ITEM NO. ORDERED | SH DESCRIPTION UNIT PRICE
o ' s _ I
|
458.740 6 3 I 7.0MM TT SIDE-OPENING SCREW 413.85 | 2,483.10
| 40MM
Lot: 5658854 Qty: [
04.602.980 2 2 5.0MM TI DURL CORE USS SCREW 701.04 | 1,402.08
80MM THRD LENGTH F/6.0MM RODS
| Lot: 5671639 Qty: 2
498,341 1 1 I TI THORACIC LAMINA HOOK-LEFT | 303.72 |  308.72
] Lot: 5682773 Qty: 1
498.296 1 1 6€.0MM TI ROD S00MM 196.69 196.69
Lot: 1798573 Qry: 1
|
p |
///; 498.011 18 18 TI COLLAR WITH GROOVES | 86.33 | 1,553.94
© i
Lot: 5650808 Qty: 18
% 498.003 18 18 'TI NUT 34.71 £24.78
11MM WIDTH ACROSS FLATS I w

Section: 5212

Beport: EFIAP _INV Version: May 5, 2005 2:20:02 PM

Page 1 of 1

6. To print the PDF file, click on the ‘= Print icon.
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7. To export or save the PDF file to your computer, click on the 2 «Click
here to save this file to your computer or another location” icon.

8. If the invoice is multiple pages, use the % Next Page and N Previous
Page icons to view the pages.

-

9. To adjust the magnification of the page in the web browser, use

Decrease and *' Increase buttons; or enter a different percentage in the
field.

10. To create a new email and send a copy of the image to someone:

Note: IMPORTANT: If the | = Email icon does not
appear on your PDF toolbar, right click anywhere
on the PDF toolbar, click on and select More
Tools, scroll down and click in the box beside the

| =" Email icon to select this icon, and click OK to
close the window and see the icon on the toolbar.

e Click on the | - Click to attach this PDF file to a new email
message icon located on the PDF toolbar.

Adobe Reader

\y How wiould wou like o email this document:

* Send a link (URL) to the POF file on the Web?

* Send a copy of the entire PDF file as an attachment?

10 Important: Choose the
Send Copy button.

e When prompted by the box shown above, click on Send Copy to
send a copy of the entire PDF file as an attachment (do NOT
click on the Send Link option which is not currently available).

e Once the new email is open, note that the PDF file is attached at the
bottom, edit text and add your message, then send the email with
the attachment.

11. When done, use the X close Document icon or the [ﬂ Close icon for
the web browser to return to SAP (to the Services Attachment list window
and ultimately the posted AP document).
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Research Invoices/Check Payments (cont.)

Supplement for MAC users on AP Invoice images and various
web browsers:

Note: This supplement is for MAC users to outline the
functions available depending on the web browser
used to open the attached image of the AP invoice.
All the other steps to open the attachment are the
same as previously outlined in this reference guide.

Example 1: Apple Safari Web Browser WITH Adobe Acrobat

@ Safari File Edit View History Bookmarks Window Help

iEallal DecumentDirect for the Internet -
- c + | hnps: /i mob-app-dev-01.0it duke.edu 8443/ ddrint/ serviet) ddrimPsecinfo=dd396I5datin D = O,

0 Appieidali Amagon i Yaboo! News (A5

HEGEE eS| o L8 X

-y J e v 1 /1 20 11X -

\Tmﬂm{ ~ Duke University
%2 Duke University Health System
ACCOUNTS PAYABLE CHECK REQUEST

1. Name of Payes _ACR SUPPLY CO INC 4 s Payee & Nonresidant Allen? O Yes (1 No

2. Wendor Mumber (Il known) e 5. s this the only lime ihis vendor
1 — will be used? O Yes O No
3, Address Lina 1 A00 W MAIN 5T SUITE 204
IF VENDOR NUMDER (S WNANOWS 6. |5 paymant 10 indwvidual or uantorponied

Address Line2 business for personal senvices? L] Yes Ho

Allach ICC form for indrvidual

Ciny, State, Zip Durnam, NC 27701 7. Aramative Payment Torms O Netoo [ Net 15

Counlry
Taxpayor ID Mo

(]

Note: The image displays the same as displayed in
Windows Internet Explorer (previously shown), so
refer to steps 6 — 11 on the previous pages for more
details on options available.

1. If the image of the invoice is opened on a MAC using the Apple Safari
web browser with the Adobe Acrobat installed, note that all the
functions outlined previously in this guide will work the same (print, email,
download, etc.).
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Research Invoices/Check Payments (cont.)

Example 2: Apple Safari Web Browser WITHOUT Adobe Acrobat

@ Preview File Edt View GCo Tools Bookmarks Window Help
[ anNnmA ¢ vwiBB40e2e 992048 7E0B07 . pdf (1 page) (=1
| +* = o R 5 [
=3 % K el

Drawetr Back/Forward Zoom im  Zoom Dut Tool Mode

Dﬂlﬂm
n-uumuunam_

1 M Py S 0
P TE——

\

2. If the image of the invoice is opened on a MAC using the Apple Safari
web browser WITHOUT the Adobe Acrobat installed, note the
following:

e The invoice image is launched and displayed in Apple Preview.

e A copy of the image is downloaded to your computer desktop as
well.

e To perform other functions in Apple Preview (print, save, etc.), click
on the File menu option on the toolbar and choose the appropriate
menu paths.

e To email, manually attach the downloaded copy of the image to an
email message.
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Research Invoices/Check Payments (cont.)

Example 3: Firefox Web Browser (DOES NOT HAVE Adobe Acrobat)

/ @ FPreview File Edit View Go Tools Bookmarks Window Help

anA ¥ wwiBB40e2e992048 780807 pdf (1 page)
=3 * - TR #e Einfo=dd596/SdafDelSe0dc0aBBeAIddd 195293 = ¥

Draweer Back /Forward Zoom In Tooam Out Tood Mode

Duke University Health System

ACCOUNTS PAYABLE CHECK REQUEST

’ﬁ Duke University

1 e i s R G e 4 e o e A v [ o

\

3. If the image of the invoice is opened on a MAC using the Firefox web
browser, note the following:

e Since Firefox does not have the Adobe Acrobat plug-in, the invoice
image is launched and displayed in Apple Preview.

e A copy of the image is downloaded to your computer desktop.

e To perform other functions in Apple Preview (print, save, etc.), click
on the File menu option on the toolbar and choose the appropriate
menu paths.

e To email, manually attach the downloaded copy of the image to an
email message.

_____________________________________________________________________________________________________________________________________________|
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Research Invoices/Check Payments (cont.)

To see if an invoice has been paid using the Purchase Order
number:

1. Viathe User Menu: Purchasing — Display Purchase Order.

2. Enter the Purchase order number in the field.

3. Click on the Item Overview button to display the Display Purchase
Order: Item Overview screen.

4. Click once in the box to the left of a line item to select that item.
5. Click on the PO history button.

6. Double-click on the IR document number (5100..., etc.).

Note: If there isn’'t an IR (invoice receipt) document number,
then the invoice either hasn’t been received / entered.
This means a payment has not been issued for this
purchase order.

7. Click on Follow-On Documents button (gray toolbar at top of screen).

8. Double click on the Accounting Document row in the resulting List of
Documents in Accounting box.

9. Double-click on the first line item (001) that refers to a vendor.

10. Locate the Clearing fields (if displayed) and note the following:

¢ If the clearing field boxes do not exist or do not appear on the
screen, then the check has not been issued or direct deposit has
not been made.

e If the clearing fields are displayed, the first Clearing field indicates
either the date the check was issued OR the date the direct
deposit was sent from Duke’s bank to the vendor’s bank (the
actual day of deposit will be 1-2 workdays later).

11. To find the check number (if applicable), total check amount, and to see
if the check has cleared Duke’s bank account, follow the menu path:
Environment — Check Information.

12. When done, click on the Back button to return to the previous
screens.
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Research Invoices/Check Payments (cont.)

To see if an invoice has been paid using the vendor’s invoice
number:

1. Viathe User Menu: Financials — Financial Documents — Display Fl
Document.

2. Click on the Locumentlist | Create Document List/ Find Documents
button

3. Enter 0010 or the desired company code in the Company code
(from) field, and other optional fields like Fiscal Year as desired.

4. Enter the invoice number in the Reference number field.
5. Click on the Execute button.

6. Double-click anywhere on the line for the document shown on the
resulting Document list.

7. Onthe Document Overview - Display screen, double-click on the first
line item (001) that refers to a vendor.

8. Locate the Clearing fields (if displayed) and note the following:

e If the clearing field boxes do not exist or do not appear on the
screen, then the check has not been issued or direct deposit has
not been made.

¢ If the clearing fields are displayed, the first Clearing field indicates
either the date the check was issued OR the date the direct
deposit was sent from Duke’s bank to the vendor’s bank (the
actual day of deposit will be 1-2 workdays later).

9. To find the check number (if applicable), total check amount, and to see
if the check has cleared Duke’s bank account, follow the menu path:
Environment — Check Information.

10. Click on the 2] Back button to return to the previous screens when
done.
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Travel Accounting: Employees & Students on
Payroll (YT)

These documents are original accounting documents which are manually
entered into R/3 by Employee Travel and Reimbursements from travel
and miscellaneous reimbursement forms. These documents are similar
to the accounting documents created from invoice payments, such as
Document types KN and RN. The documents contain the debit and credit
postings related to the reimbursement or payment.

Travel Accounting documents (YT) include travel and miscellaneous
reimbursements to employees or students who are on the Duke payroll.
The Employee and Travel Reimbursement department is responsible for
processing these payments in R/3 via the Travel Accounting module,
which is linked to the Payroll module.

Therefore, employees or students who have “direct deposit” (known as ACH,
Automated Clearing House) of their paycheck into a bank account will also
receive any reimbursements via direct deposit to the bank account. Those
who have not opted for direct deposit with a bank will receive any
reimbursements via a check which can be picked up at the Broad Street
location.
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Travel Accounting (cont.)

Document Type YT Example

The following Display Overview — Document screen shows Document Type
YT (similar to KN and Accounting view for RN).

Document  Edit Goto Seftings  Extras  Environment  Systern Holp . 8 USQ Page Up and page DOWI’]
@ Bl HCa@ BREGODOO K] buttons if needed.
Document Overview - Display Y
s HETFETE S EM 2 e G save T [@ & E B Taxdata W [E
\w(8gg;;;;zgcmmaloggcume%* mcm}‘ 2004 6 The Overall no. displays
gg?dgg ?géggéggggmm Fosting date 1040142003  Period 24 here for cross-company
Doc. cupsenty? USD code entries if applicable.
4
‘ Itm|PE|Accoun| fccount short textW
| -
= Document Type YT i
- K Travel Accounting Bz
(Travel and Miscellaneous Reimbursements to — [
"|”'” Emplovees or Students on the Duke pavroll). = O\Em%

Key pieces of information:

Note: To adjust the width of all columns, follow the menu
path: Settings - Columns - Optimize Width.

1. Document Type = a two digit value that identifies the type of document.
Refer to the Document Type List in a previous section of this Guide.

2. Document number, Company code, and Fiscal Year = assigned R/3
document number for the company code’s set of books. All three fields
help to identify the document in the system.

3. Document date = not relevant on Document Type YT.

4. Posting date and Period fields = the date and fiscal period that the
expense was posted to the ledger (and appears on financial statements).

5. Ref. doc. =Trip number assigned by R/3 and used by Employee
Travel and Reimbursement to as a reference to identify a specific trip
(not as useful to departments at this time).
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Travel Accounting (cont.)

6. Overall no. = a number that links all the document numbers created from
a cross company code journal entry:
e The first 10 digits = a leading zero + the 9 digit R/3 document
number created for the company code entered on the header.
e The next 4 digits = the company code that was entered on the
header screen.
e The last 2 digits = the fiscal year posted (for all the documents).

7. First line item (Itm 001) = the vendor /payee line.

e The PK (posting key) = 31 (payment/credit), 21 (credit memo/debit),
NOT a 40 (debit) or 50 (credit).

e The Acct (account) = the R/3 vendor account number assigned to
the payee rather than a G/L account like other line items.
Employees and students on the Duke payroll will be assigned a
unique 10 digit vendor account number, which begins with the
number 8. This number is their vendor account number for YT
payment purposes.

e The Account short text = the payee’s name (either employee or
student on Duke payroll). The textis NOT the G/L account
description like other line items.

e The Text = system generated text that varies per the type of YT
reimbursement or travel advance. The text includes brief details,
such as trip dates and destination or name of G/L account charged
for miscellaneous reimbursements (for more specifics, see Text
description for Display Document: Line Item 001 screen which is
covered in next pages).

8. To vertically scroll through the invoice, click on the
First Page (Ctrl+Page up) to scroll to the top cover page.
Next Page (Page down) to scroll to the next page.
Previous Page (Page up) to scroll to the previous page.
Last Page (Ctrl+Page down) to scroll to the last page.
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Travel Accounting (cont.)

From the YT accounting document (Document Overview -
Display) screen:

To see if a check was issued and display the payment
information:

Itm|PK|Accoun|Account short text [Cost Ctr |WBS element |[Profit Ct|Fund Text

1 1|31 |80000%( BEARERA A& HOWARD 1001600] *Trip from 09/15/03 To  08/1!
2|40 (698600 TRAYELIVING EXP-DOM (1573123 1199998  |1573123| *Trip from 09/15/03 To 09/1!

1. Drill down (double click) on the first line item (Itm 001, PK 31) to view
the Display Document: Line Item 001 screen (see example of YT below):

e A EE - EEEN = L
Display Document: Line item 0071
Ty A g R e Mare data

AEnidor 300R02fH50  BARBIRA A& HOWGRRD GILace 200320
Company code 301 E T0S BRAAD ST
Duka Univarsty OLsRHAM — Doe. o, B000B5722

3 — | Line rern 1 Jln\mltejﬂ__v \
/W*ﬁ” = 2 Payee name and address
ax node
4 Wissbaze 0B USD  wiseessrngr 0 6B Wiz defaulted from Payroll _
_ : (usually the address associated
| Peanal detals - with the payroll clerk where
Dizc. base 0. aa UsSD  Disc armount O B8 L= DaVChECkS are d|Str|bUted)
Fa lermns {13 Caysfpercent § O BB * 0 O BAG % O
Bling date 08/24/ 2003 Fixed - -
Prant block ol ret. / 5. Clearing (two fields):
AN TR If fields are present, then payment
aymant 1 i .
Cleann< 10/03¢2003 7 200001 8362_D4 has been processed (via direct
IR T deposit or issued check)
6 > Tt "1 fri 95403 1 TR Las ¥ L1 . . ’ .
- R CoTE e Double click in the second field for
I more information per next page.

On the Display Document: Line Item 001 screen, the following
information can be seen:

2. Payee name and address defaulted from Payroll (usually the address
associated with the payroll clerk were paychecks are distributed).

Note: For employees and students on the Duke payroll,
payments are made either via direct deposit or check
payment. Checks are not mailed and must be picked
up at Broad Street.

3. Information like “Line item 1/ Invoice/ 31" = link to the previous screen

for the line item drilled down upon from previous screen.
_____________________________________________________________________________________________________________________________________________|
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Travel Accounting (cont.)

4.  Amount = the amount paid on the check or direct deposit.

Note: The Payt terms and Bline date fields are not

relevant for reimbursements processed by Employee
Travel and Reimbursements department (like
Document type YT). These reimbursements are
processed as soon as received and entered in the
R/3 system.

5. Clearing = two fields outlined per below:

If the clearing field boxes do not exist or do not appear on the
screen, then the check has not been issued or direct deposit
has not been made. Transactions are posted to G/L Accounts on
R/3 reports on a daily basis as entered into the system. Payments
are processed (via direct deposit or check) on either on Monday,
Wednesday or Friday of each week.

If the fields are displayed, the first field indicates the date the
check was issued or the date the direct deposit was sent to the
bank (the actual day of deposit will be 1-2 workdays later).

If the fields are displayed, the second field is the clearing
document number (not the check number; steps for finding the
check number are outlined on the next pages).

6. Text =system generated text that varies as outlined below:

e YT Travel Accounting (Travel-related reimbursements) = Trip

from <date> to <date> plus the city destination. The dates
default from the Trip from and to dates as completed on the form.
The city destination defaults from the City Destination field or the
Weekly destination field on the completed form (i.e., text is not free
form text that is entered per the description completed on the form).

YT Travel Accounting (Miscellaneous reimbursements) = Trip

from date to date plus text describing the G/L account charged for

the reimbursement, such as Business Meetings or Office Supplies.
The date represents the first (from) and last (to) day of the week in
which the purchase/receipt occurred.
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Travel Accounting (cont.)

From the Display Document Line Item 001 screen, to view more

details about the payment:

7. Double click on the second clearing field to display the Document

Overview - Display (see below).

Environment  System

50 0@ DHB

00058

Document Overview - Display
@2 AT B FE % @ @ chosse @ See 3 & H B Tedol

Doc . type YP ( Trvl Payment Posting ) Normal document

Doc. Mumber 2008810362 Company code ne1o
Doc. date 10/83/2003 Posting date 108/03421
Dot currency  USD

Payment Run ID 10/83/2003 - BARB1

Fiscal
003 Feriod

Itm|PK|Accoun| Account short text |Cost Ctr |WBS element [Profit Gt

1|26 |28000%| BARERA A HOWLRD
2(50|128400| ET&R SAP BAMK ACCT

[CeIL

E
vear 2004 M
:E3
Fund Text
101806
0111800
an
I [PRD 1y (1001 b2 pranoa | ovR 7

8. To confirm a check was issued and see check number, follow the menu
path: Environment — Check Information (see example below).

Note: If a check was issu

ed,

the Display Check

Information screen will be displayed. If the payment
was made via ACH / Direct Deposit, a message will
state that check information does not exist and
the above screen will NOT appear. Use Back
button to return to previous screen when done.

@ A I CIEFEEIEEEE

el

Display Check Information

& Checkrsciiert..  Checkissuar..  Accomparng docs | Faymant document

Check number:

The check number printed on
the physical check.

Bl company coda; 0e1n Payrrient documert no. 200E33304
Bank details
Haouse bark WACHO Bank key BS31 B1561
Aceount ID ETH Barik account 2079080454308
Banknama FIAST UNIOK NATIOMAL BANK
Clty CHARLOTTE

| Checkinformation
Checknumber 203222 Cumenty usD
Payment data 18/01/2003  Amountpald 119,07
Chick encashmaent B.08

‘wrunl amaur

Check encashment:

Check reciplant

Marmng TEME [HANI BABLEY
ity BROAD 5T
Fayes's couniry ug

For check numbers 210300
and higher, this field contains

the date the check was cashed
by payee per bank records.

U [PRO i) 100 5| prdas2 INS 2

Note: Click on Back button ONCE to return to Display
Document Overview screen.
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Travel Accounting (cont.)

From the Display Document Line Item 001 screen, to confirm
the payment method (direct deposit or check):

Note: Depending on your security profile, you may not be
authorized to perform these next steps.

9. Double click on the second clearing field to display the Document
Overview - Display (see below).

Edit Goto Setings Estras Environment System  Help

zjd CEQ  DHE DDOH
Document Overview - Display

Az A NEaE T E T E %G G chs: & swve (@ & E H T

[ERN =

Doc.type : YP { Trvl Payment Posting ) Mormal documen It

Doc. Numher 2000010362 Company code 010 Fiscal year 2004
Doc. date 10/83/2003 Fosting date 18/03/2003 Feriod 04

D

Payment Run LD 1040372003 - BARB1

Itm| PK|Accoun Account short text (Cost Ctr (WBS element |Profit Ct|Fund Text

1| 26(80000%| BARBRA A HOWARD 1001088
2|50(128400| ET&R SAP BANK ACCT. oi11oee

-

[Pl [[v]
[ b | PRO¢1y (oo B2l prdnon | ovR

10. Follow the menu path: Environment — Payment Usage.

11. Double click anywhere on the line item for Document Type YP
(Travel Payment Posting).

12. Review the Pmnt Method field:
L = ACH Direct Deposit;
K = Physical check (which needs to be picked up at Broad Street).

Note: Use the Drop Down button in the Pmnt Method
field to display a full list of values and descriptions if
needed.

Note: When the drill-down is complete, click on the

Back button until the accounting document screen for
the invoice is again displayed.
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Travel Accounting (cont.)

To view header information for the entire document from any
screen:

1. Click on the Document header button.

2. Review the fields of information.

Note: The User ID listed in the Entered by field is NOT
who should be contacted with questions. For
guestions, please contact the Employee & Travel
Reimbursement department at 681-0208 or via
email at employeetravel@duke.edu.

3. Click on the Continue button to return to the Document Overview -
Display screen when ready.
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Other Travel Payments (YU)

These documents are original accounting documents which are manually
entered into R/3 by Employee Travel and Reimbursements from travel
and miscellaneous reimbursement forms. These documents are similar
to the accounting documents created from invoice payments, such as
Document types KN and RN. The documents contain the debit and credit
postings related to the reimbursement or payment.

Other Travel Payment (YU) documents include reimbursements for
expenses that do not fit into one of the expense types listed on the
various reimbursement forms or to students who are not on the Duke
payroll. The Employee and Travel Reimbursement department is
responsible for processing these payments in R/3 via the Accounts Payable
module. If the payee is on the Duke payroll, the payee will be assigned a
uniqgue vendor account number and the payment will be handled in the same
manner as the payroll check (direct deposit or check issued for pickup at
Broad Street). Students not on the Duke payroll are set up as a vendor
account labeled “One Time Student”. These payments have an extra screen
containing the payee name, and the student will receive a check payment.

In these instances, students can opt to pick up their check at either Broad
Street or the Bursar’s Office as designated on the reimbursement form.
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Other Travel Payments (cont.)

Document Type YU Examples

The following Document Overview - Display screens show two examples of
a Document Type YU (similar to KN and Accounting view for RN).

SAPE—

Document  Edit Goto  Seftings  Extras  Enwironment  Systern Help

-

& 9 Use Page Up and Page

Down buttons if needed.

4 @ CREDODOY
Document Overview - Display

A4 PHETETERMRBE]2 B TEGE B ada: @[

Doc type™ YU ( Other Trave]W] ducume,J \ E
Doc. Number ‘800094904 Company code pota Fiscal year 2004
3 UoC . OaLe > 09/09/2003 Fosting date A9/29/2003  Period 04
Ref.doc. TELENG9B9A3 = -
| eeTlrrency  USD < 6 The Overall no. displays
5 DDC.head.tEILRUYHLTIES 4 here for cross-company
/' code entries if applicable.
! | |
Itm|PE [&ccoun| fccount short texw
8 1(31|30000M| HARILY Document Type YU
2|40 (637000 (RO
Other Travel Payments
: \ Example: Miscellaneous Reimbursement to
o) Employee or Student — No Expense Type on Form

Example: Student not on Payroll

Document  Edit Goto Seftings  Extras  Enwvironment  System M-l
] ald H @@ EHMEDLOHO N @ W 9 UsePp U dp
= N - se Page Up an age
@z| Document Overview - Dispia o~ .
pay 2 Down buttons if needed.
1 G PNAEATETFEEEE G seve T & o B A Taxoata
N‘/ =1
Doc type @ YU ( Other T T ) Normal d t .
3 T (sanaggmmgzz G Fismana 6 The Overall no. displays
. 89/12/2003 Fosting date  ©9/30/2003  Period a4
. BAGLEY091203 M" here for cross-company
ush < . K .
5 Ducw&' STUDENT REIMBURSEMENT code entries if apphcable-
| 1tn| PK [Accoun| Account short text |Gost Gtr |WES element |me'itw
8 1] 31|89000%  One Time Student /
2|48 |633200| PUBLIC RELATIONS AND|3131328 Document Type YU
[ ( Other Travel Payments
[0l
|

Key pieces of information:
Note: To adjust the width of all columns, follow the menu
path: Settings - Columns - Optimize Width.

Document Type = a two digit value that identifies the type of document.
Refer to the Document Type List in a previous section of this Guide.

1.
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Other Travel Payments (cont.)

2. Document number, Company code, and Fiscal Year = assigned R/3
document number for the company code’s set of books. All three fields
help to identify the document in the system.

3. Document date field = either the date the form is prepared or approved.

4. Posting date and Period fields = the date and fiscal period that the
expense was posted to the ledger (and appears on financial statements).

5. Ref. Doc. field = reference data including last name of payee plus the
approval date from the travel and reimbursement forms.

6. Overall no. field = a number that links all the document numbers created
from a cross company code journal entry:

e The first 10 digits = a leading zero + the 9 digit R/3 document
number created for the company code entered on the header.

e The next 4 digits = the company code that was entered on the
header screen.

e The last 2 digits = the fiscal year posted (for all the documents).

7. Doc. Head. Text = a brief description of the type of payment as entered
in the Document Header Text field when processing the payment.

8. Firstline item (Itm 001) = the vendor /payee line.

e The PK (posting key) = 31 (payment/credit), 21 (credit memo/debit),
NOT a 40 (debit) or 50 (credit).

e The Acct (account) = the R/3 vendor account number assigned to
the payee rather than a G/L account like other line items.
Employees and students on the Duke payroll will be assigned a
unique 10 digit vendor account number which begins with 8, while
students not on the Duke payroll will have a generic number
assigned that is labeled “One Time Student”.

e The Account short text = If the payee is an employee or student on
the payroll, then the text contains the payee’s name (name of vendor
account). If the payee is a student not on the payroll, then the text
reads “One Time Student”. The textis NOT the G/L account
description like other line items.

e Text =text that is entered by Employee Travel & Reimbursement,
which includes a brief description of the reimbursement and may
include the payee name if applicable.

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 92



Reconciliation and Documents Guide

Other Travel Payments (cont.)

9. To vertically scroll through the invoice, click on the
First Page (Ctrl+Page up) to scroll to the top cover page.
Next Page (Page down) to scroll to the next page.
Previous Page (Page up) to scroll to the previous page.
Last Page (Ctrl+Page down) to scroll to the last page.

From the YU accounting document (Document Overview -
Display) screen:

To see if a check was issued and display the payment
information:

| UOC . Nead. TexT  HUYALILED

Itn|PK|Accoun| Account short text  (Cost Ctr [WES element |Profit Ct|Fund Text

1 1|31 (30000 MARILYN J TELEN 1001008| SIGMA ALDRICH, FF106
40 (697000 | ROYALTIES 4570404 1199998 | 4570404| SIGMA ALDRICH, FF106

ra

1]

1. Drill down (double click) on the first line item (Itm 001, PK 31 with
description of payee’s name or One Time Student) — SEE NOTE.

Note: If the payee is not on the Duke Payroll and has a
description of One Time Student, then an extra
screen will appear. This screen contains the payee
name, which is usually a student. If the payee is on
the Duke Payroll and paid using a unique vendor
account number, then the next two steps are not
applicable.

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 93



Reconciliation and Documents Guide

Other Travel Payments (cont.)

If the Address and Bank Data screen appears (only appears if

payee name is One Time Student indicating payee is not on
the Duke payroll):

3 — & IdBH I OB SHE DhLha Re
Address and Bank Data

e 8300000608 One Time Student GiL 200920
COmpany cogs nog Duke Urnversity
- e | ¢ Bysiness poriner dola
Mame JURGEN FERMAMDEZ Languans key EN
Strest PICK UP AT BURSAR
2 P.O.Box PO box PCode
City HURSAR Zip coge
Caurty us

Riegion

2. Review the payee name and check address information (where check will
be delivered for pick-up).

3. Click on the 3] Enter button when ready to display the Display
Document: Line Item 001 screen (see two examples of YU on next page).
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Other Travel Payments (cont.)

On the Display Document: Line Item 001 screen, the following
information can be seen:

Lo A H IO DEE ahaa RE
Dispiay Document: Line ftem 0071

?ﬁﬁﬁﬁ@#w

R 30000004 One Time Stucent 4 Either One Time Student or the
Company coge G010
it payee name and address

5 [ [Lnetent/imicz/a defaulted from Payroll
/F‘%’ — s (usually the address associated
6 with the payroll clerk where
SCRRIEES ] pnavchecks are distributed).
Disc. base 6.81 S0 Disc amount 0.G0 Bi=n)
i et 81 7. Clearing (two fields):
Prrt binck Irwaice ref If fields are present, then payment

Pmint method Fmni meth sy

: has been processed (via direct

aymant ref, i i

a Cisaring : deposit or issued check).
\““% — Double click in the second field for

more information per next page.

@ 200 €30 BB HBan DEE
Dispfay Document: Line Item 001

P LAd R &8s R’uleutala

Vg 000001107 DENNIS L MEREDITH 4 Either One Time Student or the
il ek payee name and address
5 [ | Lifia It 1 Inumica J 31 v o defaulted from PayI'O”
6

- (usually the address associated
Wiakbase 5000 USD  Wemisxempt OO0 with the payroll clerk where

navchecks are distributed).

A tionil delnls

Disc base S0 06 USD  [isc, amownt 0 0B

Payt terms WOT Daysfpercent 7 0. 7. Clearing (tWO erIdS)

fbedsta  HAENES Fored If fields are present, then payment
Pmnt biock Invoice ref . .
S s has been processed (via direct
n-a\_-fr"entret deposit or issued check).
Clearing 12/01/2883 ¢ Z00D0Z4Z28 . . .

8 il e Double click in the second field for

\Texrb D MEREDLTH TELCOM REFUND. 11/03/63 more information per next page.

[ _

4. Either One Time Student if payee is a student not on Payroll or payee
name and address that defaults from Payroll (usually the address
associated with the Payroll Clerk where checks are distributed).

Note: For payees on the Duke payroll, payments are made
via direct deposit or check payment. Checks are not
mailed and must be picked up at Broad Street
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Other Travel Payments (cont.)

5. Information like “Line item 1/ Invoice/ 31" = link to the previous screen
for the line item drilled down upon, including the line item number, the
type of document (invoice), and the posting key (31 for an invoice).

6. Amount = the amount paid on the check or direct deposit.

Note: The Payt terms and Bline date fields are not
relevant for reimbursements processed by Employee
Travel and Reimbursements department (like
Document types YT and YU). These
reimbursements are processed as soon as received
and entered in the R/3 system.

7. Clearing = two fields outlined per below:

e |If the clearing field boxes do not exist or do not appear on the
screen, then the check has not been issued or direct deposit
has not been made. Transactions are posted to G/L Accounts on
R/3 reports on a daily basis as entered into the system. Payments
are processed (via direct deposit or check) on Monday, Wednesday,
or Friday of each week.

e If the fields are displayed, the first field indicates the date the
check was issued or the date the direct deposit was sent to the
bank (the actual day of deposit will be 1-2 workdays later).

o |If the fields are displayed, the second field is the clearing
document number (not the check number; steps for finding the
check number are outlined on the next pages).

8. Text = text that is entered by Employee Travel & Reimbursement, which
includes a brief description of the reimbursement and may include the
payee name if applicable.
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Other Travel Payments (cont.)

From the Display Document Line Item 001 screen, to view more
details about the payment:

9. Double click on the second clearing field to display the Document
Overview - Display (see below).

Document  Edit  Goto ings Exlras Emvironmel
eEe L
Document Overview - Display

AP NEFEEE RS Gonse & sae TE G H H T

erl

Boaooh @

Doc. type YP ( Trvl Payment Posting ) Normal document

Doc. Mumber 2080009894 Company code Bo1a Fiscal year 20084
Doc. date 104681/2003 Posting date 10/81/2003 Period 04
Doc.currency uso

Payment Run 1D 18/01/2003 - BARB1

<] <]

Itm| PK|Rccoun| Account short text |Cost Ctr |WBS element |Profit Ct|Fund Text
1]|25|89000%(0ne Time Student 1081600
2|508|128400( ETER SAP BANK ACCT. g111ee0

oD

D
[ b [ PRO 1y ooy b pranon | ovR o

10. To confirm a check was issued and see check number, follow the menu
path: Environment — Check Information (see YU example below).

Note: If a check was issued, the Display Check
Information screen will be displayed. If the payment
was made via ACH / Direct Deposit, a message will
state that check information does not exist and
the screen below will NOT appear.

& 2aH S8 DHREIS0a8 FE @R
Display Check Information

& Chetkrecipien.  Checkissusr..  Accompaning docs | Fayment document

FEinG COMpENY Code | ae1a Panrnent document no. ZA0AE3955

Eank detalls

Hause hank WATHO Barnk key B531E1561 Ch eCk num ber.

Areount I ETH Bank accounl 287088045208 H

Bank nama FIAST UNIOK MATIONAL BAKK The CheCk number prlnted On
Clow CHARLOTTE

the physical check.

| Cheekinformation
Checknumber 203222 Cumency usn

Paymert data 18/01/2003 Amouat pald 1487
Chick encashrmant

Cash discountamaurd  B.08

Check encashment:

[ Gheckecplert ) For check numbers 210300
Marng TENE [HAML BRELEY . . . .

i nase 51 and higher, this field contains
Payes's coundry ue

the date the check was cashed
by payee per bank records.

| U [PRO ) 00y | prdasl2 IMS o0

Note: Click on Back button to return to Document
Overview - Display screen.
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Other Travel Payments (cont.)

From the Display Document Line Item 001 screen, to confirm
the payment method (direct deposit or check):

Note: Depending on your security profile, you may not be
authorized to perform these next steps.

11. Double click on the second clearing field to display the Document
Overview - Display (see example below).

Document Overview - Dispiay
g P HEFETFE R G & chose @& swve TG E I Txd

. type ¥P ( Trvl Payment Posting ) Mormal documet it
. Mumber 2000003884 Company code 6g1a Fisca Bar
o 10/01/2003 Posting date 10/@1/2803  Periol

18/01/2803 - BARB1

ccccc Account short text |Cost Ctr |WBS element |Profit Ct|Fund Text

B9000%(One Time Student

1081080
128400( ET&R SAP BANK ACCT

111680

= so

= g
oo 23
o~ = o
EEE] 2
B

= ERS
=3
b
2
&
5

=

5
g

28

<

on

23

2

2

D] [«ID]

b [PRO a1y cr0m bl prdnoo | ovR 2

12. Follow the menu path: Environment — Payment Usage.

13. Double click anywhere on the line item for Document Type YP (Travel
Payment Posting).

14. Click on the Enter button to continue.

15. Review the Pmnt Method field:
L = ACH Direct Deposit;

K = Physical check (which needs to be picked up at Broad Street).

Note: Use the Drop Down button in the Pmnt Method
field to display a full list of values and descriptions if
needed.

Note: When the drill-down is complete, click on the

Back button until the accounting document screen for
the invoice is again displayed.
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Other Travel Payments (cont.)

To view header information for the entire document:
1. Click on the Document header button.

2. Review the fields of information.

Note: The User ID listed in the Entered by field is NOT who
should be contacted with questions. For
guestions, please contact the Employee & Travel
Reimbursement department at 681-0208 or via
email at employeetravel@duke.edu.

3. Click on the Continue button to return to the Document Overview -
Display screen when ready.
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Experimental Subject Payments (ZK)

This document type is the original accounting document for payments to
those participating in various research projects at Duke. This document is
processed by Employee Travel and Reimbursements in R/3 via the
Accounts Payable module. If the payee is on the Duke payroll, the
payment will be handled in the same manner as the payroll check (direct
deposit or check issued). Payees that are not on the Duke payroll are set
up as a vendor account labeled “One Time Vendor Non-Employee”, will
have an extra screen containing the payee name, and will receive a check
payment. Checks are distributed based on instructions from the department
(either distributed to payee or held for pick-up).

These documents are similar to the accounting documents created from
invoice payments, such as Document types KN and RN. The documents
contain the debit and credit postings related to the reimbursement or
payment.
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Experimental Subject Payments (cont.)

Document Type ZK Example

The following Document Overview - Display screens show two examples of
a Document Type ZK — Experimental Subject Payment (similar to YT, YU,
KN and Accounting view for RN).

Diocument  Edit

Goto  Seftings  Exdras

af < CEa | MH
Document Overview - Display

Environment  Systern Li=ip

8 Use Page Up and Page Down
buttons if needed.

\_/

1 \C_?;Id?N{bN&%‘G?E%E:‘ 2 |o/|E swe | W@ & E H Texdata|[H D
/ [2]

Doc type : ZK ( Exper § DW t .
3 ~ Dot Nunaer 43001130 Conpany code 8010 Fiscal year 2804 6 The Overall no. displays

Doc. date 1070172003 Posting dat 10242003 Periog o4

Rt doc ZUBIN E4FIN < here for cross-company

/ Doc . currency usDh . . .
5 Doc head . text ETR/EXF ] code entries if applicable.
4

Itm|PK|Accoun| Account short text |CW

7 \*1 31)891680%) 1 Time Yndr-Non-E Document Type ZK
2|40(622500| EXPERIMENTAL SUB Expenmental Su b]ect
Eln| Example: Payee not on Duke Payroll)

Document  Edit

Goto Settings

Exiras Environment System  ‘iep - 8 Use Page Up and Page DOWﬂ
PHCee SRR ADan JH buttons if needed.

[@la]| Document Overview - Dispiay ~—
1 HZ2HUAPMNAETFETFE %R e [ save TF [ & B B Taxdata | [H [
[4]
\ Doc.type : ZK  Exper Subw ! \ El
3 \ Doc. Wumber 400035924 company code [eal:] Fiscal year 904 =
gg?dg?e Eg;g?;ZEggUKS Posting date 0471212004 Period 6 The Overa” no. dISplayS
5 T ke, B, ) here for cross-company
4 code entries if applicable.
Itm| PK|Account fecount short text
7 P4 31|2000015751 HRISV/ Document Type ZK
2| 4n|B22508 EXPE . .
\ Experimental Subject
Example: Payee on Duke Payroll

Key pieces of information:
Note: To adjust the width of all columns, follow the menu
path: Settings - Columns - Optimize Width.

1. Document Type = a two digit value that identifies the type of document.
Refer to the Document Type List in a previous section of this Guide.

2. Document number, Company code, and Fiscal Year = assigned R/3
document number for the company code’s set of books. All three fields
help to identify the document in the system.

3. Document date field = the date the form was prepared or approved.
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Experimental Subject Payments (cont.)

4.

Posting date and Period = the date and fiscal period that the expense
was posted to the ledger (and appears on financial statements).

Ref. doc. = First and last name of payee.

Overall no. field = a number that links all the document numbers created
from a cross company code journal entry if applicable:

The first 10 digits = a leading zero + the 9 digit R/3 document
number created for the company code entered on the header.
The next 4 digits = the company code that was entered on the
header screen.

The last 2 digits = the fiscal year posted (for all the documents).

First line item (Itm 001) = the vendor /payee line.

The PK (posting key) = 31 (payment/credit), 21 (credit memo/debit),
NOT a 40 (debit) or 50 (credit).

The Acct (account) = the R/3 vendor account number assigned to
the payee rather than a G/L account like other line items.
Employees and students on the Duke payroll will be assigned a
unique 10 digit vendor account number which begins with 8, while
payees not on the Duke payroll will have a generic number
assigned that is labeled “1 Time Vndr — Non Employee”.

The Account short text = If the payee is an employee or student on
the payroll, then the text contains the payee’s name (name of vendor
account). If the payee is not on the payroll, then the text reads “1
Time Vndr — Non Employee Exper”. The textis NOT the G/L
account description like other line items.

Text = reference information about the experimental subject
payment as provided for the check stub message by the department,
such as the payee name, name of the study or brief description of
experiment, and date of experiment.

To vertically scroll through the invoice, click on the
First Page (Ctrl+Page up) to scroll to the top cover page.

Next Page (Page down) to scroll to the next page.

Previous Page (Page up) to scroll to the previous page.
Last Page (Ctrl+Page down) to scroll to the last page.
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Experimental Subject Payments (cont.)

From the Accounting document (Document Overview -
Display) screen:

To see if a check was issued and display the payment
information:

Document  Edit Goto  Settings  Exraz  Environment  Systern Help

& B HICE@ DHE ©Da0 HEE @M

Document Overview - Display
G244 P METFEFE 3@ @ choose @ sae TF B & EH B Taodata [l [2

I[][»]

Doc.type :© ZK { Exper Subj ) MNormal document

Doc. Number 400011352 Company code nete Fiscal year 2004
Doc. date 10/681/26003 Posting date 10/24/2003 Period 04
Ref.doc. ZUBIW EAPIN

Doc . currency UsD

boc.head . text ETRIEXP 1

Itm|PE|Accoun| Account short text |Cost Ctr (WBS element |Profit Cf|Fund Text

1 > 1]31(89108%1 Time Yndr-Non-Empl 1001000 ZUBIN EAPIN ETR/EXP 10/01/03

21 40| 622500 EXPERIMENTAL SUBJECT (4410006 11989998 | 4410006( ZUBIN EAPIN ETR/EXP 10/01/03

K1l

K10 [ |[<][+]
T 4

[ P = R

1. Drill down (double click) on the first line item (Itm 001, PK 31 with
description of payee’s name or 1 Time Vendor...) — SEE NOTE.

Note: If the payee is not on the Duke Payroll and has a
description of 1 Time Vendor..., then an extra
screen will appear. This screen contains the payee
name. If the payee is on the Duke Payroll and paid
using a unique vendor account number, then the
next two steps are not applicable.
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Experimental Subject Payments (cont.)

If the Address and Bank Data screen appears (only if payee is
not on the Duke payroll with description of “1 Time Vndr Non-
Employee”):

& afdH  CEaIDRE 000 AR &8
3 Address and Bank Data
Dizplay [BAN
angir 301BB00EAD 1 Time Vadr-non-Ermplay. Expar, Su Gl ZBO9ZA
Compary code aa1e Duke University
( Itern 1/ Buginess nannzrda‘a_
Narne ZUBLN ER®IN Language kiry EN
Straet 508 HAYFIELD CIRTLE
2 PO, Box PO box PCoce
City DURKEN, KC Zip cods 27705

Courny us Repan

2. Review the payee name and check address information (where check will
be delivered for pick-up).

3. Click on the Enter button when ready to display the Display
Document: Line Item 001 screen (see below).

On the Display Document: Line Item 001 screen, the following
information can be seen:

& a2 DHE f8han 2E @

Display Document: Lin K K
P 2R e e 4 Either One Time Vendor or the payee
4 T~ name and address defaulted from
enigor; 291 BANORAE 1 Time Vids-Hon-Employ. Exper. Subj L
Company code 9018 u Paer”
pnel ety it (usually the address associated with the

Line 1 JIreaice J 31 -
5 —" L e payroll clerk where paychecks are
/T”‘“”' w distributed).
6 Aeional details -
Lisc. hass 20.a0 USC  Ousc.amount O 08 g
Feytterms HER Daygjpercent @ @ 0B@ ¥ 0 06| 8 Clearing (tWO fle|dS)
Bliné dale 10497 1 2903 Fingd . )

’ \@% unica ret. A0 If fields are present, then payment has
e been processed (via direct deposit or
Clearl issued check).

HRezie e Double click in the second field for
Test ZUBIN EAPIN ETR/EXP 10/81/03 . .
/ more information per next page.
9

4. Either One Time Vendor... if payee is not on Payroll or payee name and
address that defaults from Payroll (usually the address associated with
the Payroll Clerk where checks are distributed).

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 104



Reconciliation and Documents Guide

Experimental Subject Payments (cont.)

5. Information like “Line item 1/ Invoice/ 31" = link to the previous screen
for the line item drilled down upon, including the line item number, the
type of document (invoice), and the posting key (31 for an invoice).

6. Amount = the amount paid on the check.

Note: The Payt terms and Bline date fields are not
relevant for reimbursements processed by Employee
Travel and Reimbursements department (like
Document types ZK). These reimbursements are
processed as soon as received and entered in the
R/3 system.

7. Pmnt Method field = indicator of method of payment (e.g. K = Physical
check which needs to be picked up at Broad Street).

Note: Use the Drop Down button in the Pmnt Method
field to display a full list of values and descriptions if
needed.

8. Clearing = two fields outlined per below:

e |If the clearing field boxes do not exist or do not appear on the
screen, then the check has not been issued or direct deposit
has not been made. Transactions are posted to G/L Accounts on
R/3 reports on a daily basis as entered into the system. Payments
are processed (via direct deposit or check) on Monday, Wednesday,
or Friday of each week.

e If the fields are displayed, the first field indicates the date the
check was issued or the date the direct deposit was sent to the
bank (the actual day of deposit will be 1-2 workdays later).

e If the fields are displayed, the second field is the clearing

document number (not the check number; steps for finding the
check number are outlined on the next pages).

9. Text = reference information about the experimental subject payment as
provided for the check stub message by the department, such as the
payee name, name of the study or brief description of experiment, and
date of experiment.
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Experimental Subject Payments (cont.)

From the Display Document Line Item 001 screen, to view more
details about the check:

10. To confirm a check was issued and see check number, follow the menu
path: Environment — Check Information (see ZK example below).

Note: If a check was issued, the Display Check
Information screen will be displayed. If the payment
was made via ACH / Direct Deposit, a message will
state that check information does not exist and
the above screen will NOT appear. Use Back
button to return to previous screen when done.

7} sl €A CHEB 8000 R8I
Display Check infonnation

& Checkracigient..  Checkissuer..  Accomparying docs  Faymant document

Baing company code. L] Payment document no. | ZB0EE15711
_ Check number:
Bank detalls - .
Hause ank UATHD Bank key B531 81561 The check number prlnted on
e ST the physical check.
City CHIRLOTTE
| Check informtion /
Chetknumber 206360 Cumrency LUsD
Faymeri date 18/244 2003 Aot pald 23 .08
Chick encashimant Cash Uil‘:tl'ul’ll amaurl  B.00 CheCk enCaSh ment
— — For check numbers 210300
Narmd EHEEAETY and higher, this field contains
ity CUAHAK, HE
Fares's county ue the date the check was cashed
by payee per bank records.
U [PRO1Y (1 00) 1| pras03 NS 2
Note: When the drill-down is complete, click on the

Back button until the accounting document screen for
the invoice is again displayed.
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Experimental Subject Payments (cont.)

From the Display Document Line Item 001 screen, to confirm
the payment method (direct deposit or check):

Note: Depending on your security profile, you may not be
authorized to perform these next steps.

11. Double click on the second clearing field to display the Display
Document: Overview (see example below).

ngs  Emironme Systarr
H eooa 2K
Display Document: Overview

e & & A3 Display cumency

=] )

cormnpary code go1e. Fiseal waar 2004
Fosting date 10/03/2083 Penod q
gl no.

Teats exist

PK Cost Gt Acot Description n i
£EANNZ206S BARBRA A HOKARD 3 T8
oeg 56 128408 ET&R SAF BANE ACCT 33.78-

It 1 /2 Dieshibfcredit 3278

U [PRO (3 et 00) 44| prdasi2 IS 7

12. Follow the menu path: Environment — Payment Usage.

13. Double click anywhere on the line item for Document Type YP (Travel
Payment Posting).

14. Click on the Enter button to continue.

15. Review the Pmnt Method field:
L = ACH Direct Deposit;
K = Physical check (which needs to be picked up at Broad Street).

Note: Use the Drop Down button in the Pmnt Method
field to display a full list of values and descriptions if
needed.

Note: When the drill-down is complete, click on the

Back button until the accounting document screen for
the invoice is again displayed.

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 107



Reconciliation and Documents Guide

Experimental Subject Payments (cont.)

To view header information for the entire document:
1. Click on the Document header button.

2. Review the fields of information.

Note: The User ID listed in the Entered by field is NOT
who should be contacted with questions. For
guestions, please contact the Employee & Travel
Reimbursement department at 681-0208 or via
email at employeetravel@duke.edu.

3. Click on the Continue button to return to the Document Overview -
Display screen when ready.
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Purchase Order

A Purchase Order specifies the intent to purchase goods or services from a
vendor and is processed by Procurement Services. Purchase Order
documents are created from approved Purchase Requisitions. Departments
submit Purchase Requisitions either electronically in R/3 or by a paper form.

A Purchase Order document is:

e Entered manually into R/3 by Procurement Services from paper
requisitions. These are entered as Purchase Order documents, so there
Is no referencing Purchase Requisition in R/3.

e Created electronically from an electronic purchase requisition done by a
department. The changing of an electronic Purchase Requisition into a
Purchase Order is done automatically by R/3 if certain criteria are met, or
manually by Procurement Services if needed.

The Purchase Order is then printed and faxed to or electronically sent
(Electronic Data Interchange - EDI) sent to the vendor.

Purchase Order Types:

Type Document Reference Brief Description
no. begins with:

NB 452 XXXXXXX Regular or “normal business”
RSU 627 XXXXXXX Re-supply
SH A59XXXXXXX Special handling
FO ABXXXXXXXX Framework Order
WOFO 441 XXXXXXX Framework Order w/o Acct. Assignment
CFA 488XXXXXXX Construction Framework Order
MRP 553XXXXXXX Central inventory
PDAD 564XXXXXXX Computer generated for cart inventory
APS T7BXXXXXXX Auto Payment Schedule
e (o et e~ e
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Purchase Order (cont.)

Purchase Order Document Display:

To display a Purchase Order (document number is known):
1. Viathe User Menu: Purchasing — Display Purchase Order

2. Onthe Display: Purchase Order Initial Screen, enter the document
number in the Purchase order field.

3. Click on the Item Overview button to display the Display: Purchase
Order: Item Overview screen.

To display a list of Purchase Orders (document number not
known):

1. Viathe User Menu: Purchasing — Purchasing Documents List
Display — Purch. Orders: by Account Assignment

2. Onthe List Display of Purchase Orders screen, enter the cost center or
range of cost centers or a WBS Element or range of WBS Elements as
needed to find a purchase order.

Note: Date(s) can also be used as additional criteria for
narrowing a search. If these initial criteria don’t work,
try removing excess criteria like Plant and/or
Purchasing group. Leave BEST as scope of list.

3. Click on the Execute button to display the Purchase Orders per
Account Assignment screen.

4. From the resulting list, double click on the desired Purchase Order
number to display the screens for that Purchase Order.

5. When ready, click on the 82 Back button to exit the transaction.
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Purchase Order (cont.)

To display a Purchase Order from an Invoice document
referencing a PO:.

1. From the Display Invoice #: Document Overview screen, double click on
the Purchase order number located in the PurchOrder field.

2. Click on the Back button to return to Iltem Overview screen, when
ready.

To display a Purchase Order from a Commitment on a report:
1. Double click on the commitment line item for a Purchase order.

e If aline item for a Purchase Order contains a positive dollar amount,
the Purchase Order is considered open and has NOT had a goods
receipt done or an invoice processed for the Purchase Order.

e |f aline item for a Purchase Order contains a zero dollar amount, the
Purchase Order is considered closed and HAS changed from a
commitment to an actual line item when the Goods Receipt or
Invoice document was entered into R/3.

Note: These zero dollar line items will appear on a
commitment line item report from the drill-down of a
summary report. The zeros can be eliminated when
executing a Commitment Line Item report by clicking
on the “Open items only” box on the initial selection
screen before executing the report.
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Purchase Order (cont.)

Example of Purchase Order Document (NB and RSU):

The examples below show Display Purchase Order: Item Overview screens
with multiple line items (example of order using short text and R/3 materials).

Note: When drilling down from a report into a Purchase
Order, use the item number listed in a column on the
report to locate the corresponding line item per the
Item column on the Purchase Order.

Edit Header Hem Enwironment Systern Help

BdEeae S0 E aho8 EE @l

Display Purchase Order : ltem Overview
BEREBEZ2IGG&ED B & SN E @ AcountAssionments | |55 e &G

Furchase order

Purchase order 46208319922 Order type NE PO date B5h/04/2004

Vendor 25488 ALLEGIANCE HEALTHCARE CORP  Currency UsD

P iterns

| |tern |l |#|Material Shortext PO quantity 0... |C|Deliv. date |Net price Per |o...[Matl group [Pint |E3

| 3 1515 ACHIEVE BIOPSY. 2[03 D[05/05/2004 89.251 cs |azg DHSP

L AﬂwsacmEVEmopsv pjos/gf¥z004 ﬂeg.zsw s ja2e PHSP

/\ I, /CHI2015 GHIBA NEEDLE ojnefsizona| /77 eajt s Jazo DHEP

| [ // [cHiz020 CHIBA NEEDLE 2cs /a5 2004 /77 oafi cs [az28 DHEP [«

|| =
1 || 2 | 3 4 = 5 [l

(LR h

Furchase order Edit Header Itern  Enwironment Systern Help

& Bl E e CEE DN HEE @

Dispiay Purchase Order : ltem Overview
B EE 346G &DBRE iEZ I @ B Acountassignments | & e B G

Purchase order G278176291 Order type RSU PO date 054108/2004
Wendor 25428 ALLEGIANCE HEALTHCARE CORP (. Currency  USD
PO items
| litem [i[a]material Short text FO guantity 0. [c|Deliv. date [Met price Per |
H1 11445 T:?, DURAPORE 1INX.. ﬁ nmsxﬁzmm (REIN
2 11446 THPE, DURAPORE 2INX.. 2N \0[e5 /2004 f 5131 [a]
Pa Evi / N\ / =
| Iy Z £ [«][]
1 2 3 ltern 1 4 5

Key pieces of information for each line item:

1.
2.

The item number for reference

An R/3 material number if this item was ordered from materials listed in
R/3 (primarily used by Hospitals/Health System).

Either the short text description corresponding to a material number
OR a description of the item (with no material number in R/3) as entered

on the requisition.
The Purchase order quantity, unit of measure, and delivery date.

The net price for one item per unit of measure (not per quantity).
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Purchase Order (cont.)

From the Purchase Order document (Display: Purchase Order:
ltem Overview screen):

To find who (in Procurement Services) created the Purchase
Order:

Purchase order Ed* Header ltem Environment  System  Help

Details [ s | B @
Texts v
- Wendor address F7
| = Conditions Cti+ShiteFe  |untAssionments || &% dFe & @
2 Statistics + | General
urchase order 03 4
Changes
Wendor 25488 L
Release strategy Crl+Shift+F&
PO ftams Partners Crl+Shit+Fs
1 1l Shift+F1 =
Itern |1 |AMaterial 0. CDeliv. date  |Metprice Per 0. Matl group |Pint [SLocD R Batch Ly
1 X Foreign trade/customs CtrheShifteF11 205 D 5/05/2004 183, 251 s 420 DHSP -
| | X 2[cs [plp5rp5/2ans 188251 s |20 DHSP [=]
"Iz X [cHI2015 CHIBA MEEDLE] 2cs ple5/05/2004 77.0aft cs 420 DHSP ]

1. Click once in the box to the left of the line item to select.

2. Follow the menu path: Header — Statistics —» General.

Furchase order  Edit Header lem  Enxironment
all< Ca@ S EHE T ma
4 N Display Purchase Order : Header Statistics

A& @Z e kD G

Swstern  Help

Purchage order! TR
Company Code 0830 Duka Hospital
Order tyne NB Standard PO
Purchasing group ik} RADIOLOGY SERVIC
3 Furch. Organization DUKE Duke Gorp Preh. Org.
E 26488 ALLEGIANMCE HEALTHCARE CORP

Processing statistics

Created on 05/04/2004 Created by ETTS00E3
Last item 4 Status g

Cwtline agreement

Procedure RMOGOO

Cumulative values
Dielivery value 0.00 UsD
Invoice value 676.53 LISD

[ b [PRD (1) (100 bel | prdasot | OvR 2

3. Onthe Display Purchase Order: Header Statistics screen, review the
Created by field.

Note: IF NEEDED, use transaction code ZTCD to look up the
identity of a user for the User ID that is listed in the
Created by field. On the ZTCD screen, enter the User ID

and then click on the Execute button. The name will
be listed on the next screen.

4. Click on the Overview button to return to Display Purchase Order:
Item Overview screen.
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Purchase Order (cont.)

From the Purchase Order document (Display: Purchase Order:

ltem Overview screen):

To see the Purchase Order history (Goods Receipt or Invoice

documents):

Furchase order Edit Header ltern  Environment

Systern Help

@ a0 e LHE ntonIEE @
Dispiay Purchase Order : item Overview
B EE a6 & D Account Assignments | 5 e B G
wrwpe HE PO date BEfB472004
2 Endor 26438 ALLEGIANCE HEALTHCARE CORP  Curency  USD
POitems
1 || lterm || |AlMaterial Short text PO guantity 0... \C|Deliv. date  |Met price Per Q.
\A i % A1815 ACHIEVE RIOPSY 205 D|a5/65/2004 189 25[1 oS
I B 42015 ACHIEVE BIOPSY.. 2[5 [plas/es5 2004 189.25)1 cs

Click once in the box to the left of the line item to select.
Click on the PO history button.

List Edit

Goto

Wiews  Environment

System  Help

=

3dH @@ SRHE DhE

Order History for Purchase Order 4520319922 item 00001

&1 Orderprice unit | Blocked stock | GRAR assignment | b

|Eat. Doc. no. Itm |MvT|Psto.dt Oty .in OUn WYalue in local curr
R-L|5200252366 (G001 B5/13/04 2 C§ 367.59  UsSD
Total invoices 2 C& 367.59 USD

D

On the Order History... screen, double click on any of the IR (Invoice

Receipt) or GR (Goods Receipt) documents to display the accounting
documents as needed.

Item Overview screen.

Click on the Back button to return to the Display Purchase Order:

Revised: 8/3/2009 5:16 PM
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Purchase Order (cont.)

From the Purchase Order document (Display: Purchase Order:
ltem Overview screen):

To see the accounts charged, delivery location, and goods
recipient:

Furchase order Edit Header ltern  Environment Systen  Help

V] Bl B ICae CEEIODO0 EE@HE

Dispiay Purchase Order : item Overview
BEEE2 8 &2 @‘w Account Assignments | 5 e B G

2 4520319922 | Order type HE PO date BEfB472004

Wendor 25488 ALLEGIANCE HEALTHCARE CORP Currency Usn

POitems
1 L itern |1 |&[material Short tesxt PO guantity 0... |C|Deliv. date  |Met price Per 0. \E\

| _‘ I A1815 ACHIEVE BIOPSY 205 Dp5/05/2004 189. 251 CS
| 2 X w2015 ACHIEVE BIOPEY.. 205 DP5/05/2004 189. 25[1 CSH

1. Click once in the box to the left of the line item to select,.
2. Click on the =l Account Assignments button.

Note: If more than one line was selected, click on the
Continue button to move to the next line’s information.
Account Assignment for (term 00001
iGIL Account Mo § | B46500 Company Code 0030
GO Area DUKE
Cost Center A0EEEEEE4
3 Qrder
Profit Center JOEEEEEE4
WEBS Element

Unloading Point RM 1553 DUKE HOEP MORTH  Goods Recipient  H. HOLLEMARN

¥ | Change display = Repeatacc ass on | 3

3. On the Account Assignment for Item #### screen, review the fields
below as needed:

e Cost Center or WBS Element = identifies the cost object (Duke
department / area or the Project) to be charged for these items.

e Unloading Point = specific location (room number or floor) where
the delivery is to be made within a building per the delivery address.

e (Goods Recipient = first initial and last name of person who should
receive the item when delivered.

4. Click on the Continue button to return to the Display Purchase
Order: Item Overview screen.
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Purchase Order (cont.)

From the Purchase Order document (Display: Purchase Order:
ltem Overview screen):

To see the vendor address/phone information:

Ed Headsr Iem Emdmonment System  Help
Details e DO0 FE @
Texts »
‘endor address F7
Conditions Chi+ShifteFd  |untAssignments | g e & @
Statistics 3
2 Purchass mrder 45203 ate  B5/84/2004
endor 25488 ency uso
Release strategy Ctrl+Shift+F 8
50 ftems Barners Cirl+Shift+F 5
1 \\ ftarn || |&|Material u SR 0. |c|Deliv. date | Mgt price Fer |0 |Matigroup [Pint [SLoclp [R [Baten o
T i s lnlttade listane EtisshiteRil 205 D5/05/2004 189, 251 s 420 DHSP [+
2 i 2ts [p[ps/as.zans 129, 251 ts 428 DHF -
2 i [cHI2015 CHIBA NEEDLE] 2cs [o[as/n5 2004 77 ot s 420 bHsP H
an I IcHnan cHiRa EFDE| 2lcs nlessas zans 77 a0k ts 428 bHSF

1. Click once in the box to the left of the line item to select.

2. Follow the menu path: Header — Vendor address.

Purchase order  Edit Header [tem  Enwironment
faH Q@ SEE BN e

Dispiay Purchase Order : Vendor Address
4 —Paz

System  Help

Purchage order;. 4520319922 Company Code 8038 Purch. group M1 %
/io date 0570442004 Order type HE Purchasing Crg. DUKE M
endar 25488
Marme
Title 7
Mame ALLEGIANCE HEALTHCARE CORP

Search terms

Search term 1/2 ALLEGIANCE HEALTHCAR
Street address
Street’House number 1750 STOME RIDGE DR
3 Fostal code/City 30083 STOMNE MOUNTAIN
Country us UsA Region GA Georgia
Time zone CsT

PO hoxaddress

FO Box

Postal code
Company postal code

Communication

Language English & Other communication .
Telephone 800-477-0711 Extension o
Mobile Phone
\ Fax 770-496-4697 Estension
! %
E-Mil | =

[4][+]]

3. On the Display Purchase Order: Vendor Address screen, review the
fields as needed.

4. Click on the Overview button to return to the Display Purchase
Order: Item Overview screen.
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Purchase Order (cont.)

From the Purchase Order document (Display: Purchase Order:
ltem Overview screen):

To view the referencing Purchase Requisition, if applicable:

FPurchase order  Edit Header [tem

Enviranment

Systern Help

=7 Material 8 EHE @

o - Material stocks
DisplayPlirchase Ordy - -
E) 3 2 @ D & |nforecord lignments | g% e & G

Guota arrangement
urchase order 4520319922 Order type O5/04/2004

Source list

2 “ Yendor 26488 ALLEGIAR UsD
Cutline agreemants '
B0 T Service plans

= % Purchase requisition
1 | |Item | [AlMaterial Shortt 2 e ... |C|Deliv. date  |Met price
i X Algs, Crrertionmessages 5 [ples/e5/2004 1
[ P — Mizhlaw nrininale P )

1. Click once in the box to the left of the line item to select

2. Follow the menu path: Environment — Purchase requisition.

5 Purchase requisition  Edit Goto  Enyironment  Systerm  Help
[V} e CaR S RHE AN E
Display: Purchase Requisition: ltem 00007
4 e} Zr & & 0N Account Assignments | g
( Req ftem | 1888258584 1 liem cat. AechssCal 1 o
Material Matl group 420 Plant DHSP |
Short text #1815 ACHIEYE BIOFPSY NEEDLE Stor. Lo,
Qty. and date
Quantity B c5 Delivdate D 05/05/20084
MRP data
Requisnr. H. HOLLEMAN Purch. Grp HE1 Req. date B05/04/2004 Resubmis. 0O
Trackingho MRP ctrir Release dt 05/84/2004 GRprime 0
3 < Fixed Closed
aluation control
WVal. price 18825 USD i CcE GR [V IR
GR non-val
Procurement options
Agreement o Purchasing Org. DUKE
Fiedvend 25488 ALLEGIANGE HEALTHCARE CORP Suppl pint -
Infa rec:
Deg.yendar
\ Vendor Mat. Mo, =

3. On the Display: Purchase Requisition: Item #### screen, review the
fields of data needed (see Purchase Requisition section in this Guide).

4. To view the Overview screen for the requisition with all line items, click
on the |I| Overview button (different button than in a Purchase Order).

5. Click on the Back button to return to the Display Purchase Order:
Item Overview screen.
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Purchase Requisition

An R/3 Purchase Requisition document is created electronically by a

department (purchasing group) to request the purchase of goods or services.

The approvals for the requisition are also done electronically. Once all
approvals are obtained, the requisition is changed into a Purchase Order
and sent to the vendor. The process of changing a Requisition into a

Purchase Order is done automatically if certain criteria are met, or manually

by Procurement Services if needed.

Note:

Some areas still prepare paper Requisitions
manually, obtain the approvals manually, and forward
to Procurement Services. Procurement Services
enters the Requisitions into R/3 as Purchase Orders,
so there is no referencing Purchase Requisition to
view in the system.

Purchase Requisition Types:

Type Document Reference Brief Description
no. begins with:

NB LOOXXXXXXX Regular or “normal business”
RSU 200XXXXXXX Re-supply
SH A00XXXXXXX Special handling
MRP 500XXXXXXX Central inventory
PDAD 700XXXXXXX Computer generated for cart inventory
BOP BYO000OKX Bill Only (Do not ship) mostly used for

consignment items
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Purchase Requisition (cont.)

Purchase Requisition Document Display:

To display a Purchase Requisition (document number is

known):

1. Viathe User Menu: Purchasing — Display Purchase Requistion

2. Onthe Display: Purchase Requisition Initial Screen, enter the
document number in the Purchase requisition field.

3. Click on the Item Overview button to display the Display: Purchase

Requisition: Item Overview screen.

To display a list of Purchase Requisitions (document number
not known):

1.

Via the User Menu: Purchasing — Purchasing Documents List
Display — Requisitions by Account Assignment

On the List Display of Purchase Requisitions screen, enter the cost
center or range of cost centers or a WBS Element or range of WBS
Elements as needed to find a requisition.

Note: Date/s can also be used as additional criteria for
narrowing a search. If these initial criteria don’t work,
try removing excess criteria like Plant and/or
Purchasing group. Also, the check boxes at the
bottom of the initial screen can ALL be checked to
view ALL requisitions.

Click on the Execute button (F8) to display the Purchase
Requisitions per Account Assignment screen.

From the resulting list, double click on the desired Requisition
number to display the screens for that requisition.

When ready, click on the %] Back button to exit the transaction.
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Purchase Requisition (cont.)

To display a Purchase Requisition from a referencing
Purchase Order:

1. From the Display Purchase Order: Document Overview screen, follow
the menu path: Environment > Purchase Requisition.

2. Click on the Back button to return to Iltem Overview screen.

To display a Purchase Requisition from a Commitment on a
report:

1. Double click on the commitment line item for a Requisition.

e |f aline item for a Purchase Requisition contains a positive dollar
amount, the Purchase Requisition is considered open and has NOT
been converted to a Purchase Order document as of yet.

e If aline item for a Purchase Requisition contains a zero dollar
amount, the Purchase Requisition is considered closed and HAS
changed to a Purchase Order (which may already have a Goods
Receipt or Invoice document entered into R/3 and also be closed /
zero amount).

Note: These zero dollar line items will appear on a
commitment line item report from the drill-down of a
summary report. The zeros can be eliminated when
executing a Commitment Line Item report by clicking
on the “Open items only” box on the initial selection
screen before executing the report.

2. Click on the Back button to return to report when ready.
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Purchase Requisition (cont.)

Examples of Purchase Requisition Document (NB or RSU):

The examples below show Display: Purchase Requisition: Item Overview
screens with short text line items and material line items (materials).

Note: When drilling down from a report into the Purchase
Order, use the line item number listed in a column on
the report to locate the corresponding line item listed
in the Item column on the Purchase Order.

Edit

Systerm  Help

Gaoto  Erwiranent
af < Ca@ SR ohon HE @k
Display: Purchase Requisition: ltem Overview

ER B =N Accourt Assianments | g5 e |3

Purchase requisition

Purchase requisition 10B0256594 Doc. type NE

Purchase regquisition iterns
Itemn | |A{Material Shott tesxt Qty requested Un

Deliv. date|PGr{Mati group [Pint [SLoc/sPit [0 T

q
i X 41815 ACHIEVE BIOPSY. 2[cs p|as/05/2004 ne1 f420 bHsP =]
G 42015 ACHIEVE BIOPSY. 205 p|as/05 /2004 o1 428 DHSP o]
G GHIZ015 CHIBA NEEDLE 265 plas/05/2004 o1 [420 oris =]
X 020 cHiBs NEEDLE &y (o5 z004 e ez DHSP o=
d / \ / g
D / \ V4 L]
1 2 3 tern i 4
[ | b [PRO ¢y 100y P21 prdas0z | ovR /7

Purchase reguisiion Edit Goto  Environment Systerm  Help

& Bd 0 e@@ SRR fha8 EHE @m

Dispiay: Purchase Requisition: item Overview
EWE Z & M In Account Assignments | g5 dke | 25

Purchase requisition 2000150308 Doc. type RSU

Purchase requisition iterms

itern |1 |AMaterial Shaort text aty requested |un [c[peilv. date |[PGrmat group [Fint [sLoc/spr o [ET
: %[11445 [TAPE, DURAPORE 1IMX... 18X DE&/11/2004 MB1 (420 DHEP O
2’ * 114’ [TAP| URAPORE 2IMK.. 05711 08004 MO1 (420 DHSP O
/ 4]
[~]
1 (]2 3 4 0]
ltem 1

Key pieces of information:
1. Theitem number for reference

2.  An R/3 material number if this item was ordered from materials listed in
R/3 (primarily used by Hospitals/Health System).

3. Either the short text description corresponding to a material number
OR a description of the item (with no material number in R/3) as entered
on the requisition.

4. The Purchase order quantity, unit of measure, and delivery date.
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Purchase Requisitions (cont.)

From the Purchase Requisition document (Display: Purchase
Requisition: Item Overview screen):

To view the details of a line item, like the price per item:

Burchase requisition  Edit Goto  Enwironment  Swvstern Help

@ 3dE I eEe AR DNnoD EHE @8

2 Display: Purchase Requisition: item Overview
& [ B & % B Acountassionments | 5 e B

Furchase requisition 10008256594 Doc. type HE

Purchase requisition items

\ lterm |l \AlMaterial Short text Qty requested Un |C|Deliv. date  |PGriMatl group |Fint ElE|
1 i X A1818 ACHIEVE BIOPEY . 205 |DoOS/05/2004 MO1 420 DHSP
‘ 2 X 2015 ACHIEVE BIOPSY 2|05 (DS 0572004 MOT (420 DHSP

1. Click once in the box to the left of the line item to select.

2. Click on the [tem Details button.

Purchase reguisiion  Edit  Solo  Ensironment  Systemn Help
(V] sl ElICE@IDFEIaTD a8
i piey- Furchase Requisition: itemn 00001
4 » | & & LG ACCOUNt ASSiOnments ||
/‘Heq flem 1080268534 1 Itemn cat. AccthgsCat X =
Material Matl group 420 Plant DHSF |
Short text A1815 ACHIEVE BIOPSY NEEDLE Stor. Loc
Gty and date
Guantity 2 cs Deliv.date [ B5/05/2004
MRP data
Requisnr H.HOLLEMAN Purch. Grp M1 Ren. date 05/04/2004 Resubmis. @
Trackingho MRF ctrlr Release dt  0B5/04/2004 GRprime B8
Fixed Closed
3 “aluation control
 Val. price 189.25 UsD /1 cs GR [ IR
GR non-val
Procurement aptions
Agreement o Purchasing Org. DUKE
Fixedvend 25488 ALLEGIANCE HEALTHCARE CORP Suppl pint
Info rec
Des.vendor
Vendor Mat. Mo,
Reference
Promation Batch =
Y

3. On the Display: Purchase Requisition: Item ##### screen, review the
fields of information, such as the Val. (Valuated) Price field.

4. Click on the Back button or the E Overview button to return to the
Item Overview screen.

Note: The E Overview button for Purchase Requisitions looks
different than the Overview button in a Purchase Order.
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Purchase Requisitions (cont.)

From the Purchase Requisition document (Display: Purchase

Requisition: Item Overview screen):

To see if this line item is subject to release:

‘urchase requisition  Edit

Goto  Erwironment  System  Help

Fi
2 V] 3dE I eEe AR DNnoD EHE @8
\@wgmnase Requisition: item Overview
5 = [ g AccountAssignments | o Gfe B

Furchase requisition 10008256594 Doc. type HE

Purchase requisition items

\ lterm |l \AlMaterial Short text Qty requested Un |C|Deliv. date  |PGriMatl group |Fint ElE|
1 ] X A1818 ACHIEVE BIOPEY . 205 |DoOS/05/2004 MO1 420 DHSP
‘ 2 X 2015 ACHIEVE BIOPSY 2|05 (DS 0572004 MOT (420 DHSP

1. Click once in the box to the left of the line item to select.
2. Click on the Release Strategy button.
¥ Requis. 1000166131, Iterm 00001
Release group; 81 Requisitions Note: The message below will appear if the item
Releaseleiiaton)] il /S e is not covered by a release strategy
3 < iila;;zotge;tg sP
Final release SP
4 \REIE&SE indicator £ Fully Released for PO or Bid
+  Simulate release 3 o @
3. Review the release strategy, release codes needed and obtained, and
the release status (example: Z Fully released for PO or bid).
Note: If no release strategy is required for this item, a message
states that the item is not covered by a release strategy.
4. Click on the [¥1 Continue button to return to Item Overview screen.
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Purchase Requisitions (cont.)

From the Purchase Requisition document (Display: Purchase
Requisition: Item Overview screen):

To find who (in a department) created the Purchase
Requisition:

Burchase requisition  Edit  Goto  Environment  Systern Help

& ala B @@ S nnoa0 EE @A
2= Display: Purchase Requisition: em Overview
E i, ] Account Assionments || 22 T |2 |
Purchase requisition 1000256594 Daoc. type NE
Furchase reguisition items
Itern || | AMaterial Shart text Gty reguested Un (C|Deliv. date  |PGriMatl group |Pint (271
1 1 X 41815 ACHIEVE BIOPSY. 205 DS/E5/2004 MO1 420 DHSP| [ |
2 X 2015 ACHIEVE BIOPSY. 2|05 |p|oS/E5/2004[M01 420 DHSP ’—

1. Click once in the box to the left of the line item to select.
2. Click on the General button.

Purchase requisition  Edit Goto  Enwironment  System Help
A :
Display: Purchase Requisition Statistics: for item 00...

[N = Account Assignments | 5 |Jfe

{Requisn, item: 1

Material A1815 ACHIEVE BIOPSY NEEDLE
Item category Standard

Acctassig.eat. X All non-asset prehs

Plant DHSP  Duke Hospital
3 \Stnragemcatinn

Adrministrative data

Creation ind R Created manually Created by HOLLEQOZ
Processing stat B Ordered Changed on O5/04/2004
“Fixed" ind, Mo, resubmiss. (]
Release ind Last resubmiss.
Rel. strategy Total value 378.50 USD

Order statistics

Qrdar guantity 2 C8

Purchase order 4520319922 1 PO date 05/04/2004
MRP data

Shortage o cs MRP ctrir ResereMo, B
Plnd dehetima o SrtReserhin B

3. Onthe Display: Purchase Requisition Statistics: for Iltem ##... screen,
review the Created by field.

4. Click on the Back button or the E Overview button to return to the
Item Overview screen.

Note: IF NEEDED, use transaction code ZTCD to look up the
identity of a user per the User ID that is listed in the
Created by field. On the ZTCD screen, enter the User ID

and click on the Enter button. The name will be listed
on the next screen.

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 124



Reconciliation and Documents Guide

Purchase Requisitions (cont.)

From the Purchase Requisition document (Display: Purchase
Requisition: Item Overview screen):

To see the accounts charged, delivery location, and goods
recipient:

ystern Help

al< @@ CHE DDhLon BE @A
L&=| Display: Purchase Requisition: item Overview

ENENEY ==

Furchase reguisition 1000256594 Dac. type NB

Iy AccountAssignments | o5 G | o |

FPurchase requisition items
| it [#]material Shart text Gty requested Un [c|Deliv. date  [PGrMatl aroup [Pirt (ST

1 e X A1815 ACHIEVE BIOPSY. 25 D[o5/5/2004 101 420 DHSP H‘
| |2 X [A2015 ACHIEVE BIOPSY. 265 p|p5/05/ 2004|101 420 DHSF

1. Click once in the box to the left of the line item to select.
2. Click on the Account Assignments button.

Note: If more than one line was selected, click on the
Continue button to move to the next line’s information.

Account Assignment for lterm 00001

G46500
DUKE
Cost Center JUEEGHA04
3 < Order
Profit Center JUEAGHA04
WHS Element
4 \_/nloading Foint RM 1553 DUKE HOSF NORTH | Goods Recipient  H. HOLLEMARN

¥ | Change display | Repeatacc. ass.on | 3

3. Onthe Account Assignment for Item #### screen, review the fields
below as needed:

e Cost Center or WBS Element = identifies the cost object (Duke
department / area or the Project) to be charged for these items.

e Unloading Point = specific location (room number or floor) where
the delivery is to be made within a building per the delivery address.

e Goods Recipient = first initial and last name of person who should
receive the item when delivered.

4. Click on the Continue button to return to Item Overview screen.
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Material Document (WA & WE)

Material documents contain materials (goods) that are either issued from or
received into inventory. The documents are created ONLY by Materials
Management / Services personnel in each hospital, not by departmental

end-users.

Material documents are:

e Created manually or electronically, like Doc. type WA, when goods are
issued from inventory to the department.

e Created manually, like Doc. type WE, when goods are received into
inventory (or centrally received for a department at Durham Regional and
Raleigh Community Hospitals).

Material Document Example

The Display Material Document ##########. Overview screen below is a
Document type WA (Note: Material document for Doc. type WE is similar).

Material Document  Edit

@

1 Environment  System  Help

Goto

BldH e UEE DBDhon

Display Material Document 4900094978 : Overview

2 T G Details fm tem | Material || Accounting Dacuments

05/13/2004

Marne  MHRPDADDI

Note:

Quantity EUn Material Pint  SLoc
BUR Matetial Description

Ed

B

BX

BX

BX

BB

BX

16883 DHEP  HABA
TUBING, OXYGEN 14FT

12271 DHEP  HABA
TISSUE, MOUTHWIPE 2-PLY 548,25
11526 DHSP - N1BA
SWAB, PREP ALCOHOL

14830 DHSP - N1BA
CATHETER, I SAFETY PINIK 20GAX
14828 DHSP - N1BA
CATHETER, ¥ SAFETY BLUE 22GAX
11188 DHSP - N1BA
SOLUTION, NORMAL SALIME 260ML
12193 DHSP - N1BA

Batch Re MyT § &

ResereMo. [t 9212?
921 =
921 =
921 =
921 =

921 =

az1 =

If the document is displayed via FI Document
Display vs. the drill down, then the Accounting
View (Display Document: Overview) screen will
be displayed. To view the original material
document (shown above) follow the menu path:
Environment— Document

Environment— Original Document.

Key pieces of information:
1. Posting date field = the date the document was posted in R/3.
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Material Documents (cont.)

2. Posting date field = the date the document was posted in R/3.

Name field = One of the following:

e The User ID of the person who entered the document (from Hospital
Materials Management or Services)

o MMPDAD## representing the automatic re-supply done by the PDAD
program (explained more below).

4. Each line item = quantities issued or received, material number and
description, and movement type.

5. MvT (Movement type) column = identifies the purpose of the document
as outlined in the next section.

A material document has two basic Movement types (located
in the MvT column) as follows:

1. Goods Receipt: This movement type posts a receipt for goods or
materials. A goods receipt can occur for stock items, non-stock items,
and services. The receipt must be entered immediately after the
delivery of the material to ensure that stock is available when needed,
financial records of the company are properly updated, and suppliers
are paid for their goods and services.

e 101 (Goods Receipt): this type can be seen from the PO history on
a purchase order.
e 102 (Return)

2. Goods Issue: This movement type posts the issue of goods usually to
fulfill the material requirements of a reservation of goods from inventory.
A reservation is created automatically through the PDAD program or the
single-point-of-entry program (ZM10). The value of the materials is
expensed to the cost center at the time the goods issue transaction is
entered into the system.

e 921(Goods Issue PDAD): created from a program that’'s run by
Allegiance personnel after the inventory is taken in the storage
locations. The program matches the inventory on hand with the par
levels that are set up for the inventory that should remain on hand
and the difference either is pulled from inventory (STAT room) or
gets turned into orders that are restocked when they are delivered.

e 922 (RE (reversal) Goods Issue PDAD): created for a reversal of
movement type 921.
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Material Documents (cont.)

e 201 (Goods Issue for Cost Center): created for a manually
entered goods issue in response to a reservation request by an
end-user.

e 202 (RE (reversal) Goods Issue for Cost Center): created for a
reversal of movement type 201.

From the material document (the original document):

To view the detailed expenses by Cost Center:

erial Document  Edit

Goto Environmi Syste
2ld H @@ O EE DO
1 (&= Dispiay Material Document 4900094978 : Overview
& G G Details fm fterma=mPs | Accounting Documents...

Fosting Date: 05132004 Mame  MMPOADGT

1. Click on the Accounting docs. button.

List of Documents in Accounting

Documents in Accounting

Ohject type text Doc. Mumber

2 : Accounting docurment 48001259349
Profit center doc. 0008914048

Cantrolling Docurment 0004483356

& | original document & 3

2. On the List of Documents in Accounting box, double-click on the
Accounting document or corresponding number to display

Document Edit Goto  Seftings  Exras  Ervironment  System  Help
[V}
4 I¥E| Document Overview - Dispiay
&2 AT EE B %R & choose G sae | [ & & B Taxdak
=
Doc.type WA ( Goods issue ) Normal document E
Doc. Number 4900125939 Campany code aa3e Fiscal year 2004
Doc. date 85/13/2004 Posting date B5/13/2004 Period 11
Doc.currency UsDh
3 Itm|PK | Account [Account short text |Cost Ctr |WBS elem. Profit Ctr|Fund|Text| Anount
1|99 (155308 |MM - MED SUPPLIES 10.85-
2|81 (646500 (PATIENT CARE SUPPLIE|306AGA0D2T 3DBORAAZT | DUH 10.05

3.  On the Document Overview — Display screen (above), review the line
item charges that correspond to your cost center.

Note: The supporting Accounting document created by a
material document is similar to an Accounting
document for journal entries. The posting keys
are different, such as 81 for debits and 96 or 99 for
credits. Refer to the Journal Entry Document
section for more details.
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Material Documents (cont.)

4. Click on the Back button to return to the List of Documents in
Accounting screen.

List of Documents in Accounting

Documents in Accounting

Chject type text Doc. Mumhber
Accounting document 4900125939
Frofit center doc. 0003914048
Controlling Document 0004483356

5 \\

&1 | ariginal domx

5. Click on the 23] Cancel button to close the List of Documents in
Accounting screen and return to the material document.

_____________________________________________________________________________________________________________________________________________|
Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 129



Reconciliation and Documents Guide

Internal Orders (Work Orders)

Internal orders are generally used to plan, collect and settle the costs of
internal jobs and tasks. Currently at Duke, internal orders are used to settle
the costs of Work Order jobs and charge the department’s cost center for the

work performed. In the future, internal
transactions as well.

orders may be used for other

A line item report will show the amount and the Cost Center charged in the
Name field (see first screen below). From a line item report, the drill down
process only displays a settlement document (second screen below) that
contains the Internal Order reference number.

List Edit Goto

Settings  Exras  Environment  System  Help

ajldH @RI DHE SO LS IBE @m

Display Actual Cost Line jtems for Cost Centers

&1 Document | & Master Record @|@$|Eﬁ|@ﬁﬁ|g%|@@@|}ﬂ%|@

Layout ~DUEE Tranzaction Detail

Cost Center 303017508, HOSPTIAL SOUTH. .

Clarea currency uosp US Dollar

Posting Date 07-,01~-2002 to 05-30-2004
P.|Doc.Date | .| Year|CostCenter'|CastEl.. *{Cost element name = Yalue COCurr MName RefCocho

2| 05/06/2003 2003 681070  |M&R-BLOG REPAIRIGEN 186.28 102653 |[«]
205062003 2003 M&R-BLDG REPAIR/GEN 19,989.30 102659 |[+]
2/ 05/06/2003 2003 M&R-BLDG REPAIRIGEN 4,891.97 102700 B
2[0504/2004= 2004 M&R-BLDG REPAIR/GEN 2,962.06 |CTR DUKE/03017508 199264

2/ 05/04i2004 2004 M&R-BLDG REPAIRIGEN 19,279.46 |CTR DUKE303017508 199275

2 0504/2004 2004 M&R-BLDG REPAIR/GEN 4,085.18 |CTR DUKE/03017508 199312

1 51,394.24

2/ 0603/2003 2003 631070  |[M&R-BLDG REPAIRIGEN 15,905.90 .

2060272002 2003 M&R-BLDG REPAIRIGEN 2,458.88 Line ltem Report

2 0601/2004 2004 M&R-BLDG REPAIR/GEN 13,981.34 [CTR DUKE30301740)

2/ 06/01/2004 2004 M&R-BLDG REPAIRIGEN 3,786.89 |CTR DUKER0301750

o1 B 36,133.01 B
2[07/09i2003 2003 681070  [MER-BLOG REPAIRIGEN | 1.764.65 | [117507  |[a]
2/07/08/2003 2003 [M&R-BLDG REPAIRIGEN | 11,076.88 | (117512 |[+]
[J[]] [ ain

List Edit

Goto

Settings  Extras  Environment  System  Help

aldH @eae DHE HtLs BAE @m

Previous settiements - Settiement doc(s).

& & sender & Receiver  Accounting documents  [B] Settementruie [

Settlement doc(s).

Document displayed in drill-down from a Line Item
Report - provides Internal Order Reference number
for more research via the Internal Order
Actual/Plan/Variance Report

Senders ORp H532181 RESURFACE THE PATIENWT SHOWER FLOORS
Doc.no Settle.per|Set]l. year|Created on|Rev|Revd doc. |RyD|SmiNo|Postg Date|Ast.val.dt|Short text: Sender
199269 168(2004 05/04/2004 3 | B5/B2/2004 RESURFACE THE PATIENT SHOWER FLOORS

To view more details about the charge,

(2]

the Internal Order

Actual/Plan/Variance Report can be run using the Internal Order
reference number. The next pages outline how to run this report and what

type of information is available.
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Internal Order Actual/Plan/Variance Report

Via User Menu: Financials - University Reporting OR
DUHS Reporting— Cost Object Reporting - Internal
Orders: Actual/Plan/Variance

On the Orders: Actual/Plan/Variance Selection screen (shown

below):

Program  Edit Goto  Environment

B @@ SEE DO 8 HE @D

Systern  Help

7 Orders: Actual/Plan/Variance: Selection
\3 Data Source...

1 Selection values
Cantrolling Area DUKE@
2 Fiscal Year 2004
™ From Period 1
3 To Period 12
Flan ¥ersion o
4 __Iy
Selection groups
5 Qrder Group
\ Orvalue(s) to
== Cost Element Group
6 Orvalue(s) to

| b |PRD (@) (100) PEl| prdasot | ovR 2

1. Ensure DUKE is defaulted in the Controlling area field.
2. Enter the desired Fiscal year.

3. Enter the beginning and ending fiscal periods desired in the From
period and To period fields.

Note: This report is cumulative for the periods selected and
the last closed fiscal period that you would like
included is recommended versus a current open
period. When running reports for prior fiscal years,
Period 16 is recommended to obtain all postings for
June periods 12, 13, 14, and period 15 adjustments
from outside auditors.

4. Enter either a O (Current or Flex) or 1 (Original) in the Plan version
field (NO Plan data will be displayed on the report at the current time).
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Internal Order Report (Cont.)

5. Enter one or more Internal Order numbers (alpha numeric number
between 7 -11 digits in length) in the first Or value(s) field under the

Order Group field (use Multiple Selection button if needed).

Note: The Order group field can be used to enter a group
value (such as EO for Engineering & Operations or
FMD for Facilities Maintenance) to select all the
Internal Orders belonging to a certain group or
division. This option will be used more by central
areas.

6. Enter a value(s) in ONE of the two fields, Cost element group or Or
value(s), as outlined below:

e Enter the desired cost element group (such as DUKE_CE for
University users, or HSRPT for DUHS users) to select all the cost
elements associated with that group.

OR

e Enter one or more cost elements (i.e., object codes) in the Or
values field (use Multiple Selection button if needed).

7.  Click the Execute button (F8) to display the Orders:
actual/plan/variance: Result report. (see below and next page).

Report  Edit Goto  View g System  Help

@ 3 cae CHHE snoas| @R @R

Orders: Actual/P] .
9 T0 & | | [ | % @ 2] 60 cound (14« ¥|[M)] of |5H & Em

14][]

e
|
Orders Actuaw Date: 06/02/2004 11:30:45 Fage 24 3
W HST75081078  7508-BUILDING REPAIR/GENERAL MAINTENANGE
10 /Repnrtmg period 1 - 12 2684
Cost elements Actual Flan Var. (ahs.) ‘ Var. (%) ‘
i 1
681000 M4R-BUILDINGS 16,535.46 16,535.45
881200 MaR-BUILDING PAINTING H H
581408 M&R-BUILDING SECURIT 1,24 69 1,024 69 Example of UanGrSlty
681470 M&R-SECURITY SYSTEMS 172.98 172.98
681472 M&R-LOCKING HARDWARE/KEVS 61.52 61.52 |nterna| Order Report
68280 M&R-ELECTRICAL SYSTEM
682200 M&R-FLUMBING AND STE 27.29 27.29
682400 M&R-HEATING VENTILAT 13.92 13.92
63000 M&R-MACHINERY AND EQ 734.40 734.40
Maintenance & Repairs 19,470.26 19,470.26 L
Facilities Maint & Operations 19,470.26 19,470,268
691611 CONTRACT MANAGEMENT 1,436.00 1,436.00
691612 CONTR LABOR-PHY PLNT 15,328.18 15,328.18
E * Professional Serwices 16,764.19 16,764 .18
645560 MAINTENANGE AND SHOP 7.50 7.50
e Supplies and Materials 7 .50 7.50
T |s8 Other Expenses 18,771.69 16,771.69
671888 BUILDINGS
872700 PERMANENT INTERIOR F 22.82 22.82
677100 FURNITURE AND FURNIGHINGS 245.10 245.10
8 - * P & E - Minor fcquisitions 267.92 267.92
e b Property, Plant, Equip & Depr 267.92 267.92 =
3 rrr Non-Payroll Operating Expen 36,508.87 36,509.87 =
Total Expense 117,281 11 117,281 .11 [~
K | I[«[v]
[ L [PRO ¢y (100) PEJ  prdastz | avR 7
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Internal Order Report (Cont.)

10.

Report  Edit Goto  Yiew

9 |Bdbers AT AL Fian/Variance

?sdﬁ%@lﬁ\ﬁkﬁ\&%‘\[&]ciun TIENIN =S EEiE™

- [4]

|-
10 Orders: Actual/Plani¥ariance Date: 0B/02/2004 11:37:44 Page: 21 2 | %
1

Order/Group HE32181 RESURFACE THE PATIENT SHOWER FLOORS
Reporting period 1 - 12 2004

Example of Health System
Internal Order Report

Cost elements Actual Plan Yar . {abs

GO7E7E  CARPEMTRY 506. 46 50538
GO7A94  SUPERVISION 869.71 869.71
GO7ES9  OVERTIME PREMIUM EXPENSE 287.70 287.70
691611 CONTRACT MANAGEMENT 9,961.00 9,961 .00 L |
901470 0fH RECOV-INTER LAEO 1,081.52 1,081 .52
901471 O/H REGOY-CONT LABOR 498.05 498.05

= Costs 13,204 .44 13,204 .44

G81870 M&R-BLDG REPALIR/GEN 13,204 .44 13,204 44-

8 = Settled costs 13,204 . 44- 13,204 44-
\& i Balance

mm? \ o
[ I [PRO (13 (10m) P2 prdasoz  OVR 7

[«][]]

Note: This report contains HORIZONTAL pages (screens
to the right containing quantity or other columns).
One screen contains the hours billed that support
the actual amounts.

To view the rest of the amount columns (Abs. variance and Var %) on
the first page/screen of this report, use the horizontal scroll bar
located toward the bottom of the screen.

To vertically scroll through a page/screen of this report, use the
following buttons:

First Page (Ctrl+Page up) to scroll to the top cover page.
Next Page (Page down) to scroll to the next page.

Previous Page (Page up) to scroll to the previous page.

Last Page (Ctrl+Page down) to scroll to the last page.

To view the HORIZONTAL pages/screens to the right and see the
hours (Quantity columns), use the following buttons:

Next Page (Ctrl+F1) button TWICE to move through two horizontal
screens and view the hours

E First page (Ctrl+F7) to return to the first horizontal page to the left
(original screen of report).
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Internal Order Report (Cont.)

To drill down and view more details for Internal Orders:

Report Edit  Gote

Orders: Actual/Pian/Variance
T EHEBE | T % &F | B counn | 14 4[] M | &5 @

oo

Orders: Actual/Plan/Yariance Date: O6/02/2004 11:37:44 Page: 2} 2
Order/Group HS32181 RESURFACE THE PATIEWT SHOWER FLOORS
Reporting period 1 - 12 2004
Cost elements Actual Plan Var . (abs.) Var. (%)
11 & 12 GO7ETE CARPENTRY 506 . 46 506 . 46
GO7E94  SUPERWISION 869.71 869. 71
GO7E99 OVERTIME PREMIUM EXPEMWSE 287.70 287.70
691611 COWTRACT MAWAGEMEWT 9, 961.00 9,961 .08 L
901470 0/H RECOY-INTER LAEO 1,081.52 1,0881.52
901471 0/H RECOY-COMT LABOR 498685 498 .05
= | Costs 13,204 .44 13,204 44
681670 M&R-BLDG REPAIR/GEN 13,204 .44- 13,204 44-
B Settled costs 13,204 .44- 13,204 44-
[ Balance

(][]l

[l [ an
[ I |PRD (1) 100y = prdasoz [ ovR 7

11. Double click anywhere on the line (row) of the desired Cost element to
access a line item report showing the Internal Order charges in more
detail.

Note: Click on the desired option on the Choose Report
dialog box (e.g. Orders: Line Iltems Actuals). Once
in the line item report, review the columns of
information available.

12. Continue to double click on desired line items to view the original or
supporting documents.

13. Click on the Back button as many times as needed to exit the drill
down and return to previous report screens.

Note: If a dialog box prompts to exit the line item report,
click the Yes button, unless otherwise preferred. If a
dialog box prompts to save an extract, click the No
button.

To exit the report when ready:

14. Click on the Exit button (Shift+F3) until the initial R/3 screen is
displayed.

Original: 12/1/2002 Revised: 8/3/2009 5:16 PM Page 134



	Reconciliation of Financial Transactions
	Importance of Financial Transaction Reconciliations
	Performing a Reconciliation
	Documentation
	Compensation Expenses (Payroll)
	Grants & Contracts Distinctions
	Responsibilities and Record Retention
	R/3 Document Type List (FI)
	Other R/3 Documents (CO, PS)
	The Most Common Document Types In More Detail

	Displaying Documents via Report Drill Down
	Before drilling down on an item from a line item report:
	To drill-down on a report line item:
	The stages of drill-down on a report:

	Displaying an R/3 (FI) Document – FB03
	To print a copy of a document (from Document Overview – Display screen):
	To view or print the extra text (note) for applicable documents:

	Journal Entry (SA, ZJ, ZB, AB, & ZZ)
	Key pieces of information:
	To view details about a particular journal entry line item:
	To view the extra text (audit documentation) if applicable:
	To see header information about the entire accounting document:
	To display any attached files (Word, Excel, etc.):
	To display an overview of the Workflow approvals from a posted document:

	Vendor Invoice - Does NOT Reference PO (KN & YD)
	Key pieces of information:
	To see if the document is the original or a supporting document:
	To view header information for the entire document:
	To see if a check or direct deposit was issued and view the payment information:
	To view the scanned invoice attachment:

	Invoice - References PO (RN, RE, KG, YM, ZN, ZS, ZC, & ZU)
	Key pieces of information:
	To see if the document is the original or a supporting document:
	To see if a check or direct deposit was issued and view the payment information:
	To view the scanned invoice attachment:
	To view the referencing Purchase order for an Invoice item:

	AP Check Request /Tuition Grant (ZT & ZQ)
	Key pieces of information:
	To see if a check was issued and display the payment information:
	To view the scanned invoice attachment:

	Research for Invoices/Check Payments
	To see if a check or direct deposit was issued and view the payment information:
	To view the scanned invoice attachment:
	Supplement for MAC users on AP Invoice images and various web browsers:
	To see if an invoice has been paid using the Purchase Order number:
	To see if an invoice has been paid using the vendor’s invoice number:

	Travel Accounting: Employees & Students on Payroll (YT)
	Key pieces of information:
	To see if a check was issued and display the payment information:
	To view header information for the entire document from any screen:

	Other Travel Payments (YU)
	Key pieces of information:
	To see if a check was issued and display the payment information:
	To view header information for the entire document:

	Experimental Subject Payments (ZK)
	Key pieces of information:
	To see if a check was issued and display the payment information:
	To view header information for the entire document:

	Purchase Order
	To display a Purchase Order (document number is known):
	To display a list of Purchase Orders (document number not known):
	To display a Purchase Order from an Invoice document referencing a PO:
	To display a Purchase Order from a Commitment on a report:
	Key pieces of information for each line item:
	To find who (in Procurement Services) created the Purchase Order:
	To see the Purchase Order history (Goods Receipt or Invoice documents):
	To see the accounts charged, delivery location, and goods recipient:
	To see the vendor address/phone information: 
	To view the referencing Purchase Requisition, if applicable:

	Purchase Requisition
	To display a Purchase Requisition (document number is known):
	To display a list of Purchase Requisitions (document number not known):
	To display a Purchase Requisition from a referencing Purchase Order:
	To display a Purchase Requisition from a Commitment on a report:
	Key pieces of information:
	To view the details of a line item, like the price per item:
	To see if this line item is subject to release:
	To find who (in a department) created the Purchase Requisition:
	To see the accounts charged, delivery location, and goods recipient:

	Material Document (WA & WE)
	Key pieces of information:
	To view the detailed expenses by Cost Center:

	Internal Orders (Work Orders)
	Internal Order Actual/Plan/Variance Report


