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End User Documentation — ERP 2005

6/2008

Splitting a Transaction Between Two Cost Centers/Internal

Orders

R/3 Path

> Accounting > Financial Accounting > General Ledger >
Document > Parked document > Post/delete [double-click]

Transaction

FBVO

Code
NOTE: PK (Posting Keys) — 40 for debits
50 for credits
NOTE: Do not save/post the document until ALL changes have been
made.
NOTE: The posting date must be changed to the actual date that the
document is being posted.
Open Document
Company Code 1
Document Number | Provided in the E-mail
Fiscal year Enter current Fiscal year
Enter Left click on Enter Icon or press enter on the keyboard.
NOTE: If you don’t know the document number, see Overview handout.

Change Posting Date

Change Posting Date

The posting date must be changed to the actual date that the
document is being posted (follow steps A - C).

A — Document

Left click on Document header Icon (Hat).

header Icon

B — Posting date Change posting date, but ONLY the posting date.

C - Return Return to previous page, use back arrow icon or overview icon.
Error(s) If you receive an error message call Shelley @ 7449.

By using the back arrow or overview icon - this should take you to the “Post Parked
Document: Overview” screen.

Select Transaction

Double click on the transaction to be changed.

This will take you to the “Post Parked Document: Change G/L Account ltem

Press “Ctrl-Y” Place the cross-cursor in the top left hand corner of the amount
field. (View SAP Screen Shot — page 7).

Highlight Drag the cross-cursor with your mouse to select the entire section
of data.

Press “Ctrl-C” Press the “Ctrl-C” on the keyboard to copy the data.

“Next line item”

Under the “Next line item” section, re-post the transaction by
entering in the same posting key (either “40” or “50” and entering
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the new G/L account number.

Enter

Left click on the Enter icon or press the Enter on your keyboard.

This will take you to the “Post Parked Document: Enter G/L Account Item

Press “Ctrl-Vv” Place your cursor at the very beginning of the amount field. Press
“Ctrl-VV” on your keyboard to paste the data you copied earlier.

Verify Verify everything posted correctly.

Change amount Change the amount.

“More” Icon Left click on the “More” Icon.

Coding Block At the “Coding Block” screen, wipe out the data in all fields.

Business Area

Enter appropriate Business Area.

Cost Center/Internal
Order

Enter appropriate Cost Center/Internal Order.

Enter

Left click on green check (bottom of box) or press enter on
keyboard.

Posting Keys

Under the “Next line Item” section, re-post the transaction by
entering in the same posting key (either “40” or “50”) and
entering the G/L account number.

Enter

Left click on the Enter icon or press enter on enter on keyboard.

Second Blank Screen should appear - repeat the same steps

Paste Ctr-V to paste

Change Amount Change amount.

More Icon Left click on more icon.

Delete Data At the “Coding Block” screen, wipe out the data in all fields.

Business Area

Enter appropriate business area.

Cost Center/Internal
order

Enter appropriate cost center/internal order

Enter

Left click on green check (bottom of box) or press enter on
keyboard.

Overview Screen

Left click on back arrow icon or overview icon — this should take
you back to the “Post Parked Document: Overview” screen.

Original Line Item

Single left click on the line item you just split.

Delete Original Line
Item

Menu Path on the Top Blue Line
> Edit > Delete item

NOTE: If you split a line item between two different business areas, you
must also split the VISA line. This entails creating a second
VISA line. (See pages 12 - 17

SAVE 1f you did not split the VISA line and all changes have been

made. Left click on the SAVE icon (diskette).




Procurement Card - Small Purchase Visa Card
Splitting a Transaction Between Two Cost Centers/Internal Orders
SAP Screen Shots
The University of Mississippi
End User Documentation — ERP 2005
6/2008
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Orders

R/3 Path: Accounting > Financial Accounting > General Ledger >
Document > Parked documents > Post/delete

Menu Edit Favorites

L) B JH e e | D E G T4 s | EE ) G D

SAF Fasy Access
=t/ | | &=

1 Fawvorites
== ‘_d SAP standard menu

> Ca omee > Accounting

> [ Logistics

= 3 Accounting > Financial Accounting

= ‘=4 Financial Accounting

T S e > General Ledger
~ &5 pocument > Document

2 e Ime Rems > Park documents

G P e > Post/delete

» [ Reverse

== 4= Parked documents [dOUble CIiCk]

B Postidelete]

2D Display
IZ2 Change header
2 Display changes
2 Refuse

» [ Reference documents

OR use Transaction Code: FBVO

Menu  Edit Eaworites Extras  System  Help

& v o ald BI@@@  SHE AN BRI &
SAP Easy Aﬁ&s‘\'\ Use Command Field for Transaction Code
=& | @




Open Document

Company code — 1
Document number — Provided in e-mail.
Fiscal year — Enter current fiscal year.

Enter — Left click on Enter Icon or press enter on the keyboard.

Enter

& 4 A0 @@ DB a5

FPost Parked Document: Initial Screen

List

Company code | K

Document number +— | Provided in e-mail 2

Fiscal vear

Fiscal year 3

Company Code is always “1” 1

NOTE: If you don’t know the document number, see Overview handout.




Change Posting Date

Change Posting Date — The posting date must be changed to the actual
date that the document is being posted (follow steps A - C).
A - Header Icon — Left click on Document Header icon (Hat).

=4
| Document  Edit Goto Extras  Settings  Erwironment  Systern Help

l@ B R LT RRE R T TR R XA R -M Document Header
[@ =] Post Parked Document: Overview

g Currency ||E Fast Data Entry ||. Tax ||<!3 DucumentHeagd"’g"‘l; Check|

DocumentDate  [03/10/2008]  Type 71| c{Bisnlay Document Header Data_(Shit+F7)

B - Posting date — Change posting date, but ONLY the posting date. Back
Arror. Answer “No”.

| Document Edit Goto  Systerm Help
| & D OH @ CHE anoan FE @F
[@ 2] Post Parked Document: Change Document Header
Posting Date
General Data
Document Mumber S60AGG34 Type TCUmpan\; Code 1
Docurnent Date a3/10/2006 CurrencyiRate UsD
Posting Date B4/03/20 Translatn Date 03/14/2006
Reference 47165759800263534 Feriod 10
Doc.Header Text 471475999001 2030 Fiscal Year 2086




C - Return to previous page, use back arrow icon or overview icon.

Select Transaction: At the Post Parked Document: Overview screen,
double click on the transaction to be changed.

=
| Document  Edit Goto  Estras  Seftings  Enwironment  System Help

| & 1 dBICee LHE aDaD
Post Parked Document: Overview

|EE CUrrency ||E Fast Data Entry || Tax ||@ Docurment Header ||,5’T: Check |

Cocument Date p3M10/ 2006 Type £T Company Code 1

FPasting Date 04/03/2006 Period 10 Currency Usn

Document Mumber | BEEBEG34 Fiscal Year  |200G|  Translath Date 31442

Refarence 4715759800263534 Trading part.BA

Doc.Header Text | 4714759950012030 Texts exist Met

Line iterns Double click on the
Itm PE  Bush fcct no. Description Tx transactlon to be Changed
Bl 40 10 564590 Oth SuppliesiHater

Bo2 50 10 22187 AP - MISEH - (Clear)

B0 40 10 564590 Oth SuppliesiHater

Bo4 50 10 22187 AP - MISE - (Clear)

o5 40 10 56450 Oth SuppliesiNater

BOG 50 10 22187 AfP - MISL - (Clear)

Copy Data: At the “Post Parked Document: Change G/L Account Item”
screen, press “Ctrl-Y” on the keyboard. Place the cross-cursor in the top left
corner of the amount field. Drag the cross-cursor with your mouse to select
the entire section of data.




|II='

| &

=

Locument Edit Goto  Exiras Settings  Environment  Systerm Help

B @ CHE BTmaa BE @ o

Post Parked Document: Change G/L Account Item

|E’ Fast Data Entry || Tax || &

GIL Account 565490
Company Code 1

Other Supplies
The University of Miss.

Place the cross-cursor in th
corner of the amount field.

e top left-hand
1

Itern 1 f Debit entry £ 40

Armount .25 LISD

Tax Code [1calculate tax

Cost Center 10053400748

Funs 1086300004 Drag the cross-cursor
Funds Center FUE Commitment ltem | COMMODITY R

Earmarked Funds []Done 2 more Wlth your mouse to
Furchasing Doc. i antity -

assignment 1000340074 select the entire

Text THE HOME DEPOT #2914 , OXFORD , MS T, Long Texts Sectlon Of data

Example of highlighted area. Once data is highlighted, “Ctrl-C” to copy
data.

=
Extras
E‘

Document Edit Soto Settings  Environment Systerm  Help
| & 1B @@ CHE nhos FER @
Post Parked Document: Change G/L Account ltem
|.2]|E] 2[5 FastData Entry || Tax |[ & Additional Data |[§& Check |

Gl Account
Company Code

56490
1

Other Supplies and Materials
The University of Miss.

Itermn 1 fDebit entry 7 40
Amount
Tax Cade

[]Calculate tax

Cost Center
Fund

Funds Center
Earmarked Funds
Purchasing Doc.

Commitment term [COMMODITY

[ Done

Assignment
Text

T, Long Texts

Posting Key: Under the “next line Item” section, re-post the transaction by

entering in the same posting key (either “40” or “50”) and entering the G/L
account number.,




=
| Document Edit Goto Extras Settings Enwironment Systerm  Help

| & 20 H I @8 DHE nas BE @m

Post Parked Document: Change G/L Account Item

[2][E|[2&][5% FastData Entry |[El Tax |[& Additional Data |[58 Check |

GIL Account G490 Other Supplies and Materials
Company Code 1 The University of Miss.
Itern 1 f Dehit entry £ 40
Armount 4 .35 LIsD
Tax Code [ Calculate tax
Cost Center 1086340078
Fund 1006308088
Funds Center FUE Cormmittnent itern |[COMMODITY
Earmarked Funds [ Daone
Purchasing Doc. Qi antity
Assignment 1006340074
Text THE HOME DEFOT #2914 , OxFORD , M5 %';u. Long Texts
Hext Line ltem
Postikey 40| Account [S56490] [=5L ind TTyne Mew Co.Code

Enter — Left click on the Enter icon or press the Enter on your keyboard.

Example of screen:

=
| Document Edit Goto  Extras Settings Enwironment  Systern Help

| & 20 H eae LDHE anon AR @

Post Parked Document: Enter G/L Account Item

[2|[E][B][5= FastData Entry | [ Tax |[&  Additional Data |[53 check |

Gl Account 56490 Other Supplies and Materials
Company Code 1 The University of Miss.

Itern 7 f Dehit entry £ 40
Armount usD
Tax Code

Cost Center

Fund

Funds Center Commitment term | COMMODITY

Earmarked Funds [ Done
Furchasing Doc. i ntity

Assignment

Text T, Long Texts

Mext Line lterm
Fostkey Account SGLInd TTwpe Mew Co.Code




Paste Data: At the “Post Park Documents: Enter G/L Account Item”
screen, place your cursor at the very beginning of the amount field. Press
“Ctrl-V” on your keyboard to paste the data you copied earlier.

Verify Data: Verify everything posted correctly.
|@roument Edit Goto Extras Settings  Enwironment Systermnm  Help

| & 2 I H @8 DHE fnoan BRE @l
Post Parked Document: Enter G/L Account Item
[2|[E]|[2][5= FastData Entry |[[Hl Tax |[& Additional Data |[58 Check |

GiL Account 55490 Other Supplies and Materials
Campany Code 1 The University of Miss.

Iltern 7/ Dehit entry £ 40

Armourt 4 .85 USD

Tax Code

Cost Center 1006340074

Fund 100630E004

Funds Center FUE Commitrment ltern | COMMODITY

Earmarked Funds [ Dane
Furchasing Doc. Ciuantity

Assignment 100634007 A

Text THE HOME DEFPOT #2914 | OHFORD |, MES @w Long Texts
Mext Line lterm

Fostkey Account SGLInd TType Mew Co.Code

Change Amount: Change amount, then left click on “More” Icon.

=

| Document  Edit Soto Extras  Settings  Enwironment  Systerm Help

| & 20 e@e SHE nnon DR @5
Post Parked Document: Enter G/L Account Item

|.2|[E|| 2[5 FastData Entry | [l Tax |[& additional Data |[g8 check |

GiL Account 55490 Other Supplies and Materials
Company Code 1 The University of Miss. “More” Icon
Itermn 7 [ Debit entry ¥ 40

Armourt 2.08 USD

Tax Cade

Cost Center 1006340074

Fund 1006308804

Funds Center FUE Commitrment ltermn | COMMODITY ) 4
Earmarked Funds [1Dane = More I
Purchasing Doc. Cigantity

Assignment 1006340074

Text THE HOME DEFQT #2814 , OXFORD , MS
Mext Line lterm

Fostkey Account SGLInd TType Mew Co.Code




Coding Block: At the “Coding Block” screen, wipe out the data in all of the
fields.

=

| Docurment Edit Goto Extras Settings  Environment  Systermn Help

| & 3] A H @@ SHE nna HE @
Post Parked Document: Enter G/L Account Item

[2]|E|[2][5&= Fast Data Entry | [ Tax|[& Additional Data |[&8 Sheck |

GIL Account 56490 Other Supplies and Materials
Company Code 1 The University of Miss.
ltern 7 f Dehit entry £ 40
Amount 200 LIsD
= Goding Biock
Business Area
Cost Center TAEE34007 8
Crder
Fund ToR63a0008
Funds Center FUE Cormmitment ltern [COMMODITY
Earmarked Funds [1Done
Material Flant

Example: All fields blank.

21 Help

Edit

urment

L2 & [E | Fastentry  Taxamounts =

Business area

Cost center

Order

Commitment iterm

Funds center Fund
hlaterial Plant

Earmarked funds [ Done

L=

Assignment 1002103054
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Business Area & Cost Center/Internal Order: Enter the new Business
area and Cost Center/Internal Order.

Note: Order = Internal Order in the “Coding Block”.

=
| Document Edit Soto Extras Seftings Enyironment Systerm  Help

| e DA H eEe OB I mnan I FEEI @
Post Parked Document: Change G/L Account Item
|-:@' Fast Data Entry || Tax ||E> Additional Data ||.§T= Checkl

Other Supplies and Materials

GIL Account 56490
Coarmpany Code 1 The University of Miss

[ tem 7 7 Dehit entry 7 40
Amount 2.08 UsD
[ Coding Block =

Business Area 25

Cost Center

CQrder 2506307008

Fund SEOE307O0A

Funds Center FUE Commitment itern |[COMHODITY
Earmarked Funds Ooone

Material Plant

Enter — Left click on Green check (bottom of box) or press enter on
keyboard.

=
Soto Extras Settings Enxironment System Help

9 H & E e G En T An s | EE @

Document Edit

| & =
Post Parked Document: Change G/L Account Item
[2][&El] 2] [5= FastData Entry | Tax |[ & Additional Data | (8@ check |

Sl Account 55490 Other Supplies and Materials
Company Code 1 The University of Miss.
Itermm 7 F Debit entry 7 40
Armount | =Be]e] [WE=]n]
Tax Code
Cost Center
Fund 2506307004
Funds Center FUE Commitrment Item COMMODTITY
Earmarked Funds [JDone
Purchasing Doc. QuEntity
Assignment 10063240072
Test THE HOME DEFPOT #2014 , OXFORD , MS
Hext Line Iterm
Postkey Account SGL Ind TTIype Mew Co.Code

Posting Keys: Under the “next line Item” section, re-post the transaction by
entering in the same posting key (either “40” or “50") and entering the G/L

account number.

| 1 =L LI, UU-0on-Ds S0 i

Mext line iterm
P stl<y 43 aAccount S56490] Iﬁ-__]_e,rL

Trans.tvpe PMew co.code
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Enter — Left click on the Enter icon or press the Enter on your keyboard.
Second Blank Screen should appear — repeat the same steps.

Paste - Ctrl-V to paste.

Change Amount — Change amount.

More Icon — Left click on more icon.

Deleted data — blank out all data on the screen.

Business Area and Cost Center/Internal Order - Enter second business
area and cost center/internal order.

Enter — Press enter on keyboard.

Go back to “Post Parked Document: Overview” screen — Left click on
back arrow icon, or overview icon - this should take you back to the “Post
Parked Document: Overview” screen.

Original Line item — Single left click on the line item you just split (your
cursor should be on the line item).

Delete original line — Menu Path on the Top Blue Line
> Edit >Delete item

xztras  Settings Help

Shift+F 2 @G e s AaEm EE e EE

F12

System

Docurment Edit Soto Enviraonment

Cancel

[@im] Fos

Display currency | Fast entry | Tax armounts | | J&3 Edlt

Delete item

wer|

I~

Docurment date 14182002 Tvpe

Note: If you split a line item between two different business areas, you must
also split the VISA line. This entails creating a second VISA line.

1f you did not split the VISA line and all changes have been made — SAVE.
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Splitting the VISA Line

Select Appropriate VISA line: Double click on the appropriate VISA line
transaction.
|I§roument Edit Soto Extras Settings Environment Systerm  Help
| & OB @@ DHE o  HE @
Post Parked Document: Overview
|EE Currency | |E Fast Data Entry | Tax ||@ Document Header ||,§T: Check |

Diocument Date aaM10/2006 Type ZT Company Code 1

Fosting Date 040372006 Feriod 1a Currency usD

Crocurment Mumber | SEO0EG34 Fiscal vear 2006 Translatn Date 0341472006

Reference |4F’1 ETYEO98002E63534 Trading part.BA

Doc.Header Text 471575999001 20320 Texis exist et entry

Line iterm=

Itm PE Bush pcct no. Description Tx Amount
gE1 40 10@ 56490 Oth Supplies/Mater o.oa
gpz2 50 10 22197 AP - WISA - (Clear) 4. .85-
a3 48 1A 56430 Oth Supplies/Mater 23.44
op4 50 1@ 22197 AP - WISA - (Clear) 23.44-
ORs 40 10Q 56490 Oth Supplies/Mater 230 .66
HEE 58 1A 221397 L/P - WISAE - (Clear) 230 . 66-
aEy 40 25 56490 Oth Supplies/Mater 2.85
gEs 40 10 56490 Oth Supplies/Mater 2.00

At the “Post Parked Document: Change G/L Account Item” screen, press
“Ctrl-Y” on the keyboard. Place the cross-cursor in the top left corner of the
amount field. Drag the cross-cursor with your mouse to select the entire
section of data.

|II='

Docurment Edit Soto Extras Settings Environment System Help

| & 9 H @ SR mmas  BE en

Post Parked Document: Chang
|ﬁ Fast Data Entr\,-'l Tax ||E> e onal

Place the cross-cursor on the top
left corner of the amount field.

Sl Account 221497 Account ayvable - WISA -

Campany Code 1 The Unive of Miss.

Iterm 2§ Credit entry f 50

Armount L SO

Fund

Funds Center ACCT Commitrment ltern |[CLEARING Drag the

(= |

Furchasing Doc. Cross-cursor

“alue date - h

Assignment 471575999001 2030 Wlt your

Text THE HORME DEFOT #2414 |, OxFORD , MS @5‘,. Lo mouse to

Flext Line Item select the

P asthkiay Account SGL Ind TType My Co Cadd -
entire
section of
data.
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Example of highlights area. Once data is highlighted, “Ctrl-C” to copy data.

Settings Svy=tem Help

O H €S G B E G T A EE & O

Document E

Post Parked Document: Change GfL Account itemn

2 A [ Fastentry Tax amounts =

"N
Gl account 22197 Accounts Pavahble - WISA - (Clearing)
Campany code 1 The University of Miss.

Iterm no. B F Credit entry 7 50

Armount
Business area

Purchasing doc.
walue date
Assignment
Text

rext line item
F sty Account

Sp.GiL Trans.type HMew co.code

Under the “next line item” section, re-post the transaction by entering in the
same posting key (either “40” or “50) and entering the G/L account number

(22197 — ALWAYS for VISA).

=
| Document Edit Goto  Extras  Seftings  Enwironment  Systerm Help

| & DjaB I e@a CHE Dnos BE @M
Post Parked Document: Change G/L Account Item
[2]|E|[2][52 FastData Entry ||l Tax|[ & Additional Data |[88 Check |

GIL Account 22197 Accounts Payvable - WVISA - (Clearing)
Company Code 1 The University of Miss.
Ilterm 2 ¥ Credit entry f 50
Armount 4.85 LSO
Fund
Funds Center BCCT Cormrmitiment lterm  |[CLEARING
Furchasing Doc.
“alue date
Assignment 471575999001 2030
Text THE HOME DEPOT #2814 | OXFORD |, MS %, Lang Texs
Mext Line lterm
Postkey |50 Account 22197 L Ind TType Mew Co.Cade

Enter — Left click on the Enter Icon or press enter on the keyboard.

At the “Post Park Documents: Enter G/L Account Item” screen, place your
cursor at the very beginning of the amount field. Press “Ctrl-V” on your
keyboard to paste the data you copied earlier. Verify everything posted

correctly.
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Change Amount — Change amount to fit the appropriate business area.

Posting Keys - Under the “next line item” section, re-post the transaction by
entering in the same posting key (either “40” or “50”) and entering the G/L
account number (22197 — ALWAYS for VISA).

Enter — Left click on the Enter Icon or press enter on the keyboard.

Repeat steps again.

Ctl-V - Paste

Change amount - Change amount to match appropriate business area
(business area also may need to be changed — example: Changing from 10
to 30).

Go back to “Post Parked Document: Overview” screen — Left click on
back arrow, this should take you back to the “Post Parked Document:
Overview” screen.

Out of Balance - Your document should be out of balance by the amount of
VISA document.

VISA Line - Leftclick once on the appropriate VISA Line.

Delete Visa Line - > Edit > Delete Item
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=
| Docurment Edit Goto Extras Settings Environment  Swysterm Help

| & 0B @@ DHE oo  HE @
Post Parked Document: Overview

|EE Currency | |E Fast Data Entry | Tax ||@ Document Header |||§T= Check |

Cocurment Date aaM10/2006 Twpe ZT i _
Paosting Date 04/03/ 2006 Period 18 Click on appropriate
Document Mumber | S6006634 Fiscal Year 2006 -

Reference 4F15759800263534 VISA Ilne Z

Doc.Header Text 471575999001 2030 i

Line iterm=

Itm PK Bush, . Description Tx Armount
Qe 4 564390 Oth Supplies/Mater o.oa

a2 58 1@ 22197 LR - WISA - (Clear) 41 85-
a3 48 1A 56430 Oth Supplies/Mater 23.44

og4 58 1@ 221397 LIP - WISA - (Clear) 23.44-
0as 48 1@ 56430 Oth SuppliessMater 230. 66

OaE 58 1@ 221397 AP - WISA - (Clear) 230 . 66-
a7 48 25 56430 Oth SuppliessMater 2.85

0as 48 1@ 56430 Oth SuppliessMater 2,08

oEg 58 25 221497 LR - WISA - (Clear) 2.85-
0 258 .95 C 263 .80 Itm 18 A——————”__’_ 4.85-

F T T P T

Out of Balance 1

Balance — Check Overview screen, it should now be in balance.

VISA Line — Double click on Visa Line that you just deleted.
|I§roumem Edit Goto Extras Settings Environment Systerm Help

| & 0B @@ SR nhan BE 2F

|EE Currency ||E’ Fast Data Entry | Tax ||é§ Cocument Header ||.§T= Check |

Post Parked Document: Overview

Document Date Q310752006 Type ZT Company Code 1

Fasting Date 04 /032006 FPeriod 10 Zu D bl I- k th
Docurment Mumber | SER0EE34 Fiscal vear 2005 Tra| Ou e C IC On e
Reference 4715759800263634 ral |ine you just deleted.
Doc.Header Text 4715759959001 2030 Te

Line items

Itm PE Bush Acct Description Tx Armount
gEl 4Q Oth Supplies/Mater o.on
aez LAP - WISH - (Clear) o.on
aEzE 480 1@ 55490 Oth Supplies/Mater 23 .44
aod4 50 1@ 22197 LAP - WISHE - (Clear) 23 .44 -
pEs 40 18 56490 Oth SuppliesiMater 230 .66
BRE 58 1@ 22197 LAP - WISHE - (Clear) 230 .66 -
gay 40 25 55490 Oth Supplies/Mater 2 .85
oos 40 18 56490 Oth SuppliesiMater 2. 0600
apg 50 25 22197 LAP - WISHE - (Clear) 2.85-
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Additional Data — Double click on “Additional Data” icon.

=y
| Edit Goto Extras Settings Enwironment Swysterm Help

A0 @@  DEE I SN Oas  EEEm

Docurment

e
Post Parked Document: Change G/L Account Item
[52% FastData Entry | [l Tax |[& Additional Dawe_|[s8 check |

Accounts Payvable - WISA - (Clearing)

GIL Account 22197

Company Code 1 The University of Miss.

“Additional Data” Icon

ltern 2 7 Credit entry r 50

Amount LsD

Fund
Funds Center ACCT Commitment [tern |GLEARING

FPurchasing Doc.
All acct assignme

“alue date
Assignment 471575999001 2030
Text THE HOME DEPOT #2914 | OHFORD , MS 2, Long Texts

[ rest Line itern

Reference key 3 — Highlight and copy Reference key 3 date (Ctr-I C to
copy).

=
| Document  Edit Goto Extras Settings Environment Swstemnm  Help

| & D AHIe@e DHE B oan PR @

Post Parked Document: Change G/L Account Item
|2|[E][&][5Z FastData Entry | [l Tax |[&  Additional Data | |68 Check |

Accounts Pavabhle - WISA - (Clearing)

GIL Account 22197
Company code 1 The University of Miss.

Iterm 2 5 Credit entry f 50§ Addit.Details

Armount o.oa LIsD Amount in LC o.aQ LIS

Trading Partner

Reference key 1 Q30242006

Reference key 2 «— | Reference key3 - Date

Reference key 3 Q3/06/ 2006

Go back- Left click on back arrow, this should take you back to the “Post
Parked Document: Overview Screen.
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VISA Line — Double click on the first VISA Line that you created. This
will take you to the “Post Parked Document: Change G/L Account Item”
Screen. Left click on the “Additional Data” icon — your screen should look
like this:
|I§rour‘nent Edit Goto Extras Settinos Environment System  Help
| & 2 A H e CHEE mTmoan BE @F
Post Parked Document: Change G/L Account Item
2] E|=&][5&= FastData Entry | [ Tax || & aAdditional Data |[8& Check |

GIL Account 22197 Accounts Payvable - VISA - (Clearingd
Coampany code 1 The University of Miss.

Iterm 9§ Credit entry £ 50 5 Addit. Details

Amount 2.85 LISD Amount in LC 2.85 USD

Trading Farther
Reference key 1 |
Reference key 2
Reference key 3

Post Reference key 3 date (Ctr-1 V to Paste).

Go back to “Post Parked Document: Overview” screen — Left click on
back arrow, this should take you back to the “Post Parked Document:
Overview” screen.

Repeat steps again for Other VISA lines you entered.

VISA Line — Double click on appropriate Visa Line (second Visa Line).

Additional Data — Double click on “Additional Data” icon (located on the
function bar).

Reference key 3 - Left click in the Reference key 3 field.
Post Reference key 3 date (Ctr-l V to Paste).

Go back to “Post Parked Document: Overview” screen.
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If the Overview Screen is in balance - SAVE

=

ocument  Edit Goto  Extras  Seftings  Environment Systermn Help

D
& A HICE@® CHE aDLan  EE @

Post Parked Document: Overview

|EE Currency ||E Fast Data Entry || Tax | |@ Cocument Header ||£?: Check |

Cocument Date 03/10/2006 Type T Company Code 1
Posting Date 04/03/ 2006 Period 10 Currency uso
Document Mumber |B6OO6634 Fiscal Year 2006 Translatn Date 03/14/2006

Reference B715759500262534 Trading part Ba

Doc.Header Text 4715759390012030 Texts exist Met entry

Line items

Itm PK Busé Acct no Description Tx Arnourt
g1 4@ 1@ 56490 Oth Supplies/Mater o.og
gz 58 1@ 22197 L/P - WISA - (Clear) o.og
g3 48 1@ 56490 Oth Supplies/Mater 23 .44
oo4 58 10 22197 B/P - WISA - (Clear) 23.44-
oos 48 1@ 56490 Oth Supplies/Mater 230 .66
g6 58 1@ 22197 O/P - WISA - (Clear) 230 . 66-
gaF 4@ 25 56490 Oth Supplies/Mater 2.85
gog 48 1@ 56490 Oth Supplies/Mater 2.00
oE9 58 25 22197 B/P - WISA - (Clear) 2.858-
D 258.95 C 258 .95 Itm 10 o.aa

e limn trvae 1
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