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Course Content %’WS

Introduction

Unit 1 — Parking General Ledger Documents (JVs)
Unit 2 — Document Features

Unit 3 — Document Processing

Course Summary

® Assessment
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General Ledger Account Documents

Learning Objectives FEALE

® At the end of this course you should be able to:
Explain the general ledger document parking process
Create parked general ledger documents (JVs)
Know how to display a parked document
Know how to display a posted document
View and change an FI document
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Prerequisites and Roles 3%““5

® Prerequisites
IRIS/SAP Awareness and Navigation Overview — UK_100
Financial Overview — FI_200
® Roles
General Users
Departmental FI Personnel
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General Ledger Account Documents

Practice, Practice and More Practice %‘Rls

® Remember, the training sandbox is available 24/7 to practice what
you have learned in class in a non-threatening environment

® Logon into the training sandbox using your AD logon

® Use the exercises you receive in class and run through them
several times

® Work with others in your department to gain and transfer
knowledge about IRIS to each other

® Remember, practice makes perfect!
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GIL Account Numbering Convention FIRIS
Number Account Category Number Account Category
40XXXX Tuition / Fees SIXXXX Salary
41XXXX Appropriations/ Grants S2XXXX Benefits
420XXX ] 53xxxx o .
perating Expense
425 x%x Gifts BAXXXX
43XXXX Investment Income S50 Capital Expense
56XXXX
Adoox Sales and Services B1XXXX
4BXXXX
63XXXX Recharges
B65XXXX
Number Type TAXXXX Transfer
T5XXXX
AXXXXX Revenues
SXXXXX Expenses
http://www.uky.edu/IRIS/Fl/glaccts.html
BXXXXX Recharges
TXXXXX Transfer
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General Ledger Account Documents

Unit 1 HIRIS

Parking General Ledger
Documents
(JVs)

General Ledger Account Documents FI_GU_310 v10 7

Learning Objectives %’WS

® At the end of this unit you should be able to:
Explain the general ledger document parking process
Create parked general ledger (JV) documents
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General Ledger Account Documents

What is a Journal Voucher? %IRIS

® A JVis a document that allows for the transfer of costs from one
account to another.

® A JV often is initiated by the department that is “billing” the other
department or by the department initiating a correction or a cost
transfer.

® |tis a way by which the accounting records can be modified

® This provides the campus a means by which, after all entries are
processed, the accounting should be correct.

® Manual JV's are done by departments, automated JV's are done
by service centers such as Communications to bill for work they
have done.

® A few operations (Payroll and Plant Maintenance) have specialized
functions in SAP that build “JV-like” entries that are internal to
SAP.
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Department Process — Parking a Document A%IRIS

Enter the transaction in IRIS using transaction code FV50
Simulate the journal voucher to validate entries

Save Parked Document as Complete

Print Completed Parked Document

Attach any appropriate back-up documentation

Get approval signatures

Forward to responsible accounting office
General Accounting (GA)
Hospital Accounting (Hosp)
Sponsored Project Accounting (SPA)
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General Ledger Account Documents

Accounting Process — Posting the Document %’RLS

® The responsible accounting office will:
Review parked document
Audit transaction
Verify the reference field
Post the document
File the documentation
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Journal Voucher Process B[S

Entered and parked by department then posted by accounting.

UK Department General Accounting,

Hosp or SPA
|
|
Journal UK department JV document, i GIA audits
Voucher == | completes FV50 [====P»>| approvals and | parked documents
parks as complete related docs | and approvals
— !
|
UK department |
300 GO Lk DDOS OF o8 can change !
Park G/L Account Document: Company Code LK0O parked document :
ah Teeon B Compamy Cooe R Somusate | () S a0 compietes | [ Post | 5 Esbeg opons with FBV2 |
v ) e — : G/A posts
" = | parked
Patted Dut i UK department | documents
aterioce 1 © can delete |
Docraater Tal  Mectrgs pind iugpnunie
Dnciearina i oo SO o B parked document |
Comgpany Cote LSOO Liswerssy of Kankecky Lasisgien with FBVO : 1
—]
____________ |
|
UK department l Files
can verify posted B
44— ournal
document with vJouchers
FBO3 '
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General Ledger Account Documents

Characteristics of a Parked Document %’WS

® Parking a transaction:
Does not post to the financial system
Assigns a document number
Visible on the general ledger account
Parked complete documents are reflected as an encumbrance in FM

® Two types of Parked JV documents
Parked Complete — ready to send to Accounting
= | ocated in the Complete Documents folder
= Save Complete, Saved as Complete, Saved Completed
Parked Incomplete — do not send anything to Accounting
= | ocated in the Parked Documents folder
® You do not have either all the information or time to complete
= “I'll get back to it later”

UK universiry oF kenTucky]
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Structure of Transaction Code FV50 LIRIS

@ 308 @@ DHE AnAD BE OR =

Park G/L Account Document: Company Code UK0D
Q1 & Treeon B3 companyCove B Simutate [ Seve as Completed | B Post| 27 Editing Ontions

Trea Creats.. ; -
o T3 St vt Basic data | Detalls |
1 AmMOound Informagion .

B [0 Account agsign 1001873005 u
© 55 Compista doeu Document Date Cumency 50 Total geb.

] o parimsl] Posting Date 10/19/2005 9489 UsD

Fl an parzimsl Rufeteng A

[ oa cHeader Ted  Recharge gas Total ered

% G DAY Company Godi UKDD  Uniirsity of Kietucky Lusngion o4 80 ED

oA 132105

) aa 2105

£l an e Header area con

I oa 1000

[ oa 100

aA omimsll @ioems (o fari seloched
¥

E sea 100 S I meet [Shortte |00 lAmountin dogcurm,  [Assignenent no, [Tem |6y, | Cost center | O WS ele

] ca TS| /500325 Daseline M Cr @ 49 58 biazard 0101 1811654860 -

H?\ towos Y olipizs  Gasoline s De_m| 958 | Jazard 9201 Posnsnglx

f ::‘ s e 45,31 Bowling Gr_ D101 /1011654900

Pl on #510025  ascline 5 De | 45,31 Bowling Gr_ 0201 040000

M ca LT, ! | .
b ] Panea documi ! | Line item area

a = . | |
Tree area | || ; [ al ; _ ; -
]

IO
| U510 m) ram Ng T

I UNIVERSITY OF KENTUCKY]

General Ledger Account Documents FI_GU_310 v10 14

General Ledger Account Documents FI_GU_310v10



General Ledger Account Documents

Typical Header Fields IRIS

Park G/L Account Document: Company Code UK0O

&0 Tree on Company Code || [ Simulate Save as comnleted | [H] post Editing antion
ALL 4 Header fields are required and
Basic data k Details \

must be completed before anything else...
Document Date: date of journal entry

DocumentDate  [11/18/2088[3) Cumency  USD

Posting Date 11/18/2008 Period 5 . ,

3 Posting Date: defaults to today’s date
eference GA 1.1

DocHeader Text  Recharge print supp nurse Reference: GA, HOSP, or SPA

Document Type SA GIL account document

Doc.Header Text: reason for the entry

Company Code UKOD  University of Kentucky Lexington

coa
2 ltems ( Screen Variant : Standard 1)

Efst. |Gl acct Short Text |DIC Amount in doc.curr. |Assignment no. | Text Bu.. |Costcenter |Order IWBS element \]]j
o 540337 Printing Sup.{Cred .. B 347.00 CBMI 8161 1812008810 =]
o [540337 Printing Sup.Debit & 347.00 @161 (1912000820 [-]

s N

WK univers:T oF KE
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Park G/L Account Document: Company Code UK0O
&% Tree on Company Code /ﬁ Simulate Save as completed Post || 7 Editing options
Basic data k Details \
L Amount Information
DocumentDate  [11/18/2008[a) Cumency  USD
Posting Date 11/18/2003 Period 5 Line Item Fields...
Reference GA 1.1 G/L Account
DocHeader Text  Recharge print supp nurse . .
Document Type SA GI/L account document D/C - deblt or credlt
Company Code UKOD  University of Kentucky Lexington Amount in doc. currency
Cost Center, Internal Order or WBS Element.
| |
2 ltems ( Screen Variant : Standard 1)
EflSt.. [GIL acct Short Text  |DIC Amuuﬂm doc.curr. Assignment no. |Text Bu.. \Cost center | Order WBS element [ﬂ|
 |540337 Printing SupfCred .. @ 347 .09 CBMI 1811012008818 =]
o [p40337  [Printing Sup|Pebit @ 347 008 181)|1912008820 (=]
5 H
| System enters gray fields from the master data validation of the entered information. I
General Ledger Account Documents FI_GU_310 v10 16
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General Ledger Account Documents

Cost Objects in Line items %’WS

® Cost objects post to either a:
Cost Center
Internal Order (job order...PPD, Communications, Dining Services, etc.)
WBS Element (Grant, Capital Project)

® Enter the appropriate cost object at the line item level

® Costs can only be posted to one “real” cost object per line

Statistical internal orders (user codes) are NOT real cost objects
Cost Center and Statistical Order (covered in FI_GU_320)
WBS Element and Statistical Order (covered in FI_GU_320)

4 Iterns ( Screen Variant - Standard 1) |
St.. |GIL acct Shorttext  |DIC Amount in doc.curr.  |Assignment no.|Text Bu...|[Cost center |0rder wBS element |
o |540325 Gasoline HCr. @ 49 58 Hazard 9191”1 6812584060 1
o |540325 Gasoline |5 De. @ 49.58 Hazard 9191” 4010718761 8

UK universiry oF kenTucky]
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Screen Variant Z UK 1 for Line Iltem Entry %’WS

Park G/L Account Document: Company Code UK00

& 55 Tree off Company Code | (% Simulate Save as Completed 2 Editing Options

Tree Cr
<7 Y Screen variants for it
RE ABRECHRMUN D512

Basic data h Details |

Amount Infarmation

RE ORJEKTE_01 0512 DoCument Date Currency  USD Total deb

RE VERTRAE}BE,DSM 2 Posting Date 1241372007 Period & a.08 usp
STANDARD 1_0105/10| Reference

STANDARD 2_0105110| Doc.Header Text Total cred.

STANDARD 3_0105/14{ - pocument type S GiL account document 0.00 USD

STANDARD 4_0108/03 Company Code LK00  University of Kentucky Lexingtan

| coa
2 C]‘Acan ent
55 Gmielt pammmwmEat |0 | Line area columns before selecting the Z UK _1 variant I—
(3 Parked focuments 0 — =
Elst.. |G/L acct Shart text DIC Amount in doc.curr.  |Lac.curr.amaount T...|Tax jurisdictn code W|AssI
E g.80 O
] = o) =

I Double click the variant to modify line entry section to show only fields used by UK. I

|G.|'L acct |Short text \D;‘C |Amountin decc... |Assignmentno. |Text |Bu... \Cosl center \Ordar |WES alamsnl]

| Line area columns after applying Z_UK_1 variant |

I UNIVERSITY OF KENTUCKY]
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General Ledger Account Documents

Amount Information Section — FV50 &flRIS

* Checks total debits and total credits as lines are entered
e Traffic light: green = in balance, red = out of balance
* Only important after last line entry when ready to simulate

Park G/L Account Document: Company Code UK0O

Ea Tree on 5{;] Company Code /ﬁ Simulate Save as completed Post 47 Editing options

Basic data h Details |

Amount Infarmation

Document Date f1/18/2008 Currency UsD Total deb.
Posting Date 11/18/2008 Period 5 347 .88 USD
Reference GA 1.1
DocHeader Text  Recharge print supp nurse Total cred.
Document Type SA GIL account document 347.88 USD
Company Code UKOD  University of Kentucky Lexington
oca

2 ltems ( Screen Variant - Standard 1)

":TSI.. GIL acct Short Text DIC Amountin doc.curr.  |Assignmentno. |Text Bu.. |Costcenter |Order \WBS element |
o |540337 Printing Sup_\Cred.. & 347 .00 CBMI 0101 1012000810 [+]
o 540337 Printing Sup_Debit & 347 .08 0101 (1812000820 [~]

: N
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Creating a Parked Document (JV) %IRIS

* Enter all information in FV50

* Click on the Simulate button to simulate a posting
e Verify that the total line is showing

* Click to save the document as completed

Document Overview
@ ) Reset Ta.xes Complete Post ? E. ? E‘,J &u Choose E‘,J Save 5: @ E‘.i 2? ABC |E
7

Doc.Type : SA ( G/L account document ) Normal document

Doc. Number Company code UKBE If necessary, click on the

Doc. date 11/18/2008 Posting date  11/18/2008

Calculate Tax Amount column header, then
Ref . doc GA 1.1

click the Display Sum icon to
show total line.

Doc.currency  USD
Doc. Hdr Text Recharge print supp nurse

Itm|PK|Account Account short text th/ Amount|GestECEr WBS element |Text
1 50 (548337 Printing Supplies 347.00-| 1012000810 CBMI
2| 40|540337 Printing Supplies 347.00 | 1812000820

* 6.08

I UNIVERSITY OF KENTUCKY]
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General Ledger Account Documents

Completing a Parked Document (JV) %IRIS

When the document is Saved Complete Complete

a document number is generated

| & Document 100000112 UK0O was parked| Document number is shown in the
lower left corner of the status bar.

®  To print...re-display document — Simulate - then print the document:
Print your document using the print icon

® Obtain approval signatures

® Forward screen copy along with any required documentation to central
accounting (General Accounting, Hospital, Sponsored Projects Accounting)

UK ovivessiny o KeNTUCKY]
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\
Parked Incomplete Document {élRIS
To park a document as incomplete - “I'll get back to it later”

Click the Save icon on the Standard Toolbar
(no data validation is performed on the

incomplete document)

&% Tree on Company Code [ Simulate

Park G/L Account Document: Compa]
S

® A document number is generated

When you are ready to Complete the document
®  Find the document in the Parked Documents folder in the Tree area

®  Double click the document to open

® Complete the document, simulate and Save as Complete

® The remainder of the process is the same

I UNIVERSITY OF KENTUCKY]
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General Ledger Account Documents

Toolbar Icons and Push Buttons

Save — use when you can not complete the document
Use this to Park the document as Incomplete

Document Edit Goto

Park G/L Account Document: Company Code UK00

&% Tree on Company Code [ﬁ Simulate Save as completed Post | 7 Editing options I

Tree On, Tree Off — toggles access to Tree area and existing parked documents
Company Code — set to UKOO

Simulate — to validate entries and simulate a posting, view your document and print screen
Save as Completed — validates data, use when ready to send paperwork to Accounting
Post — you will not “post” the document. Posting creates a financial transaction

Editing options — user specific defaults

2 ltems  Screen Yariant : Standard 1)
=St |G acct Short Text DIC Amountin doccurr.  [Assignment no. Text Bu._. |Costcenter |Order 'WBS element ﬂ
o |540337 Printing Sup..\Cred.. & 347 .00 CBMI 0101 (1912000810 [~]
| o7 l540337 Printing Sup.Debit @ 347 66 8184 (1012000820 [-]
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Integration to FM and CO A%IRIS
® When parking a document “Save as Complete” both CO and FM
are updated (funds are encumbered)

® When parking an “incomplete” document — no updates to CO and
FM are made (no other documents are created)

® To view the integration of a “Save as Complete” parked document,
go to: Environment = Accounting Documents

W Step 1: go to Environment = Accounting Documents

- Step 2: select the document you wish to drill into

I B Changes =1 Step 3: in this example, we chose the FM document

' Correspondence Shift+F& O

Display FM Document: Overview

| Accounting Documents QEH AYT BE% A HLET0k B 0

‘ Additional Assignments v
oy IDisplay FM Document; Ovérvlevwl
- Jocuments in Accounting e ey
”DbJEEt Lipe to Doc. Humber FM Doc Mo, | *ltm|Fung |Funds Center |Crrant temi Stat ind | PMAC |z FMAC Amnt! Ledger 1
EErEET— B e
[ I
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General Ledger Account Documents

Exercises FEALE

Go to P A
Exercise Guide '( m (C"

® Exercise - Preparing IRIS for Training
® Exercise 1.1 - Enter a Parked G/L Document — FV50

WK vnives iy oF KexTuCcK | General Ledger Account Documents FI_GU_310 v10 25

Duplicating Line ltem Text 3%““5

® There are tools within IRIS that save you time and keystrokes
® Use the “+" to copy line item text from one line item to the next
input the text in the first line item
in the 2 line item input a “+”

press enter

3 lterns [ Mo entry variant selected )
S |G/L acct Short text |07} Amount in doc.curr. Agsignment no. Text Bu... \Cost center

o |540325 Gasoling Dehit @ 1,000,100 copy text  |[@101[1011653470

o 540325 Gasoline Cred. @ 1,000.00 @10111011653470

o |Rd0375 Gasolinge Nehif S I i A T 1101 1 A11R53470
3 ltems ( Mo entry variant selected )

@S. . |GIL acct Short text D/C Arount in doc.curr.  |Assignmnt no. Text Bu... (Cost center |Orde
o 540325 Gasoling Debit & 1,000.00 Copy text 0101 1011653470
o 540325 Gasoline  [Cred.. @ 1,088, 00 > IOy tEXE (0101/18711653470
o 540325 Gasoline  [Dehit @ 1,080, 00 0101 1011653470
I universiTY OF KENTUCKY] General Ledger Account Documents FI_GU_310 v10 26
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General Ledger Account Documents

Quick Balancing Act %’E'S

® Use the “*” to balance debits and credits on a line item
enter the amounts for all line items except the last line
on the last line type an “*” (asterisk) in the amount field
press enter
® The “*" only balances to the lines above the line the asterisk is on

3 termns ( Screen Variant : Standard 1)
5t... |G.|'L acct Shorttext  |DIC Amount in doc.c... |Assignment no. |Text |Elu... Cost center

¥ 630051 Copier-Re..|H Cr.. @ 6,727.79 |G'191 1013661270
o |639051 Copier-Re.. |5 De.. B 750.00 |B-191 10125840860
¥ 630051 Copier-Re..|5 De. & * |G'191 1012000820
1
!SL.. GiL acct Shorttext  |DIC Amount in doc.c... |Asgignment no. |Text |Bu... |Costcenter |O
['/ 639051 Copier-Re.. |H Cr.. & 6,727.79 B1681 1613661270
['/ 639051 Copier-Re.. |3 De.. & 750.00 B1681 1012584060
[lw 639051 Copier-Re.. |3 De.. B 5,877.794¢ 6161 [1012000820
[ -
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Line Item Icons %’E'S
® Using these icons you can sort, delete or copy line items.
[ J
) Baens ( No antry vanant sslactad )
ES  (GAoacct  (Shomtent  [D/C |Amount in d... (Text B [Cost conter [Order |WES glemant
| S De. @
T < 0o @
1 S o @)
|
5 bo @
EEEEEERCIEENEE |
drill copy lines sorting
down select lines insert row(s) & fields line items
B =]
Delaselect all Delete line
NO delete confirmation
select block
select all
T UNIVERSITY OF KENTUCKY] General Ledger Account Documents FI_GU_310 v10 28
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General Ledger Account Documents

Exercises %flR'S

oo e 4000
Sercise Guide {(C‘(g

® Exercise 1.2 — Enter a Multi-line Parked G/L Document

® Exercise 1.3 — Enter a Multi-line Parked G/L Document (Grant)

General Ledger Account Documents FI_GU_310 v10 29

Unit 2 HIRIS

Document
Features
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General Ledger Account Documents

. . . 4
Learning Objectives éélRIS

® At the end of this unit you should be able to:
Enter text(s) in a document
Print all text(s) in a document

Create your line layout used for printing

UK ovivessiny o KeNTUCKY]
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: : 0
Available Text in Documents éélRIS

® You can enter text in the following areas:
header level
line item level
document level

® Can view text using transaction code FB0O3 — Display Document

® |f document level text exists, the checkbox “Texts exist” will be
checked after the document has been posted

Change Document: Overview
G| G & A& Display currency

Company Code UKGO Fiscal vear 2006
Document Date 07/29/2005 Pasting Date 07/29/2005  Period
Reference 4321 Cross-CC na.

currency usp Texts exist

lterns in document currency

Itm PK BusA Acct no Descriptian Tx
01 31 0101 100007 WAL -MART
002 48 0101 530120 Animal Care Services

Amount in USD
4,000.00-
4,000.00

I UNIVERSITY OF KENTUCKY]
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General Ledger Account Documents

Entering and Printing Document Level Text é}flRlS

® To enter document level text, go to the menu bar
Extras = Document texts

® Double click on the text description you want and enter text

5L..[Deseription 15t line M
ENCOmespandence | am adding document text. this text ne
Note Ol

Payment advice information

] 10H e@a OB Bhoa AR
E! @] Change Correspondence: 300001000004132005 Langur
43| % @ P S Fomals |63 Chamcler Formals | 1| [ 2 ae k| B g L

Pocng Foemats | * Prencrogh, Int-nigrent ) Char Formats o
[T am adding decument btext, Gthis besxt needs to be printed.

]
® To print document level text use the printer icon
® To exit document level text click the back arrow

l}KUmVF‘“ITY CE-BENIUCKY] General Ledger Account Documents FI_GU_310 v10 33

Printing Header and Line Item Text A}élRIS

To print header and line item text,
print the document in the “display as list” mode.

Document  Edit

BldH eae
Document Overview - Display
Gy & & TF EF B % @ [ choose [B Save T [ 5f [ H Taxrdata H [F

Doc.type : KR ( Vendor invoice ) Normal document

Doc. Number 1900000030 Company code uKee Fiscal year 2006
Doc. date 07/29/2005 Posting date 07/29/2005  Period M
Caloculate Ta

Ref doc 4321 -REFERENCE

Doc.currency  USD
Doc head . text This is header text

Itm|PK|Account |Account short text |Assignment (Tx Amount|Cost Ctr | Text
1|31 |1000687 |WAL-MART 10006000000 4, 000.00- Line 1-item text shows here
2| 40|530120 |Animal Care Services|20050729 4, 000.00 |1012060550fLine 2-item text shows here
- o.0e

WK vniversiTy oF kexTucky) General Ledger Account Documents FI_GU_310 v10 34
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General Ledger Account Documents

Change Line Layout %WS

® When printing your JV, the list display on the screen can be changed.
® Example: You would like the line item

text field to appear on the line layout ey o
® Select the change layout icon h =
® Select “text” from the hidden fields =" .
window on the right and move it to S =
the left using the single arrow icon T =
® Then press enter =

Lime wicn a2
T | PK shart tact | [Assigreent T i Listwam 2
4 (31 [1@80105 Lexington School Sup £.000.80- v Co @ X X
2|40 (540333 Husical Supplies £.000.80
Itm |PK |Account Account short text [Assigrnment T Amount] Text
1(31)|100105 Lexington School Sup 5,B600.00-
2(40|540333 Mugical Supplies 5,000.00 |reclass instruments for marching band

UK ovivessiny o KeNTUCKY]
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. \
Save your New Line Layout {élRIS

® Select the Save Current Display icon to save the layout

B¢ @ [& Choose |&| Savel

Note: Use the Choose Current Display to select a layout to use

Enter a name and description for your layout
Select the User-specific checkbox
Layout Save as

Layout TEXT1 User-specific
Description This layout include the text column

o Save X

® |f you want to set the new line layout as your default, go to
Settings = Layout = Administration

I UNIVERSITY OF KENTUCKY]
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General Ledger Account Documents

Uploading JVs from an Excel Spreadsheet ;%IR'S

® |f similar Journal entries need to be entered, say monthly, rather than
entering each line item into FV50, you can upload them from Excel

® A pre-defined Excel spreadsheet template is available from accounting
® You must save the spreadsheet file as a text file prior to uploading
® The document and posting dates must be current (typically today’s date)

® Use transaction code ZFI_PARK_FROM_FILE to upload

Microsoft Excel - JVUpload E[
|] Ble Edt View Insert Fomst Tools Dats  Window  Help Type a question for help =
AN W T e e R S - - -k SEEES % BAIE -5 A
W Wt 0 NS R | 2 (1 | ¥ Reply with Changes.., !

D14 = il

A B < [} E F 5 H i J K L 1

o | ceo | Docpate | PostingDate | DocHarRet | DocHrTest | General Ledger | DRER | Amount Assignment # Text Funed

sa | uwon | 102006 | 1402008 xem |V Test 533041 D 50.00 1233 Test for regular JY upload

Sa | koo | 1s1o2008 | 1ioco08 wex |V Test 550120 c 50.00 1244 Test for requiar Jv upload

sa | uwoo | 1102008 | 14102008 Ga_ |V Test 530120 D 200.00 9999 Test for reguiar JY upload

sa | wkD0 | 17102006 | 14102008 GA |0 Test 533041 c 200.00 9g39 Test for reguiar JY upload

sa | wkoo | 11072006 | 1402008 Hosp | Test 139200 c 300.00 11111 Test for reguiar J¥ upload 0051900100
|| sa |uion | 1rom00s | 402006 Hosp |V Test 533041 D 300.00] 11114 Test for regular JY upload
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Exercises %‘WS

Additional
Exercises for the
Training Sandbox

(A

® Exercise 2.1 - Enter Text and Copy Line ltems
® Exercise 2.2 — Create a Line Layout in Document Overview
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General Ledger Account Documents

Summary BIRIS

® You are now able to:
Enter text(s) in a document

Print all text(s) in a document

Create your line layout used for printing

UK universiry oF kenTucky]
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Unit 3 IRIS

Document Processing
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General Ledger Account Documents

Learning Objectives %’WS

® At the end of this unit you should be able to:
Display and Change a parked document
Delete a parked document
Activate the Reference field
Search for documents using the Reference field
Display and Change posted documents

Run reports for both G/L account activity (FBL3N) and Cost Center
activity (KSB1)
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Parked vs. Posted Documents 3%”“5
® Addistinction is made between parked and posted documents
Display document transactions look different — parked and posted
Use different transaction codes to display or change the documents
® Parked documents:
Can change many of the fields of a parked document
Can delete a parked document
When parked complete, will show in the fund center as an encumbrance
® Posted documents
Can only change reference and doc header text in the header area
Can only change text and assignment fields in the line detail area
Cannot delete a posted document (reverse only)
T UNIVERSITY OF KENTUCKY] General Ledger Account Documents FI_GU_310 v10 42
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General Ledger Account Documents

Document Transaction Codes %’ RIS

Use the following transaction codes to maintain
a parked and/or posted document

Parked Posted FI
Documents Documents Purpose
FEVS FBO3 Display a document
FBV2 FBO2 Change a document

(line item fields)

FBVO NiA Delete a parked document
(cannot delete)

FBL3N EBL3N Display line items by
general ledger account(s)

UK universiry oF kenTucky]
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Display a Parked Document — FBV3 %’EJWS

Use FBV3 if you need to display a parked document
Use Document List button to view a list of documents
Select the workflow tab to see who created the document

@ e H a2
Display Parked Document: Initial Screen

Documentlist | 2 Editingog |®@| Display Parked G/L Document 0100000112 UK00 2007
&6 Tree On || 7 Editing Opions

Basicdata | Dnanl Workliow I
Key for Parkin
= d | Entry Data
Company Code UKUU Transacton Code Fvse
Doc. Mumber 1000868112 Erlar by DELUCIA
Fiscal Year 20087 Created on D2rPE007 eleased Total cred
Crested on 16:31:00 9483 usD
Changed on | Approval path
Completed by DELUCIA | Release levels 0 oca

4 Bems ( Screen Variant : Standard 1)

Text Du... |Costcenter | Order
Hazard |l3|B| 1012564060
Hazard 0101

i1
Bowling Gre ,Em

General Ledger Account Documents FI_GU_310 v10 44
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General Ledger Account Documents

Change a Parked Document — FBV2 }%’R'S

® Change a parked document — FBV2

If you need to make changes to a parked document like adding text to
further explain the transaction

Do not make changes to the document after you have sent the
paperwork out for approval

® Important Note:

You can change almost any field in a parked document because it
hasn’t been posted as a financial transaction

Once a parked document has been posted as a financial transaction,
there is little that can be changed (text, assignment, reference, and
header)
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Delete a Parked Document — FBVO %’R'S

® Delete a parked document — FBVO

You might need to delete a parked document if:
® jtis a duplicate G/L document

" it's easier to re-enter a new document then change it

® To delete the document
Enter the company code, document number, and fiscal year

Go to the menu bar - Document = Delete Parked Document

Never delete a document after you have submitted the paperwork

You cannot delete a document that has been Posted

I UNIVERSITY OF KENTUCKY]
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General Ledger Account Documents

Posted Document Display — FBO3

® Can display general ledger journal documents
Enter the document number, the company code and fiscal year

® If the document number is unknown,
select the document list push button to Document  Edi
bring up additional search capabilites | € e =0h

Display Document: Initial Screen

® After activating, you can search for [ cocument it | 14 Fisttem | 2 Editing ogtions
documents using the Reference field

® For ajournal voucher, the reference

. i i Keys for Financial Accounting
number is the processing accounting Document Number 15680800087
office (GA, HOSP, or SPA) Comparty Code ukoe
Fiscal ¥ear 2005
® For a vendor, the reference number

is their invoice number
® For a DAV, the reference prefix is D followed by the DAV number

For travel reimbursement, the reference prefix is A followed by the
department and travel number

UK ovivessiny o KeNTUCKY]
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Activate the Reference Field — Editing Options A}élRIS

Accounting Editing Options
Document  Edit Go

JH @@ =
Display Document: Initial Screen

= | Displsy from document archive 3
Dacumentlist | M Firstitem I/ Editing optians—f = Query bufors archive search

| Clsanicy cORArEI0n whan docmnts rasd fram
Search straiegy -

Doz sisplay

gingle docurnent search ! Gsarch acco
Keys for Financial Accounting
Document Number | |
Company Code [1:1:] Lint lagout vasiants Tor A0cumant display
Fiscal Year 2008 | Lin Layout a

Document  Edit  Go

(] JH @@ SHEE DTy

Aduitional display ophons

Display Document: Initial Screen [

20 Diseo;

Documentlist | M Firstitem 47 Editing optians

Keys far Financial Accounting Document display using
Document Mumber Reference no |

Company Code UKaa
Fiscal Year 2008

I UNIVERSITY OF KENTUCKY]
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General Ledger Account Documents

Posted Document Change — FB02 é}flRlS

® Use transaction code FBO02 to change “posted” documents
® For posted documents you can only change:

Line item text — reason for entry after posting

Assignment field — user code after posting

Extra text & Change Document: Line ltem 001
P H A a3 Mondits B +Netnem B +Prevous tem

G Account 5406333 Oiffice Supplies
Fompany Coge UKD University of Kentucky

Only the assignment field 0, 100000112
and text field can be .'Lr;'.ii?y-_’fr_ﬁiiﬁfi.ﬁ'n';n' B
. Amaunt 1,001 usp
changed on this screen S H

Additional Account Assighmants

Cost Center 1033150030
Fundg 003500300 Grant G
Furctianal Arga 1210
Funds Center 1033150030 Commtment tem 540333
Earmarkad Funds a B Mon
2000 B
Assignmen RS20
Texd l! Leng feat
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Posted Document Header

Change Document: Overview
et gﬁﬁ Display currency

Click the Hat icon  |ssqment urmber 5006000169 Company Code UKBO Fiscal Year 2008
to see who Docurnent Date  08/10/2005 Posting Date 08/10/2005  Period 2
Created the Reference Cross-CG na.
Currency UsD Texs exist =

document fterms in document currency
Itm PK  Bush fcct no Description Tx Amount in usp
ag1 81 B181 550810 Computing Hardware 108
aez 96 @181 216110 GR/IR Clearing 1.00-

Document Header, UKD

Documanttpe  VE Goods recelt You can only change the
Dac Header Text Doc. Header Text
CHNED cardna and Reference text
Request Number
Referance Docurnent Date 08/10/2005
Posting Date 08/10/2005
currency ush Posting Period B2 ¢ ze0g
Ref trans. MKPF  Material document
Referance Key 50000002802005 Log.System  RITCLNTS20
Entered by JLKONNZ Parked by
Entry date 08/10/2005 Time of Entry 19:50:26
TCode MIGO_GR
Changed on Last update
ftem Lt oo
General Ledger Account Documents FI_GU_310 v10 50
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General Ledger Account Documents

. 4
Document Overview %WS

To display the entire document, select the document overview icon
(the sun going over the view of the mountain)

Display Document: Line Item 001
i q}- - B 2 Mo data

GiL Accourtt
Cornpany Cade

540333 Office Supplies
UKBO University of Kentucky

Document  Edit  Goto Se

Line ltem 1 / C} as Environment S

Amaunt < BaH e CHE 8Dho0 FE @B
Tax Code Document Overview - Display
Adstonal Al |2 @ W € v W AT B F B f G choose [ s T E S E W Taxcme W F)
Cost Center
o Doc.type : KR ( Wendor invoice ) Mormal document
Functional Al | poc. Number 1900000007 Company code uKoo Fiscal year 2005
Funds Centq | Doc. date 03/03/2005 Posting date 03/03/2005 Period o9
Earmarked /| | Ref . doc cc R .
Quantity Doe.currency  USD Double click on a line item
Assignment to drill into the item
Text
Ttm |PK |Account Account short text |Assignment Amount |Fund Funds Center
131 (100011 Beiche & Keady 555.00-
2|40 (530120 Animal Care Services|20050303 555 .08 (0011000100 (1016591900

UK ovivessiny o KeNTUCKY]
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G/L Account Line Item Display — FBL3N %IRIS

® Use to view the line items for general ledger accounts

[ ] Can VieW ”ne items by status G/L Account Line ltem Display

(parked, posted, etc.) = —

GAL Sccount sebection
GAL account £10008) f= (") 5400608 =

Use the dynamic selection Companycot wos =

-3

icon,J=I] for additional search  [Seeis s
Search help D

criteria and narrow your seare sng -
. Complex search help
output list

Line itern selection
Stats
1 Opon mems
Open at key date 0378112067

Claarad sams

Select “Type” of Clraring dato o B
line item: normal (posted) el
and/or parked items A Mams

Pasang date ("] =

Type
 Mormat items
Toted ftems
¥ Parked flems
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General Ledger Account Documents

FBL3N — Dynamic Selection Area

rarm  Edit

Goto

HOH @ IORE N HE @0

G/L Account Line tem Display

ﬂ: Double-click to add
to the right side list

[21 DebitiCreditind
[F] Business Are
[F) Tax Code

[Z) Amt.in loc.cur.
[F) Amount

[F) order

3 Plant

[B) CostCenter

2]

Highlighted items are available
as additional search criteria

S

Posting Date
Documnent Date
Document fype
Posting Period
Posting ey
Business Area
r CostCenter

1813681270

[«

[ value date I

Double-click highlighted criteria to remove from the right side list I

i

GIL account selection
GIL account 530000
Company code uKkee

o
o

540000

UK ovivessiny o KeNTUCKY]
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H “ ” 1
Display the “FI” view of the G/L Accounts for the requested cost center
G/L Account Line Item Display
W ]| s 228 | g2 gl @) | B2 (=) | BB ]| | | 28| |3 ") [0 | ][I0 selestions || ) Dispute Case
tatus o Posted & Parked @ open @ Cleared
GIL Account No. 530015 Travel - In-State Mileage
Company Code UkBm
‘ Stlﬂssmnment DucumentNu‘EusM‘TWE ‘Duc .Date ‘PKl.ﬂmuumt in local cur.[Clrng doc. [Cost Cir o |WBS element Text
G/L Account No 30017 Travel - In-State Conference Expense
Company Code UKeag
5t [Assighment DocumentNo (Bush| Type Doc. Date |PK[Amount in Tocal cur [CTrng doc. |Cost Ctr WBS element Text

1 2[20051017 100008094 |8101|&A 184172005 50 T50.00- 1813601270

s o 75008

** hccount 530017 T50.00-
GfL Account Moo 540337 Printing Supplies
Gompany Code uke

St Aseignnent Docunentho |Bush| Type Doc..Date |PK|Amourt in Tocal cur.|Clrng doc. |Cost Cir |WBS element Text

1 w|eoesimi7 108806093 | 0101 SA 18117/2005) 50 3,258.71- 1013601270

LY 3,259.71-

=t Account 540337 3,258.71-
K univers
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General Ledger Account Documents

Display Actual Cost Line Items for Cost Centers (KSB1) %]Rls

This display is for the “CO” view given a Cost Center to display the G/L Accounts

0B S@a D
Display Actual Cost Line ltems for Cost Centers ! Initial Screen
G & Bb I )=( Fumner Selection Critenia...

Cost Center b 3601270 [a to |
o
Cost Conlet Group.
Cost Element - .
g Display Actual Cost Line Items for Cost Centers
CostElement Gl 3 Document &y Master Record @‘@?hﬂ ﬁ'|@ﬁ'ﬁ| = %‘ @Eﬁ@|xﬂ%‘@
Posing Dita
Posting Date Layout 1SAP Primary cost posting
Cost Center 1013601270 INTELLIGENT SEHS-CS
_ Report currency USD US Dollar
Sallings
Layout ——--,e,e,e,e,e,e e — e
wore | CostElem. = Cost element name b4 Val.in rep.cur. Total quantity P... |...|Offstacct Mame of offsetting account
530015 Travel-S Mileage 635.85 5(530015 Travel-S Mileage
530017 Travel-S Conference 750.00- 5(530017 Travel-S Reg Fees
540337 Printing Supplies 3,259.71- 5540337 Printing Supplies
Cost Center 1013601270 INTELLIG... [}, = 4,645.56-
an 4,645.56-
I Double-click a line item to see the transactions that make up the total I
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Exercises %‘RIS

Additional
Exercises for the
Training Sandbox

(A

® Exercise — 3.1 — Display a Parked Document — FBV3

® Exercise — 3.2 — Change a Parked Document — FBV2

® Exercise — 3.3 — Delete Parked Document — FBVO

® Exercise — 3.4 — Change an Fl Posted Document — FB02
® Exercise — 3.5 — Display Actual Cost Line ltems — KSB1
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General Ledger Account Documents

Summary ;ELS

® You are now able to:
Display and Change a parked document

Delete a parked document

Activate the Reference field
Search for documents using the Reference field
Display and Change posted documents

Run reports for both G/L account activity (FBL3N) and Cost Center
activity (KSB1)
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Course Summary IRIS

® Create a parked GL document (JV)
® Display a parked/posted document
® Change a parked/posted document
® Delete a parked document

® Upload an Excel file

® Change layout display
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