Quick Reference Card — PRD
ECM — Enhanced Content Management

Process: To review a PRD’s supporting documentation in SAP.

Note: All PO invoices are being scanned to the FI Document Posting as of
7/1/2016. Documents posted prior to 7/1/2016 are stored for three years and
request for copies of those documents should be submitted to:
fileroom@email.uky.edu

PROCEDURES

To Viewapo invoice [ Menu Edit Favorites FExtras System  Help

supporting @ [emiod - {H @@ CHE 9000 BF @@
documentation > =

directly through ECM SAP Easy Access

(Enhanced Content GE B HB S v a

Management), type
transaction code
ZECM_FIDOCS in the
SAP Command Field.
Click the green
check button or
press enter.

NOTE: To save this
SAP transaction to SAP Easy Access

your favorites, you TR & P | v a
must right click on

Favorites and then ~ [ Favority |
click on Insert » (710 9pen folder
Transaction. Type in » (JDA]  Delete Al Favorites

the Transaction Code CIHR|  Insert Folder

b
) b
then click the green , g;:; Insert Transaction
Check. » Cpur  Add Other Objects
» [J Research
» (3 vendor Info
|2 I LY -
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Latd
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On the Selection
Screen, the
Company Code,
Fiscal Year, and
Document Type
fields are
mandatory. The
Company Code is
always UKOO and the
Document Type is
always RE for a PO
invoice.

NOTE: It is
recommended that a
date or a date range
be included in the
Entry Date field(s) to
expedite the search.

= Brogram Edit  Goto User settings User exit  System Help
V] rl«H @@ HE 08
Selection Financial Documents

®HBRTHRE

Eimamcial

Cormpany Code Uroo 0o |?|
Fiscal Year 2016 0o |T|
Document Type :—REF,Ij o |T|
Fiscal Period ] o | 6 |
Document Murmber o |?|
[EEnty Date o |T|
Posting Date o |T|
Ref. Doc, Mumber o |E|
Cost
Vendor 0o |?|
Cost Center o |T|
General Ledger to |?|
Intermal Crder o |T|
Grant 0o |T|
Fund o |T|
WES to |E|

To review a specific PO invoice, the selection should be made
by using the Document Number field (SAP FI document
number) or the Ref. Doc. Number field (Vendor’s Invoice
number).

To review the supporting documentation for multiple PO
invoices from the same search, the cost object can be
entered in the appropriate field.

Click the Execute button.
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To view the
attachments, click
on each node to
expand the

= Doculink

& ~JdH @@ CHE Doz BEE

) . Doculink
information or use ‘
the Expand All I e E]|$ < =cpamnEl Al
. : Button
button to display all | —
of the backup [+ |lod
documents for the
selection Financial Documents
) m:I Company Code: UKOO
N
Individual
Node

Double click on the (= yiew Edt Goto  Setfings Doculnk-Help  System Help
PO attachment you @ - eqe 2 RADRE 20
wish to view.

Docul ink

il @2 T CERELIS

[ef=]m J

Financial Documents

- Efiscal Year: 2017]

~ = Document Mo, 5100945 - Posting Date: 07/14/2016, Entry Date: 07/14/2016
[ a Wendor Invoice (FOF)  Descripton:  Filename: |

~ = Docurment Mo, 5100945883 - Pasting Date: 07/14,/2016, Entry Date: 07/14/2016
. a Wendor Invoice (FOF) Descripton:  Filename:

~ = Document Mo, 5100945892 - Posting Date: 07/14/2016, Entry Date: 07/14/2016
. a YWendor Invoice (FOF)  Descripton:  Filename:
- B wendor Invoice (PDF) Description:  Filename:

~ [ = Document Mo, 51009460583 - Posting Date: 07 /14,2016, Entry Date: 07/14,/2016

[ T . A .

Attachments in PDF,
BMP, TXT, etc will
with the Open Text
Imaging Web
Viewer. Any
Word/Excel
attachment will open
using the software
from your
workstation.

- —
e I_m

T ac ke B0B0WebViewer Tacesil/maint O = O || EI7 Payment Request - myllic: Uni_ 257 Display Invoice = mylK : Unive.. | (=3
File Edit Wiew Faventes Toals Help
< Eiconvert v @HZelect
OPENTEXT™ Imaging Web Viewer Vendor Invoice (PDF) - 07/14/2016
File Edit Whenw Favoritos Help
r 4 B S & T
5 < 3 A E A =] B[S & &

= L N VO I .55 %

Rem
CENTRAL KENTUCKY HAULING

604 BIZZELL DR STE 250
LEXINGTON KY 40510

Use the Imaging Web Viewer Options to save, print, rotate
zoom, etc the attachments for optimal review.
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To view the PO Financial Docurments

invoice’s Fl posting ~ [ Fiscal Year: 2017

in SAP, double click ~ [ Document Mo, 5100945877 —I_Posting Date: 07/14/2016, Entry Date: 07/14/2016
on the Document L Vendor Invoice (PCF) Description:  Flename:

No ~ [ Document Mo, 5100945882 - Posting Date: 07/14/2016, Entry Date: 07/14/2016

o -2] Vendor Inwvoice (POF)  Description:  Flename:

~ [ Document Mo, 5100945892 - Posting Date; 07,/14/2016, Entry Date: 07,/14,/2015
o .-2] Vendor Invoice (POF)  Description:  Flename:
o .-2] Vendor Invoice (POF) Description:  Flename:

~ [ Document Mo, 5100946062 - Posting Date: 07,/14/2016, Entry Date: 07,/14,/2015

Click on GOTO then

Display As List to FI Posting Overview:
view the full
accountin
R . g = Document  Edit Exras  Sefttings Environment  System Help
information for the ° — - 0N =0 o
H H = &
PO invoice.
@ .| Display| TaxData Fé
v Absfic R=AHhE
MNext Page Page down
Document Number Previous Page Page up Code UK00 Fiscal Year 2017
Docurnent Date ate 07/14/2016 Period 1
Reference A 4 no.
Qurrznzy I Display as list t
Items in document cu
Back F3 .
Itm PE Bush Ad T3 Amount in usD
o001 31 192575 Central Kentucky Hauling I0 430.55-
002 86 0101 210110 GR/IR Clearing 10 430.55
TO drlll Into the PO [ . .. Extras [ :
. (] | & e Tax data Shit+G =_| ? r:_, [}
click on : : Dgsment choges - e
H v . Document Overview - Dii
Environment,
AZ7/HAPHAEATFETFERR Bl [Taxdaa (1] &)
Document e
H Doc.Type : RE ( Invoice = gross ) Dot st )| EE I |
enVlronment, poc. Numbor 5100945877 " o Coregoordence Accountrg documents
P DCRiCeCh 0&/23/201e P9 Baisgee sheet adystment Relstionship Browser
alculate Tax - -
Orlglnal document' uaf.u::,rr. ! 213679 Beddnond sssonments »
Doc. Currency USD —_—
Itm | BK| Ac=count Account ghort taxt | Amount (Cost Ctr  |WBS alement |Ordar :E‘und Taxt Azsignnent | Bush
311192575 Central Kentucky Hau 430, 3! S10034587
2|86|210110 GR/IR Clearing 430,355 | BOT001571654 | 0111275000 20160714 0101
. 0,00
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Double click on the = e ok b

. ] v] « onoaph A em
PO number to drill a o
. [9 .  Display Invoice Document 5106965482 2017
into the Purchase

Hide PO stnctre. | Follow-On Documents .,

Order Display - PO structse |00 Trarmsenen T - ST0gags462) [2017)
» & Central Kermicky Hauing =
= b 4300146140 ETRER, . Betats |'T e e Vendor 0000192575
= 9 1 G Maudng Dumpster Seevic | 350 _BseBata | Paymert. | N ioking Ja ey phos Fes -
+ 5 Goods recpts 34,991 e e SN by ek
+ B freices 340 | Invoice date D6/27/2018] Referzice (213679 2| 493 Dotkle Cohert Rl
Postrg Date: 07/14/2016 Period 1 Georgetown KY 40524
Amount [430.55 gD :
Tex Ameurt 0.00 1010 (AF sdes tax, 0%) 15026571863 s
Tt [ i ]
Faym terme 20 Days net
Basedne Date 06/27/2016 o
Company Code L0 Uiniversity of Kentucky Lexington -

Liryoust TEHOLK]
Orcer Lt et price GPLn rnnwvt 5 Feceted
430, 550007 1.00 LOT L. ESH.SS} ©34,998.0
ok
[&]F] nem [5-]|sesrch Term [ i) o/ ¢
e Order it Ernronment Hebp
bl ece N B ew
. Std PO Facilities 4300148140 Created by Deborah A Konichek
Documant Overvisr O [ B0 08 (vt Provew  Mestages [ SlPerccnal Satting
(=] v 55 Fo Facioes > 14300140140] Vendor 2575 Coniral Fennucky Hadng Do, date 07/20/201%
[T Header
!53 Im A1 Matend Short Test PO Quantity OUn C Dedv. Date: hat Price: Cur... [Per OFU Matl Group Pk Stor, Locaton
1 ¥ 0¥ Haulryg Dummpster Servics. 35, 000LOT 0 07/ 10/2015 1.00usp 1 LOT P14 borr-Sry M_ LK Facioes

-
z
=
L

r

)/ (1) 8L [
Ieem Posng Date £ Quanty OUn: T ey nofn T Amourk Nl Or.. T Amount Rleference
1 057212006 0570 LOT 40570 44057 LOT 4057 -
1 06/05/2016 213,290 LOT 213,200 2132 LOT 21259 -
1 06/14/2016 1,054.30 LOT 1,054 280 105438 LOT 1,064 38
1.06/24/2015 632320 LOT 632320 63232 LOT 63232
1 06/ 2006 63230 LOT 632,320 63232 LOT 63232
1 07/15/2016 56.060 LOT 26,050 56.06 LOT 56,06
- 34,998,070 LOT - 34,998,070 « 34,998.07 LOT + 34,998.07
1 G805 930790 LOT 530,790 93079 LOT .79 6008
1 08/11/2015 361980 LOT 361,980 36158 LOT 198 16845
1.08/13/2015 350 LOT 222580 35S LOT 2258 W65
1 08/ 142015 1,057510 LOT 1,057,510 105751 LOT 105751 165385
1 06/18/2015 521,180 LOT 521,180 521,18 10T 521,18 169054 =
1.08/31/2015 435910 LOT 45500 4381 LOT 43591 169962 T
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To view a PO invoice
attachment from the
Display Document
Screen, go to SAP
screen FBO3.

&

B @@ ESHR D 4a8

Display Document: Initial Screen

il Document List | M First tem 4 Editing Options
Click on the
Document List
button to open Keys for Entry View Document display using...
ad_dltl_onal search Document Number Reference no. FINAL
criteria. Company Code KOO

Fiscal Year 2014
From the Document
List screen, ) ‘«Heee il ]
Company Code of ;
UKOO is required. Qocumenglich

(& o )5 [i] Data Sources
Search Options: Company code [Eerj<— Must be UKOO
) Document Murmber 5100945877 ™ ]
Document Number = | fiscal vear o =3
SAP document _
General selections

num be r. Document type to |E|

Posting date to |i|

Entry date to |i|
Reference Number = Reference number to |i|
Vendoris invoice Reference Transaction o |i|

Reference key to |i|
number. Logical system to |i|

Also display noted items

Dizplay noted items

Search for own documents

Own documents only

NOTE: It is recommended that a date or a date range be
included in the Entry Date field(s) to expedite the search.
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A listing of search
results will be

displayed if more
than 1 item matched
the search criteria.
Double click on the
document to be

= st

Edit Goto Setings  System Help
/] | « ece =i HE e
Document List
FAEERaFP B0 40T BHEE

B DocumenthoHeader Text Doc. Date

Posting Date  Parked byA User name Reference Reversal Sess. Name Reversal flag Reversal S User

information about
the FI posting of the
PO invoice.

To review the PO
invoice attachment:
Click on the arrow
on the Services for
Object Button.

Then click on the
Attachment list
option. (If
attachment list is in
light grey, no
attachment is
available for review.)

. [5100945877] 0&/27/2016  07/14/2016 CLCORMOO 213679
reviewed from the
list.
The Document_ =3 Docurment  Edt  Goto  Exfras  Setfings  Erwironment  System  Hep
Display: Overview _ - e —
will provide the basic | © rj«dea 00D N8

Display Document: Overview
”,? ﬁ @ & mTaxes t:D\splay Currency

I ol
Docurnent Number |_5 10094587 TJ

Company Code

UEDD Fiscal Year 2017
Docurmnent Date 0e/27/2016 Posting Date 07/14/2016  Period 1
Reference 213679 Cross-CC no.

Currency UsD Texts exist

Items in document currency

Itm PE BusA Acct no. Description Tz Amount 1n usD

0ol 31 192575 Central Kentucky Hauling I0 430.55-
002 ge 0101 210110 GR/IR Clearing I 430.55

&

ﬁ_ 4
Y o

= Document

&

Edit

Goto

dH @@ 2

Display Document: Overview
& & [ Taxes

L X Display Currency

Extras  Seffings Em

AdH @@ L

Display Document: Overview

v

Dog

Create...
Attachment list

]
ncy

pany Code
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To review the
complete accounting
information for a PO
invoice, from the
Display Document:
Overview, click on
Goto and click on
Display As List.

The complete
accounting
information for the
PO Invoice will be
displayed.

L}
= Document  Edit | Goto Extras  Seffings Environment System  Help
@- Document Header F5 [Hjl [% o8
Display | | TaxDats F6
o Recurring Entry Data
b/l (R i By
Mext Page Page down
I . .
Document Number I_I:Ls Previous Page Page up UK00 Fiscal Ye:
Document Date 0z Mext Docurnent 03/19/2014| Period
Reference F] \yPrevious Document
Currency e Display as list M)
Items in document cur’  Back B
Itm PKE Busk Acct no. Degcription Tx Amount
001 31 127731 Fayette County Clerk In
002 40 0101 535034 Misc Expenditures I0
Doc.Type : KR ( Vendor invoice ) Normal document
Doc. Number 1901067639 Company Code UK00 Fiscal Year 2014
Doc. Date EE/Z'UZOI& Poating Date 03/13/2014 Pericd 09
Calculate Tax [ |
Ref.Doc. FINAL BILL ON AC
Doc. Currency USD
Doc. Hdr Text *106370931830005
Itm|Account| Account short text Amount [Cost Ctr WBS elem. |Funds Ctr |Fund Text Assignment
oy pAret I peO BT T psL K a s 1@, ru 1]
I 2|531302 Elec:mcic; 15.76 [10120133920 1012013920 0011002000 Ur.lli\:; Pawn:ﬁ 20140313
* 0.00
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To review the check
information for the
PO Invoice, from the
Display Document:
Overview screen,
double click on the
Merchant Name.

The Display
Document: Line
Item 001 screen will
provide additional
information
regarding the
transaction including
a Clearing date and
document number if
a check has been
processed.

Display Document: Overview
2 0y & 3 [El Taxes

& X Display Currency

Document Number |1901069063

Cormpany Code KO0 Fiscal Yeal
Document Date 02/28/2014 Posting Date 03/19/2014 Period
Reference FIRM ACCT # 2117|Cross-CC no.
Currency UsD Texts axist ]
Itermns in document currency
Itm PE Busk Acct no. Degcription Tx Amount i
001 31 127731 Fayette County Clerk In
002 40 0101 535034 Misc Expenditures In

I
=g Docurmment  Edit Goto Extras  Environment  System  Help

&

-

JH C@a CHRE aDa8

.| Display Document: Line Item 001

g 2 EH B & & additional Data [ withholding Tax Data

Vendor [I:LETTSl j Fayette County Clerk G/L Acc
Cormpany Code |[UKOQ 162 E Main 5t

University of Kentucky Lexington Doc. no.
Line Itern 1 / Invoice / 31

Amount 86.50 usD

Additional Data

Bus. Area

Disc. base B&.50 USD  Disc. Amount [0.00 u
Payt Terms Days/percent |0 |(0.000 |% |0 0.
Bline Date 03/19/2014 Fixed

Prnnt Block Invoice ref, ! !
Prit Method Prit_rmeth.supl.

Clearing 03/18/2014 s 200126588

Assignment 19010690632014

Text *FCCO Land Records account bill FEB 2014 E
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To retrieve the [E Document Edit Goto Extras || Envionment | [System  Help
actual check —
number, click on & +| ¢ ypocument Changes i 29
Environment and Check Information u
Check Information. Display Document: I -, 0-
Invoice Status Cerl+F10
P A EH B & & additonal D =
Document Environment »
I =t
Vendor e _, Fayette ( Additional Assignments b oL ACC
Company Code |[UKOQ 162 E Ma Valuation 3
University of Kentuchky Lexingtor Correspondence 0C. No.
Line Item 1 / Invoice / 31 nalince Shest Adiustme |
Amount 26.50 u & A+ - ants
Reference Object F2
On the Dlsplay [ Check Edt Gote Extras Environment  System  Help
Check Information g "dBCEQECHE fTO0 BE QE
screen, all of the Display Check Information

necessary check

. . . = check recipient
information is

Check issuer...

Accnmpanying docs

[E Payment document

provided such as Paying company code ZU'K‘UD Payment document no. | 2001285880
check number, _
Bank details
payment date’ CheCk House Bank RFO1 Bank Key 043301627
amount’ and CheCk Account ID VEND Bank Account 1028877802
encashment. Bank name PNC
City Jeanette
Check information
Check nurmber 101257490 Currency USD
Payment date 03/19/2014 Amount paid 86.50
Check encashment 03/28/2014 Cash discount amount 0.00

Check recipient
MName

City

Payee's country

Regional code

Fayette County Clerk
Lexington

Us

EY

10



