Quick Reference Card — Purchase Orders

ECM — Enhanced Content Management

Process: To review a Purchase Order’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 Viewa PO invoice [ Menu Edit Favorites Extras System  Help

supporting @ Tzecm fidocd FlH @@ DHE DDL0 B @R
documentation = =

directly through ECM SAP Easy Access

(Enhanced Content TR 5 BB 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 O &5 BB v oa
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CJ 10¢ Open folder
CJ oA Delete All Favorites
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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.

[E Brogram Edt  Goto Iser settings User exit

] M ece e @

Selection Financial Docinments

PHBETERE

Einancial
Company Code UR00 to | 5 |
Fiscal Year 2016 o =

IF i L|

Document Type /RE[[T to | g |
Fiscal Period - to | oy |
Diocurment Number tw [ = |
[ Entry Date to [ = |
[EPosting Date to | o |
Ref. Doc. Nurmber to =3

Cost

Vendor

Cost Center

General Ledger

Internal Order

Grant
Fund
WBS

To review a specific PO invoice, the selection should be made

jus]
to
to
jus]
jus]
o

to

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 = Doculink
attachments, click & eae CHE DTOD
on each node to |4 & faal
expand the DocuLink
information or use ‘
the Expand All Ba&YFoREEG E( el Al
. : Button
button to display all — e
of the backup Sl 1
documents for the
selection. Financial Documents
m:I Company Code: UKDO
N
Individual
Node

Double click on the [ yiew Edt Goto Setfngs Doculnk-Help  System Help
PO attachment you ® ~] « eQe@ 2R ATSE 0=
wish to view.

Docul ink

i@a2FT RO
(E=]E J

Financial Documents

~ =i Fiscal Year: 2017

= Dociment Mo, 5100945 - Posting Date: 07/14/2016, Entry Date: 07/14/2016
F a Yendor Invoice (FOF)  Descripton:  Filename: |

~ = Document Mo, 5100945882 - Posting Date: 07/14/2016, Entry Date: 07,/14/2016
u -:—_-_"l Wendor Invoice (FOF)  Description:  Filename:

~ [ Document Mo, 5100945893 - Posting Date: 07/14/2016, Entry Date: 07/14/2016
u -:—_-_"l Yendor Invoice (FOF)  Description:  Filename:
- LM wendor Invoice (PDF)  Description:  Filename:

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

fr et —

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 ] http://ecrimvenwpnd aduky.edu BOBO/WebView tianl 3« G || 07 payment Request - myli : Uni. | 277 Display Invoice - myl : Unive... | (2
File Edit View Favorites Tools Help
EConvert ~ ESelect
OPENTEXT™ | Imaging Web Viewer Vendor Invoice (PDF) - 07/14/2016
File  Edit  View Favorites Help
. ~c e ==
(& . r o] B | O & O

= LN VO I € E *

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 Finarcial Docurments

invoice’s Fl posting * [ Fiscal Year: 2017

in SAP, double click ~ [= Document Mo, 5100945877 —|_Posting Date: 07/14/2016, Entry Date: 07/14/2016
on the Document + L Wendor Invoice (POF) Description:  Flename:

No ~ [ Document Mo, 5100945883 - Posting Date: 07/14/2016, Entry Date: 07,/14,/2016

. -:_‘I Vendor Irwvoice (POF)  Description:  Flename:

~ [ Docurnent Mo, 5100945893 - Posting Date: 07/14/2016, Entry Date: 07/14,/2016
. .r:_‘| Vendor Irvoice (POF)  Description:  Flename:
. .r:_‘| Vendor Irwoice (POF)  Description:  Flename:

* [= Document Mo, 5100946063 - Posting Date: 07/14,/2016, Entry Date: 07/14/2016

Click on GOTO then

Display As List to FI Posting Overview:
view the full
accountin
. R g = Docurment Edit Extras Setfings  Environment  System Help
information for the ° 3 e T — APND S 0
. . < SR BN NE &
PO invoice. || Reversal Document
i .| Display | TaxCaa Fé
b s R=AHiE )
| | Mext Page Page down
Docurnent Mumber | | Previous Page Page up Code UKO0 Fiscal Year 2017
Docurment Date | ate 07/14/2016 Period 1
Reference | W previaus Do .
Siency I Display as list t
Itemns in document cur
| Back F3 ;
ITtm PKE BusA Ad Tx Amount 1in usD
o001 31 182575 Central Kentucky Hauling IO 430.55-
002 86 0101 210110 GR/IR Clearing In 430.55
To drlll Into the PO [ Decument Edt  Goms  Semngs  Evrac '.:g-.--_--\ Heb
. ® = 107 @@ Txd= Shft4F6 alall?]-]
click on : : - -
H .| Document Overview - Dit
Environment, — . _
AZHAPNETFETER 0 [racdia [0 &)
Document —
1 Doc.Type : RE { Invoice - gross ) I Dicie o d | AT
enVII’Ohment, Doc. Number 5100945877 o Comespendence Accourtng docurmeres I
P HarCe g e e B2 Balape sheet adstrient Relatiorshp Browss
Original document. R sl
Ref.Doc. Bdond assgments v
Doc. Cuccency —
Itm PK..I’\CL'uqu. :Ax:uuul:l short text Anount (Cost Ctr WBE ¢lement |Order Fund Text Agpignment |Bush
%] 31| 192575 ;:t.'lll.la'_ Fentucky Hau 430, 55= 510094587
2 BE| 210110 ;\'I!'!."TR Clearing 430.55 BOT001571654 | 0111275000 20160714 0101
|- 0.00
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Doub'e CI |Ck on the [ [weceDocumert B Got  Sestem  Heb
PO number to drill ° - 5558 58 9%
. t th P h # . Display I Di t 5106965482 2017
Order Drplayy - PO structure A Transacoon 1 Invoce - 5106965402 (2017
- & Central Kertucky Hadng =
= S a300148140 | o e v Vendor (000192575
1 OCY Haulng Dusrpstir Servic 5 ARERHRNNY Payrent | Detsls | Tax | goo: [ Cortects | Wote =
+ & Goods recgts 34,9980 Central Kentucky Hauing
+ 3B Invokces 34 a8 | Trveace dine 06/27/2016 Reference 213679 * | 493 Double Cubvert Rd
| Posting Date 07/14/2016 Period 1 T || Georgetown KY 40324
Ammeunt. 430,55 usp
Tite Ameurt 0.00 1010 (AP siles e, 0%) ¥ SO2-857-1863
Text 1=
Paymt terms 0 Dlays et
06/27/2016 X
L0 Uiniversity of Keniucky Lasngton -
Layout 7 exo )
PO Text Guantity Ordér Linit et price OPLn Ammount 1‘5 Recened |
CEY Haulng Duro. 420, 550L0T 1.00 LOT LELR S5+ 34,993
1
(A it ol/
Edt i
v« ace TR ew
i Std PO Facilities 4300148140 Created by Deborah A Konichek
Docurnent Overview On | [ %5 1Y ElPrrePreview  Messages [
(=) 78 57O Facioes =14300140140] Vendor 152575 Contral Faerfucky Hadng Doc. date 07/20/2018
T | Header
@S m A Mt Shert Test FO Quantity OUn € Debv. Dats Nt Price Qur. Per  CRUMMGOE Phe Stor. Loeation
{ h ¥ XY Mg Dumpster Serves. 35, 000LOT D 07/10/201% 1.00usp 1 LOT P BoreSry M., LK Facites
|
I_,
{ |
i
I—
f
]
— i
1
A hem | NEETCKY Hadeg Dumpster Senvce FY2016 = |alw
Maberel Qi | Quecebles Weghe' J{Debibry Sehackie: | Oetvery | rveion: f Gorvisor: f devre haikpveat. SN Tom | | Oebierykidvies: | Conivoritons | Canetion Corarek: [
J (S
Itom Posang Dt Quantity Cin F Qry ORI E Amark nkCor,. ©
10503172016 440570 LOT 440570 4057 LOT -
1 06/09/2016 213.20 LOT 213,290 2.8 LOT -
1 06/84/2016 1,054.380 LOT 1,064,350 105438 LOT
1 06/24/2016 632320 LOT 63232 10T
1 06/29/2016 632320 LOT £3232 LOT
1.07/15/2016 256,000 LOT Py .06 LOT
34,998,070 LOT 34,998,070 34,9907 LOT «
1080472015 930,790 LOT 20, 93079 LOT
1 08/11/2015 1.9 LOT
1 08/13/2015 32258 LOT
1 06/84/2015 105751 LOT
1 08/18/2015 52118 LOT =
1 0873172015 4591 LOT =
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To view a PO invoice
attachment from the
Display Document
Screen, go to SAP
screen FBO3.

----- MY e iy T hrsrwrrsimints Traolcen T s
ﬂ.#,"."."."_}'.’-:r- ¥V LAOC Lrment.; Lnitia / SLiheern

& *dH C@& CHR £D a8

Display Document: Initial Screen

i Document List | M First tem 47 Editing Options
Click on the
Document List
button to open Keys for Entry View | Document display using...
ao.ldltl'onal search Document Number Reference no. FINA]
criteria. Company Code TR0

Fiscal Year 2014
From the Document = Document List
List screen, ] ‘«H eae & =)
Company Code of -
UKOO is required. Socumantlit

(& [0 )8 [i] Data Sources
Search Options: Cepany ok <__ _ Must be UKOO
- Document Mumkber 5100945877 ™ ]
Document Number = | fscal vex m 3
SAP document _
General selections

number. Document type o |E|

Posting date o | i |

Entry date to |i|
Reference Number = Reference number to |i|
VendOI”S invoice Reference Transaction i) |i|

Referance key to | i |
number- Logical system is] |i|

Also display noted iterms

|Display noted items

Search for own docurmnents

|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
reviewed from the
list.

= List Edit Goto  Setfings  System Help

] v | « eae

i

1] HE @

g

Document List
AERE 2T BE AT BHE4E

B DocumenthloHeaderText Doc, Date  Posting Date  Parked by‘ Lizer name Reference Reversal Sess. Name Reversal flagReversal S User
[5100945877] 05/27/2016  07/14/2018 DLCORMOO 213679

The Document
Display: Overview
will provide the basic
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.)

= Document  Edit  Goto  Extras  Seffngs  Enwironment  System Hep
V] «H Q@@ DPLHITE ew

7 L

4

Display Document: Overview

rﬁf ﬁ @ & [i]Taxes f:DiSp\ay Currency

Docurnent Number [5 1009458??2 Compary Code UK00 Fiscal Year 2017
Docurrent Date 06/27/2016 Posting Date 07/14/2016  Period 1
Reference 213679 Cross-CC no.

Currency UsD Texts exist

Items in docurment currency

Ttm PX BusA Acct no. Description Tx Amount in UsD

ool 31 1B2575 Central Eentucky Hauling 10 430.55-
002 86 0101 210110 GR/IR Clearing 10 430,55

& rAdH @@ 2

Display Document: Overview
ﬁ? |-_|'j:" E.EI & [l Taxes EEDiSpIEﬁr Currency

= Docurmnent  Edit Goto Extras  Settings  Em

@ -ldH @@L

Display Document: Overview

a? Create... r noy
Attachment list

Doc pany Code
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To review the ] = Docurmnent  Edit | Goto Extras  Seffings Environment Systemn  Helf
complete accounting -  Head s
. . ocument Header
information for a PO & R HE ©Haa
invoice, from the TR - -
Display Document: Display | | Tax Data F6
Overview, click on Recurring Entry Data
g & HT
Goto and click on Iext Page Page down
1 1 I .
Display As List. Document Number [1¢ | Previous Page  Page up KOO Fiscal Y
Document Date 0z ext Document 03/19/2014| Period
The complete Reference F] yPreviousC ment
_accountlrlg Currency e Display as list ]
mformat_lon f(_:)r the Items in document cur Back F3
PO Invoice will be
. Itm PE Busk Acct no. Deacription Tx Amount]
displayed.
001 31 127731 Fayette County Clerk I0
002 40 0101 535034 Misc Expenditures 10
Doc.Type : KR ( Vendor invoice ) Normal document )
o we Emn | s (migmme feied . B
Py POt R b e PRk g el pac iy |
I 2 53% Ele:r.rici:¥ 15.76 [1012013920 1012013920/ 0011002000 Utili:i Pa&n:ﬁ

20140313
——




Quick Reference Card — Purchase Orders

ECM — Enhanced Content Management

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
T Y G 3 [l Taxes

&2 Display Currency

Docurment Murmber [1901069063 Company Code KO0 Fiscal e
Document Date 02/28/2014 Posting Date 03/19/2014 Period
Reference FIEM RCCT # 2117|Cross-CC no.

Currency UsD Texts axist ]

Items in document currency

Itm PK Bush Acct no. Degcription Tx Emount
001 31 127731 Fayette County Clerk IA

002 40 0101 535034 Misc Expenditures I0

[ Document Edit Goto

& -

Extras  Environment  Systerm  Help

dHCC@ SHRER aDo8

%@ .| Display Document: Line Item 001
ooy o B B & & additional Data

=

[ withholding Tax Data

-
_| Fayette County Clerk

Vendor 27731 G/L Acc
Company Code (UEOO 162 E Main 5t

University of Kentucky Lexington Doc. nd
Line Itern 1 / Invoice / 31

Amount 86.50 usD

Additional Data

Bus. Area

Disc. base B&.50 USD Disc. Amount [0.00

Payt Terms Days/percent |0 |0.000 (%0 |0
Bline Date 03/19/2014 Fixed

Pront Block Invoice ref, !

Prot Method Prnt_meth.supl.

Clearing 03/19,2014 72001265880

Assignment 19010690632014

Text *FCCO Land Records account bill FEB 2014 1
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To retrieve the
actual check
number, click on
Environment and
Check Information.

On the Display
Check Information
screen, all of the
necessary check
information is
provided such as
check number,
payment date, check
amount, and check
encashment.

=g Document  Edit Goto  Extras || Environment | [System  Help
3\ - <] JEocument Changes i gj
Check Information
Display Document: [ - 1=0-
L Invoice Status Cerl+F10
Ty 2 Ed B & & additional D =
Document Environment »
= =t
Vendar /127731 J Fayette C Additional Assignments b oLACC
Company Code [UKOQ 162 E Ma Valuation 2
University of Kentucky Lexingtor Correspondence oC. ng
Line Item 1 / Invoice / 31 Balance Sheet Adiustment [
Amount 286.50 ] 2 A+ . ant
Reference Object F2
[ Check Edit Goto Extras Environment  System  Help
& B e EHE &Do8 BE @®
Display Check Information
= check recipient Check issuer... il accompanying docs  [Ey Payment document
I 1
Paying company code LTJ'KCID_‘ Payment document no. | 2001265880
Bank details
House Bank RPOL Bank Key 043301627
Account ID VEND Bank Account 1028877802
Bank name PNC
City Jeanette
Check information
Check number 101257490 Currency UsD
Payment date 03/19/2014 Amount paid 86.50
Check encashment 03/28/2014 Cash discount amount 0.00

Check recipient

Name

City

Payee's country
Regional code

Fayette County Clerk
Lexington

Us

KY

10



