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Process: To review a TRIP and the Trip’s supporting documentation in 
SAP. 

 
PROCEDURES 

To view a Trip pdf 
and attachments 
from SAP, go to SAP 
screen FB03, Display 
Document.  
 
Click on the 
Document List 
button to open 
additional search 
criteria. 

 
From the Document 
List screen, 
Company Code of 
UK00 is required. 
 
Search Options: 
Document Number = 
SAP document 
number from the 
SAP transaction 
(19XXXXXXXX). 
 
Reference Number = 
Trip Number. The 
TRIP number in the 
reference field will 
be 10 digits 
(0000000199). 
 
 
 

 
 

Must be UK00 
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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.  
The Document 
Display: Overview 
will provide the basic 
information about 
the FI posting of the 
PRD. 
 
 
 
 
 
 
 
 
 
To review the Trip 
attachments: Click 
on the little 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.) 
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The Attachment List 
will open and show 
the items available 
for review. Double 
click on the 
attachment to be 
opened. 

Attachments in PDF, 
BMP, TXT, etc will 
open with the Open 
Text Imaging Web 
Viewer. Any 
Word/Excel 
attachment will open 
using the software 
from your 
workstation.  
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To review the 
complete accounting 
information for a 
Trip, from the 
Display Document: 
Overview, click on 
Goto and click on 
Display As List.  
 
 
 
 
 
 
 
 
 
The complete 
accounting 
information for the 
Trip will be 
displayed. 
 
 

 

 

 


