Quick Reference Card — TRIP
TRIP Documentation in SAP — FB0O3

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

PROCEDURES

To view a Trip pdf
and attachments

Display Document: Initial Screen

from SAP, go to SAP il Docurnent List | 14 First Itern #° Editing Options
screen FBO3, Display
Document.
keys for Entry Wiew Docurment display using...
Click on the Docurnent Number [ j Reference no.
Document List Cornpary Code K00
button to open Fiscal ‘fear
additional search
criteria.
From the Document
List screen, ) «H eae 2 90 0m
Company Code of
UKOO is required. Document List
(% "o 2 [i] Data Sources
Search Options: . gl |- Must be UKOO 3
Document Number = Docurnent Mumber ta (= |
SAP document Fiscal Year to |E|
number from the
SAP transaction General selections _
(19XXXXXXXX) . Document type to |i|
Posting date to | =4 |
Entry date to = |
Reference Number = Reference rumber to =
Trlp Number. The Reference Transaction to |i|
TRIP number in the S e =3
Logical system to |i|

reference field will
be 10 digits
(0000000199).

&lso display noted items

Display noted items

Search for own docurnents

O documnents only
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A listing of search :
results will be Document List
Y rammaned| W ED ATV BE SIRT B
g:?u;?::;f::lf r(l)tr?':ﬁé =i 'I_ZlucumentNI:ll HeaderText”™ Doc. Date Posting Date  |Lser Reference
1901250697 0z2/01/2016 0&6/0Ff2016 CINELSO 0000000199
document to be = -
reviewed from the
list. I
-[I;?:p ::;(;/(::uorr\]/i?\tiew @ .| Display Document: Overview
will provide the basic 0% 1 & & *Episplay Currency
information about
the FI posting of the Document Murmber 1901250697 Campany Code UK00 Fiscal Year
PRD. Document Date Nz/01/2016 Posting Date 06/07/2016| Period
Reference 0o00o00199 Cross-CC no,
CLrrency T5D Texts exist
Iterns in docurnent currency
Itm PE EBusk Acct no. Description Tx= Amount ir
ool 31 g00030 Fonda 5 Beck
o0z 40 010l Se0300 Other Design-Cap Con
To review the Trip Lok 'J
attachments: Click & v| « a20@

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.)

P isplay Document: Overview
B I & & EEpisplay Currency

= Documnent  Edit Goto Extras  Settings E

& v| « Qe

Display Document: Overview

6 Create. .. 3 I
Attachment list I

Do Npany Cod
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The Attachment List
will open and show
the items available
for review. Double
click on the
attachment to be
opened.

[E Service: Attachment list

| Crev & BT B9 EEEEELD SR JE

AttachmentForl k001901250597 2016

Icon | Title Creator Mame
I Travel Request (P :Cara 1 Melson

Created On  |Create... ™
:DﬁfDT‘IEDlﬁ 11:57:13

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.

-l e

e' }@ httpffecrrmnadead.uky.eduBIB0 A b Viewer Faces/ Ul maininternal © ~ C || m Trawvel Request (PDF) - 06/0... | |
File Edit View Favorites Tools  Help
X @Convert * |@H Select

f’:}i - [ fEn v Pagew Safety~ Tools~ -19-' ,@ |E| @

OPENTEXT™ | Imaging Web Viewer Travel Request (PDF) - 06/07/2016 = sd:

File Edit \iew Favorites Help

H& QBB / HOEAE=RS ¢ O
Ronda S Beck Ronda S Beck
10054 I
00010054 ?
Main Campus
Reg FT Date: Jun 7, 2016
CONTROLLER-OPERS Page:1 / 2

Reminder Messages-

Expense Report/Travel Expense Statement (Trial Printou
For Ronda S Beck For Trip 199 From Feb 1, 2016 To Feb 1, 2016

Trip Template: Day Trip(s)
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To review the
complete accounting

= Document  Edit | | Goto | Extras  Settings  Enwironment  Systern Help

information for a | @ pocument Header B AR AFRE AR
Trip, from the —
Display Document: Display i
Overview, click on % Y & & i
Goto and click on et Page Page down
Display As List. Document Number [IlE Prewiols Page Page up UEOD Fiscal ear
Docurnent Date 0z 06/07/2016  Period
Reference 1] A4
Currency U Display as list
Items in docurment cur Back F3
Itm PE Busid Lcct no. Description Tx Amount in
ool 31 800030 Ronda & Beck
o0z 40 010l S5e0300 Other Design-Cap Con

Doc.Type : ZT ([ Travel Expenses ] Normal document
Doc. Number — L901250697 Company Code  UKOO Fiscal Year z0ls
The Complete Doc. Date 02/01/2016 Posting Date  06/07/2015 Period 12
- Calculate Tax
accounti ng Ref.Doc. 0000000199
Doc. Cuzrency USD
information for the
Trip WI” be Itw|PE|Account |Account short text Amount|Cost Ctr  |WBS elem. |Funds Ctr |Fund Text Assic
dlsplayed . I 2| 40(560300 |0ther Desidqn-Cap Con| 324.00 1012013010 1012013010( 0011002000 | *Trip from 02/01/16 To 02/01/16; US-EY DDEl[
0.00




