Create Parked Vendor Invoice

Transaction Code: FV60
Location(s): SAP GUI

Purpose: Use this procedure for Foundation, Agency, Refund of Non-student Revenue, and other
payments that do not need procurement processing. Create a Parked Vendor Invoice (PVI) when you
need to reimburse an employee or student for items other than travel expenses and payments that are
not required to be processed through procurement services. All parked vendor invoices will need to be
approved by the responsible party for the fund center(s) and ultimately by Accounts Payable. Once all
approvals have been met, the payment will be processed. You can track the status of parked vendor
invoices through the SAP R3 reports, ZFD1 and ZFBC.

1. Loginto myNKU.
2. Select SAP GUI tab.

e Select either Microsoft Windows or Mac.
0 You may be prompted to click OK or Open.

3. Access transaction code, FV60.

4. Click Enter.
=
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Enter NKO1 for Company Code.
Click Enter.

Note: If you are prompted for Company Code, you should enter NKO1.

III:fEnter Company Code

Company Code  |[nkof
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7. Onthe Basic data tab, complete/review the following fields:

Field Name

R/0O/C

Description

Vendor

R

Unique number that identifies a vendor.
Example: 100093

Invoice date

It is the date that is given by the vendor and appears on the invoice.

: In the NKU business environment the date the document was
input is the date that goes into this field.

Example: 5/12/2011

Reference

Allows for further clarification of an entry by reference to other sources
of information, either internal or external to SAP; Any SAP-posted
document number can be used as a "reference" when entering a new
document.

: Reference number is the original invoice number or a
reimbursement alphanumeric reference the user assigns.

Example: 24688

Amount

Indicates the value of the line item of an accounting document.

@ Amount should be the grand total of the document.
Example: 120.00

Text

Data entered in field will print on check stub.

G/L acct

A structure that records values and represents assets, liabilities,
revenues, expenses, and fund balances. A G/L account has transaction
figures that record changes to the account during a posting period.
These figures are used for financial reporting.

Example: 550005

Amountin
doc.curr.

Line item amount in document currency.
Example: 120.00

Cost center

An organizational unit within a controlling area that represents a clearly
delimited location where revenue and costs occur. Organizational
divisions can be based on functional requirements, allocation criteria,
physical location and/or responsibility for costs. They will replace the FRS
6-digit account ID.

Example: 213010001
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Park Vendor Invoice: Company Code NKO1

&2 Tree on E!ﬂ(:ompany Code @Simulate Save as completed Post & Edting options

Trapsa Invoice - Bal. 0.00 (848 1]
‘ Basic data l> ment | Detais =~ Notes

Vendor
Vendor 102618 J‘Q Address
Invoice date 03/31/2016 Reference EE - 03/31/16 e DLLCEE R g
Posting Date 03/31/2016¢ S By SR S gt S R E )
Amount 250.00 UsD Il 8 EEIaD
Text presented at Symposium L"Srk- Pl mid
Paymt terms Due immediately L s s
Baseline Date 03/31/2016
Company Code NKO1 Northern Kentucky Univ. Highland Heights Bank data: not available
1 Items ( Screen Variant : ZFV60_SAPLFSKE_0100 )
B St... G/L acct Short Text D/C Amount in doc.curr. Cost center Fund Order Grant
550005 Supplies-Office Debit « 250.00 213030001 0111000100 NOT RELEVANT
/_| Nahkhit+t w

8. Select the Payment tab.

9. Select the Payee matchcode for a list of additional addresses.

Park Vendor Invoice: Company Code NKO1

E’aTree on ECompany Code @Simulate Save as completed Post ,é’Editing opti

Transactn Invoice o
Basic d‘g Payment I} ails  © Notes
BaselineDt 03/31/2016 Payt Terms 0001 Days
Due on 03/31/2016 Days
] Days net
Pmnt Meth.Sup. | Pmnt Block Free for payment A
Payee :

10. Select the address that matches the invoice payment address.

11. Click the green checkmark to continue.

o Payee (1) 2 Entries found

- Restrctions

RS

Payee/er Name 1 City House number and street
AP1102618 ST ELIZABETH MEDICAL CENTER EDGEWQOD ORI SArari 1707 GE DR
ﬁPZlDZSlS:ST ELIZABETH HEALTHCARE :COVINGTON 4451 H=it

T
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e The AP (Accounts Payable) Vendor number will display in the Payee field.

Basic data /" Payment |~ Detals | Notes

JaselineDt 03/31/2016 Payt Terms 0001 Days
Jue on 03/31/2016 Days
Days net
Pmnt Meth.Sup. Pmnt Block Free for payment -
Payee AP2102618

e |f you do not see the correct AP vendor address under Payee or you do not see Payee as an
option and the regular vendor address is incorrect please contact Betty Castle in
Procurement to request an AP vendor be added to the “1” parent vendor number. If you
have any questions at all please contact Accounts Payable.

12. Click Save as Completed.

Park Vendor Invoice: Company Code NKO1

= Save as completed Post ,d'Editing options

[ - __ - ol n

Ea.Tree on mﬂCompany Code @Simula

13. A confirmation message will appear at the bottom of your screen.

Document 1900048060 NKO1 was parked

14. Click Tree on.

| |®2_Edit Parked Venc

gﬁ Tree on | Company Code H
V

15. Expand the Complete documents folder.
16. Select the document.
17. The details of the PVI will appear to the right.

Edit Parked Vendor Invoice 1900048060 NK01 2016

@ &,Tree off mJCompany Code @S\mulate Save as completed Post ,d'Edting options

Tree Created on Created by Transactn Invoice -

L e e e e R Basic data  Payment | Detals | Workflow | Notes

~ [ Complete documents =

g EB - 03/31/16 03/31/16 10... BAKERET [ =

- [T Parked documents Veriay (L0Z610 ¢
Invoice date 03/31/201e Reference EB - 03/31/16¢
Posting Date 03/31/2016

DocumentNo 1900048060

Amount 250.00 USD
Text presented at Symposium
Paymt terms Due immediately
Baseline Date 03/31/201e
Company Code NKO1 Northern Kentucky Univ. Highland Heights

1 Items ( Screen Variant : ZFV60_SAPLFSKB_0100 )

B St... G/L acet Short Text D/C Amount in doc.curr. Cost center R
[+ Jss000s Supples-Office Debit + 250.00 213030001 O:
1 o
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To create electronic attachments:

1. Click Services for Object drop-down button.
2. Select Create Attachment.

@ (@) Park Vendor Invoice: Ci
| CresteAtachment  [gimuia

Attachment list

Warkflow overview

Help for object sernvices "

3. Navigate to the location on the computer.
4. Select the document to attach.

5. Click Open.
[Importfile
Look in: | B Deskiop Q| B
) @ i@ QRC_BW _TransactionListby... Z‘
mhi? — | Microsoft Word 97 - 2003 D...
Recent Places — | 116 ME
1 8 QRC_FI_ CommitmentltemD...
— | Microsoft Word 97 - 2003 D...
Desktop — | 116 ME
'_— E @ QRC_FI_DisplayCommitmen...
= — | Microsoft Waord 97 - 2003 D...
Libraries — 160 MB
EA.‘!I z . QRC_FI_DisplayCommitmen..,
= Adobe Acrobat Document
Computer (==
E 541 KB
%,' : QRC_SAPGUI BudgetConsu...
Network = H BA%OES Acrobat Document
= 2 "RQRC_SAPGUI TrialBalance_F..
=3 Adobe Acrobat Document
= 340 KB -
File name: |QHC_SﬂF‘GUI_TriElIEalance_Foundaﬁon_\rZ.p: B | Open
Files of type: | Al Files (*) =] Cancel

6. A confirmation message will appear at the bottom of your screen.

| nocument created
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To display electronic attachments:

1. Click Services for Object drop-down button.
2. Select Attachment List.

Edit Parked Vendor Inv¢

Create Attachment @
—  Attachment list

Tred  Workflow overview ated on

P I Help for object senvices

SR

7. Select the document to display.
8. Click Display.

------

I = seniice: Attachment list

7~ N\
[Onew g s a] 2| @ | (RIS [ &[FIHE[CE[ w2 E]E ]z
AttachmentF orlIK0119000308982011

| Title | Creator Mame | Created On 'I
@ QRC_SAPGUI_TrialBalance_Foundati| TRAININGO1 05/25/2011
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To display Workflow overview:

1. Click Services for Object drop-down button.
2. Select Workflow overview.

@'@ Edit Parked Vendor Invoice

igi' Create Attachment imulate SE
Attachment list

Tran Workflow overview
/ Help for obiect services Workflow | Nc

Double-click the title with the status of “In Process.”
4. Click the word Information.
e You may need to use the scroll bar to see the word Information.

[E Data on Linked Workflows

w

(=Rl YUE Yk AT TR A e =) T s
Workflows for Current Context

Tithe Greaton Date Creabon STt sk
[Parked Vendor Invoices 1900048060 103/31/2016 10:43:4 @ ied Vendor Invoices

Currant data for started workflow: Parked Vandor Invoices 1300048060

Steps in this process so far
Step name Status Result Creation date/time End date/time
pet = completed 0373172016 = 10:43:4503/31/2016 -
ne Items Completed 03/31/2016 - 10:43:4603/31/2016 -
Completed 03/31/2016 10:43:4803/31/2016
Completed 0373172016 - 10:43:4703/31/2016 -
ne item NKU Completed 03/31/2016 - 10:43:4703/31/2016 -
Ready 03/31/2016 10:43:47

5. The approver’s Inbox will appear.

[ Recipients:Parked Vendor Invoice 1900048060

Release Amount Accounting

-

Kim Graboskey £
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