] Work Instruction
BUworks Online Hel D Display AP Document with Payment

Information (FB03)

Introduction

Process and Trigger
Perform this procedure when you need to research a vendor invoice document. This transaction will allow
you to display a document, check information, baseline date, clearing date and payment terms.

Prerequisites

e Department Submitter Role
e Department Approver Role

Menu Path
Use the following menu path to begin this transaction:

WebGUI = ECC Systems = User Menu =* Department Submitter or Department Approver
= FB03 - Display Document

Transaction Code
FBO3
Tips and Tricks

e The Reference no. field is defaulted not to display for transaction code FB03. To add the field as
an option for searching vendor invoice entry, click on Editing Option button and check off to select
Reference no. then click on Change User Master Record to save.

e Additional toolbar options can be accessed by clicking on the More or Menu button.

e Attimes you may need to use your scroll bar to view additional information.

Reports

e Reporting =#* Funds Management (Distributed) =* Transaction Details
e WebGUI = ECC Systems = Department Submitter = FMRP_RFFMEP1AX - All Posting Report

Related Help Resources:

e FBO3 - Display Document - QRG

e How to research and review a Fl Posting on BW report FBO3 — QRG
e Editing Options — How to add Reference no. field to FBO3 — QRG

e Vendor Payment Lookup — Demo Video
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http://www.bu.edu/tech/files/2016/01/FIN_AP_FB03_DisplayDocument.pdf
http://www.bu.edu/tech/files/2016/03/QRC_How-to-research-and-review-a-FI-Posting-on-BW-report_FB03_v2.1.pdf
http://www.bu.edu/tech/files/2016/03/QRG_Editing-Options_How-to-Reference-no.-field-to-FB03.pdf
https://mix.office.com/watch/c2a5q7og1zjk

Work Instruction
Display AP Document with Payment
Information (FB03)

BUworks Online Help

Procedure

1. Start the transaction using the above menu path or transaction code.

Display Document: Initial Screen

Display Document: Initial Screen

| 4 [Back][Exit ][ Cancel | [ System . | [ Document List | [ First ltem | [ Edifing Options

|Menua||

Keys for Entry View
Drocument Mumber

Company Code

Fiscal Year

a
-

2. Asrequired, complete/review the following fields:
Field R/OIC Description
Document Number Required A system generated unique identification value

assigned to a business event. Important: Manual
assigning of document numbers is not possible.

Example:
Enter Document Number 1900432225

Display Document: Data Entry View

Display Document: Data Entry View

[Menu 4]

K | Cancel | [ System 4 | [ Display Ancther Document | [ Select Individual Object | [ Display Document Header | [ Display Currency | [ General Ledger View

Data Entry View
Document Number

hapo432225 Company Code TREU Fiscal Year 2015
Document Date 02,727 /2015 Posting Date 03/11/201% Period a9
Reference 1505 Cross-Comp.No
Cumrency uso O Ledger Group
G | R L | (2 Bl | (Bl (34 B | [l | [
- 7 |Account Description T |E Amount | Grant B~ |Fund ‘Cost Center ™ |Order T WBS element Text
a 131 e ot Tl 3,060.00-

240 515015 CHTR SWCS- CONSULTIN 3,060.00| GRANTNR

0.00

1CRC | 1000000000

3.

Highlight and Double-click the Vendor line item.
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Display Document: Line Iltem 001

Display Document: Line Item 001
[ Menu 4 || | 4 |Back || Exit || Cancel || System 4 | | Display Ancther Document | | Call Up [
“endor i P ﬁl W T GIL Acc 210000
Company Code | TREU PO Box 444
Truztees of Boston Univ ki Doc. no. 19004327225
Line Item 1 [ Invoice / 31
Amount 3,060.00 UsD
Tax code
aﬁ.dditional Data
Bus. Area
Disc. baze 3,060.00 UsD Dizc . Amount 0.00 Ush
Payt Terms Z0ool Diays/percent o |o.000 [0 |o.000 (Yoo
Bline Date 02,/27/2015 Ficed
Pmnt Block Invoice ref. ' ' (o
Payment cur. Pmnt/c amnt 0. 00
Pmit Method Pmit meth. supl.
Payment Ref.
Clearing 03/13/2015 { |2000996185 e
Aszignment 466822
Text &, Longtexi |

4. Review the fields under the Additional data section.

@ 1. The Days/percent field contains the terms that the vendor has negotiated with
=i Sourcing and Procurement.

Bline date field or Baseline data field is the same as the Invoice date.
Clearingdate is the date the payment was issued.

Clearing document number is the SAP document number that represents the
clearing of this invoice

rpODN

a. If a check was issued, the clearing document number is not the check number.

b. If an ACH or credit card payment was issued, the clearing document number is
the number that the vendor will need to reference with their bank.

5. If the clearing field is not displayed, then the payment has not been process.
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Information (FB03)

5. Double-click the Clearing number field to the right of the /.

Display Document: Data Entry View

Display Document: Data Entry View

[ Menu ]| | 4 | Cancel | [ System 4 | [ Display Another Document | [ Select Individual Object | [ Digplay Document Header | [ Displsy Currency | [ General Ledger View
Data Entry View
Document Mumber 000996185 Company Code TREU Fiscal Year 2015
Document Date 03/12/2015 Posting Date 03/12/2015 Period 9
Reference Cross-Comp.Mo.
Cumency uso O Ledger Group

B | ] e TR L] | (] B | (i | R ] | I | N

T |Account Description i Amount| Grant B..” [Fund Cost Center ™ |Order 'WBS element Text
125 SRR - 3.060.00
250 101331 JPM AP-CLROUT CHCKS 3,060.00- GRANTNR STRS 9999999959

0.00

6. The Description column / line item 2 field “PM AP-CLROUT CHCKS  jndicates that a check has
been issued to the vendor.

Display Document: Data Entry View

[ Menu 4| | | 4 [Back || Exit || Cancel || System . || Display Ancther Document | | Select Individ
Docurment L4
Edit ]
Gato N ELE:H Company Code TREU Fiscal Year 2015
Exiraz | /2015 Posting Date 03,13 /2015 Period g
Setfings 3 Cross-Comp.No.
Environment F | Document Changes i Ledger Group
System 3
Help 4 Eﬁk Informaticn
o] I
Payment Usage ﬁ' | | ri—l
Print Window Content Amount| Grant B..” |Fund Cost Center |

Document Environment k 3.060.00
About SAP GUI for HTML Additional Assignments [ 3,06D0.00- GRANTMR STRES 9000999950
“Waluation 3 0.00

Comespondence
Balance Sheet Adjustment

7.  Click the Menu button select Environment and from the Drop-down list select Check Information
Check Informaticn

[
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Display Check Information

Display Check Information

|r-.-'Ienu1||

| 4 [Back || Exit || Cancel || System a || Check recipient | | Check issuer

.. | [ Accompa

Paying company code

Bank details
House Bank

Account 1D
Bank name

City

Check information
Check number

Payment date

Check encashment

Check recipient
Mame

City
Payee's country

Regional code

TREU Payment document no.
JPMNZ Bank Key
JFDIS Bank Account

JPMORGAM CHASE BAMK, MA
TAMPA 33610-0000

32208398 Curmrency

03/13 /2015 Amount paid
03,/23,/2015 Cash discount amount
S0 el = il

us

2000996185

044115443
600710227

usD
3,060, 00
0.00

8. Review the displayed information.

F

@ Review the fields under the Check Information section on screen below.

1. Check Number field check number is used to identify the check.

2. Payment date field date payment is processed.

3. Check encashment field represents the date the check was cashed.

a. If the check encashment field is blank, then the check has not been cashed by
the vendor.

9.  Click the Check recipient button to display where the check was mailed.
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Check Recipient

Check Recipient

“endor poo18041

Address

Title

Payee name =T

Street PO Box 444 PO Box

City bt Post.code fosrbe w

PO box city PO box post cde

Country us Regional code MA

]
10. This screen displays the Payee name and address that the check was mailed to.
Click the Continue button to close window.

11. The transaction is complete.
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Results and Next Steps

You have successfully displayed a document and any associated information related to the document
entry.
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