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R/3 Path

> Accounting > Financial Accounting > General Ledger >
Document > Parked document > Post/delete [double-click]

Transaction

FBVO

Code
NOTE: PK (Posting Keys) — 40 for debits
50 for credits
NOTE: Do not save/post the document until ALL changes have been
made.
NOTE: The posting date must be changed to the actual date that the
document is being posted.
Open Document
Company Code 1
Document Number | Provided in the E-mail
Fiscal year Enter current Fiscal year
Enter Left click on Enter Icon or press enter on the keyboard.
NOTE: If you don’t know the document number, see Overview handout.

Change Posting Date

Change Posting Date

The posting date must be changed to the actual date that the
document is being posted (follow steps A - C).

A — Document

Left click on Document header Icon (Hat).

header Icon

B — Posting date Change posting date, but ONLY the posting date.

C - Return Return to previous page, use back arrow or overview icon.
Error(s) If you receive an error message call Shelley @ 7449.

By using the back arrow or overview icon- this should take you to the “Post Parked
Document: Overview” screen.

Transaction

Double click on the transaction to be changed.

This will take you to the “Post Parked Document: Change G/L Account Item

“More” box Left click on the “More” box in the main body of the screen.
“Coding Block” Delete all fields
Screen

Business Area

Enter the new Business Area

Cost Center/Internal
Order

Enter the new Cost Center/Internal Order

NOTE:

Order = Internal Order in the “Coding Block”

1




Enter

Left click on Green Check (bottom of box) or press enter on
keyboard.

NOTE:

You will notice the new cost center in the Cost Center field or the
new internal order in the Fund field, depending on the change.
The original cost center/internal order will remain in the
Allocation field. DO NOT CHANGE!!!

Back arrow

Click on the back icon (green back arrow) on the toolbar until you
reach the “overview screen.”

Verify Balance

Verify that the document is still in balance.

NOTE:

Do not save/post the document until ALL changes have been
made.

NOTE:

If you change the cost center/internal order on a transaction and
this changes the business area, you must change the business area
of the corresponding “22197” VISA transaction.

Changing the Business Area

VISA Transaction

Double click on the appropriate VISA line transaction.

Business Area

Click on the “More” button.
Place your cursor in the “Business area” box and type in the new
business area. DO NOT change any other fields on this page.

Back arrow

Click on the green check.
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R/3 Path: Accounting > Financial Accounting > General Ledger >
Document > Parked documents > Post/delete
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Open Document

Company code — 1
Document number — Provided in e-mail.
Fiscal year — Enter current fiscal year.

Enter — Left click on Enter Icon or press enter on the keyboard.

& Enter 4 A @ D0 2 A | E

Fost Farked Docinmnent: Initial Screen

List

Company code | K

Document number \ Pr0V|ded |n e'mall 2

Fiscal yvear

Fiscal year 3

Company Code is always “1” 1

NOTE: If you don’t know the document number, see Overview handout.




Change Posting Date

Change Posting Date — The posting date must be changed to the actual
date that the document is being posted (follow steps A - C).

A - Header Icon — Left click on Document Header icon (Hat).

Document Header

(=4
| Document  Edit Goto  Extras  Settings  Ernwironment  System _Aelp

|& D IHIe@e | S D000 HE @®
Post Parked Document: Ovep#éw

|EE Currency”ﬂ' Fast Data Entry || Tax||<{3 Docurnent Header Hu"l': Check|

Docurnent Date B2{03/2006 Type 2T Company Code 1

Posting Date B2/ 062006 Period g Currency usD
Document Mumber | 86006118 FiscalYear |2006| Translatn Date 02/06/2086
Reference 4715759800445743 Trading part.BA

Doc.Header Text  |4715759990012030 Teuts exist ket entry

B - Posting date — Change posting date, but ONLY the posting date.

||:D'

Document  Edit Goto  Systern Help POSUng Date
| & 1 0H Q@@ SHE Dn00 HR

Post Parked Document: Change Documeng:leﬁﬂr

General Data

Document Mumber | 860E6118 Type T Company Caode 1

Document Date [2/03/2006 Currency/Rate usD

Posting Date A2 06/ 2006 Translatn Date A2/06/2006
Reference 4716759800445 743 Period 8

Doc. Header Text 471575859001 2030 Fizcal Year 2006
Trading part BA Lot Ma.

Entry data Wiarkdl owe Control

Trangaction Code  |FBY1 Release nec. Approval path

C - Return to previous page, use back arrow icon or overview icon.




At the “Post Parked Document:
transaction to be changed.

Overview” screen, double click on the

Double click on transaction to be changed.

=g
Document  Edit  Goto

| &

)

Extras Seftings Environment System  Help

IHeEae CHE Dhon BE @

Post Parked Document: Overview

|EE Currency”-:@ Fast Data Entry” Tax ||@ DDcumentHeaderHE?:

Check |

Document Date B2/03/2006 Type ZT Company Code 1

Posting Date 04/03/2006 Feriod 10 Currency usD

Document Mumber |B606118 Fizcal Year 20086|  Translatn Date 02/ 06/ 2006

Reference 4715759800445743 Trading part.BA

Doc.Header Text  |4715759990012030 Texts exist et entry

Line items

Itm PE  Bush Acct no. Description Tx Amount

ool 40 25 56490 Oth Supplies!Mater 5.47

002 50 25 22197 RiP - VISA - (Clear) 5.47- Doub|e CIiCk on
oo3 40 25 56440 Oth Supplies/Mater 185.00 .

004 50 25 22147 AF - VISA - (Clear) 185 .00~ transaction to be Changed.
[ 190.47 C 19047 Itn 4 o.oo

Other line items

Pty Account SGL Ind TType MNew co.code

At the “Post Parked Document:

Change G/L Account Item” screen, left

click in the “More” box in the main body of the screen.

|I:U

Document

| &

Edit Goto  Extras

[ed

Settings

1 H &&Ee

Enyironment

Systerm  Help

(e 5 s

=

Post Parked Document: Change G/L Account Item

“More” box

|.2|[E|[B] 5= FastData Entry ||l Tax|[ 8 Additional Data |83 check |

GIL Account 56490

Company Code 1 The University of Miss.

Other Supplies and Materials

lterm 1 f Dehit entry /40

Amaunt E.47 UsD
Tax Code

Cost Center

Fund 2501110334

Funds Center F5Y

Earmarked Funds [1Dane

Purchasing Doc.
Assignment
Text

2501110334

[ Calculate tax

Commitment lterm

Quantity

Ole Miss Bookstore, , UNIVERSITY , MS

COMMODITY

&, Long Tests




At the “Coding Block” screen, wipe out the data in all of the fields.

Enter the new Business area and Cost center/Internal order.

NOTE: Order = Internal Order in the “Coding Block”.

Enter — Left click on Green Check (bottom of box) or press enter on

keyboard.

Order = Internal Order
Number

|II7

Document  Edit Goty Estras  Seftings  Ernwironment  Systerm Help
|&
Post Pa/kecl Document: Change G/L Account(

2 a0 o@D oo Deleteall fields 1

7/

FIEIEE Fobt Data Enty | [ Tax|[® Asoitonal Data || 8 efeckl’

GiL Account BE490
Company Code 1

Other Supplies and Material
The University of Miss.

Itern 17 Debit eﬁwr 40
Armount h.47

[ Coding B ck
Business #rea 25 .

Cost Cenjer

Order 25011103348

Fund 2501110334

Funds Center Comrmitrment ltern |COMMODITY

Earmartked Funds [ Dane

Waterial Plant

MNext Line Iterm

FPostkey Account SGL Ind TType Mew Co.Code




=
| Document Edit Goto  Extras  Settings  Ernwironment  Systern Help

| @ 2)dH I CEQ I SHE D000 HE @B

Post Parked Document: Change G/L Account ltem Enter new Business

| 2] || [B)[5Z FastData Ertry | [l Tax|[ & Additional Data |[g3 Check | Area and Cost Center/
GIL Account 56490 Other Supplies and Materials Internal Order

Cormparny Code 1 The University of Miss.

Item 1 7 Dehit entry 1 40

Armaunt 5.47 Luso

[E Coding Block

Business Area o

Cost Center 1OB5340018

Order

Fund 1006300004 Enter
Funds Center DP Cammitrnent [tern |COMMODTITY — |

Earmatked Funds oane

Material

Mext Line ltem
Postkey Account SGL Ind TType Mew Co.Code

NOTE: You will notice the new cost center in the Cost Center field or the
new internal order in the Fund field, depending on the change. The original
cost center/internal order will remain in the Allocation field. Do not
change!!

Back arrow - Click on the back icon (green back arrow) on the toolbar until
you reach the overview screen. Verify that the document is still in balance.

NOTE: Do not save/post the document until all changes have been
made!!

NOTE: If you change the cost center/internal order on a transaction and this
changes the business area, you must change the business area of the
corresponding “22197” VISA transaction.

If you split a line item between two different business areas, you must also
split the VISA line. This entails creating a second VISA line. When
creating a VISA line, you must always copy the reference key 3 — contact
Shelley @ 7449 for additional information, or the first time you try this.




Changing the Business Arca

VISA Transaction — Double click on the appropriate VISA line transaction.

Cocument Edit Goto

Fost Farked Dociwrrnrent.; Overview

Display currency | Fastentry | Tsx amounts | L5

os/ o4/ 2000
gsd11 /2000

Document date Twpe ZT

Posting date Period 2

Company code 1

CZUFFERnCY usD

Document number 86000134 Fiscal wvear 2oa1 Translation die ogs11 /2000
Reference AF715759300282013 Trading part.BaA

Doc. header text 471575999001 20320 Texts exist

Line iterms

Itm FKE Busf Acct no. Description 5 Amount
geE1 4@ 1@ 55490 Oth Suppldies/Mater DOUble Clle 01 the 2 8@
agz 50 10 22197 L/P - WISA - (Clear) . 2 .80-
a03 48 10 Se4an oth suppiies/mater | dppropriate VISA 4. a6
ag4 50 1@ 22197 AP - WISA - (Clear) line transaction 4. 46 -
a5 40 1@ 55400 Oth Supplies/Mater 1 25 .60
ageE 50 1@ 22197 S8/P - WISS - [(Clear) 25 .60
BE7 48 10 56490 Oth Supplies/Mater e L)
aoE 50 1@ 22197 AP - MISA - (Clear) 27 . 12-
ao9 40 10 55490 Oth Supplies/!Mater 2r7r .20

Business Area — Place your cursor in the “Business area” box and type in
the new business area. DO NOT change any other fields on this page.

Docurment

Edit

Soto

Post Parked Dociuwrnent: Change G/ Account ftern

2 & B | Fastentry | Tax amounls | weS

22197
Company code 1

L account
The Unive-sity of Miss.

Aczounts Payable - YISA- (Clearing)

Itz2m no. 2§ Credit entrys 50
2.80

Armount =D

Businecss area

Furchacing doc.
walue date
Assignment 471575999001 2030

Text

Ve T

Mext line iterm
P stk

Account Sp.GIrL

Place your cursor in the
“Business area” box and type
in the new business area.

Do not change any other
fields on this page.

Back arrow — Click on the back icon (green back arrow) or the overview

icon.




