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Changing the G/L Account Only

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 @ 7448.

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 ltem

Press “Ctrl-Y” Place the cross-cursor in the top left hand corner of the amount
field.

Highlight Drag the cross-cursor with your mouse to select the entire section
of data.

Press “Ctrl-C” Press the “Ctrl-C” on the keyboard to copy the data.

“Next line item” Under the “Next line item” section, re-post the transaction by
entering in the same posting key (either “40” or “50” and entering
the new G/L account number.
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Enter

| Left click on the Enter icon or press the Enter on your keyboard.

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

Press “Ctrl-V”

Place your cursor at the very beginning of the amount field. Press
“Ctrl-V”” on your keyboard to paste the data you copied earlier.

Verify

Verify everything posted correctly.

NOTE:

When changing the G/L of a transaction that is being charged to
an internal order (business area 25 or 30), you are likely to get an
error message unless you do the following. When you paste the
data to the new G/L, click in the “More” box. Copy what is in the
fund field and paste it to the internal order field. Press enter.

Back Arrow

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

Out of balance

You will notice that the document is now out of balance.

Transaction

Click ONCE on the original transaction.

Edit From the menu bar, select “Edit”.

Delete Item Left click on “Delete item”.

Balance You will notice a dollar amount of zero for the transaction and the
document will now be back in balance.

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

Error When you save, you may receive an error message - Account

5XXXX requires an assignment to a CO object. At the
overview screen, double-click on any line item that is missing the
business area. At the detail screen, click on the More button
(located beneath the Fund field and to the right). At the coding
block, copy the internal order in the Fund field and paste it in the
Order field. Enter. Return to the overview screen.
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Changing the G/L Account Only

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 Edit Goto  Extras  Settings  Enwironment  Swysterm Help

& af< caa
Post Parked Document: Overview

Document Header =

Display currency | Fastentry || Tax amounts

Docurmentdate  02/09/2081  Type Document header Shifi+F7 Sy

Posting date 2642001 Feriod g Currency ush
Document number S6005444 Fiscal year 26081 Translation die AzM6 2001
Reference Br167592002041 30 Trading part.BA

Doc.header text 471575999001 2030 Texts exist

P imn itmimne I

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

Document  Edit Goto Systern Help
& B0 H @& O FHE S maa | EE &by
Post FParked Docinnent: Change Document Header
e}
L2,
Cocument date p2/o9s2001 Type ZT Company code 1
Fosting date D2.f15.-'2881 7| Period =] Currencyfrate uso
Document number SE005444 . G200
Reference 4715759800304130 POStlng date
Doc.header text 471575999001 2030

Trading part.BA

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




At the “Post Parked Document: Overview” screen, double click on the
transaction to be changed.

Document Edit Goto wtras
& B0 H I &&E & 0 ET s EE &
FPost Parked Document: Overview

Enwironment System  Help

Display currency || Fast entry | | Tax amounts | |43

Document date os/04 /2000 Type T Company code 1

Fosting date gas11/f2o08 Feriod 2 currency uso

Document humber S6000194 Fiscal vear 2061 Translation dte 0Es11 2000
Reference MTF1575930025201 3 Trading part.BA

Doc.header text 471575999001 2030 Texts exist

Line items

Itm FE Bush fcct no. Description Smount
OE1 48 1@ 56490 Oth Supplies/Mater Double click on the 280
gEz 58 1@ 2214av LiP - WISA - (Clear H Z.808-
ga3 48 1@ 564490 Oth Supph'es.-'hliater* :l transacnon to be 4. 46
o4 50 1@ 221497 L{P - WISA - (Clear) Ch&ﬂg@d. 4 46-
gas 4@ 1@ 564490 Oth Supplies/Mater 25 .60
gEs 58 1@ 2214av LAP - WISH - [(Clear) 25 60-
gay 4@ 1@ 564490 Oth Supplies/Mater 27 .12
oEg 52 10 22197 L/P - WISH - (Clear) 27 .12-
(o] e Y R 56490 Oth Supplies/Mater 277 .20
O 71216 = F12.16 Itm 12 o.an
Other line items

P sthdy Account Sp.GiL Trans. type Mew co.code




At the “Post Parked Document: Change G/L Account Item” screen, press
“Ctrl-Y” on the keyboard. Place the cross-cursor in the top left hand corner
of the amount field. Drag the cross-cursor with your mouse to select the

entire section of data. Then press the “Ctrl-C” on the keyboard to copy the
data.

Document  Edit Gota  Extras  Seftinas Sys Help

& ala B e@eQ CHE S Tos AR em

Post Parked Document: Change G/LA Place cross-cursor in the top left hand

2| E]| ]| Fastenty || Tax amounts | it corner of the amount field. 1

GiL account 56490 Othar Supplies and hiat]
Company code 1 The ersity of Miss.

Itern no. 1 f Dehit entry Af0

Armount 2.80 UsD Drag the Cross-
Tax code ] Calculate tax .

Funds center IT Earmarked funds ] Done cursor Wlth yOUl'
Commitment itern COMMODITY Fund 10044300045 mouse to Select
Costcenter 1084430818 A

Purchasing doc. Cuantity the entlre
Assignment 1004430014 section of data.
Text COLE MISS BOOKSTORE U, URMINMERSITY , WS <I_ | 2
MHext line iterm

Pstiay Account Sp.GIL Trans.type Mew co.code

Document Edit Soto Hiras Setftings Svy=tem Help

& = <] &G & L (e
=| Post Parked Document: Change G/L Accou| |NIS IS the area that should
== B Fast entry || Tax amounts || &= be high“ghtﬁ‘d 2
Il account 565490 Other Supplies and Materials -
Company code 1 The University of Miss.

Iterm no. 1 F Debit entry 7 40

Armount

Tax code

Funds center = [ Done
Commitment iterm co 1 1004400000

Furchasing doc.
Assignment
Text

=, Long text

Flext line iterm

P =tk Account Sp.SrL Trans.type Few co.code

“Ctrl-C” to copy data 3




Under the “Next line item” section, re-post the transaction by entering in the

same posting key (either “40” or “50”) and entering the new G/L account
number.

Document  Edit Goto  Exiras Settings  Systern Help

& B HICa @ D EE 2T Ay FEE ) E D

FPost Parked Document: Change G/L Account ftemmn

A2 & B Fastentry | Taxamounts | e

Gl account 56490 Other Supplies and Materials
Company code 1 The University of Miss.

Item no. 1 7 Debit entry £ 40

Amount 2. 80 LISD

Tax code [ Calculate tax

Funds center IT Earrnarked funds [] Dane
Commitment itern COMMODITY Fund 1a0440E00080

Cost center 1004430814
FPurchasing doc. Qg antity

Assignment 1004430014

Text OLE MISS BOOKSTORE U, LUNMERSITY , MS

Mext line iterm

P sthdy 40 Account 56140] @.GIL Trans type Mew co.code

Enter — Left click on the Enter icon or press the Enter on your keyboard.

Docurment Edit Soto wtras Settings=s System Help
& = oA H & & 2 G GS ) S8 E An | EE] ) G EE
Post Parked Docinnent: Enter GfL Account itern

L2 B B Fastentry | | Tax amounts | me=s

Sl account 56140 Furchased Instructional Materials
Company code 1 The University of Miss.

Iterm no. 13 5 Dehit entry £ 40

Armount L= ]

Tax code

Funds center Earmarked funds [ Done
Comimitment iterm COMMODITY Fund

Zost center
Purchasing doc. Cruantity

Assignment
Text

Fext line item

F =tk Account Sp.GEil Trans.tvpe Few co.code

At the “Post Parked Document: Enter G/L Account Item” screen, place your
cursor at the very beginning of the amount field. Press “Ctrl-V” on your




keyboard to paste the data you copied earlier. Verify everything posted
correctly.

Docurment Edit GSoto Htras Settings System |={=1]x]

= Bl A H && & 5 66 AE | EE & D

FPost Parked Docirnent: Enter GfL Account ftern

2 & B Fastentry | Tax amounts | e

Sl account 56140 FPurchased Instructional Materials
Company code 1 The University of Miss.

Iterm no. 132§ Debit entry £ 40

Armount E. =0 USD

Tax code

Funds center IT Earmarked funds [ ] Done
Commitment itern . COMMODITY Fund 104408068

Cost center 1004420018
Furchasing doc Cruantity

Assignment 10044320012

Text OLE MISS BOORKSTORE U, LUMNIWERSITY , M5

Mext lineg item

F sty Account Sp. Gl Trans.type Mew co.code

NOTE: When changing the G/L of a transaction that is being charged to an
internal order (business area 25 or 30), you are likely to get an error message
unless you do the following. When you paste the data to the new G/L, click
in the “More” box. Copy what is in the fund field and paste it to the internal
order field. Press enter.

Click on the back icon (green back arrow) on the toolbar until you reach the
overview screen. You will notice that the document is now out of balance.

Document  Edit SGoto wtras Settings Enviranment Systerm Help
& 2 A I &@E€& ) 20 GE T, A EE GO
. Back F23

Post Parked Docirnent: Overvicee

Display currency | Fastentry | Tax amounts | 432

Docurment date os/04 2000 Type ZT Cormpany code 1
FPosting date g2d11 2000 Period 2 CUFrency uso
Document number BEOOETS4 Fiscal vear 26001 Translation dte ass11 2000
Reference Bri15r59800282013 Trading part. BA
Doc. header text AF1 5759930012030 Texts exist

Line iterms OUt Of
Itm FE Busd OLcct no. Description Tx Amount Balance
ool 40 10 56490 Oth SuppliesfMater 2.80

opz 50 10 22197 L/F - WISHA - (Clear) 2.80-

ooz 40 10 56490 Oth SuppliesfMater 4 .45

ood4 50 18 22197 L/F - WISH - (Clear) 4. 45-

oos 40 18 565490 Ooth SuppliessMater 25 .60

oos 50 18 22197 S84 - WISS - (Clear) 25 . 60-

ooy 40 10 56490 Oth SuppliessMater 27 .12

oogs 50 10 22197 AMP - WISHE - (Clear) 27 . 12-

oa9 ad 10 565490 Oth Supplies/Mater 277 20

O 714 96 i F12 16 Itm 13 2,88‘

Other line iterm=s

F stk Account Sp.GIL Trans.tvpe Mew co.code




1) Click once on the original transaction. 2) Edit — Select “Edit” on the
menu bar. 3) Delete - “Delete item”.

Document Edit S

Delete item Shift+F
Zancel F12

Left click on “Edit” 2

FPost Park

Display currency | | Fast entry | Tax amounts | 43

Left click on Delete item. 3

Document date osse4 /2000 Type T

Fosting date as#s11szoan Feriod 2 TIITTETICY IS

Document number 85000194 Fiscal vear 2081 Translation die ogs11 2000

Reference AF15759200282012 Trading part.BA

Doc.header text AT1575999001 2030 Texts exist

Line iterms

Itm PKE Eusf Acct no. Description CI- k Smount
oot 40 10 55490 Oth Sufaplies/Mater IC Once On 2.80
oE2 50 10 22197 LiP - WISH - (Clear) H 2.80-
oEz 40 10 56490 oth SuppliesiMater TransaCtlon l 4 45
oE4 50 10 22197 LAP - WISA - [Clear) 4 46 -
oos 40 10 565490 Oth Supplies/Hater 25 .60
nos FEm 1 m brle ks Nubrd nso WMTONn FrTl sy R En

You will notice a dollar amount of zero for the transaction and the document
will now be back in balance.

Document Edit Goto xtras Settings Environment Svystem | =[=11x]

& ma HI &&Ee& | 2 E G T A EE ) GO

Fost Parked Docinrnent: Overview

Clisplay currency | Fastentry | Tax amounts | | &

Document date os/04/2000 Tvpe ZT Company code 1
Fosting date ags11 /2000 Feriod 2 Currency uso
Cocurment number 26000194 Fiscal year 2oE1 Translation die ass11 2000
Reference 4715759230022 2013 Trading part.BA
Doc.header text 471575999001 20320 Texts exist
Line iterms I
Itm FE Busas Acct no. Description Tx Amourt In Ba ance
ool 40 1@ 55490 Oth Supplies/Mater o.an
ooz 50 1@ 22197 &AF - WISHE - [(Clear) 2.80-
Qo3 40 1@ 55490 Oth Suppliesd/Mater 4 .45
oo4 50 18 22197 8PP - WISHE - [(Clear) 4 .46 -
ans 40 10 56490 Oth SuppliesfMater 25 6O
OopE 50 10 22197 AAP - WISHE - [(Clear) 25 _6B0O-
aar 40 18 55490 Oth Supplies/Mater 27 .12
Q@s 50 1@ 22197 AP - WISH - (Clear) 27 . 12-
Q@9 40 1@ 55490 Oth Supplies/Mater 2??.2?
O 712 .16 - F1z2 .16 Itm 12 oo
Other line items
P stk Account Sp.GiL Trans.tvpe MNew co.code

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

When you save, you may receive an error message - Account 5XXXX
requires an assignment to a CO object. At the overview screen, double-
click on any line item that is missing the business area. At the detail screen,
click on the More button (located beneath the Fund field and to the right).
At the coding block, copy the internal order in the Fund field and paste it in
the Order field. Enter. Return to the overview screen.
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