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FAST ENTRY

IMPORTANT NOTES:

centers or internal
account to another.

Fast Entry can be used when changing cost
orders and/or when changing from one commodity G/L

If you need to split a transaction, do not use fast entry for that transaction.
Click overview icon and make changes from “Post Parked Document:

Overview” screen.

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 icon or overview icon.
Error(s) If you receive an error message, call Shelley @ 7449.

Fast Entry — See pages 3-8 for SAP Screen Shots
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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 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.




FAST ENTRY
Making Changes Using Fast Entry

IMPORTANT NOTE: Fast Entry can be used when changing cost centers
or internal orders and/or when changing from one commaodity G/L account
to another.

At the “Post Parked Document: Overview” screen, click on Fast entry icon.

Document Edit Goto xwtras  Settings Environment Systern Help
= = | < i N e e = &
Post Parked Document: ¢ Fast entry
Display currency | | Fast enﬁ TITTT =5
Document date a1 /2672001 Type ZT Company code 1
Prns=tinn rfata a1 /292001 Parinr s Chirranny ush

Fast Entry Screen —
PK = Posting Key
40 for debits
50 for credits
Account = G/L account number
Amount = Transaction amount
Cost ctr = Cost Center (Business area 10)
Order = Internal Order (Business area 25 or 30)
BusA = Business area

Systermn Help

& Bl a0 H &E&@& ) 2 G BTmaaEn ) EE ) S EE

Fost Farked Docurnent: G/AL Account ifterns

=

P

Carmpany code 1 The University of Miss. [ calculate tax

Sl account iterms

FE Account Amount UsSDh Tx Cost ctr Order Busna
40 [epid490 22 .48 1811160320 1@
50 22197 22 .48 1@
40 56490 27 . 22 18081116030 1@
50 22197 27 .22 10
40 56490 52 .45 TEEOTTT1EO3A 10




Changing G/L Accounts —
1 - Delete default G/L account.
2 - Type new G/L account.

Documennt

Edit

Soto

dwtras Settinogs System

Help

9 H & E@& ) &2 ;| asy ) EE e
Fost FParked Doc annad = F5F

Ao nendt fosvye

e
2 Default G/L Account
Campany code 1 TrmeommreETS T O T | Calculate tax
GiL account itepas

FE BAccour Amount usoD Tx Cost ctr Order Busn
40 55490 22 .48 1004430018 10
50 22197 22 .48 10
40 55490 27 .22 10011160348 10

Documennt

Edit

Soto

Hras S gl k=] System

<l

Help

H &@a@ O H S s TaaE | FEE ) @ o
. — Delete default G/L account

Company code / TE LTI T =S Iy T T T T 1 -dICOrdae Lax

=
Fost Parked DO(7 1

Sl account itemsg?

FE RAccount Amount usoD Tx Cost ctr Order Busn
Y | 22.48 1004420018 10
50 22197 22.48 10
40 55490 27 .22 101116034 10

Document Edit

Foto Exras

Settings System  Help

9 0 @@E@ DR mTmaan  EFEE D
FPost Farked Docunent: G/ Account jtemns

L=
Pra=4

- /W@ 2 — Type new G/L account.

SiL account ilems/

FE ALccount Amount Ush Tx Cost ctr Order Busa
40 55130] 22.48 10044320018 10
50 22197 22 .48 10
An ccann AT oA

AnmAadaacnan

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




Changing Cost Center/Internal Orders —
1- Delete default Cost Center/Internal Order.
2- Type new Cost Center/Internal Order.

3- Business Area MUST match new Cost Center/Internal Order.
Remember the VISA line must also match.

Document Edit

Soto

Extras Settinos

System

Help

B A H @ea e DR amasy EE D
Post Parked Document: G/L Account ltemns

=
2 Default Cost
Campany cade 1 The University of Miss. } Center
GiL account iterms
FE S&ccount Amount Ush Tx Cost o Order Buss
40 56490 22 .48 1a011160348 18
50 221497 22 .48 18
40 56490 27 .22 1a011160348 18
50 221497 27 .22

10

Document  Edit :  Settings

Systerm

Help

@ @@ e amTmans FEE D
FPost FParked Docinnent: G/AL Account fltems

=]
P

1- Delete default
EOMEANTy cod 1 The University of Miss. ?( Cost Center

FIL account itermms

FK Sccount Amount UsD Tx Cost C:Y/ Order Eush
40 56490 2248 10
50 22197 22 .48 10
40 55490 27 .22 1011160348 10
50 22197 27 .22 10

Document Edit  SGoto Extras

= @

Settings

Systerm  Help

9 H @a@E DD Efe mTmass FEER D

FPost Parked Docurnent: G/A Account iterns -
- 2 —Type In new
"=
Coampany code 1 The University of Miss. ?(C COSt Center
GIL accaount iterms ‘
FE MAccount Smournt UshD Tx Cost ctr Order Eusn
40 56400 zz . 48 1004430018 [o) 18
5@ z2197 z2 .48 1@

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




