Quick Reference Card — PRD
ECM — Enhanced Content Management

Process: To review a PRD’s supporting documentation in SAP.

PROCEDURES

To view a PRD’s (5 Menu Edit Favortes Extras System  Help

supporting & [ zecm_fidocd - e@e CHR ohod R @@
documentation = =

directly through ECM SAP Easy Access

(Enhanced Content P B EHBY v oa

Management), type
transaction code
ZECM_FIDOCS in the
SAP Command Field.
Click the green
check button or
press enter.

NOTE: To save this

SAP transaction to SAP Easy Access

your favorites, you P > P v a
must right click on

Favorites and then ~ IE4 Favoritr

(7 10¢ Open folder |
(7 DA Delete All Favorites
I HR Insert Folder

click on Insert
Transaction. Type in
the Transaction Code

then click the green S;TDS Insert Transaction
Check. Cjpul  Add Other Objects '
(3 Research

(3 vendor Info
k11 Tuc

Transaction Code [
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On the Selection
Screen, the
Company Code,
Fiscal Year, and
Document Type
fields are
mandatory. The
Company Code is
always UKOO and the
Document Type is
always KR for a PRD.

NOTE: It is
recommended that a
date or a date range
be included in the
Entry Date field(s) to
expedite the search.

= program  Edit
& =
Selection Financial Documents
D4 ET RO

Financial

Goto lUzer settings

B8 ¢ae SEHE

User exit  System  Help

1088 BE @

Cornpany Code I_Ul-f"JD_I to |i|
Fiscal Year 2014 to | = |
Document Type KR o |?|
Fiscal Period to | & |
Document Number fo |?|
= Entry Date to |?|
Posting Date fo |?|
Ref. Doc. Number to |E|
Cost
Vendaor fo |?|
Cost Center to |?|
General Ledger to |?|
Internal Order to |?|
Grant fo |?|
Fund fo |?|
WBS to |E|

To review a specific PRD, the selection should be made by
using the Document Number field (SAP document number
from the PRD tracking tab) or the Ref. Doc. Number field
(Vendor’s Invoice number or PRD number assigned by the
department).

To review the supporting documentation for multiple PRDs
from the same search, the cost object can be entered in the
appropriate field.

Click the Execute button.
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To view the
attachments, click
on each node to
expand the

Doculink
V] " dH SO DHE Do HEE

Docul ink

information or use
the Expand All R W ER ] ) Exé’atr;d All
button to display all e utton
of the backup ) I8 o)
documents for the
selection. Financial Documents
» Company Code: UKOD
A
Individual
Node
Double click on the
PRD attachment you
wish to view.
NOTE: If the search o
parameters are set ] FdE @@ DHE Do BR @E
to search for e
multiple PRDs at BaiFoRaas
once, the ECM ;)
selection may T
contain other KR =3 Gompany code; g
document types that Y it T
are nOt PRDS and : @P;)e.‘\ﬁachmen"(PDF] [; ;‘DQ;TD?;U;‘E{;?;U:‘FIE:‘I: ?z;eC::;I'?:rzruai: Filename: C Gas 102 Conn Terr 2 24 2014.pdf
therefore S T e e e e e e
attachments may e e e e et s nru s o
not be visible for all
Document No
listings.
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Attachments in PDF,
BMP, TXT, etc will
with the Open Text
Imaging Web
Viewer. Any
Word/Excel
attachment will open
using the software
from your
workstation.

G & ikpetde : ” HIMADEY gy
2 Uneeridty of Kentuc by | Clfsce E;uF.'\A-.L.l--.-'.-:-. [PDF) - 03
Oy [ Suggested Sites v 7 IS Syvberns - myUK Ui @) Unnoersity of Kentucky O @) Central Purchating Division Bpov B - L7 v Pagew Saletye Tocks |
OPENTEXT | Imaging Web Viewer PAD Attachment (PDF) - 03/13/2... | Gomm | |
Fie Edt WView Favorites Hep
H \ s AR AR S ¢ O K
" e
P.O. Box 742523 Columbia Gas#®
Cincinnali, OH 452742523 of Kentucky
A NiSource Company

Use the Imaging Web Viewer Options to save, print, rotate
zoom, etc the attachments for optimal review.

To view the PRD’s FI
posting in SAP,
double click on the
Document No.

Click on GOTO then
Display As List to
view the full
accounting
information for the
PRD.

Financial Documents
~ =1 Company Code: UKOOD
~ 121 Fiscal Year: 2014
I' =1 Document No. 1901067639 —|P|:+5ting Date: 03/13/2014, Entry Date: 03/1,
d PRD Attachment (POF)} Description: Final bill for Columbia Gas at 213 Tr:
~ =1 Document Mo. 1901067848 - Posting Date: 03/14/2014, Entry Date: 03/1:
+ T& PRD Attachment (PDF) Description: Columbia Gas service to 102 Conn 1
* = Document Mo. 1901067851 - Posting Date: 03/14/2014, Entry Date: 03/1:
- & PRD Attachment (PDF) Description: Final bil Columbia Gas - 217 Transcr
~ =1 Document No. 1901069063 - Posting Date: 03/19/2014, Entry Date: 03/1'
« ) PRD Attachment (PDF) Description: Fees charges by FCCO Land Record

Fl Posting Overview:

= Document  Edit |@3T] Extras  Settings  Environment  System  Help
@v Document Header F5 [lﬁl] [% oOman E @
Display | | Tax Date F
o . acurring Entry Dats
‘? T gl il Mext Page Page down
Document Mumber Ztls Previous Page Page up uzali] Fiscal Year 2014
Document Date 03 ExC Locument 03/19/2014  Period 9
Reference F Previous Document
Currency if: Display as list m
Ttems in document cur Back F3
Itm PE Busk Acct no. Deacription Ix Imount in UsD
001 31 127731 Fayette County Clerk I0 86.50-
002 40 0101 535034 Misc Expenditures 10 86.50
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The complete T I
accounting MR R D M
information for the | . &=
PRD can be viewed ' u
inc|uding any sp|it s e Amount|Cost Cez|WBS clem. |Fumds Cor |fund |Texs e
accounting when St ey ey
applicable. .
To view a PRD = Display Document: Initial Screen
attachment from the -
Display Document & ~| 4 COQ CHE &DhO8
Screen, go to SAP
screen FBO3. Display Document: Initial Screen

M Document List | 14 First tem & Editing Options
Click on the
Document List
button to open | Keys for Entry View | Document display using...
additional search Document Number Reference no. FINAL

criteria.

Company Code TKO0
Fiscal Year 2014
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From the Document
List screen,
Company Code of
UKOO is required.

Search Options:

Document Number =
SAP document
number from the
PRD’s tracking tab

Reference Number =
Vendor’s invoice
number or the
department’s
assigned PRD
number.

Reference Key = The
PRD number
(BXXXXXXXXX)

0
[ program Edit  Goto

&

Document List

System

48 I¢@e@ BRE D08 HE @

(= Data Sources

Company code
Document Nurmber
Fiscal Year

General selections
Document type
Posting date
Entry date
Reference number
Reference Transaction
Reference key
Logical system

Also display noted items
Display noted tems

Search for own documents

Own documents only

Help

Must be UKOO

0370172014

3000144474

L=

to

to
to

I~ i
to 03/31/2014|
L = |

to
to
to
to

(o}

RS

NOTE: It is recommended that a date or a date range be
included in the Entry Date field(s) to expedite the search
especially when searching from the Reference Key (PRD

number).
A listing of search
results will be
displayed if more :
Document List

than 1 item matched
the search criteria.
Double click on the
document to be
reviewed from the
list.

& & T F BE AITHT Ha S

Entered at | User name parked ...~

08:36:30  SYS-SRMECC

Entered on
03/19/2014

Type Documentho Doc. Date

KR

1901069063 02/28/2014

Posting Date
03/19/2014

Reference
FIRM ACCT # 2117

Period | Year Documen

9O [

*FCCO La
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The Document
Display:Overview
will provide the basic
information about
the FI posting of the
PRD.

To review the PRD
attachment: Click on
the little arrow on
the Services for
Object Button.

Then click on the
Attachment list
option. (If
attachment list is in
light grey, no
attachment is
available for review.)

[ Document Edit Goto

& -

Extras  Seffings Environment

Display Document: Overview
% oy G & [FTaxes

EEDiEplav Currency

I ol
Document Mumber LlSEIlEIEEIDESJ Company Code TEDQ

Document Date n2/28/2014 Posting Date 03/19/2014
Reference FIEM ACCT # 2117|Cross-CC no.

Currency UsD Texts exist []

Items in docurment currency

Itm PK Bush Acct no. Deacripticn Tx
001 31 127731 Fayette County Clerk I0
002 40 0101 535034 Misc Expenditures 10

= Display Document: Overview

& A H @@ B

Display Document: Overview
2 0y G & [l Taves

t X Display Currency

[ Document Edit Goto

& -

Extras  Seffings En

dH @@ L

Display Document: Overview
Sﬁ' Create... 3
Attachment list

Dog BLisiness References

noy

npany Code

Systemn  Help

dH @@ CHE HnDan

Fiscal Yea

Period

Emount
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To review the
complete accounting
information for a
PRD, from the
Display Document:
Overview, click on
Goto and click on
Display As List.

The complete
accounting
information for the
PRD will be
displayed.

.
= Document  Edit | Goto Extras  Settings  Enwvironment  System  Help
@- Document Header F5 [Iﬁl] [% oo
Display | | Tax Data F6
o _ £ g Entry Data
w T gl & | Mext Page Page down
Docurment Number [I:LE Previous Page Page up TEO0 Fiscal Ye:
Document Date |0z ext Document 03/19/2014| Period
Reference F] +yPrevious Document
Currency i & Display as list m
Items in document cur Back F3
Itm PE Busk Acct no. Deacription Tx Amount
001 31 127731 Fayette County Clerk I0
002 40 0101 535034 Misc Expenditures Ia
I
Doc. Mumber 1901067639 Company Cote | K00 Tiscel vear 201

Doc. Date
Calculate Tax
Ref.Doc. FINAL BILL ON AC
Doc. Curremcy USD

Doc. Hdr Text *106370931830005

08/27/2013 Posting Date 03/13,

/2014 Period 08

Itm|Account|Account short text Imount |Cost Ctr |WBS elem. |Funds Ctr |Fund Text Assignment
o PEEL L peats e PR RO iy pgxrrs
2(531302 |Electricic: 15.76 (1012013920 1012013920 0011002000{Utilicy Paymencs 20140313
Ll e — S LT et
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To review the check
information for the
PRD, from the
Display Document:
Overview screen,
double click on the
Merchant Name.

The Display
Document: Line
Item 1 screen will
provide additional
information
regarding the
transaction including
a Clearing date and
document number if
a check has been
processed.

Display Document: Overview
2 oy & & [l Taxes

& ¥ Display Currency

Docurment Murmber | 1901069063 Cormpany Code TE00 Fiscal Yeal
Document Date 02/28/2014 Posting Date 03/19/2014 Period
Reference FIEM RCCT # 2117|Cross-CC no.
Currency UsD Texts exist ]
Iterns in docurnent currency
Itm PK Busk Acct no. Deacription Tx Emount i
001 31 127731 Fayette County Clerk In
002 40 0101 535034 Misc Expenditures In

I

= Document  Edit  Goto Extras  Enwvironment  System  Help

&

-

JBIC@e SHR HDOo8

7@ .| Display Document: Line Item 001

Uy 2 M B & & additional Data [ withholding Tax Data

Vendor [|12'TT31 j Fayette County Clerk GfL Acc
Company Code (TEOD 162 E Main 5t

University of Kentucky Lexington Doc. no.
Line Item 1 / Invoice / 31

Amount 86.50 UsD

Additional Data

Bus. Area

Disc. base B6.50 USD Disc. Amount [0.00 U
Payt Terms Days/percent |0 (0.000 |% (0 0.
Bline Date 03/19/2014 Fixed

Prnnt Block Invoice ref, i/ !
Prnt Method Pt meth.supl.

Clearing 03/19/72014 7 2001265880

Assignment 19010690632014

Text *FCCO Land Records account bill FEB 2014 E
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To retrieve the

= Document  Edit Goto  Extras || Enwvironment | |System  Help
actual check et
number, click on & | ypocument Changes | £9
Environment and Check Information
Check Information. Display Document: Tyment Usage
Invoice Status Ctrl+F10
gy 2 B [ & & Additional D =
Document Environment
I =t
Vendor 127731 _| Fayette C Additional Assignments Acc
Company Code |UEOO 162 E Ma Valuation
University of Kentucky Lexingtor Correspondence 0C. No.
Line Trem 1/ Invoice / 31 Ralnce Shest Adiustment l
Amount 26.50 1 & A+ - -
Reference Object F2
on the Dlsplay [ check Edit Goto Extras Environment  System  Help
Check Information i dEIC@e CHR DDO0 BRI @®E
screen, all of the Display Check Information

necessary check
information is

= Check recipient  Check issuer...

[ Accompanying docs

By payment document

provided such as Paying company code [U'KGCII Payment document no. | 2001285880
check number, _
Bank details
payment date’ CheCk House Bank APO1 Bank Key 043301627
amount’ and check Account ID VEND Bank Account 1028877802
encashment. Bank name PNC
City Jeanette
Check information
Check number 101257490 Currency usD
Payment date 03/19/2014 Amount paid 86.50
Check encashment 03/28/2014 Cash discount amount 0.00

Check recipient

MNarme Fayette County Clerk
City Lexington

Payee's country us

Regional code KY




