Quick Reference Card — Subaward Online Invoice Process

Supplemental Invoice Documentation Process

Process: To upload supplemental invoice documentation obtained
through the hold process to SAP and attach to the FlI accounting
document for audit purposes.

PROCEDURES

Option one - copy FI
document number
from the task as

Review Subaward Invoice INV 40101 2017 with Value 100.91

| %Apprwe“l G{}Huh:ll|| KEXIT|

Shown in the Invoice Information
review/approver Grant: |3200000492 HIGH Y IELD, ECONOMICAL, AND ENVIRONMENTALLY SAFE FRO
screen. Project: |5C-1910-02

Spongor: | 1000301022 Physical Sciences Inc

Invoice Mumber: | INW 40101 2017

Note: Process picks up Receive Date: |04/01/2017
within the approval Invoice Date: |04/01/2017
steps. See SIR/PI Fosting Date: | D4/04/2017
Approval QRC for further \endor: |310163 US Geological Survey

instructions. Purchase Order: | 7300003450

Fl Document: |5100974488 %

Amount: 100.91

Attachments

Go to SA_\P to [= Document  Edit Goto Wiew  Systermn Help
transaction code

FBO3 and paste the @ *| « Q@
information in the

document number Display Document: Initial Screen

field and hit enter or
execute using the

green check mark.
Skip to box two on Keys for Entry View /

Document List |4 First Item ,d Editing Options

Document displa

page 4 of these = _
instructions EO A g TR 31 Reference ro.
| Company Code UKD0
Fiscal Year
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Option two - drill
down in the
purchase order to
find the FI
accounting
document number.

Open the purchase
order using
transaction code
ME23N, then select
icon shown to enter
your number.

= Standard PO SRM 7500081336 Created by Naomi I Emmons
/] ] « Qe =M

Standard PO SRM 7500091336 Created by Naomi I Emmons
Document Cvervisw On D "f} ﬁ @Pr\mt Preview  Messages E ﬁpersoma\ Setting
[(r]nepo Standard PO SRM = 0091336 Vendor 345364 National Assn Social Workers Fo_ | Doc. date 10/26/20]
‘?_‘l | Header
‘ﬁ g s, Itm A1 Material Short Text PO Quantity Cln C Deliv, Date Net Price a8
[ 2 e Constitant 1EA D 10/25/2016 750. 0004
L
@ BEE @lals CE EEFE @ Add Planring
‘Ehtem 1[ 1] Consultant - EE
Material Data | Quanties/\Weights Déllvery Schedue | Dell.very Trvoice | Conditiors | Accourtt Assignment : Purchase Crder Histo

8 0w

(&) EFIRIEFL (E6 )& ) W) 6 = )2
Sh....

Material Docu... | Item Posting Date Entry Date Sz Armount in LC =

GR 5501266792 1 10/27/2016 102772016 750.00
GR 5501281780 1 11/28/2016 11/28/2016 750.00-
GR 5501311168 1 01/25/2017 01/25/2017 750.00
Tr./Ev. Goods receipt 750.00 =
IRL 5107046680 1 11/15/2016 11/15/2016 750.00
Tr./Ev. Invoice receipt 750.00 =

Armount Reference

750.00

750.00-

750,00 CORRECTED GOODS
750.00

750,00 INV-00004
750.00

Type in the purchase
order number, and
then click the Other
Document button.

IoCment

T Sir=
Pur, Qrder L?EEDDDDBEEEEJQ

{(e)Pur. Order
(IPurch. Requisition
(ISRM Contract

Other Document HE|
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Se I ect th e P u rC h ase =4 Purchass Crder  Edt  Goto  Enwronment  System Help
Order History tab, @ <Hece Sh Hae=
and then click on the " . Subawards FO SRM 7800003282 Created by Sara C Polf

i nvo | ce num be r fo r Document Overview On [ %% I @Print Preview  Messages [i] &7Personal Setting
WhICh yOU need tO @zopo Subawards FO SRM 7800003262 Vendor 138211 Virgiria Tech Dioc, date 08/05/2016
‘ jia| | Header
attaC h ‘ﬁ B 5. Itm A |1 Material Short Text PO Quantity QUn |C Deliv. Date MNet Price Curr... [P
d - \:ll F B 3048110944- 16-247 1AU D O7/01/2016 25,000.00USD 1
Ocumentatlon' \:IZ P B 3045110944-16-247 1AU D 07/01/2016 22, 646.00U08D 1
U
1k
@ ®E EFFE &
[15]em [T 173048110044 16-247 -] [a]~]

Material Data Quanttes/\Weights | Delivery Schedule | Delivery Invoice | Conditions | Account Assignment Purchase Crder History L

BV

Sh.... Material Docu... Item Posting Date  Entry Date Arnount in LC Arnount Reference
IRL 5107045720 1 11/14/2016 11/14/2016 493.67 49367 1

IRL 3107045721 1 11/14/2016 11/14/2016 987.34 93734 2

IRL 5107057682 1 12/05/2016 12/05/2016 987.34 987.34 3

IR - - 1 01/13/2017 01/13/2017 987.34 987.34 417921 #4
IR 1 02/14/2017 02/14/2017 7,134.20 7,134.20 417921 #5
Tr PErTETCETECtipt . 10,589.89 - 10,589.89

Click the Follow-On
Documents button. © «H eae® nnan SR ew

i . Display Invoice Document 5107106870 2017

Show PO structure Follow-On Docurments ...

Transaction - 5107106870 (2017
k=]
Basic Dtz ' Payment | Detals § Tax | Withholding tax | Contacts | Mote Wendor 0000135211
Virgnia Tech
Invoice date 01/31/2017 Reference 417921 #5 s Office of Sponsored Progral
Posting Date 02/14/2017 Period 8 2 460 Turner St Ste 306
Amount 7.134.20 usD Calculate ta Blacksburg WA 24060
Tax Amount 0.00 10 10 (AP sales tax, 0%) ¥ 540-231-6042
Text =)
Paymt terms Due immediately
Baseline Date 01/31/2017 =
Cormpany Code KOO University of Kentucky Lexington =
e 2 PO i?:e?eremce |
Layout
Item Amount Cuantity (Sl T}' Purchase Or... Item PO Text
i 7,134.20 7H00003262 1 2048110944-16-247
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Select the 7 .| Display Invoice Document 5107106870 2017
Accounting E—
Document and click Show PO sfructure Follow-0n Documents ...
the Display
Document icon. [=rList of Docurments in Accounting 5107104
Documents in Accounting tacts | Note
Document  |Dhject bype text L
5100995025 :Accounu'ng daocument P __17 921 #5
1026274171 Spec, purpose ledger i
2022786009 Controling Document NCaloLlate tax
5021985099 Funds Management doc :ax 0%) -
5107106870 Grants Mgm. Doc. =
|@ Separate ” Criginal document ”EH?|
Click on the Services ument Overview - Display
for Object drop down ot | Crente Buciecs Ref
box, select Create, @ Create. Create Business Reference f
and then Create L Attachrment | Create Document in SAP DB
Attachment in Open [ ] Business References Creats note ]
D
Text. o, Private note Create external docum FLY
D¢ Send 3 Create Attachment in OpenText
4
pi  Relationships Enter Bar Code
D¢ Workflow b
My Obijects 3
1 Help for object services
I L text Amount
| CpenText Document Access
1(138211 WVirginia Tech 7.134.20-
2| 530200 Bub-Contract Exp<Z5E 7,134, 20
| |
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Scroll to the bottom e from Frontend
of the screen to
select Vendor

Invoice (PDF) as the | . e

document type. - [ Travel Docurnent (MSG) -
5 -’:_‘l Travel Document (PDF) x
- [B] Travel Docurnent (TIF)

. F|j Travel Document (TxT)

. % Travel Document (XLS)

5 @ Trawvel Document (XLSx)

7 @’ Travel Receipt (BMP)

. Ej Travel Receipt (DOCK)

. @’ Travel Receipt (GIF)

5 (ﬁ Trawvel Receipt (HTM)

- [ Travel Receipt (MS5)

. "::_‘I Travel Receipt (POF)

- [B] Travel Receipt (TIF)

5 LF|'] Travel Receipt (TxT)

7 3‘3 Travel Receipt (XLS)

. 533 Travel Receipt (XLSx) -
. .-E_‘li\.fendor Irvoice (PDF)| -

Scenario; Assign then Store Crag & Drop; Drag your
& files into the empty field

Either double CliCk Storing Files in Documents
i a —
on Vendor I_nvmce Lol - OEPEY
(PDF) to bring up the
screen shown to o= Date mad
search for the s Mo items match your searc
document(s) to Recent Flaces
attach, or drag and !
drop documents
directly into the box Dlzsliafg
on the right side of -3
the screen. b
Libraries
Computer
‘-m
Metwork il
File name: * poif -
Files of type: All Files (%) hd
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If searching for the ‘
document, once
|Ocated, click on it Lookin: | | Subaward Invoice Process - @
then select Open.

i o L

= Name Date modified
= ?i'z,'LInvoice example pdf 1171542016 6:34 PM
Recent Places X Issue when click on tab&gather than process invoice butto.,  1/6/2017 6:06 PM

Deskiop

i
Libraries

A

Computer
«w
Metwark il S
File narme; Irvoice example. pof - | Cpen
Files of type: AllFiles **) jof Cancel

Add a description for
the document and

CliCk the green Check Description Invoice XX Supplernental Information ]
mark to add the file
to the window.

—>
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Follow the previous
steps until all
documents have
been added to the
window.

Select the green
check mark to save
the documents.

NOTE: If you make a
mistake, select the undo
button in between the
green check mark and
red X to remove the
document; otherwise,
select the green check
mark to finalize saving
the document.

Orag & Drop: Drag your
& files into the empty field +

File Ztorage System:

I:%DATA) Bubrecipient Monitoring' Subawarc
example. pdf

MNumber of

[~]=]x]

To review the
information to make
sure it saved, select
the Service for
Object button drop
down and click
Attachment list.

=

.| dBoctiment Overview - Dis

&

Create. ., » v
= _ s [T
Attachment list
Business References

sz 0 1
Private note Cor
Send » Bo:
Relationships
Work flow »
My Ohjects 3
Help for abject services

Tt texi

CpenText Document Access

1|138211 |virginia Tech
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Select the document
to review and click
the Display icon.

W= 73 5 Pl i s = Y sl i A P e=] | E S

Attachment®y K005 1009786642017
Icon Titde Creator Name Created On |Created at
O _ _ -
. T e
A second tab wiill
open in your internet
browser as shown.
Review the
documenttomake |@ = e 5~ ol . o
sure it is the correct \
information, and e ———————— e ———
then click the x in It xHHIE s5eo
the tab to close the -
window.
VIRGINIA POLYTECHNIC INSTITUTE I

The subsequent
documentation has
now been attached
and the invoice
should be approved
for certification, then
payment.

Note: See SIR/PI
Approval QRC to finalize
invoice for payment.

AND STATE UNIVERSITY
Blacksburg, VA 24061

GRAN]

DATE: January 31, 2017
REFERE]
University of Kentucky 3048110944

Poverty Rsrch Attn UKCPR Prog
550 S Limestone St Ste 234
KY 40506

PAYMENT DUE in 30 DA

Lexington,




