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

 
PROCEDURES 

Option one - copy FI 
document number 
from the task as 
shown in the 
review/approver 
screen.   
 
 
Note:  Process picks up 
within the approval 
steps.  See SIR/PI 
Approval QRC for further 
instructions. 

 
 

Go to SAP to 
transaction code 
FB03 and paste the 
information in the 
document number 
field and hit enter or 
execute using the 
green check mark. 
Skip to box two on 
page 4 of these 
instructions. 
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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. 
 
 

Type in the purchase 
order number, and 
then click the Other 
Document button.  
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Select the Purchase 
Order History tab, 
and then click on the 
invoice number for 
which you need to 
attach 
documentation. 

 

Click the Follow-On 
Documents button.  
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Select the 
Accounting 
Document and click 
the Display 
Document icon. 

 
Click on the Services 
for Object drop down 
box, select Create, 
and then Create 
Attachment in Open 
Text. 

 



Quick Reference Card – Subaward Online Invoice Process 

Supplemental Invoice Documentation Process 

 5 
 

Scroll to the bottom 
of the screen to 
select Vendor 
Invoice (PDF) as the 
document type. 
 
 

 

Either double click 
on Vendor Invoice 
(PDF) to bring up the 
screen shown to 
search for the 
document(s) to 
attach, or drag and 
drop documents 
directly into the box 
on the right side of 
the screen. 
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If searching for the 
document, once 
located, click on it 
then select Open. 

Add a description for 
the document and 
click the green check 
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. 

 

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

 

A second tab will 
open in your internet 
browser as shown.  
Review the 
document to make 
sure it is the correct 
information, and 
then click the x in 
the tab to close the 
window. 
 
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. 

 


