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Agenda

Display Invoices With a Purchase Order

Display Invoices Without a  PO

Display Payment ReportsDisplay Payment Reports

Enter Invoices Without a PO/Direct Pays

2



Accounts Payable Concepts

Important organizational elements of AP consist of vendor 
master record and account groups.
Vendor accounts can be combined in various account 
groups, so that they can be organized and managed more 
easily.y
Number ranges are assigned to these account groups  for 
reporting and management purposes.

Vendor Type Description
ZVEN Vendor
ZCCD Cit C t Di t i tZCCD City, County, District
ZIDT State Agencies
ZINT International
ZOTV One-time Vendor
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Accounts Payable Concepts cont.

AP Document Types:
– KA Vendor Reversal DocumentKA Vendor Reversal Document
– KR Vendor Invoice
– KG Vendor Credit Memo
– RE Logistics Invoice
– ZI IDT INV Paying Party
– ZP Payment Posting
– ZT Travel

ZQ List Voucher– ZQ        List Voucher
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Accounts Payable Concepts cont.

MM Document Number
FI Document NumberFI Document Number
Other SAP Document Numbers
Logistics InvoiceLogistics Invoice
Purchase Order
Goods Receipts (GR)Goods Receipts (GR)
Invoice Receipts (IR)
A t A i tAccount Assignment
Header Data 
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Display InvoicesDisplay Invoices
With a Purchase Order



Display Invoice Document – MIR4

Display  parked 
invoice 
d tdocument –
MIR4 - will 
initially provide 
view accessview access. 
To change or 
edit fields click 
edit button toedit button to 
create “active” 
fields. 
Select theSelect the 
different tabs to 
display specific 
information

View the associated PO and its 
details. This active field will link information 

related to the 
invoice. 

back to the ME23N  transaction.
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Display Purchase Orders – ME23N

Use ME23N transaction to display a purchase order 
to:to:   

View the status of a previously 
created purchase order.p
View the changes made to a PO.
View the purchase order historyView the purchase order history 
(status of goods received and 
payments).
Evaluate supplier performance.
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Demonstration and Exercise

Display Invoice Document MIR4

Display Purchase Orders ME23Np y
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Display InvoicesDisplay Invoices 
Without Purchase Order



Display Parked Document - FBV3

Users may enter the document 
number of the parked document ornumber of the parked document or 
may search a document using the 
listed criteria.
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Display Document – FB03

On the FB03 initial screen, you may click 
Document List to view all documents 
based on the search criteria You may There are many documentbased on the search criteria. You may 
narrow a document search by document 
type, reference number or posting date. If 
you know the document number, you 

t it di tl

There are many document 
types. Make sure the 
appropriate doc type is 
chosen before entry.

may enter it directly. 
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Display Document – FB03 (cont.)

In the document overview screen, you , y
may view summary information. To 
drill-down line item information, click 
on the specific line item you wish to 
viewview.
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Display Vendor – FK03

This transaction 
displays the vendor 
master record. 

Select the data you want to view 
about the vendor by checking the 
General and/or Company CodeGeneral and/or Company Code 
data.
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Demonstration and Exercise

Display Parked Document FBV3

Display Document FB03p y

Display Vendor FK03
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Display Payment Reports



Key Terms and Concepts

Exception

Vendor Account 

Check RegisterCheck Register
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Display Exception Reports

Run an exception report to generate a payment list. 
Th t li t di lThe payment list displays:

All invoices due for paymentAll invoices due for payment.

All items that are not markedAll items that are not marked 
for payment.

The payment list has item indicators that explain the 
reason for blocking. These lists can be used to 
reconcile the payment summaries.
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Display Exception Reports cont.
Transaction Z_PAYMENT_LIST runs exception reports.

Specify the date of theSpecify the date of the 
program run. Use a program 

identification  number to 
distinguish between g
various runs on the same 
date.

Specify the type of output 
d i th t dyou need in the generated 

report.
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Vendor Line Item Display- FBL1N 

This transaction allows the user to view vendor line 
items in various waysitems in various ways.
Items you may view are:
– open itemsopen items,
– cleared items, and
– all vendor line items.

Vendor balance display also has drill-down 
capabilities that allow the user to see account 
details.
Unblock vendor for payment may also be accessed 
through this transaction.
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Vendor Line Item Display cont.

The status field will show if a 
document is cleared (green), 
open (red) or parked (yellow).

21



Check Register
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Demonstration

Display Exception Report     Z_PAYMENT_LIST
Display Check Register FCHNDisplay Check Register        FCHN
Vendor Line Item Display     FBL1N
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Enter Invoices Without a PO/Direct Pays



Park Vendor Invoice – FV60

Simulate, Save and Edit 
an invoice on the same 
screen.

The tabs allow you to enter Reference field should be
different information necessary 
to process the invoice.

Reference field should be 
the vendor invoice number. 
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Demonstration

Park Vendor Invoice              FV60
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Any Questions?
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Next Steps – Accounts Payable 
Breakout Sessions

Accounts Payable
– June 9 at 9:00-12:00 (June 10 at 1:00-4:00 repeat)June 9, at 9:00 12:00 (June 10, at 1:00 4:00 repeat)

– June 16, at 9:00-12:00 (June 17, at 1:00-4:00 repeat)

– June 23, at 9:00-12:00 (June 24, at 1:00-4:00 repeat)

– June 30, at 9:00-12:00 (July 1, at 1:00-4:00 repeat)

– July 7, at 9:00-12:00 (July 8, at 1:00-4:00 repeat)

All Accounts Payable (AP) Breakout Sessions will be held at the 
Wade Hampton Training Room B01-BWade Hampton Training Room B01 B



Contact us

SCEIS Project:SCEIS Project:
SCEIS-AST@sceis.sc.gov
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