
Finance Knowledge TransferFinance Knowledge Transfer
Accounts Payable Breakout Session 3



Ground Rules

Important Ground Rules
– Sign the attendance sheet.
– Feel free to ask questions.

T ff ll h d– Turn off your cell phones and pagers.
– No email or internet usage during class except at 

breaks.
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Agenda

Cancel Incorrect Invoices for PaymentCancel Incorrect Invoices for Payment

Vendor Payment – ZTRAVEL 

Review and Summary
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Cancel Incorrect Invoices



Cancel Invoice Document with PO –MR8M

Tip: After entering the invoice information, it is always advisable to click 
the “Display Document” button to view and verify that you are cancelling 
the correct invoicethe correct invoice.

Click the Reversal Reason button to 
invoke the list of reasonsinvoke the list of reasons.

Select the reason applicable for 
cancellation. 5



Clear Vendor Process Open Items – F-44

The items that you want to  clear 
should be in blue and you would 
double click the other items to 
turn them black. Your balance 
should be zero.should be zero.

Thi t ti l FI d tThis transaction clears open FI documents.
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Cancel a Document Without PO - FB08

Specify a reason to reverse a document. The reason is 
recorded in the reversed document.

Click the Reversal Reason button to 
display the list of reasons.

Select a reason for theSelect a reason for the 
reversal you are doing.
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Demonstration and Exercise

Cancel Invoice Document MR8M

Clear Open Items F-44p

Reverse Document FB08
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T lTravel



Vendor Payment - ZTRAVEL  
Required Fields:
•Vendor (SAP vendor number)
•Invoice Date (date of entry)
•Reference 
•Amount

Required Fields:
•G/L Account
•Amount in doc curr.
C t C t•Cost Center

•Fund
•Number of Miles/ Trips
•Unit of Measure
SAP E l V d b•SAP Employee Vendor number

•Functional Area

This transaction used specifically for entering travel-related expenses.
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Demonstration and Exercise

Vendor Payment ZTRAVEL

Employee Travel Mileage Reimbursementp y g

Vendor payment on behalf of employee
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Next Steps – Accounts Payable 
Breakout Sessions

Accounts Payable
June 23 at 9:00 12:00 (June 24 at 1:00 4:00 repeat)– June 23, at 9:00-12:00 (June 24, at 1:00-4:00 repeat) 
at Wade Hampton (WH)

– June 30 at 9:00-12:00 (July 1 at 1:00-4:00 repeat)– June 30, at 9:00-12:00 (July 1, at 1:00-4:00 repeat) 
at Health and Human Services (HHS)

– July 7 at 9:00-12:00 (July 8 at 1:00-4:00 repeat)July 7, at 9:00-12:00  (July 8, at 1:00-4:00 repeat) 
at Health and Human Services (HHS)



Next Steps

Additional Support and Reference Materials
– You can access additional support and print step-by-

step procedures on the SCEIS uPerform website. 
Go to the SCEIS website at http://www sceis sc govGo to the SCEIS website at http://www.sceis.sc.gov

and click “SCEIS uPerform”
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Any Questions?
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