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PREFACE

Below is a step by step guide on how to enter a Service Entry Sheet. The instructions
below have more graphics and is easier to follow than the Work Instructions on the
FBMS Portal (under Acquisition > Acquisition Help) for Create a Service Entry Sheet.
Please share this with all COR/RO's — Thanks

Idaho State office BLMized a MMS document - Please use the BLM version. Note: this
version includes how to reverse (change) and delete an Service Entry Sheet.

Reminders:

*  Service Entry Sheets receive based on value. A Goods Receipt (GR) receives based on
Quantity for the exact unit price on the PO.

* Tosetup aline item to receive based on VALUE (receipt by SES) for either a
goods or service UPC the PR line item must have Item category D (for Services)
selected.

* The quantity for a line item with item category D (for services) is Qty 1 and the unit of
measure is AU (Activity Unit) -ALWAYS.

*  For new lines(not converted obligation lines): Each line item that has Item Category D
(for services) will require a SES.

* Under Accept Data - the Doc = Doc Date = the actual date of acceptance! Be sure
to enter the actual acceptance date not the current date (unless current date is the
actual acceptance date)

Once a SES is accepted a GR is also created automatically by SAP.
Assets must never be SES - they must always be received based on a quantity, via a
Goods Receipt. (Item Category for a good is Blank)

*  When setting up your PR line items think about the backend first - how do you need
to accomplish receipt? Will an invoice need to expense a specific fund code? The PR
may need to have multiple line items for the same good or service if billing and
expensing needs to be by a specific project, fund or to a specific cost center.

* On the PR, a name is required to be entered in the field for COR/Receiving Official -
However, the CO must enter a COR name on the Procurement document in PRISM in
order for Workflow to kickoff to the COR, otherwise workflow kicks off only to the CO.
The CO would have to contact a COR/RO to complete the receiving piece.

*  The COR/RO role is a receiving role, CO's must still appoint COR's under contracts as
applicable, however the system does not validate or distinguish between an appointed
COR vs. a receiving official. Appointed COR's must be trained and certified.

Any person mapped to the COR/RO role may create a SES or GR.
There are 2 workflows: Workflow 3 - for the Goods Receipt/Service Entry Sheet
Workflow 1 - for invoice approval

*  Anytime finance parks an invoice WF3 will kickoff (regardless if a converted obligation
line (2-way match) or for a new line (3-way match)

If WF3 kicks off do not delay entering the receiver (the GR or SES as applicable)
At time of invoice entry if a GR/SES exists (accepted) WF3 will be skipped.



A SES needs to be entered for each invoice.

Both the COR and the CO need to approve invoices WF1 timely!! COR will only have
to do this if a COR name is on the Procurement document.

CO’s also have the ability to create SES’s and GR’s - HOWEVER, A CO can only
perform two out of three actions — BUY, RECEIVE, or PAY. Since the CO executes the
award and Approves the Invoice they can not complete the SES/GR. Separation of duties
must be adhered to.

Since Receiving and Invoice approval is SO IMPORTANT to timely payment
processing due diligence is required on the part of all COR/RO roles and CO roles to
complete workflow tasks appropriately and timely (on a daily basis!) - Go to
HOME>MY TASKS > INBOX (workflow)
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Quick and Easy SES Entry and Accept
- Go to ACQUISITIONS, Receiving, Create Service Entry Sheet (See Items 1-3)
- Click [OTHER PURCHASEORDER] (See Item 4)
- Type the order number in the Purchase Order field; followed by the line item**, if needed,

and Click the green check mark. (See Items 5-7)
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** NOTE: Only one line item can be paid aganst an SES. It there are three Ilne items on a
PO, then there will be a required three SES's if invoiced for all three lines.
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- Go to ACQUISITIONS, Receiving, Create Service Entry Sheet (See Items 1-3)
- Click [OTHER PURCHASE ORDER]    (See Item 4)
- Type the order number in the Purchase Order field; followed by the line item**, if needed,
  and Click the green check mark.  (See Items 5-7)
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1.  Click ACQUISITIONS
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2.  Click Receiving (Open List Arrow)
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3.  Click Create Service Entry Sheet
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4.  Click Other Purchase Order
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5.  Type the Order Number
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6.  Type the Line Item
     (if needed)
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7.  Click the Green Check Mark
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** NOTE:  Only one line item can be paid against an SES.  If there are three line items on a
          PO, then there will be a required three SES's if invoiced for all three lines.
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(See Item 8)

2 Create Service Entry Sheet - SAP NetWeaver Portal - Microsoft Internet Explorer
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- Click Create Entry Sheet   (See Item 8)
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In the Short Text field, Type In a title of your SES that makes sense to you, Ie.,
JAN - Oracle Maintenance Services. (See ltem 9)
Under the Basic Data tab: (See Item 10)
Service  Loc.(Optional) Enter general location of services.
Period - Enter the date range for the service performed, use mm/dd/yyyy format. (See Item 11)

TREE ON/OFF - Purchase Orders/Entry Sheets lists the most current SES's created can be useful
in later pages when you want to Copy Entry Sheet. Please note that the following pages will

have the TREE "OFF" (See Item 12)
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- In the Short Text field, Type in a title of your SES that makes sense to you, i.e., 
  JAN - Oracle Maintenance Services.                    (See Item 9)
- Under the Basic Data tab:                             (See Item 10)
  Service Loc.(Optional) Enter general location of services.
  Period - Enter the date range for the service performed, use mm/dd/yyyy format. (See Item 11)
- TREE ON/OFF - Purchase Orders/Entry Sheets lists the most current SES's created can be useful
  in later pages when you want to Copy Entry Sheet.  Please note that the following pages will
  have the TREE "OFF"                                   (See Item 12)
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11.  Enter the Service Date Range
       (can be typed as mm/dd/yyyy;
       both fields must be filled)

griggsk
Line

griggsk
Callout
9.  Type definable text for which payment is being made...this becomes your SES TITLE in your "TREE".
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10.  Click the Basic Data tab
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12.  Illustrates the Tree "ON" by clicking on Tree On/Off button above.  The RED square under the title of the Purchase Order represents the current SES shown in this example.
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- Under the Accept Data Tab: (See Item 13)
Doc. - the date that you accepted goods/services
Posting - should be today's date
Reference - Type the Vendor's own invoice  number if

2 Create Service Entry Sheet - SAP NetWeaver Portal - Microsoft Internet Explorer
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t  (See ltem 14)
(See Item 15)
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T NOTE: the system will use this date to calculate the due date, do not let It stay
defaulted to the current date or else the vendor won't be paid until 1 month from today!
Remember, this will be either the date the services were accepted or the date the invoice
was received, the later of the two dates.
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- Under the Accept Data Tab:     (See Item 13)
  Doc.      - the date that you accepted goods/services †   (See Item 14)
  Posting   - should be today’s date                        (See Item 15)
  Reference - Type the Vendor's own invoice number if known. (See Item 16)
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NOTE: the system will use this date to calculate the due date, do not let it stay 
defaulted to the current date or else the vendor won’t be paid until 1 month from today!
Remember, this will be either the date the services were accepted or the date the invoice
was received, the later of the two dates.
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14.  Type in date services 
accepted†
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15.  Today's date
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16.  Type Vendor's Invoice Number
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- In the Line Item grid at the bottom**
Short Text - anything you want to remember why this was created 1 (See Item 17)
Quantity - Always "1" for services (See Item 18)
Unit - Always "AU" for services (See Item 19)
Gross Price - amount of invoice (or partial) billed to line item % (See Item 20)
- Click Save (See ltem 21)
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**Note: You may only enter data on the first line (10) within the line item grid at the
bottom of the screen. These lines are not related to the PO Line Item numbers.
T NOTE: The short text can consist of anything, e.g.,a description of the service rendered.
T NOTE: The Gross Price is the amount of the invoice or a partial amount available for the

invoiced line item on the Purchase Order being paid from this Service Entry Sheet.
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- In the Line Item grid at the bottom**
  Short Text  - anything you want to remember why this was created † (See Item 17)
  Quantity    - Always "1" for services                              (See Item 18)
  Unit        - Always "AU" for services                             (See Item 19)
  Gross Price - amount of invoice (or partial) billed to line item ‡ (See Item 20)
- Click Save                                                         (See Item 21)
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19.  Always Type "AU"
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20.  Amount of invoice
       billed to line item ‡
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21.  Click Save
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**Note:  You may only enter data on the first line (10) within the line item grid at the 
  bottom of the screen.  These lines are not related to the PO Line Item numbers.

† NOTE:  The short text can consist of anything, e.g.,a description of the service rendered.

‡ NOTE:  The Gross Price is the amount of the invoice or a partial amount available for the
  invoiced line item on the Purchase Order being paid from this Service Entry Sheet.
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- After saving the SES note the REDIlight and the No Acceptance status message.
(See ltem 22)

- After the SESis saved the SESreverts to a "DISPLAY ENTRY SHEET" mode which prevents edits.
Click the Display <-> Change button (toggles mode between display and change) (See ltem 23)
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- After saving the SES note the RED light and the No Acceptance status message.
  (See Item 22)
- After the SES is saved the SES reverts to a "DISPLAY ENTRY SHEET" mode which prevents edits. 
  Click the Display <-> Change button (toggles mode between display and change)  (See Item 23)
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22. Status light/message
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23.  Click Display <-> Change
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- After the screen Is refreshed and changed to a "CHANGEENTRY SHEET" mode, it Is time
to Accept. If there is an ACCEPTButton on the tool bar, Click ACCEPT. Otherwise,
Click  More... (See lItem 24)
- In the drop down menu, Click Accept (See Item 25)

The drop down menu will go away
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« Display Material Doc. List
= Apalyze Order Walues
« D Yendor: Purchasing Data L—
D::z:: Ini;m:st:trjs T Line [. P [c Ju JserviceNo.  [shortText Touantity [Un Toross Price lcrey [
« Disglay Material 10 [ SWSUB EnapManager Oracle 24 Mog1 AU §2.991 .36 Ush ~
« Display PO by Account Number L L L || usD —
« Display PO by Material Group 30 LI | UsD
= Display PO by Number | |40 | USD |
« Dizplay PO by Project ‘l | L4
» Display PO by Requirement Tracki = : - - : T -
. D\sga: o b:: Vaida:-r \ﬁﬂgl@ Service Sel. Line |10
» Display Purchase Order —
e [;.|F¢p1 (oo = |
] |

£] @ Trusted sites
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- After the screen is refreshed and changed to a "CHANGE ENTRY SHEET" mode, it is time
to Accept.  If there is an ACCEPT Button on the tool bar, Click ACCEPT.  Otherwise,
Click More...   						(See Item 24)
- In the drop down menu, Click Accept       	(See Item 25)
  The drop down menu will go away
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25.  Click Accept
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Quick and Easy SES Entry and Accept

- After accepting, note the Yellow light and the Wil be Accepted status message.
(See Item 26)
If the status doesnt change to yellow, there's a problem, contact the CO or Finance.
- Click Save (See Item 27)

2 Create Service Entry Sheet - SAP NetWeaver Portal - Microsoft Internet Explorer

File Edit View Favorites Toaols Help k :!t
@Back b = | ﬂ @ | 'Search ‘j Favorites «e? G~ = ] _‘ ﬂ
! Address .g“l https: /v Fbms, dol.netfirjjportal v Go | lnks ® IE -
‘*':‘"ﬂ' - T T Welcome Kelly Griggs
_. tatus light/message = : e
FBMS g g FBl elpp | P ze | Log Off

ACQUISITION E FINANCIALS

Home > Acquisition Home > Creste Service Entry Sheet

I‘“‘— 1000017959 Change Entry Sheet _ . ] 28]
MT;’“I Menu) | b |Save ] Back||Cancel | lS;_rslemJ | | Other Purchase Qfder | | Tree Oniof | | Display =-= Change | | More...

'Dazce:”z — Entry Shaet 1000017959 |
» Create Goods Recei r
. OhE N Dl For Purchase Order _ M08PD20269 40
« Material Doc, List Short Texd 1209668 \
» Display Material Document
= Create Service Entry Sheet
» List Service Sheets
» Collective Release SES Doc m
¥ 03 Inwoicing = e
« [ Purchasing [ Posting  12/02/2008 _
» Purchase Request Reference 209668
» Display Service By Purchase Ord Doc. Text
« Display Material Doc. List
= Apalyze Order Walues
« D “endor: Purchasing Data L— - - , ‘

DESZ: Ini;;rst::; e Line .. [P lc U |service No.  |Short Text [Quantity |un [Gross Price lorey [
 Display Material 10 [ | SWSUB SnapManager Oracle 24 Mog1 AL 1289136 Ush ~
= Display PO by Account Mumber -_2.07.___.1_.1_.1_.7 :”;”E".’ 0.00 {UsD —
= Display PO by Material Group 30 | ! ! ! ! %U‘ODU __;D-DO UsD
= Display PO by Number | |40 B (IS (N (N j0.000 |0.00 {USD ~
+ Display PO by Project ‘l ]

» Display PO by Requirement Tracki = |
E Line i}
= Display PO by Yendar @ h ‘
» Display Purchasze Order S
Disnlaw Gaods Bacaint Frvanrss) [~] (i Release effected with release code Z1 L:-|FEP1 (1003 2] |
] |

£] @ Trusted sites
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- After accepting, note the Yellow light and the Will be Accepted status message.
     		 (See Item 26)
  If the status doesn't change to yellow, there's a problem, contact the CO or Finance.
- Click Save    		(See Item 27)
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- After Saving, note the Green light and the Accepted status message. (See Item 28)
If the status doesn't change to green, there's a problem, contact the CO or Finance.
- You are now finished. To begin another SES click on Other Purchase Order - refer back
to page 1 (tem 4) of these instructions.

2 Create Service Entry Sheet - SAP NetWeaver Portal - Microsoft Internet Explorer

File Edit View Favorites Toaols Help

Ot O W B G P fyreons @

! Address »&1 https: /v Fbms, dol.netfirjjportal

INTERIOR
- 4 - - ‘. ——
FBMS
ACQUISITION

CORE FINA PROPERTY

: Links

v| B so

Welcome Kelly Griggs

> @
:

FBMS Helpr | Personslize | Log Off

Home > Acquisition Home > Creste Service Entry Sheet

—|28. Green Light - Accepted |

| History , Back Forwad [S)
-

« Acquistion Home II Menu) | b [Back| | System ] | [ Other Purchase OrderHKTr,aéOnIOﬂ | Display =-= Change | | Create Entry Sheet | | More...
R i Entry Sheset [Loooo179ss Co® Accepted
» Create Goods Receipt For P h ord I ‘, ‘
+ Changs Materisl Decument or Purchase Order i:unﬁpr)ac;zzss 40
+ Material Doc, List Short Text 1209668
= Dizplay Material Document
» Create Service Entry Sheet - Vals 5| 'Lﬁifig
= List Service Sheets
= Collective Release SES S
i) Doc.
b 3 Ivcicing Dot 11/21/2008
[ Purchasing [ Posting  12/02/2008 _
» Purchase Request Reference _209553
= Display Service By Purchase Ord Doc. Text
» Display Material Doc. List
= Apalyze Order Walues
+ Display Yendor: Purchasi = -
E::p:f .nzzgst::;mg oo Line .. [P lc U |service No.  |Short Text [Quantity |un [Gross Price [Crey
e ) 10 'm'mE SWSUB SnapManager Oracle 24 Mog1 AL 12881368 LSD »
« Dizplay Material _2IJ == + 0.000 t iEI o :USD
= Display PO by Account Mumber N | | | o _ Esnty b e
= Display PO by Material Group 30 ] 1S | 0.000 __:D'DO @
« Display PO by Number | |40 EEE j0.000 0.00 1US_D,1|
» Display PO by Project ‘l .2
» Display PO by Requirement Tracki T E
5 Line [o
= Display PO by Yendor @ h |
» Display Purchase Order —
ST [fl Customizing incorrectly maintained L';-|FEP1 (100 =] |
| T
£] @ Trusted stes
FINAL NOTES:
- Click on the Tree On/Off to display to the left of the SES entry sheet a list of all the SES
documents that you have created.
- In order to copy a previously prepared SES, double click on the entry sheet in your "Tree"
(See Page 3 for an example of the Tree "ON")that you want to copy. Once it is displayed,
Click Copy Entry Sheet (may have to click on More to find the option). Be careful that all
fields have been edited as needed. Follow instructions 24 - 27 to reach the "Approved" status.
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- After Saving, note the Green light and the Accepted status message.  (See Item 28)
  If the status doesn't change to green, there's a problem, contact the CO or Finance.
- You are now finished.  To begin another SES click on Other Purchase Order - refer back
  to page 1 (Item 4) of these instructions.
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FINAL NOTES:
- Click on the Tree On/Off to display to the left of the SES entry sheet a list of all the SES
  documents that you have created.
- In order to copy a previously prepared SES, double click on the entry sheet in your "Tree" 
  (See Page 3 for an example of the Tree "ON")that you want to copy.  Once it is displayed, 
  Click Copy Entry Sheet (may have to click on More to find the option).  Be careful that all
  fields have been edited as needed.  Follow instructions 24 - 27 to reach the "Approved" status.
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Instructions on editing an SES Entry Sheet

Two Options in Displaying the SES needing to be edited:
1. Receiving > Create Service Entry Sheet > Click on Other Purchase Order > Enter the Pyrchase Order
number > Enter Entry Sheet number and either hit the “enter” on the keyboard

Check Mark”.

ick on the “Green

:eate Goods Receipt > Create Service Entry Sheet > List Service Sheets > Create Service Entry
1000021701 Display Entry Sheet
| ' System | | | Other Purchase Ord% Tree On/Off | | Displa)

Select Purchase Order/Entry Sheet

1000020

ment Order [LO7EDO:
Purchase Ori A DEC Ko
nent Entry Sheet
y Sheet Accept. Data
[] Always display at start
s

01/09/2008
n2/25/2009 |

INV. #800010°

2. Receiving > Create Service Entry Sheet > Open Tree > Double Click on the green light to the left of the
SES you want to edit.

W eerenttertal Wil | nlesmel Esperer =
O.’ R e — A

Fle ESt Vew Favertes Teos  Mep

? S ELACK MTH LEASE FOR 2000
L3 %WKEDMEPEAK[EA.W 2008
» % KELLY RADSD FACILITY LEASE Ft
b S PREVENTION MATERIALS STORY
* S FACILITATE SHOSHONE PARITE T aroLizo0e
» Q, WESTLAW PRO SUBSCRIFTION, Dasnasoee
¥ QL INVOICE #5014£388 [ :
Febaian Sercet
Line [P Jc lusencetio__[shor Tadt [ousanttty Jun Jareas P
A0 Dhesignued 26100 F3 43" D80 1 A [T282 -
» Gy PO by Actint Humbss @ HP Doctnibés Uaistanance 0 j0.000 0
+ Dingity B0 by ssars G @ Novermies Marbenance Sendce el ] 200
U — @ October Manbenance Senice ha 40 .00 il
+ gty P by Promet ¥ QI080 CADASTRAL - DESIGH JET o s e
+ Qg B0 by aquramart Teacs| | » 11090 - LR2000 - DESIGN JET 50¢ o - o
« Diapiny PO by Viesder + ), SHOSHONE FO - DESIGN JET 10 il ) o
» gy Purchase Order » Q, SHOBHONE FO - DESIGN JET 10 a0 o Ll
- Dy Gosss Facest Foncast | | 4 QUSHOSHONE FO - DESIGN JET 10 ad 000 i
« Evaliate Purchases b 3 JARBIDGE £ - DESIGN JET 105( oo 0000 200
* 0 Vipecar Masier b & JARDIDGE FO - DESIGN JET 5500 (L] e il
* hequaton i ¥ S BURLEY FO - DESIGH JET 1055 ( 120 ] a0 'zl
v

e S &

[ There are no tema fs Sepy ' %BD.E A AL
e e e || ¥ S OWYHEE FO - DESIGH JET £0000 i EFE uns [i§
b uPOCATELLO FO - DESIGH JET 42 sme : '
* R4 UPPER SNAKE RIVER FO - DESI
» B, COTTONWOOD FO CE%!ONJiI,LI
] .

i—ﬂm Cushornizing incomecly maintsned FJRe o0 o]
0 I L

S Lol ntrarmt H 100 -

R o [Ty BEGO o 7o
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Click Display < -- > Change button (this changes your display to edit mode)
Click Display < -- > Change

It's now in Edit mode |

e e iy s e e |
INTERIOR
‘A‘ “* - Welcome Deena Weber

FBMS FB Personalize | Log Off

HOME ACQUISITION CORE FINANCI ANCIAL N AV PROPERTY
HOME | CONTRACT MANAGEMENT TEM

... CC Home > Reallocate Charge Card Cost > Acguisition Home > Create

— 1000036410 Change Entry Sheet

| k| [Cancel | [ System | | [ Other Purchase Order | | Tree On/Off | | Display =-+ Change | | Create Entry Sheet | [ Copy Entry Sheet | | Revoke acceptance |

s Receipt > Create Service Entry Sheet | History, Back or

» Acquisition Home

~ [ Receiving
. Eroate Goads Receit Entry Sheet 1000036410 OC® Accepted
« Change Material Document » € Contracted work will temporarily end « | | ForPurchase Order  [L02FD00003 [ J&r]
= Waterial Doc. List » €%Human Resource Assistant Carol L Short Text ULY - HP Maintenance Service
+ Display Material Document » §4SW IDAHO CROP PROJECT PER AT
+ Create Service Entry Sheet b ,SHOSHONE SCHOOL DIST 312 LE£ Accept Data | Vals | LongTxt | History
= List Service Shests ¥ €A TRAVEL & REGISTRATION FOR 2 Al
o e ) SYCLEMED UOUNTANEIG SUCERR || | pccsssgicat  Costeerter
» 3 Purchasing , gD‘SKEEPER SERVER AND FRO WA External Number B3 Price Ref. na/06/2009
¥ [3 Vendor Master Senvice Loc Buise, ID -1DSO ‘ % PRsp. Intern |
= Acquisition FAQs D AT =TI EEIESE PSS Period 0770172009 | - |07/31/2009 ‘ % PRsp. Extern |
- cauistion e » 4\ FEDERAL EXPRESS WAIL SERVICE
} €4,IDS0 GIS - DESIGN JET
| b €0,IDSO GIS - DESIGN JET
; ) ¥ A IDSO CADASTRAL - DESIGN JET Line P IC |U [Senice No Short Text (Quantity Un |Gross Price Crt
(B There ere nc fems to dspiay PY.JULY - HP Waintenance Service 10 DesignJet 5500 C 42" UV IDSO Cada 1 AU 8239 US|
@ JUNE - HP Maintenance Service 20 0.000 0.00 USsC
@ MAY - HP Maintenance Senvice 30 0.000 0.00 USC
@ APRIL - HP Maintenance Service 40 0.000 0.00 usc
@ MARCH - HP Maintenance Services 50 0.000 0.00 usC_|
| @ FEBRUARY - HF Maintenance 60 0.000 0.00 uSC
T FEB - HP Maintenance 70 0.000 0.00 uSC
() There e no fems to dispiay @ JAN - HP Maintenance 80 0.000 0.00 st
@ HP December Maintenance L 90 0.000 0.00 ust
@ November Maintenance Service fro 100 0.000 0.00 USC
@ October Maintenance Sernvice from 110 0.000 0.00 ust
» €4,IDSO - LR2000 - DESIGN JET 500 P 120 0.000 0.00 usL
» 4% SHOSHONE FO - DESIGN JET 1058 130 0.000 0.00 usC
» S%,SHOSHONE FO - DESIGN JET 1055 140 0.000 0.00 ui[,ﬂ
} €%, SHOSHONE FO - DESIGN JET 1055 < ’
¥ ), JARBIDGE FO - DESIGN JET 1050C

b X JARBIDGE FO - DESIGN JET 5500 6
» §MBURLEY FO - DESIGN JET 1055 ?’j
3

Line -

4

[>[RP1 (100) ]



griggsk
Typewritten Text
8/28/2009
Page 11

griggsk
Typewritten Text
Quick and Easy SES Entry Edits

dweber
Callout
Click Display < -- > Change

dweber
Callout
It's now in Edit mode


Quick and Easy SES Entry Edits

8/28/2009
Page 12

At this point it is necessary to "Revoke Acceptance" of your SES . There are a couple of ways to go about it.

OR

1. Click on “More” and then Click “Revoke acceptance”.

e

dm

Bl ntennetxpiorer \

File Edt View Favorites Tools

| @;:J + | &) httpssffwem.foms doi.netfirfportal

Help

- ‘« PR
FBMS
ACQUISITION

HOME

W e ‘ (& Crasts Service Entry Shest -

CORE FINANCIALS.
HOME | CONTRACT MANAGEMENT S STEI

SAP Metweaver Porkal I ‘

fa- B

= v bPage - () Tooks ~

FINANCIAL

Welcome Deena Weber

Log OFff

= Acquisition Home

+[3 Receiving
= Create Goods Receipt
= Change Material Document
= Material Doc. List
= Display Material Document
- Create Service Entry Sheet
= List Service Shests
= Collective Release SES

» I3 Ivoicing

¥ [ Purchasing

¥ [3 Vendor Master

= Acquistion FAQs.

= Acquisition Help

[ There are no items to display

(@ There are no items to display

b SN KFILLY RADIO FACH ITY | FA
] »

* {3 FORT HALL - DESIGN JET 105! - |
HP Maintes

@ APRIL - HP Maintenance

@ MARCH - HP Maintenance

@ FEB - HP Waintenance

@ JAN - HP Maintenance

@ HP December Maintenance

@ November Maintenance Servi

@ October Maintenance Service
» S COTTONWOOD FO -DESIGN J
» §%UPPER SNAKE RIVER FO - DE
» S%POCATELLO FO - DESIGN JET
» 4% OWYHEE FO - DESIGN JET 40(
» SABOISE DO - DESIGN JET 4000
» %BURLEY FO - DESIGN JET 105
» S%BURLEY FO - DESIGN JET 105

1000030670 Change Entry Sheet )
‘ Other Purchase Order | | Tree OniOff

» 9 JARBIDGE FO - DESIGN JET5¢
¥ % JARBIDGE FO - DESIGN JET 1(
P 4 SHOSHOME FO - DESIGN JET
» 4% SHOSHONE FO - DESIGN JET
» % SHOSHONE FO - DESIGN JET
» S4IDS0 - LR2000 - DESIGN JET £
» 4%IDS0 CADASTRAL - DESIGN JE
» §%IDS0 GIS - DESIGN JET

» S4IDSO GIS - DESIGN JET

¥ &% Human Resource Assistant Ca
P S TWIN FALLS DIST. SEED CLEA
» §%RAFT RIVER FIRE PROTECTIO

Display <> Chal

Entry Sheet 1000030670 Accepted
ForPurchase Order  [Losepooooa [170 [
Short Text MAY - HP

Create Entry She

Other Furchase Order

B Doc

Accept. Data

06/15/2008

M Postng e/ze/z0s |

Tree On/Off
Display <> Change
Create Entry Sheet

Copy Entry Shast

Shift+F5 |
Ctri+Shift+F 1

Shift+F1
Shift+F9

2]

[@ Customizing incorrectly maintained

Reference 32895_|
Doc. Text |
Line P |C U [Senice No. Short Text Quantity Un |Gross Pr\{
10 DesignJet 1055CM Plus 1 EA 6853
120 0.000 0.00
30 0.000 0.00
140 0.000 0.00
50 0.000 0.00
60 0.000 0.00
170 0.000 0.00
20 0.000 0.00 |
90 0.000 0.00 |
100 0.000 0.00
110 0.000 0.00
120 0.000 0.00
4] ]
Line -
| 3
[>[rRP1 (100) 5]

<

(i) Deena Weber - Irbox.

(£ Qiblac\adminiFBMSLL. . I'E]SES Instructions edt. . l@]Documer\tl-Mlcmsof‘.‘ J

ene

2. Click on menu up in the left hand corner as shown below.

+Entry Sheet > Acquisition Home > Create Goods Receipt > Create Service Entry Shest

1000030670 Change Entry Sheet

| History, Back

[
EH)

| [Other Purchase Order | [Tree On/Off| [Display <-- Change | [ Create Entry Sheet| [ Copy Entry Sheet

Other Document  Shift+F5
Display <= Change F5 jeet 1000030670 ©O@ Accepted -
Gota ' nase Order  [Lo2eDoonos [170 [
Emironment  » | Create » b MAY - HP
System » | Copy Shift+F9
Help
| LongTxt | History

@ FEB-HP Ma

@ JAN-HP Mal

@ HP Decembx gyt Shift+F3

3 o]

(2] ober Maintenance Service ——
» &, COTTONWOOD FO - DESIGN J BocT —
» S UPPER SNAKE RIVER FO - DE
» & POCATELLO FO - DESIGN JET Final Entr
» &3 OWYHEE FO - DESIGN JET 40( Lin Final Entr Short Text Quantity Un [Gross Pri{
» Q,BOISE DO - DESIGN JET 4000 10 T [ Designlet 1055CM Plus 1 EA (6853
» S.BURLEY FO - DESIGN JET 105 [ oo IO 0.000 0.00

FINANCIALS
]

FINANCIAL

EMIS

PROPERTY

Local intranet: 0% |j

Nords:

9:52 &M

NOTE: If a button does not show up
along the menu bar, click on the “MORBE”
button. This is a drop down menu to
show all your options.

Welcome Deena Weber

FBMS

Log Off

Intry Sheet > Acquisition Home > Create Goods Receipt > Create Service Entry Sheet

1000030670

Menu) [ b
=]
irchase

Change Entry Sheet

| History, Back rofis

Entry Sheet

Short Text

For Purchase Order

[

0@ Accepted

MAY - HP

| | Other Purchase Order | | Tree On/Off | | Display <-= Change | | Create Entry Sheet| | Copy Entry Sheet
1000030670

[Loarponoos 170
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Now you will see that the light turns to yellow.

Click SAVE

ARINe] yerdorial SWindowsinier

TS

[er:

@t/ + | & https:{fuwve.Foms.doi.ret fiifportal

Fle Edt View Favortes Toos Help Links @convegf - P select

W [ _J Creats Service Entry Sheet - SAP NetWeaver Portal l I

Welcome Deena Weber

FBMS Help | Personalize | Loq Off

HOME ACQUISITION CORE FINANCL FINANCIAL PROPERTY
HOME | CONTRACT MANAGEMENT SYSTEM

Home > Acouistion Home > Purchase Reguest > Create Goods Refeeipt > Create Service Entry Sheet IYellOW nght indicator I
1000039& Z Change Entry Sheet

13 | System ] | | Other Purchase Order | [ Tree On/Off | [ Display < Change | | Creatd Entry Sheet | [ Copy Entry Sheet |
= Acquisiton Home =
~ [ Receiving
+ Creste Goods Receipt Entry Shest 1000039076 ceptance revoked
+ Change Material Document » S FORT HALL - DESIGN JET 1055CM | « | | ForPurchase Order  [L0SPDO0003 Jso el
+ Material Doc. List » 4% COTTONWOOD FO - DESIGN JET 11 Short Text AUG - HP Maintenance
= Display Material Document F 4% UPPER SNAKE RIVER FO - DESIGN
+ Create Service Entry Sheet » <, POCATELLO FO - DESIGN JET 4500 Accept.Data | Vals | LongTd | History
* List Service Sheets » 4, OWYHEE FO - DESIGN JET 4000PS
e L CSBURLEYFo-DESGN T psscw || | Seeesacet Costom B |
+ [ Purchasing , e - External Number —‘ Price Ref. m‘
4%BURLEY FO - DESIGN JET 1055 CM
+ Purchase Reguest D oI DFAR - TES B ST 500 Ser\.uce Loc. Boise, ID - IDSO | 4 PRsp. Intern. ] |
- Display Service By Purchase Ot |, o JucoinGe Fo - DESIGN JET 1050C Period oes01/2008| - [pas31zz003| @ PRsp.Extern ]
* Display Haterial Doc. List » €, SHOSHONE FO - DESIGN JET 1055
+ Analyze Order Values
. Display Vendor: Purchasing Diats } 4% SHOSHONE FO - DESIGN JET 1055 . .
. Display Invoice Status b 4% SHOSHONE FO - DESIGN JET 1055 Line . P |C |U [Semvice No. Short Text Quantity Un |Gross Price [Cr |
+ Display Material ~ 4N IDS0 - LR2000 - DESIGN JET 500 P 10 LR2000 DesignJet 500 PS 1 AU (28.49 US~|
+ Dieplay PO by Account Number & Copy from JULY - HP Maintenance |20 0.000 0.00 ust
+ Display PO by Material Group @ JULY - HF Maintenance 30 0.000 0.00 ust
+ Display PO by Number @ JUNE - HP Maintenance L [40 0.000 0.00 ust
+ Display PO by Project @ MAY - HP Maintenance 50 0.000 0.00 usL_|
- Display PO by Requirement Track @ APRIL - HP Maintenance 60 0.000 0.00 Ust
+ Display PO by Vendor @ MARCH - HP Waintenance 7o 0.000 0.00 usL
+ Display Purchase Order @ FEE - HP Maintenance 80 0.000 0.00 ust
+ Display Goods Receipt Forecast @ JAN - HP Maintenance 90 0.000 0.00 ust
+ Bvaluate Furchases @ HP December Maintenance 100 0.000 0.00 ust
+ 3 Vendor Master @ November Maintenance Service fra 110 0.000 0.00 ust
* Acquisiton FAGs @ October Maintenance Service from 120 0.000 0.00 Ust
+ Acauistion fep » 4,080 CADASTRAL - DESIGN JET 130 0.000 000 ust
| » 4% IDSO0 GIS - DESIGN JET 140 0.000 0.00 Uj;l
(3 There are no items to display > 45IDS0 GIS - DESIGN JET R 2
| 4% FEDERAL EXPRESS MAIL SERVICE

» 4 Law Enforcement Activities The Fremr

b 43 Contracted work will temporarily eldlﬂ
| »

<

Une fo] !

[>|RP1 (100)

M1 [

m | T SES Instructions.p... | 2] Instructians n editin...

& Local intranst # oo - o

é e ”@ 8:47 AN



dweber
Callout
Yellow Light indicator

dweber
Callout
SAVE

griggsk
Typewritten Text
8/28/2009
Page 13

griggsk
Typewritten Text
Quick and Easy SES Entry Edits


8/28/2009
Page 14

Quick and Easy SES Entry Edits

This Header Data: Acceptance Document box comes up. If the Document Date (aka acceptance date) is
not one of the things that you need to edit, just click the green check mark.

Pg Createisenvice bntryisheet o sARNetWeaver PoritalioWindowsinternetsbxplorer: Jda
Lo & | https:fivow, Foms.doinetirifportal D E *1| | X Foiid
File Edit Wiew Favorikes Tools Help Links %Convert - @Select

_—|Click the Green Check |

Welcome Deena Weber

T:.? '1'% I @ Create Service Entry Sheet - SAP Metiweaver Portal
INTERIOR
- = -

ACQUISITION TRAVEL 2 PROPERTY
MANAGEMENT SYSTEM

" ncel | [ System ] | | Other Purchase Order | [ Tree On/Of | | Display <-= Change | [ Create Entry Sheet | | Copy Entry Sheet | | Accept |
= Acquisition Home =
[ Receiving =
+ Creste Conds Receit tance Document 1000033076 COO Acceptance revoked
= Change Material Document Document Date 8/28/2009 U Losppacooafaa &
= Material Doc. List Paosting Date / nsxzs,fznna| UG - HP Maintenance
« Display Material Document v 4 Reference /° ‘
- Create Service Entry Sheet » Documsy{HeaderText ‘ jcept. Data |, Vals | LongTdt | History
= List Service Sheets »
, E: I"Cvuult;h;e Release SES : 70051 center B
~ [ Purchasing 5 B3 Price Ref. logs28/2009
= Purchass Reguest » &, JARBIDGE FO - DESIGN JET 5500 6 :ME: ToC. Boise, ID - IDSO ‘ @9 zzsu Ig:m |
: E:::Z Seruia 2 Parerase O | » Q,JARBIDGE FO -DESIGN JET 1050C CRas [EYRRERD] - [ERETT]  #6IER-p Fdom |
P 4% SHOSHONE FO - DESIGM JET 1055
= Analyze Order Values
= Display Vendor: Purchasing Data > AT B RD = DIERE 2T 1 (5 " . "
 Display nvoice Status » $,SHOSHONE FO - DESIGN JET 1055 Line l.. [P lc Ju Jsenice No.  [short Text [auantity Jun Jerass Price [ercfl
+ Display Material ~ 4%,IDS0 - LR2000 - DESIGN JET 500 P _10 LR2000 DesignJet 500 PS 1 AU 2849 USC <
+ Display PO by Account Number | |20 0.000 0.00 ust
= Display PO by Material Group @ JULY - HP Maintenance | 30 0.000 0.00 UsC
- Display FO by Number @ JUNE - HP Maintenance | |40 0.000 0.00 ust
= Display PO by Project @ MAY - HP Maintenance | |50 0.000 0.00 UsC
= Display PO by Requirement Track| @ APRIL - HP Maintenance | |60 0.000 0.00 usC
= Display PO by Vendor @ MARCH - HP Maintenance | |70 0.000 0.00 ust
= Display Purchase Order @ FEB - HP Maintenance | |80 0.000 0.00 USC
= Display Goods Receipt Forecast @ JAN - HP Maintenance L 0.000 0.00 USC
= Evaluate Purchases @ HP December Maintenance | |100 0.000 0.00 UsC
¥ 3 Vendor Master @ November Maintenance Senvice fro | |10 0.000 0.00 ust
* Acquisition FAQs @ October Maintenance Service from | |120 0.000 0.00 ust
* Acauisiion Help » §,IDSO CADASTRAL - DESIGN JET 130 0.000 0.00 ust
| » 4MIDSO GIS - DESIGN JET | [140 0.000 000 ust
[E There are no items to display ' %IDSO EE-E=IERLAT _150 Tl oo L
| | » 4, FEDERAL EXPRESS MAIL SERVICE | fi 0.000 0.00 usL-
» 4 Law Enforcement Activities The Frem < o |
» ) Contracted work will temporarily eid,j -
K] I I | oI
(=] RPA1 (100) 3]
i — Bler1 ol
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At this point, your Change Entry Sheet toggles back to Display Entry Sheet mode.

Click Display < -- > Change button

£ —
@«_- 3= | €] bttps: o, foms dot.netyirjportal B2 [tive searen N
Fle Edt View Favortes Tools Help |Chck Dlsplay <--> Change | Links
e ‘@Create Service Entry Shest - SAP NetiWeaver Portal | | - B - @ - [hPage - G Toos -

InTenion
- - -
FBMS
HOME ACQUISITION CORE FINANCI AN EMIS PROPERTY
HOME | CONTRACT MANAGEMENT SYSTEM

Welzome Deena Weber

-.. Purchase Request > Acquisttion Home > Purchase Reguest > Create Goods Recsipt > Create Service Entry Shest

| I 1000020317 Display Entry Sheet M
_% System | | [ Other Purchase Order | | Tree OniOff| [ Display <-= Change | [ Create Entry Sheet | | Copy Entry Sheet |
= Acquisition Home

+[3 Receiving

Entry Sheet [1o0a0z0317 | @O0 No acceptance
= Create Goods Receipt
+ Change Material Document » < GANAS PRAIRE WIN| STORAGE UNIT #84 || | FOTPurchase Order  [Losenoocosfio [
- Material Doc, List ~ 4, SEDGWICK PEAK LEASE FOR FY09 Short Text Hanuary Senvice from HP
+ Display Material Document @ 15T QUARTER - IDAHO MILITARY DIVISION - - B
» Create Service Entry Sheet | |y ) SHOSHONE SCHOOL DIST 312 LEASE _/BasicData JYRTPEY Vals | Long Tt | Hi .
s S ¥ SBLACK MTN LEASE FOR 2009

- Colictive Releass SES
» 3 Invoicing
~[3 Purchasing

» € WARDNER PEAK | EASE 2009

¥ QKELLY RADIO FACILITY L EASE FOR 2009 oG
» S4KINPORT RADIO FACILITY FOR 2009 e [ —

e » %PREVENTION MATERIALS STORAGE SLAE ‘

+ Display Service By Purchass Ord Doc. Text LANUARY 2009

: ¥ € FEDERAL EXPRESS MAIL SERVICE

= Display Material Doc. List .

i vl £,ICL PERFORMANCE DELIVERY ORDER

» €4 FEDERAL EXPRESS

2009

: E:E::: ‘\::;l:;:‘::asmg Ani » S0 FEDERAL EXPRESS Line | |F‘ !C U |Senice No Short Text ‘Quanhw Un |Gross Price
ot » G,MAIL MACHINE LEASE | | Designet 5500PS - IDSO maching 1 AU (96.25 =]
= Display PO by Account Number ~ 4%IDS0 GIS - DESIGN JET | 2000 il
- Display PO by Waterial Group L] 0.000 . oo
= Display PO by Number @ HP December Maintenance - 0.000 0.00
= Display PO by Project @ Novemnber Maintenance Service from HP 0.000 0.00 |
= Display PO by Reguirement Track @ October Maintenance Service from HP 0.000 0.00
+ Display PO by Vendor ¥ 51,1050 GIS - DESIGN JET | L e
- Display Purchase Order » 51,IDS0 CADASTRAL - DESIGN JET | 0.000 10.00
- Display Goods Receipt Forecast » 43,IDS0 - LR2000 - DESIGN JET 500 PS 11l 0.000 0.00
» Evshintn Pxchancs » 4% SHOSHONE FO - DESIGN JET 1055CH PLUS 1 L 0k
K » »SHOSHONE FO - DESIGN JET 1055CM PLUS LI AL 50
*Acyneion sk » 2, SHOSHONE FO - DESIGN JET 1055CM PLUS L e il
‘_ » 5}, JARBIDGE FO - DESIGN JET 1050C PLUS | o e
» S}, JARBIDGE FO - DESIGN JET 5500 60° PS UV I 000 o0 _,J
[ There are no tems to display : - 4
4,BURLEY FO - DESIGN JET 1055 CM PLUS
» §,BURLEY FO - DESIGN JET 1055CH PLUS

L » 4%BOISE DO - DESIGN JET 4000 P8

» 4% OWYHEE FO - DESIGN JET 4000PS =
4] | [¥

mﬂ [@ Customizing incarrectly maintained E[RP1 (100) 31 | ]
4 Local intranet F00% -
m \ (i) 02/03/2009 05:15:45...

Lne o |

T B Instructionsedite. . | (59] Documenti - Micrasof .. V| ] G 11128 AM



dweber
Callout
Click Display < -- > Change

griggsk
Typewritten Text
8/28/2009
Page 15

griggsk
Typewritten Text
Quick and Easy SES Entry Edits


8/28/2009

Quick and Easy SES Entry Edits Page 16

At this point the SES is in the Change Entry Sheet mode and the light turns to RED (No Acceptance) as seen
below:

File Edit View Favorites Tools  Help Links %CDHVEN: - ﬁﬁalect
w [L) Create Service Entry Sheet - SAP MetWweaver Portal I l E}[ - B Eé; = iFPage v i) Tools -
- S Welcome Deena Weber

* -,

FBMS FBMWS Help Log Off

HOME ACQUISITION CORE FINANCIALS FINANCIAL AN TRAVEL EMIS PROPERTY
HOME | CONTRACT MANAGEMENT SYSTEM

Change Entry Sheet Mode |

--- CC Home >

Reallocate Charge Card Cost > Acguisition Home > Create Goods Receipt > Create Service Entry Sheet | History, Back For

— 1000039076 Change Entry Sheet <) q@E
caistion Home [k | cancel | [ System ] | | Other Purchase Order | | Tree On/Of | | Display <= Chanae | | Create Entry Sheet | | Copy Entry Sheet | | Accept | [maore...
+ [ Receiving . Entry Sheet 1000033076 Mo acceptance
= Create Goods Receipt Purchase Orders/Entry Sheets I fe—— o | ||6:{’|
) : lLogepoooos |40 T
= Change Material Document b 4\ Contracted work will temporarily | G TREEE S ST | |
: snort Text i {Red Light, No acceptance
= Material Doc. List » 4% Human Resource Assistant Car
= Dizplay Material Document 13 @SW IDAHO CROP PROJECT PE
» Create Service Entry Sheet » €% SHOSHONE SCHOOL DIST 312 CECIRE EW Accept.Data | Vals |, LongTd | History
» List Service Sheets b S0 TRAVEL & REGISTRATION FOR
- Inic:::;t;e Release SES » §3, CLEANED MOUNTAIN BIG SAGE Accl Assgl Cat, Cost center 5
S » 4, ADOBE ACROBAT PRO MAINTE BdemalNumber | | Price Ref 08/28/2008 |
urchasing » 4\ DISKEEPER SERVER AND PRC
+ 0 Vendor Master » S, HOME SALE SERVICES, PRICIN Seoe Lo | $ PRop intem. |
+ Acquistion FAQs N ‘\'_\,FEDERALEXPRESSMAI\L == {3 Period |- | | @b PRsp. Extern. |
+ Acquisition Hel
Fuistion Rel » §,IDS0 GIS - DESIGN JET
s ; » 4,IDS0 CADASTRAL - DESIGN JE Line [. P Jc Ju |serice No.  shortText [qwantity lun |cross Price Cr
There are no fiems o display ~ 4 IDS0 - LR2000 - DESIGN JET 5( 10 LR2000 DesignJet 500 PS 1 AU 2849 USL~|
* AUG - HP Maintenance | |20 ust
@ JULY - HP Maintenance | [30 ust
@ JUNE - HP Maintenance | |40 ust
@ WMAY - HP Maintenance 50 UsC_|

@ MARCH - HP Maintenance 70 0

[E There are no items to display

@ FEB - HP Maintenance | |80 ust
@ JAN - HP Maintenance L | |90 ust
@ HF December Maintenance 100 Ust
@ MNovember Maintenance Semvic | |10 ust
@ October Maintenance Semvice 120 usC
» 9, SHOSHONE FO - DESIGN JET 1 [ B
» £, SHOSHONE FO - DESIGN JET 1 | 140 ui[,j
» 4% SHOSHONE FO - DESIGN JET 1 ‘l ‘ v

b 4% JARBIDGE FO - DESIGN JET 10

» 4 JARBIDGE FO - DESIGN JET 55

» %EURLEYFO—DESIGNJET‘IUEEIj
3

4

H &L tne [0 ]

[:|RP1 (100)E)

Make the necessary edits. When finished, continue by the same process as before in getting your SES to the
Green light of acceptance:

Accept
Save

YOU ARE DONE editing your SES.
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DELETING A SERVICE ENTRY SHEET (SES)

NOTE: An SES cannot be deleted if there is an existing INVOICE parked or posted for the Line
Item. If so, the INVOICE must be backed out first in order to delete the service entry sheet. In
this situation, contact the Accounts Payable (AP) person at the National Operations Center that
has been assigned this payment.

SCENARIO 1

If an SES was created in error and it has not been released and your still in the CREATE ENTRY
SHEET mode, click on “MORE” and the “DELETE”.

nn

¥ 44 CLEARET, BOUNT AR S0 BACFRRI

B LA ACRORAT RO MANTENAN
» SATISHEERER SERVER 460 PR A
B 3 CME SALK SERVICLS, FRCRG O
' G FEDERAL EAPRESE L. BERVICE
¥ 41050 GiF- DRBGH AT

P 5 80 L1 - RGN ET

e e ¥ 050 CApAA DE T o R T L
was v o e 3 btcoe i S B
TR et
@ ALT-rPN ute
3 ugg
ouar i
T s
[T . -
pere—— » st
M s
s st
L] o s
G EHCBONE 1C RS 1 2088 ust
» L FHOBHONIE £ CRRIH ST 2088 |
G SOBONE 6 - CESICH T 1084 | o
* G} MRBOCE FO - DERICN JET 10800
S ot ormmt s o | SRS BB BB [
i | 3
This box will come up, Click on the Green Check Mark Cial
il 0
= Information 1l
»| @ [puffertable notup to date | ]IE
» intenanc
»
» [als L
3
> =
, o
g T
8 %EVGICE;UUW;?ETUUUTEM 4 Senvice Loc. Boise, ID - IDS0O
» 5, FEDERAL EXPRESS MAIL SERVIC Mg Peiod  [i2/01/2008] - o2,
» 4IDSO GIS - DESIGN JET
» 4IDSO GIS - DESIGN JET
* 4, IDSO CADASTRAL - DESIGN JET Line P |C U [Semice No
* FEB - HP Maintenance 10
A 1AM LD Laintananen 20
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SCENARIO 2

An SES was created in error after it has been released and accepted (GREEN light) and before an

Invoice has been posted to this SES. Follow these instructions:

Display the SES that you want to delete

1. Click Display<>Change

[ [Display == Change ||

00030670
9PD00003

2. Ensure that your Screen says “CHANGE ENTRY SHEET”

:£ Entry Sheet > Acquisition Home > Create Gonds Receipt > Create Service Entry Sheet

1000028275 Change Entry Sheet
| b Cancel | | System ) | | Other Purchase Order | | Tre
[l

anle ml mml [l

3. Menu > Entry Sheet > Set Status > Revoke acceptance

OR Click on the “More” button

Offar PurEhass Orsar

00D Accested Ties OO Cirie3hi
=2 Disglay <> Changs
F Graate Entry Shoet ShaF1 |
(Copy Entry Shest Bhit+F4 |
ate
| 1000030670 Change Entry Sheet WE
||} Cancel | [ System ] | [ Other Purchase Order | [ Tree On/off| | Display <-> Change | | Create Entry Sheet| [ Copy Entry Sheet
i Other Document Shift+F5 -
Edit v | Display == Change F5 Jest 1000030670 CO@ Accepted —
Goto v| —————— thaseOrder  [Losepoonos 170 &
Environment  » | Create b bt MAY - HP Maintenance
System » | Copy Shift+F9
Help »

Save Ciri+5 | LongTd | History

b SLKINPORT RAD
¥ 4L FEDERAL EXP Delete

b SIDSOGIS-DE gy

b SIDSO GIS - DESTTTIET

b S,IDSO CADASTRAL - DESIGN JE
» <IDSO - LR2000 - DESIGN JET £ DocT
b < SHOSHONE FO - DESIGN JET
» S, SHOSHONE FO - DESIGN JET

b S, SHOSHONE FO - DESIGN JET Lin{ Cancel Final Entry short Text [auantity Jun
P .. an . -

Shift+F3
Refere

1

\Gmss Pr\d
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Click SAVE

Quick and Easy SES Entry Edits

Click “SAVE”
This box will appear, click on the Green Check Mark.

[ Header Data: Acceptance Document ot

L Document Date hB/nl/anQ 0

Posting Date 03/01/2009 EE
Reference

Document Header Text  February Services C

5

= TT T THl Senvice Loc. Anis

Now your SES will have the RED light indicating “NO ACCEPTANCE”

1000021922 @00 Mo accepta

LogeDoanos 30
FEB - HP Maintenance

] Display == Change\ Create EntrySheet\ Copy Entry Sheet

nce

8/28/2009
Page 19

Now your SES has reverted back to a Display mode. Click Display <-> Change to put the
SES back into the edit mode. It will say CREATE ENTRY SHEET at the top of your screen.

At this point you are able to delete your SES by clicking on “MORE” and then “DELETE”
as shown in SCENARIO 1. Once you have deleted the SES, a small icon in the form of a

“TRASH CAN” will appear next to the SES you deleted in your Tree as show below.

Deleted SES

squest > Lreate Boods Kecepf > Ureate Service

Entry Sneet

]1 1000021922 Ghange Entry Sheet ]
-\I 13 [Hack | [System ] | [ Other Purchase Order | [ Tree On/Off| [ Create Entry Sheet| | Copy Entry Sheet |
E'] ZE ﬂ B FA Entry Sheet 1000021822 T Deleted
e T For Purchase Order Logrpoooo3 3o
Short Text
BasicData ept.Data | Vals , LongTdt , History
AcckASsgt Cat Cost center [
|~ External Number & Price Ref. 03/01/2009
Service Loc. Boise, ID - IDSO % PRsp. Intern
8 Period 02/01/2008 | - |02/28/2009 @ PRsp. Extern.
+ 4% DEe-TIS - DESIGN JET
- g\ "n CADASTRAL - DESIGN JET Line \ |P \C |U ‘SENIEE No Short Text \Ouam\ty \Un \Gruss Price |Crcy’ E
T FEB - HP Maintenance | [10 DesignJet 5500 C 42" UVIDSO Cada 1 AU 82.39 usD 4
@ JAN - HP Maintenance | [0 0.000 0.00 usD
@ HP December Maintenance | |30 0.000 0.00 usD
@ November Maintenance Service | |40 0.000 0.00 usD
@ Oclober Maintenance Senvice fro | |50 0.000 0.00 usD
» 4%, IDSO - LR2000 - DESIGN JET 50C | |80 0.000 0.00 usD —
» 44 SHOSHONE FO - DESIGN JET 10 |_[70 0.000 0.00 usD
» 44 SHOSHONE FO - DESIGN JET 10 |_[80 0.000 0.00 usD
» 44 SHOSHONE FO - DESIGN JET 10 | |90 0.000 0.00 usD
» 4} JARBIDGE FO - DESIGN JET 1051 |_[100 0.000 0.00 usD
] /RBIDGE FO - DESIGN JET 5501 ||1e 0.000 0.00 usD
» €4, BURLEY FO - DESIGN JET 1055 ¢ | _|120 0.000 0.00 usD
» 4% BURLEY FO - DESIGN JET 1055C |_|130 0.000 0.00 usD
» 43 BOISE DO - DESIGN JET 4000 PE | _|140 0.000 0.00 usD
» 4 OWYHEE FO - DESIGN JET 4000} | [150 0.000 0.00 usD ~
» & POCATELLO FO - DESIGN JET 4¢ l '
» 4% UPPER SNAKE RIVER FO - DESIC
: 4% COTTONWOOD FO—DESIGNJEIH T
FINAL STEP: Click on SAVE one last time to ensure your deletion IS complete.
At this point your Change Entry Sheet will turn into Display Entry Sheet Mode.
NOTE: A way in which to ensure your deletion took, click on Create Service
Entry Sheet in your "DETAILED NAVIGATION SCREEN"to the left of your TREE. This
will  refresh  your screen. If the trash can is still there in your TREE, you

have succeeded

in deleting

the SES forever.
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FINAL STEP:  Click on SAVE one last time to ensure your deletion is complete.
At this point your Change Entry Sheet will turn into Display Entry Sheet Mode.
NOTE:  A way in which to ensure your deletion took, click on Create Service 
Entry Sheet in your "DETAILED NAVIGATION SCREEN" to the left of your TREE.  This
will refresh your screen.  If the trash can is still there in your TREE, you 
have succeeded in deleting the SES forever.  
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Final Service Entry Sheet Notes

Once an SES is ACCEPTED (GREEN Status), a Goods Receipt (GR) is automatically generated in the
system to correspond to the SES.

Please note the “Display an Invoice” screen below. There are three separate sections shaded in
yellow - Goods Receipt, Invoice Receipt, and Service Entry.

Services | Limits | i ? ? y | Delivery | Invoice , Condiions | AccountAssignment || 0]
EE E e B R = EE ER I EE
*S.. [WT Material Do...| ltem[Pstng Date | =Quantity| Delivery cost quantity0.. [ =AmountinLC|Leur | =Qlyin OPUn| DelCostaty (OPUn) or...|
TrEv. Goods receipt - - 5,048.00 USD - e
RL 5200079201 1 02212009 1,512.00 USD
IRL 5200080022 1 020252009 1,512.00 USD
RL 5200072785 1 01/09/2009 1,512.00 USD
IRL 5200072005 2 123012008 1,512.00 USD
Tr./Ev. Invoice receipt " . 6,048.00 USD =
SEnt 1000021707 0212512009 1,512.00 USD
SEMt 1000021706 0212512009 1,512.00 USD
SEnt 1000019209 0111242009 1,512.00 USD
SEMt 1000018274 12/10/2008 1,512.00 USD
Tr/Ev. Service entry - - 6,048.00 USD - - =
Al on

The next screen print below is displaying a small view of each of the sections.
GR = Goods Receipt

IR-L = Invoice input by an AP Tech. in Denver (In our office we refer to them as the “52” invoice).

SEnt = Service Entry Sheet input by the COR/Receiving Officer.

8 Bacecd > Cregle Serves foiry Shatt S Disolaly Purchane Order | Histery, Back ]
[= Contract Awards LO7PD01142 Created by Patricia A Fort L 1]
[ Merw | |k [Back | | Cancel | [ Systern | ||| Docurment Ovenvew On | | Create | | DisplayiChange | | Other Purchase Ovder | | Print Preview | | Messages | [Help | [ Move... |
Contract Awards TilLo7PD01142 | Vendor 70038448 EAP CONSULTANTS, IN| Doc. date 083072008
[Ba]Heacter

[Ba|mem ovendsw

[B=]amn 120 ) EMPLOYEE ASSISTANCE PROGRAM o [a]=]
5. WNT =Quanity| Celivery cost quanatyl0.. | sAmountinLCLaur | =08y In OFUN|_ DalCostosy (0PUN) or.

| GR 10 T TSTZ0 UST 5
GR 101 1 022008 151200 USD
GR 101 EOO0022R20 1 121102008 1.512.00 USD
Tr. v, Goods receipt . . 604000 USD -
IR S200078301 1 OIEIR008 151200 USD
IR-L SR00S0022 1 OXIER008 181200 USD
IR-L SZO0OTITES 1 DIMAZ00E 151200 USD
IR-L SR000TI005 2 AXIN200E 151200 USD
TrJEv. Inviic recpt . . E048.00 USD -
SEnt 1000021707 027252009 1.512.00 USD
SERR 1090021706 V2200 151200 USD il
oee anannansan PI— +En i i

| i |

At the time of the GR creation in the system (which equals acceptance of goods/services) the
Purchase Order in SAP is EXPENSED. Expense does not happen when the invoice gets paid; rather it
is at the time of the GR creation.

AGAIN.....remember, an SES, fully accepted (GREEN) creates a GR automatically in SAP and can be
seen on your Purchase Order Display.
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