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1.0 Purpose of SOP

1.1 Intended Audience

Identify appropriate audience for SOP; e.g., all bureaus, a particular bureau, specific organizations within
a bureau.

1.2 Collaboration Team

Identify who collaborated on the development of the SOP and organization

Name Organization
Elizabeth Romero Oo&M
Jen Schroeder Training

1.3 Review Team
Identify who reviewed the SOP, Role, and Approved Date

Name Role Approved Date
Roberta Bennett DOI AP BP Lead 8/19/2009

1.4  Definition of Terms
Include definition of terms if appropriate

Terminology Description

1.5 Assumptions, Dependencies, and Constraints

This SOP is intended to address the issue of determining the status of a payment and if it has been
disbursed. It does not cover any other aspect of the payment process.
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1.6 Change / Version Control

Change and version control will be updated by both O&M and Deployment teams. CR's (both PSL and
DSL) that impact the SOP should be captured as well.

No | Date Object Description of change Name

2.0 Standard Operating Procedure

2.1 Process Description

In FBMS there are two ways to determine if a payment has been disbursed. The first method is to run
Vendor Line Item Display and the second method is to use Document Display.

2.2  When the Process is Used
This process is used when it is necessary to determine if a payment has been disbursed.
2.3 Related Processes and other References

Work Instruction FBL1N Vendor Line Item Display
Work Instruction FB03 Display Document
Accounts Payable TD4 Training Manual

2.4 Who s involved in the Process

AP Technician (AP_T)

AP Team Lead (AP_TL)
FI_OD FI Display Role
AP_CO AP Certifying Officer

2.5 Transactions used in the Process

FBLN1 — Vendor Line Item Display

Core Financials>AP>Vendor information>Display Vendor Line Items (AP Roles)
Core Financials>Display>GL>Display Vendor Line Items (Office Display Role)
FBO03 — Display Document

Core Financials>AP>Display Document

3.0 Process Flow

This section describes the steps in the process and could include process flow diagrams, as well as screen
shots of the transactions used in the process.
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N/A
3.1 Business Scenario Example:

A Travel Payment was made, Vendor Number = 00456780. The travel invoice humber is 1900002565
with a Invoice Clearing Number of 2000004552 and a Cash Clearing number of 2100001116.

Vendor Line Item Display

The steps listed below demonstrate the first of two ways to determine if a payment has been disbursed.
Follow the menu path below to begin:

Core Financials>AP>Vendor Information>Display Vendor Line Items
or
(T Code=EBL1N)

Vendor Line Item Display
Vendor Line item Display

Menu.a| 4 | Save ssvarant.. | | Back | Cancel | Tootsa||| Execule | Getvarant, | Dynamic seleclions | Prograrm Documentation

YVendor saleclion
Wendor accourid 00458780 & VendOI’ Number
Campany code 1400

Saleclion using seanch halp
Search help ID

Search slnng
Camplex seanch help =

Lin= em saleclion
Slatus
C0pen items
Cpen at kizy date

[ Cleared Items ]

(& Claared tams
Claaring dabe 12012006 iz} 123102006 L
Copiery al kizey date
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Vendor Line Item Display (Continued)

1 &llitems

Fosting date ta o

Type
Mormal items
F Special GiLtransactions
[ roted iterns
[ Parked iterns
[ custamer items

List Cutput P4
Layaut DUEDT
Maximum number of items

1. Onthe endor=eiecion — \/endor Selection tab, enter the Vendor Number.

2. Onthe Unetemssiechon ) jne Jtem Selection tab Check Button for ‘Cleared Items’ or ‘All Items’

3. Onthe U™ ) jst OQutput tab, in the Layout field enter: /DUEDT

4. Click Exute |
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Vendor Line Item Display
I Vendor Line lteim Display

el a) 1| || Back || Cancal | Tools u} || First column | Calumn Left | Column Right | Last column | Display Document | Mara af

Status: B open & Parked @ Clesred
Due date: B overdue Sy Due ¢Q Hot due
Tendor 004 56720
Coupary Code
Naue HALL
=2 Hew Tatk City
5t | kssigmment DocmentHo | Type Doc..Date |5 |00 | Awcunt in local cue, |LCurk|Clzng doc. |FEk |Bush| P Wet due dt|Text

i 2000003574 2P 12/13/2006 71.85 (03D |2000003574)  |5000|T |12/13/2006
I @|o1 7000000193 1900001857 |KT 11/21/2006 71.85-|Us0  |zoooooas7al  |sooo|T |12/12s2008
0 @ 2000003665 | 27 12/14/2006 211.36 |US0 | 200000366 ]
[ @|pI700000037% 1500002052 = EETERETRE 211.36-|U3D | 200000354 Clearmg doc
0 @ 20000040 71.85 U030 |zooo0040s
I @ (017000000325 lsnnnmL Document No. ] 71.85-|UsD | z00000406 Number
. 20000043 65.18 |U3D
[ @|o1 7000000408 1900002161 }7 12/05,/2006 65. 18- T30
[ @ 20000045528 L2/26,/2006 149.85 |05D TOUUTT 127207 2005
[ @|pI 7000000589 [Emﬁ Lzs11/2006] | s0 | S000|T [12/19/2006

@ 0.00 |U3D

o

Look for your invoice number(Document Number) (example: 1900002565)
6. Find the corresponding ‘Clearing Number’

(Example: Document Number 1900002565 corresponds to Clearing doc number 2000004552)
7. Double-click into the Clrng Doc. (example. 2000004552)

8. Double-click into the Clrng Doc again! (ie. 2000004552)
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Document Overview - Display
I Document Overview - Display

Menu | 4] | Back | cancel | Toolsa| | SelectIndividual Object | Change Individual Line Items | Display First Coluran | More |

Doc.type : P [ Payment Posting ) Normal document
Doc., Number 2000004552 Fiscal year 2007

Doc. date la/ae/e00e Period 03
et rutars Tax [ Cash Account ]
Doc.currency usD

Payment Fun ID

1272772006 - TREAL

Itm|PK Account/ Account short text Azzigqnment T Amonart
1|25 00455?}{ HALL 149,85
z 50|2120.DDDDU Disbursem in Transit|Z000004552 149, 85-

9. Double-click the 2120.00000 Cash Account
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Display Document: Line Item 001

I Display Document: Line item 001

Menu | 4] | Back | cancel | Toolsa] | Chanoe DisplawChange Mode | Display another document | Call Up Document Overview
Yendor 00435720 HALL GILAce  2110.INO00

Company Sode 1400 125 Elm Street

Dept ofthe Interior Hew Tork City Doc. no. 1900002565

Line ltem 1 §Invoice § 31

Amount 149.85 [81=1n]

Additional details

Bus. Area S000

Disc. base 145.85 USD  Disc.amount  0.00 Jsp
Faytterms o001 Daysipercent |0 oooo (%0 o000 (%0
Bline date 1211 9/2006 Fixed

Pmnt hlock Invoice ref. ! 0

Fmt Method T Pmt meth.supl. 11

Clearing 12/26/2006 |/ 2000004552

Assighment DOl 7000000589

Text 5, Long Text
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Display Document: Line Item 002
I Display Document: Line item 002

Menu 4 1| | Back | Cancel | Tools J| | Change DisplayiChange Mode | Display another document | Call Up Dacument Overview

GIL Account 212000000 | Dishursements in Transit
Company Code 1400 | Dept ofthe Interiar
Dac. no. 2000004552
Line ltem 2 f Credit entry/ 50
Amount 149.85 UsD

Additional Account Assignments
Cost Center Order
WBS Element
Real Estate Ohj

Asset & More

Purchasing Doc. 0

Yalue date 12126/2006 Bline date

Clearing date 010352007 | 2410000111 created C|earing dOC
Assignment 2000004552 Number
Tedt

10. Double-click the Clearing Number for cash (example: 2100001116)
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Document Overview - Display

| Document Overview - Display

Menu | 4 ' Back | Cancel | Tools || Selectindiidual Object | Change Individual Line e

Doc.type & ZB | Treasury Confirmatn ) Normal document
Doc, Muber 2100001116 Company code 1400 Fizcal year 2007

Do, date a1/03/2007 Period 04
Calculate Tax [ Schedule Number ]

Ref. doc. neTeLzzIE——
Doc.currency  USD
Doc.head, text 0000004400001

Ttm|PE|dccount  |Account short text | Assiqnuent Tx Anoumt
1(50|1010, TOV0O0|Dish Vendor Payments| 2000004552 149, 85-
2(4012120,00000\Dishursen in Transit|2100001116 143,85

11. The Schedule Number is 0ST61227001
Note:
This means this was a travel payment (T) which posted to the payment run dated
12/27/2006 (61227) and it was the first file (001).
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Display Document

The steps listed below demonstrate the second way to determine if a payment has been disbursed.
Follow the menu path below to begin:

e Core Financials>AP> Display Document
e TCODE=FB03

Display Overview - Display
I Document Overview - Display

Menu | 4| W{J\ Document NO. plsa| | Selectindividual Object | Change Individual Line lterms
ET [ Trgwél

Doc. type : Inwvoice | Normal document

Doc. Number 12000025645 Company code 1400 Fiscal vear 2007
Doc. dare 1271172006 Fozting date 127192006 Period a3
Calculate Tax

Ref.doc. TA789010 HALL

Doc. currency osh

Itw|PE Accu:uu.nt/' Vendor Account ghment Tx Amount
e

1|31 | 00456780 HALL DI JOoooQposs9 149, 85-

2400|6100, 2110 (NForgm-POV Mile Allw|20061219 13.35

3|40|6100. 21100 (NForgrn Emp Per Diem [Z0061219 136. 50

1. Enter invoice/travel/clearing number in Document Number field(example: 1900002565)

2. Double-click the Vendor Account (example: 00456780)
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Display Document Line Item 001

I Display Document: Line ltem 001

LT 1| | Back | Cancel | TDDIS,.l | Change Display/Change Mode | Display another document
“Yendor 00456780 HALL GIL Ace 21100000
Company Code 1400

125 Elm Street
Dept of the Interior Mew Tork City Doc. no. 1900002565

Line lterm 1 ! Invoice f 31
Amount 145 25 JsD

Additional details

Bus. Area 000

Disc.hase  [149.85 [ Clearing Number ] UsD
FPaytterms o001 | BERE=A1a) =011 TooT %0 o.oon (%0
Bline date 121 92006 ‘}uzﬁ/y

Frmnt block Invoice ref. I o

Pt Method T Pt meth.supl. 11

Clearing T2026/2006 |F 2000004552

Assionment Dl 7000000589

Text 5, Laong Tex

3. Double-click the Clearing Number (example: 2000004552)

Display Overview - Display
I Document Overview - Display

Menu | 4| | Back | cancel | Tools | | Selectindividual Object | Change Individual Line ltems | Display First Column | More

Doc.type @ ZF [ Payment Posting ) Normal document

Doc. HNumber 2000004552 Company code 1400 Fisecal year Z007
Doc. date 1272672006 FPosting date 1272642006 Feriod o3
Calculate Tax

Doc.currency ush

Payment Run ID l2/27/2006 - TREAL

Itw|PE|Account Account short text Azzignument Tx Amount
1|25 00458720 HALL 149.85
2 50|2120.DDUDD Disbursen in Transit|2000004552 149,85-

Display Document: Line Item 002
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I Display Document: Line ftem 002

Menu | 4 | Back | Gancel | Tools || Change DisplayiChange Mode | Display anather document | Call Up Document Qverview

GIL Accaunt 2120.00000@usbyrsements in T
Company Code 1400 |Dept of the Interior CaSh Account

Doc. no. (2000004552

Ling ltem 2§ Credit entry /50
Amount 149,89 UsD

Additional Account Assignments
ost Center Order
WBS Element
Real Estate Obj

Asset c

: Clearing Number ]
Purchasing Dac. 0
Yalue date 121262006 Bline date

Clearing date 0170352007 2100 Auto. created

Assignment 2000004552

Text %, Lang text

4. Double-Click the 2120.00000 Cash Account

5. Double-click the Clearing Number for cash (example: 2100001116)
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| Document Overview - Display

Menu | 4 | Bark | Cancel | Tools | || Select nbidual Object | Change Individual Ling ems

Doc.type + ZR | Treasury Confirmatn ) Norwal document

Doc, Nuber 2100001116 Company code 1400 Fizcal year 2007
Doc, date 0L/03/2007 Posting date 0170372007  Period 04
Calculate Tax

Ref. doc. 05Tl227001

Doc.currency  USD [ Schedule Number]
Iﬂ\

Doc,head, text 00000044000

Itm|FE|Account  |Account short text |Assiomment Tx Anount
1501010, TOVO0|Dish Vendor Payments| 2000004552 149,85-
2(40|2120.00000 | Disbursen in Tramsit|2100001116 149,85

6. Schedule Number is 0ST61227001

Note:
This means this was a travel payment (T) which posted to the payment run dated 12/27/2006
(61227) and it was the first file (001).

4.0  Troubleshooting/Common Errors

= Error message/Action/Examples — common transaction errors, BP questions

Error Description Resolution
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5.0 SOP Approval

Besides the relevant deployment and O&M team members (approvals noted in previous section), SOP's
should be reviewed and approved by the BP Team lead, and the Production Support lead.

Name Role Approved Date
FBMS PMO - Business
Process Team Lead
FBMS PMO - Production
Support Manager
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