How to Manually Enter a YP Document L’[ -
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The instructions below provide information on how to manually process interagency invoices
that are no longer parked.

1.) Execute Transaction Code: FV60
2.) Complete the following:

a. Enter the vendor number in the Vendor field.
Enter the invoice date in the Invoice date field.
Enter the invoice number in the Reference field.

Note: You will need to add two (2) leading zeroes.
Select YP — Inter-Agency Payment as the Document Type.
Enter the total amount due in the Amount field.

Enter the general ledger account in the G/L acct field.
Double click in the Amount in doc. curr. field.
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Park Vendor Invoice: Company Code SOMS

\Menu_.| { | Save parked document || Back || Exit|| Cancel || System .|| Tree on || Comps
Transactn R Invoice = Bal. |44.00- @O
Basicdata = Payment Details Tax »|E Vendor

(a) [Vendor 7] s6Lind Address
(b) m_[ lRefaren:a ' |(c)

Posting Date 07 /08720

(d) [Document Type YP Inter-Agei-

(e) |Amount .00 usp Calculate tax
Tax Amount <=
Text :
|[M ois
Paymt terms Due immediately LS

Baseline Date 07 ,/08/20186
Company Code SOMS State of Mississippi Jackson
Lot No.

1Items ( No entry variant selected )

®S... Gl acct hort Text D/C lAmount in doc.c... '.oc.t:urr.amuunt ... Taxjurisdictn ... |... Assignme
4 ransfer ... S... = | 0.00 [ -

) ()
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3.) Complete the following:

a. Enter the amount for the first line in the Amount field.
If during Lapse, enter the budget period in the BP field.
c. Enter the cost center in the Cost Center field.

o

Once the above is entered, click the [ More | button.

Correct G/L account item

" Menu .|| | 4 [Back || Exit|| cancel || System . || Previous item | [ Nex
G/L Account Transfers to Other Funds

Company Code  SOMSState of Mississippi

Item 2 / Debit entry / 40

(a) |Amount 5.00 pSD
Tax code ] [] Calculate tax
(®) [ |W/o Cash Dscnt
Fund P 12016-A2 b
(c) [Eost Center | Grant
Functional Area ' Funded Program NRFP
Funds Center | Commitment ltem o |
Earmarked Funds 1 Done = More
—L ; L

Purchasing Doc. | _ i

4.) Enter the material number from the invoice in the Material field then click the Refresh
button.

Coding Block

Business Area | | Trdg Part.BA
CostCenter | i
Order ]

4 Cost Object 1

; WES Element

4 Personnel No.

1 Fund - BP Grant '
Partner Fund PB Partner Grant |
Funded Program NRFP

{ Functional Area | : Commitment ftem’

Funds Center =~ | '
Earmarked Funds | 1Done Transactn Type |
SalesOrder | | | Plant -
Material | x i RealEstate Obj [ & |
Privacy Level | | HIPPA Indicator |
Paymode Act No.” | SoMS Account N¢
Received Date |
vEx
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5.) Verify the fund number and make any changes, if needed. Once verified, click the Green

Check button.

Coding Block

Business Area | 7 Trdg Part.BA
Cost Center ! o
Order
Cost Object
WEBS Element
Personnel No.
I_;und [ BP ‘Grant

artner Fund B Partner Grant
Funded Program
Functional Area | | Commitment tem
Funds Center
Earmarked Funds | [1Done Transactn Type |
Sales Order | [ | Plant -
Material | Real Estate Ob] | & |
Privacy Level | | ' HIPPA Indicator | |
Paymode Act No. | SoMS Account Ni
Received Date — '

<]

%]

6.) Click the Back button.

Correct G/L account item

[(Menu || 4|| Back || Exit || Cancel || System . || Prev
G/L Account Transfers to Other Funds
Company Code iState of Mississippi
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7.) If there are no other lines needed. continue with step 13. To add additional lines, highlight
the first line then click the copy button.

1 Items ( No entry variant selected )

5. GlLacct Short Text DIC Amount in doc.c... Loc.curr.amount ..
[ Sh

L]

Q.00
0.00
0.00
0.00
0.00
0.00
0.00
Q.00
0.00

4 4 4 /4[4 44 4 44
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8.) Double click the Amount in doc. curr. field on the new line.

2 ltems ( No entry variant selected )
5. GlLacct ShortText DIC Amount In doc.c... Loc.curramount ... Taxjurisdictn... .. Assignme
[¥] -
v | |

9.) Enter the Amount for the line being entered and change the Cost Center and/or Fund, if
needed. Once the information has been entered, click the More button.

Correct G/L account item

Menu .|| 4 [ Back || Exit || Cancel || System . | Previous item | [ Next
G/L Account Transfers to Other Funds
Company Code |State of Mississippi

Item 3 / Debit entry / 40

Amount x'PSD

Tax code [
[ W/o Cash Dscnt

Fund T =1

Cost Center | 1 — Grant

Functional Area | Funded Program

Funds Center | Commitment tem

Earmarked Funds [ [ Done More

Purchasing Doc. |
Quantity |

Value Date o Due on [

Assignment [ ]

Tox — | Long Te...
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10.) Change the Material information, if needed. Once the information has been entered,
click the blue Refresh button then the Green Check button.

Sales Order [ Plant .
IMaterial ' | Real Estate Obj] | & |
Privacy Level | | HIPPA Indicator
Paymode Act No. SoMS Account N¢

Received Date

11.) Click the Back button.

Correct G/L account item
(Menu 4] .‘Exitl,Cancall

G/L Account Transfers to Other Funds
Company Code iState of Mississippi

12.) Complete steps 7 — 11 above for each additional line that needs to be added. If all the
lines have been entered, continue with step 13.

13.) Click the Simulate button.

Park Vendor Invoice: Company Code SOMS
;_l"-lénu\« 1 Saye parked document| ﬁacR'EﬂL [Cancel || System .| Tree on iﬂﬂ_‘rﬂ]_w
Transactn = Bal. a0
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14.)  The postings should be displayed for your review. When you complete your review, click
the Back button.

Document Overview

Menu 1 Park Exit [ Cancel || System .| [ Choose || Resst | Taxes || Complets || Dafine fiter criterla | | $
Doc.Type : YP ( Inter-Agency Payment ) Normal document

Doc. Mumber Company Code 50M Fiscal Year 201

Doc. Date Posting Date 07/08/20 Period 03

Calculate Ta&

Ref.Doc.

Doc. CurrencUsD

Iti|Pk|Account |Account short te|Dy Amour nus.‘n? ‘Funds ct‘Fund |Grant ‘Funct'iunl'l Ar|Cost Ctr|
% 3% Information will be 2 ";'gE Information will be displayed here.
3 |ac| displaved here. 5 39.0(

15.) If there are errors the following screen will be displayed. If displayed, click the Green
Check mark to allow you the opportunity to fix the errors. If the following screen is not
displayed, continue with step 17.

Document Overview

Meny .« | 4 | Park| Back |Exit| Cancel)| System .  Choose|| Reset || Taxes || Complete || Define Miter criteria || Sortin Asce
Dec.Type : YP { Inter-Agency Payment ) Normal document

Doc. Number Company Code SOM Fizcal Year 201

Doc. Date Posting Date O7/08/20 Period o

calculate Ta

ref.Doc.

Doc. CurrenclsD

Iti|Pk|Account |Account short te|Dy Amour Bus.l!F |Funds Ct|Fund Grant |Functional Ar|Cost Ctr|Order
;' 33 Information will be : 4;‘-3?
3 lsc|] displayed here. s 39,0t
@ putomatically created line items will be deleted
[
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16.) Make the necessary changes to correct the errors. Once you have made the changes,
return to step 13.

Park Vendor Invoice: Company Code SOMS

[Menu .|| | 4 [ Save parked document || Back | [ Exit || Cancel || System . || Tree on || Comp:
Transactn R Invoice . Bal. @co
Basic data | Payment Details Tax vi|[El]  Vendor
Vendor ' | SGL Ind Adtdreas
Invoice date . Reference
Posting Date 1
Document Type YP Inter-Agel-
Amount ' usbD Calculate tax
Tax Amount -
T
e [ _ois|

Paymt terms Due immediately
Baseline Date 07/08/2016

Company Code SOMS State of Mississippi Jackson
Lot No.
1items ( No entry variant selected )
i S.. GlLacct ShortText DIC  Amountin doc.c.. Loc.curramount |. Taxjurisdictn .. .. Assignme

rd S...v -
[t S...~ 0.00 )
| Sicow 0.00

17.)  Click Save parked document.

Edit Parked Vendor Invoice $
[Menu ] 4| Save parked document | Back | [Exit|[ Cancel | System,
Transactn R Invoice - Bal. 0.00
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18.) The YP document number will be generated and the document is saved.

Park Vendor Invoice: Company Code SOMS

Posting Date  (07,/08/20]
Document Type KR Vendor In'=

Amount usp [ Calculate tax
Tax Amount I0 I0 (A/P sales ~
Text

Company Code SOMS State of Mississippi Jackson

Lot No.

0 Items ( No entry variant selected )

] S...~ 0.00 10
] S...~ 0.00 10
] S...v 0.00 10
[ ] S... v 0.00 10
[ ] S... v 0.00 10
] S... v 0.00 10
] S...* 0.00 10
] S...~ 0.00 10
| S...v 0.00 10

] 5...7 0.00 10

|
G EEE EE..E @E

¥ Document SOMS was parked

Menu .| 4 | Save parked document || Back || Exit || Cancel || System || Tree on || Compa

Transactn R Invoice - Bal. 0.00 jeie]
Basicdata  Payment Details Tax 0| (=]

Vendor SGL Ind

Invoice date | Reference

5 S... G/Lacct | Short Text D/C Amountindoc.c... Loc.curramount ... Taxjurisdictn ... .. Aszsignme

4

19.)  You will now need to mark the document as Save as
approval.
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