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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. 
b. Enter the invoice date in the Invoice date field. 
c. Enter the invoice number in the Reference field. 

Note: You will need to add two (2) leading zeroes. 
d. Select YP – Inter-Agency Payment as the Document Type. 
e. Enter the total amount due in the Amount field. 
f. Enter the general ledger account in the G/L acct field.  
g. Double click in the Amount in doc. curr. field.  

 

 

 

 

 

 

 

 

 

 

 

 

  

 

(a) 

(b) (c) 

(d) 
(e) 

(f) (g) 



How to Manually Enter a YP Document 
 
 
 

2 
How to Manually Enter a YP Document JOB AID 

3.) Complete the following: 
 

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

Once the above is entered, click the  button.  

 

 

 

 

 

 

 

 

4.) Enter the material number from the invoice in the Material field then click the Refresh 
button. 
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5.) Verify the fund number and make any changes, if needed.  Once verified, click the Green 
Check button. 

 

 

 

 

 

 

 

 

 

 
6.) Click the Back button. 
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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.   

 

 

 

 

 

 

 

8.) Double click the Amount in doc. curr. field on the new line. 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to Manually Enter a YP Document 
 
 
 

5 
How to Manually Enter a YP Document JOB AID 

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

 

 

 

 

 

 

11.)  Click the Back button. 

 

 

 

 

 
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. 
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14.) The postings should be displayed for your review.  When you complete your review, click  
the Back button.  

 
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. 

 

  

Information will be 
displayed here. 

Information will be displayed here. 

 

Information will be 
displayed here. 
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16.) Make the necessary changes to correct the errors.  Once you have made the changes,  
return to step 13. 

 

 

 

 

 

 

 

 

 

 

 

17.) Click Save parked document. 
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18.) The YP document number will be generated and the document is saved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

19.) You will now need to mark the document as Save as completed to route for workflow  
approval. 

 


