	Work Instruction
Functional Area: Accounts Receivable 
	Basic Customer Invoice (FV70)
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	Purpose  Customer Billing Through Payment

	Use this procedure to park a customer invoice.

Trigger

Perform this procedure when a good or service has been supplied to a customer and there is a need to invoice the customer in order to receive payment, however due to lack of required information, the invoice is parked.

Prerequisites

None

Menu Path

Use the following menu path to begin this transaction:

· Select Accounting[image: image1.png]


 Financial Accounting[image: image2.png]


 Accounts Receivable[image: image3.png]


 Document[image: image4.png]


 Parked documents[image: image5.png]


 Post/Delete: Single Screen Transaction to go to the Park Customer Invoice: Company Code UC screen.

Transaction Code

FV70

Helpful Hints

· The R/O/C column in the field description tables below defines whether the field is required (R), optional (O), or conditional (C).

· On certain screens you may have to scroll to view some data entry fields.

· Documents do not need to be complete to park in system. However, in some cases, the document must be free from accounting errors.

        Complete the following the first time you use the FV70 transaction for Accounts Receivable:

o    Click [image: image6.png]& Editing Options



 on the FV70 transaction screen.  The following are
recommended settings.  Select [image: image7.png]


  to the left of them.

o    Select “Documents only in local currency”

o    Select “No special GL transactions”

o    Select “Documents Not Cross-Company Code” so you don’t have to data enter the “UC” company code on each transaction

o    Select “No partner business area in head. screen”

o    Select “Display Periods”

o    “Local Currency” is already defaulted.  Leave it this way.

o    In the Doc.type option field, use the option pull-down menu and select “Document type ready for input.”

o    Select “Document Date Equals Posting Date” so SAP will fill in both dates, normally with today’s date. You can always adjust it if necessary.

o    Click [image: image8.png]


  to save your user profile, then click [image: image9.png]


  .

o    Enter /nfv70 in the Command field, then click Enter to refresh the screen and bring in the editing options.

o    Make sure your screen variant is set up for UC. Select Edit[image: image10.png]


  Screen Variant[image: image11.png]


  Select Screen Variant[image: image12.png]


  ZAR_Customer_Invoice. Once you select this screen variant and save your first document, the screen variant will save with your profile.

o     

· Click [image: image13.png]


  to review the open invoices or credits on the customer’s account.

· Click [image: image14.png]


 to review customer master data.

· Click [image: image15.png]


  to view other documents you parked.

· Click [image: image16.png]


  to close the view of other documents you parked.


	Procedure


	1.
	Start the transaction using the menu path or transaction code.


	Park Customer Invoice: Company Code UC
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	2.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Customer
	Required
	UC Flex code that identifies a customer; A customer is a business partner who orders goods and services.

Example:
1000016

[image: image18.png]


    This information will be printed on all customer invoices and credits.



	
	Invoice date
	Required
	Example:
03/15/2005

[image: image19.png]


    This information will be printed on all customer invoices and credits. The invoice date should always equal the current date.



	
	Reference
	Required
	Allows for further clarification of an entry by reference to other sources of information, either internal or external to UC Flex; Any UC Flex-posted document number can be used as a "reference" when entering a new document.

Example:
9889

[image: image20.png]


    This information will be printed on all customer invoices and credits.



	
	Posting Date
	Required
	The date on which a transaction in UC Flex will be posted to the appropriate accounts; UC Flex will default this field to be the current date, but changes are allowed. For items to be posted in a future or past period, you must enter the posting date

Example:
03/15/2005

[image: image21.png]


    The posting date should always equal the current date.



	
	Document type
	Required
	Document type classifies accounting documents.

Example:
DR (Customer invoice)
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    This information will be printed on all customer invoices and credits.



	
	Amount
	Required
	Indicates the value of the line item of an accounting document

Example:
1000
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    This information will be printed on all customer invoices and credits.



	
	Text
	Required
	Description field providing additional information for an entry

Example:
=RENT

[image: image24.png]


    Typical billing references have been added to configuration. Use the drop down-menu to manually select.




	3.
	Click the [image: image25.png]Payment



 tab.


	Park Customer Invoice: Company Code UC (Payment tab)
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	4.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Bline date
	Required
	Date to which the periods for the cash discount deadline and the due date for net payment refer

Example:
10/27/2004
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    This data will default based on the payment term.



	
	Pmnt terms
	Required
	Example:
0001

[image: image28.png]


    This data will default based on the customer master record (update as required). This information will be printed on all customer invoices and credits.




	5.
	Click the [image: image29.png]Detais



  tab.


	Park Customer Invoice: Company Code UC (Details tab)
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	6.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Assign.
	Optional
	Free form field

Example:


	
	Header txt
	Optional
	Example:
Rent for Auditorium



	
	Dunn.block
	Optional
	Indicator that blocks a document from dunning

Example:



	7.
	Perform one of the following:
If You Want To
Then
Go To
Enter a note about the invoice

Click the [image: image31.png]Notes



 tab.
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    This section is provided in order to accommodate documenting long text; use as needed. This text will not print on the customer invoice or credit memo.

Step 8
Enter the line item information

--

Step 9



	Park Customer Invoice: Company Code UC (Notes tab)

[image: image33.png]Document Edit Goto _ Exiras o e Help

518 e6e SHE Dn00 B QB

@
Park Customer Invoice: Company Code UC
2, Tree on | [ Company Gode | (3% simuiate | & Save as completed | ) Past |2 Editng options
Transactn  nvoice a
Bal 1,000.00 @0
Basicdata | Payment | Details | Tax ' Notes Customer
Addiess

Htem long text

Partnership for Greater Cincinnat
Suite 300 Carew Tower

[l (ol (B[] @)
T

441 Vine Street
Cincinnati OH 45202
T 513-679-3100

i ois

Bank data: not availatle

= T ltoon

Ln1-Ln1of 1 lines

0 lterns (Sereen Variant : UC Standard Variant 0100)

st [ofacct [shortTed |D/C|Amountin doc.curr. [Fund

Cast center_|Functional area [Grant

Credits)

Creditg)

Creditg)

Creditg)

Creditg)

Creditg)

Creditg)

Credite

[T

ajny

D]l

[E[ER EIR (]

0 [Fvr0 B3 ucerpo7 (NS |

4






	8.
	Enter the note in the Item long text box.


	9.
	Click the [image: image34.png]Basic data



 tab.


	Park Customer Invoice: Company Code UC (Basic data tab)
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	10.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	G/L acct
	Required
	Code identifying the account in the general ledger where this item will post; from a collection of balance sheet and profit and loss statement accounts; includes Assets (1), Liabilities (2), Fund Balance Accounts (3), Revenue Sources (4), Expense Accounts (5), GAAP Only Accounts (7), Transfer Accounts (8), and CO Secondary Postings (9)

Example:
412001



	
	D/C
	Required
	Debit/Credit

Example:
Credit
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    This data will default based on the transaction used.



	
	Amount in doc.curr.
	Required
	Line item amount in document currency

Example:
1000

[image: image37.png]


    This information will print on the customer invoice or credit memo.



	
	Fund
	Required
	A fund is a separate & distinct fiscal/accounting object containing a complete self-balancing set of accounts used to segregate cash and other financial resources, together with associated liabilities, residual equities, and related changes. Amounts are separated by fund so that certain activities can be performed or objectives achieved in accordance with special regulations, restrictions, or limitations. Funds are classified into fund types, which have distinctive accounting and reporting requirements.
Example:
A100001



	
	Cost center
	Conditional
	Organizational unit Funds Center for capturing costs.

Example:
1010000000



	
	Functional area
	Required
	Example:
5

[image: image38.png]


    This data object aligns to CUFS Function. Typically the system configuration will default this data, however in some cases, manual input is required.



	
	Grant
	Conditional
	An award to the university as additional resources to support instruction, research, or public service; A type of financial assistance awarded to an organization for the conduct of research or other program as specified in an approved proposal.

Example:


	
	Order
	Optional
	Cost Collector; Can vary from simple activities to complex projects and can cross an organization’s fiscal years, funding sources, and organizational units

Example:


	
	WBS element
	Conditional
	Work Breakdown Structure (WBS) Element utilized to track plant projects.

Example:


	
	Text
	Required
	Description field providing additional information for an entry

Example:
Sarah Walker

[image: image39.png]


    This information is printed on the customer invoices and credit memos.



	
	Assignment no.
	Optional
	Assignment number; UC Flex displays account line items according to the content of this field

Example:
Credit

[image: image40.png]


    This information is printed on Student Sponsor Billing customer invoices and credit memos.




	Enter Customer Invoice: Company Code UC
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	11.
	To enter a quantity and price per unit for a line double click on the line.


	Correct G/L account item
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	12.
	Click “More Data” button, to access the screen for Quantity and Price per unit screen.


	Park Customer Invoice: Company Code UC (Basic data tab)
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	13.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Reference key 1
	Required
	The quanity of the line item

Example:
20.00



	
	Reference key 2
	Required
	The unit price of the line item

Example:
5




	Park Customer Invoice: Company Code UC (Basic data tab)
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	14.
	Perform one of the following:
If You Want To
Then
Duplicate an entire general ledger line item

1.      Click [image: image45.png]


 to the left of the line you want to duplicate.

2.      Click [image: image46.png]


 .

Copy a particular field value

1.      Click the column you want to copy.

2.      Click [image: image47.png]


 .




	15.
	Perform one of the following:
If You Want To
Then
Go To
Review the accounting entries prior to posting or parking

Click [image: image48.png]


 .

Step 16
Park the document

Click [image: image49.png]


.
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    The system displays the message, “Document XXXX UC was parked.”

Step 20
Post the document

1.      Click [image: image51.png]


 .

2.       While in Simulate mode, c click [image: image52.png]


.
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    The system displays the message, “Document XXXX was posted in company code UC.”

Step 20
 




	Document Overview
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	16.
	Review the displayed information.


	17.
	Click [image: image55.png]


  .


	Information
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	18.
	Click [image: image57.png]


  .


	19.
	Return to Step 15.


	Park Customer Invoice: Company Code UC (2)
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	20.
	Click [image: image59.png]


 until you return to the SAP Easy Access screen.


	21.
	You have completed this transaction.


	Result

	You have parked a customer invoice.

Comments

The Save as Complete workflow functionality is not being used.
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