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e Loginto SAP using Azure Virtual Desktop (AVD)/SAP using your Single Sign-on.
e Click on UniversalWorklist (UWL) to view transactions.

Home | Universal Worklist

Universa

e  SAP will display the list of pending transactions. Click on the transaction to be reconciled.

] |

- Alerts | Notifications } SAPaffice Mails |

Show: |New and In Progress Tasks (58 / 65) -| (Al -|

=]

M| Subject
Reconcile Credit Card 5901122757, $233 74 _TOSHIBAAMERICAN BUSIN

-

Reconcile Credit Card 5301122754, $54.00, ARIZONA CORP COMM

Reconcile Credit Card 5301122750, 560.03, MCMASTER-CARR

Reconcile Credit Card 5901122753, $78.65, MENARDS OAK CREEK WI

Reconcile Credit Card 5301122751, $138.30 BATTERIES+BUI BS #0148

Reconcile Credit Card 5901122748, $362.37, DILLON SUPPLY COMPANY

Reconcile Credit Card 5901122518, 517.50, AMZN MKTP US*T111GOME2

e Anew window will appear that displays the 1% approver (reconciler) and 2"* approver
(approving official). Click on the transaction number and the Edit Parked Vendor screen will

appear.
Doc. Numb... ‘Doc]lment Ty.. \Supplier ‘Reference |[}ebit To.. IDt}cument D..
5901122753 KC 7000002247 2023/11/19/00012 78.65 07/16/2023
Iil::lq; fidid Appraver ”E; Delete Approver ]
Approvers Preview UserID | Name | Location of Position
[ = [ First Approver '
d a APENAT... ADAN PENATE 1332901
£ = [ Second Approver '
i C - KPHELPS... KRISTIN PHELPS-SHAW 1332901
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e Change the posting date to the current date and press the enter key on your keyboard 4 times
to override the date previously listed.

w v = Lcciu=l xdl LSy | =

P Edit Parked Vendor Credit Memo 5901122753 1000 2024

suTreeon  [#2Simulate Save as Completed ¢ Editing Options

Transactn | Credit memo - Bal. [o.00 lono
Basic data | Payment | Details | Workflow | Tax | Withholdingtax | Notes |  Vendor |
| Address \
Supplier 7000002247 SGL Ind 1l = ADAN PENATE
__Document date [07/16/2023] Reference [2023711/18/00012] *%3457
Posting Date [11/19/2023] 2027/09
DocumentNo 5501122753
W] Doc.currency 5] 323-255-1419
Amount [78.65 | [usD [ Calculate tax
Tax Amount ' ' ' -
Text MENARDS OAK CREEK WI
Paymt terms Due immediately :
1" (]
1 Items ( Screen Variant : ZAP_SP_FV60_SCR9 )
B St... G/L acct Short Text D/C Amount in doc.curr. T.. Tax jurisdign ... Fund Func. Area Cost ceni
991010 AP Pcard Cle.. Cred. = 78.65 010-0000 || 0000-0000-0000,
B Cred. =

e Enter the funding information:
o Change the G/L account (commitment item)
o Change the Fund (if needed)
o Change the Functional Area and press enter on your keyboard 3 times. SAP will generate

the message “Items Changed in Line 1” and activate the Cost Center field located to the
right of the functional area field.

o Enter your school or department cost center

e Attach the receipt by clicking on the services for object icon located on the upper left hand side

of the screen directly above the “tree on” icon. From the drop down menu select “Create” then
select “Create Attachment”.
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E Document  Edit Goto Extras Settings  Environment  System  Help
o | & ece t SR AFNE & @%
| smo 5901122753 1000 2024
a Create... 2 Create Attachment
Attachrrent-tist Erente-rote
Trar Private note Create external document (URL) Bal. 0.00
| 4 Send b Store business document " Notes | | Vendor
Relationships Enter Bar Code Address
Su Workflow b | SGL Ind = ADAN PENATI
D My Objects 8 Reference  |2023/11/19/00012 | || **3457
Po  Help for object services 2027/09
DocumentNo | 5901122753
¥ Doc.currency 3 323-255-1
Amount |78.65 UsD [ Calculate tax
Tax Amount -
Text IMENARDS OAK CREEK WI '
Paymt terms Due immediately :
1 0k

1 Ttems ( Screen Variant : ZAP_SP_FV60_SCR9 )

e This will take you to your computer documents. Find the receipt that needs to be attached and

double click on the document to upload.

& Import file X
« - v Bl « Users » marthaviramontes > Desktop ~ @) Search Desktop P
Organize ~ New folder =~ [ 0
MName h Date maodified Type Size
v [ This PC [£) 58720 7/6/2023 10:26 AM Adobe Acrobat D.. I
> =z Con LAUSDLA [£ $10047 7/6/2023 9:13 AM Adobe Acrobat D..
» =3 DonlAUSDLA [£ s107.18 7/6/2023 10:27 AM Adobe Acrobat D..
> =3 Eon LAUSDLA [# s110 7/6/2023 10:26 AM Adobe Acrobat D..
> =z ) on LAUSDLA- [ $288.36.0ng 8/29/2023 9:14 AM pnafile 1
> R KonLAUSDLA [£ 5300 7/5/2023 11:46 AM Adabe Acrobat D..
> =3 Lon LAUSDLA [£) s50026 7/5/2023 11:47 AM Adobe Acrobat D...
> 'ﬁ Network
File name: | ~ | All Files (*%) w
Open Cancel
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e The bottom of the page will display a message when the attachment is successfully created.

e Edit Parked Vendor Credit Memo 5901122753 1000 2024

guTreeon  [iSimulate Save as Completed

Transactn Credit memo
" Basic data f Payment - Details ~ Workflow -~ Tax | Withholding tax

& Editing Options

- Notes

Supplier 7000002247 SGL Ind
Document date [07/16/2023] Reference [2023/11/19/00012]
Posting Date 12/07/2023
DocumentNo |5901122753
[¥| Doc.currency
Amount 78.65 UsD [ Calculate tax
Tax Amount hd
Text MENARDS OAK CREEK WI
Paymt terms Due immediately
1 [

1 Items ( Screen Variant : ZAP_SP_FV60_SCR9 )

B St.. G/L acct Short Text
« |430001 General Supp...

INENENEEED

€1

D/C

Cred
Cred
Cred
Cred

Cred
Cred
Cred

Cred.
Cred

Cred

Amount in doc.curr.
78.65

The attachment was successfully created

e C(Click Save as completed

T.. Tax jurisdictn ...

Bal. 0.00 QCE
Vendor

Address

ADAN PENATE

**3457

2027/09

[0 323-255-1419

Fund Func. Area Cost cent
010-0000 1110-1000-13027 (15781014

-

:
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@ e AR LARSERE (2]
i, Edit Parked Vendor Credit Memo 5901122753 1000 2024

guTreeon [fSimulate  [EH]Save as Completed Editing Options
Transactn | Credit memo | Bal. 0.00 oca
Basic data | Payment | Details | Workflow | Tax | Withholding tax | Notes | Vendor |
| Address |
Supplier 7000002247 SGL Ind ] = ADAN PENATE
Document date 07/16/2023 Reference 2023/11/19/00012 **3457
Posting Date 12/07/2023 2027/09
DocumentNo |5901122753
[¥|Doc.currency & 323-255-1419
Amount [78.65 | Jusp | [ Calculate tax
Tax Amount [ | ] -]
Text [MENARDS OAK CREEK WI '
Paymt terms Due immediately :
0 “»

e  SAP will return to the previous screen. Click “Approve” button at the bottom right of the screen
to approve the transaction.

Doc. Numb... Document Ty... Supplier Reference Debit To.. Document D.
5901122753 KC 7000002247 2023/11/19/00012 78.65 07/16/2023
EAdd Approver ‘EDelem Approver | —
Approvers Preview UserID Name Location of Position Status | Acted By Acted on Acted Time
~ [ First Approver OAO 00:00:00
. Py APENAT... ADAN PENATE 1332901 00:00:00
~ 5 Second Approver e 00:00:00
0 3 KPHELPS... KRISTIN PHELPS-SHAW 1332901 00:00:00

4 b4 b

E;Add Reviewer ‘EDEIE{E Reviewer

Reviewers Preview UserID Name Position | Location of Position

User Comments

9 e e 5] ETE

Li1,Col Ln1-Ln1of 1lines
CnmﬂenLS History e
(o] | EEm

Li1,Col Ln1-Ln 1 of 1 lines

|§ Approve “é:’ Reject I Save Approvers/Reviewers

e Close the window
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(= system Help
Q] ]« CIE=YH N JE SR kPAE & om
Workflow: Execute Operation on Work Item

Close Window

e The approved transaction will no longer display in the Universal Worklist (UWL), if it does, click
on the “refresh” button (found above the “status” column) to update the UWL. /

 Tasks (2561 314) ) Aerts Notifications SAPoffice Mails \

Show: |New and In Progress Tasks (256 / 314) |Al v % B
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