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These are the recommended first steps to take before you try to Post a FI Invoice.
Finding the Shorthand Code

1.  After logging into FMMI, go to the Interface Table Maintenance tab.
2. Click on Shorthand Code Table.
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3. Click on the Agency Drop Down Menu – box should be highlighted  - to find the Agency.  (If you know the Agency Number, you can type it in the box and tab to next line (Shorthand Codes) to continue.) **See next screen**
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4.  Click on the green check or you can double click on the agency code.
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5.  In the highlighted box next to Shorthand Codes, enter the accounting code for your document.
6. Click the Execute button.
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7.  After hitting the Execute button, you should see a screen like the following two.  
Try to retrieve the information in #8 from the MASC line.
8. You should write down the Period, Fund, Cost Center and WBS. This and the next screen will show examples of captured information.
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Parking a FI Invoice in FMMI
1. Click on Accounts Payable tab.
2. Click on Invoice Process tab.
3. Click on Manage Invoice – FI.
4. Click on Enter and Park Invoice.
5. Click on highlighted box.
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6. Enter SSN of traveler in Tax Number 1 field.
7. Click the Start Search button.
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8. Select the appropriate vendor (**Remember to use the ES (Employee Salary) record.).
9. Click green check or you can double click on the entry.
10. Click the Enter button.
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11. Click Invoice receipt date field – enter date.
12. Click Invoice date field – enter date (***The invoice receipt date and invoice date fields should reflect the same date).
13. Click the Reference field – enter the voucher number (block #2 of SF-1164).
14. Click on Document Type (KR for SF-1164).
15. Enter USD in highlighted box.
16. Hit the Enter key.
17. Click on Amount field – enter total amount of document (block #7 of SF-1164).
18. Hit the Enter key.
19. Click on the G/L acct field.
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20. Select Menu.
21. Select Edit.
22. Select Acct assignment templates.
23. Select Account assignment template.
24. Hit the Enter key.
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25. Select Transaction model.
26. Click on the green check.
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 The below screen will appear.

27.  Click on the GL Transaction/Var drop down menu.
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28.  Select NO from the drop down menu.
29. Click the green check or double click on NO.
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30.  In the TVar field, type OB for each line you are inputting information.
31. Enter the Amount for each line you are inputting information.
32. Enter the Fund for each line you are inputting information.
33. Enter the Budget Period for each line you are inputting information.
34. Enter the BOC for each line you are inputting information. (Will be ‘2121’ for SF-1164’s)
35. Enter the Cost Center for each line you are inputting information.
36. Enter the WBS Element for each line you are inputting information (if one is provided).
37. Hit the Append key.
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A screen will appear with the information you entered.
38. Press Enter key.
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39. Click the More key.
40. Click the Simulate key.
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Your document should look like the one below.  If there is a yellow caution sign at the bottom, you just hit the Enter key.

41.  Continue to hit the Enter key as long as there is a yellow caution sign.

Continue hitting the Enter key until the next screen appears.
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Document Overview screen gives you an overview of information you just entered.  

42. Click the Park key.
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The green box at the bottom of the document shows that the document has parked.
43. Write the document number down.
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