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Purpose____________________________________________________________
Use this procedure to enter or approve “SU”Documents (B2/TO in FFIS) Documents.
    Procedure__________________________________________________________
Select the following Tabs:
 	-General Ledger Management 
 	-GL Process
	Manage GL Adjustments and Accruals
	-Create Parked G/L Account
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Enter the following information:
- Document Date “MM/DD/YYYY”
	- Currency “USD”
	- Posting Date 
- Reference “FMD/FRENCH-004” - Enter “tracking information”  ---  FMMI Posted document number or other reference information.
	- Doc Header Text “Vendor Name/Reason for transfer”
- Document Type “SU” for B2 
	- Then “Enter” key
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 (
You can select CTRL F7 and skip these steps
)Select the Following Options
	- “Menu”
	-  “Edit”
	- “Acct assignment templates”
	- “Select account assignment template”
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Make sure “Transaction Model” is selected
Click the “Check” button 
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Enter the following information:
 (
Check the “R” checkbox to designate credit 
Posting
 (decrease)
)	- GL Transaction / Var “B2” “TO”

First Line information (Sample Data Shown):
- BusA / “AR00” for ARS	
	- Amount / “$$”
	- R / “Checkbox” to designate the line item as a credit posting (Decrease)
- Fund / 10 digits “AR000BASE” (Annual)
- Budget Period / 4 digits “1111” (Annual BFY 2011) 
- BOC / 4 digits Budget object Class “2130” (Travel)
- Cost Cnt / 10 digits “AR01289200” (See shorthand code table)
- WBS Element / 18 digits “AR.MU.0128.01.0730” (See shorthand code table)
- Functional Area / “AGDEFAULT” Always
- Item Text / “To 108-0128-730/Travel / Name”

Second Line information (Sample Data Shown):	
    	- R / “Blank” Checkbox (Increase)	
- Fund / “AR0008REIM”
- Budget Period / “1111”
- Cost Cnt / “AR01289200”
- WBS Element / “AR.RA.0128.01.0920”
- Item Text / From “AR.MU.0128.01.0920” / Travel / Name
 (
Append 
adds
 lines to the FI Document.  
Replace button replaces existing FI document lines.
)
Once document is complete click the “APPEND” button
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- Click the Scroll right button to view additional default information for accuracy
	- Then enter the Trading Partner “COM”

If all information is correct, click the “Save Parked Document tab”

* Please print screen or write down the Document # before you exit



    Procedure__________________________________________________________
APPROVING A PARKED DOCUMENT (SU/B2)

· GL Management
· Approval
· Manage GL Adjustments & Accruals
· Post GL Accountant Document
· Enter the Document Number and Hit Enter
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· Verify the information base on the actual document(s)
· Click the “POST” button
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· Click the “Check” button 
· Print Screen for your information.
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THE END
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