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	Approve AR Invoice
 Online Help Procedure


	



	Purpose

	Use this procedure to approve a parked AR invoice.

Trigger
Perform this procedure to post an AR invoice after the Accounts Receivable Processor creates and parks an AR invoice.

Prerequisites
· Parked AR Invoice 

Menu Path
Use the following menu path to begin this transaction:

· Accounts Receivable [image: image1.png]


 AR Approval [image: image2.png]


 Manage AR Documents [image: image3.png]


 Approve AR Document

Helpful Hints
The R/O/C column in the field description table represents the three types of data entry fields in SAP.


         R is for required fields that must be populated to complete a transaction.

         O is for optional fields that are not mandatory to complete a transaction.

         C is for conditional fields that are dependent on population of related fields and specific transactional events.

On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production environment. Actual transaction data in the production environment may vary based on your given scenario.



 


	Procedure

	1.
	Start the transaction by accessing the Accounts Receivable tab.


	2.
	Click the AR Approval tab [image: image4.png]AR Approval



.


	3.
	Click the Manage AR Documents business activity link [image: image5.png][J Manage AR Documents



.


	Approve and Post AR Documents - FMMI Portal - Training

[image: image6.png]United States Department of Agricult
Financial Management Modernization Initiative

Cost Management _ Funds Management  General Ledger Management _Periodic.

Approve and Post AR Documents | History, Back Forward
o .

D Navigation Post Parked Document: Initial Screen

~ 5 Manage AR Documents Wenu] | [Back | Ext][ Cancel | [ System] | [ Documentlist | Editng Options
+ Approve and Post AR Documents
= Display AR Document
+ Creste AR ReversalDocurment
+ Change AR ReversalDocuent Keyfor Parking
- Diplay Parked Documerts CompamCode)
» 3 ClearBalances Doc Number

foe







	4.
	Click the Approve and Post AR Documents task link [image: image7.png]= Approve and Post AR Documents



.


	5.
	Click the Document List button [image: image8.png]Document list




.
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	Use the Document List button to search for parked AR invoices requiring approval if the exact AR invoice document number is not known.

When the exact AR invoice document is known, enter the company code, document number, and fiscal year on the screen displayed above.  Rretrieve the document by pressing the enter key.
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	6.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Company code
	R
	The highest organizational structure of financial accounting and control under which all structures use the same chart of accounts.  In FMMI the Company Code is always USDA.
Example:
USDA



	
	Document Number
	O
	The unique identification value assigned to a transaction as it is processed in FMMI. The system automatically creates and assigns document numbers as each document is parked and/or posted.
Example:
1800000039
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	Enter the document number of the parked AR invoice or range of parked AR invoices requiring approval.  Use the arrow buttons to provide additional invoices, ranges of invoices, to exclude a specific invoice, or to exclude a range of invoices.


	7.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Fiscal year
	R
	A period used for calculating annual financial statements in an organizational entity. The U.S. government's fiscal year begins on October 1 of the previous calendar year and ends on September 30 of the year with which it is numbered.
Example:
2009




	8.
	Click the Execute button [image: image12.png]Execute
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	9.
	Click the select button [image: image14.png]


 to choose the appropriate line item.


	10.
	Click the Choose button [image: image15.png]Choose
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	11.
	The Tree On button provides another way to view the list of parked documents available for approval.
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	This step is not required, but is useful for viewing the list of documents in the approval queue.


	12.
	Click the Parked Documents link[image: image18.png]» [(JParked documents



 to view documents available for approval.


	Approve and Post AR Documents - FMMI Portal - Training

[image: image19.png]United States Department of Agriculture
Financial Management Modernization Initiative

Approve and Post AR Documents | History, Back vard
,
Edit Parked Customer Invoice 1800000041 USDA 2009 @3
Wenu] | [Save parked document | Back] [ Ext || Gancel | [ System, | [ Refresh tree || Tree off || Gompany Code || Simulate || Save as completed | Past] More..]
Tree fcreated a
» 1 Screen variants for ftems S romsoon fmois a
(33 Account assignment templat| Bal. o.00 000
1 Complete documents MR Pament | Details | Worklow | Tax || [4]»] 5] Customer
~ €3 Parked documents 4 [ Address
[ USDA18000000392009 (07728108 16:{ | Customer [asazasdkeims [ PICKLE PACKERS INTERNATL
[ USDA18000000402009 (07720109 16: | | Imvoice date 07/23/2003 REEEIE UEDSFESTY
B UsoAts000000412008 [o7r2009 16:{ | POSinoDate  [o7/28/2008 WASHINGTON DC 20006
DocumentNc 180000004
Amount 2,500.00 [usp [l Calculate tax T 2023312465
TaxAmount ]
Text o
Paymiterms 30 Days net Bank data: not available
BaselineDate  07/23/2008
‘Company Code 'USDA US Dept of Agriculture Washington, DC
AgencylocCa  [12a01240 | USDA -
‘ >
1ltems ( No entry variant selected )
[Elst [clLacct  [shortTexst [Dic mountin doc.curr.__|Loc.curr amount fTaxjurisdictn code | JAssignment
¥ [5200000000 SenRev Creait T 250000 250000 i
Credit @ 000
Credit 000
Credit @ 000 |
« >
E B &







	13.
	In the document view, click the Post button [image: image20.png]Post




to post the displayed AR invoice.
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	View the list of parked documents available for approval to the left.  Double-click a document number to view the invoice in the display area.
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	14.
	Click the enter button [image: image23.png]


.
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	View the confirmation message, "Document XXXXXXXXXX was posted in company code USDA."  
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	15.
	The transaction has been successfully completed. End of procedure
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	View the remaining parked documents available for approval.  Select a line item and click the Choose button to view another AR invoice.


	Comments

	Refer to the following additional materials.

         Create AR Invoice

         Create Credit Memo AR Invoice

         Approve Credit Memo AR Invoice
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