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Purpose____________________________________________               ___________
This is a procedure for processing refunds that do not reference a billing document and where we are using a BOC not a revenue source code.
 (
Must Use a BOC not a revenue Source Code
Must select a vendor code – 
can not
 use ARS collections – this is a customer code
)Procedure________________________________________________________      ___
1. Reduce the total amount of your expense. (FV65)
Create FI Vendor Credit Memo (KG) 
· Click Accounts Payable
· Click Invoice Process
· Click Manage Invoice FI
· Click Enter and Park Credit Memo
· Enter the Vendor number
· Document date (current date)
· Posting date (current date)
· Invoice receipt date (current date)
· Amount Total amount of your transaction
· Enter “usd”
· Hit enter
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Click Menu
· Click Edit
· Click Account Assignment Templates
· Select Account Assignment Templates
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· Click the green check mark on the message “Invoice does not contain a reference number”.
· Click the green check mark on the Financial Transaction Library, ensure Transaction model is selected.
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· Enter GL Transaction / Var = no
· Enter TVar = ob
· Enter the Amount (for each individual line of acconting. Ex: $15.18 / 3 transactions, 57% = $8.65, 14% = $2.13, 29% = $4.40)
· Enter the Fund
· Enter Budget Period (10XX)
· Enter the BOC (usually 2337 for Tele/Utvn checks)
· Enter the WBS Element
· Enter the Fund Center
· Check the “R” for Credit
· Hit Enter
Note: You fill this information out for each individual line of accounting.
· Verify your information and click Append (This will pre-fill the GL account information for you. GL# is usually a 6100#)
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· The screen should show $0.00 in the Balance field and have a green light to the right.
· Click Save parked document
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· Enter through the warning screen.
· The screen will state Document number “1234567890” was parked.
· Write down your document credit memo document number.
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2. Post parked document (FB03)
· 2nd person is needed to post the item from parked status.
· Click Accounts Payable
· Click Invoice Approval
· Click Manage invoice FI
· Click Post credit memo
· Enter Document number (credit memo document number)
· Fiscal Year (optional)
· Hit Enter
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· View the Edit Parked Vendor Credit Memo screen for accuracy.
· Balance should state $0
· Click Post (this will post your parked document and give the same credit memo number).
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