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Overview 
The purpose of the Job Aid is to provide guidelines for the creation of a Vendor Credit Memo 
specifically related to premium contributions for After Service Health Insurance under the UN 
Medical Insurance Plan (ASHI MIP). 

Objectives 
The Job Aid provides the steps necessary to create the Vendor Credit Memo (FV65) which is an 
annual receivable created in local currency of the retiree contribution or the local salary scale 
as applicable 

Enterprise Roles 
FA.02: FA User (AP) 
  
*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *   

Vendor Credit Memo Requirements 
• The receivable is created against the Business Partner (BP) number of each participant 
• The receivable reflects the amount due from each participant for a calendar year based 

on the quarterly breakdown 
• The revenue entry is created against the MIP Reserve Fund (50HHA) 
• The Reference and Text fields follow a standard convention 
• The receivable is adjusted either upon receipt of payments or if there are changes in 

coverage 
• The Vendor Credit Memo must be cleared at the end of each calendar year 

Create a Vendor Credit Memo 
 
To create a Vendor Credit Memo: 

1. Enter the T-code FV65 in the Command field 

2. Select the         icon  

3. Select the Credit Memo option from the drop down list on the Transactn pane. 

4. Select the Basic data tab and complete the following fields: 

a. Vendor number:  BP of the vendor  

b. Document date:  Date of document creation 

c. Reference:   MIP ASHI_The name of the Entity  
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d. Amount:  The amount of the participant’s annual premium in local currency 

e. Currency:  Use the match code icon to select the acronym for the local currency 

f. Text:  MIP ASHI - the calendar year period (Jan to Dec 2017)_Name of the Participant 

 
The Park Vendor Credit Memo: Company Code 1000 screen is displayed: 
 

 
 

5. In the lower pane, complete the following fields: 

• G/L acct  63811050 
• Amount in doc curr 
 Annual contribution amount 
 The local currency indicated in the Transactn pane 

• Fund 50HHA   
• Cost center 11015 
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6. Select the       icon to enter and the following fields are derived: 

• Budget period 
• Business area 
• Functional area 
• Segment 
• Grant (GMNR) 
• Profit  center 

• Funded program (FPNR) 
• Fund center 

 

7. Enter the Business Partner (BP) number of the 
participant and the year in the Assignment field  

8. Enter MIPASHI and the name of the Entity in 
the Reference field 

9. Copy the information from the Text field on the Transactn pane of the FV65 into the Text field 
on the lower pane of the document.  

 

 

 

 

 

 

 

 

 

 

Note 
If the Vendor Credit Memo is related to 
a grant, either a WBSE or an Internal 
Order must be entered. 

 
   

         
     
         

          
       

       
 

 

 

Troubleshooting Tip 
Non-compliance will result in either a 
system generated error message or the 
document will default to GMNR. 
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The updated screen below is displayed: 

 

 

10. Select the Payment tab 

11. In the Pmnt Block field, select Blocked for payment from the drop down list. 
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12. Select the Details tab 

 

13. Enter the Vendor Number In the Assign. field  

14. Select the     icon to Simulate    
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The Document Overview screen is displayed: 

 

 

15. Go back to the Park Vendor Credit Memo screen using the    Icon 

 

 

The following message is displayed: 

 

 

16. Select the    icon to return to the Park Vendor Credit Memo screen 

17. Review the information in the document to ensure that it is correct 
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18. Select the Save as completed icon to send the document into the workflow 

 

 

The Vendor Credit Memo number and status of the document are indicated on the bottom of the 
screen. 

 

 

The document is sent into the workflow for posting. 

 
*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *   

Review Vendor Credit Memo prior to posting 
 

1. Review the document prior to approval. 

2. Enter T-Code FB03 in the Command field 

3. Enter the Document Number in the Document Number field 

 

 
 

4. Select the   icon to enter 
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5. Select the Payment tab to verify if the document is Blocked for payment 

 

 

Review Vendor Credit Memo after posting 
1. Enter T-Code FB03 in the Command field 

2. Enter the Document Number in the Document Number field 
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3. Select the    icon 

 

 

 

 

 

 

 

 

 

 

 

 

 

Review Vendor Account after posting 
1. Enter T-Code FBL1N in the Command field 

2. Enter the BP of the Vendor in the Vendor account field 

3. Select the All Items radio button 

Note 
The Item Details are split in the two 
screen shots displayed below. 
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4. Select the Execute icon:   

The Vendor Line Item Display screen is displayed in the two screen shots below:  
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5. Double click on the line to review the document and the Display Document: Line Item 001 screen is 
displayed 
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