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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)

k % %k 3k % %k % %k % % 3k % %k % % 3k % 3k % %k % % %k % 3k % %k %k % %k x 3k % % 3k % %k % 3k % %k *x % 3k X

Vendor Credit Memo Requirements

e The receivable is created against the Business Partner (BP) number of each participant

e The receivable reflects the amount due from each participant for a calendar year based
on the quarterly breakdown

e The revenue entry is created against the MIP Reserve Fund (50HHA)

e The Reference and Text fields follow a standard convention

e The receivable is adjusted either upon receipt of payments or if there are changes in
coverage

e 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:

= Park Vendor Credit Memo: Company Code 1000
] “l«H @ae® PhY0 P90 e

Park Vendor Credit Memo: Company Code 1000

&uTree on  EfCompany Code ] save as completed  #” Editing options

.~ Basic |' i _ =g

Bal. 0.00 oD

Vendaor 2010000053 SGL Ind

Document date 10.01.2017 Reference W_ﬂmsm
Paosting Date 10.01.2017

Amount 6788.41 HTG [ calculate tax

Tax Amount - [E]
Text MIP ASHI Jan to Dec 2017 MIP ASHI TestS

Company Code 1000 United Mations New York
Lot Mo.

5. Inthe lower pane, complete the following fields:

e G/Lacct 63811050
e Amountindoc curr
v" Annual contribution amount
v" The local currency indicated in the Transactn pane
*  Fund 50HHA
* Cost center 11015
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0 Items { Screen Variant : UN Screen Variant )

B S... |G/L acct D/C Amount in doc.curr, | Fund Bu... Cost center Func. Area Segment Grant
[ Jeser10s0 cred. v £788. 41 50HEA 11015

[ ] Cred. ¥
[ ] Cred. =
[ ] Cred. ¥ =
[ ] Cred.. -

el

o . o .
6. Select the icon to enter and the following fields are derived:

e Budget period
e Business area

* Functional area
* Segment

* Grant (GMNR)
* Profit center

| I
o
‘i /\'~Troubleshooting Tip

Note ) ) L
Non-compliance will result in either a

If the Vendor Credit Memo is related to d
. system generated error message or the
a grant, either a WBSE or an Internal .
document will default to GMNR.
Order must be entered.
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.
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The updated screen below is displayed:

Park Vendor Credit Memo: Company Code 1000

&a Tree on Company Code 22 simulate Save as completed & Editing options
Transactn Credit memo - Bal. 0.00 [ ]
< Basicdata | Payment | Details | Tax | motes | Local currency Wendor
Address
Wendor 2010000053 SGL Ind B Mr. Mip ASHI TEST 5
Document date 10.01.2017 Reference MIF ASHI MINUSTR 12 Ramsey Place
Posting Date 10.01.2017 Port-Au-Prince
Amount 6,788.41 HIG [l calculate tax
Tax Amount -
Text MIPF ASHI Jan to Dec 2017 MIP ASHI TestS
Paymt terms Due immediatehy Bank data: not available
Baseline Date 10.01.2017
Company Code 1000 United Mations Mew York
Lot No. [

1 Items { Screen Variant : UN Screen Variant )
Bl s... |GfL acct DfC Armount i... Fund BuU... |Cos... |Func. A... Segmeant Grant Assignment Text
63811050 Cred.. ™ | &,7828.41 S0HHAER S100 11015 32AF0001 110J0INTFI GMME 2010000053 MIP ASHI Jan to D«

] ——
[ ] Cred.. =
[ ] Cred.. ¥
] crea -
[ ] Cred.. = -
—J crea. - -
a0 a0
] 1)
10. Select the Payment tab
11. In the Pmnt Block field, select Blocked for payment from the drop down list.
Park Vendor Credit Memo: Company Code 1000
&aTree on  E2fCompany Code [ Simulate [5]Save as completed  # Editing options
Transactn Lredit memo - Bal. |0.00 (o0 ]
Basic data | Payment Details | Tax | Motes | Local currency Vendor
Address
BaselneDt |10.01.2017 payt Terms |zoo1| [ |Days Mr. Mip ASHI TEST 5
Due on 10.01.2017 Days 12 Ramsey Place
CashDiscnt HTG Days net Port-Au-Prince
Disc.base HTG To be calcultd Fxed
= | ——— ]
Pmt Method Pmnt Block |Free for payment |l.
PmNtCurTcy AP/AR Inv. Dispute -
— Blocked for payment -
Inv.ref. ; Bank data: not avaible
Clearing frortiayrol
Part. Bank House Bank |CML:InvestorContract
Contingent Owned Equ
DP not approved
i DPC at Good Receipt
Free for payment
. - Invoice verification
1 Items ( Screen Variant : UN Screen Variant ) Liguidated Damage
B S... G/Lacct |D/C Amount i... Fund  Bu...||LoA Grant Assignment Text
Cred. Locked for payment
Payment clearing =
Cred.. ¥ Payment request -
Cred. ¥
Cred. ¥
Cred. ¥
Cred. ¥ -
Cred. ¥ -
i i
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12. Select the Details tab

Park Vendor Credit Memo: Company Code 1000

&aTree on  EfCompany Code [Pe3simulate [=]Save as completed " Editing options

Transactn R, - Bal. 0.00 locm
Basic data | Payment | “‘Detais ] Tax | Notes | Local currency Vendor
Address

G/L [3sio1610 | AP UN Staff Memb = Mr. Mip ASHI TEST 5

Assign. 20100000532 ] 12 Ramsey Plce

HeaderText | ) g PORT-AU-PRINCE

Bus. Area | Tr.part.BA == HAITI

Ref. Key 1 ' N ‘EJ
Ref. Key 2

Rep.cntry Bank data: not available

VAT Reg.No | ] “1EU triang. deal FII_OI.S_
scBInd. | Isuppl Cntry (BT Serv. Ind. I =

4 » l L.

1 Items ( Screen Variant : UN Screen Variant )

E S... |G/L acct DjC Amount in doc.curr. Fund Bu... Cost center Func. Area Segment Grant
63811050 Cred. « 6,788.41 SOHHA 5100 11015 32AFO00L 110J0INTFI GMNR
- Cred. «

13. Enter the Vendor Number In the Assign. field

14. Select the icon to Simulate
P22 simulate

Park Vendor Credit Memo: Company Code 1000

guTreeon [ Company Code %92 Simulate Save as completed " Editing options
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The Document Overview screen is displayed:

Document Overview

& EPReset [l Taxes [Hcomplete F = T [o [mchoose [Dsave & TF B [ H Easc [E]
Doc.Type = KEG ( Vendor Credit Memo ) Normal document

Doc. Humber Company Code 1000 Fiscal Year 2017
Doc. Date £8-01.201'T Posting Date 15.01.2017 Period 01
Calculate Tax | |

Ref.Doc. MIP RSHI MINUSTA

Doc. Currency HIG
Itm|PE| Account Account short texXt Assignment Tx Amcunt
1(21)2010000053 |Mip XSHT TEST 5 2010000053 &,788.41

2(50]| 83811050 InsurRASHI Med StCon | 2010000053 6,788.41-

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

@' the Icon
V) v «[&m SHE ONDD TR W

Document Overview

& D Reset [ilTaxes Elcompete ¥ & T [ [Tchoose [osave & T (2 B Hasc [i]

The following message is displayed:

]' i Automatically created line items will be deleted

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

Receivable Vendor Credit ) o
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18. Select the Save as completed icon to send the document into the workflow

Park Vendor Credit Memo: Company Code 1000

& Tree on _Ell:cnrrl;iamcr Code ﬁsmhtel Sa'.re as completed I V4 Editing options

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

screen.

Docurnent 3200879863 1000 was parked

The document is sent into the workflow for posting.

k % %k 3k % %k x %k % %k 3k % %k % % 3k % 3k % %k % % 3k % 3k % %k % % %k % 3k % % 3k % %k % 3k % 3k x % 3k X

Review Vendor Credit Memo prior to posting

1. Review the document prior to approval.
2. Enter T-Code FB03 in the Command field

Enter the Document Number in the Document Number field

3.
Display Docurment: Tnitial Screern
Docurment List I4 First Ttem £ Editing Options
Keays for Entry Wiews
Document Mumber 3Z008TO9863
Cormpany Code 1000
Fiscal Year
& .
4. Select the icon to enter
Receivable Vendor Credit Umoja Training 8/14
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= Display Parked Vendor Credit Memo 3200879863 1000 2017
@ MR eqce Htooadh A ew
Display Parked Vendor Credit Memo 3200879863 1000 2017

fnTreeon & Document  # Editing options

Transactn [ Credit memo -| Bal. 0.00 [eli'e]
Basic data | Payment | Detais | Workflow | Tax  N..[| [*][&] | Vendor |
| Address |
Vendor 2010000053 SGL Ind M - Mr. Mip ASHI TEST 5
Document date 10.01.2017 Reference MIP RSHI_MINUSTZ = 12 Ramsey Place
Posting Date 10.01.2017 Port-Au-Prince
DocumentMo 3200879863
Amount [6, 788,21 | [ETe | [ calcuk
Tax Amount [o.00 | [ E
Text [MIP ASHI Jan to Dec 2017 MIP ASHI TestS | Bank data: not available
Paymt terms Due immediately
Baseline Date 10.01.2017 :
LI LI
1 Items { Screen Variant : UN Screen Variant )
E S... G/L acct Dj/c Amount in doc.curr. | Fund Bu... Cost center Func. Area Segment Grant D
7‘63811050 Cred.. 6,788.41 SOHHA 5100 11015 32AF0001 110JOINTFI GMNR
Cred.. ¥ 0.00
Cred.. ¥ 0.00
Cred.. ¥ 0.00
Cred.. ¥ 0.00
Cred. ¥ 0.00 -
Cred.. ¥ 0.00 -
- > >

ERE BE B @D

Document 3200879863 has initizlly been parked
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5. Select the Payment tab to verify if the document is Blocked for payment

B .| Display Parked Vendor Credit Memo 3200879863 1000 2017

“wTree on £ Docurment & Editing options

Transactn Credit memo - Bal. [o.00 ol
- Basic data [[TPayment | Detats | workflow | Tax | N.. |+ [+)[@ | Vendor
Address
BaselneDt 10.01.2017| Payt Terrms 2001 [0 Days 0.000 Mr. Mip ASHI TEST 5
Due on 10.01.2017| o |pays |0.000 12 Ramsey Place
CashDiscnt 0.00 HTG a Days net Port-Au-Prince
Disc.base  |0D.00 HTG To be calcultd Foted
Pt Method | Prmnt Block Blocked for pay_. ~ E‘
PrntCurrey | |
Inw.raf. o Bank data: not available
Part. Bank House Bank s I_III| Ols J
4 & 4 *

1 Items { Screan Varant : UN Screan Varant )

B S... G/L acct ojc Amount in doc.curr.  Fund Bu... Cost center Func. Area Sagment Grant
1 |g3B11050 Crea. « €,788.41 SOHHA S100 11015 32AF0001 110J0INTFI GMNR
| | Cred.. ¥ 0.00
| Cred.. - 0.00
| | Czed.. = 0.00
| ] Cred.. ¥ 0.00
[ ] Cred, ~ 0.00 -
| | Cred. 0.00 -
4 L] 4 »

Review Vendor Credit Memo after posting
1. Enter T-Code FB0O3 in the Command field

2. Enter the Document Number in the Document Number field

Display Document: Initial Screen

Document List |4 First Irem & Editing Options

Keys for Entry View

—
Document Mumber 3200879863
—
Cormpany Code 1000
—
Fiscal Year
Receivable Vendor Credit . .
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3. Select the i icon

L l Note

The Item Details are split in the two
screen shots displayed below.

Display Document: Data Entry View
B Iy & 8 Edpisplay currency B General Ledger View

Data Entry View

| e | .

Document Number (32008793863 Company Code 1000 Fiscal Year 2017
| Poa—— | | P ee—— | m

Document Date 10.01.2017 Posting Date 10.01.2017| Period il
| pee— |

Reference MIP ASHI_MINUSTX| Cross-Comp.Mo.
— ) .

Currency HIG Texts exist J

[ Ledger Group

I EFAERL EL:L [Ele J& JEL) ) [E]

Itm|PK | SG Account Description Curr. | Amount LC | G/L Acc Assignment Grant Fund Funds Ctr Crmmt Trem | BusA
1|21 20100000 Mip ASHI TEST 5 HTG 105.23 35101610 2010000053 34101000 5100
2 50 63811050 InsurASHI Med StCon  HTG 105.23- 63811050 2010000053 GMHMR. S50HHA 11015 638110505 S100

) [2[FIREIFL) (& = ) [Ee J&@ =L D)

BusA | Segment Cost Ctr Func. Area |Funded Prg BP Profit Ctr |E | Tx Text TPBAP P P P P AccTy Prc Sales Doc.
5100 FPNR ** MIP ASHI Jan to Dec 2017 MIP ASHI TestS @ K

5100 110J0INTFI 11015 32AF0001 FPNR B17 1008 MIP ASHI Jan to Dec 2017 MIP ASHI TestS 5

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

Receivable Vendor Credit . .
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= Vendor Line Item Display
@ fl«H ea® = HH e
Vendor Line Item Display
% [% )5l Gl Data Sources
Vendor selection

Vendor account 2010000053 to (=]
Company code 1000 to EI

Selection using search help

Search help ID

Search string

g Search help

Line item selection
Status
“)Open items
Open at key date 16.01.2017]

) Cleared itemns
Clearing date to

Open at key date

%) All tems

Posting date to

Type

[¥|Normal iterns

[|Special G/L transactions
["INoted items

[IParked items

[ Customer items

Vendor Line Ttem Display
& [T )8 ] Data Sources

e Execute (F8)

4, Select the Execute icon:

The Vendor Line Item Display screen is displayed in the two screen shots below:

Vendor Line Item Display
M4 M s FED @ PeT HE & %ED | G [Elsee

Vendor 2010000053
Company Code 1000

Name Mip ASHI TEST 5
City Port-Ru-Prince

Stat| DocumentNo |Type | Doc. Date |(Pstng Date|Entry Date|SG|FBk|PFM| DD (BusA|DC amount|Curr.| ILC amnt

(] @ 3200879263 K& 10.01.2017|10.01.2017(11.01.2017 B 5100|&,788.41 [HIG 105.23
* &/L Reccount 35101610 6,788.41 |HIG 105.23
e 6,788.41 |HIG 105.23
Text Fund|Assignment Reference |Cleng doc.
MIP RSHT Jan to Dec 2017 MIP ASHT TestS 2010000053 MIP ASHI -

Receivable Vendor Credit
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5. Double click on the line to review the document and the Display Document: Line Item 001 screen is
displayed

Display Document: Line Item 001
f% I s &1 [3 © & Additional Data

Vendor 2010000053| Mip ASHI TEST 5 G/LAcc [35101610 |
Company Code [1000] 12 Ramsey Place
United Mations Port-Au-Prince Doc. no. [3200279283]
Line Item 1 / Credit memo / 21
Amount 6,788.41 HTG Amountin LC |105.23 UsD
Tax code [+]

Additional Data

| ey | | o |
Bus. Area 5100 Trdg Part.BA
| T | | e |
Disc. base 6, 788.41 HTG Disc. Amount |0.00 HTG
| e | | | 1 | || 1 —
Payt Terms 2001 Days/percent |0 0.000 % |0 0.000 % |0
| e |
Bline Date 10.01.2017 Fixed M
[y | . |l | o | ||
Pmint Block B Invoice ref. / /|0

Payment cur.
Pmt Method
Assignment 2010000053

Text [MIP ASHI Jan to Dec 2017 MIP ASHI TestS I @ Long text

Receivable Vendor Credit
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Revision History (Soft Copy only)
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1/2/17 1 Sharon Lawrence Initial Draft
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