PSCD
TIPS and TRICKS
Roles:
CA230_000 DEPT_AR _CLERK
CA815 000 AR _DEPT_CLERK_DISP
CA800_000 PSCD_DISPLAY
T-Codes
Endinl Create
Endin2 Update
Endin3 Display only
Help Key Use One Purdue Help
Must be in a T-Code
=
Business Partner Edit Goto  Extras
HELP
OnePurdue Help
Favorites Can add T-Codes
Can add web addresses
Print Screens
Hard Copy
|e E

Click Customizing
of Local Layout
Choose

from Drop Down

Hard Copy

View T-Codes
Be sure to choose active T-Codes

Closed, click on
arrow to open

sy

Click on Drop I | SESSION_M
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CA: Departmental AR Clerk
CA: Departmental AR Clerk - DISPLAY ONLY
CA: PSCD Reporting / Display Role

Ervironment Systern  Help

JH Q@@ SREIE0L: BHE @

|z

down box

Choose Transaction

ANAGER P | erpprodi7 | INS |



PSCD

TIPS and TRICKS

Search For Business Partner
FPP3 Display Business Partner

Be sure to

choose correct tab

Search By Name
ALWAYS
use a wild card (*)

Search Term 2

CARS Number

PUID

Look at address

7 digits - PSCD

‘ M arne 1/last name
K

lAS‘SE-Em:P'| term 2 |

Business Services Showcase
November 2007

6 digits belong to SPS

[ [][E]

| *Therm®

9 digits only

10 digits, no dashes 0012345678

to verify correct
Business Partner

Business Parner 3001158 i) Therma Electranic Carp i Colarada Springs GO 20919
Display in BF role | Contract Partner H]
Walidity Period [01/01/0001 - 1231/9899 =BT

“Nabp

Mame

|Thermu Electronic Carp

Search Terms
Search Term 1

2 \THERMO ELECTRONIC | 000123676 |

Standard Address
|i)| E Frirt Preview |

Street Address

Street 5074 List Dr |

Postal CodefCity B0919 |Colorada Springs

Country W LJBA Region Colorada
Tirme zone MST

Request For Business Partner Number

Be sure to THOROUGHLY search for Business Partner before sending Master Data Set-Up Request

Business Process (B@P website)
https://www?2.itap.purdue.edu/bs/BPP/Processes/CreateUpdateBusinessPartnerCustomer.pdf
Master Data Request Form (B@P website)

https://www.purdue.edu/account/BPM/OnePurdue/Welcome.html

Complete all required fields

Hint:

ALL fields are important to someone

There is an excel spreadsheet for multiple requests



Inputting Charges

PSCD

Business Services Showcase
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TIPS and TRICKS

FKKORD1 Edit Request

Upload

Follow BPP

Business Partner

MTrans
STrans
MTran and STran

Request MTran
and/or STran

Fund
Net Due Date

Item Text

Record

Mass Entry

(=
Business Partner Edit  Goto

Extras

Environment Systerm  Help

HELP
OnePurdue Help

be sure to use drop down box to ensure correct Business Partner is being
billed

old legacy department with the one dropped and a 4 added

1016 would be 4016
last 4 digits of the gl number
must be available before charges can be entered

Complete Master Data Request Form - MTrans and STrans

Master Data Request Form (B@P website)
https://www.purdue.edu/account/BPM/OnePurdue/Welcome.html

use the drop down box to choose the fund

25th of the next month

50 characters

This is what the customer receives describing the charge
The customer needs to easily identify the charge

Descriptions need to be improved

Request and Document Number

Follow B@P process
https://www?2.itap.purdue.edu/bs/BPP/Processes/CreateChargesDepartmentalUpload.pdf




PSCD
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FPL9 To set up or change FPL9 screen layout
Set Up List Type

Business Services Showcase
November 2007

Choose from Drop List Type

down box List Type Open+Clear with All Master Data Indic, E|| |63;,° Detail |
Enter Business Enter a Business Partner number
Partner Number
Click on ‘ =
under Account Display .
Update/Choose
Bichange settings
User master
nitial Screen List header data
[ ]Reduced initial screen [ Displayvariants in list
& [ Hide navigation
List Type and Other Selections Chranalogy
List Type Open+Clearwith Al MGEI| [ 5orted descending
[v] User-specific selection (] By posting date
List display Further settings
Line Layaut Detail Ling ftem Level & [] Double-click field sensitive
SortWariant Cocument g [ Display Zero Clearing
[nit. scrm |Receivab|es E|| []Propose tab |ast active
[ ] Display ALV Grid List
Implementation guide
| ListTypes H sort variants || Ling layout | ‘ arch field | | Selection figlds H ot fields

Save
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FPL9
View Data

BP Enter Business Partner Number or search for Business Partner
Number

Business partn. |

= IED
! Parther by bank. detail: Fartrer by |dentification Murnber |I| |I|

Mame 1/ast name

Mame 2/Firzt name
Search termn 1

Search temn 2

Buziness Parther

BP categon

| < |H ||

[l ]l

Account Balance

LE‘Lgt C fccount Smount Open Amount Number
g‘o:j:l 4000049487 19
1 Q.o o.oa 19

Click on |§] to expand account information

View Data - Options

Receiwvahles |Duwn payments Totals Fayment 1ist Chronolooy

Click on header i.e Chronology
to see different data view

Doc LIXXXXXXXXX Charges Entered Doc Types SA

Numbers xxxxx Charges Entered-Upload Zl
2XXXXXXXXX Payment Documents 71,722,723
AXXXXXXXXX Installment Plan Z5
35XXXXXX Refund Z4
BXXXXXXXXX Adjustments CD

IXXXXXXXXX Cancels ST
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View Account Comments

Tool Bar |£ Business Partner || &2 Contract Account

E|| Euro on || F1 [[E F4 ||| 6 6282 |8
Choose Business Partner

Click on Control Tab
‘m Address Cverview i [dentification i Cantral i Status i Where-Used List i Contract Objects

View Notes
NDFS 4
X feaning First Line TL Cur| 1/¢ 4
[JEN Caorrespondence |10/10/07 HKIKC Stud pif $3,516 via check today. 280 .2

[]EN Accounting note 20060726 - LORITA CALLED FROM BUURE, FUNDS ARE
(] EM Marketing note
[]EN Credit Management 081 6/07 HiKK; Stud authorizes acctio be discussed witd

Choose 4 To see all notes

\E
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View General Ledger Data PSCD
FPE3 Display Document: Initial Screen
Enter doc number Document Mumber | 100000637 2|
Enter (]

Click on ‘II:'

Environment Document  Edit  Goto  Settings  Extras  Environment  Systern Help

Choose Posting Total from drop down box
Click on |n§> Document Flow General Ledger
List of II:D'LiSt of Documents in Accounting
Accounting
Documents Documents in Accounting
Chject type text ID-::[:. FHumber
Accounting document 22000040445
Cantrolling Document 0100702320
Funds Management doc S0007 25679
Spec. purpose ledger 1001121542 E|
Grants Mom. Doc. 1001121542 E|
L[] [ |La][]
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Who Entered the Charge
FPE3 Display Document: Initial Screen

Enter Doc Number
Docurment Mumber (1 BBEERE372

Clickon —u = | Firstitern || Cltrm aiL itern || [ Taxes || Listviewer

hat
Created By Administrative Data
Entered on BEf1472007 Ref. Transactn FEKRO
Entered at 13:35:549 Feference Key OooaEEa9n24y
Created by WAL LPER Document Class
CIrigin 44| Reguest
Clearing Info Document did not clear any items

Click on Created By to see information

|(= Users: Detailed Information
Uger: WALLPEM

First name Martha &

Last name Wallpe

Department CEC Business Services

Telephone

Extension
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View General Ledger Data FI
FAGLBO03 G/L Account Line Item Display

FI Doc Number 220000557

b
‘ 5t [Assignment Documentho |Bush| Typ| Doc. Date [(PE|[&mount in local cur.
t jﬂj|l§ll325Ell3I3244E.'r‘Ell3El1 |22E|EIEIEI55TT | 40 |Z.ﬂ. | 1E|a'23a'2EIEIT|4EI| 313.50 |
Assignment 2500024467 PSCD Doc Number ZA = Transfer from PSCD

Should the Document not be in the Assignment do the following

\4 not a document number
¥ @|20071016 | 2200005296 |40 |24 |168/16/2007 | 48]

Check mark the transaction

Click on eyeglass

Click on
Call Up document 3 — all’;ﬁ
Additional Dat
Overview El g EI EI | L4
Click on
Environment [=
Docurment  Edit Goto  Extras  Settings™ Ervironment  Systern Help

Choose Document Environment

Choose Original Document

Choose transaction E to see PSCD document number
click on "

Click on document number
Takes you to FPE3 to see document details
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FBO3 Display Document
Display Document: Initial Screen

|ﬂ Dacurment List || I4 First itemn ||g? Editing Options |

[~
Keys fOFE Rty Vi
Enter Document | Keys faEntry View
Number Docurnent Murmber 22AAAASRTT
Compary Code FUR
Fiscal ¥ear O[S

Choose General

Ledger View mment: Data Entry View

i

|EE Display Currenw'HE!El General Ledger Yiew |

Environment
I@\»

Docurnent  Edit  Goto  Extras  Settings™ Environment  Systerm Help

Choose Document Environment from drop down
Choose Original Document from drop down

]y o) ) 1 el 2 ] e choose [ sve I

%% Rec. Key Rec. cnter Documentho  Itm CoCode Bush G/L acct  Document Date Emount

Document Number  Ttem Clrd Doc.  BParther  Cont.Account Contract Amourt
@B PL1023ATPEW 4 2200005577 4 FUR 40 101018 1842312007 3350
@B PL1023A7PEW 2 2200005577 2 FUR 40 101425 1842312007 33.50-
@B PL1023A7PEW 3 2200005577 3 FUR 40 101425 1842312007 3350
@ PL1023A7PEW 1 2200005577 1 FUR 40 1082500 1842312007 33.50-

PSCD Recoxciliation Key PL102307PEW

Click on &

PSCD & PL1B23B7PEY 1 20BBRESTT PUR 40 107500 18/23/2007 113.50-
Doc Number ————, s&gga24e67 | 77003 001530 4000001620 1BRAAA1G30 13 50-

Click on Document  Takes you back to FB0O3
Number

Enter Ii
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Header Data

I Document Header: PUR Comparny Code

E_I_I!_E[E_:%I_E_rjj_'_l'j{p_@_é Z4| Transf from PSCD
Doc.Header Text
Card tvpe Card no.

Reguest Mumber

Reference Document Date 10/23/2007
FPosting Date 1042342807

Currency UsDh Fosting Period a4 ! | 20608

Ref. Transactn FEESU| Contract &R and AP

Feference key PL1B230FFPEW -0000001 | LogSystern [FE1CLNT1G0

Entered by EMDOLAND Farked by

Entry Date T@423 2007 Tirne of Entry 16:28: 45k

TCode FPG1

Document Type ZA- Transfer to General

Entered By Name of person transferring data to GL

TCode FPG1

T-Code to transfer data from PSCD to the Ledger
IT IS NOT the individual that entered the charge



PSCD e e vermber 2007
TIPS and TRICKS
Reconciliation
Uploaded Charges
1 Reference e-mail notification that provides REQUEST NUMBER for each line item uploaded

2 RFKKO1 — Display Documents Generated from Requests

Request Number Input the first and last Request Created number
Selec. of Requests
Request Murmbar 111334 to 111384 El
Execute |
Defaults Lirnitation
do not change Maximum Mo. of Hits 250

Further Restrictions
@ All Reguests

Click on document number

Reguest Mo 1Name|Dnc. Date |Etatus|cmby~l.med on |DT|D|:||:. i [oR |F'|:|sting Date
111334 1052007 |4 RFC_LISER [10/1 Sm 102671 10M4ar2007

Environment

=
Document  Edit Goto  Seftings  Extras  Enwironment  System Help

& 3 AHIGEO I BEE 880445 EHE @
Display Document: Overview

Choose Posting Totals

from drop down box

Click on G/L Account

CoCo IElus.Area ISegm}FSILAcmunt ‘EF'::ust. Date Dic indicln Armount| Currency I
Click on |%|

to sum

Click on

|n§,—'> Document Flow General Ledger
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List of
Accounting
Documents

Business Services Showcase
November 2007

|= List of Documents in Accounting
Documents in Accounting
Objecttm\eté‘x't\ |D|:n:. Mumber |I
Accounting document O 2200005354 ]
Funds Management doc 2000261486 !
Spec. purpose ledger 1001438591
Grants Magm. Doc. 1001438591
[«][e]] [ |[«][»]




PSCD
TIPS and TRICKS

Manual Entry of Charges

1 FKKORD1 — Edit Request

Record Reconciliation Key (automatically assigned by SAP/PSCD)

Business Services Showcase
November 2007

=l Header Data

Fosting Date 103002007

Reconcil. Key

Document Date 10430/ Document Type Sh
Referenc CUFrency usD
Status

07103044 /ED

2 FPE3 - Display Reconciliation Key

Enter Recon Key Reconciliation Key

Enter Ii

Choose
Document Itemization

07103044 /ED|

1 | Totals Records || Status of transfer | Diocument temization

Results by G/L and A/R G/L (102500)
ltemization for Posting Totals

LY E ) ] /] B chonse | o 5o [H[B

Rec. Key Rec. chter Coode Bust GfL acct  Posting Date Document Date imaunt Tax hase
Document Wumber  Ttem Clrd Doc.  BPartner  Cont.Account Cantract Imaunt: Tax hase
07103044 ED ? IR 48 {62020 104302007 10/30/2007 11,877.20- (.00
1HAANOI92E 1 762 . 45- (.00
1000009927 1 5,042 .00- 0.00
1000009928 1 §,072.75- 0.00
07183044 /ED FUR 48 102500 10430/ 2007 10/3042007 87720 0.00
1HAANOI92E 1 4055110 4ABODBA43  100GAGARE3 762 .45 (.00
10AAN099ZT 1 4059111 4ADODBR432  1000AGARE4 R, 04200 0.00
1000009928 1 4055112 4000085433 100006565 §,072.75 0.00

PSCD Document Number





