SAP Procedures
Attaching Documents or Notes to Journal Transfers

The Journal Transfers User Guide (refer to Finance > Accounting Manual > Policy
Documents on DNet) requires that supporting documentation be attached to all
transactions.

Spreadsheets, word documents, e-mails or scanned documents can all be attached
in SAP in support of journal transfers (e.g. created using FV50 or ZFIUPLOAD).
Notes may also be added.

This is achieved by using the ‘Services for Object’ icon in_ SAP. In this way
users may create an extensive record of data and information relating to their
documents and meet the requirements of the Journal Transfers User Guide.

Use transaction FB03 (or via FBVO if the Document is still parked and the user has this
transaction) to identify the Document to which the attachment should be made, or to which the
note should be added.

Left click the Services for Object Icon' E on the left hand side io identify a drop down list
in this format:

|= Parked Document 100010000001802009 =] &

MR ERE]

r left click the Icon @on the right hand side to identify a drop down list in this format:

T Q‘r}eate... b

Aftachiment list

Private note

Send ¢
Relationships

okl o r
bty Ohjects r

Help for ohject services

:I'akinq the right hand side click option, hover over ‘create’ to reveal a further drop down list:

Craate.. . Create Attachment

Aftac -mentliat . Create note

Private note Create external docurment (LIRL)
Send r ezs document

Relationships
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Creating an_Attachment (e.q. excel spreadsheet or word document)

From the above screen, use the drop down Icon “‘;EI to find the spreadsheet or word
document that you wish to attach to your SAP Document or click into the Icons down the left
hand side as appropriate:

Impaort file A

Look jn: | <@ Fiemovable Disk [F: 3l [zl m]

=) GL_Journal_template 12th March @Test FICO Ro
t-;‘,ﬁ GL_Journal_template 2ath March IE}E}Testing in Clie
2] jamie wickham journal transfer_ac07 I@__-"]Tim's PTLLS

LjNew Prof Stds (RoA) @Training 21
@Parkﬁd Document Processing %transactiun u
Parked Documents at 18th June 2010 i;uTu:urontu:u pron
T-,?J_r. Parked Documents at 23rd June 2010 @\-‘alue Lookup

&

My Recent Do

&)

Desktop .
: i parked Documents at 27th May 2010 ELlZFIUPLOAD T
’\) W parked Documents in SAP B ZLDSAPFPIL ¢
! EiH parked 54 documents at 1sk June 2010

by Documents| [SdFTLLS ILP

-

| sappress_sap_erp_financials_users_guide

orkStation | B2 Test FICO Roles

' |
| D Lo
File name: | ] Open
hity etwork Pl a N — =
File= of twpe: |.~'3.II Files [*.%) e} Cancel |

In this example we shall choose the word document entitled “Rosetta” from our ‘F’ Drive to
attach to our SAP Document by simply double left clicking the word document to save it as an
attachment to our SAP Document.

Alternativelv, we might select word documents only within the ‘Files of type’ field, single left
click on the file of our choice.

Left click on I_Q'j—l%T to save the word document to your SAP Document.

_Check that the file has been successfully attached to your Document by again using the
‘Services for Object’ Icon and select ‘Attachment List’ from the drop down menu:

[@E| Display Parked Gil

I:ﬁ Create... b
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The attachments are then identified within a drop down list:

IS Service: Attachment list Y.
[Over ]| Z] 8] (S]] [A[FIRE[FE CmaEs]

|AﬁachmentFDr1 00010000001502009

Title Creatar Mame Created On Created___'ITyp
Lﬁ‘ |Rosetta {User TRAIMOOZ  01.07.2010 132543  Attachment of Type o

bouble left click anywhere on the line shown above to open the saved document, or single
right click to identify the following drop down list from where the saved document can be
changed or deleted if considered necessary.

f\\5 Copy Text
Dptirnize YWidth
Unfreeze Colurmns
Find
Fird Mesd
aet Filter...

Spreadshest.

Display
Ezxport
Change

Delete

Changing_an existing document saved within your SAP Document

-Sinqle left click on ‘Change’ will open up the word document “Rosetta”.

Make any changes to the word document.

_Sinqle left click the ‘Save’ Icon

| Rosetta_20100701130056.881_X - Microsoft Word

i _Fl}éb' Edit '\:I'Le'u‘:l Insett F:D_rmai; Tools Tg’blé ‘Window  Help

AV R SN IR BRI 1
| ,ﬂ| cavel) [ | Times NewRoman > 12 = a |B I U |[_L— = |i=:

e e e

a_:f;_l g 0% - @] Giresd

4i-'ii
i-f

and then close FE

_SAP will keep a log of the originally created document along with any changes that have been
made.
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Change Document: Rosetta

[ElENEE s

Title | Rogetta
1]

cument contents

Rosetta

Created =1 User TRAINO0Z % on 01072010 13:25:43
Changed =1 User TRAINDOZ on 01.07.2010 14:03:23

Bocmmlmmmapdmwml_
Save and close document in PC application.
Then save document in the SAP system

Deleting an existing document saved within your SAP Document

As per the instructions already given above a single right click will identify the following drop
down list from where the saved document can be deleted if considered necessary.

Copy Text
Cptirnize YWidth
Unfreeze Columns
Find

Fird Mesxt
SetFilter...

Spreadshest...

Display
Export
Chane

Single left click on delete and select @ to delete the attached document.

Creating a note

As per the instruction given above follow the path below to ‘Create Note’:

[@la Edlt Parked G/L Account Document 1000000

Create Attachment

5ttachment list

Create external docurment (URL)

Private note
aend ;

Relationships

atore business docurmet

Enter Bar Code
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This selection gives the following screen which may be populated with free text. When the text
has been entered click the green (copy) tick to save your note:

J= create note -
A
Title of note (Title of note added here) |
———

iEn:h:i details here :

i
< D >
X

[ [EE ] u ) l K IIUUU
mnn I (5] ITIITII .i"'. |'1 ITIITIITI.

:I'he Attachment list now contains a record of the note that has been created in respect of this
Document:

I_@S_@wice:ﬂﬁachmentlist ;

[~
(Onew afecj@] 2| @) @& | & F|EIEE] | 2]@ =]
AftachmentFor1 00010000001302009

|Title |CreatnrName |Created Cin 'ICreated___'ITyp
2 Title of note added here User TRAINODZ 01.07.20010 143702 |MNote

Whilst these notes do not specifically refer to scanned documents or e-mails,
these types of documents may also be attached by following the instructions

above.
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