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1 FV60_Park Vendor Invoice 
  

1.1 Overview 
  
Transaction Description: 
This tile is used for non-PO A/P related invoices from vendors. This invoice 
document is routed to Central A/P. The A/P department reviews the invoice 
to ensure it is in line with like invoices. 
  

Penn State Purpose: 
The transaction is used to enter non-PO related invoices. Please refer to the 
Payment Decision Matrix for usage criteria. Invoices such as utilities, rents and 
car leases can be paid via the non-PO invoice.  

https://guru.psu.edu/resources/decision-tools/payment-decision-matrix
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1.2 Process Steps 
  

1.2.1 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 In this simulation, we will demonstrate the use of the non-PO invoice. The non-
PO invoice is used to pay vendor invoices not associated with a purchase order. 

  
  

Step Action 

 If the Vendor Number is unknown, refer to the Display Business Partner 
simulation for guidance. 

1. 860009969 is typed into the Vendor field. 
  

1.2.2 Park Vendor Invoice: Company Code 1855 
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Step Action 

2. The Vendor is selected. 
  

1.2.3 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 The original Invoice date is entered. 

3. 04/24/2020 is typed in the Invoice date field. 
  
  

Step Action 

 The Reference field should be populated with the Vendor Invoice Number 
(strictly the number itself without additional entry). 

4. 789 is typed in the Reference field. 
  
  

Step Action 

 The invoice Amount is entered. 

5. 7999.99 is typed into the Amount field. 
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1.2.4 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 The Text field can be filled with up to 50 characters. This can be used to describe 
the reason for payment. 

6. Honorarium payment is typed in the Text field. 
  
  

Step Action 

 
Note: The Text field can be used to help the vendor identify the reason for 
payment. When entering an asterisk (*) before the text, this information will be 
output on the payment advice. 

 Enter is pressed. 
  

1.2.5 Park Vendor Invoice: Company Code 1855 
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Step Action 

 
When Enter is pressed, the Vendor information is populated. It is important to 
validate this information to ensure the correct vendor is being paid to the 
correct address. 

  

1.2.6 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 System Status Bar Confirmation: 
  
  

Step Action 

 This Vendor is subject to withholding tax per the W-9 provided by the vendor. 
This information is maintained on the vendor master record. 
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1.2.7 Park Vendor Invoice: Company Code 1855 

 
Step Action 

7. The Payment tab is clicked. 
  

1.2.8 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 

Payment terms will default from the vendor set-up. Only change payment terms 
if there is an exception which overrides the vendor master data for this invoice. 
  
Note: Payment term NT00 means the payment is due immediately and NT30 is 
due in 30 days. 
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1.2.9 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 
The Payment Method field should be left blank in most situations. A blank 
indicates the invoice will be paid by the method selected by the vendor. This 
field should only be changed by exception. 

  

1.2.10 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 
In this example, the Honorarium fee is charged to a different cost center than 
the Honorarium payment. Two line items will be used to distinguish the split 
between the cost centers being charged for each component.  
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Step Action 

 

The total payment requested is $7999.99, $7000.00 for the Honorarium and 
$999.99 for the Honorarium fee. We will first enter the amount for the 
Honorarium. 
  
Note: The amount in the header should total the amounts entered in the line 
items. 

  

1.2.11 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 If the G/L account is unknown, select the Search icon. 
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1.2.12 Park Vendor Invoice: Company Code 1855 

 
Step Action 

8. 52600901 is entered into the G/L acct field. 

9. 7000 is typed into the Amount in doc.curr. field. 

10. Honorarium is typed into the Text field. 
  

1.2.13 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 Cost Center, Internal Order or WBS Element is required for a P&L G/L. If the Cost 
Center is unknown, select the Search icon. 
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1.2.14 Park Vendor Invoice: Company Code 1855 

 
Step Action 

11. 6510801000 is typed into the Cost center field. 

 Enter is pressed. 
  

1.2.15 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 

When specifying a Cost Center, the Business Area, Fund Center, Fund, Grant, and 
Functional Area will populate when pressing Enter on the keyboard. This 
derivation of information also happens for an Internal Order or WBS Element. 
  
If a Balance sheet G/L is used, Business Area, Fund, and Grant will need to be 
entered instead of a Cost Center, Internal Order, or WBS Element. The Grant 
value NOTRELEVANT is used when a Grant does not apply. 
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1.2.16 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 The information for the second line item, the Honorarium fee, is entered. 

12. 52600901 is entered into the G/L acct field. 

13. 999.99 is typed into the Amount in doc.curr. field. 

14. Honorarium fee is typed into the Text field. 

15. 6510801005 is typed into the Cost center field. 

 Enter is pressed. 
  

1.2.17 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 A parked document is saved, but not yet posted.  

16. The Save parked document button is clicked. 
  



FV60_Park Vendor Invoice SIMBA Hands-On Guide 
Page 13 of 24 

The Pennsylvania State 
University Project SIMBA 

October 16, 2020 
             

 

1.2.18 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 System Status Bar Confirmation: 
Document 1900013812 1855 was parked. 

  

1.2.19 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 Note: The Park Vendor Invoice screen is cleared for the entry of another invoice 
after Save parked document is clicked. 
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Step Action 

 
To add attachments before workflow is triggered, the document must first be 
parked. We will open the newly created document. Note the document number 
displayed in the System Status Confirmation Bar - 1900013812. 

  

1.2.20 Park Vendor Invoice: Company Code 1855 

 
Step Action 

17. The More dropdown is clicked. 
  

1.2.21 Park Vendor Invoice: Company Code 1855 

 
Step Action 

18. The Document menu item is selected. 
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1.2.22 Park Vendor Invoice: Company Code 1855 

 
Step Action 

19. The Display menu item is selected. 
  

1.2.23 Display Parked Vendor Invoice 1900013812 1855 2020 

 
  

Step Action 

 Document 1900013812 is now open. The information is grayed out. 
  
  

Step Action 

 Selecting the Document tab will change the display options, enabling us to edit 
the document before submitting it to the workflow. 

20. The Document tab is clicked. 
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1.2.24 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
  

Step Action 

 The Services for Object dropdown is used to attach the invoice and any 
supporting documentation. 

21. The Services for Object dropdown is clicked. 
  

1.2.25 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
Step Action 

22. The Create menu item is clicked. 
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1.2.26 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
Step Action 

23. The Create Attachment menu item is selected. 
  

1.2.27 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
  

Step Action 

 The File Upload pop-up is displayed. The OK button is clicked to confirm we 
would like to upload a file to the SAP system. 

24. The OK button is clicked. 
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1.2.28 Open 

 
Step Action 

25. The 01 Sample attachment File is clicked. 
  

1.2.29 Open 

 
Step Action 

26. The Open button is clicked. 
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1.2.30 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
  

Step Action 

 System Status Bar Confirmation: 
  

1.2.31 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
  

Step Action 

 The document attached should be verified as correct by selecting the Services 
for Object dropdown. 

27. The Services for Object dropdown is clicked. 
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1.2.32 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
Step Action 

28. The Attachment List item is selected. 
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1.2.33 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
  

Step Action 

 The attached document is displayed. Multiple attachments can be created for 
this invoice. 

29. The Continue button is clicked. 
  



FV60_Park Vendor Invoice SIMBA Hands-On Guide 
Page 22 of 24 

The Pennsylvania State 
University Project SIMBA 

October 16, 2020 
             

 

1.2.34 Edit Parked Vendor Invoice 1900013812 1855 2020 

 
Step Action 

30. The Save as Completed button is clicked. 
  

1.2.35 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 
System Status Bar Confirmation: 
Preliminarily posted document 1900013812 1855 was changed and workflow 
has been triggered. 
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1.2.36 Park Vendor Invoice: Company Code 1855 

 
  

Step Action 

 
Once workflow is kicked off, do not make any changes through the Park Vendor 
Invoice tile. Adjustments must be made by going through the Inbox. Refer to the 
Business Workplace_Inbox simulation for guidance with this process. 
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Disclaimer 
  
Alternative Format Statement  
This publication is available in alternative media upon request.  
  
Statement of Non-Discrimination  
The University is committed to equal access to programs, facilities, admission, and employment 
for all persons. It is the policy of the University to maintain an environment free of harassment 
and free of discrimination against any person because of age, race, color, ancestry, national 
origin, religion, creed, service in uniformed services (as defined in state and federal law), 
veteran status, sex, sexual orientation, marital or family status, pregnancy, pregnancy-related 
conditions, physical or mental disability, gender, perceived gender, gender identity, genetic 
information, or political ideas. Discriminatory conduct and harassment, as well as sexual 
misconduct and relationship violence, violates the dignity of individuals, impedes the realization 
of the University’s educational mission, and will not be tolerated. Direct all inquiries regarding 
the nondiscrimination policy to Affirmative Action Office, The Pennsylvania State University, 
328 Boucke Building, University Park, PA 16802-5901; Email: aao@psu.edu; Tel: 814-863-0471. 

mailto:aao@psu.edu
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