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Purpose

Use this procedure to reconcile P-Card charges that have been rejected by the Approving Official.

Trigger

Perform this procedure when a document has been rejected by the Approving Official and has been 
sent back to the Reconciler's Univeral WorkList (UWL).

Prerequisites

 There must be P-Card charges that have been rejected.

Menu Path

Use the following menu path(s) to begin this transaction:

 Home
 Universal Work List

Transaction Code

UWL

Helpful Hints

 xxxx within a document represents  a variable which may consist of a name, number, etc.
 In the field description tables, R indicates the action is required, O indicates the action is optional, 

and C indicates the action is conditional. 
 The following notes maybe used throughout this work instruction:
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Procedure

1. Start the transaction using the menu path or transaction code.

Upcoming Dates - SAP NetWeaver Portal - Windows Internet Explo - \\Remote

2. Click the  tab to open the Universal WorkList and process P-Card charges.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \\Remote

3. Click the  link label to open the worklist item.

Note: This document has been rejected by the Approving Official (second level approver).
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SAP - \\Remote

4. Click the  document link to open the P-Card document and process the charges.

The red light status indicates that this P-Card document was rejected by the Approving Official.

The reason for the rejection will be in the Comments History text box.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

5. Click in the G/L acct field to change the G/L acct information. For example, type 430001.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

6. As required, complete/review the following fields:

Field R/O/C Description

Fund R Code representing a separate and distinct fiscal/accounting 
object containing a self-balancing set of accounts used to 
budget and control costs and to identify source and use of 
funding.

Example:
010-5610
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

7. Change the Func Area by typing the new Func Area in the Func Area field. For example, type 7150-2100-
7S138.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

8. Change the cost center by typing the new cost center in the Cost Center field. For example, type 1168501.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

9. Change the Grant field by typing the new Grant number in the Grant field box. For example, type 200024.

Information - \\Remote

10. Click the  to accept the account coding and continue.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

11. Click the  button to save the information entered and begin the approval process.
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Edit Parked Vendor Invoice 5900000834 1000 2014 - \\Remote

12. Click the  button to complete the transaction and begin the approval process.

You can add notes to the Approving Official in the User Comments text box.



  

Title:  P-Card Reconciled - Reconcile Rejected Document WinGui
Area: P-Card

Business Process Procedure

P-Card Reconciled - Reconcile Rejected 
Document WinGui  Transaction Code:  UWL

Last Modified:  8/14/2013 13/16    Business Process Procedure

SAP - \\Remote

13. As required, complete/review the following fields:

Field R/O/C Description

User Comments R Any Information related to the P-Card document.
Example:
Funding updated, charged to grant 200024.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

14. Click the  button to close this window and return to the Universal WorkList.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \\Remote

15. Click the  button to refresh the Universal WorkList. Document 5900000834 will be sent to the Approving 
Official's (Second level approver) inbox and removed from this list.
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Result

You have successfully updated and reconciled a rejected P-Card document.


