4 HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

1. Access T-Code ME23N (Display Purchase Order)

= = e
Menu Edit Favorites Exiras  System  Help

G o =, poovesy DEIDD OB

SAP Easy Access e Hit Enter
ELHEN =47

I (] Favorites:

[ ] SAP menu

| I | Po1 (1) ooy P2 namsepant [ | | 7

2. Search Purchase Order/Contract Number

= = 3 [=
Purchaze Order Edit Goto  Environment  Systern Help

@ A H I @@ SHE SDo0 BRE @m
Contract NNGOSHP02C Cre
| Document Overview On | J IE

e Click “Other Purchase Order” Icon

o || Contract &) [MNGOIHPEZE| vendar [T ST ST oD e e £ 2008 %
Tl Header M
Titern Overview
L]
[l
| I Pot 1) o) P3| ndmsepant [N | | 7

[E Select D t
I SeL Tocimen e Enter Purchase Order/Contract Number

@ FO 0 If Contract Number is a Blanket Contract
O Purch. Requisition associated with multiple Purchase Order

Numbers, Search the Purchase Order
Numbers (NN#s or 46004s)

| Other Document |

NOTE: You may also search by Purchase Requisition

N=select Document Number (4200#) by selecting “Purch. Requisition”
FPurchase Requisition 4200416169
OPOD

| Other Document |
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4 HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

3. View Financial Data (Payment History Summary)

= = e
Purchase Order  Edit Goto  Environment Systern  Help

& 2l dH CEae  DHE DL RE G

Contract NNGO9HP02C Created by EAICPIC
| Docurnent overview on || {1 f2] =] [ Print Preview || messages |[H| | Persanal Seting |

W] Contract = [NNBBSHPEZE| vendor [126130 REGENTS OF THE UNI_| Doc date  [12/17/2008 %
Header 1
fitern Overview

e Click “Header” Icon
L]
| | E
| I [ Pot1 1) o) P9 | ndmsepant [N | | 7

Q@w

E?Eurchase Crder Edit Goto  Environment  Systermn  Help

g D aH ee  SHE DDO0 HAE @D
Contract NNGO9HP02C Created by EAICPIC

| Document Overview On | ‘ IEI I | Frint Preview || Messages || Fersonal Setting |

|1 25138 REGENTS OF THE UNIV...| Dac. date 120172008
¢ status o NASA Data IIENHEINEEE]

M

T | Contract E)|[NNGBSHPOZC| vendor
B . Com jcati Fartners . Additional Data . Org. Data

Address

Total Obligation Amount 50,582,829.97 TN
Costed Yalues 39,018, 883,34 \ ° Click “Financial Data” Tab
Uncosted Yalues 11,671,146 .63 l . .
Invaice paid totals 3s.048,85.79 /S | e View Payment History Summary
[~]
| ]
| I [ Pot ¢y ooy P2 ndmsepao? [INs | [ 7

4. Locate and Copy Cage Code

= Furchase order NNGDaHPOZC DO =
I E

] [ A B B R R )
THE Ato0 BE @ .

Contract NNG0O9HP02C Created by EAICPIC
| Documert overview on | 1] 7| [@3] | @@ Print Preview || Messages |[H| & Personal Setting |

"@3‘|Contract E]||NNGBQHPUZC| Vendaor |125139 REGEMTS OF THE UNIV...| Doc. date 1241772008 ’_
EI Texs 4 Communication { FPartners i Additional Data { Crg. Data i Status i MASA Data i Financial Data EEE

» Address details |

StreetHouse numbe

. . “" 2
Postal CodefCity Still in “Header

Country

Telephone e Click “Address” Tab = —

Fax . . E‘

e e Then click “Address details” i |E
4]k

K1

b [ Pot ¢y gooy PF| ndmsepan? [ns | [ 7
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4+ HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

III:'vendDrAddress 1
Mame
Title | 3|
Marme |REGENTS OF THE UNNERSITY OF COLORA |
UMIVERSITY OF COLORADO |
DD, THE |
Search Terms | " .
Search term 142 ( l4B475 )«‘ e Copy “Search term” (Cage Code)
N "
Street Address
StreetHouse nurmber  |3100 MARINE ST RM 473, 572 UCH [ |
Postal CodelCity |80303-1058 | BOULDER
Country IF' LISA Redion Im Colarado
Tirme zone MST
FO Box Address
PO Biox [ ]
Fostal Code |—|
Company postal code |—|
Communication
Language |English =] | COther communication I
Telephone | | Extension | | 5>
Mobile Phone | | E
Fax | | Extension |—| E
E-Mail | o
Standard Comm.Method | =
Data line | |
Telebox | |
Comments |

=g O E
Furchase Order Edit Goto  Enwironment  System  Help

August 2012

& Bl dE @@ SfE Dnoa FHE @6
Contract NNGO9HP02C Created by EAICPIC
| Document Overview On | ] @ I |@ Print Preview || Messade . Click “Create a new session” lcon
|| Contract E)|WNGBIHPOZE| vendor 12513 ’_
=] EE
StreetHouse nurmber (3100 MARIME ST RM 479,5720UCB | | Address details [
Postal CodefCity 80303-1058| BOULDER |
Courtry us | usa
Telephone | Extension E L
Fa | | Extension E
K10 El[»]
| b [ Pot ¢y gooy PE| ndmsepan? [ns | [ 7
Page 3 of 9



4+ HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

5. Access T-Code FBL1N (Vendor Line Item Display)

il = O
Menu Edit Faworites Exfras System Haln

& |FELIN == .+ Enter “FBLIN" )

SAP Easy Access e Hit Enter

BILENEEEA

= 3 Favarites

[ ] SAP menu

| I | Po1 (3 600y PR ndmsepa07 [N | |7

6. Locate ZREM (Vendor Number that holds banking information associated with paid invoices)

= =0 E
Program  Edit  Goto  System Help

& | Bl aHICeae SHEB St an | RE @
Vendor Line Item Display

I

Wendor selection . .. “ ” e
endor account “—[H e Click inside of the “Vendor Account” field to

Companyitods NS K display “Restrictions” button.

Selection using search help e Click “Restrictions” button
Search help ID [
Search string [

o Search help | I IE
=]

[ [ POt (2 (goo) BEl| ndmsepan7 [Ins | [ 2
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4+ HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

III?Accnunt Murmber of Wendaor or Creditor {23 =1
/ MNASA Search List [Aoccount Group) MN&SA Sccount Group by POrg [«]
Wendor
Purch. Organization
Group key
Account group
Courtry
Order currency
Name e Select “NASA Account Group by POrg” Tab

Search term

[=][ 4Ba75| *

e Paste Search Term (Cage Code) into “S

Hit Enter

kA axirnum Mo, of Hits s00

earch Term” Field

I@Accnunt Mumber of Wendar or Greditor ¢33 114 Entries found =l
/ MaSA Search List [Aocount Group) . A58 Account Group by POrg E |I|

=
BOEEEEEE - '
e Sort by “Group

‘Iul’emlor|P0ru |Grou|1|Grou|1H “ W
| — e Note all ZREMs under “Vendor” to search
@RC ZREM LS U detailed payment history for this Vendor Name

105528 DFRC ZREM US U

1':'5528 GHC ZREM US U L AT To U TR UINIYETOTT T T -UUTRA FOF 0

105528 GSFC ZREM US USD REGENTS OF THE UNWERSITY OF COLORA 48475

105528 HE ZREM US USD REGENTS OF THE UNWERSITY OF COLORA 48475

106528 JSGC ZREM US USD REGENTS OF THE UNWERSITY OF COLORA,

106528 KSC ZREM US USD REGENTS OF THE UNWERSITY OF COLORA * Usescrollbarto
105528 LARC ZREM US USD REGENTS OF THE UNIVERSITY OF COLORA ensure all ZREMs
105528 MSFC ZREM US USD REGENTS OF THE UNWERSITY OF COLORA are captured
105528 NASA ZREM US USD REGENTS OF THE UNWERSITY OF COLORA

105528 NMO ZREM US USD REGENTS OF THE UNWERSITY OF COLORA 48475

105528 55C ZREM US USD REGENTS OF THE UNWERSITY OF COLORA 48475

109198 ARC ZREM US USD REGENTS OF THE UNIVERSITY OF COLORA 4B475 []

109198 DFRC ZREM US USD REGENTS OF THE UNIVERSITY OF COLORA 4B475 []
[][»]] [ |[«][>]

114 Entries faund [ A
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4 HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

7. Search ZREM to view Payment History

=g
Program  Edit Goto

System Help

|@ (0 ©Ge CHE 8008 DR e

i

VendorL
=

D. Execute Query

Wendar selection
Yendar account

122724 A. Enter ZREM

Campany code

=
=
cn
=

—

]

Selection using search help

Search help ID

Search string

= Search help |

Line item selaction

Status
(O Open ftems
Dpen at key date

agi2rizo2

O Cleared items
Clearing date

to

Onen at key date

|

B. Select “All Items”
@Alliters
Posting date - - —|

Type
[¥] Mormal items

[¥] Mated items
[¥]Parked items

Special GIL transactions

C. Check ALL boxes under “Type”

] Customer iterns

[
[
Z

b Pot (2 (600) B ndmsepa0 [INs | |
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+ HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

8. View Payment Transaction History

=g 1 # [
List Edit Goto Extras Environment Seftings  System  Help

| & 100 CEQ CHB 00D BE @@
Vendor Line Item Display

DonoOiEEEEEEE @ E. Click “Set Filter” Icon -

‘Wendor 122724
Company Code HASA
Name REGENTS OF THE UWIYERSITY OF COLORA
City BOULDER
| F. Select “Reference” Column :
5t |PBk|Bush|Pmt|User Documentha| Ty |Reference lﬂ doc. |Clearin
1 @ 51 51 |NSOQE584 | 100066510 | AB 114 G518 [11/10¢2
0 @ 51 51 [NSOO0584 (100066516 | AB 1 T EE T T T TOT 20T O T T TO7 20 T T, 00w, 209 o2 [ roenn6s1e (11710742
0@ 51 51 |G5023427 100069322 | AB 12/08/2006|12/08/2006(12/08/2006 32,143.81 100069822 (12/08/2
0 @ 51 51 |GS023427 100069822 | AB 12408/2006|12/08/2006(12/08/2006 32,143 .81- | 100069822 (12/08/2
0@ 51 51 |GE023427 100106631 | AB 12412/2006|12/12/2006( 121272006 32,143,871 |1oo106631 [(12/12/2
1 @ 51 51 |G5023427 100106631 | AB 1241202008 |12412/2006(12/12/2006 32,143 .81- 100106631 [12/12/2
0 @ 51 51 |G5023427 100129810 | AB 01/410/2007 011042007 (01/10/2007 32,143,891 100129810 (o01/10/2
O @ 51 51 |G5023427 100129810 | AB 01/10/2007 (6141072007 (01/10/2007 32,143 .81- (100129810 (@1/18/2
=] 51 51 |G5023427 100131447 | AB 01/08/2007|01/08/2007(01/08/2007 32,143.81 100131447 (01/08/2
(1 @ 51 51 |G5023427 (100131447 | AB 01/08/2007 | 01/08/2007 ( 01/08/2007 32,143 81- 100131447 (01/08/2
=] 51 51 |NSOOB554 | 100321647 | AB 03/03/2012|08/03/2012(08/03/2012 417,905 .31 100321647 (08/03/2
0@ 51 51 |NSOQE584 (100321647 | AB O8/03/2012|08/03/2012(08/03/2012 417,905 . 31- 100321647 (08/03/2
0 @ 51 G5034440(|1500002945( K2 114072003 11/07 /2003 11/07/2003 14,820.36 |1500002948(11/0742
0@ 51 51 |G5023422 |1500036235) K2 12405/2003|09/21 /2004 (12/05/2003 2,587 621 .18 |1500036235(09/21/2
1 @ 51 51 |NSDOBD584| 1500086843 KZ [ TREASNASS 12062 03/419/2012|08/03/2012(03/19/2012 417,905 .31 |1500086843(08/03/2
0 @ 51 51 |NSOQE131 | 1900003077 KR [NNGOOHPEZC 1545340-029...( 111142001 |11 142011 (117201 /2011 31 .89- (2000016768 11/14/2
O @ 51 51 |WSOBE131)1900022495) KR|NNGOIET26C 1545556-026..[ 111872011 )11/21/2811)|11/08/2011 128 42- (2000023571 (11/23/2
0 @ 10 10 |NSOOB741|1900058902] KR (MMH1OCCO4C  1546525-011..(06/09/2011|09/13/2011 | 03731 /2011 9.55- [2000145662| 09/13/2
1 @ 10 10 |NS00B741| 1800058303 KR MMH1OCCO4C 1546525-012..(06/00/2011|09/13/2011( 0473072011 11.00- [2000145663| 09/1342
0 @ 51 51 |GSOOF7O10|2000003144) ZP 1o418/200410/19/2004( 1871972004 24,999 00 |2000003144(10/19/2
0@ 51 51 |NSOQBG46 | 2000007 415) ZP fadtizatt o 2o (1a211 22011 117,065 .21 |Zo00007415(10/11/2
=] 51 51 |NSOOBG46 | 2000007416) ZP ToHrizett o 2011 (1a/117/2011 157,314 62 |zZ0000O7416(10/1142
0@ 10 10 |NSOQDBG46 | 2000007329) ZP Trapzizotoi1/ez/201e(11/02/2010 BE,910.63 |2000007929(11/02/2
1 @ 51 G5007064 | 2000009444 ( ZP T1Hedzee3|11Mo/2003( 111072003 2,445 16 |(2000009444|11/10/2
0 @ 51 51 |GSOOF7E10|2000014989) ZF 11gizoed |11 10/2004( 111072004 9,426 .08 (2000014989)11/10/2 O
=] 51 51 |NSOOBEG46 | 20000164087) ZP 1172011 1148742011 11/07 /2011 829,705 .59 |Z000016G40F(11/0742 =
-
KD [ 4[]
b [P0t (2 oy B[ nomsepan? [ns | [ 7
[= Filter criteria | [z=]
Select. o G. Enter Purchase Order/Contract Number
Reference *MMGESHFPOZC *|

surrounded by * to filter invoices
associated with your Purchase
Order/Contract Number

||« (B2 [ [ 5¢]
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4 HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

=
List Edit Goto Extras Environment

& @ O B
Vendor Line Item Display

I I = s

=& =

]

System Help

G € | O 0 6B M A oE | G ED | G O

E | EEE I B[ eeerrr J[ oere oo

vend 122724 . =
Sempemy GoEE NASA H. Expand Column Width O]
City BOULDER a. Click “Settings”
H o n
st |PEK |Busa| Pmt | User Docu b. Click “Columns —
O @ 51 |51 |MSEEE131 (1900 H “ fni H ” Bo-
T oo im0 c. Click “Optimize Width
O @ 51 |51 |wsooessa|s1oo0 b Bz
0 @ 51 |51 |nsooessa |SE01 B a1
0 @ 51 |51 |wsooessa |SE01 To-
O = 51 51 |NSOEA5S4 6601063544 RE[NNGROHPAZE 1545340-003 | 05/26/2009 | 05/04/2009] @4/16/2aaa] | | 518,917 52- —
R[] I <]
[ [ Pot1 2 6om BEl| ndmsepan7 [Ins | L=
=g = !E.! .’
List Edit Goto Exdras  Erwironment Settings  Systemn  Help
& I.  View Transaction History
Vendor Line It Note:

Clearing Documents:
(][> ][m]

100# = Payment Reversal

sond 200# = Payment to Vendor

EEEDEEY Code 1500# = Manual Clearing; Payment to Vendor

Clearing Date: NSSC Payment Date (Funds should clear Treasury within 3 business days)

Hame
City
Documentho| Ty |Reference Pmnt date [Pstng Date|Doc. Date |5|DD LC amnt|Clrng doc.|Clearing T
] |5E01620554 | RE [MNGOOHPAZC 1546170-027 [A2422/2012 |03/01/2012|@2/17/2012 417,905 .31- | 100321647 | 08/03/2012
[] |5601629292| RE [NN@IGHPEZC 1545340-035 |04/05/2012 |A6/20/2012|02/29/2012 927,348 .53- (2000096994 | 06/21/2012|0
[] |5601648304(RF (N HPO2C  1546170-027 (0372272012 |(08/02/2012| 0241702012 417,905.31- [1500086843| 08/03/2012|N
* 34 049 B85 . 68- m
J.  Double Click document to view attachments %
1| I— (Copy of Invoice, Approval, Rejection Letter, Notes, etc.) I KD
msepao? [INs | [ 7
= [ =]
Document Edit Goto  Extras  Ernwironment  Systern Help
| 300 Ca@ CHE anoas R @

@"J K. Click “Services for Object” Icon
= Ll[~|

Wendor TZ2Zr2a [FIREGENTS OF THE UNNWERSITY OF COLD . GiL Acc 2110 1800
Company Code |[MASH 3100 MARIME ST
Agency BOULDER Doc. no. |BEE1629292
Line lterm 1 § Invoice § 31

Armoaount 927,348 .53 UsD

L. Click “Attachment List” Icon

t |B.00 LsD

| | [ Po1 (2 6om FE | ndmsepan? [iNs [ | /_

III?AEE Dioc Line ltern MASASED16282922012... [E B

D[ th]2 Tz B E ||
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4 HOW TO FIND PAYMENT HISTORY AND COPIES OF DOCUMENTS IN SAP

b= service: Attachrment list

R = F A R E R E R E R P EEE

AttachmentForMASASE01 629292201 2001

lcon |Title |CreatnrName |Created 0]y 'I
7 Interest Sheet UNIVERSITY OF COL... |Donna'Wise Q282012
@ INTEREST Cionma Wilico OE4 2017
[@ |INVOICE <_1 M. View attachments by clicking the titles

P

N. Log in using your IdIMAX
Credentials (Agency User ID
(AUID) and password) to view the

User name: a| v| secure invoice link. Note:

| Contractors will have to submit a

NAMS request.

The server ap.nssc,nasa,goy at SearchMar-Fekch requires a
username and password,

Password: |

For assistance, please contact the
Lo J[ concel | NSSC Customer Contact Center at
1-877-677-2123 (1-877-NSSC123) or
nssc-contactcenter@nasa.gov
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