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AGENDA

* Enabling and using the History function

* Performing an effective search in FIS

e Creating Personal Vendor and General Ledger (G/L) Lists
e Effectively using the wildcard

* Using prior entries to post transactions

* Toggling between AMS screens and other short keys
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INTRODUCTION

This session will explore some functions that may help you save keystrokes, and ultimately
time in AMS.

Once introduced, users can set a variety of defaults and shortcuts when processing
transactions and generating reports.
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HISTORY FUNCTION

The History function ensures AMS remembers what is
entered in various fields for a period.

These include:
* Vendor accounts
e G/L account
* Funds Center/Funds
* Cost Centers

* Line item/Header text

Once activated, users do not need to search for frequently
used accounts. This helps keep text/accounts consistent.
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HISTORY FUNCTION - FAST AND EASY
ACTIVATION

[ Menu Edit Favorites Extras System Help = x T h e H i S to ry fu N Ct i on can b e
9 K ghi D000 D7 040 found within the Customize
SAP Easy Access UniversitEielVeliil Cley] . .
s _ !:ocal qumf,t settings (i.e.
v Wl Favorites » [0 Visual Design History Status g e G r S I C O n ) .
= 24 URL - Finance Website > ‘Iar\'lteracti.zq.tDe&siE\g’;n. : off e
S_PH9_46000434 - Attendee Lis ’ ccessibili criptin, . .
Pé\ﬂ -_Attendance Metrtw t > [0 Multilingual éettingsip ¢ History Settings W h e n e n d b | | n g t h e H | S t O ry’ yo u

S_PH9_46000431 - Attendee's Tr; Local Data (52

D e o] o can set the expiry time as well
FBUS8 - Reverse Cross-Company ( = |=] File Lifetime Maximum Permitted File Size [MB]: d s t h e n u m b e r Of e n t r I e S t h O t
will appear in a field’s history.

ZBSR024 - Userids with New Sele * [£] Local Tab Order
XK03 - Purchasing -> Master Data > [0 Traces Maximum Number of Entries:
S_AHR_61016219 - Information S >[I0 Security
>

ZHJR_ZHMRO08B8 - HR: Payroll Reg Front End Print Enable History for Fields Up To [Characters]:

FS00 - G/L acct master record mai| | * [E] Restore & Cleanup

MBO3 - Inventory Management -> M | * |[Z] System Information Clear History

MBO2 - Inventory Management -> |

ZRFFMFKO2 - Master Data -> G/L Directory for Input History:

RO e Ol Shegueiing C:\Users\paramso2\AppData\Roaming\SAP\SAP GUI\History Select

ZERO1 - Document entry -> Emplo|
FB60 - Financial Accounting -> Acd
FMAVCDERICH - Derivation of che

~ ¥ SAP Menu . You cannot change the path for the input history from a SAP GUI session.
> [l Office l
» [ Logistics
-3 Armmnim Fime
«“ > . . .
oK Ferm ey Help Watch this simulation to learn how to -
activate the History function. @
\
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https://finance.utoronto.ca/knowledgecentre/simulation-fis-data-entry-tips-part-1-history-function-wildcard-sign/

USING THE WILDCARD SEARCH

[ Account or Matchcode for the Next Line Item (1)

1: Suppliers (by acct. group) 2: U of T Active Suppliers (by CompCode) BRI ECNC | IR =

The wildcard (i.e., asterisk*)function
makes searching accounts such as the
vendor account or G/L easier and more
comprehensive.

Name

Name 2

Supplier

NOTE: Use multiple wildcards to further narrow your P.0. Box Postal Code
search. In the screenshot it is searching for all City
vendors that have “grand” in their name AND start Search term
with 1 (i.e., CAD currency vendors). Region

Street

Payment Method

Watch th.IS simulation t? learn how e B uoFT
to effectively use the wildcard. @
LA\ Active Supplier Only E X

Maximum No. of Hits 500
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SETTING PERSONAL ACCOUNT LISTS

Users can create personalized list of accounts in AMS.

This reduces the need to search for and possibly use incorrect accounts,

r |
m which ultimately saves time and increases consistency.
Specifically, use this function to save General Ledger (G/L) and
.

Q Vendor/Supplier accounts you use regularly.
;k_) PP g

(

NOTE: Personal G/L account lists can be useful when charging Research Grants, to
ensure the correct Commitment Item budgets are charged.

Watch this simulation to guide you in creating your own @
personal G/L and Vendor account lists. LA\
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https://finance.utoronto.ca/knowledgecentre/simulation-how-to-create-a-g-l-or-vendor-account-personal-list/

CREATING PERSONAL ACCOUNT LISTS

= Document Edit Goto Extras Seftings Environment System Help

Once a personal list is created, when _ )
you click the match code button within 9 K@l 000 DD AT 0%

the Vendor account or G/L account field, Enter Vendor Invoice: Company Code UOFT
it will appear ix Tree On  EJ Company Code  #.Hold 5% Simulate & Park

Transactn Invoice ~ Bal. 0.00 AQ
Payment | Details | Tax | Notes |
endor 100807
Invoice date 20.05.2023 Reference 546546
Posting Date 02.05.2023 Period 2
Document Type KN:A/P Vendor invoic ~
Cross-CC Number [= General Ledger Account (1)Personal Value List: General Ledger Account (1) 9 Entries found
Amount 1000 [ C: G/L Account Number in Chart of Accounts T: GIL account description in chart of accounts L =)
Text 7687 ]

Example of a Personal G/L
Account List.

=
\ry

Company Code VOFT@ B[ [ [ =

L[]

Business lunch/hospitality JUOFT 836400
Conference fees UOFT 837800
Laboratory supplies general  UOFT 825500
Prof Membership/Association UOFT 837420

Scientific Equipmentpurchase UOFT 821610

0 ltems ( Screen Variant -
B Status GIL acct

Scientific EquipmentRepairs UOFT 821630
Services:general UOFT 835000
Supplies:General UOFT 825000
Technical services UOFT 636930

9 Entries found A

MaealkkeL + o 1nNncT




CREATING TEMPLATES
AND POSTING WITH
REFERENCE



ACCOUNT ASSIGNMENT TEMPLATES

. [ Docume Goto  Extras Settings Environment System  Hel
The Account Assignment Template @ . . i
. . . . Switch Company Code F7 N
function is available in many FIS o VDD 00 0%
transaction screens. Enter Vien(  Screen Variant ' JOFT
8 Tras On Acct assignment templates 9 »  Select account assignment template Ctrl+F7
s Select held document Ctri+F10 Save Account Assignment Template Ctrl+F5
| t endad b | es users to save an d reuse Transactn Delete Held Document Ctrl+F11 Delete acct assg.template Ctri+F6 | coOm
o o Basic d Select parked document Vendor
account assignments from a prior i el W N
trqnsqction as a templdte for Vendor Cancel F12 Dell Canada Inc.
fu t ure use. Invoice date 14.06.2023 Reference 2342542 Suite 501-155 Gordon Baker Road
Posting Date 27.06.2023 Period 2 North York ON M2H 3N5
Document Type KN:A/P Vendor inv_ v
F i e | d s sgve d i n Cl u d e: Cross-CC Number I7 416-758-2242 B
Amount 1,500.00 CAD +/ Calculate Tax
* Funds Center Text 2342542, Dell, Invoice il Ols
° G/ L account Paymt terms 25 Days net
Baseline Date 14.06.2023
¢ C oS t C en t er Company Code UOFT University of Toronto
. . . 3 Items ( Screen Variant : Line Item Entry - FB60 + FB65 )
T h IS fu n Ct Ion can b e use f u l I f yo u E. Status GJ/Lacct Short Text DiC Commitment itm Assignment Text Ea
have the same/similar transactions @ 821110  Eauip:Comput. Debit v EQUIP-PUR 2342542, Dell. computers

posted on a regular basis.

Watch this simulation as a reference when creating and using _
Account Assignment Template. EZ@
S\ 1s AT UoFT
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https://finance.utoronto.ca/knowledgecentre/use-account-assignment-template-reduce-keystrokes/

LOCATING AND RECALLING ACCOUNT

Account Assignment
Templates can be recalled
anytime in the future, within
the same FIS transaction

ASSIGNMENT TEMPLATES

[ Document

|

9.

Enter Vendo

Edit Goto Extras Environment

KE 000
voice: Company Code UOFT

Settings System

MM E0 0%

Help

screen (e.g., FB60): 9 &aTr Bkl Company Code @, Hold = Simulate  |B Park
ér Creat... Transactn Invoice v Bal. 0.00
1. C | | Ck E TreeOn === | " IEtermnvaicest emplates for items 16.08.22 : Payment | Details | Tax | Notes
2. Ope.n the Account - [F] Z SUPO HON PRAI((;E ;g:g;:ﬁ Vendor
GSSIQnment templqtes Invoice date Reference
for items folder Posting Date 26.06.2023 Period 2
3. Double-click the Document Type KN:A/P Vendorinv.. v
tem p I ate Cross-CC Number
Amount CAD + Calculate Tax
Text

Once the template is
selected, the screen will
populate with the same
information as the template.

Note: When the information from the template populates the screen, the fields can still be edited/customized for the

new transaction.

2023

Baseline Date

Company Code UOFT University of Toronto
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POST WITH REFERENCE

The Post with Reference function enables
users to copy/use data from previously
posted entries to:

* Post corrections or adjustments

* Partially reverse a previously posted
document

* Use as a template for recurring posting
entries where the amounts may differ
from one posting to the next

Note: To use the Post with Reference function, you must have the document number of the original transaction.

Watching this simulation to learn more about how to use the Post

with Reference function in various FIS transaction screens. E@
N

EXPLORING COMMERCIAL VENDOR ACCOUNTS AT UOFT 13
UNIVERSITY OF

ORONTO

2023

| Financial Services



https://finance.utoronto.ca/knowledgecentre/simulation-fis-data-entry-tips-part-2-using-post-reference-function/

USING THE POST WITH REFERENCE FUNCTION

[ Document Edit Goto Extras Settings Environment System Help
You can customize what you want to &) CKE OO0 =T O
copy from the prior transaction. Post Document: Header Data

This includes:

* Generate inverse posting (i.e.,

Reference

reverse posting for a Soetmmant et E
correct i on ) Company Code UOFT
Fiscal Year

e Copy G/L line item information

* Copy text

Generate Inverse Posting
Enter G/L Account ltems

Do Not Propose Amounts

+ Recalculate Days and Percentages

Display Line Items

Copy Texts

Transfer functional area

Recalculate Local Currency Amounts
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SPEED UP NAVIGATION IN AMS WITH A COMMAND

The Command field enable you to easily navigate between AMS transactions screen.

Edit Goto System Help

k= 0o = 1T O

JNXXXXX Quickly navigate between AMS transaction screens in the
(xxxxx = transaction code) same window/session (e.g., /nFBG0).

JOXXXX Navigate between AMS transaction in a new window/session.
/i End current session

/o View a list of open session, which can be toggled or closed.
/nex Closes all windows for the current session AND logs off of SAP.
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REDUCE KEYSTROKES WITH SAP SHORTCUT KEYS

Here are some keyboard short keys in AMS that users can add to their toolkit that
can reduce keystrokes with some time and practice.

CTRL / Move cursor to the Command field.

CTRLY Use cursor to select/mark a section that is displayed

CTRL C Copies selected text/fields (i.e., CTRL Y) to the clipboard
CTRL F In SAP menu, can be used to find specific text in the menu.
CTRL G After using CTRL F, use this is find next.

F8 Execute a report from the Selection Criteria screen.

CTRL + Open new session/window.

m UNIVERSITY OF
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PASTING LARGE AMOUNTS OF FIELDS INTO FIS
REPORT CRITERIA

The Clipboard function enables you to copy and paste large amounts of data
from within AMS or from other applications, such as Excel into AMS.

You can paste up 2000 entries using the Clipboard

;= Program Edit Goto System Help
= Multiple Selection for Funds center x

Watching this simulation
FI Postings: Line ltems by Document Number (w/ SRR EAETESEEN  Select Ranges | Exclude Single Values | Exclude Ranges | to learn how to
® W B [ Classification "3 effectively use the

S... Single value fiii
r. i . X .
Financial Management Area 105290 . Cli P board function in FIS
1105292
FM Area UOFT | :
| [105293 reports
Commitments/Actuals __[105294 (D
Fiscal Year/Period 2024 1 ol 105659 |

105660
1105662
|105663
>

Optimization of database access

Maximum No. of Hits

Funds Management Account Assignment
Fund = 10

Funds center to Q

and all superior
and all subordinate

@o]+|= 2T [@] Mdiple seiection. | '%Ifi _i_O'L

Commitment item to L
and all superior

and all subordinate
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https://finance.utoronto.ca/knowledgecentre/simulation-how-to-use-the-clipboard-function/
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	Tips to save time and keystrokes in Fis
	presenter
	agenda
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Creating templates and Posting with Reference
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	shortcuts
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	THANK YOU!

