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Please find below Frequently Asked Questions (FAQSs) in relation to the UNDP Financial
Authorization process. Users are strongly encouraged to read these FAQs and to refer to the
UMOJA job aids before raising production support issues.

1.

| cannot find the UNDP Business Partner | need.

Please refer to the list of UNDP Business partners in job aid 1-0. If the UNDP country
office does not appear in this job aid please raise an ineed ticket to Umoja Master Data
and provide details on which UNDP Country Office you believe is missing and the details
of the transaction to be posted.

Why are the detailed service instructions entered on the Funds Commitment not
appearing on the Financial Authorisation?

Check to ensure that the detailed instructions are entered at the line item level of the
Funds Commitment not the header level.

Why can’t | issue a Financial Authorisation related to a Funds Commitment?

Please check that the funds commitment is approved (FAs related to unapproved FCs
cannot be sent).

If you have used a Funds Commitment please check that vendor used is a UNDP Office.
Please refer to UNDP Job aid 1-0 with the list of UNDP Business Partners which should
be used. Also ensure that the UNDP vendor is on every line of your funds commitment.

The funds center of the funds commitment may not be mapped to a UNDP donor code
(this can be checked using ZAP_DONORMAP, this T-code is mapped to finance roles).
If the funds center is not mapped an ineed ticket needs to be raised and assigned to
Umoja Tier 2b-Financial Accounting in UNHQ.

Why can’t | issue a Financial Authorisation related to a Purchase Order?

Please check that the vendor used is a UNDP Office. Please refer to UNDP Job aid 1-0
with the list of UNDP Business Partners which should be used.

The funds center of the purchase order may not be mapped to a UNDP donor code (this
can be checked using ZAP_DONORMAP, this T-code is mapped to finance roles). If the
funds center is not mapped an ineed ticket needs to be raised and assigned to Umoja
Tier 2b-Financial Accounting in UNHQ.
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5. Why is the text information entered into SRM missing from the FA for a PO.

6.

Ensure you have entered text into the Internal Note field of the line item. Click on
Internal Note, which is located on the Notes and Attachments tab of the line item. Please
note that for POs with multiple service lines, users must enter all instructions (for all

lines) on the first line for them to appear on the FA.

Why can’t | issue a Financial Authorisation related to a AP Document (FV60

MIR7)?

Check that there is no payment block.

Ensure that there is a funds center on each line of the FV60 document (even if the line
relates to a balance sheet account, i.e. for MPQOs, petty cash etc).

The funds center of the AP Doc may not be mapped to a UNDP donor code (this can be

checked using ZAP_DONORMAP, this T-code is mapped to finance roles). If the funds
center is not mapped an ineed ticket needs to be raised and assigned to Umoja Tier 2b-

Financial Accounting in UNHQ.

Check the payment method selected, it should be U.

Check that the FV60 or MIR7 was posted/approved (if they are not approved the FA

cannot be created).

| need to update the text on an AP Document, however the invoice document has
been posted and | can’'t change the text field, how do | update?

In order to update the text information, find the relevant FI Document number.

Open the FI document using FB02 (edit document).
Double click on the line related to the vendor

7@ |. Change Document: Data Entry View
Y & & [WTaxes EdDisply Currency

Data Entry View

Document Mumber 5100215994 Company Code 1000 Fiscal Year 2017

Document Date 17.04.2017 Posting Date 17.04.2017| Period 4

Reference INTTRE 11810 Cross-Comp.Mo.

Currency TUsD ) Ledger Group
(&) [&)=)0) =¥ (&) ) 8] JE . (i) (@]

Purch.Doc. Item PK | TTy Account = Description Curr. £ Amount E Amount G/LAcc |CmmtIt_ | Grant |BusA | Fund Funds Wi
4500000216 10 86 35401010 AP Ex Good Recpt usD 100.00 100.00 35401010 77172510 GMNR 5100  10UNA 12001
31 1300002477 MIN DE UENVIRONNEMENT ET DEVE JUSD 100.00- 100.00- 35101210 34101000
S, =*USD - 0.00 - 0.00

Click on the button for the long text.
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[& Document Edt Goto Extras  Environment  System  Help

& -4 e CHE fDoa Dm
|@ Change Document: Line Item 001

& £ @ B & & Additonal Data

Vendor 1300002477 MIN DE LENVIRONNEMENT ET DEVELOPPE G/LAcc 35101210
Company Code |1000] 20 BP 650 ABIDIAN

United Nations ABIDJAN Doc. no. [5100215994
Line Ttem 1 / Invoice / 31

Amount 100.00 usD

Tax code w

Additional Data

Bus. Area ’m Trdg Part.BA /_|

Disc. base 100.00 USD  Disc. Amount [0.00 usD

Payt Terms Days/percent | | [ | [ ]
Blne Date 17.04.2017 Fixed 1

Pmnt Block H Invoice ref. / ’—‘ / /_|
Paymentaur. | |

Pt Method U]

Assignment  [51002159940012017

Text 1400000118 UNDP-BRAZIL | | @ Long text ]

Display Long Text for Item

Select the icon for editor

nent Line Ttem

L Meaning First Line
EN Notes

L

Enter the updated text in the field

E Tet Edt Goto Formut  ocde  System  Help

[ *qH 0@ BHR buod PR o8
QOB BR
Fie
¥
SAP
& Cut # advanced Find 9 Undo - 4 Reset Paragraph Format W Y research & Set Proofing Language [ Print Layout
A Copy | % Replace ™ R #, Reset Character Farmatting 53 Translate {55 word Count % Draft
_ Speling & .
L& sebect + M styles - Paragraph be. Gramemar O Thesaurus T
Editing styles Procfing View
. 1 | 3 | -~ 3 4 | S ieniak 6.« I8 7 (RO

l In Accordance pith UN Rules and Regulations ...... I

Click the back arrow = €

the select copy text

[E Long Te nent Line tem
L Meaning First Line
EN Notes |In Accordance with UM Rules and Regufations ......
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Then save
[E Document Edit Goto Extras Envionment System  Help

1 -e-@e DHE 2To8 BEE @@

%@ . Change Document: Line Item 001
& £ &H B & & addtionsl Data

Vendor 1300002477 MIN DE L'ENVIRONMEMENT ET DEVELOPPE GJL Acc 35101210
Company Code 1000 20 BP 650 ABIDJAN
United Nations ABIDIAN Doc. no. 5100215994
Line Item 1 / Invoice / 31
Amount 100.00 uso

The text will now be updated when you re-run ZAP_FIAUTH.

Note: Umoja will always first check the FI Document for text. If there is no text, it will then
check the invoice document.

8. Why can’t | issue a Financial Authorisation related to a Travel Document?
Some of the possible reasons are as follows:
o Check the payment method selected, it should be U on the FI (use FBV3 to check).

o If payment method “Other” is not selected in the Travel Portal, the TPA will not be
able to add in the UNDP vendor.

e b bmtory  Favarts Wekcome: Cam CORALLE

Armmate Teavel Adtmunisiratie

Chenrview

nalating Travel for: Offical business Travel For  Prapared Dy Tasha Ll Lmpdcyed Group Fiematens Sutt  Lmployes Subgrous Prolesscnsl b Above  Gracedevel asd desig:
nequaomeons com  Contract Type Feed Term  Master Cost Centre R ESCAP o Post Oy, Unit ESCAPTO TS Nationality noan

[A Previeus Step | [Personal Coviation &) | [Save Cratl
Additional Data for Travel
Subsistance AllowanceDeductions

| Alw the system iz caleuate e Subssience Alowance

Frter Deuctnes

Be pad by UKD s

Travel Procesang Oftes ™ FECAR BANOHKOK

Ticksts fo be lseed throegh: * Commercist Travel Provicer (Le. Travel agency) [= et UN Agency.

e Check the vendor text field in the FI document to ensure the UNDP Donor code is
there.

¢ The funds center of the travel document may not be mapped to a UNDP donor code
(this can be checked using ZAP_DONORMAP, this T-code is mapped to finance
roles). If the funds center is not mapped an ineed ticket needs to be raised and
assigned to Umoja Tier 2b-Financial Accounting in UNHQ.

e There is a payment block on the AP document.
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9. lam about to approve the FA but | see there is an issue how can | amend?

The source document for the FA needs to be modified first and the changes will then be
reflected in the FA.

Note that the Remarks field can be used to add additional instructions for UNDP. But this should
not contradict other instructions in the lines of the FA.

FA Document Print Preview and Send Mail
T E E

& E[2) @BEFL EL L (S J& JEL) @G

FA Form List
Select FA Number Donor Code Status Version Previous Version Date Created By Approved By Total Amount |Currenfiy Rermmarks Mnual Status
] MB-4500000153 10203 ORIGINAL 1.00 CGOULET 5,000.00 AUD [ j
United Nati
FINANCIAL AUTHORIZA
For TUHDP Coumtzy OFfices Use only ]:I
|UN'DP COUNTREY | Te: ‘E}.‘DE—PA)‘(IET}.N

azzn Phone/Fax

Resident  Bepresentasive  of PARISTAN | |tc52—51—255—5tu

|AGENCY INFORMATION

Frem  Bgency ‘rnua Denor  Code

Subject ‘hger.l:'j Service  Bequess Auchorizing

igency  Officer

3gency  Reguesced  Dase (17 .11 016

Tue  Dase ‘a: Bar Below Inscrucsion

Payee As Ber Below Instruction N
Approved by

Email

Remark Additicnal instructions £or UNDE here
Deps/0ffice

[ [ P

Date  lpproved

10. UNDP does not accept FAs that do not include VAT.

In the case where the PO does not include VAT because the UN procedure is to not include
VAT in the PO (as this is included at the time of the invoice), text should be added either in the
detailed instruction of the PO or in the remarks field of the FA to instruct UNDP to pay the VAT.
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For further guidance on FA please refer to:

e UNDP Job aid 3-0, Source Documents for UNDP FA, which has instructions on how to
create source documents for FA.

e UNDP Job aid 4, Issuing, amending and cancelling FAs, at the approval stage and also
after approval when an amendment needs to be sent to UNDP.
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