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Overview

This Job Aid details the procedure for the transfer of an dssiteen account assignment elemeras
a result ofinternal sale or internal donation.

This job aid should be used whenever it is necessary to transfer an asset between account assignment
elements. Users should NOT eality account assignment element directly on the Asset Master Record,
instead they should transfer items, this ensures that the-dger correctly aligns to the trial balance

and depreciation posts correctly.

The postingreatedin financial accouring differs depending on whether the transfer is a within volume
transfer or cross volume transfeiccounting documentcreatedin Funds and Grants Management
differ depending on whether the transfer is r¢8ludget Relevanir statistical(Non-Budget Relevant)
and whether any related revenuy@ the case of a budget relevant transfexclassified as spendable or
non-spendable.

TheAsset Transfer transaction is executed by the FA.16 user (Asset Accounting Senior User).

Aside from the sales and donations sagas, the transfer process is also used to transfdue from
one asset master to another with no change needed in the account assignments of theAaisset
examplewould be wherthe asset has been recorded against the wrong asset alasyou want to
associate the cost and accumulated depreciation to a new asset class (this will also transfer the
equipment mastetink onto the final asset masterlease refer to Asset Accounting Job ARvehich
outlines the procedure to be followed

If you are transferring aewlyreceivedassetto anexisting asseas it should be part of an existiagset
or you are simply replacing part of that systgptease refer toAsset Accounting Job Aie2mlso.

Process

The procedure for assets transferred as part of a Stock Transport Order (STO) is slightly different in that
the users need to ensure they reference a funds reservation and use the mpmmifiedin section 2 to
preparethe transferfile loaded to UmojaSTOs are primdy used byPeacekeepingnd Special Political
Missions to transfer items between (and within) Pléodations.Missionsuse Logistics Execution

processe$o manage materials and items are received back in warehouses before they are tradisfer

The TCode is the same f@ll processes described belphwoweverdifferent Transfer Variants are used
to ensure the system posts the transfer correctly.

Within Volumeversus Cross Volume

Where assets are transferreuthin the samefinancial reporting volumes this is referred to awithin
volume transfer(an example is an asset transferred from 20BLBRAL, Vol 2 to Vol)2

Where assets are transferred between financial reporting volumes this is referred torassavolume
transfer(an example is an asset transferred from 20BLB to 10UNA, Vol 2 to Vol 1).
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Budget relevanc€Real and Statistical)

The entities sending and receiving the assgtdecide the budget relevance of the postjrilgat is
decidingwhether the receiving fundjrant/etc. will be charged. If a budget relevant transfer is done, the
entity must also assess whether any revenue derived is spendablenespendablelt is important to

refer to financial rules regarding the transferaxfseas atST/SGB/2013/4.

Budget relevant (FM GM Real)

Budget relevant transferare another form of cost recovery or could also be thought dhéernal Sales
of assets Service Orders are NOT used instead the below processes is used. In this caseitbes
budget is reduced for the asset received (the posting is Real in FM GM)

Value (=NBV)f a budget relevant transfés made the system will simplyeduce the budget of

the receiver by théNet Book Value (NB\Yf the asset as at thasset vale datespecified. If the

fair value of an asset is different from the netbook value an adjustment to the asset value must
be madebeforethe asset is transferred (i.e. through impairment or improvement).

Spendable v NeBpendabletn the case that théransfer is regarded as budget relevant, an
assessment needs to be done on whether any funding received in Funds Management is
Spendable or Nospendable (i.e. rallotted or returned to the membestates/donor).

Examples of spendable revenue include tfansf assets procured using the cost recovery fund
or Strategic Deployment Stock (SBxhdisi). If the asset is a grant asset the terms of the Donor
agreement must be reviewed.

Budget relevant(FM GM Statiscal)

Nonbudget relevantransfers can also be thought of as laternal Donatiorof assets that is there is no
reduction in budget of the receiver (the posting is statistical in FM GM).

Cash and NoiCash Movements

To ensure that ledgers balance by Fl splitting dimensibakancing postingare postedwhereFl

balancing elements are crossdtigse are Business Argaund, Grant, SegmeniJhe balancing postings

are mostly often made against the main cash pool. However, in asset and inventory accounting where Fl
balancing elements are crossed and the transaction is deemedougiget relevant the system may

instead post to AR Due to Due From 194010ibCthe caseof asset transferthe system generads

balancing postings as follows:

1 If onlySegment (derived frorRunctonal Areg or Business Area are crossed then the balancing
posting is to casfil1001000- Cash MAIN Pool).

9 Iffund and/or grantare crossed and it ison-budget relevan{internal Donation - Z2 or Z§the
system generates a baleing posting to 19401010(AR Dtie/Fron). These amounts will later
be cleared through another posting (usingdde FV50) using SF Doc typee the related job
aid clearing AR Due to Due from)

9 If fund and/or grant are crossed and it is budget relev@mernal Sale¢ Z1, Z3, Z5, or Jthe
system generates a balaing posting to 11001000 (Cash MAIN Pool).

* *k % * *x *k *k *k *k k*k * * *x * *k *k *k *k * *x * *k *k *k *k *k *k * *x *x *k *k ¥k *k * *x *x *k *k k¥ ¥ *¥ * ¥ * * *x *x *
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1 ¢ Transfer of an AssdiNot inventory Managednot STO)

This procedure should be used for instances where an entity needs to associate an Asset with a different
Umoja coding block; including changes in Business Area, Fund, Grant, Cost centdQ\AlRShe
transferdoes not relate to a stock transport order

Review of Notifications and preparation of Upload Spreadsbaebe done by FA.15 user (Asset
Accounting Useut the FA.16 user uploads the file to Umoja.

* k% % k% * *k *k *k *k *k * * * * k¥ *x *x k *k *k k¥ k¥ *x *x *k *k *k *k * ¥ *x *x *k *k *k ¥ k¥ * *x * *k ¥k ¥ * * * *x * *
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1.1 Review notifications for transfer

1. Log into Umoja ECC.
2. Execute Transaction codd/59to get the report on current Notifications in the system.
3. IntheWotification Statu® & SeBsurkQuistandingandIn process are checked

I%:':’ Program  Edit Gote System  Help
& | dEIC@E@  DHE DO 4O8 EE &
Display Service Notifications: Selection of Notifications
&
Notification status

— _ _ —
[v|Outstanding | [ |Postponed | [¥]In process | [ |Completed  Sel.profil i [Fidr. | 3

Motification selection

4. InWotification selectio Elec&Notification TypeP1
(5 progam Edit Goto System Help
& " JdEH C@@ OHR D48 BE @
Display Service Notifications: Selection of Notifications
@

Motification status
[v|Outstanding [ |Postponed [¥|In process [ |Completed  Sel.profil 3?

Motification selection

Motification [ ] to

Motification type P1] to |
Functional Location to

Equipment to

Material to

Serial Number to

Addit. device data to

Cirder I to

Motification date [19.03.2|r315 to |17.06.2015
Partners -
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5. InBeneral Data/AdministrativBatalselectCodingUNASSNandfor Coding Codeither use UNO3
(for Transfer) oteave blankif you will filter later in report, or you want to see &lpes of
Notifications.

General Data/Administrative Data

Description to |?|
Created by to | =
Created on to | = |
Notification Time 00:00:00 to 00:00:00 | o |
Reference date to | = |
Coding UNASSN to | |
i I~ 1
Coding Code L J to
Priority to | 5 |
| TP R I E |?|
6. InWthermake sureLayoutis /ASSETNOTIF
Others
Paging status to | 5 ‘
1 1 -
Layout L!ASSETHOTIF J
Ref. field monitor
7. You canif necessanyin Wocation5 I (i HikeXby MaintenancePlant
Location Data/Acc.Assignrment/Maint. Plan
1 1 |
Maintenance plant LPIEIEI_I to | & |
Location to | = |
Room to | 5 |
Sort field to | 5 |
Plant section to | = |
ABC indicator to | =]

8. Alternatively, you can use list of Equipment numbers (if you know them) or list of Notification
numbers for selection.

9. Execute report
=y Program  Edit  Goto  System  Help

& - AH S&

lay Service Notifications: Se

Order
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10. Filter Notifications based ofype (if not identified in selection as PW) aatification System
Status (NOPR and NOPT)

rd. | System status Use
[N:}PR NOPT jAPF
MOPR

[E List Edit Goto Notification Environment Settings System  Help MOPR AAT
(V] | JdH CAQQ BHE ©Dho8 B MOPR MOPT Q5TS REV
Display Service Notifications: List of Notifications NOPR O5TS DIN
VOB ERAT FIE nthaon B & MNOPR OSTS REV
_____________ MOPR MOPT OS5TS REW

[ER| S Notification | Notif.date Typ 1=Descript:ion (o]
10000012  30.04.2015 |P1 | Print out MOPR O5TS REX

10000017  28.05.2015 |P1 |Assign New Laptop

10000046  16.06.2015 |P1 | Transfer _ NOPR O5T5 APH
10000047 16.06.2015 |P1 Transfer OSMO 05TS RQE

10000048 16.06.2015 |P1 Transfer

11. Filter Notifications based on Naotification User StatiSG

uuuuuuuu LU EULS 3o NS Y LapLup T o o

10000046 16.06.2015 |P1 Transfer NOPR OST5 ASGM 4100000119
10000047 16.06.2015 |P1 Transfer NOPR APPR 5100000006
10000048 16.06.2015 |P1 Transfer NOPR OST5 ASGHM 5100000012

12. You can export report in Excel foatrif more convenient to use.

'I:f| List | Edit Goto  MNotificatic
‘ Change <-= Display
Refresh
Graphic
Portfolio
g [

Do allaly o

Spreadsheet
Jord processing % 5
Print Ctri+P
ArCcess
Save [ 4
Exit Shift+F3
| PW  Retirement without

r
I
I
I
I
I

Umoja Foundation Training FFAA Job Aid8.: Transfer of Asset v2.1 7132



m

training

Jd

13. Review eaclapproved ASGN Notification to confirm all relevant documents (approvals) are
included and information is sufficient to proceed withansfer Coding block for receiving should be
either specified in the Description of the Notification or included in the attached documents and
approvalsYou can view Notification with doubtdick on Notification Numbe

Display Service Notifications: Li:
F S EEBESYT F MM E Nt

S | Notification | Notif.date
10000012  30.04.2015 |[P1 |Print
10000017  28.05.2015 |P1 | Assig
10000046  16.06.2015 |P1 | Trane
10000047  16.06.2015 |P1 | Trane
10000048  16.06.2015 |P1 | Trane

14. ConfirmTransferTasls has been cre@d in the Notification, imTaskstab, and assigned to Asset
Accountant.

Change Service Notification: Maint/Serv Request
G A B Gratner I B B | Organization... Contract selection

Notification 10000046 P1 | Transfer [
Notific. Status  |[NOPR OSTS [E|zsen %
Serv.order | Sales ord.
Notification | Location data | Tterns ' Tasks | Activities | Sales
Mo. |Code gr... Ta... Task code text Task text T... Status \User Status |Task pri
2 UNGENRC (001 Generic Task Assef Account to process Asset Transfer |[ |TsRL Person
T Eerson

15. For all applicable Notifications, from the report itsedfeintify all Asset Numbers fdiransfer and
correspondingNotification numbers andhethods oftransfer. You can verify Asset number in
Notification, in Location data Tab.

Display Service Notifications: List of Notifications
@E’?@E\Lﬁlé?vﬂ_‘u Notification [,_5:3[[:

B Notification datq Notification |Description Typ BusA PPl Pint UserStatus Code group | Systen
10000340 JFA OCHA RDS Transfer to N_ P1 5200 (CH30 CH30 §3100000551 BASGN UNASSN NOPR

26.10.2015
26.10.2015 10000341 JFA OCHA RDS Transfer to N P1 5200 CH30 CH30 §3100000552 NASGN UNASSN NOPR
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1.2 Run the Equipment Asset report and review the status is relevant to transfer.

1. Execute Transaction cod®AEQASREECrun report for Equipment and Asset Reconciliation. Use
User Variant ZEQAS. Expand All Seleci®l go limit selection of Equipment/Assets:

1.1. You can restrict by Business Area or other specific elements:

| Selections

Asset class to

Fund to

Funds Center to

Grant ' to '
Functional area to

Business area [s300] to [ ]
Cost center ' to

Plant [ ] o | ]
Location to

Asgget super number [ ] to

1.2. If you knowthe Asset Numbers, the easiestyis to copy them and paste in multiple selection,

usingthe Upload fromQipboardbutton:

Asset Equipment Reconciliation

@ [ )= E=
——

Company code 1000 to
=

Asset number to
— =

Subnumber to

[E Multiple Selection for Asset number

/SMMM{B} i Select Ranges ;" Exclude Single Values - Excude Ranges
° 0. single value i
-
"' Jeooonorie
f 5100000006
FIl 5100000012
[4
F =
L 4 ¥ i B
£
: @E@[%@é@
AT wuus e L .
IT%—' —
Asset number 4100000119 to
g : — = 1 y
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2. Look for codes and descriptionsStatus Number in User Status Liestd inUser Status Descriptian

ion | Status Number in User Status List| User Status Description Stat
EQDE Destruction Disposal Method
EQDE Destruction Disposal Method
EQNF Equiprment Mot Found
EQDN Donation Disposal Method
EQDN Donation Disposal Method
EQSL Sale Disposal Method
EQIT In Transit
EQAS Equipment Assigned
EQIT In Transit
EQAS Equipment Assigned
EQAS Equipment Assigned

3. The ode relevant toTransfers i€QIT¢ Equipment in Transit. If receiving party is ready for
Equipment data enrichment (ready to move Equipment and/or Notification to next status) and Asset
Transfer has not been completed, thimistbe communicated promptly between parties and Asset
Transfercompleted at the earliest.
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1.3 Prepare Asset Mass Transfer spreadshieetxcel

1. Prepare list of Assets for TransferMicrosoft Excelusingup-to-date version of Asset Mass Transfer
Template(Information and linkncluded in Appendixyhere in this templateeach row represents
one Asset:

1.1. Reference Company Coddould always equal 1000

1.2. Reference AssglandSubAssetNumber, if applicable) is the Asset Number for original Asset
being transferred

1.3. Asset NumberAsset ClassandSubnumbercheckboxare reserved for exception cases
described in AA Job Aid5[Reassignment of Asset Value and Asset Llass
Assets transferred through the STO process should leave these three fields blank.

1.4. The Destination Coding Block section should be filled out with the coding block information of
the asset recipientCost CenterFund andGrantare mandatory fieldsnternal Orderand
WBS Element (Costshould only be filled out if applicablé the recipient is a Grant Funthe
Grantfield shouldnot be GMNR.

1.5. Populate values fobocument DatePosting DateAsset Value Datéthis is effective
Retirement (Deactivation) Date for originating party and Capitalisation Date for receiving
party

1.6. Text:Freetextfield. Asset accountarib use for information

1.7. Posting Periodand Document Typeshould be left blank. They are derived by the system

1.8. Populatethe Transfer Varianfield using one of the Transfer Variants bel@wis determines
what type of posting isnadein the system based on wheth#re transfer is WithirVolume
or Crossvolume, Budget Relevaar NonBudget Relevaniand the revenue is Spendalie

Non-Spendable.
Transfer | Transfer . —
. Transfer Variant Name / Description
Variant Type
Z1 BudgetRelevant TransferNSP Rev. Intrsolume
Intra-
Z2 NonBudget Relevant Intr&olume Transfer (at NBV)
volume
Z3 BudgetRelevant TransferSP Rev. Intr¥olume
Z5 BudgetRelevant TransferNSP Rev. Cre$¥®lume
Cross
Z6 NonBudget RelevantrossVolume Transfer (at NBV
Volume
z7 BudgetRelevant TransferSP Rev. Cro8&lume

1.9. TheReferencdield shouldinclude the Service Notification numb@f applicablé.

1.10. FieldsAllocation, Amount posted Percentage rateandQuantity should be left blank

1.11. Markd - ideitherat NA2NJ , SFNJ ! OljdZA aAGA2y ¢ 2NJ G/ dZNNBy
was the Asset originally acquireth ¢he current asset year, or any prior year).
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2. When all data is prepared for transfetick oneitherii KS  a { I @S (®{ OED St 2 CAS BE
button in Excel.

This will generate either another Excel file oFext file for upload into Umojarhese buttons will

also run Excel macros that perform some basic validations on data format before Sahentgewly

saved file will have a single row for column headers, followed by a row for each asset just as entered
in the template.

A B C D
Asset Mass Transfer Ee SmE ) )
** This template can be obtain
1 Use with transaction ZAA MASS TFR Text File Excel File P I
Asset 1o be Transferred (1) If transferring Main Asset - If rex
Leave this blank for automatic —
2 new Asset Number generation —
o - S . . (2) If transferring Sub-Asset, Othe
le ssel rans emng sub-assets, list the ) populate with receiving Main .
umbers to be correspondlng sub-asset numbers |Always = 1000 SeeTi s
: transferred here |here. Otherwise, enter 0
4 Reference Asset |Reference Sub-Asset Number |Reference Company Code |Asset Number Asse
5 3100001207 0 1000
3] 3100001208 0 1000
Example of generated Excel file:
A B C D E F G H | J K L M N
1 | Reference Asset Reference Sub-Asset Num Reference Company Code |Asset Number Asset Class Subnumbe Cost Center Fund  Grant Internal Ord WBS Element ( Document Date Posting Date Asset Value Date Text
2 3100001207 0 1000 11426 10UNA GMNR 20/07/2017 20/07/2017  01/07/2017 Non-Bud R¢

3 3100001208 0 1000 11426 10UNA GMNR 20/07/2017 20/07/2017  01/07/2017 Non-Bud R¢

Example of generated Text File: (Note that there is an empty first row, thgsrequired)

| assetTfr_2017-07-20_1405.txt - Notepad - a X

File Edit Format View Help

3100001207 ] 1000 11426 16UNA  GMNR 20/07/2017 20/07/2017 01/07/2017 Non-Bud Rel
3100001208 ] 1000 11426 16UNA  GMNR 20/07/2017 20/07/2017 01/07/2017 Non-Bud Rel
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1.4 Transfer Assets

1. Execute Transaction cod®A_MASS_THRR starttransferof the asset. Make sure to check values
as shown on screenshdExXecute inForegroundand Test Rui

Select either Excel File ©ext Filedepending on the type of file exported from the template in the
previous section. Then select the fitem your localdise CAy Il f £ & Of AO0] (GKS W9ES(

Mass Asset Transfer
@ i

Execution Mode

() Execute in Foreground

() Schedule Background Job

/| Test Run
File path on local machine
) Excel Fie O TextFie |
Fle name ;_C:\Users\mark\Documents\assetTFr_2Dl?—[}?—2D_1405.xlsx
2. ,2dz YI® NBOSAG®S 2yS 2NJ (¢2 W{!t D!LceSdhdzNA(G&Q LI
FTA{Sd ttS81Fas OtAO] Wi it260Q (2 LINRPOSSRO®

Also, if you get an error message like the one below, it is likely because you have the file open on
your machine. Close the file, exit the transaction code, and try again.

i Error during fie read. Try Again!

3. Review the report ath make sure thre are no errorsThe transfer message should state that the
document can be posted successfully. If there are errors the messaljjgesthe reason for the

error.

Some errors may be generic and will requfre userto analyse them. Some errors related to
derivations and validationsan only be caugtat posting time, so those errors will show only on

actual run

Mass Asset Transfer
RIE2TP VO ITET EHIL
Reference Reference Asset Numb Asset Clas Sub Number Cost Center Fund  Grant Int.Order WBSElement Document D Posting Da | Asset Valu

00000310 0000011426 10UNA GMNR 20/07/2017 20/07/2017 01/07/2017 Non-Bud Rel tfr
00000310 0000011426 10UNA GMNR 20/07/2017 20/07/2017 01/07/2017 Non-Bud Rel tfr

Text Posting Pe Document T Transfer v/F
72 !

Reference
2 !

{003100001207,0000 1000
003100001208 0000 1000

Earmarked Earmarked Transfer Message quipment

Alocation Amount Pos Percentage Quantity Prior Year Current Ye New Asset Document N Transfer Type
The document can be posted successfully

X Intra-Volume
X Intra-Volume The document can be posted successfully

Transfer variant Reference
72 Notif:10001234
2 Notif:10001234
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4. After reviewing the Test Run repogo back If there were errors, fix them and then-ran the Test
Run until there are no errors. If there are no errors, proceed with the next steps

[& Lst Edt Goto Views Settings System

& -q&]@@az

Bl e B o W

5. Leave all the settings as originadist, exceptuncheck Test Rurand then process Transfer

Mass Asset Transfer
& |4l

Execution Mode
) Fxecute in Foreground ") Schedule Background Job

j

File path on local machine
() Excel File () Text File
File name C:\Users\mark\Documents\assetTfr_2017-07-20_1405.xlsx

6. Verify there were no errors, and that new Asseith new Asset numberwere created, and
Equipmentwere updated Note in some cases the system may return a message when the test run
seemed ok, so® important to check the transfer occurred and the equipment (if relevant) was
transferred.

Duringthe ActualRdzy’ = £ f & Of Syé (GNIXyaFTSNR oAttt 0SS LISNF2N
those will NOT be performed, but other transfers wit be prevented because of that.
Unsuccessful transfers will show in generated transfer report with an error.

Mass Asset Transfer

HNeFPF @ODIPT BHIG

Reference Reference Reference Asset Numb Asset Clas Sub Number Cost Center [Fund  Grant Int.Order WBSElement Decument D Posting Da |Asset Valu Text Posting Pe Document T Transfer variant Referen:
[00310000120730000 1000 00000310 0000011426 10UNA GMNR 20/07/2017 20/07/2017 01/07/2017 Non-Bud Rel tfr 2 Notif:101

003100001208 0000 1000 00000310 0000011426 10UNA GMNR 20/07/2017 20/07/2017 01/07/2017 Non-Bud Rel tfr ) Notif: 10!
Reference Allocation Amount Pos Percentage Quantity Prior Year Current YelNew Asset Number |Document Number|Transfer T Earmarked Earmarked) Transfer Message Equipment Message
[Nntlf:lDDDlZ}‘Ij X 003100002248-0000§4100002477 ntra-Volume Asset Transferred Successfuly| Equipment 10109726 updated successfully
Notif:10001234 X 003100002249-0000§4100002478 ntra-Volume Asset Transferred Successfulyl| Equipment 10109727 updated successfully

7. IntheMass Asset Transfeeport, note the Document Numbefor FI Posting, and usirkB03
transaction, review posting documents:
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Display Document: General Ledger View
ﬁ E:Dsplay Currency EE] Entry View ﬁOther Ledger

Data Entry View

Document Number (4100002477 Company Code [1o00] Fiscal Year [z017]
Document Date 20.07.2017 Posting Date [20.07.2017| Period [7 ]
Reference NOTTF:10001234 | Cross-Comp.No. 1

Currency USD Texts exist O Ledger Group

Ledger OL

Doc. 4100002477 FiscalYear 2017 Period 7

(S [&F= R 5 (L (& L] L ()6 ) L ) [E])

CoCd |“Itm Litem PK | G/L Account Cmmt Item Description Amount Fund  Funds Ctr Cost Ctr BusA Grant  Purchasing Doc. Item Pint Assign. Amount LC Curr. |
1000 1000001 75 27161010 271610105 003100001207 0000 29,069.30- 10JFA 16227 5100 GMNR 29,069.30- USD
1000 2 000002 70 27861010 278610105 003100001207 0000 25,839.37 10JFA 16227 5100 GMNR 25,839.37 USD
1000 3 000003 70 27161010 271610105 003100002248 0000 29,069.30 10UNA 11426 5300 GMNR 29,069.30 USD
1000 4 000004 75 27861010 278610105 003100002248 0000 25,839.37- 10UNA 11426 5300 GMNR 25,839.37- USD

8. Make sure to review all relevant Accounting Documents

ettings | Envionment | System  Help

V@@ Document Changes @

ta Ent

seneral L Document Environment » Original Document
Addjtional Assignments » Accounting Documents
Valuation » g Tra f %

mpany C Correspondence Relationship Browser

sting Dat] Baknce Sheet Adjustment 8

155-Comp Invoice Summan

R e e e M@= 1 ==
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