How-To JLJ m [. ]j a

Umoja Lease-Out raini
Guide ) e -

Use this How-To-Guide as a reference when carrying out activities related to the External and Internal
Lease-Outs in Real Estate. External Lease-Outs are leases where the space is leased to a UN agency
external to Umoja, or any other commercial entity. Internal Lease-Outs are leases where the space is
leased to an entity internal to Umoja.
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Umoja Enterprise Roles:
Lease Processor
Senior Finance User

Responsible for creating and maintaining lease-ins (UN as tenant) and lease-outs (UN as landlords),
including payment clauses
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Common T-Codes:
Lease-Outs
All Real Estate Transactions Periodic Postings Invoices
RES80 RERAPP and RERAPPRV RERAIV and RERAIVRV
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The Real Estate process in Umoja consists of Portfolio Management and Lease Administration activities,
which include multiple process steps that extend across multiple enterprise roles. This How-To-Guide
will detail the steps in Lease Administration for External and Internal Lease-outs and the actions
required for the Lease Processor. The entire Real Estate process flow is displayed below.

Portfolio Management

Create
architectural Objects AT
—S5ite, Building, Land, Architectural Object
Floor, Space

ErEBatE_Usag::;:fct' Create Lisage Object - Extract Rental

IR Pooled Space Space

Approve and Release
Usage Object, Pooled
Space, Rental Space

Lease Administration

Periodic Posting
Simulation, Invoice: Create
Execution & & Reverse
Reversal

Create Contract
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Contract Create
The Lease Processor creates the lease contract and requests approval from the Contract Approver

In the Command field, enter ‘RE80’ or go to SAP menu -> Accounting -> Flexible Real Estate
Management -> Master Data -> RE Navigator

Select Real Estate Contract in the drop down portion of the Navigation area on the left hand side of the
screen

Click the Create icon

RE Navigator
&= 5% G Edit Object...

[ﬁ Object Overview

Find Object

@ Resubmission

['3' Appointment Calendar
Infcrrmatiun System
ﬁ@ Tools

Real Estate Contract = |

FEARE I
& L= LIE][a] 6] E .8

Object Name | Detais | Period

Select Contract Type (Lease- Out External or Lease-Out Internal), populate the Company Code and click
the Continue icon

Contract Type Lease-Out External v l
| 1D of New Contract

Company Code @ﬁ

Contract

%63
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[Er Create Real Estate Contract

Contract Type

| Lease-Out Internal

| ID of New Contract
Company Coda

Contract

Select the General Data tab

Populate the:

Contract Name: The name of the lease contract (Note: For Lease-Out External, the contract name
comes from procurement process)

Contract Currency: The currency is set in order to have all subsequent conditions that are added
default to that currency and provide a quick glance overview of what currency the lease is managed

in.

L=H

4 E3

Authorization Group: A security parameter in RE-FX that identifies which group or location
maintains an Architectural Object.

Real Estate Contract

1000/200000004

@ A31 [/ Fl 468610

neralData | Partners | Term - Objects | Differing Measurements | Posting ... |

Identification

Contract Type Lease-Out External

Company Code 10000 United Nations

Contract 200000004

Contract

Contract name A3l [ Fl 46610

Contract Conclusion 31.07.2013]

Main Contract [

Old contract

Tenancy law

Industry [re=—

Contract Currency usD | 1
| |Relevant to Sales
_Authorization Group

Authorization Group UNIFIL [ﬂ

UN Interim Force in Lebanon
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For all Lease-Outs, Business Partners must be assigned to the contract. As a reminder, Business Partners
in Umoja are any individuals or organizations that have one or more relationships with the United

Nations.

In Lease-Outs, the relevant Business Partners that can be assigned are:

- UN Master Tenant: The tenant responsible for the rented space. The tenant will have a customer
account to track the payments due based on the rent conditions.

- UN Lease Processor: The UN staff member responsible for creating and updating the lease contract
- UN Contract Approver: The UN staff member responsible for reviewing and approving the lease

contracts

- UN Contact Person (if applicable): The individual at the tenant site who is the day-to-day point of
contact for any issues related to the leased premise.

To assigned Business Partners, select the Partners tab and assign new partners by clicking the Assign

New Partner icon.

Real Estate Contract  |1000,/200000004
General Data || Partners Term

| Objects

&) A1 1 Fidss10

I .If.)'rf;’f.ering Measurements | Posting Parameters

el

I+ (@8] ]EE
I 1S5S

S Account || ’E“Eﬁ“ /m\ @

Det| Name of BP Role
[ }j UN Master Tenant
UN Lease Processor

BP Mumber

1118000020
2001000004
UM Contract Approver 2001000014

Name/address
Beirut Commissary Services ftd

Strt rel.| End refat.
Beirut

Testuser FLZRELSEPROC
Testuser FL3REI SEAPR

|§|'Beirut Commissary Services ftd / / Beirut
Details
BP Role
BP Number
Start reftnship
Address Type

200015

Customer 1112000020

- A.|V|

UN Master Tenant
/1118000020  Beirut Commissary Services ltd / / Beirut

| &

Beirut Commissary Services ftd / / Beirut

End of relat.

In the Business Partner Search popup, populate Name 1/last name and Name 2/first name.

Click the Continue icon
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[ Business Partner Search

| Partner, General
MNamel/LastMame i

I MName2/Firsthame

Search Term 1 T

Search Term 2
BusinessPartner
[¥|Phonetic Search for Name Fields Active

| Address Data
Street

House Mumber
Postal Code
City

Country

Create in Role | UM Master Tenant -

4

In the results list, click on the partner, and then click on the Continue icon. Repeat the search steps
above to assign the additional partners.

Real Estate Contract  |1000/200000004 [#] a31 / Fi 46610
General Data / Partners | Term | Objects | Differing Measurements | Posting ... || | |[*]

D [Unlimited] [ o) ]
--I ]| |6 master Data |[$ Account || M@I n -

Det Mame of BP Role BP Mumber | Mame/address Strt rel. End relat.
aster Tenan 1118000020  Beirut Commissary Services Itd / / Beirut

UN Lease Processor 2001000004 Testuser FL2RELSEPROC

UN Contract Approver §2001000014 Testuser FL3RELSEAPR

Select the Term tab, then click Term and populate the:

- Contract Start Date: The start date of the first contract entered into by the tenant for the leased
premises

- 1" Posting Date: The first date on which you can start billing the tenant for rent and other related
costs

- 1st Contract End: The end date of the first contract
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Real Estate Contract lﬂﬂ /20000000 A31/ Fil 46610
General B;izfii Partnerd . Term Objects f’f}rﬁfermg Measurements | Posting ... ﬂ| L E‘@

M =R
Det TermCateq.| MNo. Name of Term Memo
p  Term 2013-01-01 - 2013-07-31 Kl
Notice <Mo Period of Notice> [l
5 ey 57
b= Term: 201301 01 - 20130731 |:|E]
A Term f§ © Memo |
Contract start date 101.01.2013] Cash Flow From 101.01.2013
15t Contract End |31.07.2013] First Posting From [
End of Term |31.07.2013] Term in months |7

| Term Information

Current Status |Fixed-Term (Without Renewal)

Select the Objects tab and click the Assign icon and select Rental Object (for questions regarding Rental
Objects, please refer to the Real Estate Management Overview course)

Real Estate Contract  |1000/200000004 ' | A3t

General Data | Partners - Term

[ [Dispiay Al Periods]
im0 Eefeancat:

on Object H|er3rch'_.r
~ AReC 1000/200000004 |_
1000/150001/31 |B.
B 1000/150027/21 Bl
- 8 1000/150027/22 B,
- B 1000/150027/23 B
- B
s

.

El]

v [EE][EE.
Ty. |1 Object Type
OPR Object Group
BE @ Business entity
BU 2 Buiding

1000/150027/24 B,

b 1000/150027/25 B

|
| [=]/Bu 1000/150027/25 (A113 ] FIL ]

In the search pop-up populate the Company Code and Rental Object type, and then select Rental
Space.
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Note: In the case that the lease-out is a sublet, you must also choose the Real Estate Contract as the
Object type. This will allow you to connect the lease contract for the sublet to the original Real Estate
Contract for the rented space.

' Restrictions

v][=|EEE .
Ty. 1 _ Object Type

OPR {5 Object Group

BE [y Business entity
BU & Buiding

PR Property

RO b Rental Object

'REC 7 Real Estate Contract I

Click the Continue icon and select the Object Type(s) to assign to the contract:

/'Genetai Rental Objects | Rental Objects for Building Rental Objects for Property Rental Objects by Business Entity Rent... |
[ CallE G =T
omipany Code: 1000
BE “|/Rntl. |ROTy_ UT Buildi_ La_ Initusage F | L_ RUno. | Rental Object Name Person Resp.
] 100077 4 PS 0999 1 00.00.0000 O CITS OFFICE / LBB-Z-01398 First & Second Floors FLIREFCLTSPL
[J 1o0077 5 RS 0999 1 (00.00.0000 O CITS OFFICE / LBB-Z-01398 First Floor FL1REFCLTSPL
[ 100077 6 RS ooog 1 (00.00.0000 0O CITS OFFICE / LBB-Z-01398 Second Floor FL1REFCLTSPL
=] 100077 7 RU 0005 1 00.00.0000 0 CITS OFFICE / LBB-Z-01398 03-28 FLIREFCLTSPL
| 100077 8 RU ooos 1 (00.00.0000 O CITS OFFICE / LBB-Z-01398 03-29 FL1REFCLTSPL
1 100077 9 RU 0005 1 (00.00.0000 0O CITS OFFICE / LBB-Z-01398 03-30 FL1REFCLTSPL
A 100077 10 RU 0oos 1 00.00.0000 0O CITS OFFICE / LBB-Z-01398 04-20 FLIREFCLTSPL
] 100077 11 RU ooos 1 00.00.0000 0O CITS OFFICE / LBB-Z-01398 05-19 FL1REFCLTSPL
|| 150001 1 Ps 0005 31 00.00.0000 0O A31/ Fil 46610 FL2REFCLTSPL
n 150001 2 RS ooos 31 00.00.0000 O A31 [ Fl 46610 FL2REFCLTSPL

Repeat steps above for searching if there are additional Objects to be assigned, and populate
accordingly

Select the Posting Parameters tab and then select the Postings details

For an External Lease-Out, populate the House Bank and Account fields. These fields are used so that
the Tenant may send electronic payments. (Note: These are not required fields)
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|1000/200000004

(] 31/ Fi 46610
':, Dﬁe Hng M‘easuremerim Posting Parameters C‘ond‘rtions

Real Estate Contract

“Term | Objects

) o) 8 ) [

p Postings =<Standard>

Organizational Assignment <Standard>

E]I Postings: <Standard>

# Conditions | O Memo |

Humber <Standard>

Payment Method Payment Block
Payment Terms Dunning Area

Dunning Block

House Bank USUS1| Account |USDO.

eterm.val.

roy TrRule @

Partner

|| [Beirut Commissary send

For an Internal Lease-Out, populate the Cost Center field to specify the cost center, WBS, or 10 for the
posting of the lease expense. In the case of an Internal Lease-Out, since the tenant is an Umoja entity,
there is an internal transfer of funds in which the tenant’s account is debited and the landlords revenue

account is credited the contracted lease amount(s).

Real Estate Contract

1000/300000001 | CITS OFFICE/ LBB-Z-01398 Wes..
“Objects | Differing Measuremants| Addtional Info || [

Term
s ;
=YY
Det Term Category Name No. Term Memo
p Postings <Standard >
Frequency <Standard >
Organizational Assignment <Standard>
Hw <Standard> 'j‘ |:|
. Postings | * Condtions | ° Memo |
Number <Standard> @‘
Faltaari: 3

Account Assignment
Int, Partner 77| Cost Center
Cost Center 29301

UN Treasury Cash Operations Pool

Select the Conditions tab and click on the Insert Condition(s) icon. In the case of two or more assigned
rental objects, the conditions tab, when adding conditions, will prompt to choose which rental object

the condition is applicable.
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Real Estate Contract  |1000/200000004 [] A31 / Fil 46610
-"'D:'rf'fering Measuremeﬁ?}s ':, -f’osting Parameters- ‘Conditions 'Adjustment ¥ Sup |_|| L2
E’ [Display All Periods] "7 Key Date ﬂl .01, 2ﬂ13|

123 1= s S UC=RIC=5] .Iwwl'ﬂl_llm- 5].) (1) (@]

Det| PsS | Purp. MName Condition Type Calculation Object CleFrriame Unit Price
[ 3 @ Actual Rent Base rent BU 1000/150001/31 Fixed Amount 28,000.000000
&* Actual Rent ' Base rent BU 1000/150001/31 Fixed Amount 15,000.000000
&  Actual Rent | Admin Charges BU 1000/150001/31 Fixed Amount  2,800.000000
@ Actual Rent | Water BU 1000/150001/31 Fixed Amount 800.000000
&*  Actual Rent | Elevator Use BU 1000/150001/31 Fixed Amount 600.000000
() Statistical Misc Charges BU 1000/150001/31 Fixed Amount 25.000000
4« 0
(] Base rent - 1000/150001/31 - 01.01.2013 ~|al~]
Condition | Terms | # Calculation m| % Memo
Lock Reasan 2] partialy locked due to posting from 01.01.2013 to 28.02.201 ~|=]
Calculation Obj. '80 |1000/150001/31 |a31 / Fil 46610 B
Condition Type | Base rent ) -
Condition Purpose | Actual Rent 'Ei:'EC-Re ant [ Statist
Valid From 01.01.2013|To [28.02.2013 1st Posting
Unit Price | 28,000.000000 |Formula | Fived Amount -/
Currency |USD

In the popup, select the conditions to add and press the Continue icon

[= Condition Type 20 Entries X

Condition Type Name

2020(Admin Charges

2030 Operating expense
2040(Electric

2050| Water

2060| Gas

2070| Sewer

2080|Misc Charges

2090 Cleaning

Pest Control

2110|Elevator Use

2120 Provision/rental of furniture
2130( Provision/rental of Video conf
2140| Comp/phone and other IT equip
2150( Internet services

2160 Dutsourced security

2170 Landscaping

2180|Removal of Debris/sand

2190( Insurance

TCIC IO eI e
~
fe
=)
=)

| % sl

Repeat this step to add all additional conditions

Note: For Internal Lease-Outs, there are conditions for posting tenant expense and landlord revenue to
the non-spendable or to spendable income. When adding conditions to a lease-out internal contract,
different conditions will be listed as choices in the pop-up.
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3010|Base rent IS2

3011|Rent Escalation IS2

3020(Admin Charges IS2

3030|Operating expense IS2

_| 3040| Electric IS2

3050| Water IS2

3060|Gas 1S2

3070 Sewer IS2

3080|Misc Charges 152

__|3080| Cleaning 152

3100| Pest Control IS2

3110|Elevator Use 152

[|3120| Prv/rot of furniture IS2

| 3130| Prv/ent of video caf 152

3140| Comp/phone and other IS2

3150( Internet services IS2

3160(Outsourced security IS2

_|3170| Landscaping 152

3180|Removal of Debris/sand IS2

3190 Insurance IS2

3510(Base rent SP

3511|Rent Escalation SP

_|3520| Admin Charges SP
3530|Operating expense SP

3540|Electric SP

3550| Water SP

3560|Gas SP

__|3570| Sewer SP

3580|Misc Charges SP

3590(Cleaning SP

3600| Pest Control SP

3610|Elevator Use SP %

VBRI )

Click on the conditions that were added and populate the Unit Price field

Note: The currency of each condition is defaulted to the Contract Currency assigned on the General

Data tab.

[To00/zo0000004 [#] a31 / Fi 46610

| 'Posting Parameters *Conditions | Adjustment | Sup... || [{1[*

Real Estate Contract

/7 Differing Measurements

[ﬁ! [Display All Periods] '|:||:i @ﬁ }',':'?Ei Key Date |01.01.2013]

BB [5.)) (8] Eosey J§smuste ][] 52 (E1-/PL.) (1) (@)

Det| PsS |Purp. | Name Condition Type Calculation Object CleFrmMame Unit Price
TActual Rent | Base rent BU 1000/150001/31 Fxed Amount  28,000.000000

| I g Actual Rent Base rent BU 1000/150001/31 Fixed Amount 15,000.000000
&*  Actual Rent | Admin Charges BU 1000/150001/31 Fixed Amount  2,800.000000

@ Actual Rent  Water BU 1000/150001/31 Fixed Amount 800.000000

&* Actual Rent Elevator Use BU 1000/150001/31 Fxed Amount 600.000000

() Statistical  Misc Charges BU 1000/150001/31 Fixed Amount 25.000000

-
-

%) Base rent - 1000/150001/31 - 01.03.2013
. Condttion | Terms |~ # calcubtion |~ # Distrbution |~ # Memo |

431 / Fil 46610 '

=]

—
Calculation Obj. |BU |1000/150001/31

Condition Type |Base rent |

Condition Purpose | Actual Rent w|ClsCRelevant [0 t.  [JOne-Tm

Valid From [01.03.2013|To |31.07.2013] istPostng | |
IUn'rt Price [ 15,000.000000 IFormuIa | Fixed Amount -|

Currency EUEI |
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Note: In the Conditions tab, you can view the status of the conditions and the accounting documents
by clicking the Display icon. You can also forecast your cash flow based on the conditions by clicking the
Simulate icon. Cash flow functionality may be used once contract is saved without any warnings or
errors. Postings information is available after periodic postings are run on the contract. See the Periodic
Posting Execution section of this guide for details on creating financial postings.

If there are documents to attach to the contract, click the Document Management icon

REC Lease-Out External 1000/200000004 Change: Conditions
€= 70HE a8 @ RS E2E & ED

&% Object Overview | RealEstate Contract 1000720000000 (2] A31  Fil4s610
@F'nd Object Differing Measurements | Posting Parameters " Conditions | Adjustment
@Resubmlﬁsion

Click on the Create tab in the lower portion of the screen. From here, click on the Standard Doc. Types
folder then double click on Attachment.

Business Document Navigator
S 7 A% O @ (i ﬁ @ Display key words ~ Change Attributes i | %

Description Created on File...
+ [J Real Estate Contract (RE-FX)

Detail .Ducument inf‘o .Keywurd;; Create I

Doc. Type Standard Ap_phat\on
T .apph:at\nn

:Mlcrosoﬂ: Word 97 - 2003

Microsoft Bxcel 2003

<] Presentation Microsoft PowerPoint 97-2(
+ B Text | Microsoft Word 97 - 2003

« |#8 Dunning notice | i
* [J Doc. Types for Obiect >
0

You will be prompted for the file to attach.

Once the file is selected, click the Continue icon
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—
[ Business Document Navigator X

Shared | Keywords |

File name: Lease-Out HTG.doc

Description: Attachment
e

Language English

Once you have completed the above steps, return to the General Data tab

Click the Change User Status icon (bottom of screen) and select REQS Approval Requested (this
triggers the workflow when the contract is saved).

REC Lease-Out External 1000/200000004 Change: General Data
€ = POB G &b B3 @S &ED

55 Object Overview ] Real Estate Contract.  [1000/200000004 #| A31 | Fl 46610
[ Find obyect ] Partners | Term | Objects | Differing Measurements | Posting ... |
[BResubmission

@ Appointment calendar

[@information system TR .
BeTeok Contract Type [Lease-Out External  +|
m Company Code Mmtmg
[1000/200000004 ‘Iﬁa‘ ‘Wl B] ‘ Contract 200000004

i

= = LI=]a] @]

Object Name Contract name A31 [ Fil 46610

| Status with status no. didSopatiig

Main Contract

()01 NONE None e
= t .|| old contract
|/ ® 02 REQS Approval Reguested 1% — o —————
Tenancy aw et
) 03 AFER Approved [
= Industry
) 04 REJT Rejected

Contract Currency usn |

Authorization Group

Authorzation Group UNTFIL | @
UN Interim Force in Lebanon

Status Display -
System Status ACTV REL | |@M// I

IUsersmtus s | Status I
@ ol T

Click the Save icon or Select Real Estate Contract -> Save in the menu
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e - @]ece cur voos o8

REC Lease-Out External <NEW> Create: Adjustment
=% P0hyg o 8 e GRDE 20 H

Eagbjectmemew } Real Estate Contract <NEW>

[!!F'ﬂd Object ] Objects  + Differing Measurements |~ Posti
@Rembrrlsston

(B Appointment Calendar l;*' ‘[}ﬂ .

[l 1nformaton System | Det| Term Category Name No. Term Memo

I%Tuuk
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Update Contract

Contract Update

The Lease Processor updates the lease contract if necessary, and requests approval for the updates from
the Contract Approver

In the Command field, enter ‘RE80’ or go to SAP menu -> Accounting -> Flexible Real
Estate Management -> Master Data -> RE Navigator

Select Real Estate Contract in the drop down portion of the Navigation area on the left hand side of the
screen

Enter the Contract Number and click the Display icon to bring up the contract

&5 Object Overview
Il Find Object

_QE Resubmission

(%) Appointment Calendar
Informat\om System

C
Real Estate Contract ;_j
1000/200000004 | | &e | OO
EUE L FR mEEEE
Object Name Details Period
~ {2l REC 1000/200000004 | A31 / Fil 46610 01.01.2013-
v [ Object Data |

» [ subordinate Objects|
+ [0 Processes
v+ (1 overviews

Click the Display <-> Change icon to open the object up for changes.
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REC Lease-Out External 1000/. 4 Change: Ge | Data
€ 217D BE &0 9 BHY AET KED
5 Object Overview ol Extitn Comtract 10007200000004 ‘@ A31/ Fil 46610
EH Find Object . GeneralData - Partners | Term | Objects | Differing Measurements | Posting Parameters 1 C.[]
[@Resubm\ssmn
@Appmntment Calendar
Infnrmatlon System | Identification
e Toos iR T
Company Code 1000 United Nations
[Real Estate Contract = o
[onorzooooaoos 8] [ & | T3 Contract 200000004
ELELEER EEE [ Contract
Object Hame Details Period Contract name A31/ Fil 46610
- @2 REC 1000/200000004 | A31 / Fil 46610 01.01.20133 | | Contract Conclusion [31.07.2013]
» (3 Object Data | 2nd Signature
=i PP e m— j
v 7 overviews Old contract B B
“|| Temancy law -
Industry |
Contract Currency usn |

["|Relevant to Sales

| Authorization Group
Authorzation Group UNIFIL @
UN Interim Force in Lebanon

Status Display
System Status ACIV REL @ o pefaur: |

User Status LFER 2] saus

Follow the steps outlined above to access the tabs that contain information that requires updates.

When reviewing the contract, you can use the Overview tab to review the financial activity on the
contract. The most common overview selections are Account Sheet and Invoices

Real Estate Contract 11000/200000004 @\ A31 / Fil 46610

&

ZConditions .Adjustment | Supplermentary Texts © Resubmit | Overviews

Overview <Selection of an Overview List> tl@ @
<Selection of an Overview List>
Account Sheet
Adjustment
Conditions
Documents Created
Invoices
Object Cash Flow
Object Measurements
Partner-Related Cash Flow -
Reserve Fund Statement Details b

The Account Sheet provides an overview of the financials of the tenant, including payments made and
any open items
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Real Estate Contract |1000/200000004 @ A31 /] Fil 46610
“Conditions | Adjustment | Supplementary Texts | Resubmit - Overviews | [J][E
Overview | Account Sheet '-D @
Business Partnar 1118000020 - Beirut Commissary Services ftd - [Unlimited] -
Customer 1118000020 Bl Acct
Perind Starting on First of Current Month | From [01.05.2013 To |
E Summary
< Ttem Ovarview | Balance History |
View Open Ttems On 31.12.9999 -
ID Instaliment Payments ”D Irecoverable Debt ”D Clearing |[@J | B | \
J|[E]
:_‘ Status Name CdTypeMame  Pstng Date Doc. Date I LC Dr.Amt | Lccr. = Lce
:[ @ jPer.PnEtlng: FEB 13 Admin Charges 18.04.2013 18.04.2013 2,800.00 0.00 2,8(
| @ PerPosting: FEB 13 Water 18.04.2013 18.04.2013 800.00 0.00 Bl
@  Per.Posting: FEB 13  Elevator Use 18.04.2013 18.04.2013 40.00 0.00 a
| @ Per.Posting: FEB 13 Base rent 18.04.2013 18.04.2013 28,000.00 0.00 28,00
31,640.00 = 0.00 = 31,64
@ 26.04.2013 26.04.2013 0.00 10.00 1
| 0.00 - 1000 - i
n, == 31,640.00 == 10.00 == 31,63

The Invoices selection will allow you to view any invoices created. These can be reissued to the tenant if
necessary

Real Estate Contract 11000/200000004 ' A31 / Fil 46610
7conditions | Adjustment + Supplementary Texts | Resubmit  Overviews | [r[E
Overview | Invoices ': @
&) (@ @) [&)F]E)EFL) (&)%) (B & =) G

1 invoice
|E) cocd **  voice Ho * Year | Reversed| BP Number Name Due From | Due To
{1000 @1_‘ 1000000000 2013 O 1118000020 Beirut Commissary Services ftd  02.01.2013 31.05.2013

The status of the Workflow can be seen on the contract by clicking the Services for Object icon, and
selecting Workflow->Workflow Overview

[S Real Estate Contract Edt Goto Extras System Help

& | 4@ e@Q@ CHE Do BN @®
REC Lease-Out External 1000/200000004 Change: Overviews
= 'lBEd ARE £ED
@ Linked Service Requests Real Estate Contract 11000/200000004 1M|A31,i F
I@ Private note “Conditions | Adjustment - Supplementary Texts | Resubmit
<Br Send 3
®A  Rebtionchine Oyeryi Invoices
i Workflow 3 Workflow overview | | | /EII EXR || ‘
'@E I i) e Archned Workrows lmce
]E‘: Help for object services Start Workflow d = Tnvoice No | Year | Reversed| BP Number Name
L r M
]IEIDD,’ZI][IEI[IDI][M ‘ & | ‘ ar | D‘ ,LIUOU @j 1000000000 2013 I 1118000020 Beirut Con

k %k %k k sk ok %k k 3k %k %k 3k 5k %k k 3k %k %k 3k sk k k k %k % k 3k %k %k 3k 3k %k % 3k %k %k )k 3k %k %k %k % %k %

Periodic Posting
Simulation,

Execution &
Reversal

Periodic Posting Simulation

In Umoja, the Lease Processor simulates Periodic Postings in order to create receivables on the tenants
customer account. These financial postings represent the revenue due from the tenant and include the

Umoja Foundation Training How-To Guide: Umoja Lease Out 15/28



training

associated coding block (fund, grant, etc.). The Periodic Posting is always simulated before being
executed to allow the Lease processor to review the posting for any errors.

In the Command field enter ‘RERAPP’ or go SAP menu -> Accounting -> Flexible Real Estate
Management -> Accounting -> Periodic Postings -> Periodic Posting: Contracts

Alternatively, display a contract then select Extras -> Post Contract from the header menu.

[E Real Estate Contract  Edit  Goto Systern  Help

& R Settings...
Object List in Navigation Area Ctrl+Shift+F5
7@ |.| REC Lease-Out Exter  opject Stack Ctrl+Ghift+F4
Noted Objects »
€% POBE & g MW
Navigation Area >
le Object Overview Usgr Data...
|[ Find Object i
[BResubmssion Change Documents... Chri+Shift+F11
@Appmntment Calendar - . q .
[l normation system Document Management Ctri+Shift+F6
e Tooks ¥ Post Contract shift+8 ||

Populate the:

- Company Code: 1000 is the Company Code used in Umoja

- Contract from and to: This allows you to run the periodic posting for multiple contracts by entering
a range of contract numbers

- Month for Posting Run: The month that the tenant receivables are due

- Year for Posting Run: The year the tenant receivables are due

- Due Date: The date less than or equal to the date through which conditions due on the contract will
be collected. For example, if the conditions are due in January, this date would be less than or equal

to January 31St

- Document Header Text: This is the text displayed at the top of the posting report upon execution.
This should be updated as appropriate for lease-out internal certifications

- Posting Date: The date the financial documents are created in the system

- Document Date: The reference date for when the financial documents will be recognized

- Posting Period: The current open financial period for the financial records

- Posting Run Mode: During a Periodic Posting Simulation, the Posting Run Mode is always
Simulation

- Type of Posting Run: This will always be an Integrated Posting. The integrated posting will accrue
the revenue due to the tenant, directly to the rental object.
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Periodic Posting: Contracts
@ E Siestiog Soveview EiSelection via Sets
Contract Selection

Company Code
Contract
Contract Type
BE for Contract

Object Selection Active = Object
to
—————

|
[o]of o[<]

Period/key date
Contract Vaidity

Fiter
/| Status Selection Active = Status J
Person Responsble to =

Penod
Month for Posting Run [ 6]
Year for Posting Run 2013/
Due date = 30.06.2013
Calcubation Date To 9

Further Restrictions
Condidon Type
Ext.ConditionPurpose

e
Document Header Text Per.Posting: JUN 13
Posting Date [01.06.2013
Document Date [01.06.2013]
Posting Peniod &
Posting Run Mode (Smugtion = v

oo

Confirm the Posting Run mode is set to Simulation and click the Execute icon

Periodic Posting: Contracts
E[ Slastlog S overview i Selection via Sets

Cormpany Code l1000] ta

Contract [200000008 | w |
Contract Type | to ||

BE for Contract to | |

["lObject Selection Active Object

The first screen to appear will display a summarized listing of the run results. Select the Documents icon
which will show the simulated debits and credits with the complete financial coding block of each.

Periodic Posting: (

* S AFY BHNET ATRATH @sa H W4 N
Feciodic Posting: Contracts .
Simulacion
Pee. Faszing: FEB 13
2013-04-18 20:02:49

& b w FiTypelisns  |Bline Tx | Nex Ao
oon 1000 FEC 001 [Beirue Comsaasaey Services ivd|Base Tene 2013-00-01 28,000,00 0.0
cco 1000 PEC 2001 | Beizur G Sexvices led|Admin Charges|2013-01-01 2,800.00 (N
ool 1000 REC 2001 |Beirac £ Services led{Ocilicies 2003-00-01 200, 00 &0
coa Ao0g) FEIC 2001 | Bedrar Services 40.00 0.0
[ee] Lann FEC 2001 [Beirae Sexvices itd|Base Rent 2013-02-00 28,000, 00 0.0
©op ¢+ Lonn FEC 1000200000004 59,640, 00 0.0
Com ** 1000 59,640, 00 0.0
0@ **r  Loon 59, 640.00 0.0
OO **** Fosting Proceduce PEDP 59,640,00 0.0
ooE seees 59,640, 00 [ ]
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For example:

Periodic Posting: Contracts
P& 8 AFTF 2 AT HES H K4 »

A Ref. Tran. Reference Hey Log.3¥sten Tran User name Doc.Header Text CoCd Doc. Date Pstng Date TranslDate Vear Per

Iten 3G Amount Croy LC Amount LCrcy Eline Date Bush Tx Tax Jur. Text GAL AccTy G/L
OC@ FEACT 00000004201300000001 RFEU FLZRELSEPROC Per.Posting: FEE 13 1000 2013-04-15 2013-04-18 2013-04-13 2013

X 26,000.00 03D 28,000.00 UID 2013-01-01 POO3 *2013-01-01-2013-01-31-Fase Rent 15101510 111

z 26,000,00- T5D 25,000,000~ THD POO3 ®E013-01-01-2013-01-31-Fase Rent 658131010 Inc

3 2,800.00 TUSD 2,800.00 U3D 2013-01-01 PO0O3 *2013-01-01-2015-01-31-Adnin Charges 15101510 111

4 2,800.00- USD 2,800.00- USD POO3 *2013-01-01-2013-01-31-Adnin Charges 69131050 Inc

5 §00.00 USD §00.00 USD 2013-01-01 POO3 *2013-01-01-2013-01-31-Utilities 15101510 111

(3] 800.00- USD 800,00~ USD POOD3 *2013-01-01-2013-01-31-Utilities 658131040 Inc

7 40.00 05D 40.00 UsD 2013-01-01 PO0O3 *2013-01-19-2013-01-20-8ervices 15101510 111

g 40.00- U3D 40.00- T5D POO3 *2013-01-19-2013-01-20-5ervices 89131030 Inc

a 26,000.00 UID 2§,000.00 USD 2013-02-01 POO3 *2013-02-01-2013-02-23-Fase Rent 15101510 111

10 28,000,00- T5D 28,000.00- T5D POOD3 *a013-02-01-2013-02-28-FBase Rent 658131010 Inc

k %k %k k 3k ok %k k 3k %k %k 3k %k %k k 3k %k %k 3k sk %k k k %k % %k 3k %k k 3k 3k %k % 3k %k %k k 3k %k %k k % %k %

Periodic Posting
Simulation,
Execution &

Reversal

Periodic Posting Execution

The Senior Finance User runs the Periodic Posting Execution after reviewing the Periodic Posting
simulation. Umoja collects periodic rent payments from its tenants, as well has collects any one time
service fees. The Periodic Posting will generate open items, which can then be cleared by incoming
payments or account maintenance processes.

In the Command field enter ‘RERAPP’ or go SAP menu -> Accounting -> Flexible Real Estate
Management -> Accounting -> Periodic Postings -> Periodic Posting: Contracts

Alternatively, display a contract then select Extras -> Post Contract from the header menu.

[& RealEstate Contract  Edit  Goto J Extras [f System  Help

& ' = 4 Settings...
Dbject List in Navigation Area Ctri+Shift+F5
@ |.| REC Lease-Out Exter  opject Stack Ctrl+Ghift+F4
Noted Objects 4
e pDBE & q "o
| Navigation Area 3
[rhE Object Owverview User Data...
[ Find Object P
Id Resubmission Change Documents... Ctri+Shift+F11
@Appmntment Calendar Registrat for Obiect
Elnformation System Document Management Ctrl+Shift+F6
e Took ¥ post Contract shift+8 |
E—

Populate the:

- Company Code: 1000 is the Company Code used in Umoja

- Contract from: This allows you to run the Periodic Posting for multiple contracts by entering a range
of contract numbers

- Month for Posting Run: The month that the tenant receivables are due

- Year for Posting Run: The year the tenant receivables are due
Note: Specifying the company code, contract number(s), month and year is all that’s required to
execute your postings.
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- Due Date: The date less than or equal to the date through which conditions due on the contract will
be collected. For example, if the conditions are due in January, this date would be equal to January 31st

- Document Header Text: This is the text displayed at the top of the posting report upon execution.
This should be updated as appropriate for lease-out internal certifications

- Posting Date: The date the financial documents are created in the system

- Document Date: The reference date for when the financial documents will be recognized

- Posting Period: The current open financial period for the financial records

- Posting Run Mode: During a Periodic Posting Execution, the Posting Run Mode is always Update
Run

- Type of Posting Run: This will always be an Integrated Posting. The integrated posting will accrue
the revenue due to the tenant, directly to the rental object.

Periodic Posting: Contracts

D El Slastiog Soverview SiSelection via Sets

Contract Selection
Company Code
Contract
Contract Type
BE for Contract
| Object Selection Active = objec

g g1l8 |8
|0 of o] 5|

Period/key date
Contract Validity to

Fiter )
| Status Selection Active = status
Person Responsible to L

Period
Month for Posting Run &
Year for Posting Run 2013
Due date E
Calculation Date To

Further Restrictions
Condition Type
Ext.ConditionPurpose

o] 9|

Posting
Document Header Text _Per.Poﬁfjﬂg: JUN 13
Posting Date 0 3
Document Date
Posting Period &
Posting Run Mode "Up&_ate Run -
|_Type of Posting Run ﬁfegr:a't_eﬁ-bbsﬁg -

Click the Execute icon or go to Program -> Execute
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Periodic Posting: Contracts
& |E[ lastlog P overview U3 Selection via Sets

| Contract Selection

Company Code 1000/ to

Contract [200000008 to

Contract Type o Ei_ﬂ to i

BE for Contract I to | —
|| Object Selection Active il QObject

The first screen to appear will display a summarized listing of the run results. Select the Documents icon
which will show a popup from which you can navigate and display the financial documents created.

E Rooamet: F AFTF BHHE®E QT Mas B 44

Pericdic Pozting: Contracts
Updave Pun

Per.Pozring: FEB 13
QOO000042013IREFP

2013-04-18 A0:15:53

For Example:
Periodic Posting: Contracts
F&E G AFTF E BT BHEHE H K4 »H

A Cald| Conte, B |Objace I0 Ty [ Hase FiTypelane  |Bline Date|Peth|Tx|Net Anoust|Tax ducu
(ees] 1000, REC L000/200000004) Z001 (Beirut Comalssary Services 1td|Bass Rent 2013-04-01 28,000, 00 0.0
coa 1000 hEC 2001 [Beseur Comaissary Sécvices ltd|Admin Chaxges| 2013-01-01 2,000.00 0.0
(se:] 1000 REC 1000/200000004] 2001 {Betrut Conmisssry Services Ltd|Urilities 2013-01-01 800, 00 0.0
(ses] 1000 e 001 | Bedrut Comnissary Secvices Ltd) Services 2013-01-01 40,00 0.0
(==v] La0g REC 1000,/200000004| 2001 |Bedrur Commiszary Services 1idiBase Renc 2013-02-01 20,000.00 0.9
oom ¢ 1009 BEC 1000/200000004 £9,640.00 0.9
oo ** 1000 59,640.00 0.0
com ==+ 1000 59,840.00 0.0
(C0@ *72% Josting Procedure PEDP 59,640.00 0.0
COR =vere 59,640, 00 0.0

A Ref. Tran. Reference Hey Log.3¥sten Tran User name Doc.Header Text CoCd Doc. Date Pstng Date TranslDate Vear Per

Iten 3G Amount Croy LC Amount LCrcy Eline Date Bush Tx Tax Jur. Text GAL AccTy G/L
OC@ FEACT 00000004201300000001 RFEU FLZRELSEPROC Per.Posting: FEE 13 1000 2013-04-15 2013-04-18 2013-04-13 2013

X 26,000.00 03D 28,000.00 UID 2013-01-01 POO3 *2013-01-01-2013-01-31-Fase Rent 15101510 111

2 28,000,00- T5D 28,000,00- TSD POOD3 *2013-01-01-2013-01-31-FBase Rent 658131010 Inc

3 Z,800.00 USD Z,800.00 U3D 2013-01-01 PO0O3 *2013-01-01-2015-01-31-Adnin Charges 15101510 111

4 2,800.00- USD 2,800.00- USD POO3 *2013-01-01-2013-01-31-Adnin Charges 69131050 Inc

5 §00.00 USD §00.00 USD 2013-01-01 POO3 *2013-01-01-2013-01-31-Utilities 15101510 111

(3] 800.00- USD 800.00- USD POOD3 *2013-01-01-2013-01-31-Utilities 658131040 Inc

7 40.00 05D 40.00 TsD 2013-01-01 PO0O3 *2013-01-19-2015-01-20-8ervices 15101510 111

8 40.00- 05D 40.00- T5D PO03 *2013-01-19-2013-01-20-5erwices 69131030 Inc

a 26,000.00 UID 2§,000.00 USD 2013-02-01 POO3 *2013-02-01-2013-02-23-Fase Rent 15101510 111

10 28,000,00- T5D 28,000.00- T5D POOD3 *a013-02-01-2013-02-28-FBase Rent 658131010 Inc

k %k %k k sk ok %k k 3k %k %k sk sk %k k 3k %k %k 3k sk k k k %k %k %k sk %k %k 3k 3k *k % 3k %k % k 3k %k %k k % %k %k

Periodic Posting
Simulation,
Execution &

Reversal

Periodic Posting Reversal
In the event of an error, the Senior Finance User can reverse the Periodic Posting

In the Command field, enter ‘RERAPPRV’ or go to SAP menu -> Accounting -> Flexible Real Estate
Management -> Accounting -> Periodic Postings -> RERAPPRYV - Reversal of Periodic Posting for Contracts
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It is possible to run the reversal based on the process ID to ensure that the exact documents you want
reversed are in fact reversed. If you have the process ID, select Selection by Process ID and enter the
correct ID.

Reverse Contract Postings

@ E8 Last Log £} overview

Doc. Selection

[' Selection By Process ID
Process ID
") Selaction By Contracts

If you do not have the exact Process ID, select Selection by Contracts and populate the:

- Company Code: 1000 is the Company Code used in Umoja

- Contract Number from and to: This allows you to run the Periodic Posting reversals for multiple
contracts by entering a range of contract numbers

- Fiscal Year: The current fiscal year

- Posting Period: The posting period

- Posting Date: The date of the posting

- Type of Posting Run: Always Periodic Posting

- Mode: Simulation

- Reason for Reversal: Always Reversal in current period

- Posting Date: This is the date of the reversal posting

- Posting Period: The posting period of the reversal posting

Click the Execute icon or go to Program -> Execute

Reverse Contract Postings
@ S Last Log S overview
Doc. Selection
“'Selection By Process ID
*:Selection By Contracts
Company Code 1000 to |?|
Contract Number 200000004 to |?|
Process ID to |?
Fiscal Year 2013 to | o |
Posting Period 5 to |?|
Posting Date 30.05.2013 to |?|
Doc. Reference Key Tto ] |?|
Type of Posting Run 'Integmted Posting N - -
Posting Data
Mode Simulation v
Reason for Reversal Reversal in current period -
Posting Date :15.05. 2Ui|f3:
Posting Period 5

Set Mode to Update Run
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| Posting Data
Mode r[deate Run v1
Reason for Reversal Reversal in current period -/
Posting Date 15.05.2013
Posting Period 5]

Click the Execute icon or go to Program-> Execute
Reverse Contract Postings
Last Log Overview
The Periodic Posting will then be reversed

Reverse Contract Postings
FE O ATF EEHT ESES B MM

¥ Ref. Tran. Reference Key Log.System Tran User name Doc.Header Text CoCd Doc. Date Pstng Date TranslDate Year Period Type Refersnce Documentlo
Item S6 Amount Crcy Amount LCrcy Bline Date BusA Tx Tax Jur. Text e/L AccTy G/L Account/Customer/Vendor ETyp Ref
©CO REACT SIMULATION 00000001 QLECLNT230 RFBU SLIRELSEPROC Per.Posting: APR 13 1000 30.04.2013 30.04.2013 30.04.2013 2013 4 RL  000000092013REPP
1 120.00- USD  120.00- USD  01.05.2013 M0OS #2013-05-01-2013-05-31-Utilities 15101510 1118000020Beirut Commissary Services ltd 2040
2 120.00 USD  120.00 USD Mo08 *2013-05-01-2013-05-31-Utilities 69131040 Income Rental of Premise Utility External 2040

% % k % k % %k Kk k Kk k K k Kk k Kk )k %k %k %k k %k %k %k ) k % k % k Kk k Kk k Kk k *k k ¥ *k k *k ¥ *

Invoice: Create

& Reverse

Create Invoices

The Senior Finance User creates a UN formatted Invoice for a lease-out contract. In order to
create an Invoice, a Periodic Posting must be run first. A Lease Processor can simulate the
invoice.

In the Command field enter ‘RERAIV’ or go to SAP menu -> Accounting -> Flexible Real Estate
Management -> Accounting -> Invoices -> Create Invoices

In the Contract Selection section, populate the:
- Company Code: 1000 is the Company Code used in Umoja

- Contract Number from and to: This allows you to create invoices for multiple contracts by entering
a range of contract numbers

In the Selection of Invoice Terms section, populate the:

- Selection Type: Always select Only Items from Fl documents.

- Due Period From and To: The dates that correspond with the conditions
- Execution Mode: Always select Simulation to review.

- Title: The title of the run

- Summarize: Always select Per Contract

Note: These fields specify whether or not to pick up items on the invoice that are the result of the
periodic posting run execution and/or cash flow forecast in the contract.
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Create Invoices for Rent

O E B Siastiog Soveview TSelection via Sets

_Contract Selection

Company Code
Contract

Contract Type ] to
BE for Contract to
[ |Partner Selection Active
[ |Object Selection Active

4| &

200000004 to

9]

Period/key date
Contract Validity to

i
|Status Selection Active = Status
Person Responsible to ‘ =

_Selection of Invoice ems
Selection Type Enh«' Tems from FI Documents -

Due Period 01.06.2013) to [30.06.2013

Accounting ID to \ 5
Procass - o [ \E’
"I Cleared Trems Also

I¥| Credit Memo Rems Also
| Already Invoiced

“Invoice Creation
Execution Mode Simulation -
Title Invoices
Summarize Invoices Per Contract -
V| Create Credit Memos
I¥|Check Trivial Amount Limit

Click the Execute icon or go to Program ->Execute

Create Invoices for Rent
]E[ Slastlog 5 overview i Selection via Sets

| Contract Selection
Company Code ‘12000 to i ]
Contract [200000008 | to
Contract Type [ ] @ to ]
BE for Contract | to ]
[ Partner Selection Active
[ |Object Selection Active

Select an invoice and click the Preview icon
Invoice Overview

Simulation: 1 inwoice (temporary inwoice numbers)

CoCd ~ Inwoice Mo | Year |[BP Mumnber Marnefaddress END, |Contract |CreditMema Inv.Amt Croy  Trivial&mt .
| 1000 1 2013 1118000020  Beirut Commissary Services Itd [/ f Beirut 1 1000/200000004 0 28,000.00 USD 1

= 1 = 28,000.00 USD

Review the invoice to ensure it is correct
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Print Preview of LOCL Page 00001 of 00001
TF Send Mail @

E5Print and Ar

United Nations ' Nations Unies

405 East 4Znd Street Mew Vork 10017

BILL TO :

Beint Commissary Services hd

Invoice

Invoice No:  000DODDOD1

Beirie 18 Inveice Date: 0000-00-00
Customer No: 1118000020
Contract Mumber Due Date Location Address
Document  Ho Description of  Currert Charges Menmo Cur Armourt  Due
1000/200000004  D1-Feb-13 4 7 /70
sT00000001 Baze Rert 2013-02-01 -2013-02-28 use on the weekend of 19 jan. uso 26,000.00

013 and 20 jan. 2013 for
mouing  fumiture

and construction _acoess

Total_Invoice Amourt

uso 28,000.00
Payment  Instructions
Set Execution Mode to Update Run
| Invoice Creation
Ire |
]_ Execution Mode . Update Run bt _I
Title Invoices
Summarize Invoices Per Contract |

|| Create Credit Memos
[w]Check Trivial Amount Limit

Click the Execute icon or go to Program -> Execute

Create Invoices for Rent
E[ Last Log l]ver'.riew Selection via Sets

Select an invoice and click the Preview icon

Invoice Overview

Simulation: 1 invoice (temporary inyoice numbers)

=0 Cocd Tnvoice Mo | Year |[BP Mumber Name/address ENn, |Contract |CreditMemn £ Irvw At (Croy Trivialamt
1000 1 2013 1115000020  Beirut Commissary Services itd |/ Beirut 1 1000/200000004 | 28,000,000 LsD [E]
=1 = 28,000.00 USD

Click on the Preview icon to display the invoice
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Print Preview of LOCL Page 00001 of 00001

TP end Mai @Ar-:hl\'& @F‘rlnt and Archive

United Nations Nations Unies

405 East 43nd Street Mew York 10017

BILL TO : Invoice

Beint  Commissary Services hd

Inveice No: 0000000001
Dol L8, Invoice Date: 0000-00-00

Custorner Ho: 1112000020

Cortract Number Due Date Loostion  Address

Documert Mo Description of Current Charges Memo Cur.  Amount Due

1000700000004 01-Feb-13 £ 47/
5700000001 Base Rert 20130201 -2013-02-1% use on the weekend of 19 jan. USD 3.000.00
2013 and 20 jan. 2013 for
moving  fumiture

and_construction _access

Total Inwoice Amourt uso 28,000.00

Payment  Instructions

Click on the Send Mail icon to email the invoice to the Tenant (Note: The tenant BP record must have the
tenant's email address and StandardComm.Mtd: E-Mail in order for the invoice to be emailed).

Address | -

{"J ¥] New~ =] Reply v ¢EReplytoslly (2 Forward > [~ [~ [ Displayr ) = @.] Ware™

| % | Invoice
B b !"‘ Testuser FLZRELSEPROC to: Jerome Patriarca

e

w 1 attachment

| =
~

Invoice. pdf

To resend an Invoice, click the Print icon in the transaction toolbar

REC Lease-Out External 1000/. 4 Display: General Data
s POBE & @ BED a% AEm

&% Object Overview ] Real Estate contract ‘Lhnnnfzmmmmmmuq Il A31 / Fil 46610
Find Object ] < Genemivata | Partners | Temn | Objects | Diferng Measurements _
@ Resubmission ]
@Appmntment Calendar J

Informatlon System
Contract Type Lease-Qut External -

@ Tools
Company Code 1000/ United Nations

Real Estate Contract > o Contract 200000004
e —

| Identification

Select Invoice in the dropdown menu
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Correspondence Applic. ' General Correspondence =]
General Correspondence
= Master Data Summary .
 Comrespondence data §| contract Farm list |
| Contract Account Sheet
| General Data Invoice
Correspond. Activity | General Correspondence -l
T . 1
Text Module Introduction -
Data Select.KeyDate 12.06.2013|
Print Date [12.06.2013]

Select the invoice you want to resend

[= Print £3

Correspondence Applic. fLFWu?te =)

< correspondence data | Output control | Document st |

| General Data
Correspond. Activity | Invoice -]
Data Select.KeyDate [12.06.2013]
Print Date [12.06.2013]

| Selection of Invoice

Company Code |1000]
Invoice Number [1000000000
Fiscal Year |2013]

In the Output Control tab, confirm the information in the Additional Output Media section and then
press Print

Correspondence Applic. | Invoice -

Correspondencedam/{hﬂpﬁtmﬂrﬁ. | Document st |

| Print Options
Output Device 'PDF1 2]
:

-
LD Print immediately

[ Delete After Qutput :
Title Invoice
Nurmmber of Copies {1
| Additional Output Media
[v| Use E-Mail
Re: Invoice
E-Mail Sender [ 1

[ print |[@ Pprint Preview

k %k %k %k %k sk ok ok ok %k %k ok ok ok ok ok %k %k ok ko k k %k %k k k k %k %k %k k k k k k %k % 3k k k k ¥k *x %

Reverse Invoices
In the event of an error, the Senior Finance User can reverse an Invoice
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In the Command field, enter ‘RE80’ or SAP menu -> Accounting -> Flexible Real Estate Management ->

Master Data -> RE Navigator

Select Real Estate Contract in the drop down portion of the Navigation area on the left hand side of the

screen and search for the Contract Number.

Go to the Overview tab, select Invoices and take note of the Invoicing Run ID

1000/200000004

Real Estate Contract

Sr| A31 | Fi4e610

Condtions  ~ Adjustment  Supplementary Texts | Resubme | Overviews |
Overview Tnvoices v @ E
& &)FEEF.) (B 586 @ = . (1)

1 invoice
' cocd © " Invoice No ~ Year CrediMemo
1000 1000000000 2013 : =

Return to the home screen and enter ‘RERAIVRV’

Inv.Amt  Crey | Trivialamt [Invoicng Run 1D

28,000.00 usn:

000000052013REIV

Confirm Selection by Invoicing Run is selected and enter the Invoicing Run ID, then click the Execute

icon

Reverse Invoices

| Selection of Invoices

(s} Selection by Invoicing Run

Invoicing Run ID

e}
LoooooonszoishEIvJ

() Selection Using Invoices

Company Code to | 59_'
Invoice Mumber ) ] to = |
Fiscal Year to il
() Selection by Contracts
Company Code to o |
Contract to il
() Selection by Recipient
BP Mumber o |
Select the invoice you wish to reverse and click the Reverse Invoices icon
Invoice Overview
[ rovers ivorces ) (6] ) () ) 0 2 (B ) (B i) (@)
1 invoice
_ cocd “*  Invoice No | Year | Reversed| BP Number Name/address Due From Due To MNo. | Contract CreditMemo Inv.Ar
[1000 EJF 1000000002 2013 | 1118000041 Beirut Food Cafeteria / / Beirut  01.01.2013 31.01.2013 1 1000/200000024 El 1.000,0
Select Yes when prompted
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@ Do you really want to reverse 1 invoice(s)?

The invoice will then be reversed

Invoice Overview

(X Reverse Invoices |[6] [ #2] 0] [ &][F][08) 2[¥ 1) (B 1% .| [S][& .[[& JJ[=.] (@]

CoCd “|*  Invoice No | “ Year | Reversed| BP Number | Mame/address | Due From | Due To Mo.  Contract CreditMemo . Inv.Ar
1000 1000000002 2013 {v] 1118000041 Beirut Food Cafeteria / / Beirut  01.01.2013  31.01.2013 1 1000/200000024 ] 1.000,0
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