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Introduction

The ZFI_OPEN_ISR Report can be used to identify open line item by ISR by Provider
Number(s). Additionally it can be exported out of the system and used to create the Tab Text
Delimited Upload file to be used in the Fulfillment process.

Prerequisites.

¢ ISR's are open in the system for the Provider number
Menu Path
Use the following menu path to begin this transaction:

e BUworks Central Portal = Web GUI =* ECC System
Transaction Code

e ZFI_OPEN_ISR
Tips and Tricks

e Attimes you may need to use your scroll bar to view additional information.

Reports
e None
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Procedure

1.

Start the transaction using the above portal path

In this example, the ZFI_OPEN_ISR transaction will be used to generate an open ISR report
for Provider 13, for the period of 8/1/2-11 to 10/30/2011. The report layout will be changed for
the users purposes and saved as a default variant to be used in the future. The report will
then be exported as an Excel spread sheet to a local file and saved, the local file will then be
modified to post the current charges against the ISR's and saved in the format of the Upload
Tab Text Delimited file to be used in the fulfillment process for the provider..

Home - DPO - Development - Windows Internet Explorer

BUworks Central

—, Important Web Browser Gonfiguration Information

instructions on configuring your browser.

' Buworks portal requires miner configuration adjustments to be completed in order to utize Internet Explorer or Firefox, Click here for

Welcome to BUworks Central

A personalized view of University resources designed to help you
manage your daily work

Learn the System

Employee Learning Solutions can show you the way.

Boston University's Employes Learning Solutions offers a variety of training options to help
you get up to speed quickly. Learning programs avaiable to Boston University employees

include:

* On-line Self-Study — computer-based tutorials demonstrating specific SAP
transactions using a detailed step-by-step approach.

* Virtual Training — utilizes a web-portal to provide a mix of training simulations,
as well as web meetings.

* Classroom Training — traditional instructor-led training to help you learn the

Quick Links

2

BUworks Program Vebsite

7 Blackboard— Emplovee Learning

Solutions

2.

Click the WebGUI link label

Systems - DPO - Development - Windows Internet Explorer

lel»] "
I Detailed Navigation E|
==
3 +—=ECC System
3. Click the ECC System link label 'EEE Svsien,
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SAP Easy Access

SAP Easy Access

v (3 Favorites
¥ [ Admin Folder
» (] GM Transactionsr
» £3SAP Menu
» [ offics
» (] Cross-Application Components
» [JLogistics
» (] Acoounting
» (CJHuman Rescurces
» (Jinformation Systems
» (JTools

4 1—@—{0:| | [[User menu |[ 8P menu || SAP Business Workplsce | Add to Favorites |[ Delete Favorites |[ Change Favorites |[ Move Favarites down [ Move Favorites up

BOSTON

UNIVERSITY

ERPDevelopment System

DER (110) 8]

4. Asrequired, complete/review the following fields:

Field R/O/C

Description

Expandable "Menu"
button. Navigate with
arrow keys. Accessible
using F10. Expandable
"Menu" button. Navigate
with arrow keys.
IAccessible using F10.
Menu

Required

Example:
ZFI_OPEN_ISR

List All Open ISR Documents

List All Open ISR Documents
6 Fon i

cute

[ﬁ

felgel H

Report-specific selections
Frovider D [[a] to
5+ to
Delivery Date to
Completion indicator for

Output spacification
Layout

DER (110) 3]

5. Asrequired, complete/review the following fields:
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Field R/O/C Description

Provider ID Required

Example:
13

Delivery Date Required

Example:
08/01/2011

o Required Upper limit of the range to be selected from a list.

Example:
10/30/2011

6. Click the Execute link label

List All Open ISR Documents

List All Open ISR Documents
| I—— ]
7
List All Open ISR Documents
*Provider I [Provider 1D | “Request Numbes[contact Name: [Phone Extension_ [Requester Name. [Requester Extension [Recipient Name Detivery Date  |Building Name
000013 |buphotos@ou edu 5020000604 |Nicole Moro 33228 Malia Hill zaz13 Nicole Moro 2 SILBER WAY 4]
edu edu 33670 Lauren Kudisch a2e73 Emily Liooy 1 SILBER WAY
buphotos@bu edu 5040001188 |Joyoe Walsh 22450 Maureen Clark 8023 622-840 COMMONWEALTH AVENU
buphotos@ou.edu 5040001202 Simen Payaslian 8313 Luis Chunga Calis 2885 Kencsian Chair Lectur 225 BAY STATE ROAD
buphotos@ou.edu 5040001205 | Takyu Lam 288 O'Connor, Mary Tunney [3-4158 O'Connar. Mary Tunnay 1 SILBER WAY [
buphotos@bu edu 5020001220 |BU Photography 33870 Martha Totten 85374 Marths Totten 765 COMMONWEALTH AVENUE
buphotos@bu edu 020001276 |Rick Young 33870 Laura Madkin 34888 Laura Madkin 72 EAST CONCORD STREET
buphotos@bu edu 5040001281 |Rick Young 33870 Laura Madkin 84833 Laura Madkin 72 EAST CONCORD STREET
buphotos@bu.edu 5040001282 Rick Young 33870 Laura Madkin 4883 Laura Madkin 72 EAST CONCORD STREET
buphotos@ou.edu 5040001283 |Courtney Bogard 2.2081 Courtnay Bogard 2.2081 10 LENOX STREET
buphotos@ou.edu 5020001286 |Rick Young 32870 Laura Madkin 32588 72 EAST CONCORD STREET
buphotos@bu edu 5020001288 |Heather Madecd 39500 Leah Davis 38528 Leah Davis 1 SILBER WAY
buphotos@bu edu 5020001322 |Danielle LaJoie 50326 Danielle LaJoie 6328 571-977 COMMONWEALTH AVENU
buphotos@ou.edu 5040001245 |Courtney Bogard 2.2081 Courtnay Bogard 2.2081 10 LENOX STREET
buphotos@bu.edu 5040001372 |Kalman Zabarsky 22670 Samantha Waite aeser 765 COMMONWEALTH AVENUE
buphotos@ou.edu 9020001411 |BU Phatography 33870 Kelly Proulx 3177 2 SILBER WAY
buphotos@bu edu 9020001485 (Chris Loken-Kim 50251 Chris Loken-Kim 36251 MMONWEALTH AVENUE
buphotos@bu edu Chris Loken-Kim 5-0251 Chris Loken-Kim 36251 725 COMMONWEALTH AVENUE
buphotos@bu edu 5020001513 |Rick Young 33870 Uoanne Hart 37311 Joanne Hart 232 BAY STATE ROAD
buphotos@bu edu 5020001625 |Carene Bradshaw 88498 Corene Bradshaw 88498 Mary Bradshaw 85 EAST NEWTON STREET
buphotos@bu.edu 5040001796 |Dannis Carlbarg 8-5596 Dennis Carloarg -5508 120 ASHFORD STREET
buphotos@bu edu 5040001855 Rick 23670 Denise Jaseph 36972 Rick in Photos 15 ST. MARY'S STREET
buphotos@bu.edu Rick 22670 Denise Josagh Rick in Photas 15 ST. MARY'S STREET
buphotos@ou.edu Rick 23670 Denise Josagh Rick in Photas 16 ST. MARY'S STREET
s = = = -
[ DER (110)F8)

7. Click the Choose Layout button &l

Empty page

Choose Layout...

Save Layout...

Manage Layouts

8. Click the Change Layout... label ERSngeiEiaiEs
Q Here the user removes un-needed field form the report layout

4/18 Status:Final w/o SME Review
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Change Layout

10 -I'E? Change Layout =
LTI e i i (o
g alw|2lT =
Displayed Columns Column Set
ICelumn Name |E| [Column Name
Provider |D Text: Provider ID
ISR Request Mumber Contat Mame
Delivery Date Contact Phone Extension
ISR Document Line Mumber |I| Reguester Name
Short Text |I| Requester Phone Extension
Purchase Order Quantity Recipient Name
Purchase Crder Unit of Measure Building Name
Met Price in Purchasing Document §[ | Room Mumber
Cumency Key Count.
Charge Amount |
Cumency Key
Sequential Mumber of Account Assi 4 »
v B[]

9. Click the up button « to move the ISR Document Line Number up under the ISR Request Number.
Next Click on the Delivery Date Column Name to HI-lite it, then Control+Click on all column Names
to be removed from the report lay out to Hi-lite each. Finally click on the transfer button |E| to
move the columns to the Column Set column and off the report.

10. Click the Transfer link label ##.

Last Modified:6/23/2015
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List All Open ISR Documents

List All Open ISR Documents
13 1
12 el
List All Open ISR Documents
1 = [-*Request Number| “Line ltem Numbe Delivery Date__[Short Text [Po..Jo.. | NetPrice| Charge Amount]G/L Acct [G/L Account Number _ [cast Object
000012 8040000604 00001 08/20/2011 Fhotographer 0001 H 205.00 893258 ISR: MAC PHCTOGRAFHY| 1320400000 =
5040000979 ISR: M&C Photo 000z [EA 185.00 893256 |ISR: M&AC PHOTOGRAPHY| 1210410000
8040001168 Digital Phato's 0002 EA 35.00 105.00 |883258 ISR: MAC PHCTOGRAPHY 3200000721
5040001202 Photo Services 0001 [PAC]  400.00 893258 |ISR: M&AC PHOTOGRAPHY| 1200700000
5040001208 Blanket Reg. for Phota 1000 [EA 175.00 (893256 |ISR: M&AC PHOTOGRAPHY| 1530200000 b=
8040001240 08/05/2011 Fhoto 0001 EA 35.00 35.00 893258 ISR: MAC PHCTOGRAFHY| 1312000000
5040001278 08/0312011 Photography 0001 EA 530.00 893258 |ISR: MAC PHOTOGRAPHY| 2580440000
8040001281 08/04/2011 Fhotography 0001 530.00 725.00 893258 ISR: MAC PHCTOGRAPHY 2580440000
8040001282 Fhotography 0001 EA 530.00 893258 ISR: MAC PHCTOGRAPHY| 2580440000
5040001293 Blanket ISR 0001 [EA | 75.000.00 893256 |ISR: M&AC PHOTOGRAPHY| 1532000000
5040001296 Fhotography 0001 EA 530.00 893258 ISR: MAC PHCTOGRAPHY| 2580440000
5040001238 digital phato o001 EA 35.00 893258 ISR: MAC PHOTOGRAPHY| 1135000000
5040001342 Email Quate o001 [EA 205.00 893258 ISR: MAC PHOTOGRAPHY| 1020400000
5040001245 Blanket Photo ISR 0001 EA 25,000.00 893258 ISR: MAC PHCTOGRAPHY| 1582200000
5040001372 08/0512011 Photo Shoot 0001 €25.00 30000 893288 |ISR: M&C PHOTOGRAPHY| 1310500000
8040001411 08/06/2011 18x20 prints 0001 EA 54.00 108 00 883258 ISR: MAC PHCTOGRAFHY| 1320480000
9040001455 11-3822 0001 EA 150.00 893258 ISR: MAC PHCTOGRAPHY 3250001415
0000z 113823 o001 EA 352.00 893258 |ISR: MAC PHOTOGRAPHY| 3250001415
8040001512 00001 Mandelo photo 0001 35.00 893258 ISR: MAC PHCTOGRAPHY| 3500223788
5040001825 Digital Image 6x 3 o001 EA 35.00 893258 ISR: MAC PHOTOGRAPHY| 2570500000
5040001738 Photos & Photography 0001 [EA | 10.000.00 893258 |ISR: MAC PHOTOGRAPHY| 1880250010
5040001855 08/22/2011 Carbon Day 0001 ONE| 893258 ISR: MAC PHCTOGRAPHY 30800003241
00002 08/22/2011 Smart Parking 0001 ONE| 893258 ISR: MAC PHCTOGRAFHY 3080000418
00003 |08/22/2011 SCI Showcase 0001 |ONE 893256 |ISR: MAC PHOTOGRAPHY 3030000341
00004 08/22/2011 Methane EEE 0001 [ONE 893256 ISR: MAC PHOTOGRAPHY 3030000341 .
D[ErR (110)F

11. Click the column header field Request Number labe| ~Fegusst Number
12. Click the sort button &. to group all open line item for each ISR together on the report

If the user wants to save this report layout as the default for when the transaction is run in the
future, as the Default layout then follow steps 13 through 17.

13. Click the Choose Layout button &,

Empty page

Choose Layout...

Change Layout...

14 —sawelayout..

Manage Layouts

14. Click the Save Layout... label SSiEESEEN and name the new layout to be saved.

6/18 Status:Final w/o SME Review
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Save layout

17 -I-E? Save layout
pe... ST

“Layout |L,a].-'nut desaiption Default setting
Save layout I |
Mame: 15
| User-specific | Default setting e 1E
v[]
15. As required, complete/review the following fields:
Field R/O/C Description
Save layout Required
Example:
13 Open ISR
Name: Required
Example:
Provider 13 Open ISR's

16. Click the Default setting control || D=fault s=tting

17. Click the Continue link label #.

to save the layout as the default.

Last Modified:6/23/2015
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List All Open ISR Documents

|G/ Aczount Numbar Jcost objeat

[Po..Jo.. | NetPrice| charge Amount|GiL Acet
0001 21000 893258
0001 ST 50.00 s32250
0001 ONE| 500.00 893258
0001 ONE  237.50 s32250
0001 250.00 532250
0001 EA 335.00 893258
o001 [EA | 48500 s32250
0001 EA 465.00 893258
0001 EA 465.00 893258
ooz EA | 48500 s32250
0001 EA 205.00 893258
o001 [EA | 270.00 a32250
o001 205.00 532250
0001 ST 10,000.00 893258
0001 [EA 150.00 s32250
0001 EA 150.00 893258
0001 EA 740.00 893258
0001 |EA | 500.00 532258
0001 22000 893258
0001 [EA 5500 532258
0001 [EA s32250
0001 H 205.00 893258
0001 EA 465.00 893258
0001 [EA 125.00 s32250
0001 [EA | 400.00 s32250

MEC PHCTOGRAPHY 1260410000

: M&C PHOTOGRAPHY| 1220450000

MEC PHCTOGRAPHY| 1250400000

: M&C PHOTOGRAPHY| 1131750000
: M&C PHOTOGRAPHY| 1203020000

MEC PHCTOGRAPHY 2570470000

: M&C PHOTOGRAPHY 2570470000

MEC PHCTOGRAPHY 2561120000
MEC PHCTCGRAPHY 2020000281

: M&C PHOTOGRAPHY 2580430000

MEC PHCTOGRAPHY 1246100000

: M&C PHOTOGRAPHY| 1246100000
: M&C PHOTOGRAPHY| 1132000000

MEC PHCTOGRAPHY| 1051110000

: M&C PHOTOGRAPHY| 1352020000

MEC PHCTOGRAPHY| 1352020000
MEC PHCTOGRAPHY| 1152420000

: M&C PHOTOGRAPHY|C.000001.1

MEC PHCTOGRAPHY| 1260410000

: M&C PHOTOGRAPHY| 1202030000
: M&C PHOTOGRAPHY| 1152420000

MEC PHCTOGRAFHY 1352150000
MEC PHCTOGRAPHY 2561120000

: M&C PHOTOGRAPHY| 2540710000
: M&C PHOTOGRAPHY|C.000001.1

List All Open ISR Documents
I ] [Back|[ Exit |[ cancel |
18 Bt
List All Open ISR Documents
Provider ID] "Request Number| _Line ltem Numbe Delivery Date__[Short Text
000012 8040007807 00001 1 2011 ISR: M&C Photo
000013 5040007763 hesdshot of frank guenther
000012 8040007787 for CGS collegian
000013 5040007893 Photo Buyaut
000013 5040007595 photo shoot EWCJS
000012 8040007585 FPhotographer: Day 2
000013 5040007553 Photographer
000012 8040007508 Fhoto shoat 10/20/11
000012 8040007507 Fhotography for Endowed chairs Luncheon/
000013 5040007432 Photo Services
000012 8040007448 ENG Lab Shoot
000013 5040007444 ENG Alumni Shoot
000013 5040007334 phatography
000012 8040007248 Fhoto
000013 8040007224 LCD Proj. and Audic
000012 Media Technician
000012 8040007218 4 Profile Images for CGS Brochures
000013 5040007171 10/28/11 Topping OFf Caremony
000012 8040007121 ISR: M&C Photo
000013 5040007112 Image purchase
000013 5040007060 |Atisl Campus Phota
000012 8040007020 00001 Fhoto Session
000013 9040008380 00001 photo shoot cost for 3/14/11
000013 5040006735 00001 Porrsit
000013 5040008757 00001 1008SR Construction Photas
@ Layoutsaved

D[ErR (110)F

18. Click the Export button

At this point the user can export the report to a local Excel file and then reformat it to upload
current charges to be post through the Fulfillment process.

Empty page

Spreadshest

Send
Office
ABC Analys.

HTML download

19. Click the Local File label ESESIFE.

Save list in file...

21 JE savelistinfile... =

[Te

n which format should the list

pe saved 7

i®) unconverted
2[] 8 Spreadshest
() Rich text format

{ ) HTML Format
! In the dipboard

[ 4

&I

Last Modified:6/23/2015
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20. ciick the Spreadsheet control ) Spreadshest

21. Click the Continue link label ##l.

@ In the Directory field, the user can change the destination of where the local file is saved.

Fe

List All Open ISR Documents

II:D' List All Open ISR Documents =

22 Directory ChDocuments and Settings\pjwillia\SapWorkDin
File Name | |XLS [a]

Encoding

| Geners... " Repla... ” Extend ||E|

22. As required, complete/review the following fields:

Field R/O/C Description

Directory Required File Path where the batch proof or production

processing log is stored.

Example:
C:\Documents and Settings\pjwillia\desktop\

File Name Required The name of the file you are creating or trying to

locate.

Example:
13 Open ISR 8-10-2011.XLS

List All Open ISR Documents

23 ist All Open ISR Documents =
Diregory ChDocuments and Settings\pjwillia‘desktoph

Filz Hams 13 Open ISR 8-10-201 1IKL5 Q

En ing

| GFeners... " Repla... ” Extend ||E|

23. Click the Generate link label .

Security warning

Security warning

120 applet of SAGUI FOR HTWL tries to download file C:\0Documents and Settingsippwilliabdesktopil3d Open ISR 8-10-2011 LS.
Should this be allowed (by changing configuration file WEBGUI.CFG)?
[_] not only for this session, but always.

[ not onlyfor this file, but for all files of directory:

CADacuments and Settingsipjwillia\deskiop Change

24 Yes No

N 9/18 Status:Final w/o SME Review
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Click the Yes button N for the pop-up window. The system will generate the local file in the

background.

List All Open ISR Documents

List All Open ISR Documents
25 Je e e[ [ en]]
(@] [A[F R[] =2 =% =[S @ a]= o [@0]
List All Open ISR Documents
Provider 1| ~Request Number| Line ltem Numbe|Del [snort Text [Po... Jo.. | metPrice| Charge Amount|GiL Acct |G/ Account Number  [Cost Object

000012 8040007807 00001 1012772 ISR: M&S Photo 0001 210.00 853258 |ISR: MG PHOTOGRAPHY 1280410000 -]
oo001z|  s0400077es 00001 [107 headsnot of frank guenther o001 5T 50.00 353258 ISR MAC FHOTOGRAFHY
000012|  s0400077eT 00001 [107 for G collegian 0001 [oNE|  500.00 353258 ISR MAC FHOTOGRAFKY 125
000012|  s0so007ess 00001 1012812 Photo Buyout 0001 joNE|  237.80 352256 ISR M&C FROTOGRAPHY 1121750000
000012 8040007585 piote shaot EWCJS 0001 250.00 352256 ISR M&C FHOTOGRAPHY 1202020000 =i
000012 8040007585 Photographer: Day 2 o001(Ea | =35.00 352256 ISR M&C FROTOGRAPHY 2570470000
000012|  s0sp007558 Photographer o001(EA | 4es.00 353256 ISR M&C FHOTOGRAPHY 2570470000
000012|  s040007508 Phato shoot 10/20/11 o001(EA | 4es00 352256 ISR M&C FHOTOGRAPHY 2561120000
000012|  e040007507 Photography for Endawed chairs Lunchean/ o001 (EA | 4es.00 352256 ISR M&C FHOTOGRAPHY 5080000281
000013 s0so007292 Photo Sevioss 00z EA | 46500 352256 ISR M&C FROTOGRAPHY 2580450000
000013|  s040007248 ENG Leb Shoot 0001(EA | 20500 352256 ISR M&C FROTOGRAPHY 1246100000
000013 9040007244 ENG Alumni Shoot 0001 (EA | 270.00 352256 ISR M&C FROTOGRAPHY 1246100000
000013 s040007394 photagrashy 0001 205.00 352256 ISR M&C FROTOGRAPHY 1122000000
000013|  s020007248 Fhoto 0001 (ST | 10.000.00 853256 ISR MEC FHOTOGRAFHY 1051110000
000013 8040007224 LCD Froj. and Audia 0001 [EA 150.00 352256 ISR MAC PHOTOGRAPHY
000012 Media Technician 0001 [EA 150.00 352256 ISR MAC PHOTOGRARHY
000013  S040007218 4 Prafile Images for CGS Brochures 0001 [EA 53225 ISR: MaC PHOTOGRAPHY 115
000012 2040007171 10/28/11 Topping Off Ceremany 0001 [EA 53225 ISR: Ma&C PHOTOGRAPHY C.000001.1
000013 2040007131 ISR: M&C Photo 0001 53225 ISR: M&C PHOTOGRAPHY 1220410000
000013 9040007112 Imsge purchase 0001 [EA 83225 ISR: M&C PHOTOGRAPHY 1202030000
000013 9040007080 |Asrial Campus Phato 0001 [EA 83225 ISR: M&C PHOTOGRAPHY 1152420000
000013 9040007020 Phato Sesion 0001 [H 533225 ISR: M&C PHOTOGRAPHY 1252150000
000012 s040006s80 pioto shaot cost for 8/14/11 0001 (EA | 4es00 352256 ISR M&C FHOTOGRAPHY 258
000013 040006785 Porrait 0001 [EA 125.00 352256 ISR M&C FROTOGRAPHY 2540710000
000013 9040008757 100BSR Canstruction Photos 0001(EA | 400.00 352256 ISR M&C PHOTOGRAFHY C.0000011 -

[ _£7.122 bytes transmitted, code page 0000 C[oEr (110371

25. Click the Exit link label [Eit],

The User can now open the Local Excel file created above, modify it, add the charges to be
uploaded via Fulfillment and save the file again as the Upload Tab Text Delimited file needed.

26.

Here the file was saved to the Users Desktop, Click the Desktop control
file.

Microsoft Excel

Microsoft Excel

' The file vou are trying to open, '13 Open ISR 8-10-2011.5L5", is in a different Farmat than specified by the file extension, erify that the File is not
. corrupted and is From a krusted source before apening the File, Da wou wank ta open the Ffile now?

27 { Yes ‘ [ Mo ] [ Help ]

27. Click the Yes button fes for the pop-up window. And the file will open. At this point the user

can expand the field as needed to see all the information. And add columns for "Current Charges"
and "Completion Indicator" fields. And then delete columns C, as it is blank and Column F, the
delivery date field in this example as the user has decided it is not necessary.

10/18 Status:Final w/o SME Review
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Microsoft Excel - 13 Open ISR 8-10-2011

EI 13 Open ISR 8-10-2011 - Microsoft Excel o = R
- Home | Insert  Pagelayout  Formulas  Data  Review  View  Addins a@ o =
# cut X . = . *j 7 Tm B :—l X AutoSum + ;\?
o Calibri 1 S wrap Text General £ ::v-Ed B &4 e [ S 7 ] }a
bt it B 77| B Swoneaconr~| 3 - % v [ 43| G ot G| men oo | G e o
Clipboard ] Font a Alignment a Number a Cells Editing
v Lo @
c1 - I
28 —=—&—T 8 C D E F G H 1 J K L M N o
1 |04/03/2012 Dynamic List Display 1 ]
2| =
3| 4/3/2012 List All Open ISR Documents W
Al
_5 |ListAll Open ISR Doguments.
6 |
Provider Request Line Iltem Delivery Date Short Text pPOQn Qun Net Charge current  Completion G/LAcct G/I
29 6 umberT Humbe Price Amount charge  indicator Act
| I N
8 |
9| 13| 9040007807 1 10/27/2011 ISR: M&C Photo 1 210 210 X 893256 ISR
10 13| 9040007769 1 10/27/2011 headshot of frank guenther 15T 50 50 X 893256 ISR
Iy 13 9040007767 1 10/28/2011 for CGS collegian 1 ONE 500 35X 893256 ISF
12| 13| 3040007699 1 10/28/2011 Photo Buyout 1 ONE 237.5 2375 X 893256 ISF
13| 13| 9040007595 1 10/18/2011 photo shoot EWCIS 1 250 150 893256 ISR
14| 13 9040007565 1 10/28/2011 Photographer: Day 2 1EA 335 335X 893256 ISF
15| 13 9040007559 1 10/27/2011 Photographer 1EA 465 893256 ISF
16| 13 9040007509 1 10/21/2011 Photo shoot 10/20/11 1EA 465 893256 ISR
17| 13 9040007507 1 10/24/2011 Photography for Endowed chairs Lunche 1EA 465 893256 ISF
18| 13 5040007492 1 10/29/2011 Photo Services 2EA 465 893256 ISF
18| 13| 9040007449 1 10/28/2011 ENG Lab Shoot 1EA 205 893256 ISR
20 13| 3040007444 1 10/28/2011 ENG Alumni Shoot. 1EA 270 893256 ISE™
W 4 b W] 13 Open ISR 8-10-2011 < ¥ 4] d L
Ready | [EO@m 100% ) U x

28. Right-click the C field ~ C

29. Asrequired, complete/review the following fields:
Field R/O/C Description
F/7 Required

Example:
Delivery Date

11/18 Status:Final w/o SME Review
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Microsoft Excel - 13 Open ISR 8-10-2011

@ 13 Open ISR 8-10-2011 - Microsoft Excel o = R
30 - Home Insert Page Layout Formulas Data Review View Add-Ins & 0 o 2 R
& cut Calibri o AN = P SiwrapTet General - ij‘ % g %- ? ;.T—| T SukeSom - % lﬁ
= 3 Copy ~ = @ Fi -
M= it | B 7 | e A Bveseacor- | § <% 0 8| gnmms omx Ca | e s o e o
Clipboard [ Font u Alignment u Number u Styles Cells Editing
TR, .
[ c1 - £ v
|| A B C D E F G H I J K L M N =
1 |04/03/2012 Dynamic List Display 1
i H
3| 4/3/2012 List All Open ISR Documents
Al
_5 |ListAll Open ISR D ts
6|
Provider Request Line Iltem Delivery Date Short Text pPOQn Qun Net Charge current  Completion G/LAcct G/I
D Number Numbe Price Amount charge indicator Act
7| Nu
8|
9| 13| 9040007807 1 10/27/2011 ISR: M&C Photo 1 210 210 X 893256 ISR
10 13| 9040007769 1 10/27/2011 headshot of frank guenther 15T 50 50 X 893256 ISR
Iy 13 9040007767 1 10/28/2011 for CGS collegian 1 ONE 500 375 X 893256 ISF
12| 13| 3040007699 1 10/28/2011 Photo Buyout 1 ONE 237.5 2375 X 893256 ISF
13| 13| 9040007595 1 10/18/2011 photo shoot EWCIS 1 250 150 893256 ISR
14| 13 9040007565 1 10/28/2011 Photographer: Day 2 1EA 335 335X 893256 ISF
15| 13 9040007559 1 10/27/2011 Photographer 1EA 465 893256 ISF
16| 13 9040007509 1 10/21/2011 Photo shoot 10/20/11 1EA 465 893256 ISR
17| 13 9040007507 1 10/24/2011 Photography for Endowed chairs Lunche 1EA 465 893256 ISF
18| 13 5040007492 1 10/29/2011 Photo Services 2EA 465 893256 ISF
18| 13| 9040007449 1 10/28/2011 ENG Lab Shoot 1EA 205 893256 ISR
20 13| 9040007444 1 10/28/2011 ENG Alumni Shoot 1EA 270 893256 ISE™
H 4 % | 13 Open ISR 8-10-2011 %] IEN i ] ¥ ﬁ
Ready | [EHOm 100% () L) ()

30. Click the File Tab button .

Click the Save As main menu

| Save As

Last Modified:6/23/2015
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Save As
=
Save As E]E
Save jn; | (B} Deskrop v | - X ChifE-
My Recent Mame Size  Type e
~~Documents | ) 15 ypen ISR TAB 1KB Text Documen
@ Deskkop @/ shorteut bo Recydle Bin 1KE Shortout
Mi E‘__'iShc-rt-:ut ta My Docurments 1KE Shorkeut
¥ . : .
El EAES [ 15R Wehinar For Providers File Folder
M |15k Folder File Folder
4 Computer | | ()Phase 11 sRM File: Falder
\Q My Network | Distributed SRM Shopping Lab File: Folder
Places |25 Training team weekly Status File: Folder
[ Desk Top Files File Folder
CILOG_PROC_ISRFulfilmentInstruckions_1_ 1 File Folder
[CwWark Instruckure Template File Folder w
CLoG_PROC_ISRFulfilmentInstructions File Folder
[C35RM Phase 2 Work Inskructions File Folder
| Facilities Training File: Folder
|CILOG_Procurement_ChangeUserattributes_1_ File: Folder
IS8R Structure File Folder
[C2)CAS BYW Reporting Workshop File Folder v
< b4
File name: "13 Open ISR 8-10-201 1, HLS" v 34
Save as bype: |Unic0de Teuk v ————1 32
2o ) e 1] 53

32. Click the Save as type: combo box
|Uni|:|:u:|e Text d |

33. Select the Excel 97-2003 Workbook list item
Excel O rkbioak,

34. Click the Save button .

Microsoft Excel

Microsoft Excel

! "‘l., The file 13 Open ISR 8-10-2011.%L5 already exisks, Do ywou want ba replace the existing file?

35 |r Yes l [ Mo

35 Click the Yes button L2
At this point the user has saved the file in the format desired. Next the file will be reformated
to create the Upload file - to be used in the fulfillment process by deleting all the un-necessary
columns and rows.. Per the following template,

13/18 Status:Final w/o SME Review
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A

1 Fullfillment Upload Template

2 Provider Number
Will be validated against the
values in the Provider Table. If
not in the table, the upload will
be aborted with an error
condition. Note: enter the
Provider Number with a leading
singlr quote ' before the number
to preserve the leading zeros.
Example: 000112

3
4 'oo0112
5 000112
5 000112
7 ‘00112

8]

11
12
13
14
15
16
17
18

B C D E

Request Number Request Line Number Charge Amount Completion Ir
Must be in the number as ~ Must be in the range 001 to  The amount to be charged Can be blank or a
assigned by the SAP system 999 against the requesters’ indicate the task |
at the time the document account(s) completed. Tt Mus
was created in the ISR capital X
module. If not the the
upload will be aborted, and
an error condition indicating
the record mumber in the
upload file causing the error

will be generated.

9040000063 1 25X
9040000074 3 250
9040000075 b 55.75 X
9040000075 2 75.25

Instructions: Copy this Excel Spreadsheet template to an Excel File on your computer
1. Complete the five columns

2. Ensure the Completion indicator field is capitalized, if line is complete

3. Ensure a charge amount is entered

Once the spreadsheet is populated, then

4. Delete the header rows, blank rows and sample lines above

5. Save as a"text, tab-delimited"” file on your computer and use use it for upload

@ The final file for the upload in this example looks as follows:

Last Modified:6/23/2015
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Microsoft Excel - 13 Open ISR 8-10-2011

@ 13 Open ISR 8-10-2011 - Microsoft Excel = =& &
36 Home | Inset  Pagelayout  Formulas Data  Review  View  AddIns a@o P =
— — ] == [S== -
& cut Calibri Soe A = P SiwrapTet General - 1‘5‘ % g - §< ] I Autosum % ﬁ
37 —— Eacopy - - A == @ Fin -
— Paste B I oU-~ < -A-| = Merge & Center~ | § - % 3 | %@ ;% Conditional Format Cell | Insert Delete Format Sort& Find &
- Format Painter =4 C3 Ewerg " % >0 Eormatting + as Table * Styles | - - - @2Cearr  Fitterv Select~
Clipboard 5 Font o Alignment W Number W Styles Cells Editing
TR, .
[ B10 - 5|

L _Jr[][=

1 13 9040007807 1 210 X

2 13 9040007769 1 50 X

3 13 9040007767 1 375 X

4 13 9040007699 1 2375 X

5 13 9040007595 1 150

6 13 9040007565 1 335 X

7

8

9
) I —

11

12

13

14

15

16

17

18

19

20

21

22 d
W 4 ]| 13 Open ISR 8-10-2011 %] Ml il ] ol
Ready | |[Eom 100% (=) ! (+)

. Cromer
Click the File Tab button .
. . 51 save As
Click the Save As main menu |
15/18 Status:Final w/o SME Review
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Save As
=
Save As ? E
Save jn; | (B} Deskrop v | - X ChifE-
My Recent Mame Size  Type e
“7 Documents || 515 cpen ISR 8-10-2011 BOKE Microsoft Exce
(& Deskiop &) 13 open Isk 5-10-2012 39KE  Microsoft Exce
7[\‘1 @_] 13 open ISR 9KE Microsoft Exce
y = )
GDocuments 2113 apen ISR TAB LKE Microsoft Exce
"M E_]Copy of Modified-I5R-Fulfillment-Upload-Template-+3 31KE Microsoft Exce
|l Cgmputer @_]SAP GL Funds Management - blank{1}) 30KE Microsoft Exce
\Q My Network ! Shartcut ko Recyele Bin 1KB Shortout
Places @_]Team Directary Bllworks and CampusCne 6-7-10 S5 KE Microsoft Exce
@Shortcut ko Iy Documents 1KE Shorbout =
|15k Wehinar For Providers File Folder
ISR Falder File Falder
|C)Phase II1 5RM File Folder
| Distributed SRM Shopping Lab File Folder
| Training team weekly Status File: Folder
|C)Desk Top Files File: Folder
[CLoGE_PROC_ISRFulfilmentInstructions_1__1_ File: Folder
[ work Instructure Template File Folder v
< b4
File name: 13 Open ISR &-10-2011 v
Save as type: |Exce| 57-2003 Workbook v—o—— 1 38
Save ]«l—eaﬁeeJ—F - 40

Tools i

38. Click the Save as type: combo box

|Exu:e| 97-2003 Warkbook

39. Select the Text (Tab delimited) list item
Tah delimited)

40. Click the Save button .

Microsoft Excel

Microsoft Excel

farmat?
.
\..14) » To keep this Format, which leaves out any incompatible features, click Yes.

+ To preserve the Features, click Mo, Then sawe a copy in the latest Excel format.
» T see what might be last, click Help,

41 |I Yes l [ Mo ] [ Help ]

13 Open ISR 8-10-2011 .bxt may conkain Features that are nok compatible with Text {Tab delimited). Do wou want to keep the workbook in this

41. Click the Yes button |__"=5

- 16/18
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Microsoft Excel - 13 Open ISR 8-10-2011

| 13 Open ISR 8-10-2011 - Microsoft Exce = & &
42 Home Insert Page Layout Formulas Data Review View Add-Ins & 0 o P R
;m‘ :E:;y' Calibri oA === ® Swepte General - ij‘ ﬁg ':jdl %E' ?\ i‘ EI:ITTSU"" %? ja
P Fromatranter| B 7 LT[ H - S A E £ BMergeacenter=| § - % s | S| Cmatom fomel cete | T DT T e s et
Clipboard 3 Font = Alignment = Number = Styles Cells Editing
43 - - - 3
| B10 - f S
A B C D E F G H 1 J K L M N [o] P Q R ;
1 13 9040007807 1 210 X __
2 13 9040007769 1 50 X
3 13 9040007767 1 375 X
4 13 9040007699 1 2375 X
5 13 9040007595 1 150
6 13 9040007565 1 335 X
7
8
9
10 A
11 1
12
13
14
15
16
17
18
19
20 L
21
22 >
H 4% ¥| 13 Open ISR 8-10-2011 %] el il ] 0
Ready | [EO ™ 0% o) U o
42, . File
Click the File Tab button .
. . | |_j" Close |
Click the Close main menu .
Microsoft Excel
Microsoft Excel
.__.n-\\
I % Do you want to save the changes you made to '13 Cpen
ISR 8-10-2011. tet'?
44 - —[ Save l [ Dop't Save ] [ Cancel
44, : Save
Click the Save button .
Microsoft Excel
I N
Microsoft Excel E|

13 Open ISR 8-10-2011 .bxt may conkain Features that are nok compatible with Text {Tab delimited). Do wou want to keep the workbook in this
farmat?

-
\!‘) » To keep this Format, which leaves out any incompatible features, click Yes.
+ To preserve the Features, click Mo, Then sawe a copy in the latest Excel format.
» T see what might be last, click Help,

45 |I Yes l [ Mo ] [ Help ]

45. Click the Yes button |5

1718 Status:Final w/o SME Review

Last Modified:6/23/2015 File Name:LOG_ISR_ZF|_OPEN_ISR_OpenISRReport.udc © Boston University




F Work Instruction
BUWD{I(S Oﬁilﬁe HE'D 04 ZFI_OPEN_ISR Open ISR Report

Results and Next Steps

You have executed transaction ZFI_OPEN_ISR, save a default layout for the report to be used in the
future. Exported the report to a local file and generated the Upload file used in the fulfillment process.
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