REQUIRED STEPS TO INPUT COST AFTER 9/30/2003

1. Enter data in TC “ML8IN” as usual to create a service entry sheet
with planned services with percentage quantity of 1% — you will
receive the following error message.

2. “X” out of the following boxes as indicated by the arrows until you
reach the service entry sheet with empty page as seen below.
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3. After clearing all of the error screens, this is what should appear.
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4. Make the necessary changes in the Doc Date (invoice date or
receipt date) and Posting Date (must be 9/30/2003) and click the
Serv. selection icon as shown below.
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S. After clicking on the Serv. Selection icon the following box will
appear — click on the green check mark to continue.

6. The following will appear:
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7. Highlight the lines requiring cost and click Services icon as shown
below:
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8. The screen that would normally appear initially will now appear.
Change quantity amount to appropriate amount needed for costing

and click the “Accept” icon and “Save” icon.
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9. The following screen will appear:
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10. Posting date must be changed to 9/30/2003 as stated before and
the document date will either be the invoice date or receipt date.
Note: Period must be changed to “012”. Click on the green
check mark to save the updated record. Your goods receipt
number will appear as normal.
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