KE21N - Manual Posting in COPA

Tasks to be completed when documenting an SAP Transaction, Report or Message
code.

1. Title of the page = SAP Transaction code, SAP Report or SAP Message
2. Add the following Labels, respectively:

« SAP Transaction => "sap_transaction”, Transaction code "XXxx"

o SAP Report => "sap_report"

o SAP Message => "sap_msg"

3. On the left section, describe the steps. On the right section, insert respective print screens
and additional guidelines, if needed (e.g. Main selections of the transaction...)

In case you know the specific document to correct, go to KE24 and find the respective document:
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Go to KE21N and set Record Type Z and your document as reference (if available; if not, please fill the
STEP 2 much details as possible):
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This view shows the 5 most recent entries. The complete workflow log is available from the 'Document Activity' menu item.

May 22, Actor Type Activity

2019
Published PEREIRA DINIZ, Sandra State changed state to Published at 1:36 pm
Draft PEREIRA DINIZ, Sandra State gave Approvers approval at 1:36 pm

From May 16, 2019 to May 17, 2019

Create Line Items: Initial Screen

Dooumint numbsr Tt ramiber ] Record Type
Postng date 13.03.2018 Pencd Fucal Year

Valuaton Type
Legal View
PrCr View

Post Line Items

='In Operatng Cancern and Company Cade Cusrency
Orly in Operating Concern Cumency
Orly n Comparsy Code Currency

Enter Usig Reference :
Document number 29154866 |
Ttern rumber

Record Type

Ref.doc rumber

Reference tem

Change what you want to change in the first 2 tabs:

. Chraasrscs | vaue feits | orgn

Go to the 3rd tab and fill the CE and Order/WBS/etc (which you can also find in the original document,
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