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e Course Qutline

— Finance Organizational structures & Accounts
Payable Master Data

— Accounting Transaction In Accounts Payable
— Period End closing in Accounts Payable
— Accounts Payable Reporting
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Unit 1 : Finance organizational elements &
Master data in Accounts Payable

e Client Structure

e Controlling Area

e Chart of accounts

« Company Code

e Cost Controlling Objects

e Vendor master data maintenance
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Course Prerequisites

Course Prerequisites
Basic knowledge of personal computer operation
SAP Navigation and Basics
Basic knowledge in Accounts Payable Accounting
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Course Objectives

At the conclusion of these Course, you will
be able to:
Explain what accounts payable accounting is.

Describe how accounts payable is integrated with
other modules.

Maintain and view vendor master data.

Process accounting transactions within a period in
accounts payable.

Run Accounts Payable accounting Reports
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Organizational Structure -
Objectives

Upon completion of this module, you will be

able to:

List various organizational levels.

Briefly outline the master data concept within the SAP
system.

Explain each level of the organizational elements within the
SAP system.

Describe how Finance and Controlling are linked in the SAP
ERP system

May-09 7



Client Structure

Clients

Hardware

Delivery client

ﬁents are used to divide da@ (000 & 001)

in a SAP System into various : :

. Product I t .
data areas for various —> e oe— | |Acl
purposes. If a company, for : | identi
example, wants to use its SAP |——>> or examtle. 999) three
System for both test and code.
training purposes, a client is — _
created for each purpose.

- /

When logging on to the system, the user has to select a client in which he/she wants
to work. The user can then only access data in this client.

May-09 8
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SAP R/3 Integration Model

R/3: SAP R/3 stands for System Application products Real Time system version 3

Integration

The various application modules of SAP R/3 are integrated. This means that the SAP system has a
common database therefore all users have access to a common pool of data. A transaction in one
application module has effect on other relevant applications.

Flexibility

As the system is modular you can choose to implement only the application modules you need.
Interfaces to other systems are optional. This means that it is a truly open system.

The system you buy is the SAP R/3 standard system. You customize this system to suit your
company’s needs.

May-09 10



FINANCIAL APPLICATIONS

Financial Applications

Controlling
(Managerial
accgunting)

Cash

management O erhead.{:crst
and forecast General accountng

Treasury Accounting Productcost
Management accountng

H EH B
Cash
Management

Prrofita i lity
analysis
@ Real Estate

i

Subsidiary
ledgers
-
- N

All these various financial applications
offer different views of the financial
position and performance of a company
and allow various control levels.

- J
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General Ledger - Integration

The General Ledger
Is seamlessly integrated
with other modules i.e.
AP- Accounts payable
AR-Accounts Receivable
AA-Asset Accounting
SD-Sales And Distribution
MM-Materials Management
CO-Controlling
TV-Travel Management

Balance sheet

P&L statement _/

Facilitates Recording of all relevant accounting transactions which enable External & Internal
Reporting

May-09 12



Organizational Structures
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Controlling Area

Con-Y
trolli ng
area

Chart of |
taccounts -

i

1400 ‘

1200 SV Cargo

The controlling area identifies a self-contained organizational structure for which costs and
revenues can be managed and allocated. It represents a separate unit of cost accounting.
One or more company codes can be assigned to a controlling area, which enables you to
carry out cross-company code cost accounting between the assigned company codes.

However, this is only possible if the assigned company codes and the controlling area all
use the same operating chart of accounts.

SV Catering 3
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1500
Ground Services

May-09

Chart of Accounts

m —

h
It L
\_,Lﬂ &’H, -

1400 1300 SV
SV Catering Maintenance & Repair

e The Chart of Accounts
S5V Holding Compan

— Contains the

definitions of all G/L
accounts in an ordered
form

Each Vendor Master is
set up according to a
Chart Of Accounts

All company codes will
use the same COA

All SAA organizational
units use the same
Chart of Accounts i.e.
SAAi.e. 1000

15



Company Code- External
Accounting

SV

HOLDING
independent Company 1000
accounting code
entity —

4144/, //I'

Company Code

which a complete self-contained set of accounts can be drawn up). An example is a company
within a corporate group. It has a unique, four character key.

balance sheets and profit and loss statements.
A company code designation is required for every financially based transaction entered into

R/3. This is done either manually or automatically by deriving the company code from other
data elements.

multiple companies provided they have the same basic account requirements.

May-09 16
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Cost Controlling Objects

Cost objects

Cost centers
Internal orders

JA controlling area contains CO ob

ects that take on various functions within

Controlling, such as:
v'Internal orders
v'Cost objects
v"Networks
v'Projects
v'Cost centers

May-09
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Fiscal Year Setting

Special periods

All Company Codes in SAUDIA have
a fiscal year period starting from Jan

to Dec (1 — 12) calendar months + 4

special periods

May-09 18
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Master Data: Objectives

Upon completion of this module, you will be able to:

Describe the Vendor Master Data- Structure
General Data
Company Code
Purchasing Segment

Describe SAP business rules related to vendor accounts.

Maintain vendors’ and Control Master Data (Company Code
view),

Block and unblock vendors’ Master Data.

Mark/Unmark Vendor Master for Deletion.

May-09 20



Business Processes- Master
Data Creation

Maintain Vendor Master

MEMIS

Create/Update

MEMIS Vendor

MRO Vendor
Controller

‘endor bee
created?

Create General,
Company &

Purchasing View

BU Vendor
Controller

Extend Vendor

Advise BU User
via email new

Company &
Purchasing View

Vendor number

BU User

Vendor Request
Form (VRF)

A

User Advised

Central Vendor
Data Controller|

‘endor bee
created?

Create General
View

May-09
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Master Data In Accounts Payable

What is Master Data?
It is data that is stored in the database for long periods of time.

This permanent (yet changeable) data is created for:
Vendor Master Accounts

Reduction in data redundancy:

The shared master data concept in the SAP system will inevitably reduce duplication of data
stored and used in the business processing

Greatly reduced administration:
Through the elimination of re-keying, reconciliation and manual collation of data.

This gives the finance staff the time to analyze the figures rather than spending the majority
of their time performing administration tasks.

Seamless Integration:

A complete integrated system will provide better control and reduce data entry and errors
and also provides a complete audit trail for the organization.

May-09 22



Vendor Account

Vendor Account in SAP FlI e
] I

G I Account definition
enera at client level

data
Company code- Company code-
specific settings specific settings

3

—

)

CcC 1000 CcC 1200
Vendor X in company code 1000 Vendor X in company code12 00

JAs with G/L accounts, vendor accounts are made up of two areas:
JA vendor account is defined for all company codes at client level. General data, such as the

vendor's address, is also stored here.
IPostings cannot be made to the account in a company code until company code-specific

settings have been made, such as the agreed terms of payment.

May-09 23



Master Data Structure

J General data
) Address Vendor
Master

i
/ J Control data
] Payment Transactions

J Company Code data

L—eveIZ/ J Account Management

] Payment Transactions

_IPurchasing Organization
\ _IPurchasing Data
,/ ) Partner functions

May-09 24
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Master Data: Account Groups

. Number
Description
EIES

5
(§ SA01 Local Vendors 100000 - 199999 X N B

>
8:) SA02 Foreign Vendors 200000 - 299999 X §

c
O SA03 Employee Vendors (One —-Time) | 300000 - 399999 X %
= g
:Z) SA04 Affiliated Companies 400000 - 499999 X >
8 SAQ05 One time Vendors 500000 - 599999 X °§
2 SA06 IATA & GSA Members 600000 - 699999 X 3

_—

|

In the same way as G/L accounts, vendor accounts can be combined in various
account groups, so that they can be organized and managed more easily.

The accounts in an account group usually have similar characteristics. For example,
Saudia has one account group for Local vendors, one for Foreign abroad, one for
affiliated vendors, one for one-time accounts and IATA and GSA Members

May-09 25



Master Data: General Data

YWendor Edit Goto EBExiras Environment Systerm Help

) | A2 H I &E&@ | 4 EE YA sl EE D E B
Change Vendor: Initial Screen

YWendor 100032
ZCompany Code

SerraraE General Data Segment

[»] address

[+] Contral AddreSS Data.

FPavment transactions

7\ Control Data

Company code data/

'EZZ?E::?t?;ELﬁm Payment Transactions + Texts

Correspondence

May-09 26




Master Data: Company Code Data

[=
Wendor

=

Edit Goto

Extras

Environment System Help

T A EH &G OO E G T A E | EE G

Change Vendor:

Initial Screen

Wendor
ZCampany Code

1000322

Seneral data

[+] saddress

Control
Fayvmenttransactions

Company Code Data:

Accounting Information

Company code data
Accounting info
Fayvmenttransactions
Correspondence

—_

Payment Transactions

May-09
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Master Data: Search Terms

[E=vendor Account FMumber (13 [=]
. Wendors by Comparny Code I I I II'

Wendors Gencerall Verndors by Courtry " Comparny Code

Courtr
Cityr
Search term

Mame

K=

“Wendor

=1
Comparmy Code E 1100

Maccimum Mo . of Hits

i

ao

o | <t |0 | e |

J To make search function more accurate, you can use special characters (wildcard): “*”

) The search in text fields is non-case sensitive

1 In this example, the system will search for all vendors, that:
. Have in a field “Name” word “KING” at the beginning

] The vendor belongs to Company Code 1100

May-09 28



Master Data: Display

(=

Vendor Edit Goto EBExtras Environment Systerm Help

& a JEHEEe | 2 HEEE ST 4as | EE R D

Display Vendor: Initial Screen

Vendor 1060032 King Fahad Hospital
Company Code 11068 SW airlines

General data \
[w] Address
Control

Payment transactions You can choose to display certain
> screens only by selecting check

Company code data .

] Accounting info boxes against each screen name

Correspondence
[CIwithholding tax

May-09
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Blocking/Unblocking a Vendor

Ej"-.-"egd-:ur Edit Goto Extras  Environment  System  Help
& 2B &CER | HE BT aa EE @
Block/Unblock Vendor: Details Accounting
Vendor! 189032 King Fahad Hospital
Company Code 1100 SV Airlines

Posting Block
(] &1 company codes
[ =elected co. code

(JVendor master record can be blocked in :

JAIl company codes or
(JSelected company code and

»|If the Vendor was created more than once in a company code

»|s under investigation for business misconduct

May-09
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Master Data: Mark for Deletion

I:Ij"-.-"EEEI-:ur Edit Goto EBExtras Environment System  Help
& D A H && @ | 20 ES | S A En | FEE @ D
Flag for Deletion Vendor: Details Accounting
endor 189032 King Fahad Hospital
Company Code 1120 SV AIrlines

Deletion flags

[1an areas
[1=elected company code

Deletion locks

[1Seneral data
[1=selected company code incl. general data

Marking for deletion is a function that only identifies the segments that
are to be deleted.

Deletion is done by an archiving program

May-09
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Demonstration and Exercises

Please refer to your Exercise Guide on Unit 1

Finance Organizational Structures & Master Data in Accounts Payable

Please complete the exercises

2
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Unit 2 : Accounting Transactions in
Accounts Payable

 Park Invoice — F-63
 Change Parked Document
» Display a Parked Document

» Post/Delete a parked Document

 Post Vendor Invoice

o Park/Edit Credit Memo

 Post Credit Memo

* Post Outgoing Payment

* Display Accounting Document

» Clear Vendor Account

 Reset Cleared ltems

 Document Reversal (Individual Reversal) Document

May-09 34
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Business Process : Posting and
Parking of Invoice

Incoming Invoice Processing

Registration &
Control section

Start Receive Invoice from
Vendor and distribute |

forward to Accounts clerks

Is there
sufficient

No Make budget

A

Verify parked Invoice
against clerical
accuracy, supporting
documents

Department

Central Payment /
Manager Finance

: Post Invoice in the
[} system

boeccccsccscaad

nvoice verified

(O]

o

c

@®

k= >

== PN - budget? reallocation

CT) ()] . S e 1

o £ Receive Invoice from #Verify against™s 3 ]

= % Registration & Control «_ Duplicate L, ' . '

O a Section ~~~Invoice',' s Parkinvoice

£ 8 A i hegqmmeeeeai N Return Inv for
g ¥ Invoice parked O :
Q :with sys assigned: correction
(&] s Docnumber o

O 'S e®""*w
< cSeer

YES
=% cccccans
YE see="" < ' ' '
-

Post Invoice beeees Signed posted
: r ] invoice
L eceeaaadInvoice :
'

May-09
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Accounts payable transactions

ISince Release 4.6 (Enjoy Release):-

_JYou can easily create and post a vendor invoice or credit memo using a one-
screen transaction.

The entry screen is divided into the following areas:

JWork templates (here, you can select creation variants, account assignment
templates, or held documents as references)

_JHeader and vendor data (document header and vendor line item data is entered
here)

Line item information (the line items for the document are entered here)
JInformation area (the document balance and information about the vendor is
displayed here)

This transaction can also be used to create documents in foreign currency. The
foreign currency amount is translated into local currency using defined exchange
rates

May-09 37



Document Entry — Single Screen

»All required data is captured on one screen r—' R
v'A user can use “tabs” to switch between sub-screens  ~ 77777 =

[=
Document Edit Goto Extras Seftings Environment System  Help

& | B 9 HISE & 2 MG ETm O | EE e
Enter Vendor Invoice: Company Code 1100
IE Tree an | Company Code ||& Haold ||E Simulate |||];i FPark ||j Editing options |

m|lnvoice [ ) = ﬁ [, 00

I@Enter Company Code

vendar / | SGL —l Company Code W@
Invoice date / / R rence |

Posting Dgf o7 A5 zo0s

Crossﬁ no.

AMﬂ / SAR | [] calculate tax
Faxamount S S =] -

A Tet S / |

Comp v Code 1100 3V Sflines Jeddah
Lotyfo.

‘i
St S/l ac Short Text D Amount in doc.curr. Loc.curr.amaount T |Text Lo |Co Bus |Cost
S Debit @ @, 00 1108
S Debit @ @, 00 1108
Debit & o, a0 1100
Debit = 0,08 1188
Debit = 0,08 1188
Debit = 0,88 1188
Debit =1 0,08 118
Debit & o, a0 1100 E
Debit @ a,aa =21 BREEE =1
01 ] [« ][]

=  EIEE EE -

May-09 38



Document Tabs

Transactn Invaice

=l

Cue an |EI?.EIE.EEIEIE|

BaselineDt ||7.05.2008 (=)

Fayt Terms S‘u“EI1| |_|Da].r5 |:|

Bal. |@,088 Co@
Yendor
Address
AirZim
. |pays | ||| POBox1000
|:| Days net Harare

Disc.hase | 5AR To be calcultd Fixed |_|
Fmt Method |_| Fmnt Black |Freefnr|:|a'y'ment E||
In.ref. | T 1 |

Bank account 122334444
Saudi Bank, Branch 0022

| Ols

1On this screen a user can enter all the data required for further payment

processing:

IBaseline date, Payment terms, Payment method and Payment Block.

May-09
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Details Tab

Transactn |Inuni|::e E|| Bal. [B&,00 |CCI
Address
il W Local Vendors Contro AirZim
Assign. | | PO Bax 1000
HeaderText |VRO001/2008 | Harare
TrpartBA ]
Refkey3 | | K
Fund | (=)
Bank account 122334444
Funds Ctr | | Cmmt ltem |2012100 Saudi Bank, Branch 0022
Ols
Q| D]

) On the details tab, a user can enter any additional data regarding an

invoice

.} Recon/Control A/c updates real time automatically

May-09
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Vendor document’s types

In order to distinguish between the various Fl documents, document
types are used. Each document is assigned to one document type, and
this is entered in the document header. Document numbers are provided
by the document number ranges assigned to one or more document

types.

of endo
Nen® s ﬂed\t
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Posting Periods

Defining Posting Periods

Gross & Co.

Invoice 1200000025
from 0325 ™Y™Y

Total 1.100

can be posted to today I_I
Fiscal year‘f‘f"f - -
@ CoEoommeEeEm . Special Periods

I Closmg pernods

Normal Periods
@02 |02 |03 [0 Jo5 |06 o7 [oa J0o [0 |41 [12 ) FeEIFLEEEIVE RIS

The Opening and closing of the periods can done be at a central point for all the Company Codes
under Saudia

The posting date, which is specified during document entry, determines to which posting
period the document is recorded.

The posting periods for your company is defined by the fiscal year variant.
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Posting Keys

Posting Key

% Detail wview

Account

- Item 1 7

Amount 2 Debit or
Tax 1D re it

- Additional info. l|'

Business area ‘/
Cost center
Text 3. Freld status?

(JEach document line item contains one posting key. This is an instrument that is used

The posting key (PK) has a
control function pertaining to
the documentline items.

It determines the following:

1. Account type for the
posting of the line item

2. Posting of line items as
debitor credit postings

3. Field status of additional
information

for internal control and is used during general postings to tell the system:

(The account type to be posted
dWhether it is a debit or credit posting

Which fields of the line item may have or require an entry

dIn the new Enjoy transaction, you no longer need to enter the posting key. It does,

however, appear in the document and its control functions are still relevant.

May-09

43



Standard Posting Keys

01
02
03
04
05
06
07
08

( Customers

11
12
13
14
15
16
17
18

09

19

n

Vendors

(21 | 31 )
22 | 32
23 | 33
24 | 34
25 | 35
26 | 36
27 | 37
28 | 38

B v
( General Ledger

\_ 29 | 39 )

( Assets

?U‘?ﬁ

Material

89 | 99

May-09

40 | 50

80 | 80
g1 | 9
g3 | 93
84 | 94
85 | 95
86 | 96

"‘—s.\

For postings to GIL accounts

T from MM

**In the R/3 System, there are a
large number of standard
posting keys which should be
used.

ssEach posting key is used for
postings to a certain side of
accounts of certain account types.
“*For postings in the Accounts
payable, you only need quite a
number of posting keys where as
General Ledger normally uses
two: see diagram

=40 for debit items

»50 for credit items
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Payment Terms

[E=Terms of Favment (1) 11 Entries found

B 0 Y s =1

PayT | Own explanation |

SWwo1l Upon Involice presentation
SWo2Z2 Within 20 days Duese net
SWO32 Within 0 dayvs Due net
SWioL Within 20 days Due net
SWO5s Within 120 days Due net
SWOE Within 150 davs Due net
SWOTF Within 10 days Due net
SWos Within 15 days Due neaet
SWog Within 210 davs Due net
SW11 5% Retention FPayment Terms
SWwWag9 10 Years Due Date

11 Entries found | | (=

[ Terms of payment are arrangements made with a vendor governing financial
settlement with respect to:

v goods supplied
v services performed

 e.g. cash on delivery, payment within 30 days.
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Line items

St |G/l acct Short Text DiC Amountin doc.ourr. | Text Lo |Co  |Bus |Costcenter Crder
w |5026111 Debit & 1. 000, 20 11040 11111130
i T Edst |G acdt W{EH\D!D Amountin doc.curr.  |Loc.curramaunt  |T |Ted Lo [Co |Bus |Cost{l]
A isazorn | [W]5U06111 POSTAGE Nbit & 1098, 68 1088, 80 NS
_LEEIEEW POSTAGE DE\H:El 1.000,00 1.000,00 ﬁHEIEI 111
Line items | |#/|3026117  POSTAGE DE}HE 1.000,00 1.000,00 ﬁHEIEI 111
"H; _"zamzmﬂ POSTAGE 20t 2 1800, 08 1600, 08 [gjrian] it
~— 0] s I s | 3

o Ens pp-e o o s oo @i

1 In the “line items” box a user can enter the relevant transaction data:
v GL account (usually an expense account),
v" Amount,
v Controlling Object (e.g. cost center),
v" Other required data - text

= “Items’ toolbar” helps to process the data.
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Processing a document

Invoice Number:

Invoice Date:

276662 4/18/2008
Itenllized List Currency:
‘\Stem Description
Quantity |Unit Price Discount |Tax Rate |Pre-tax Price
# Rate (24) | (24) Total with Tax
i [Ty
1 2,000.00 | 0.0 | 15.000 | 2,000.00 2,300.00
Pre-tax subtotal 2,000.00
Tax 300.00
Shipping/handling cost 145.00
Total charges 2,445.00

\

| Fark

Save as completed

Faost

=

Document overvew

Edit Goto Settings System  Help

&= |

=1

4 3 &a e D EE T s s | EE D E OE

Document Overview

= Reset | Taxes || Complete || Fost |-

|Ei Choose ||Ei Save |

Doc . Type

KR { Wendor Inwvoice )} Parked

document

Document

Doc . MNumber 2500000291 Company code 1100 Fiscal wear 2008
Doc. date o7 .05 . 2008 Posting date oy . 05. 2008 Period -
Calculate Tax [+] . . .
ReT doc . GTRRR E Simulate S|mU|at|0n
DoC . CUurrency SAR
Doc . Hdr Text VREOGOO1 2008
Itm|PK|Account Account short text Assignment T Amount
1|31 100011 AirZim 4 000, 66
2|40 5026111 POSTAGE 1.000
S| 40| 5026111 POSTAGE 1.000
4|40 S026111 POSTAGE 1.000
5|40 5026111 POSTAGE 1.000, 0C

May-09
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Parked doc. vs. Held doc.

Park document:
Assigned number (according to document type)

Available for many users (depending on
authorizations in the system)

Held document:
External document number (defined by the user)

Available only for the user who created it for
further processing

Save as complete

Function will first check for resources before
saving document ( for those expense accounts
that are subject to availability control)

May-09
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Processing of Parked Documents

AT Eil G s SRE En

Document Edit Goto Extras Setlings Environment System Help
& B A H &aE@ | O EGE E;mTmaA s | EE & O D|splay Clrl+Es
Edit Parked Vendor Invoice 2500000097 1100 2008
= Selection of parked documents
IE Tree an | Company Code ||E Simulate || Save as completed |||Ei FPost ||f Editing options | - F'
Simulate F4
Transactn Invoice = Bal. [B.@@ J
Basic data Wendaor | Park Fa
Address u "
Vendaor (EEEEE [=)sGL Ing [ ] AirZim Saire as completed Cirl+Shift+Fg
Invaice date o7 .05 2008 Reference SWE PO Box 1000 Paost Shift+F11
Posting Date a7 .05 2002 Harare - _
DocumentMo[2500800897 | Delete parked document Cirl+Shift+F 2
Amount 10,00 SAR [+] Calculate tax \ .
l | I = S Shif+F3
Text | credit memo | Bank account 122334444
Paymtterms Due immediately Saudi Bank, Branch 0022
Baseline Date o7 .05 _ 2008
[« 1[I EL«1x]

St SAL acct

Short Text

DC

Amountin d;

Debit

Debit

Debit

Debit

Debit

Debit

Debit

Debit

(| | [ | | | |

Debit

Parked Document

= ElEE EE = (CE (=]

Can be

May-09
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Posting in Foreign Currency

DECUERIN

Currency/rate SAR 3.7
Amount 1,000
Translation date

08.15.02 SAR USD 3.76..
09/31/02 J > 09.31.02 SAR USD 3.75..

\

Amount LC: 1,000.00 SAR
Amount FC: 266.67 USD

> 4




Posting in Foreign Currency

C , - Currency [UsD | 4,E000E |
Table View Edit Goto  Selection WilitiesiM) System  Help
= = = = = = = Translatn Date

& 30 @@ BHE atnoan BE G

Display View "Currency Exchange Rates": Overview

(2)

| 3,73400 |

ExRt[validFrom _[indirquot | _|Ratiorom) |From | _[Dirquet | |Rato 0| [ H———
i [o)01.2008 588086 | X 1SR | = p.oeoen | X 1ER | [4

1 o1.01.20665.88086 | X 1SR | = p.oeses | x 1ElR | [

| o1.01 2001 5,88086 | X 1SR | = p.oeses | X 1[EUR

| e1.91 2081 p.oeoE | X 1SR | = (38.65408 | X 1Py

T 01012001 3,74340 | X 1SR | = p.oeses | X 1UsD

Local Currency
Translatn Date 7.05. 2008 [« Exchange rate 3,73400

Amount 100,00 UE
Amountin LC 373,40 | SA @
o 1. Exchange rate can be entered manually

O 2. Or derived from “Exchange Rates Table”

O 3. System automatically translates the foreign currency into
Company Code currency.
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May-09

Demonstration and Exercises

Please refer to your Exercise Guide: Unit 2

Accounting Transactions in Accounts Payable

Please complete the exercises

2
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Clearing Resetting and Reversing:
Objectives

Upon completion of this module, you will be
able to:
Display Vendor account balance and line items,
Clear outstanding items on vendor account.
Post vendor documents with clearing,
Perform automatically clearing procedures.
Reset clearing documents
Reverse accounting documents
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Clearing Process Flow

Clear Vendor Account Open fiems

G Reveneone -

0 Vendor e Dedits and Credlt Assignine
) can b assined” fems and save
L

“ ]

May-09



Open Item Clearing

Open item account-
Vendor

Manual Automatic
Clearing Clearing
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Clearing Open ltems- Example

Invoice 1000
Credit memo 1000

Clearing account

1000 1000 [2
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The Clearing Document

° Open Item Account

40000}0
10000J o

{50000 20000 ©

3 p

o O O

o O O O

Clearing
document

(o)

(o]

May-09

Amounts can be
cleared
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Got Questions?
o
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Business Process - Reversal

Document reversal

Proponent

P | Request—

Internal Service

reverse voucher

E—

Y

Repost new

i T S

—
Q
n 0
>
=) Review Reverse e
8 a Request New Invoice ? Document Workflow
Qo g No Yes enabled and
<5 ) — processed
y
(2] — Display/change/
Q )
'§ e g Reject Accept reject
0o © O Vendor
8 %g document
<80 "
? Accept
Reject ‘ 4
w e
=20 0 Display/change/ )
€9 > : Document is
S® O accept/reject/
3 = g post | posted to GL
(@) Accept
o<

May-09
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Reversal of Clearing

Vendor 100032 . .
Company Code it D|splay of cleared items

Name King Fahad Hospital
City Reverse Document; Header Data
‘6’({’ Display oefore reversal H Document fist ﬁ 13z Reversal ‘
St[Assignment Documentho| Type Doc. Date |5|DD|Amount in Tocal cur.
0 o 1190080017|AB |03.85. 2008 199, 86 1190880617 Dooument Detlls
0 @ 1100000017 |AB 03.05.2008 100, 00- 1100800817 Document Humbar 1100a06630
0 @ 2100000008 |KA 03.05.2008 100,00 1100000017 PP
0 o 2500008030 | KR 03.05.2008 100, 00- 1100000017 EIE .
Fiacal Year 2008
‘@
BeOA Speciications for Reverse Posting
Clearing Document 100000017 Reversal Reason I31|
Company Code 1100 Posting Date
Fiscal Year 2002 Posting Period

J Reversal of documents that have been cleared is not
possible,

! First the clearing operation must be reset and then you can
reverse a document.
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Accounts Payable Document Reversal

May-09

Account 1

2,050

Account 2

Account 1

-850~

Account 2

Account 1

2,500

Account 2

Document entered incorrectly

Document corrected by Reversal

with a standard reversal posting

Document re-entered correctly

62



SAP ERP Terminology Review

Existing Saudia Term

New SAP ERP Term

Invoice Date

Document Date

Posting Date

Vendor Invoice number

Reference

Charge account

Controlling Object (cost centre)

Expense account

Cost element

Reconciliation Account (control A/c)

Payment Method

Payment Term

May-09
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Any Questions
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Demonstration and Exercises

Please refer to your Exercise Guide:
Unit 2: Accounting Transactions in Accounts Payable

Please complete the exercises

2
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SAP ERP Terminology

Existing SAA Term

New SAP ERP Term

Advance

Down Payment

Down Payment Request

Special GL indicator

Special GL Account

May-09
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Special GL Transactions: Objectives

Upon completion of this module, you will be able to:
Explain how the system manages special G/L transactions

Understand how you can adapt these transactions to your
company-specific requirements,

Post the documents, using Special GL indicators.
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Special GL Transactions: Definition

{Chart of Accounts |1503  SAUDIA Chart of Account
Account Type .K ‘endaor
: Special GAL Ind E Employes Advances
S e al GL Account .ﬂ.??laniﬁt )
I n d | C ato r Recon. acel Spacial G account Planning leval  Inputtax claaning
— L
Vendors’
reconciliation Accounts defined for
accounts Special GL

Transactions

[ Special GL Transactions allow the user to post the document to an
alternative GL account instead of “normal” Vendor reconciliation account,

1 They are defined in Customizing for Vendor and Customer reconciliation
accounts,

] Customer / Vendor account balances are not affected.
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Down Payment Request

Vendor GL

Account Bank Advance
Account

Alc

.} Down Payment Request is booked as NOTED ITEM in SAP with Special
Indicator

! Called Memo Data
! Does not update GL Balances
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Posting a Down Payment

Account o Payments

Account

.} Saudia pays the vendor a down-payment: SAR 1000/=,-

) The down payment is booked on Vendor account with a Special GL indicator

! The amount of SAR1000,- is shown on Vendor account, but on different GL
Account, instead of Vendor reconciliation account
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Display of Special GL Transactions

Vendgi_ine ltem Display

J=( Data Sources

| Vendor selection
Vendor account
Company code

hees32

1188

Transaction code:

FBL1IN - Line item
Display

View Down Payment Docs

View Request only

Type

[ Mormal items

A A

MNoted itermns

[Parked items

[ customer iterns

.} To display the transaction posted with Special GL Indicator, mark the
relevant field on the “Line items display” screen.

1 “Dynamic selections” may be used to search for different GL indicators.

May-09
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Demonstration and Exercises

‘ Please refer to your Exercise Guide: Unit 3

Advance Payments in Accounts Payable

Please complete exercises
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Unit 4 : Automatic Outgoing Payment
Process & Cheque Voiding

« Down Payment Request
e Post Vendor down Payment

e Clear Vendor down Payment
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Automatic Payments - Objectives

Upon completion of this module, you will be able to:
Maintain the parameters and manage the payment program for Vendors,
Automatically process transactions,
Clear open items using payment program,
Print check forms and payment advices automatically,
Void /Cancel individual cheques
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Business Process : Automatic
Payment

Accounts Payable — Automated Outgoing Payment

AP Open Items as per the
SAP AP Ledger

Accounts
Payable

A

> Payment Proposal Generated Edit the Proposal Create Payment Media
=] by SAP taking Account of Payment Run >
(2] p
® Available Funds
(&}
—
|_
o
()} (?) Treasury Manager Advises
TG Available Funds
G O
=+
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Automatic Payment

The payment program was developed for international
payment transactions with customers and vendors, and can be
used for both incoming and outgoing payments. However, it is
more commonly used for outgoing payments.

The automatic payment process comprises several stages.

The first stage involves maintaining the parameters. You use
the parameters to define which accounts and items the payment
program is to include in the automatic payment run.

A payment transaction can be carried out either manually or
automatically by means of the payment program.

The standard system contains common payment methods and
corresponding forms that have been defined separately for each
country.

May-09 79



Payment Program

Maintain Parameters

May-09

Parameters are entered

Schedule Proposal

Steps

Payment proposal are created

\ Edit Pro
posal
/

Payment

proposal are edited

>

[ Schedule Payment

\,/’ Schedule Printing

Payment run is carried out

Printing of checks is carried
out
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Payment Program

Payment Run
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Maintaining the Program
Parameters

Automatic Payment Transactions: Status

|E] Status ||=,£:E,E Proposal ||=,£:E,E FPrmnt Run |

Run Date ho.os5. zaa0s[=)
Identification SVOO14

Identifies each individual payment

run

arameter selection Additional
> status RIS  Free ‘ Loa |

Status
Farameters have been entered

Status of the payment run
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Payment Program Parameters

ansactions: Parameters

Which company codes are
included in pa r i ?

Fun Date 1005 26008
|dentification SVEE1

Fosting Date |1 0.05.2008 Docs entered up to 10.05_ 2008
Customeritems dueby /'

Fayments control
31.05.2008 D
[«]
N
N\
Accounts \
Wendor 1Q0000 o gopaoo |

Customer

next run?

Foreign currencies
Exchanos
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Scheduling the Proposal
| Choose this option to start immediately‘
| -OR- |

chedule a start time

I= yd
Start date 10.05 . 2003 Start immediately
=tart time 30000

Target computer

v | X

The second stage is the proposal run. During the proposal run, the system:
IChecks the accounts and documents specified in the parameters for due items

JIGroups due items for payment
ISelects the relevant payment methods, house banks, and partner banks
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Proposal List

List of Vendors included in the Amounts included in proposal

run

e

Displgy Payment Proposal: Paymept(
| Chipose H Display || Back from find |

Run On 10.05.2008|svo01 | Snd. CC 100
Faymentg/exceptions /
B REREP e ER EZER (]
Vendor¥ [Ty [z LZpmtami|Paypeft  |PmtAdvice [Croy |BusA[BP [Name 1 |city
100000 E VQEEEB.ED/ Airchem Consumables FZCO (ACC) Jabel Ali E
100001 282281 .28- EUR Microsoft Jeddah [+
100001 @ 12.300,00- F110000001 SAR Microsoft Jeddah B
100004 @ | 144860359 Overseas Vendor Todi
100004 @ 10.000,00- F110000002 SAR Overseas Vendaor Todi
100011 @ 2.500,00- F110000003 SAR Airgim Harare
100017 @ 6912 SAR Okaz Jeddah
100027 @ 12.000,00-(F110000004 SAR Shelfa international for security 5 Rivadh
100027 @ 1.039.915,00- F110000005 SAR Shelfa international for security 5 Rivadh
100032 ] 2.400,00- SAR King Fahad Hospita

Vendor Name details
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Exception List

»The third stage involves checking and editing the payment proposal.

= N

<

0/ Exception List! 10
0, 0
Oi Payment EO
1 Items |

0T 0
0; [ 0
O:\TV\:O
0 0
'\_/—\

Items that cannot be paid are detailed on the
exception list

Possible reasons:
Invoice is blocked
Invalid data in the master record
Invalid payment method
Invalid house bank

Payment amount is less than the minimum amount
specified for payment

Not enough money in the house bank per
configuration

Credit balance
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Pavment Proposal - Print a List

Payment Ry oto Environment System Help

ca omees | @@ @O HIG81H menu
Automatic | ROBsSER| <o |

‘I:E'

Choose the relevant function from the main

FﬁimEﬂtE b DiEﬂ!ﬂ}' Proposal Shift+F9
Gl Status [|&F  Cancel F12 | Edit Shift+F4
Delete ShiftsF5
Proposal List.. Ctri+F1
Exception List.. Ctri+F2
Display Log ShiftsF7

Run Date lhe.05.2008[¢,
Identification :svu: 81

Payment List

(=] | (3] [ | ] | (o] | e[« > o]

EV Airlines Payment proposal 1ist for proposal run 10 05 2088/ SV 10 .85 2008 J 11:30:02
Jeddah Users: SVERP5GE
Company Code:.: 1100 Fage . 1
<% Payment House Bk Acct ID P Name {(in language of country}) Account holder Amount paid (FC) Crcy

Busa CoCd DocumentMo Type Document Date Bline Date PayT PK FC gross amount Tot.ded.in FC Met amount in FC Crcy Err

—vendor Qooo1o000
Company
Adrchem Consumables FZCOD (ACC)
PO Box 158
12234 Jabel ATi

= Exception Mo payment
1100 2500000063 KR 30.04 2008 30 .04 2008 SWo2 31 8.352,00- o.,00 8.352,00- UsD o6
1180 2500000054 KR o1 .04 2008 01 .84 . 2008 SVO2 31 55.500, 00 (ccic] 55.500,00- UsSD GEG
[=]E SPQOOQDEEs KR I () 4 (2N ef=] B [ 0pg Swo2 31 60 .000,00 0,00 60 .000,00- USD o6
o8 oood 31 2,70- &, 8o 2.,.70- UsD el S]
o8 sSvVo2 31 320 ,00- Q.00 320 .,00- SAR Qo3

Payment Proposal List
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Printing Schedule - Cheques

W prntout | ) Account Payables employee creates and posts payment run,

Automatic Payment Transactions: Printout and DME
|Ei Maintain Variants |

Run Date 10.05 . 2008

Enter |dentification SV

Variant & print Printout’data medium
checks

Form printing/data medium exchange

Frogram I‘u'ariant I‘u'ariant |‘u'ariant |‘u'ariant
RFFOAVIS

RFFOEDIY
RFFOUS_C EAMBA_CHOS

|ols|e
DI

b D]
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Printing

Account

C orVv

1[]|2[]

EDI _

i

DME

~—

Maintain parameters

|

Parameters have been entered

Start proposal run

|

Payment proposal has been created

Edit proposal

|

Payment proposal has been edited

Start payment run

|

Posting orders: x generated, x completed
Payment run has been carried out

Run date [03.01.XXXX |
Identification [AC200 |
Accoun HI — Status
J'-‘nc::m:nt h] £, Document

Start printout

_IPayment media are generated in this step, which means that:
JPayment media are printed
JPayment data is sent to DME administration

.@? Document

Line items
PK ...
PK ...

JIf you do not wish to work with the payment proposal, you can combine the steps "Start
proposal run", "Edit proposal", "Start payment run", and "Start printout” in one step.
Immediately after entering the parameters, you can create, post, and print payments.
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Printing Schedule - Checks

-dule a start time l - | Choose this option to start |mmed|ately

D‘Schedu]eP

Scheduling f /
Start date '*_=: 05 zumﬁ: [¥] Start immediately

Starttime CERCEE

Target computer ——
' - |IF11e-200z051(C-svent-7 )

Printjob -

Job name |F110-20080510-S

|| X

Remove the Question Mark and replace it with any character of
your choice e.g. 01, AX
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Demonstration and Exercises

Please refer to your Exercise Guide: Unit 4

Automatic outgoing Payment processing & Cheqgue Voiding

Please complete exercises

2

May-09
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Unit 4:.Cheque Voiding - Objectives

Upon completion of this module, you will be
able to:

— Void unused cheques

— Void Issued cheques

— Cancel chegue payments
— Display the cheque register
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Cancellation of outgoing payment
process

Cancellation of Outgoing Payment

-
-
- Pxd
"""
- -
i ®
Pid -
-
-

)
(]
)

1 2 : . H

Start Un-presented Stop payment [ 3 *p Resetclearing
cheque instruction to Bank Void previously $ v document

' ]
. (]
e )

[ ]
v issued cheque DR Bank
ST S CR Vendor '

-
~
cccccccccccas
m
>
‘

Finance Department

Central Payment / Manager
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Voiding Of Checks

ICheck can be cancelled before they are printed due to various
reasons: Soiled, Stolen, Destroyed etc.

JlIssued checks can also be voided/cancelled for various reasons: Stale

Check Register
([« ][m]
3V Airlines Check Register 10.05 2008 14:50: 60
Jeddah User: SVERFPE@
Company code 11080 Page: 2
Bank SADE1 Zaudi Bank Jeddah
Bank Key SABADT
Acct number CAB1 123456 {
5V - Prenumbered Chegues cance"ed CheCks
Check number from to Payment Pmnt date (Crcy Amount paid (FC)|Recipient/void reason code Enca. /vaic
ooeea4 4400008009(12.04. 2008 voided by GACAD13 - Stolen 15.04 . 2008
Qo0aes voided by SVERP12 - Page Overflow 12.04 2008
008606 4400000018 (12.04 . 2008 voided by GACAD1Z -_Destroyed/unusable 15042008
QoEea7 voided by SVERP124~ Form Clesing 12.084 2008
[e]efeneteet voided by SVERP12] - Page Overflow 14.084 . 2008
Qoeae9 4400000012| 14 .04 2008 voided by NDALO29J - Ripped during printing 15.04 2008
[oEE1e voided by SVERP12]- Form Closing 14 84 2008
Qoee13 voided by NDALOZ9Y - Page Overflow 19.084 2008
noee14 4400000017 16.04 . 2008 [ SAR 650.000,00(ATjamal Jeddah
Qoea15 4400000018| 16.04. 2008 | SAR 12.000,08|Aljamal Jeddah
[oEE16 443000801016 04 . 2003 [ SAR 1.200,008| 0verseas Vendor TRdi PG 20 84 2008
Qoee17 4400008020 | 16.04 . 2008 | SAR 100.008,00|sfsd sfs 26.04 . 2008
0oee18 k 4400000021 16.04 . 2008 [ SAR 100.000, 80 AirZim Harare 26.04 2008
| Check Number ' —
Voiding reasons
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Check Lots

Check lots have to be entered in the system.

Display Check Lots

Faying company code 11808 SV Airlines

House Bank SADE1 Saudi Bank

Account 1D pum Cperating Account

Lot nu  |Shortinfo Check no. fram Check number to Mext lot Mumger status Mon-s

1 Samba Jeddah . |Baoee 200000 ) BEe026

SR -y 7 I

][]
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Any Questions

Got Questions?
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Demonstration and Exercises

Please refer to your Exercise Guide: Unit 4

Automatic outgoing Payment processing & Cheqgue Voiding

Please complete exercises

2
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Periodic Processes: Objectives

Upon completion of this module, you will be able to:
Understand how to process vendor correspondences
Maintain correspondences

Have a basic understanding Execute the foreign currency
revaluation in preparation of period end closing activities
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Correspondences & Foreign Currency

Revaluation

Upon completion of this module, you will be able

to:

May-09

Understand how to process vendor
correspondences

Maintain correspondences

Have a basic understanding Execute the foreign
currency revaluation in preparation of period
end closing activities
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Foreign Currency Valuations

Month-End Closing Process

Old Month

MNew Month

-

.Fb::unr.:iialinn
Ledger Posting

.-.”.-}

v

D .

CoO

Taxes on
cales/purchases
Bal. Sheat/ P&L

Management

Reporting

p

Technical Steps

May-09

This slide provides an overview of the month-end closing process.
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Reporting: Objectives

Upon completion of this module, you will be able to:

Describe the various reporting options available within FI-AP
Module.

Understand the differences between list-oriented and drilldown
reporting.

Use the various functions available within executed reports.
Make use of line item reporting
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Accounts Payable Reports

SAP ERP system offers number of reports that help analyzing
entered business transactions:

Account Balances

Line Items

Documents

Master Data
Report can be:

Printed out directly to the printer,

Saved as a local file (txt format, Excel file etc.)

Sent by e-mail

May-09 105



Accessing Reports

Accounts payable reports can be accessed in different
ways:

Through the SAP easy access menu tree,

Through the ABAP work bench area Transaction
code SE38
You are required to know the report name before you can make
use of transaction SE38 or you can search for the report name

Most of the report names in Accounting start with RF*
General Ledgers reports — RFG
Accounts Payable reports —RFK
Accounts Receivable reports- RFD
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Accessing Reports- SAP Easy Access

=~ =1 Information System
= = Reports for Accounts Payable Accounting
= 4 Vendaor Balances
Gﬁ S _ALR_8Y012077 - Vendaor Information System
@ S_ALR_87Y012082 - Vendor Balances in Local Currency
@ S_ALR_87012093 - Vendor Business
@ S_ALR_87012079 - Transaction Figures: Account Balance
Gﬁ S _ALR_8Y012080 - Transaction Figures: Special Sales
@ S_ALR_8Y012081 - Transaction Figures: Sales
= O Vendaors: ltems
@ S_ALR_87012078 - Due Date Analysis for Open tems
Gﬁ S_ALR_87Y012103 - List of Vendor Line ltems
@ S_ALR_87Y012083 - List of Vendor Open ltems for Printing
@ S_ALR_87012084 - Open ltems - Vendor Due Date Forecast
@ S_ALR_8701208% - Vendor Payment History with & Sorted List
Gﬁ S _ALR_87Y012104 - List of Cleared Vendor Items for Printing
@ S_ALR_87012105 - List of Down Payments Cpen On Key Date - Vendors
= 4 Master Data
) S_ALR_87012086 - Vendor List
) S_ALR_87012087 - Address List
@ S_ALR_87Y012089 - Display Changes to Vendors
@ S_ALR_87012090 - Display/Confirm Critical Vendor Changes
= 4 Payment Transactions
Y S_P99_41000099 - Payment List
& 5_P99_41000101 - Check Register
i S_ALR_87012119 - Cashed Checks
@ S_Po9 44000102 - Mumber Ranges for Checks

May-09
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Accessing Accounts Payable Reports

May-09

[=
Program Edit Goto Utilities(M) Environment System Help

@ 2 dEHC@& DREE D008 EAE @m

AL

ABAP Editor: Initial Screen

m | Debugaing || & with Variant ||[% variants |

FIGAET RFG
Subobjects

@ Source Code

O Variants

O Attributes

(O Documentation
O Text elements

|<§é{’ Display | |é’ Change

Time 14:07:51 Date 27 .05 _ 2008

RFDEFPLOG fSVERP5D Page

Crcwy Amount in LC|CFCY |Tx‘t

[ Accessed through transaction code

SA38

|

N

You are required to

enter your report
name here for e.g.

RFKANZOO
!
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Display Account Balance

= ‘3 Account

2 FK10N - Display halances
2 FELTH - Displayichange line items —l

Bals | Special G/L |

2|@a|Ee|sH)|0s) )

Feriod Debit Credit Balance Cum. bal.

Bal. carried fo. ..

1

Fr.ao 18, 786.00 11,009.00- 11,003.00-

(m ok O o Y

11,009.00-

e Account balance displays totals of transactions, per month
as well as cumulative values

e The report may be printed or saved as a local file
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Display Account Line items

© mmmw_
Ust Edt Golo Edrss Endronment Seings System Help
@ 1 UE Qe DHE anLd R QF
Vendor Line [tem DiSpHy
DODNEG= B 2 el |
Vendaor .
Company Cods 1168 |
Namg Colour Chem Consumables branch I:
Jeddah
5t |Assignmeent Documento| Type Doc. Dets |8 Dﬂl!munt in local cur, (LCurr|Clreg dec.| Text
:! @ 31080668221 RE B1.04.2088 2.608, 80- |5AR
[] a 3 7 RE 13.04. 2088 ABE BY« [ 3AR
1 @ 3@ 13.04.2008 03,80 |5 .
0 & 93 13.04 2088 03, 88- |SAR HREH Local Files
R | BE,00- | 3AR
s Areount 2 T.186,00- |SAR -

Q“Line items” report displays particular transactions,
VIt is possible to change the documents directly from this screen,

v'The report may be printed or saved as a local file !
S Cla
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Demonstration and Exercises

‘ Please refer to your Exercise Guide: Unit 6

Vendor Account Reports

o

Please complete exercises
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Course Summary

You should now:

Know what activities are involved in managing the Accounts Payable module
and how SAP ERP supports these activities.

Know how to process FI-AP accounting documents.
Be able to explain Vendor account and line items clearing process.

Know how to process and print mass transactions for vendors (automatic
payments).

Be able to select and generate the most appropriate reports.
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