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Course OutlineCourse Outline

• Course Outline
– 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

• Client Structure
• Controlling Area
• Chart of accounts
• Company Code
• Cost Controlling Objects
• Vendor master data maintenance
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Course PrerequisitesCourse Prerequisites
Basic knowledge of personal computer operation
SAP Navigation and Basics
Basic knowledge in Accounts Payable Accounting

Course PrerequisitesCourse Prerequisites
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Course ObjectivesCourse Objectives
At the conclusion of theseAt the conclusion of these Course, you will Course, you will 
be able to: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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Table Of ContentsTable Of Contents

1. Finance Organizational Structures & Master Data in Accounts Payable

2. Accounting Transactions in Accounts Payable 

3. Special G/L Transactions in Accounts Payable

4. Automatic outgoing Payment processing

6. Vendor Account Reports

COURSE STRUCTURECOURSE STRUCTURE

5. Correspondences and Foreign Currency Revaluation
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Organizational Structure Organizational Structure --
ObjectivesObjectives

Upon completion of this module, you will be Upon completion of this module, you will be 
able toable 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
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Client Structure

Clients are used to divide data 
in a SAP System into various 
data areas for various 
purposes. If a company, for 
example, wants to use its SAP 
System for both test and 
training purposes, a client is 
created for each purpose.

SAUDI ARABIAN AIRLINES

A client is 
identified via a 
three character 
code. 

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. 
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SAP Modular Structure: Overview

Sales &
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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.  

SAP R/3 Integration Model

R/3: SAP R/3 stands for System Application  products Real Time system version 3
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All these various financial applications 
offer different views of the financial 
position and performance of a company 
and allow various control levels.

Controlling 
(Managerial 
accounting) 

FINANCIAL APPLICATIONS 
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General Ledger General Ledger -- IntegrationIntegration

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

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

Cost 
Centre

Cost 
Centre

Cost
Centre

Cost 
Center
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1000
SV Holding Company

1200 SV Cargo

1400
SV Catering

SAUDIA

1000 

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.

Controlling AreaControlling Area
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COA
“SAA”

Company Code Company Code

1000
SV Holding Company

1100 SV Airlines

1500
Ground Services

1200 SV Cargo

1300 SV 
Maintenance & Repair

1400
SV Catering

Chart of AccountsChart of Accounts

• The Chart of Accounts
– 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. 
SAA i.e. 1000
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Company CodeCompany Code-- External External 
AccountingAccounting

Company CodeCompany Code
A company code is an independent accounting entity (the smallest organizational element for 
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. 
The general ledger is kept at the company code level and is used to create the legally required 
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.
A Company code is assigned to a chart of accounts (COA) which can be used can be used by 
multiple companies provided they have the same basic account requirements.

SV SV 
HOLDING HOLDING 

10001000
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Cost Controlling Objects Cost Controlling Objects 

A controlling area contains CO objects that take on various functions within 
Controlling, such as:

Internal orders
Cost objects
Networks
Projects
Cost centers
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Fiscal Year SettingFiscal 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
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Any QuestionsAny Questions
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Master Data: ObjectivesMaster 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.
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Business ProcessesBusiness Processes-- Master Master 
Data CreationData Creation
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Master Data in Accounts PayableMaster Data in Accounts Payable

What is Master Data?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: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. 
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As with G/L accounts, vendor accounts are made up of two areas:
A vendor account is defined for all company codes at client level. General data, such as the 

vendor's address, is also stored here.
Postings 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.

Vendor AccountVendor Account
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Master Data StructureMaster Data Structure
General dataGeneral data

Address

Control data

Payment Transactions

Company Code Company Code datadata

Account Management

Payment Transactions

Vendor
Master
Vendor
Master

Purchasing OrganizationPurchasing Organization

Purchasing Data

Partner functions

Client

Company 
Code

Level 3
Purchasing 

Organization

Level 1Level 1

Level 2Level 2
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Vendor
Group

Description
Number 
ranges

Int.

SA01SA01 Local VendorsLocal Vendors 100000 100000 ‐‐ 199999199999 XX

SA02SA02 Foreign VendorsForeign Vendors 200000 200000 ‐‐ 299999299999 XX

SA03SA03 Employee Vendors (One Employee Vendors (One ––Time)Time) 300000 300000 ‐‐ 399999399999 XX

SA04SA04 Affiliated CompaniesAffiliated Companies 400000 400000 ‐‐ 499999499999 XX

SA05SA05 One time VendorsOne time Vendors 500000 500000 ‐‐ 599999599999 XX

SA06SA06 IATA & GSA MembersIATA & GSA Members 600000 600000 ‐‐ 699999699999 XX

Master Data: Account GroupsMaster Data: Account Groups
A
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1.1. In the same way as G/L accounts, vendor accounts can be combinedIn the same way as G/L accounts, vendor accounts can be combined in various in various 
account groupsaccount groups, so that they can be organized and managed more easily., so that they can be organized and managed more easily.

2.2. The accounts in an account group usually have similar characteriThe accounts in an account group usually have similar characteristics. For example, stics. For example, 
SaudiaSaudia has one account group for Local  vendors, one for Foreign abroahas one account group for Local  vendors, one for Foreign abroad, one for d, one for 
affiliated vendors, one for oneaffiliated vendors, one for one‐‐time accounts and IATA and GSA Members time accounts and IATA and GSA Members 
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Master Data: General DataMaster Data: General Data

General Data SegmentGeneral Data Segment
Address DataAddress Data
Control DataControl Data
Payment Transactions + TextsPayment Transactions + Texts
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MasterMaster Data: Company Code DataData: Company Code Data

•Company Code Data:
•Accounting Information
•Payment Transactions
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Master Data: Search TermsMaster Data: Search Terms

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

The search in text fields is nonThe search in text fields is non‐‐case sensitivecase sensitive
In this example, the system will search for all vendors, thaIn this example, the system will search for all vendors, that:t:
Have in a field Have in a field ““NameName”” word word ““KINGKING”” at the beginningat the beginning
The vendor belongs to Company Code 1100The vendor belongs to Company Code 1100
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Master Data: DisplayMaster Data: Display

You can choose to display certain You can choose to display certain 
screens only by selecting check screens only by selecting check 
boxes against each screen name boxes against each screen name 



May-09 30

Blocking/Unblocking a VendorBlocking/Unblocking a Vendor

Vendor master record can be blocked  in :
All company codes or  

Selected company code and 

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

Is under investigation for business misconduct
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Master Data: Mark for DeletionMaster Data: Mark for Deletion

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

Deletion is done by an archiving program
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Any QuestionsAny Questions
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Demonstration and ExercisesDemonstration and Exercises

Please refer to your Exercise Guide on Unit 1

Finance Organizational Structures & Master Data in Accounts Payable

Please complete the exercises
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Unit 2 : Accounting Transactions in Unit 2 : Accounting Transactions in 
Accounts PayableAccounts Payable

• Park Invoice – F-63
• Change Parked Document 
• Display a Parked Document

• Post/Delete a parked Document
• Post Vendor Invoice 
• Park/Edit Credit Memo
• Post Credit Memo
• Post Outgoing Payment 
• Display Accounting Document
• Clear Vendor Account 
• Reset Cleared Items 
• Document Reversal (Individual Reversal) Document   
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Table Of ContentsTable Of Contents

1. Finance Organizational Structures & Master Data in Accounts Payable

2. Accounting Transactions in Accounts Payable 

3. Advance Payments in Accounts Payable

4.Automatic outgoing Payment processing

6.Vendor Account Reports

COURSE STRUCTURECOURSE STRUCTURE

5.Correspondenses and Foreign Currency Revaluation
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Business Process : Posting and Business Process : Posting and 
Parking of InvoiceParking of Invoice
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Since Release 4.6 (Enjoy Release):-
You 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:
Work templates (here, you can select creation variants, account assignment 

templates, or held documents as references)
Header 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)
Information 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 

Accounts payable transactions Accounts payable transactions 
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Document Entry Document Entry –– Single ScreenSingle Screen
Company Code 

B
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ic
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en
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TA
BS

All required data is captured on one screen
A user can use “tabs” to switch between sub-screens
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Document TabsDocument Tabs

On this screen a user can enter all the data required for furtheOn this screen a user can enter all the data required for further payment r payment 
processing:processing:
Baseline date, Payment terms, Payment method and Payment Block.Baseline date, Payment terms, Payment method and Payment Block.

tab 
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Details TabDetails Tab

On the details tab, a user can enter any additional data regardiOn the details tab, a user can enter any additional data regarding an ng an 
invoiceinvoice

Recon/Control A/c updates real time automaticallyRecon/Control A/c updates real time automatically

Reconciliation/Control A/c
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Vendor documentVendor document’’s typess types
1.1. In order to distinguish between the various FI documents, In order to distinguish between the various FI documents, document document 

typestypes are used. Each document is assigned to one document type, and are used. Each document is assigned to one document type, and 
this is entered in the document header. Document numbers are prothis is entered in the document header. Document numbers are provided vided 
by the document number ranges assigned to one or more document by the document number ranges assigned to one or more document 
types.types.
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Posting Periods

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.

Special Periods

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

Normal Periods
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Posting Keys

Each document line item contains one posting key. This is an instrument that is used 
for internal control and is used during general postings to tell the system:

The account type to be posted
Whether it is a debit or credit posting
Which fields of the line item may have or require an entry
In 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.
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In the R/3 System, there are a 
large number of standard 
posting keys which should be 
used.

Each 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

Standard Posting Keys
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Payment TermsPayment Terms

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

goods suppliedgoods supplied

services performedservices performed

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

In the In the ““line itemsline items”” box a user can enter the relevant transaction data:box a user can enter the relevant transaction data:
GL account (usually an expense account),GL account (usually an expense account),

Amount,Amount,

Controlling Object (e.g. cost center),Controlling Object (e.g. cost center),

Other required data Other required data ‐‐ texttext

““ItemsItems’’ toolbartoolbar”” helps to process the data.helps to process the data.

Items Toolbar

Line  items
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Processing a documentProcessing a document

OR

Document Document 
SimulationSimulation
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ParkedParked doc. vs. Held docdoc. 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)
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Processing of Parked DocumentsProcessing of Parked Documents

Parked Document
Can be 

Edited Deleted

PostedSaved as completed
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Posting in Foreign Currency Posting in Foreign Currency 

Document headerDocument headerDocument header

Currency/rate SAR  3.75
Amount 1,000
Translation date

09/31/02

Line itemsLine itemsLine items

Amount LC: 1,000.00 SAR

Exchange ratesExchange ratesExchange rates

08.15.02   SAR  USD  3.76..

09.31.02   SAR  USD  3.75..

Amount FC: 266.67 USD
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Posting in Foreign Currency Posting in Foreign Currency 

1.

1.  1.  Exchange rate can be entered manually Exchange rate can be entered manually 

2.  2.  Or derived from Or derived from ““Exchange Rates TableExchange Rates Table””

3.  System automatically translates the foreign currency into 3.  System automatically translates the foreign currency into 
Company Code currency.Company Code currency.

2.

3.
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Any QuestionsAny Questions
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Demonstration and Exercises Demonstration and Exercises 
Please refer to your Exercise Guide: Unit 2 

Accounting Transactions in Accounts Payable

Please complete the exercises
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Clearing Resetting and Reversing: Clearing Resetting and Reversing: 
ObjectivesObjectives

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

Display Vendor account balance and line items,Display Vendor account balance and line items,

Clear outstanding items on vendor account.Clear outstanding items on vendor account.

Post vendor documents with clearing,Post vendor documents with clearing,

Perform automatically clearing procedures.Perform automatically clearing procedures.

Reset clearing documentsReset clearing documents

Reverse accounting documentsReverse accounting documents
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Clearing Process FlowClearing Process Flow
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Open Item ClearingOpen Item Clearing

January
1 2 3 4 5 6 7
8 9 1011121314

16171819202122
23242526272829
293031

Open item account-
Vendor

2,000 5,000

Can be cleared

Februar
y1 2 3 4 5 6 7

8 9 1011121314
16171819202122
23242526272829
293031

2 1

3

3,000

Goods ReturnInvoice

Manual 
Clearing

Automatic 
Clearing
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Clearing account

1 1000 1000 2

?
1 Invoice 1000
2 Credit memo 1000

Clearing Open ItemsClearing Open Items‐‐ Example Example 



May-09 58

Open Item Account

40000
10000

50000 20000

Amounts can be 
cleared

Clearing 
document

The Clearing DocumentThe Clearing Document
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Any QuestionsAny Questions
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Business Process Business Process ‐‐ Reversal Reversal 



May-09 61

Reversal of ClearingReversal of Clearing

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

First the clearing operation must be reset and then you can First the clearing operation must be reset and then you can 
reverse a document.reverse a document.

Reversal of clearing

Display of cleared items
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Accounts Payable Document ReversalAccounts Payable Document Reversal

Document entered incorrectly

Document corrected by Reversal 
with a standard reversal posting

Document re‐entered correctly

Assets

Liabilities

Balance 
sheet
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SAP ERP Terminology ReviewSAP 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
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Any QuestionsAny Questions
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Demonstration and Exercises Demonstration and Exercises 
Please refer to your Exercise Guide:

Unit 2: Accounting Transactions in Accounts Payable

Please complete the exercises
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SAP ERP Terminology SAP ERP Terminology 
Existing SAA TermExisting SAA Term New SAP ERP TermNew SAP ERP Term

AdvanceAdvance Down PaymentDown Payment

Down Payment RequestDown Payment Request

Special GL indicatorSpecial GL indicator

Special GL AccountSpecial GL Account
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Table Of ContentsTable Of Contents
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Special GL Transactions: ObjectivesSpecial GL Transactions: Objectives

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

Understand how you can adapt these transactions to your Understand how you can adapt these transactions to your 
companycompany‐‐specific requirements,specific requirements,

Post the documents, using Special GL indicators.Post the documents, using Special GL indicators.



May-09 69

Special GL Transactions: DefinitionSpecial GL Transactions: Definition

Special GL Transactions allow the user to post the document to aSpecial GL Transactions allow the user to post the document to an n 
alternative GL account instead of alternative GL account instead of ““normalnormal”” Vendor reconciliation account,Vendor reconciliation account,

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

Customer / Vendor account balances are not affected.

Special GL 
Indicator

Accounts defined for Accounts defined for 
Special GL Special GL 
TransactionsTransactions

Vendors’
reconciliation 
accounts

VendorsVendors’’
reconciliation reconciliation 
accountsaccounts
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Down Payment RequestDown Payment Request

Bank 
Account

Vendor 
Account

1000

GL 
Advance 

A/c

F

DownDown Payment Request is booked as NOTED ITEM in SAP with Special Payment Request is booked as NOTED ITEM in SAP with Special 
IndicatorIndicator

Called Memo DataCalled Memo Data

Does not update GL Balances Does not update GL Balances 
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Posting a Down PaymentPosting a Down Payment

Bank 
Account

Vendor 
Account

GL Down 
Payments

1000

Saudia pays the vendor a downSaudia pays the vendor a down‐‐payment: SAR 1000/=,payment: SAR 1000/=,‐‐

The down payment is booked on Vendor account with a Special GL iThe down payment is booked on Vendor account with a Special GL indicatorndicator

The amount of SAR1000,The amount of SAR1000,‐‐ is shown on Vendor account, but on different GL is shown on Vendor account, but on different GL 
Account, instead of Vendor reconciliationAccount, instead of Vendor reconciliation accountaccount

A 1000
1000
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Display of Special GL TransactionsDisplay of Special GL Transactions

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

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

Transaction code: 
FBL1N - Line item 

Display

View Down Payment Docs
View Request only
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Any QuestionsAny Questions
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Demonstration and Exercises 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  Unit 4 : Automatic Outgoing Payment  
Process & Cheque VoidingProcess & Cheque Voiding

• Down Payment Request 
• Post Vendor down Payment 
• Clear Vendor down Payment
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Table Of ContentsTable Of Contents

1. Finance Organizational Structures & Master Data in Accounts Payable

2. Accounting Transactions in Accounts Payable 

3.Advance Payments in Accounts Payable

4.Automatic outgoing Payment processing & Cheque Voiding 

6.Vendor Account Reports

COURSE STRUCTURECOURSE STRUCTURE

5.Correspondenses and Foreign Currency Revaluation
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Automatic Payments Automatic Payments ‐‐ ObjectivesObjectives

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 Business Process : Automatic 
PaymentPayment
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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.

Automatic PaymentAutomatic Payment
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Payment Program StepsPayment Program Steps

“ Maintain ParametersMaintain Parameters

Parameters are enteredParameters are entered

Schedule  Proposal Schedule  Proposal 

Schedule  PaymentSchedule  Payment

Edit Proposal Edit Proposal 

Schedule Printing Schedule Printing 

Payment proposal are createdPayment proposal are created

Printing of checks is carried Printing of checks is carried 
outout

Payment run is carried outPayment run is carried out

Payment proposal are editedPayment proposal are edited
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Payment ProgramPayment Program

Supply print program
with necessary data

Payment Run

Post payments to
general ledger

Clear paid open
items

Post related postings
for tax, discounts

Post related postings
for exchange rate

differences
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Maintaining the Program Maintaining the Program 
ParametersParameters

Status of the payment run

Identifies each individual payment 
run
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Payment Program ParametersPayment Program Parameters
Which company codes are 
included in payment run?
Which company codes are Which company codes are 
included in payment runincluded in payment run?

Which Vendor to Consider for  
Payment.

Which Vendor to Consider for  Which Vendor to Consider for  
Payment.Payment.

When is the next run?When is the next run?

What payment methods to be considered?What payment methods to be considered?
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Scheduling the ProposalScheduling the Proposal

- OR -

Choose this option to start immediatelyChoose this option to start immediatelySchedule a start timeSchedule a start time

The second stage is the proposal run.  During the proposal run, the system:
Checks the accounts and documents specified in the parameters for due items
Groups due items for payment
Selects the relevant payment methods, house banks, and partner banks
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Proposal ListProposal List

Vendor Name detailsCurrency 

List of Vendors included in the 
run

Amounts included in proposal

Exceptions
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Exception ListException List

Exception List!

...

...

Items
Payment

Total

Items that cannot be paid are detailed on the Items that cannot be paid are detailed on the 
exception listexception 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

The third stage involves checking and editing the payment proposal. 
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Payment Proposal Payment Proposal ‐‐ Print a ListPrint a List
Choose the relevant function from the main 

menu
Choose the relevant function from the main Choose the relevant function from the main 

menumenu

Payment Proposal ListPayment Proposal List
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Printing Schedule Printing Schedule ‐‐ ChequesCheques

Account Payables employee creates and posts payment run,Account Payables employee creates and posts payment run,

Enter
Variant & print 

checks



May-09 89

Payment media are generated in this step, which means that:
Payment media are printed
Payment data is sent to DME administration
If 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.

PrintingPrinting
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Printing Schedule Printing Schedule -- ChecksChecks
- OR -

Choose this option to start immediatelyChoose this option to start immediatelySchedule a start timeSchedule a start time

Remove the Question Mark and replace it with any character of 
your choice e.g. 01, AX
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Any QuestionsAny Questions
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Demonstration and Exercises Demonstration and Exercises 
Please refer to your Exercise Guide: Unit 4

Automatic outgoing Payment processing & Cheque Voiding 

Please complete exercises
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Unit 4:Cheque Voiding  Unit 4:Cheque Voiding  -- ObjectivesObjectives

Upon completion of this module, you will be 
able to:
– Void  unused cheques
– Void  Issued cheques
– Cancel cheque payments
– Display the cheque register
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Cancellation of outgoing payment Cancellation of outgoing payment 
processprocess



May-09 95

Voiding Of ChecksVoiding Of Checks
Check can be cancelled before they are printed due to various 

reasons:  Soiled, Stolen, Destroyed etc.

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

Check NumberCheck Number

Cancelled ChecksCancelled Checks

Voiding reasonsVoiding reasons
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Check LotsCheck Lots

• Check lots have to be entered in the system.

Check  Number RangeCheck  Number Range

Current Check NumberCurrent Check Number
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Any QuestionsAny Questions
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Demonstration and Exercises Demonstration and Exercises 
Please refer to your Exercise Guide: Unit 4

Automatic outgoing Payment processing & Cheque Voiding 

Please complete exercises
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Periodic Processes: ObjectivesPeriodic Processes: Objectives

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

Maintain correspondencesMaintain correspondences

Have a basic understanding Execute the foreign currency Have a basic understanding Execute the foreign currency 
revaluation in preparation of period end closing activitiesrevaluation in preparation of period end closing activities
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Table Of ContentsTable Of Contents

1. Finance Organizational Structures & Master Data in Accounts Payable

2. Accounting Transactions in Accounts Payable 

3.Advance Payments in Accounts Payable

4.Automatic outgoing Payment processing & Cheque Voiding 
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5.Correspondenses and Foreign Currency Revaluation 
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Correspondences & Foreign Currency Correspondences & Foreign Currency 
RevaluationRevaluation

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

Understand how to process vendor Understand how to process vendor 
correspondencescorrespondences

Maintain correspondencesMaintain correspondences

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

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

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

Describe the various reporting options available within FIDescribe the various reporting options available within FI‐‐AP AP 
Module.Module.

Understand the differences between listUnderstand the differences between list‐‐oriented and drilldown oriented and drilldown 
reporting.reporting.

Use the various functions available within executed reports.Use the various functions available within executed reports.

Make use of line item reportingMake use of line item reporting
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Table Of ContentsTable Of Contents

1. Finance Organizational Structures & Master Data in Accounts Payable
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Accounts Payable ReportsAccounts 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
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Accessing ReportsAccessing 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 ReportsAccessing Reports‐‐ SAP Easy AccessSAP Easy Access

SA
P M

EN
U
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Accessing Accounts Payable ReportsAccessing Accounts Payable Reports

You are required to 
enter your report 
name here for e.g. 

RFKANZ00

Accessed through transaction code 
SA38
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Display Account BalanceDisplay Account Balance

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

•• The report may be printed or saved as a local fileThe report may be printed or saved as a local file
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Display Account Line itemsDisplay Account Line items

Office Devices

Desktop

“Line items” report displays particular transactions, 
It is possible to change the documents directly from this screen,
The report may be printed or saved as a local file

Local Files

http://office.microsoft.com/en-us/default.aspx
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Any QuestionsAny Questions
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Demonstration and Exercises Demonstration and Exercises 

Please refer to your Exercise Guide: Unit 6

Vendor Account Reports

Please complete exercises
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Course SummaryCourse Summary

You should now: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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