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Note

This training document does not cover all knowledge areas of SAP ERP System. It has been
specifically prepared keeping in view the Business Processes of FBR, therefore, it should be treated
as a supplement and/or guide to your daily work and nothing further.

This training document will only provide explanation of the key and mandatory data fields and not
of all the fields appearing on the screen. However, users may use online help facility provided by
SAP ERP System by placing the cursor on the field that requires explanation and pressing FI
button.

Legend for R/O/C

R = Required field
O = Optional field
C = Check box



SECTION 1 GENERAL LEDGER MASTER RECORDS
PROCESSING

1.1 Create/Change/Display GL A/C Master Records

Enter Transaction Code FS00 in Command Field or navigate through tree menu.

Via Transaction Code FS00
Menu Accounting>Financial Accounting>General Ledger>Master
Records >G/L Accounts>individually processing>Centrally
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SAP Easy Access
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[» [ Favarites
= 9 SAFP menu
[ Office
[ Cross-Application Components
] Loagistics
=1 Accaounting
= =9 Financial Accounting
= 9 General Ledger
[ [ Posting
[ [J Document
[> [J Account
= 3 Master Records
= 9 GIL Accounts
= =9 Individual Processing
2 FS00- Centrally
2 FSPO - In Chart of Accounts
P FSS0- In Company Code
[> [ Caollective Processing
[> [ Display Changes
[
3]

(i

[ Compare Company Gode
3 Sample Account

> (] Profit Center

[ Statistical ey Figures

[ Periodic Processing

[ Corrections

1 Reporing

[ Information System

[ Environment
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Press enter or ~ to run the transaction.

Edit G/L Account Centrally Screen

On screen “Edit G/L Accounting Centrally”, require some setting which are given below.
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Edit G/L Account Centrally

| | | Em | | | Editfinancial statement version || Edit et || Edit cost element |
GIL Account | [=
W Federal Board of Revenue @ @ |D WYith Ternplate |

Company Code

TyperDescription

Cantrol in chart of accounts

Account Group
® PEL statement acct
) Balance Sheet Account

Description
Shart Text |
il Acct Long Text |

Caonsolidation data in char of accounts

Trading Partner




Hierarchy display
From menu click settings and then click Hierarchy display as shown below:
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Edit G/L Account Centrally| = "

Mavigation

I o 6 Edit financial staternentwersion || Edit set || Edit cost elernent
(0 I e et

GiL Account Iﬁ’]
Company Code FER Federal Board of Revenue @ |E| |D WWith Template I

Type/Description

Caontrol in chart of accounts

Account Graup EI|
# P&L staterment acct
(" Balance Sheet Account

Descriptian
Short Text |
GIL Acct Long Text |

Consolidation data in chart of accounts

Trading Partner

Navigation tree window
A navigation tree selection window prompt is in front, select radio button of “Display

. L .
accounts in navigation tree” button and click ‘ to continue.
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Edit G/L Account Centrally
J J I:H:l ‘ IIHI‘ J I | Edit financial staterment version || Edit set || Edit cost element |

GiL Account
Caompany Code FER | Federal Board of Revenue @ IEI |D With Template |

LeE

(S Mavigation tree

Control in chart of accounts

Account Group You can display the accounts in a tree

® PEL staternent acct
i_ Balance Sheet Accaunt

O Do not display navigation tree

Description

Short Tesxt

GIL Acct Long Text

Consolidation data in chart of accounts

Trading Parther

Information window
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Edit G/L Account Centrally

H BE an | Editfinancial staternent versian || Edit set || Edit cost element |

GIL Account

Company Code FEBR Federal Board of Revenue @ @ ||] With Template I
KnE

Contral in chart of accounts

Account Group ]|
@ PEL statement acct
() Balance Sheet Account

Description [E Infarmation
Short Text

GIL Acct Long Text

—

transaction is restarted

Consolidation data in

Trading Parner

-

An information window will prompt stating “the new settings will take effect once the

|

Click back button from top © to main screen.
Repeat the step mention in 1.2 i.e. T-Code FS00.

transaction is restarted click to continue.



Now screen will open with Hierarchy display as shown below:

View Hierarchy Display screen
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Edit GIL Account Centrally

D l DD ‘ Dm ‘ D ‘ ‘ Editfinancial statement version H Edit set H Edit cost element ‘

:M”D@«’ﬂﬁ]ﬁm\ﬂ@\% | GILAccount ’—‘
Compary tode FER | Company Code W Feders Board of Reenue
b (] 4szel
Eggssxmmm CotboDatp | Ceattarkierest | Wepwondandalon i 0%
b (] Epenses
b (] sty Controlin chart of accours
b (] Hon Tt Reseipt Acoount Graup H\
b (] Tt Receirt (8 PRL statermant art
() 8alarie Sheet et
Description
ShoTed [ ]
GILAuetLong T |

Hierarchy
Display Part

Consolidation data in char of acoounts

Trading Partner

Creating Balance Sheet Iltem G/L Account

Select appropriate account group to create G/L Account in it for an example ‘Expenses’
as shown below:
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Edit GIL Account Centrally

I D ] etinansl semenverson | Eatset [ st ement]

LT A vA D E N R | GiLAccount
Gompany code FER | Company Code W Federsl Board of Revenue
b (] Asset
b (] Captal Receipt
B (] Equity
b Obpenses
b (] Liakilly Control in ehart of accounts
b (] MNon Tax Receint Aecaunt Graup H|
b (] Tax Receipt [0PAL statement acct
() Belance ShestAccount
Destrigion
Short Tex
GIL AuctLong Tet |

Conenlidation data in chart of accounts

Trading Parinr

Create G/L Account

Click on the button create E a screen “create G/L account” will prompt



Create G/L Account screen
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Edit GIL Account Centrally

W 0] | etnancl sttmentverion | Edet | Exicostelement

:ﬂ| [ﬁ 1 & 5] % | GIL Account
Corgany o | companycase B | FederlBoad o Revence
b (] Asset
b (] Capital Receipt
|> Loy
b [= Create GIL account
b ol accout ’—@ Cantral in chart of accounts
b g Company Code FBR LSS Q|
b ®PAL statementacet
() Balance Shaet Account
Description
Shart Texd
GiL AuetLong Test |
Cansolidation datain chartof accaunts
Trading Pattner

|

Enter manually G/L Account properly and click . to continue.
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Edit GIL Account Centrally

D ‘ DD ‘ [”E ‘ D ‘ ‘ Editfinancial statementversion || Edit set H Edit cast element ‘
IIDIS«Ié’IﬁjI@IWI\ﬁl\ | GiL Account

Company code FBR Campany Cade W Faderal Board of Revanua
P[] Asset
EEE?FT‘REEE‘DT Control Data | Createrbankinterest | Keywordiranslafion Inf_|||EE|
b [ Create GIL account
b 0] oL Account ane 3 Control in chart of accourts
b Company Cade W Actount Group E|
b (8 PAL statement acct
() Balance Sheat Accaunt
Description
ShortTex ]
GIL AcctLong Text
Consolidation data in chart of aceounts
Trading Partner ’_|

From right side screen menu a blank screen for entries will open select Account Group as
Shown below:
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Create G/L Account Centrally

J DD I Dm J D I ‘ Editfinancial statement wersion H Edit set H Ed\twste\emem|

#][D]e]s[]a[a][a[R][Be] GlLAccount  |AET10E

Company code FBR | Company Code m Federal Board of Revenue
b (] Asset
E gg:g;ﬁmecelm Cortrol Data  Create/bankinterest - Keywordtanslation \nf_||||IE|
b (7 Expenses
b (] Liability Cantralin chart of accounts
b [ Non TaxReceipt Account Graup | 3|
b (J Tax Receint @ PEL statemnent acct
OBalance Shest Account
Description
Sttt Tex ]
GIL Acet Long Texd

Consolidation data in chart of accounts

Trading Partner

Type/Description Tab
Select account group from drill down list, for example select “Expenses”.
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Create G/L Account Centrally

T[] [ Esitinancia tatementversion || Exitset | Eait st element |

:.‘ Dlé’«’|ﬂlﬁj|ﬁ. -‘- | oL sccount HA1108

Company code FER | Company Code  |FBR | Federal Board of Revenue
b (] Asset
b (7 Capital Receipt
i ]

b CJ Exity Control Data { Createlhankinterest { Key wordiiranslation { Inf |||[E|
I (J Bxpenses
b (] Liability Contral in chart of accounts
I (3 Non Tax Receipt Account Group o]
b (] Tax Recelnt @ PaL statement acct Aasel

O Balance Shest Account Easiwla\ Receipt

pense
Descripian
Mon Tax Receipt
Short Text
H—TaXReuewpl

GiL Acct Long Text

Consolidation data in chart of accounts

Trading Partner

Account group & description

Select radio button Balance sheet account and enter descriptions.
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Create G/L Account Centrally
J D I Dm J D H Edit financial statement version H Edit set H Edilcoste\ement‘

IIEIIEIEIIEI GIL Account 401183

Company code FBR || cormpany code [FBR | Fadsral Board of Ravenue

B (] Asset

:; ggssi{?\ﬁecemt GControl Data |, Createthankinterest . Keywordfranslation Inf__|||[
I (7 Expenses

b (7 Liahility Contral in chart of accounts

b (3 Mon Tax Receipt Account Graup |Expenses B|

b (J Tax Receipt @ PaL statement acct

O Balance ShaetAccount

Description
Short Text Depreciation Exp
GIL Acct Long Text |Depreca\tmn Expence Durmrmy

Consalidation data in chart of accounts

Trading Pariner

Control Data Tab

Click on “control data “Tab, enter information which are given below table.
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Create G/L Account Centrally

l[ ] [«]0v] | [ 1] | Eatmanciarststermentversion || Eatset || Evteast elerent

H] D& [z[ola]a][&]R][EE] | oL agcount [T
Company code FER | CompanyCode  |FBR | Federal Board of Revenue
b (7 Asset
E EE:E;:Rece\m Type/Description ﬂﬂlﬁm Createrbankinterest | Key P E
I (7 Bxpenses
b (7 Liability Account control in company code
I (7 Mon Tax Receipt Account currency PER F‘amslam Rupee
I (] TaxReceipt [C]0nly halances in local croy
Exchange rate difference key \
Yaluation group
Tax category
[ Pasting without tax allowed
Recon. account for acct type g
Alternative Account Mo
[ Acct managed in ext. system
Inflation key
Tolerance group
Account managementin company code
[J0pen Item Management
@.ine itern display
Sort key
Authorization Group
Accounting clerk
Jointventure data in company code
Recovery Indicator
User inputs
Field Name Description R/O/C | Comments
Only balance in | Indicates that balances are updated only in local (0] Set this indicator for
local currency currency when users post items to this account. accounts in which you do
not want the system to
update transaction figures
separately by currency.
Exchange rate | Key for account determination in valuating foreign (@)
difference Key | currency amount sported to balance sheet
accounts.
Valuation group | The exchange rate type is determined from the (0]
foreign currency total when the valuation is carried
out
Tax category use the account for tax-relevant postings (0]
Posting without | Indicates that the account can still be posted to (0]
tax allowed even if a tax code has not been entered
Recon. Account | An entry in this field characterizes the G/L account R/O | When creating a
for account type | as a reconciliation account Reconciliation account ,
you must have to select
Acct. managed | Here you define whether the account should be (0] If you are working with
in ext. system managed in another system distributed systems.
Inflation key (0] If you want to adjust this
account for inflation.
Tolerance group (@)
Open item Items posted to accounts managed on an open (0]

management

item basis are marked as open or cleared.




Line item (0] Set if you want to see the
display line items in the entry view
Sort key it sorts the items according to the content of the (0]
Allocation field
Authorization allows extended authorization protection for (0]
group particular objects
Accounting clerk | Identification code for the accounting clerk. (0]
Recovery If there is a Joint venture. (0]
indicator

Account Currency = PKR

Tax category choose * for All tax types allowed.

Tax Category Selection

Enter * in Tax Category field, it will show possible entries screen.
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Create GIL Account Centrally

D Em D |Editﬂnancia\statementversiunHEditset”Editwste\ement‘

Hl[D[&ls[]ala]ala]

Company code FBR

D[] Aszet

I (] Capital Receipt
b [ Equity

b [ Expenses

b (7 Liahilty

b [ Mon Tax Receint
b [ TaxReceipt

GiL Account 17254001

CompanyCode  |FBR | Federal Board of Revenue

TypeiDeseription M m@! Create/ankinterest | Keywordiranslation  Inf 1, m

Account contral in company code
Account currency PR
[ 0nly balances in local crey

Exchange rate difference key

Yaluation group

Fakistani Rupee

Tax category

[ Posting without tax allowed
Recon. accountfor acet type
Alternative Account No.
[aectmanaged in e system
Inflation key

Toletance group

Account management in campany code

[ Cnen tem Manauement
[Ling tem disnlay
Sortkey

Authorization Group
Accounting clerk

(= Possiale Entries: MWSKZ

5t Nane

- |Only input tax allowed
+ |Only output tax allowed
(07 tax types allowed

< | Input Tax Account

= | Output Tax Account

Wl Sales Tax Exempt

-B[Input tax - down payments managed gross
+B| Output tax - down payments nanaged gross

Jointventure data in company code
Recavery Indicator

Select posting without tax allowed
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Create G/L Account Centrally

l:l ] E“Il I l:l ] | Editfinancial staterment version || Edit set || Edit cost element |

EANEIEE E I E )

17254001

GIL Account

Company code FBR

Zompany Code FEBR Federal Board of Revenue

I ] Asset

3 capital Receipt
3 Equity

(3 Expenses

[ Liability

3 Mon Tax Receipt
[ Tax Receipt

TETT TP

TypeiCescription mﬂlﬁm Create/bankfinterest i Keyy

Account control in company code
ACCOUNT CUrFEnCY
[] Only balances in local crey

Fakistani Rupee

Exchange rate difference key

“Yaluation group

Tax categary

] Pasting without tax allowed
Recon. account for acct type

]|

Alternative Account Mo

[] Acet managed in ext. system
Inflation key
Tolerance group

N B

Account management in company code

[] Open ltermn Management
[ Line itern display

Sort key

Authorization Group
Accounting clerk

| Jointventure data in company code
| Recovery Indicator

T

Choose Recon .account type from drill down menu

Choose vendor as shown in screen.
=
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Create G/L Account Centrally

I:l ] Izl El ] I:l J | Edit financial statement version || Edit set ||

Edit cost elerment ‘

B [Olelslolalal=IS[=E]

17254001

GiL Account

Company code FBR |

Cornpany Code FER Federal Board of Revenue

b [ Asset

(3 Capital Receipt
3 Equity

3 Expenses

3 Liability

I Mon Tax Receipt
[ Tax Receipt

TTETTTY

Create/Bank/Interest Tab

TypesDescription mﬂlﬁm Createfbankiinterest . Key word!

Account control in company code
Account currency

] ©nly balances in local croy
Exchange rate difference key
Valuation group

Tax category

Posting without tax allowed

PER Pakistani Rupee

[ ]
[ ]

Recon. account for acct type [ =]
Alternative Account Mo Assets

P Customers
[ Acct managed in ext. system vendars

Inflation key
Tolerance group

Contract accounts receivable

Account management in cormpany code

[ open tem Management
[JLine itern display

Sort key

Authorization Group
Accounting clerk

| Jointwventure data in company code

Recovery Indicator

T

Click on Create/bank/interest tab and enter the following in formations which are given

below.
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Create G/L Account Centrally

I [«)[v] ][] [ Ecnmansiar statementversion || Eaiset || Ean costetement

Company code FBR

IR EAEERREEIEE

GIL Account 17254001

Company Code  |FER

I (] Asset

[ (3 Capital Receipt
I (7 Equity

I (] Expenses

I (7 Liability

[» (3 Maon TaxReceipt
I (3 Tax Receint

TypeiDescription '| Control Data 4

Federal Board of Revenue

Cantral of document creation in company code

Field status group

[IPast automatically anly

[] upplement auta. postings
[IRecan. acet ready for input

Bankifinancial details in company code

Planning Level

[ Relevant to cash flowr
Commitment ltem
House Bank
Account 1D

Interest calculation information in company code

Interest indicator

Interest calc. frequency
Key date of lastint. cale.
Diate of [astinterest run

User Input
Field Name |Description R/O/C |Comments
g;ﬁtjpsmms Determines the screen layout for R
Post Indi hat thi ly b d
automatically ndicates that this account can only be posted to o
only by the system using account determination tables
Indicates that line item which is generated
gﬂ&plggﬁm s automatically by the system for this account can
’ 9 be supplemented manually.
Indicator which determines that the reconciliation
Recon. Account | @ccount is ready for input when posting a
ready for input | document. 0
Planning level | used to control displays in Cash Management (0]
Relevant to Determines that the GL Account is a cash flow o
cash flow account.
ﬁ):nr:mnment For assigning budget. (0]
House bank To determine bank data (0]
Account id o
iqu(tj?éz?ér Procedure of interest to be calculated (0]
Interest calc. Frequency of monthly interest calculation O




frequency

Key date of last

. Date for calculation of interest (@]
int. calc

Date of last 0
interest run

Field status group selection
Enter field status group and commitment item.
=
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Create G/L Account Centrally

D Em D ‘Ed\tﬁnancia\ statement version H Editset“ Ed\tcustelement|
IDiNERAGEAGEEEE GLAccount  [491108

Cornpany code FBR | Company Code  |FBR | Federal Board of Revenue

b (] Asset

E EE:E&:‘ Reseit TypeiDescription - Control Data @R Keywordranslation  Inf_ ||, i
b (J Expenses

b [ Liability Control of document creation in company code

I (7 Mon Tax Receipt Field status group EXT

b [ Tax Receint [ Past automatically only

[ 5upplement auto. postings
[IRecan. acct ready for input

Bankfinancial details in company cade

Flanning Level

[] Relevant to cash flow

Cammitment ltem
House Bank

Account|D

Interest calculation infarmation in company code
Interest indicator
Interest calc. frequency

Key date of last int. calc.
Date of [ast interest run

Save Master Data.

L]
Click on to save master data. A message on the bottom of the screen will appear shown
below:

@ Data saved

And newly created account appears in hierarchy.
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Create GIL Account Centrally

D mm D |Ednﬂnanmalstalememversmn||EdilsetHEd\tcuslelemem|
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Larapsnicade FAR

7 {3 Expenses

[ AD101 Basic pay of Oficer
[ AI102 Parsonal pay

[ A0t103 Gpecial pay

B Ant104 Technical pay
ADM05 Gualification Pay
01106 Payof contract staf
B A0107  Index Pay

1108 Special Pay
01109 Command Pay
1150 Others

ADU1AY Pay of Other Staff

New GL
account

B AU15T Index Pay

B AU158 Gpecial pay

B AUTD Others

[ AN201 Senior post Allowanc

[2) 01202 House rent Alowance
@ ADI203 Comveance allowance
B A0204 Sumptuary Alowance
AD1205 Deamess Allowance

01206 Local Compensatary A
01207 Washing Allowancs

End of transaction

I3

I |EN]

[ AI152 Parsonal pay Planning Level
A01153 Special pay [ Relevantto cash flaw
A1154 Good condust nay Comritment term 010
AD1AS Gualification Pay
X Houge Bank
01156 Payof contract staf
AccountID

| GIL Account 17254001

Compary Code  FBR | Federal Board of Revenue

Tyne/Description .I Control Data AEECIETNGEER,  Keywordhenslaon  Inf |y, EE

Czantrol of document crestion in company code

Field status oroup 348
[JPast automatially oniy

(] Supplernent auto. postings
[IRecan, acet ready for inut

Bankfinancial details in company code

Interest calculation information in company code

Interest indicator

Interest calc. frequancy
Ky date of [astint cale.
Date o last interest run

1.2 Display Changes GL Account Master Data.

Required User Input (FS04)

Enter Transaction Code FS04 in Command Field or navigate through tree menu.

Via Transaction Code

FS04

Menu

Accounting>Financial Accounting>General Ledger>Master
Records >G/L Accounts>Display Changes>Centrally




S (R | 3T AT

[«1[»]

@’FSF‘d - In Chart of Accaunts
0 Fag4-1 Code
are Co de

V]
Press enter or - to run the transaction.

Central G/L Account Changes: Initial Screen

Click on central G/L Account changes initial screen and enter the following information which
is given below.
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Central G/L Account Changes: Initial Screen

Account number )

T RO |t

Feriod of change

From change date
T|me el é'ﬂ'"ﬂ”:mﬂﬁ_:uﬂmﬂ'
Changed by '

User Inputs

Field Name |Description R/O/C |Comments
Account

number GL account number to see changes R

Company code | Insert FBR R

Period of change

From Change displays changes which were made as from the o

date input date

Time Displays changes which were made as from the o
input time.

Changed by Displays changes which were made as from user. | O

Enter the Account number and company code.
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Central G/L Account Changes: Initial Screen

Account nurmber a81101|
Company Code FBR

Period of change

From change date

Time [E1 1 e
Changed by

Press “Enter” to continue

G/L Account Changes: Changed Fields Screen
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G/L Account Changes : Changed Fields

| All changes || Entries || Technical names on |

Chrtiaccts CGA Account AB71101

Field

Commitment Item
Field status group
Line item display
Sort key

Tax category

Display All Changes
Click on push button “All Changes” to see all changes made to the GL account.
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GI/L Account Changes : Changed Fields

| Al chanqes\u Entries || Technical names on |

All changes .
HiIFiLl EBEes Click here or press F6

Field

Commitment Item
Field status oroup
Line item display
sort key

Tax category

G/L Account Changes: Overview Screen

Accountchanges  Edit Goto  Seftings  Ervironment  System  Help
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G/L Account Changes : Overview

| Changed fields || Entries || Technical narmes an |

Chrtfaccts CGA Bccount ABT1E1

Date Field New 0d
[9.02.10 |Field status group |REC EXD
08.01.10 |Tax category (1]

22.12.09 |5art key ooz

22.12.09 (Commitment Item BT

22.12.09 |Field status group |[EXT GOD4
22.12.09 |Line item display b

Click ‘

to see details.

Details

|

By click a details window will prompt.
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G/L Account Changes : Overview

| Changed fields || Entries || Technical names an |

Chritaccts CGA Account RE1101

Date Field New 01d
B9.02 10 [Field status group |REC EX0
08.01.10 [Tax categary ]
22 1= Details
22 .13
22 19
22 19 |Details
Date [a 02 2010
Tine 170750
Uzer KLRIF
Field Field status group { SKB1-FSTAG )
from EXO
to REC

Changed in Company Code FBR

ain| KD

Click ‘

Entries push button.

to continue.

Click Entries push button to display entry view as shown below:
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G/L Account Changes : Overview

| Changed fields || Entries || Technical names on |

Chrtfaccts CGA Account AE11E1

Date Dhject Entered Key

23.12.09 |G/L account maste
17.11.08 [GIL account mas
17.11.08 [GIL Account Mast
17.11.69 |G/L Account Master (C BoAa11m

Click here

Technical names on
Click on “Technical names on” push button to display technical names of objects entered

=
| Accountchanges  Edit Goto  Settings  Environment  Systern Help

| & 100 ©aQ CHE DDon BF @F

G/L Account Changes : Overview

| Changed fields || Entries || Technical names an |

Chritaccts CBA Account ABT101 v\ld'\ﬁ!chnicalnaImE!S on (Shiﬂ+F8)|
Date Object Entered Key

lick her
23.12.09 |G/L account master (company FBER C c ere
17.11.09 |6/L account master (company FER A0
17.11.09 [G/L Account Master Record (C ECGA AB1101
17.11.09 |GfL Account Master (Chart of CGA A01181




Technical names display

|E3'

Accountchanges  Edit Goto  Seftings  Erwironrnent  Systern Help

| & 20060 CHE 9000 AR @

G/L Account Changes : Overview

|| Changed fields || Entries || Field Label |

Chrifaccts CGA Account BETT0E1

[ate Object Entered Key

23.12.09 |SKBY FBR AD1101
17.11.09 | SKB1 FBR AD1101
17.11.09 |GKAT ECGA AB1161
17.11.09 | SKAT CEA AD11E1




SECTION 2 GENERAL LEDGER BUSINESS TRANSACTIONS
2.1 Park Document (Single Screen Transaction)

Access transaction by:

Via Menus Accounting > Financial Accounting > General Ledger >
Posting » Document » Park Documents > "Post/Delete:
Single Screen Transaction

Via Transaction Code FV50

Click on “Post/Delete: Single Screen Transaction”, enter the following information in the field as
specified in the table below.

=g

Menu Edit Favorites Extras  System  Help

SAP Easy Access

=N NS

- = = = (Db

g = = = [0

LA,

(3 Posting
3 Document
) FBO2 - Change
17) FBOS - Change Ling ftems
2 FBO3 - Display
@ FBO3L - Display in General Ledger View
1) FBO4 - Display Changes
1Y) FBRA- Reset Cleared ltems
7 3 Parked Documents

FBVO - Post/Delete

% Fa0 - PostiDelete: Single Screen Transaction:
@' FWAOL - Process GIL Account Document for Ledger Group
) FAY2 - Change
17} FV50 - Change: Single Screen Transaction
2 FBV3- Display
) FBYA - Change Header
1) FBYS - Display Changes
12 FBVE - Reject

b [J Reference Documents

b [7 Cross-Caompany-Code Transaction

I [JReverse

I ] Aceount
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Park G/L Account Document: Company Code FBR

|§a Tree on | Company Code ||§ Simulate || Save as completed || FPost ||é’ Editing options |

Amaunt Infarmation
Diocument Date Currency FPKR Toatal deb.
Posting Date 01.02.2010 0.08 |PKR
Reference
Doc.Header Text Total cred.
Company Code FBR Federal Board of Revenue Islamabad 0.08 |PKR
[@'X'9]

=St |GIL acct |Sh0r1Text |DIC |Am0untindoc.curr. Loc.curr.amount |T |Taxjurisdictncode MAssignmentno.
6.00
o.o0
6.00
6.00
6.00
e}
2]
2]
2]
Lo}

}> 0 lterns { Mo entry variant selected )

Ll

m)

m)

m)

i

.6o
.bo
.bo
.bo
.Bo

m)

m)

m)

i

(0] 0B

[T |[«1[¥]
[zl =TmlEl EE L= [ (=11
User Input:
Field Name Description R/O Comments

Doc. date Source document date. R Enter a document date.

Currency If a document is in foreign (0] For exchange rate Users are given 3 choices:
currency, enter the foreign - User need not enter an exchange rate. The
currency code. system determines the exchange rate from

the Exchange Rate Table based on the
posting date of the Invoice.

- User enters a Translation Date in the Details
tab. The system determines the exchange
rate from the Exchange Rate Table based on
the translation date.

- User manually enters the exchange rate in the
Details tab.

Note : Use this Currency field to enter TARP
related Foreign Currency transactions.

A warning message will appear at the bottom of
the screen if exchange rate deviates from table
rate. Press <Enter> to bypass the message.

Posting date Date for posting a document R Enter a posting date.
to financial accounting. This
will determine which fiscal
period (also known as
posting period) the
transaction is recognized.

Period This is the posting period. It (0] If you are posting to Special Periods 13 to 16,
will change according to the then enter a period. Otherwise leave as blank.
posting date you have
entered. There is no
requirement to enter or
change the period unless




Field Name

Description

R/O

Comments

posting to special periods i.e.
periods 13 to 16. Special
periods are often used for
year-end adjustments.

Reference

One of the key fields that can
be used to search for
documents at a later retrieval
date. Any user-defined text.

Short txt

The document header text
contains explanations or
notes which apply to the
document, that is, not only for
certain line items.

Doc. type

This field is used by SAP for

the following:

1. Determination of
document number to be
assigned to the
transaction.

2. Can be used to limit the
usage for the account

types.

Default document type for
Post G/L document is SA.

Select a document type from the drop-down list if
you want to change the document type

G/L account

Account which is to be
posted to.

Click on the drop-down arrow to view a list of
available G/L accounts or use F4 Help.

D/C

Debit or Credit.

Enter Debit or Credit.

Amount in Doc.

Curr.

Debit or credit amount to be
posted.

Enter an amount.

Cost center

A cost center is required for
Profit and Loss accounts.

R/O

The cost center is entered only in case if GL
account is of Expense nature

Internal Order

A Internal Order is required
for Profit and Loss accounts
where it is marked as
required entry.

R/O

Internal Order is required field for the
transactions related to office accomodation,
residential accomodation, Telephone and
Vehicles.

Text

A 50 character description of
the transaction if required.

R/O

Step 01: Enter the document date and posting date.
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Document Edit Goto Extras Seffings  Environment System  Help
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Park G/L Account Document: Company Code FBR

I,?a Tree on I Company Code IE Simulate Iﬂ Save as completed |E| Post Ié’ Editing options _

Amount Infarrnation
Document Date B1.02. 2018 Currency FKR Total deh.

Pasting Date B1.02.2010 PKR
Reference

Dot HeaderText | | Total cred.

Company Code  FBR  Federal Board of Revenue [slamabad PKR

cca

[2]

GIL acct Short Text  |D.
B1181

C Amountindoc.curr.  |Loc.curramount T [Taxjurisdictn code [wAssignment no.
@, 00
o.ee
o.ee
o.ee
o.ee
o.ee
2]
2]
]
]

il
il
oA
oA

L I (]

£ 3] s W | 1| =1

[ | [ | [0 | | [ [ | ) | |

Step 02: Enter the G/L account, Debit, amount and cost center in required fields.
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Park G/L Account Document: Company Code FBR

|,5'7‘a Tree an | Company Code ||E Simulate ||B Save as completed ||ﬂ;l Post Hf Editing options |

Amaunt Infarmation
DocumentDate  |81.02.2018]  Cumency  [FKR | Total deb.

Posting Date O1.02.2010
Reference
Doc.Header Text | Total cred.

Company Code FBR Federal Board of Revenue Islamahad

" 5 o)

5,000.00 |PKR

PR

]

GIL acct Shart Text D

C Amount in doc.curr. | Text Lo |Co [Tradin |Bus |Part

Cost center

Order

o 481101 Basic pay of Dehit @ 5,000, 00 FER

70444

=3

FER

FER

FER

FER

FER

FER

'n
m
el

| | | |

'n
m
el

[ | [ | | [ ) | | )

'n
m
el

[=]
]
[=]
=]

L0 T b TE

[ EICIEINE =R &[]

Press Enter to Continue.

Step 03: Enter the G/L account, credit, amount and cost center in required fields.
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Park GIL Account Document: Company Code FBR

Iﬁl?a Tree on I Campany Code I[E Sitnulate |E| Save as completed |E| Postlé’ Editing options _

Amaunt Information
Document Date  |01.82.2010]  Cumency  PKR | Total deb.
Posting Date 01.02.2810 PKR
Reference
Doc. Header Text | Total cred.
Caompany Code FBR Federal Board of Revenue |slamabad PKR
a0
St |GIL acct Short Text  |OiC Amountin doc.curr.  |Walue date  |Text Lo |Ca |Tradin |Bus |Part [Costeenter |Order [
o |RO1101 Basic pay of (Debit B b,000.00 FER Feot Khoda4 [+]
a01102 Credit® 5a08 5|FBR a0444 | [+]
] »|FER
] % |FBR
] »|FER
] % |FBR
] »|FER
] % |FBR
] |FER: [+
L g »|FER [
1 mara

Press Enter or click ="' to Continue

Click IE to park the Invoice.



2.2 Post/Delete Park Document

Access transaction by:

Via Menus

Accounting » Financial Accounting > General Document >
Document > Park Documents > Post/Delete

Via Transaction Code

FBVO

=

SAP Easy Access

I [ Posting
= 3 Document

Menu  Edit Favorites Edras  System  Help

g suBceals

FE 5008 KHE @

&) FBO2- Change

) FBO3 - Display

f¢ FBO8- Change Line ltems

@ FBO3L - Display in General Ledger Yiew
) FBO4 - Display Changes
&2 FBRA- Reset Cleared ltems

= & Parked Documents

E Fwa0 - PostiDelete: Single Screen Transaction

@ FvalL - Process GIL Account Document for Ledger Group
2 FBY2 - Change

@ Fwa0 - Change: Single Screen Transaction

T2 FEV3 - Display

£ FBV4 - Change Heade
R o it A e
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Document  Edit Goto  Systern Help

&
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Post Parked Document: Initial Screen

| Dncumentlist”i Editing Options ‘

Key for Parking

Caompany Code W

Doc. Mumber 1000000033
Fiscal Year 2009

Click on “Post Parked Document: Initial screen”, enter the following information that are

given below table.

User Input
Field Name Description R/O Comments
Company Code FBR R
Doc. Number Enter the doc number R Enter the Doc. Number
which you want to post
Fiscal Year Source of year R Enter the year

Press Enter for Continue:
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Edit Parked G/L Account Document 1000000033 FER 2009

|§‘a Tree an | Company Code ||E Simulate ||ﬂ;l Save as completed ||ﬂ;l Fost ||‘4a Editing options |

Amount Information

Document Date h2.B2.2B1B ﬁ') Currency ’W‘ Total deb.

Pasting Date 12.02.2010 PKR
Docurment Murnber | 1000000033

Reference | Total cred.

Doc.Header Text PKR

Company Code FBR Federal Board of Revenue Islamabad
coa

5t |GIL acct Short Text  |D0C Amount in doc.curr.  |Loc.curr.amoaount T |Taxjurisdictn code [WAssighment na.

o |A01101 Basic pay of (CreditE) 4,000,600 4 000,000
o 01102 Personal pay Debit &) 4,000,600 4 060,080

K7/ 3] s WK D=

1 M e I

[ | [ | [ | | | ) |
oo ol e ela e
=
=

.0e

I T

EEE
Click on Exit button.

2.3Display Parked Document

Access transaction by:

Via Menus Accounting > Financial Accounting > General Document
» Document > Parked Documents > Display

Via Transaction Code FBV3




=
Menu Edit Favorites Exras  System  Help

| EE] | @ O

SAP Easy Access

=] | [ ][]~ ]

[ Posting
=3 Document
2 FBOZ - Change
) FBOY - Change Line lterms
2 FBO3 - Display
@ FBO3L - Display in General Ledger Yiew
) FBO4 - Display Chanoes
2 FBRA - Reset Cleared ltemns
=~ &3 Parked Documents
2 FBYD - PostiDelete
72 FV50 - PostiDelete: Single Screen Transaction
) FVWSOL - Process GIL Account Documentfor Ledger Group
) FEWZ - Change
) FYS0 - Change: Single Screen Transaction
I "
T FBV4 - Change Header
2 FBYE - Display Changes
) FEVE - Reject
[ (] Reference Documents
I [(J Cross-Company-Code Transaction
I [J Reverse
[> 3 Account
[> 3 Waster Records
[ [J Statistical Key Figures
[ [J Periodic Processing
[ [J Corrections
[> 3] Reporting
[> 3 Information System
[> [ Erviranment

On screen “Display Parked Document: Initial screen”, enter the following information in the field
as specified in the table below.

User Input:

Field Name Description R/O Comments
Company Code FBR R
Doc. Number Enter the doc number R Enter the Doc. Number
which you want to
Display
Fiscal Year Source of year R Enter the year




=
Document  Edit Goto  Systern Help

e ] | (R

Display Parked Document: Initial Screen

Cormpany Code || Ia
Doc. Mumber
Fiscal Year

Enter data in specified fields which are mentioned above table.

=2
Document  Edit Goto  Systern Help

B A )

Display Parked Document: Initial Screen

Campany Code FER

Doc. Mumber THEUAREEE3
Fiscal vear 2oo9|

Press Enter to Continue:
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Display Parked G/L Document 1000000033 FBR 2009

Arnount Informiation
‘Docurment Date; |12.92.291B| Currency ,W‘ Total deh.
Posting Date 12.02.2010 PKR
Docurrient Mumber | 1000000033
Referance Tatal crad.
Doc HeaderTedt | | | 4,000.00 |PKR
Company Code FBR Federal Board of Revenue Islamabad
N0
5t |GIL acct Short Text  |DVC Amountin doc.carr,  |Loc.curr.amount T |Taxjurisdictn code [WAssignment no. m]
o |ap11@1 Basic pay of (CreditE 400090 4,000.60YA n [«]
o |4B1182  Personal pay Debit @ 4,000 00 400060 B [
| .00 .00 ]
g .00 .00 ]
g .00 [.00 ]
g 0.00 0.o0 [l
Bl 0.00 0.o0 ]
gl 0.00 0.o0 ]
| f.00 .00 ] [+]
| ] 000 0.00 O [+]
[0 [ (4] [
Press Lﬁ Button to Exit.

2.4 Post GL Account Document

Access transaction by:



Via Menus Accounting > Financial Accounting > General Ledger>
Posting> Enter G/L Account Document

Via Transaction Code FB50

=

| Menu  Edit Fawvorites Extras Swstermn  Help

| & D H @ DHE anod FAE
SAP Easy Access

=]l ] =Bl [~ ][]

=~ 4 Favarites [« ]| B
B 3 MM =] ==
[ mE .
[ (JFPsS
[ [JBC Set '

= = AP menu i
[ [J Office
[ [J Cross-Application Components
[ [J Logistics
= 55 Accounting:

6"'iﬁml_:_i_r:n:il_r_'n-nzzi_alﬁxc:counting
= 3 General Ledger

= =5 Pasting

FEIED - Enter G/L Account Document

() FESOL - Enter GIL Account Document for Ledger Group

2 F-02 - General Posting

= FBOAL - Enter General Posting for Ledger Group

2 Fws0 - Edit or Park GIL Docurment

@ Fv50L - Park GiL Account Document for Ledger Group

2 F-B5- General Docurment Parking

) F-04 - Postwith Clearing

2 F-06 - Incoming Pavments

A F-07 - Qutgoing Pavments

= FBCJ - Cash Journal Posting

=) F-05 - Valuate Foreian Currency

[ (3 Reference Documents
[ [J Dacument
[ [J Account
[> [3J master Records skt
[» [ Statistical ey Figures *
[ [J Periodic Processing i
[ [ Corrections %
I@sttem Help
| = = = =N =
=0
B Enter Companw Code
Cormpany Sode I

Step01: “Enter G/L account document: Company code FBR” Basic data Tab Screen
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Enter G/L Account Document: Company Code FBR

|¢E¢ Tree oh | Company Code ||§b Hold ||E Simulate H F'ark”ﬂ Editing options |

Amaunt Infarmation
Daocument Date Currency PKR Total deb
Paosting Date 61,82 2010 0.08 |PKR
Reference
Doc Header Text Total cred.
Crogg-CC no. 0.00 |PKR
Company Code FBR Federal Board of Revenue Islamahad
(e'i'e]
0 ltemns (Mo entryvariant selected ) _‘
|§ 5t |GIL acct |Shnr1Te>d |DIC |Amnunt in dac.curr |me curramaunt |T |Taxjurisdictn code |V\|Assignmentnn
2 9.08 H [«]
z o.00 n []
[ 0.om K
2 .80 H
2 0.00 g
3 .00 H
2 .00 H
[ 0.om K
E .80 u =
] [E 0.80 u =
KT |L«][r]
User Input:
Field Name Description R/O Comments
Doc. date Source document date. R Enter a document date.
Currency If a document is in foreign R Enter a currency code.

currency, enter the foreign
currency code.

For exchange rate Users are

given 3 choices:

- User need not enter an
exchange rate. The
system determines the
exchange rate from the
Exchange Rate Table
based on the posting date
of the document.

- User enters a Translation
Date in the Detalils tab.
The system determines
the exchange rate from
the Exchange Rate Table
based on the translation
date.

- User manually enters the
exchange rate in the
Details tab.

A warning message will
appear at the bottom of the
screen if exchange rate
deviates from table rate.
Press <Enter> to bypass the
message.

Posting date Date for posting a document R Enter a posting date.




Field Name

Description

R/O

Comments

to financial accounting. This
will determine which fiscal
period (also known as
posting period) the
transaction is recognized.

Period

This is the posting period. It
will change according to the
posting date you have
entered. There is no
requirement to enter or
change the period unless
posting to special periods i.e.
periods 13 to 16. Special
periods are often used for
year-end adjustments.

If you are posting to Special Periods 13 to 16,
then enter a period. Otherwise leave as blank.

Reference

One of the key fields that can
be used to search for
documents at a later retrieval
date. Any user-defined text.

Short txt

The document header text
contains explanations or
notes which apply to the
document, that is, not only for
certain line items.

Doc. type

This field is used by SAP for

the following:

3. Determination of
document number to be
assigned to the
transaction.

4. Can be used to limit the
usage for the account

types.

Default document type for
Post G/L document is SA.

Select a document type from the drop-down list if
you want to change the document type

Company code

The company code for which
the transaction is to be
posted.

To change the company code, go to:
Environment » Change company code.

G/L account

Account which is to be

posted to.

Click on the drop-down arrow to view a list of
available G/L accounts.

D/C

Debit or Credit.

Enter Debit or Credit.

Amount in Doc.

Curr.

Debit or credit amount to be
posted.

Enter an amount.

Cost center

A cost center is required for
Profit and Loss accounts.

R/O

The cost center is entered only in case if GL
account is of Expense nature

Internal Order

A Internal Order is required
for Profit and Loss accounts
where it is marked as
required entry.

R/O

Text

A 50 character description of
the transaction if required.

R/O
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Enter G/L Account Document: Company Code FBR

|,55'a Tree on | Company Code ||® Hold ||E Simulate H Park”ﬁ Editing options |

Amount Infarmation
Document Date 10.02. 2610 Currency PER Total deb.
Posting Date 10.02. 2610 5,000.00 |PKR
Reference
Doc.Header Text Total cred.
Cross-CC no. 5,000.00 | PKR
Company Code FBR Federal Board of Revenue Islamahbad
oCa
2 Iterns { Mo entry variant selected ) _‘
[Blst [oracct  [shorntest [oic Jamountindoccurr. [Loccurramount [T [Taxjunisdictn code [ilassignment no.
o7 |an1101 Basic pay of (Credit® 5,000.00 5,000.00Y0 B
«” |A01101 Basic pay of (Debit & 5,000.00 5, 000.00Y0 E‘
| [2 0.00 ]
2 0.00 |
z (i:] |
S 0.680 O
z 0.0 |
= 0.00 O
Z 0.00 O ]
] S 0.00 O |
[0 I[dD]

EEEE &l=]

After you have entered the G/L items, click on RS Simulate | view the accounting entries that will be
posted into the system. Additional accounting entries like tax calculation etc.
Go to Step 2.

=

| Document overdiews  Edit Goto  Settings  System  Help

| & 3 H @@ SHB aDo BF QB
Document Overview

M}) Reset” Taxes || Park|| Complete ||E| Choose ||E| Save ||B ARG |

Doc.Type © S8 { G/L Account Document ) Normal document

Doc. Wumber Company code FER Fiscal year 2009
Doc. date 108.02. 2018 Posting date 10,82, 2010 Periaod o8
Calculate Tax

Doc. currency FKR

Itm|PK| Account Account short text Assignment Tx Amount

afao1101 Basic pay of Officer o 5, OoQ.00-
2(40) 801101 Basic pay of Officer Wi R, 0E0 .00




]
Verify the accuracy of the data. Once you are ready to post the document, click . The system will
automatically assign a document number that appears at the bottom of the screen. Note down the
document number.



Go to Step 3.

SEtep 3: “Edit G/L account document: Company code FBR” Screen

Document  Edit  Goto  Estras  Setings  Environment  Systern Help

& I@8 @@ DHE anoan DRl em

Enter G/L Account Document: Company Code FBR

|¢E¢ Tree on HEE Company Code H% Hald ||E Sirulate || Park Hi Editing options |

Basic data

Amaount Infarmation
Document Date | [ﬂJ currency FKR Total deb
Posting Date 81.02.2610| [ 00 |pkr

Reference |
Doc.Header Text ‘ Total cred

Cross-CG no | FKR

Company Code FBR Federal Board of Revenue Islamabad

loi's]

)

GiL acct Short Text DJC Amount in doc.ourr. Loc.curr.amount T |Tax jurizdicin code Aszignment no.

| e e ) o o
oz oooeoooe
=)
=

E EEE EHeE =

(D] T B E

@|Ducumem 1000000027 was posted in company code FBER \

You can either continue to enter the next G/L document or click on @ icon to exit.

END OF TRANSACTION



SECTION 3 GENERAL LEDGER REPORTS

3.1 Standard Sap Reports

Via Menus Accounting > Financial Accounting > General Ledger>
Information system>General Ledger Repost (new)

=
Menu Edit Favorites Estras  Systern Help

i R W - R e R N

SAP Easy Access
REN=ENEEER R

J === e === 7[D
oo m

= 3 General Ledger Reports (Mew)
> (7 Financial Statement/ Cash Flow
> (J Account Balances
=7 {5 Line tems
) 5_ALR_B7012282 - GIL Line lterns, Listfor Printing
@ S_ALR_87012332- GJL Account Staterments
I ] Open ltems
> (J Document
[ (] Master Data
] Toals

[

3.2 Select Individual Reversal




As only limited fields are allowed to change after posting, to amend the critical fields requires the
document to be reversed and re-posted with the correct information.

Access transaction by:

Via Menus Accounting> Financial Accounting >General Ledger>
Document > Reverse> Individual Reversal

Via Transaction Code FBO08

=
Menu  Edit Favorites Estras  Systern Help

| & | D AH C@a SHE HNoD AR @ m
SAP Easy Access

(23] (e A= ]| D [

[ Favaorites
= 13 SAP menu
[ [J Office
[» [J Cross-Application Components
[ [J Lagistics
= 3 Accounting
= {23 Financial Accounting
== 9] General Ledger
[* [J Pasting
== =9 Document
) FBOZ - Change
) FBOY - Change Line ltems
2 FBEO3 - Display
@ FBO3L - Display in General Ledger Wiew
2 FRO4 - Display Changes
) FERA- Reset Cleared ltems
[ [J Parked Documents
[ [J Reference Documents
> [J Cross-Company-Caode Transaction
= 7 Reverse
E_E_'_U__EE - Individual Reversal
b2 F.80- Mass Reversal
3 Account
[ Master Recaords
[ sStatistical Key Figures
[J Periodic Processing
[ Coaorrectians
[ Reparting
3 Infarmation System

—— .

|[«0v]

P T YT T TV

Step “Reverse Document: Header Data” Screen
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Reverse Document: Header Data

|6%r> Display before reversal | Document list | ’?‘E Mass Reversal |

Document Details
Document Mumber
Company Code FER

Fiscal Year 2009

Specifications for Reverse Posting

Fasting Date

Reversal Reason M= Reason for Reversal {13

5 Entries found

Fosting Period

(wE[O[E[E[HE] 2SI £]

=

Zheck management specificat BEason 1Tex1

Woid reason code

01 Reversal in current period +—
o0z Reversal in closed period

03 Actual reversal in current period

04 Actual reversal in closed period

05 Accrualideferral posting

5 Entries found

Field Name Description R/O Comments

Document The SAP generated number R System also accepts down payment request and

Number of the document to be partial payment request no.
reversed.

Company Code | FBR R

Fiscal Year Not required (@)

Reversal Reason for reversing a |R From the drop-down list, select the most relevant

Reason document one.

Posting Date The posting date of the (0] If you are reversing a document posted many
document created for the months back and you want the reversal to be
reverse postings. If you leave effective in that period as well, then that period
it blank, and it will default the must be opened for posting, if it had been
reversal document’s posting closed. Otherwise, the system will issue an error
date to that of the reversed message.
document.

Posting Period Defaults based on posting (0]
date

Enter Document Number, Reversal Reason
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Reverse Document: Header Data

G+ Display hefore reversal Docurnent list || S5 Mass Reversal
| | | |

Cocument Details
Document Mumber 1900000254
Company Code FBR

Fiscal Year 208

Specifications for Reverse Posting

Reversal Reason F1 [n:_i')
Fasting Date
Posting Periad |_|

Check management specifications
Yoid reason code |_|

To display the document to be reversed, click %" Disniay hefore reversal |



After verifying the document is the one to be reversed, click on & to return to the previous screen

]
(Step 1) and then click on to reverse the accounting entries.
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Data Entry View
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A document number, generated for the reversed postings, is displayed at the bottom of the screen.
Note down the reversal document number.

Press Exit Button.
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