
 
 

 

SAP User Manual for FICO Master Creation 
 
 

Confidential Document               Tech Mahindra. All rights reserved.                      Copyright © 2020 

 

Page 1 of 63          

                                                                                                                                                                 

 

 

 

Indian Ports Association (IPA) 

Implementation of Port EBS Project 
Enterprise Business System 

 

 

Business Process Manual for 

FICO Master Creation 
 

 

                                             Submitted by: 

 

 

 

  

 
Plot No. 58 A & B,  

Noida Special Economic Zone , 
Uttar Pradesh -201305 

 
www.techmahindra.com  

 



 
 

 

SAP User Manual for FICO Master Creation 
 
 

Confidential Document               Tech Mahindra. All rights reserved.                      Copyright © 2020 

 

Page 2 of 63          

                                                                                                                                                                 

 

This document is a desk reference tailored to the Finance Specialists. It is intended to provide 

information that will be helpful to support the finance processes. 

All rights reserved. Passing on and copying of this document, use and communication of its 

contents not permitted without written authorization  

Document History: 

Authors & Participants 

Role Name 

  

  

  

  

 

 

Revision History 

Date Document 

Version 

Document Revision 

Description 

Author 

21.07.2020 1.0 Initial Draft Anand N 

    

    

    

    

 
 

Reviewed and Approved By 

Name Title Date Approved 

    

    

    

    

    

 



 
 

 

SAP User Manual for FICO Master Creation 
 
 

Confidential Document               Tech Mahindra. All rights reserved.                      Copyright © 2020 

 

Page 3 of 63          

                                                                                                                                                                 

 

Introduction: 

The purpose of this document is to give awareness of the complete process as how to create the FICO 

Master Data to the respective Finance users. 

Prerequisite: 

Before creation of any GL Master, the company code and the respective Account Groups to be present 
in the system.   
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Abbreviation Description 

FI Finance 

CO Controlling 

COA Chart of Accounts 

GL General Ledger 

SAP Systems, Applications, and Products in Data Processing 

BPO Business Process Owner 

BS Balance Sheet 
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1.  Creation of General Ledger  
 

Enter Transaction code FS00 in command bar click execute (or) Follow the below navigation 
path 

Step 1: Go to transaction FS00 (or) through navigation path (SAP Easy Access Menu ĄSAP 
Menu Ą Accounting Ą Financial Accounting Ą General Ledger Ą Master Records Ą G/L 
Accounts Ą Individual Processing Ą Centrally 
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You will get the below screen.  

Enter the new G/L Account for creation and then click on Create. 
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Step 1: In the below screen enter the following details: 

Select: G/L Account Type 

Select: Account Group 

Enter the Short Text and G/L Account Long. Text 

 

Step 2: Then go to next tab ά/ƻƴǘǊƻƭ 5ŀǘŀέ. 

Select Recon. Account for Account Type and Sort Key as mentioned below. 

Open item management to be ticked if you need an offsetting posting for a given business 
transaction. Example to use open item management for bank clearing accounts, clearing 
accounts for goods receipt/invoice receipt, and salary clearing accounts. 

Sort Keys are used to populate the Assignment number field in the line items of customers or 
vendors or general ledgers. 
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Step 3: Click on the ƴŜȄǘ ǘŀō άCreate/Bank/Interestέ 
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In the Field Status Group, select the required άCƛŜƭŘ ǎǘŀǘǳǎ ƎǊƻǳǇέΦ 

Field status group is to control which fields are required for entry and which fields are set to 
optional and suppress. The field status groups are available under field status variant and it will 
be maintained at Company code level. 

Step 4: Click Save and then you will receive a message that the new G/L is created. 
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2.  Changing the General Ledger  Master 
 

Enter Transaction code FS02 in command bar click execute (or) Follow the below navigation 
path. 

Step 1: Go to transaction FS02 (or) through navigation path (SAP Easy Access Menu ĄSAP 
Menu Ą Accounting Ą Financial Accounting Ą General Ledger Ą Master Records Ą G/L 
Accounts Ą Individual Processing Ą Centrally 

 

 

Step 2: Enter the G/L account number and company code for which you want to change then 

choose above mentioned Change icon  
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3.  Display of General Ledger  
 

Enter Transaction code FS03 in command bar click execute (or) Follow the below navigation 
path. 

Step 1: Go to transaction FS03 (or) through navigation path (SAP Easy Access Menu ĄSAP 
Menu Ą Accounting Ą Financial Accounting Ą General Ledger Ą Master Records Ą G/L 
Accounts Ą Individual Processing Ą Centrally 

 

Step 2: Enter the company code and the G/L account number for which you want to see the 

click on or above-mentioned Display icon   

 

 

 

 

 

 



 
 

 

SAP User Manual for FICO Master Creation 
 
 

Confidential Document               Tech Mahindra. All rights reserved.                      Copyright © 2020 

 

Page 12 of 63          

                                                                                                                                                                 

 

 

4.  Block or Delete a G/L Account  
 

To block the G/L Account, enter Transaction code FS00 in command bar click execute (or) 
Follow the below navigation path. 

Step 1: Go to transaction FS00 (or) through navigation path (SAP Easy Access Menu ĄSAP 
Menu Ą Accounting Ą Financial Accounting Ą General Ledger Ą Master Records Ą G/L 
Accounts Ą Individual Processing Ą Centrally) 

 

Step 2: In the next screen Enter the G/L Account you want to block or delete. Enter the G/L 
Account and Company Code. 

Step 3: In the next step, Press the Block button  

Step 4: In the next screen, you have the blocking options for the G/L Accounts either by 
Company code level or chart of accounts level. 
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Step 5: Click on Save  

For Deleting 

Step 6: In the next step, Press the Mark for deletion button   

Step 7: In the next screen, you have the deletion options for the G/L Accounts either by Chart of 
accounts level or Company code level. 
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Step 8: Then click on Save to reflect the changes you have done. 
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5.  Creation of GL Master under Chart of Account  
 

Enter Transaction code FSP0 in command bar click execute (or) Follow the below navigation 
path 

 
Step 1: Go to transaction FSP0 (or) through navigation path (SAP Easy Access Menu ĄSAP 
Menu Ą Accounting Ą Financial Accounting Ą General Ledger Ą Master Records Ą G/L 
Accounts Ą Individual Processing Ą In Chart of Account 

You will get the below screen.  

Enter the new G/L Account and the Chart of Account for creation and then click on Create. 

 

 

Once clicked on Create then enter the required details. 

Select: G/L Account Type 

Select: Account Group 

Enter the Short Text and G/L Account Long. Text and click on Save as shown below.  
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6.  Creation of Bank Master 
Enter Transaction code FI01 in command bar click execute (or) Follow the below navigation 
path 

 

Step 1: Go to transaction FI01 (or) through navigation path (Accounting Ą Financial Accounting  

Ą Banks Ą Master Data Ą Bank Master Record Ą Create  
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Step 2: On the initial screen of create Bank transaction, enter the BŀƴƪΩǎ Country and the Bank 
key. 
 
The Bank country identifies the country in which the bank is located.  

The Bank key specifies the unique identification key for the particular Bank.  

When you press Enter button, the system will take you to the next screen where we enter the 
address and other data for the Bank. 
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After entering all the details on the above-mentioned screen, click on Address  button. 

Then fill the Search Term and other details like Phone number, Fax number and the Email Id of 

the Bank. 
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Once entered the required details then click on Save button .  

Step 3: Go to FI12 transaction to enter the GL details for the Bank as shown below. 



 
 

 

SAP User Manual for FICO Master Creation 
 
 

Confidential Document               Tech Mahindra. All rights reserved.                      Copyright © 2020 

 

Page 20 of 63          

                                                                                                                                                                 

 

 

Select the required company code and click on House Bank; 
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Once you select the required Bank then click on Bank Accounts and enter the required details 

In the Screen below. 
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Once all done then click on Save button and your Bank Master is ready. 

 

7.  Change Bank Master:  
For any changes, enter Transaction code FI02 in command bar click execute (or) Follow the 
below navigation path 

Step 1: Go to transaction FI02 (or) through navigation path (Accounting Ą Financial Accounting  

Ą Banks Ą Master Data Ą Bank Master Record Ą Change 
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Step 2: In the above-mentioned screen enter the Bank Country and Bank key which you want to 

change and press enter. Then you can able to do the changes as per requirement. 

 

 

Step 3: Click on Save once you done the change. 
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8.  Display Bank Master:  
Enter Transaction code FI03 in command bar click execute (or) Follow the below navigation 
path: 

Step 1: Go to transaction FI03 (or) through navigation path (Accounting Ą Financial Accounting  
Ą Banks Ą Master Data Ą Bank Master Record Ą Display 
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Here you can only able to view and the system will not allow you to change anything. 

 

9.  Create an Asset:  

An asset in accounting is known as any tangible/intangible resource that can add a value and can 
be included in the financial statement. In SAP you can create a new Asset under Asset 
Accounting. 

Enter Transaction code AS01 in command bar click execute (or) Follow the below navigation 
path: 

Step 1: SAP Easy Access Menu ĄSAP Menu Ą Accounting Ą Financial Accounting Ą Fixed 
Assets  Ą Asset Ą Create Ą Asset or use Transaction code (AS01) 
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Step 2: In the next window, enter Asset class or select the required asset class using dropdown 
and Company Code. Press ENTER key to create the new Asset. 
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Step 3: In the next screen under General tab enter the required Description, Quantity and Unit 

of measurement. 



 
 

 

SAP User Manual for FICO Master Creation 
 
 

Confidential Document               Tech Mahindra. All rights reserved.                      Copyright © 2020 

 

Page 29 of 63          

                                                                                                                                                                 

 

 

Step 4: In Time-dependent tab, enter the Cost Center details. 
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Step 5: In the next screen under Deprec. Areas tab, enter the Depreciation Key and useful life 

as shown below. 

 

Step 6: Click on Save  

Once Saved, you will get the Asset Number popped out. 

 

10.  Change of an Asset Master:  
 

Enter Transaction code AS02 in command bar click execute (or) Follow the below navigation 
path: 

Step 1: SAP Easy Access Menu ĄSAP Menu Ą Accounting Ą Financial Accounting Ą Fixed 
Assets  Ą Asset Ą Change Ą Asset or use Transaction code (AS02) 

Step 2: Then enter the Asset number and Company Code and then press enter. 
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If any changes required, then change the same and click on save. 

 

 

 

 

11.  Display an Asset:  
 

Enter Transaction code AS03 in command bar click execute (or) Follow the below navigation 
path: 

Step 1: SAP Easy Access Menu ĄSAP Menu Ą Accounting Ą Financial Accounting Ą Fixed 
Assets  Ą Asset Ą Display Ą Asset or use Transaction code (AS03) 

Step 2: Then enter the Asset number and Company Code and then press enter. 
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Step 3: Now you can able to see the Asset details. 

 

 

 

12.  Create Fund Center:  
 

Fund center is an organizational unit within the FM area which represents the structure of an 
organization (areas of responsibility, departments, projects) in the form of a hierarchy. You can 
assign budget to funds centers in Funds Management. 

To create the Fund center, follow the below mentioned path: 
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Go to transaction FMSA (or) through navigation path SAP Menu Ą Accounting Ą Public Sector 

Management Ą Funds Management Ą Master Data Ą Account Assignment Elements Ą Fund 

Center Ą Individual Processing Ą Create 

 

 

 

On the initial screen enter the New Fund center you want to create, Validity Dates and the FM Area  

Once done press enter to go to next screen. 
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On the Basic Data tab enter the following details; 

Name of the Fund center 

Full Description of the fund center 

Company code 

And the User Name  

Once entered the required details then click on Save button  
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13.  Change Fund Center:  
 

Go to transaction FMSB (or) through navigation path SAP Menu Ą Accounting Ą Public Sector 

Management Ą Funds Management Ą Master Data Ą Account Assignment Elements Ą Fund 

Center Ą Individual Processing Ą Change 

 

 

On the next screen (shown below) enter the Fund center you want to change 

Then press enter 
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Do the required changes on the respective tab and once done Save 
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14.  Display Fund Center:  
 

Go to transaction FMSC (or) through navigation path SAP Menu Ą Accounting Ą Public Sector 

Management Ą Funds Management Ą Master Data Ą Account Assignment Elements Ą Fund 

Center Ą Individual Processing Ą Display 

 

 

On the below screen enter the Fund center and FM Area you want to view 

Then press enter to display the Fund center. 
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