
 
 

 

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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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 →SAP 
Menu → Accounting → Financial Accounting → General Ledger → Master Records → G/L 
Accounts → Individual Processing → 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 “Control Data”. 

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 next tab “Create/Bank/Interest” 
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In the Field Status Group, select the required “Field status group”. 

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 →SAP 
Menu → Accounting → Financial Accounting → General Ledger → Master Records → G/L 
Accounts → Individual Processing → 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 →SAP 
Menu → Accounting → Financial Accounting → General Ledger → Master Records → G/L 
Accounts → Individual Processing → 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   
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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 →SAP 
Menu → Accounting → Financial Accounting → General Ledger → Master Records → G/L 
Accounts → Individual Processing → 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. 



 
 

 

SAP User Manual for FICO Master Creation 
 
 

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

 

Page 13 of 63          

                                                                                                                                                                 

 

 

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 →SAP 
Menu → Accounting → Financial Accounting → General Ledger → Master Records → G/L 
Accounts → Individual Processing → 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 → Financial Accounting  

→ Banks → Master Data → Bank Master Record → Create  
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Step 2: On the initial screen of create Bank transaction, enter the Bank’s 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. 
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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 → Financial Accounting  

→ Banks → Master Data → Bank Master Record → 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 → Financial Accounting  
→ Banks → Master Data → Bank Master Record → 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 →SAP Menu → Accounting → Financial Accounting → Fixed 
Assets  → Asset → Create → 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. 
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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 →SAP Menu → Accounting → Financial Accounting → Fixed 
Assets  → Asset → Change → 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 →SAP Menu → Accounting → Financial Accounting → Fixed 
Assets  → Asset → Display → 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 → Accounting → Public Sector 

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

Center → Individual Processing → 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 → Accounting → Public Sector 

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

Center → Individual Processing → 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 → Accounting → Public Sector 

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

Center → Individual Processing → Display 

 

 

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

Then press enter to display the Fund center. 

 



 
 

 

SAP User Manual for FICO Master Creation 
 
 

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

 

Page 39 of 63          
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15. Create Commitment Item: 
 

Commitment items represent the functional grouping of an organization within a financial 
management area (FM area). Commitment items classify budget transactions and business 
transactions affecting liquidity into revenue, expenditure, and cash balance items 

To create the Fund center, follow the below mentioned path: 

Go to transaction FMCIA (or) through navigation path SAP Menu → Accounting → Public Sector 

Management → Funds Management → Master Data → Account Assignment Elements → 

Commitment Item → Individual Processing  
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On the Create commitment Items Screen ‘Basic Data’ tab  

Enter the new commitment item, FM Area and click on the Create Icon 

 

Enter Name  

Description 

Click the relevant Radio button (Dir. Postable or Not Directly Postable) 

Financial Transaction 

Commitment Item Category 

And check the box on ‘Standard Variant’ 

Once all the mandatory or required fields have been entered then click on the Save button.  Now your 

new commitment item has been created.  
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16.  Change Commitment Item: 
 

Go to transaction FMCIA (or) through navigation path SAP Menu → Accounting → Public Sector 

Management → Funds Management → Master Data → Account Assignment Elements → 

Commitment Item → Individual Processing  
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Once you come to the main screen of commitment items enter the commitment item you want to change 

and click on the change icon to do the changes. 

 

 

 

Now you can do the required changes in this commitment items master. 

Once you have done all the required changes then click on Save button to reflect the changes on the 

commitment items. 
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17. Display Commitment Item: 
 

Go to transaction FMCIC (or) through navigation path SAP Menu → Accounting → Public Sector 

Management → Funds Management → Master Data → Account Assignment Elements → 

Commitment Item → Display 

On the main screen enter the required commitment item which you want to display and press 

enter then your commitment item will be displayed as mentioned below. 
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18. Create Cost Center: 
A cost center is a department or function within an organization that does not directly add to 
profit but still costs the organization money to operate. Cost centers only contribute to a 
company's profitability indirectly. 

A cost center is an organizational unit that represents a defined location of cost incurrence. To 
create Cost Center, follow the below mentioned path: 

Step 1: Go to transaction KS01 (or) through navigation path (Accounting → SAP Menu → 

Accounting → Financial Accounting  → Controlling → Cost Center Accounting → Master Data → 

Cost Center → Individual Processing → Create  

 

 

Enter the Controlling area and click on the Tick mark. 
 
Step 2: In the next window, enter the following details and click the Master Data. 

• New cost center number. 

• Valid from Date to valid To date. 

You can also create a new cost center with a reference of old cost center. 
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Step 3: Enter the following details in the basic data tab − 

• Enter the name of the new cost center. 

• Enter a description for the new cost center. 

• Enter the User and Person Responsible. 

• Cost Center Category. 

• Hierarchy area. 

• Company Code. 

• Currency. 

• Profit Center. 
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Next, click the Control tab and select the required indicator. 
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Then click on the Save . Then the cost center will be generated. 

19. Change Cost Center: 

 
To change the cost center, follow the below mentioned path: 

 
Step 1: Go to transaction KS02 (or) through navigation path (Accounting → SAP Menu → 
Accounting → Financial Accounting  → Controlling → Cost Center Accounting → Master Data → 
Cost Center → Individual Processing → Change  
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Step 2: Enter the Controlling Area and Cost Center (which you want to change) in the above-
mentioned screen and press enter. 

 

In this screen you can do the required changes and click on save. 
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20. Display Cost Center: 

 
To Display the cost center, follow the below mentioned path: 
 
Step 1: Go to transaction KS03 (or) through navigation path (Accounting → SAP Menu → 
Accounting → Financial Accounting  → Controlling → Cost Center Accounting → Master Data → 
Cost Center → Individual Processing → Display  
 

 

Enter the appropriate selection parameters, then you can able to see the Cost Center you want 
to display as mentioned below; 
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21. Create Cost Center Group: 
To Create cost center group, follow the below mentioned path: 
 
Step 1: Go to transaction KSH1 (or) through navigation path (Accounting → SAP Menu → 
Accounting  → Controlling → Cost Center Accounting → Master Data → Cost Center Group → 
Create  
 

 

Step 2: Then you will able to see the below mentioned screen. In this screen, Enter the Controlling 
Area Cost Center Group name. Then click on “Save” button. 

 

NOTE: While creating a new group, it is possible to use an existing group as a template. The 

template group can belong to the same Controlling Area or COA. 
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22. Change Cost Center Group: 
To change the Cost center group, follow the below mentioned path.  

Step 1: Go to transaction KSH2 (or) through navigation path (Accounting → SAP Menu → 
Accounting  → Controlling → Cost Center Accounting → Master Data → Cost Center Group → 
Change 
 

 
  
Step 2: Enter the Controlling Area Cost Center Group which you want to change. Then press 
enter. 

 

In this above-mentioned screen, you can do the required changes and then click on Save. 
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23. Display Cost Center Group: 
To display the Cost center group, follow the below mentioned path.  

Step 1: Go to transaction KSH3 (or) through navigation path (Accounting → SAP Menu → 
Accounting  → Controlling → Cost Center Accounting → Master Data → Cost Center Group → 
Display 
 

 

Fill the required details and then press enter. Here you cannot do any changes. 

 

24. Create Profit Center: 
A cost center is an organizational unit that operates independently within the Company.  Most 
importantly the Profit center enables to calculate the Operating Profit / Loss for a particular Profit 
center. 

To create the Profit center, follow the below mentioned path: 

Step 1: Go to transaction KE51 (or) through navigation path SAP Menu → Accounting → 

Controlling → Profit Center accounting → Master Data → Profit Center → Individual Processing 

→ Create 
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Step 2: 

Enter the Profit center to create  

Enter the CO Area 

Enter the Reference Profit center and CO Area to copy from (if you have any) 

Then press enter to create a new one 
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Step 3: On the Basic Data tab enter the below details; 

Analysis Period  

Name  

Long Text 

Person Responsible  

Profit Center Group  

Once the above details entered then go to Company Codes Tab 
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On the Assigned check box mark the check for the required company codes wherein the Profit 

center to be used (as shown below) 

 

Once done click on the Activate button on the top shown below to save the Profit center. 

 

 

25. Change Profit Center: 
Step 1: Go to transaction KE52 (or) through navigation path SAP Menu → Accounting → 

Controlling → Profit Center accounting→ Master Data → Profit Center → Individual Processing 

→ Change  
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Step 2: Enter the Profit Center to change and then press enter. 

 

 

Step 3: On the next screen do the necessary changes and click on Save button. 
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26. Display Profit Center: 
Step 1: Go to transaction KE53 (or) through navigation path SAP Menu → Accounting → 

Controlling → Profit Center accounting→ Master Data → Profit Center → Individual Processing 

→ Display   
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Step 2: One the next screen, enter the Profit center and the controlling area you want to view 

and then press enter. 

 

 

Step 3: You can see the respective Profit center displayed as shown below (here no updation is 

allowed this has only the display option) 
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27. Create Profit Center Group: 
To create the Profit center group, follow the below mentioned path: 

Step 1: Go to transaction KCH1 (or) through navigation path SAP Menu → Accounting → 

Controlling → Profit Center accounting → Master Data → Profit Center Group → Create 

 

Step 2: In the next screen, Enter the Controlling area in which the profit center group is to be 

created and then Click on “Save”. 

 

NOTE: While creating a new group, it is possible to use an existing group as a template. The 

template group can belong to the same Controlling Area or COA. 
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28. Change Profit Center Group: 
To change the Profit Center group, follow the below mentioned path.  

Step 1: Go to transaction KCH2 (or) through navigation path SAP Menu → Accounting → 

Controlling → Profit Center accounting → Master Data → Profit Center Group → Change 

 

 
  
Step 2: Enter the Controlling Area Profit Center Group which you want to change. Then press 
enter. 

 

In this above-mentioned screen, you can do the required changes and then click on Save. 

29. Display Profit Center Group: 
To display the Profit Center Group, follow the below mentioned path.  

Step 1: Go to transaction KCH3 (or) through navigation path SAP Menu → Accounting → 

Controlling → Profit Center accounting → Master Data → Profit Center Group → Display 
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Step 2: Fill the required details in the above-mentioned screen and then press enter.  

 

You can see the respective Profit center group displayed as shown below (here no updation is 

allowed this has only the display option). 
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Disclaimer: 
 

Tech Mahindra Limited, herein referred to as TechM provide a wide array of presentations and reports, with the 

contributions of various professionals. These presentations and reports are for informational purposes and private 

circulation only and do not constitute an offer to buy or sell any securities mentioned therein. They do not purport 

to be a complete description of the markets conditions or developments referred to in the material. While utmost 

care has been taken in preparing the above, we claim no responsibility for their accuracy. We shall not be liable for 

any direct or indirect losses arising from the use thereof and the viewers are requested to use the information 

contained herein at their own risk. These presentations and reports should not be reproduced, re-circulated, 

published in any media, website or otherwise, in any form or manner, in part or as a whole, without the express 

consent in writing of TechM or its subsidiaries. Any unauthorized use, disclosure or public dissemination of 

information contained herein is prohibited. Unless specifically noted, TechM is not responsible for the content of 

these presentations and/or the opinions of the presenters. Individual situations and local practices and standards 

may vary, so viewers and others utilizing information contained within a presentation are free to adopt differing 

standards and approaches as they see fit. You may not repackage or sell the presentation. Products and names 

mentioned in materials or presentations are the property of their respective owners and the mention of them does 

not constitute an endorsement by TechM. Information contained in a presentation hosted or promoted by TechM 

is provided “as is” without warranty of any kind, either expressed or implied, including any warranty of 

merchantability or fitness for a particular purpose. TechM assumes no liability or responsibility for the contents of a 

presentation or the opinions expressed by the presenters. All expressions of opinion are subject to change without 

notice. 
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