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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.
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Abbreviation Description

FI Finance
co Controlling
COA Chart of Accounts
AP Accounts Payable
G/L General Ledger
I\ Journal Voucher
APP Automatic Payment Processing
Pstky Posting Key
SAP Systems, Applications, and Products in Data Processing
BPO Business Process Owner
BS Balance Sheet
= Save
Ly Overview
(O Copy
@ Back / Previous Menu
& Header
& Details
& Execute
& SAP Business Workspace Button

Introduction:

The purpose of the document is to give awareness of how the Account payable cycle is being handled in
S4H (SAP) to the respective users.

Summary:

In this chapter, we are going to learn the various postings like Vendor Invoice, Credit and Debit Note
handling, Parking the Vendor Invoices, Payments to Vendors and other vendor related postings.
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Company Code List Data:
A company code represents an independent legal accounting entity in FI. Balance sheet and
Profit & Loss Statements required by Law will be created at the Company code level.

» Company code is a central entity in financial accounting. It is also the highest entity in

Logistics.
The following Company codes are created for All Port Trusts.

1000 Mumbai Port Trust
1060 Mumbai Port Trust Pension Fund Trust
1070 Mumbai Port Trust Gratuity Fund Trust
1100 Chennai Port Trust
1160 Chennai Port Trust Pension Fund Trust
1170 Chennai Port Trust Gratuity Fund Trust
1180 Chennai Port Trust General Provident Fund
1200 Deendayal Port Trust (Kandla)
1250 Deendayal Port Trust (Vadinar)
1260 Deendayal Port Superannuation Scheme
1270 Deendayal Port Gratuity Fund
1280 Deendayal Port Provident Fund
1295 Deendayal Welfare Trust
1400 Kolkata Dock System
1450 Haldia Dock Complex
1460 KopT Employee Superannuation Fund
1470 KopT Employee Gratuity Fund
1480 Kolkata Non-Contributory Fund
1490 Kolkata Contributory Provident Fund
1500 Paradip Port Trust
1560 Paradip Port Trust Pension & Gratuity Fund
1580 Paradip Port Trust Provident Fund
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1. Vendor Invoice:

To post the vendor invoice we can use the following transaction codes

FB60 - Invoice
F-43 - Invoice-General

Difference between FB60 and F-43:

FB60 is single screen transaction — No posting Key Selection required

F-43 is posting key selection required and we have to go each screen for each line entering
Enter the transaction code FB60 in command bar (or) Follow below navigation path

Step 1: SAP Easy Access = Accounting = Financial Accounting = Accounts Payable = Document Entry
- FB60 (Invoice)

& | FBBO - < EH & e & B E R T

SAP FEasy Access
L& &5 (=] & Other menu &=l By e [ & Create role

[ Financial Services Metwork Connector
[ Office
| Cross-Application Components
[ Logistics
=3 Accounting
~ 9] Financial Accounting
* [ General Ledger
» [ Accounts Receivable
~ 9 Accounts Payable
~ 9 Document Entry
- {2 FB60 - Invoice]

{ == ==

Step 2: In the next screen user has to specify the values, which is required to posting.
Ex: HeaderLevel:

e Vendor Code

e Posting Date

e Document Date (Vendor Invoice Date)

e Amount
Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
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e Reference (Has to enter Vendor Invoice Number)
e Business Place / Section Code — Section code is mandatory if TDS is applicable)
e Text
e Baseline Date - for Due Date Calculation for payment
Line item Level:
e GL account — Expenses GL account
e Amount
e Tax code — IF GST is applicable
e Assignment

o Text
e Cost Center — Mandatory for Expenses GL account
e HSN Code

I e,

d= Tree on Company Code & Hold [% Simulate H Park # Editing options

ey

R Invoice B 0,00
Basic da Vendor
Address
Vendor 400011 Sp.G/LI % Company
Invoice date 24.03.2020 Reference DEPT/INV/2019 KUBS IMPEX PRIVATE LIMITED
Posting Date 24.03.2020 2C JAMALS FAZAL CHAMBERS 2ND FLOOR
Cross-CC Number 600006 Ahmedabad
Amount 10.000,00 INR T 9940600954
[ Calculate Tax
Tax Amount [} Bank data: not available
Bus.Place/Sectn 1200 / 1200
Text Vendor Invoice B
D E———— =
A0 W[+
1 Items ( No entry variant selected )
= Stat G/L acct Short Text D/C Amount in doc.curr. Busin_Partn_ (Cost center Order Fin.
v (41400000 Hire of vehicle |S Deb. @ 10.000,00 12050701
S Deb.n
o T~k =

— Step 3: Click on “Withholding Tax” tab to confirm TDS.
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Enter Vendor Invoice: Company Code 1200

Sa Tree on Company Code @ Hold E Simulate Park | &7 Editing options

Transactn R Invoice El Bal. 0,00 OO
Basic data || Payment | Detals | Tax ' Withholding tax | Notes | | Vendor
Address
Mame of WTax T |WTa_ |W/Tax Base FC WTax Amt in FC W Tax ‘E Company
Invoice Posting Se.|[Cl Q 0,00 KUBS IMPEX PRIVATE LIMITED
Payment Posting 5. 0,00 2C JAMALS FAZAL CHAMBERS 2ND ..
600006 Ahmedabad
T 9940600954 [
[+]
[~] Bank data: not avaiable
([ L[] Ol

— Step 4: After provide the values as shown above click on “Simulate” button.

Document Overview
& = Reset B Taxes H Park EH Complete B

Doc.Type : KR ( Vendor Invoice ) Normal document

Doc. Number Company Code 1200 Fiscal Year 2019
Doc. Date 24.03.2020 Posting Date 24.03.2020 Period 1z
Calculate Tax =

Ref .Doc. DEPT/INV/2019

Doc. Currency INR

Itm | PK| Account Account Short Text Assignment Tx Amount
1(31]400011 KUBS IMPEX PRIVATE L V1 9.810, 00—
2(40( 41400000 Hire of wvehicle vl ) -Z2E, B0
3|40 23500000 CGST— Input Credit vl 238,10
44023500001 SGST— Input Credit vl 238,10
955018150012 TDS Pavable—-Salaries 190, 00—

—»Step 5: In the above screen check and verify the line items and “Complete” the document. This will
trigger the workflow

-
To park the document, click on “ Sl I Button”

as below:

, the system will give the information message

'@ Document 2200000090 1200 was parked

Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
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Step 6: To approve the document login as approver in the SAP system.

S = R e

AEOOL

Ea e e

J & |

Step 7: Click on

" SAP Business Workspace Button.

G| 00 aldH @ SHBR DDo0 HE @E
SAP Easy Access

~ 33 Favorites
> (O Funds Management
B FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget C|
I O Port Specific Development
B FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
E OB _GLACC13 - G/L acct record: Mass maintenance 03
B KS12N - Mass Maintenance for Cost Centers
Ed ZMMROO1 - Purchase Register
B8l ZF114 - Fixed Deposit Upload
B ZFI13 - Fixed Deposit Interest calculation
~ &3 SAP Menu
> [0 Connector for Multi-Bank Connectivity
[0 Office
3 Cross-Application Components
I Logistics
J Accounting
0 Human Resources
O Information Systems
0O Tools
O wWebClient UI Framework

R R R
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Step 8: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2200000090” message
will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer
7 New message [ Find folder [l Find document [ Appointment calendar @ Distribution lists

o igorl;r:’lace: Assistant Engineer 2(0[«|0|8) T|8|8) ma|@z|La) o|a|a 7| )
¥ & Inbox
#] Unread Documents 39 Workflow 618
#l Documents 86
b B Workflow 618 Exec ‘Title Status Work Item ID|Creation Date |
Overdue entries 0 @ |Please approve the Parked Invoice 2200000090, Year 2019 @
Deadline Messages 0
Entries with Errors 0
b & Outbox
b B Resubmission
b 3 Private folders
b @ Shared folders
b ¢ Subscribed Folders
0 Trash
T Shared trash

Creation TI_|P_Atta |
4261512403200 143057 5

[

# Tips & tricks: Group work items according to content type..

Please approve the Parked Invoice 2200000090, Year 2019

Description Objects and attachments

Select one of the available decision No attachments or objects exist

options. This completes the processing of
this step.
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Step 9: In this step Click on the “ @ option to post the parked Invoice “2200000090”.

Decision Step in Workflow

B8 Workflow | 11 Create Import

Please approve the Parked Invoice 2200000090, Year 2019

Choose one of the following alternatives

'bpprove

Reject

Display

IApproval or Rejection History

Hold

Description Objects and attachments

Select one of the available decision options. This completes the |No attachments or objects exist
processing of this step.

Before you make a decision, you can display the attachments and
objects which have been attached to the user decision. You can
also add your own attachments.

If you choose Cancel, the user decision remains in your inbox
for processing.

Step 10: Once parked Invoice “Approved” document got posted in company code to display posted document
go to FBO3 and display the document.
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Display of posted document:

FBO3 - Display of posted Document:
Enter the transaction code in the command bar (or) Follow below navigation bath.

Step 1: SAP Easy Access = SAP Menu —>Accounting = Financial Accounting = Accounts Payable =
document = (FB03) Display

&IFEHB EIQI@@&IQHHI@‘D@@II

SAP Easy Access
El | | |ﬁ Other menu || | E“El | |B Create role || |@_é' Assign users ||
(3 Favorites (=]

=7 523 SAP Menu
[ [ Financial Services Network Connector
I [ Office
[ [J Cross-Application Components
[ [J Logistics
= 23 Accounting
= 23 Financial Accounting
[ [J General Ledger
I* [J Accounts Recewable
=~ 33 Accounts Payable
[ [J Document Entry
=~ 3 Document
=) FBO2 - Change
=) FBOO - Change Line Ttems
2 FBO3 - Display
=) FBO4 - Display Changes
7 FBRA - Reset Cleared Ttems
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Step2: In the next screen, enter the following details: Company code details can
be selected from Company

e Document Number code list data
e Company Code
e Fiscal Year

Dispplay Docorrmrernnt: Trnitial Screery

/HH pocument List || 14 First Item | | &” Editing Options

Keys for Entry Wiews

Docurment Mumber 220000001 &
Company Code 1200
Fiscal Year 2019

Step3: After provide the values as shown above press enter to view the document.

@& Display Document: Data Entry View

Taxes | & Display Currency ||!-==.! General Ledger View

Docurnent Number 2200000016 Company Code 1200 Fiscal Year 2019
Document Date  23.05.2019 Posting Date 23.09.201%  Period (3
Reference DEPT/INV/2019 Cross-Comp.Mo.

Currency INR Texts Exist O Ledger Group

I?IEIM ml-

| 1tm|PK (5| S |Account Description Armount|Curr. | Tx [Cost Center |Profit Center

1200 1 31 400011 KUBS IMPEX PRIVATE |_1___ 980,00- |{INR [Vl
400011 [ - 980,00- INR

1200) 5|50| [1B150012 |TDS - Sec 194C | 20,00-[NR || |
18150012 - 20,00- INR

1200 3[40] [23s500000 |CGST— Input Credit | 23,81 |1NR |v1| |
23500000 /4 - 23,81 INR

1200 4[40| [23500001 |SGST— Input Credit | 23,81 |INR |v1| |
23500001 1 - 23,81 INR

1200 z[40] [41400000 |Hire of vehicle | 952,38 |1NR |v1|1205n402 |1205
41400000 [ c 952,38 INR

= oo 0,00 INR

|
Step 4: if we want to see, the entire document lists, which was posted, then in the above screen click on
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“Document List”.

Display Docormrernnts: Trailbial Screerr

|l pocument List || 14 First Ttem | | &” Editing Options |

Drocument Mumber 220000001 &
Company Code 1200
Fiscal “Wear 20139

In the below screen user has to specify the selection criteria to view the document:

Docurmernnt List

- @ & )=( | | pata sources |

Document type to o |
Posting date 23.09.2015 [) to => |
Entry date to = |
Reference number to = |
Reference Transaction to o
Reference key to >
Logical system to =]
F

[ Display noted items

——»Step 5: Provide the value as shown above and click on “Execute” button.

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

Accepting No Limits Alternative Thinking Driving Positive Change

Page 14 of 325



Tech
Mahindra

SAP User Manual for Accounts Payable

Docrrrrreryt LisE

= | B

%lm ID{:-Currlenﬂ'-.lﬂI YearlTypeIDﬂc..Dﬂl:e IPﬂEﬁIg Date I

[1z200 |M16|2ﬂ19|KR |23.09.2019 |23.09._2019 |

Step 6: Double click on line item to view the document.

@& Display Document: Data Entry View

P E &S H Tees | &

Display Currency ||E'l General Ledger View |

Docurment Nurnber 22000000168 Company Code 1200 Fiscal Year 20148
Document Date 23.09.201% Posting Date 23.059.201%  Period &
Referance DEPT/INV/2019 Cross-Comp.No.

Currency INR Texts Exist | Ledger Group

llllﬂﬂl IE-EIEEI=1r) @a EEIEEN]
 1tm|PK S |Account  *|Description Amount|curr. | Tx|Cost Center |Profit Center
121}11 1 31 400011 KUBS IMPEX PRIVATE |_1__ Q80,00- [INR  [V1
400011 & - 980,00- INR
1200 5[50 [18150012 |TDS - Sec 194C | 2[],[][]—|INR | |
18150012 I c 20,00- INR
1200| 3[40| [23500000 [CGST- Input Credit | 23,81 [INR  [V1i]
23500000 &Y - 23,81 INR
1200| 4[40| [23500001 [SGST- Input Credit | 23,81 [INR  [V1i]
23500001 54 - 23,81 INR
1200| 2|40| (41400000 |[Hire of vehicle | 952,38 [INR  [V1[12050402 [1205
41400000 &, - 952,38 INR
= oo 0,00 INR
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FB02 — Change Document:
Enter Transaction Code FB02 in command bar (or) Follow the below path.

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable -
Document - (FB02) Change Document.

¢ EE B e@e DHE

SAP Easy Access
(% [% & gz 0ther menu HEH s v a [fa

» [ Favorites
~ &1 SAP Menu
* (O Financial Services Network Connector
(7 office
(71 Cross-Application Components
(1 Logistics
=1 Accounting
~ & Finandial Accounting
* (1 General Ledger
* [J Accounts Receivable
* 1 Accounts Payable
* [J Document Entry
¥ 21 Document
« 12 FBO2 - Change

4 = = =

Company code details can
be selected from Company
e Document Number code list data

Step 2: In the next screen enter the following details

e Company Code
e Fiscal Year

Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
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iy rrege Do rrrrreryEs Fryitial Soreaery

B Document List || 14 First Tterm | | & Editing Options

Keayws for Entry Wiewwsr

Drocurment FMamber Z2200000071 &
Cormpany Coad e 1200
Fiscal Year =201

Step 3: After provide the values as shown above press enter to view the document.

= Change Document: Data Entry View

Taxes | &% Display Currency |

Document Mumber 2200000016 Company Code 1z00 Fiscal Year

Document Date 23.09.201% Posting Date 23.0%9.201%  Period [
Reference DEFT/INV/201%9 Cross-Comp.Mo.
Currency INE Texts Exist | Ledger Group

BEEE SRR R EE T EE
Itm|PK |5 | Account "Desc.rt:-t.ion E Amount|Curr. | Tx |Cost Center |Profit Center
1200/ 1(31| [400011 KUBS IMPEX PRIVATE LI 080,00- [INR V1
400011 &L o 980,00- INR
18150012 |TDS - Sec 194C | 20,00- |INR | | |
18150012 &L, o 20,00- INR
23500000 |CGST- Input Credit | 23,81 [INR V1] |
23500000 & o 23,81 INR
23500001 |SGST- Input Credit | 23,81 [INR V1] |
23500001 &, o 23,81 INR
41400000 |Hire of vehicle | 952,38 |INR |V1|12[]5[]402 |1205
41400000 &L, o 952,38 INR

oo 0,00 INR

Step 4: If we want to change the values in header level then go to menu bar and click on “Go to” and
click on “Document Header” then change the values whichever is required. If we want to change the
values at line item level, then click on line item then changes values whichever is required and save
document. To save click on “Save” button.
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Step 5: Come back to below screen.

Cifrarrage Docerrrrery s Trvrtfial Soreaerr

B pocurment List || 14 First Ttem | | & Editing Options

220000001 &

1=200
2015

Step 6: Click on “document list” to view the entire document posted

In the next screen user has to specify the selection criteria to view the document lists

Document List

@G )=( || Data Sources |

Document type to = |
Posting date 23.09.201% [2) to = |
Entry date to = |
Reference number to = |
Reference Transaction to o .
Reference key to = |
Logical system to o

Ahntﬁ:hymbedm/.’

[ ] Display noted items

—» Step 7: Provide the values as shown above and click on “Execute” button.
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Docirrment List

|
CoCcd “|DocurmentMo| Yvear Type | Doc..Date Posting Date |
1200 2200000016 (2019 (KR 23.09.2019% 23.09.201% |

Step 8: Double click on line item then system will display the below screen.

| Displa yD cument: Data Entry Vlew
il @ & [ Taxes G Display Currency FH General Ledger View

Data Entry View
Document Number 2200000016 Company Code 1200 Fiscal Year 2019
Document Date 23.09.2019 Posting Date 23.09.2019  Period 6
Reference DEPT/INV/2019 Cross-Comp.No.
Currency INR Texts Exist (=] Ledger Group
&&= B B ||
CoCd | Item|Key S |Account i Description = Amount|Currency| Tx |Cost Center Profit Center |\
1200 | 131 | [400011 KUBS IMPEX PRIVATE LIMIT 980.00-INR V1
400011 a . 980.00- INR
1200 = 5[50 18150012  |TDS - Sec 194C | 20.00-INR | | |
18150012 & . 20.00- INR
1200 3[40 = [23500000  |CGST- Input Credit | 2381 [INR V1 | |
23500000 & . 23.81 INR
1200 | 4[40 = [23500001  [SGST- Input Credit | 2381 [INR V1 | | \
23500001 & . 23.81 INR
1200 | 2[40 | 41400000 |Hire of vehicle | 952.38 INN [Vl [12050402  [1205
41400000 & . 952.38 INR

i 0.00 INR

.5 Step 9: if we want to change the values at header level then go to menu bar, click “Go To”, and click on
“Document Header” then change the values whichever is required. In addition, if we want to change the
values at line item level, double click on “Line items” then change the values whichever is required and

save the document. To save click on “Save Button”.
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FBL1N — Vendor Line item report. In the below screen user has to specify the selection criteria to view
the vendor line items.

Vendor Line Ttem Display
H

Vendor account 400011 to
Company code 1200 to

Selection using search help

Search help ID
Search string
| o Search help |

Line item selection !
Status

) Open items
Open at key date 23.08.201%

) Cleared ikems

Clearing date to

Open at key date

% Al items

Posting date 23-09-2019 to

Type
Mormal items

Provide the value as shown above and click on “Execute” button.
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Vendor Line Item Display
M4 » M| & 2 B | 188/ = | [B||& || BB 4 | [Z2| % 2] =] | B[] selections || [ create Dispute Case

Vendor 400011
Company Code 1200
Name KUBS IMFEX PFRIVATE LIMITED
City Ehmedabad
St |Assignment DocumentNo | Tvpe Doc..Date |5|DD|Amount in Local Crcy|LCurr|Clrng doc.|Text
1 @ 2200000016 |ER 23.09.2019 Ly 980,00~ INR VENDOR INVOICE
L ] 980,00~ INR
4% Beccount 400011 980,00~ INR

The same above transaction we can post through F-43 also:

Enter the transaction code F-43 in command bar (or) Follow the below path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable 2>
Document Entry = (F-43) Invoice General

SAP Easy Access
[& ™ & && Other menu ] (N v [& Create role £ A

n
]
[l
1

-

b

* [ Favorites
= 3 SAP Menu
* [ Financial Services Metwork Connector
r [ Office
L Cross-Application Components
* [ Logistics
- 39 Accounting
= 9 Financial Accounting
* [ General Ledger
* [ Accounts Receivable
= 3 Accounts Payable
-~ <31 Document Entry
- 2 FB6O - Invoice
- [t F43 - Invoice - General}

{

Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
Accepting No Limits Alternative Thinking Driving Positive Change
Page 21 of 325



Tech
Mahindra

SAP User Manual for Accounts Payable

Enter Vendor Invoice: Header Data

Step 2: Provide the values as shown above and press enter.
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Enter Vendor Invoice: Add G/L account item
|E?’ More data | Account Model | &% G/L item fast entry ||ﬁ Taxes |

E!!iiﬁiill

INR

vl Calculate Tax
1200
12050402

MNew Co.Code

Step 3: Provide the values as shown above and press enter.
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Enter Vendor Invoice: Add Vendor item

A H B [ & Moredata | Account Model &% G/L item fast entry | [l Taxes | [H Withholding tax

_-! 0001l
—m *Means the system

automatically derive value
equal to debit or credit

Itern 2 / Invoice [ 31
Amount i

BusPlace/Sectn 1200 / 1200

Bus. Area
Pavt terms Days/percent Vi i
Bline Date 31.03.2020 Fixed
D Base CD Amount
Prnt block patMeans the system
) automatically derive Text
Assignment HIRE OF WEHICLE

from previous line item

+//

Step4: Provide the values as shown above and press enter.
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Enter Vendor I'nvoice: Add Vendor item
A @B @ & Moredsta | Account Model | §% G/L item fast entry |l Taxes [H withholding tax

400011 12110000
1200
Item 2 / Invoice / 31
Armount 1.000,00 INR
BusPlace/Sectn 1200 / 1200
Bus. Area
P
Mame of WTax T |WTa_ |W/Tax Base W/ Tax Amt W/ Tax Base LC W/ Tax Amnt LC

voice Posting Se [C1 5] a,00
t Posting 5. 0,00

K I s IR €1

(fJfegp. ~—mmmm——
v X

Step 5: Press “Enter”
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HIRE OF VEWCLE
HIRE OF VEHICLE

L Step 6: Go to menu bar and click on “Document” and click on “Simulate”.
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Enter Vendor Invoice: Display Overview

—@%Biﬁaf&meﬂey—H Park docurment || Account Model ||ﬂ G/L item fast entry |m Taxes |

DEFT/INV/2020

Iterns in docurnent currency

FE BusiA Acct INR Emount Tax amnt
001 40 0041400000 Hire of wehicle 1.000,00 V1
002 31 0000400011 EUBS IMPEX PRIVATE 1.000,00-
D 1.00a,00 C 1.00a,00 a,0a i 2 Line Items

Pstky [a)count SGLInd  TType New Co.Code

— Step 7: Check and verify the line items and park the document. To park Go to document click on “Park”.
Once the document is parked the system will display the below message.

Iﬁthmlzﬂuwmm
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Step 8: To approve the document login as approver in the SAP system.

|< HCaq SHB 1o BER @m

AEOO1

B o

Step 9: Click on - SAP Business Workspace Button.

& 0200 @|dH o6 CHER oDLoan | 6D @
SAP Easy Access

~ 33 Favorites
0 Funds Management
B FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget C|
I O Port Specific Development
B FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
B OB _GLACC13 - G/L acct record: Mass maintenance 03
B KS12N - Mass Maintenance for Cost Centers
B ZMMROO1 - Purchase Register
B8l ZF114 - Fixed Deposit Upload
E ZFI13 - Fixed Deposit Interest calculation
~ S SAP Menu
I (0 Connector for Multi-Bank Connectivity
[0 Office
3 Cross-Application Components
I Logistics
J Accounting
0 Human Resources
O Information Systems
O Tools
O wWebClient UI Framework

v v w9 YTT
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——— Step 10: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2200000095” message
will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

FNewmessage MFmdfolder fHFind document @Appointmentmlendar & Ditrbution sts

v n.’gorknhcm Aot Engnee R IE R R MEER R
v ¢ Inhoy
W] Unread Documents 43 Workflow 653
] Documes 3 Fie [ T Staus | Work Rem D|eation ate [Creation )P [t
> b Blwotow £ [ P apove the Paked Invoice 2200000095, Year 2019 7] 0816 0L 00388 S
“‘W“e entes 0 W Please approve the Parked Invoce 2200000031, YVear 2019 i) M8 ILIBAN BANH 5
W'“E Nessages ) P porovethe Puchase e 40200131 P QB ILBIN 6N 5
6 Eb”t”es ] ) Pese poovethe Pucse rde 40200031 ) D ABAN 6EB 5
b Eﬁgm ;)x“ 16 Plase approve the Parked Invoce 2900000054, Year 2019 7] 47931 31032020 14255 5
submisson
b @Prmte ol @ Please approve the RESERVATION 0000000776 @ 427754 30032020 19038 5
b @Share A e @ Please approve the RESERVATION 0000000776 @ 47751 30032020 1900:07 5
b & ubscbed Fobe i#h Please approve the Purchase Order 4502000129 ¥ 427680 30.03.2020 183622 5
i i#h Please approve the Purchase Order 4502000129 ¥ 7673 30.00.020 183248 5
mshared g | @ Please approve the Quofation 1002000063 @ 4776060 30.03.2020 182230 5
i @ Please approve the Purchase Requistion 200200049 @ 477620 30032020 181330 5
@ Please approve the Purchase Requistion 200200049 @ 477008 30.03.2020 180720 5
i#h Please approve the Purchase Order 4502000128 ¥ 47541 0032020 174346 5
{8 Pleass annrove the Purchase (rder 4512000178 ) 47518 30030000 174115 §
[y
ﬁ Tips & tricks: Create Attachm
Please aoorove the Parked Invoice 2200000095. Year 2019
Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
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—— Step 11: In this step Click on the “ I@ option to post the parked Invoice “2200000095”.
Decision Step in Workflow

B workflow | [ Create Import

Please approve the Parked Invoice 2200000095, Year 2019

Choo=ze one of the following alternatives

444*>lhpprove

Reject

IDisplay

thproval or RBejection History

[Hola

De=zcription
Select one of the awvailable decision options. Thi= completes the processing of

this step.

Before you make a decizion, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you chooze Cancel, the user decision remains in your inbox for processing.

Step 12: Once parked Invoice “Approved” document got posted in company code to display posted document
go to FBO3 and display the document.

Display of Posted Document:
Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.

Accepting No Limits ‘ ‘ Driving Positive Change
Page 30 of 325



Tech
Mahindra

SAP User Manual for Accounts Payable

@& Display Document: Data Entry View

Taxes | EE Display Currency ||E! General Ledger View

Document Number 2200000094 Company Code 1200 Fiscal Year 2019
Document Date 31.03.2020 Posting Date 31.03.2020  Period 12
Reference DEFT/INV/2020 Cross-Comp.Na.

Currency INR Texts Exist O Ledger Group

BERIERERIEERERERIE]
CoCd™|Item|Key(S | Trs |Account Description Amount|Curr. | Tx |Cost Center |Profit Center
I12EIU 1 (40 41400000 Hire of vehicle 052,38 |INR V1 |12050402 1205
2131 400011 KUBS IMPEX PRIVATE LIMIT . 981,00- |INR Vi
3140 ZIC |23300000 CGST- Input Credit 23,81 |INR Vi
4140 ZI5 (23500001 SGST- Input Credit 23,81 |INR Vi
5 (50 WIT (18150012 TDS Payable-Salaries 19,00- | INR

2. Vendor Credit Memo:

The following transaction codes we can use to post the vendor credit memo transactions:
FB65 — Credit Memo
F-41 - Credit Memo — General

Difference between FB65 and F-41:

FB65 is single screen transaction — No posting Key Selection required
FB41 is posting key selection required and we have to go each screen for each line entering

Enter the transaction code FB65 in command bar or follow below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable -
Document Entry = (FB65) Credit Memo.
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¢ &= -liBCe@@ BH
SAP Easy Access
[& ™ & &%other menu & B2 v oa [

* [ Favorites
~ {3 SAP Menu
* [ Financial Services Network Connector
» [ office
» 3 Cross-Application Components
* [ Logistics
~ 3 Accounting
~ &3 Financial Accounting
v [ General Ledger
* [J Accounts Receivable
* & Accounts Payable
~ &3 Document Entry
- 1) FBEO - Invoice
+ 22 F-43 - Invoice - General
+ ) FB65 - Credit Memo

Step2: In the next screen can specify the values, which is required for posting.
Ex: HeaderLevel:

e Vendor code

e Posting date

e Document Date (vendor invoice date)

e Amount

e Reference (Have to enter vendor invoice number)

e Business place/ Section code — section code is mandatory if TDS is applicable
o Text

e Baseline Date- For due date calculation purpose

Line item Level:

e GL account — Expense

e Amount

e Tax code — If GST is applicable
e Assignment

e Text
e Cost Center- Mandatory for expenses GL account
e HSN Code
Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
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Enter Vendor Credit Memo: Company Code 1200

&% Tree on | BE Company Code & Hold [ simulate | [0 park & Editing options

Vendor 400011 5p.G/LI [+]
Docurmnent date 31.03.2020 Reference  DEET/INV/2020 E‘ KUBS IMPEX PRIVATE LIMITED
Posting Date 31.03.2020 2C JAMALS FAZAL CHAMBERS 2MD ..
Cross-CC Mumber 800006 Ahmedabad
Amount 1.000,00 INR = 9940600054 =]
Calculate Tax B
V1 (CEST4SGST 5% In.. & Bank data: not available
Bus.Place/Sectn 1200 / 1200 B
Text VENDOR CREDIT MEMO %
[l ALl
0 Ttems ( Mo entry variant selected )
E St |G/L acct Short Text |D/C Amount in doc.curr. Co_ |Tradin_ |Busi_|Part_|Cost center
41400000 Cred.. & 1000|1200 12050402
rrad 1200

— Step 3: Provide the values as shown above and click on “Payment” tab.
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Enter Vendor Credit Memo: Company Code 1200

"% simulate | [E) Park | & Editing options
_ﬁedit memo El a,00 2w}
Basic data Payment Details Tax Withholding tax | Motes Vendor
Address
BaselineDt  31.03.2020 Pyt Terms Days Company
Due on 31.03.2020 Days KUBS IMPEX FPRIVATE LIMITED
D INR. Days net 2C JAMALS FAZAL CHAMBERS 2MD ..
CD Base INR  To be cafculd ] ) 600006 Ahmedabad
Payt Meth. prontBlock  Cnier Invoice accounting 9940600954 iE
document number
Inv. Ref. 2200000095M - -
against credit memo
House bark ! Bank data: not avaikble
[][e] T [«[e]
1 Iterns ( Mo entry variant selected )
St |G/L acct Short Text |D/C Amount in doc.curr. Co_ |Tradin_ |Busi |Part |Cost center
% 141400000 Hire of vehic.[Czed.. B 1.000, 001200 12050402
. Step 4: Click on “Simulate”.
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Document Overview

& |\ Reset [ Taves | © park @ complete | F & [T/ B Choose |G save | BT (A [Z EH H asc H

Doc. Number Company Code 1200 Fiscal Year 2019
Doc. Date 31.03.2020 Posting Date 31.03.2020 Period 12
Calculate Tax

Ref.Doc. DEPT/INV/2020

Doc. Currency INR

Ttm i_ Account Short Text |Assigmment  |Tx|  Zmount
- 21400011 KUB3 IMFEX PRIVATE L|HIRE OF VEHICLE V1 431,00
- 50| 41400000 [Hire of wehicle V1 452, 38-
- 50| 23500000 (OGST- Input Credit V1 23,81~
- 50| 23500001 3G5T- Input Credit V1 ree ol 1=
- 40]18150012 |(TIDS Payable-Salaries 19,00

Step5:Check and verify the line items and park the document. To park go to document click on “Park”
button from menu bar. Once the document is parked the system will populate the below screen:

Iﬁl)nullmtm}' 1200 was parked

Step 6: To approve the document login as approver in the SAP system.

|< H | & & & | 8 E G T a5 8y | GEE] | G

AEOQOL
ok ok kK ok ok ok ok ok ks

‘Logon Language =N
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..
“« (Cﬁ’

Step 7: Click on ” SAP Business Workspace Button.

& | 8 dH Caa DHR ©0ho0 BE E
SAP Easy Access

~ & Favorites

b (3 Funds Management -
FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget C -.
O Port Specific Development
FMRP_RW BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview &
OB_GLACC13 - G/L acct record: Mass maintenance 03 |
KS12N - Mass Maintenance for Cost Centers
ZMMRO001 - Purchase Register
ZF114 - Fixed Deposit Upload
ZFI113 - Fixed Deposit Interest calculation
= & SAP Menu

b (3 Connector for Multi-Bank Connectivity

b O Office

P (I Cross-Application Components

b (I Logistics

b (3 Accounting

P (O Human Resources

b (I Information Systems

b O Toals

b (O WebClient UI Framework

=
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message will appear, Double click on the work flow and proceed for next step.

—— Step 8: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2000000007”

Business Workplace of Assistant Engineer

§ New message IH Find folder IH Find document [ Appointment calendar | B Distribution lsts

" 4 o s v 8/6[«[0] |[B|2[8] Ora@ales|[o]al=2[7 [N
~ @ Inbox
Unread Documents 44 Workflow 653
Doeumatsic] Exa | Tite | Swtus | Work Item | Creation Date |Creation Ti [P [Att
b Workflow 653 Please approve the Parked Invoice 2000000007, Year 2019 @ 428131 01.04.2020  01:11:26 5
Overdue entries 0 @ Please 2pprove the Parked Invoice 2200000091, Year 2019 ] 428048 31.03.2020 23:10:35 5
Deliell=sesi % Please approve the Purchase Order 4502000131 @ 428034 31.03.2020 163049 5
Sl TER el % Please approve the Purchase Order 4502000131 ] 428027 31.03.2020  16:28:53 5
E gg:ESE;M\on @ Please approve the Parked Invoice 2900000054, Year 2019 ] 427931 31.03.2020 142555 5
b @ Private folders @ Please approve the RESERVATION 0000000776 o 427754 30.03.2020 1%:03:28 5
b @ Shared folders @ Please approve the RESERVATION 0000000776 e 427751 30.03.2020  1%:00:07 5
D ¢ Subscribed Folders @ Please approve the Purchase Order 4502000129 7 427680 30.03.2020  18:36:22 5
T Trash # Please approve the Purchase Order 4502000129 ® 427673 30.03.2020  18:32146 5
T Shared trash . # Please approve the Quotation 1002000063 [ 427666 30.03.2020  18:29:550 5
#| @ Please approve the Purchase Requisition 2002000496 [ 427629 30.03.2020  18:15:50 5
@ Please approve the Purchase Requisition 2002000496 @ 427608 30.03.2020  18:07:20 5
# Please approve the Purchase Order 4502000128 ® 427541 30.03.2020 17:4346 5
| {#_Please annrove the Purchase Order 4502000178 ] 477918 30032070 17:41:15 5
[« [

}: Tips & tricks: Deadline Messi

Please approve the Parked Invoice 2000000007, Year 2019

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

Accepting No Limits

Driving Positive Change
Page 37 of 325



Tech
Mahindra

SAP User Manual for Accounts Payable

——Step 9: In this step Click on the “ @ option to post the parked Invoice “2000000007".

Decision Step in Workflow

8 workflow | [J] Create Import

Please approve the Parked Inveoice 2000000007, Year 2019

Choose one of the feollowing alternmatives

L5 ihpprave

IReject

IDisplay

Ihpprcval or Rejection History

IHc:n 1d

Description

Select one of the awvailable decision options. This completes the processing of
thiz =tep.

Before you make a deci=zion, you can display the attachments and objects which
have bheen attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Step 10: Once parked Invoice “Approved” document got posted in company code to display posted document
go to FBO3 and display the document.
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Display of posted document:

@B 2| Display Document: Data Entry View
Taxes ||E Display Currency ||§ General Ledger View

Document Mumber 2000000007 Company Code 1200 Fiscal Year
Document Date  31.03.2020 Posting Date 31.03.2020  Period
Reference DEBT/INV/2020 Cross-Comp.MNo.
INR Texts Exist O Ledger Group
HREECEIEEERIREEEREDIE]
CoCd*{Item|Keys | Trs |Account Description | amount|Curr. | Tx [Cost Center  |profit Center
1200 1|21 400011 KUBS IMPEX PRIVATE LIMIT 981.00 |[INR V1
250 41400000 Hire of vehicle 952.38-[INR |Vl 12050402 1205
3|50 | |zic [23500000  [CGST- Input Credit 23.81-INR V1
450 | [z1S [23500001  [SGST- Input Credit 23.81-[INR V1
5/40 | [wIT[18150012  [TDS Payable-Sakries 19.00 |INR
i
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The above same transaction we can post through F-41 also.

Enter the transaction code F-41 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable & Document
Entry = (F-41) Credit Memo General

¢ = (ECae SHRI:

SAP Easy Access
[B® & guothemey #HE S v & [Boes

v [ Favortes
v 1 54p Menu
v [T Financial Services Network Connector
v [ 0ffice
v (3 Cross-Application Components
v (I Logitics
* (3 Accounting
* {3 Financial Accounting
v (1 General Ledger
v [T Accounts Receivable
v (3 Accounts Payable
* {3 Document Entry
+ &) B0 - Invoice
+ ) F43 - Invaice - General
+ &) B85 - Credt Memo
+ () F41 - Cradit Memo - General
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Enter Vendor Credit Memo: Header Data
' Held Document || Account Model | 3% G/L item fast entry | [[] Post with Reference || & Editing options |

Document Date | 31.03.2020  Type |G| CompanyCode 1200
PostingDate  31.03.2020  Peiiod 1 | Cumency/Rate IR |
Document Number Transtiondte

DEPT/ INV/2020 CrossCC Number

VENDOR CREDIT MEMO

Trdngpat8A

Pstky 50 Account 41400000 [@Lind  TType

Step 2: Provide the values as shown above and press enter.
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Enter Vendor Credit Memo: Add G/L account item

A EH B @ & Moredata | Account Model 5% G/L item fast entry [ Taxes |

Company Code 1200

Ttern 1 / Credit entry / 50

Amount 1000 INR

Tax Code V1 Calculate Tax

Business place 1200

Cost Center 12050402 Order

WBS element

Network Real estate obj | @ |
Sales Order

5 More

Quantity

Assignment HIRE OF WVEHICLE

HIRE OF VEHICLE

Mew Co.Code 1200 @

Step 3:Provide the values as shown above and press enter.
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Enter Vendor Credit Memo: Add Vendor item

|ﬁ’ More data ||Accnuntﬂndel| |

_-!DDD-]] 18110000

Ttermn 2 / Credit memo [/ 21
Amount * INR
BusPlace/Sectn 1200 / 1200

Bus. Area
Payt terms Days/percent ! i
Bline Date 31.03.2020 Fixed
CD Base CD Amount

Invoice Ref. 2200000094 |/ 2015 /
Pmnt block Payt Method
Assignment
Text VENDOR CREDIT MEMO (@)% Long Texts |

Step 4: Go to menu bar and click on “Document” and click on “Simulate”.
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Enter Vendor Credit Memo: Display Overview

oo Di Park document || Account Model ||E G/fL ftemn fast entry |ﬁ Taxes |

DEPT/INV/2020
VENDOR CREDIT MEMO

Itemns in docurnent currency

FE BusiA Acct INR Emount Tax amnt
001 50 0041400000 Hire of wehicle 1.000,00- V1
ooz 21 Q0000400011 EUBS IMPEX FRIVATE 1.000,00
D 1.000a,00 C 1.00a,00

. Step5: Check and verify the line items and park the document. To park go to document from menu bar
click on “Park” button.

Once the document posted, then system will populate the below message:

I@Dnmmtmlzﬂﬂwaﬁpakﬂd
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Step 6: To approve the document login as approver in the SAP system.

|‘ HCQQ SHE ODON RE &

AEOO1

EaE e

Step 7: Click on - SAP Business Workspace Button.

Z| 0 ml|aH c@u oONB HDOan BE @6
SAP Easy Access

~ 3 Favorites
P O Funds Management
B8 FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget C
> (I Port Specific Development
B FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
B OB_GLACC13 - G/L acct record: Mass maintenance 03
B KS12N - Mass Maintenance for Cost Centers
Ed ZMMROO1 - Purchase Register
Bd ZFI14 - Fixed Deposit Upload
B8l ZFI13 - Fixed Deposit Interest calculation
= &3 SAP Menu
> 30 Connector for Multi-Bank Connectivity
3 Office
3 Cross-Application Components
3 Logistics
3 Accounting
0 Human Resources
O Information Systems
0 Tools
0 WebClient UI Framework

vV v 99T 9T
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—— Step 8: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2000000008”

message will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

T New message (R Find folder | (B Find cocument @2 Appointment calendar | B Ditrbution lits

< o Worknface: Ascktant Enginesr
7 & Inhox
f] Unread Documents 45
E Documents 85
b [ Wordow 653
Overdue entries 0
Deading Massages 0
Enries with Errors (
b & Outhax
b & Resubmisson
b ¢ private foldars
b ¢ Shared falders
b ¢ Subscrbed Folders
i Trash
i Shared trash

Confidential Document

Accepting No Limits

R E B S EER EICRT

Workflow 653

Exe |Tik

| Status |  Work ltem | Creaton Date |Creation Ti [P |4

Please apprave the Parked Invaice 2000000008, Year 2019 ¢ 428146 01042020 0130:17 5
% Flease approve the Parked Invoice 2200000091, Year 2019 & 478048 31.03.2020 231035 5
i Please approve the Purchase Onder 4502000131 B 428034 31.03.2020 183049 5
#  Please approve the Purchase Order 4502000131 @ 428027 31032020 16:28:33 5
% Please approve the Parked Invaice 2900000054, Year 2019 [#] 427931 303,200 142855 5
% Please approve the RESERVATION 0000000776 4] 427754 30.03.2020 190328 5
@ Please approve the RESERVATION 0000000776 @ 427751 30.03.2020 120007 5
i Please approve the Purchase Order 4502000129 & 427680 30.03.2020 183612 5
% Please approve the Purchase Order 4502000129 @ 427673 30.03.2020 183246 5
| % Please approve the Quotation 1002000063 ] 427660 30.03.2020  18:29:50 35
v @ Please apprave the Purchase Requistion 2002000496 @ 427629 30.03.2020 181530 5
@ Please approve the Purchase Requistion 2002000496 @ 477608 30.03.2020 180720 5
i Please approve the Purchase Order 4502000128 B 427541 30032020 174346 5
|l Please annrove tha Purrhase Ordar 4502000128 ] 477518 30032070 17:4115 5
1 D3

ﬁ Tips & tricks: Gromp work items according to contern

Please approve the Parked Invoice 2000000008, Year 2019
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Step 9: In this step Click on the “ @ option to post the parked Invoice “2000000008".

Decision Step in Workflow

5 workflow [ Create Import

Please approve the Parked Invoice 2000000008, Year 2019

Chooze one of the following altermatives

wprave

IReject

|Disp1ay

IApproval or Bejection History

IHc: 1d

De=zcription

Select one of the awvailable decision options. This completes the processing of
thi=z =tep.

Before you make a decision, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choozse Cancel, the user decizion remains in your inbox for processing.

Step 10: Once parked Invoice “Approved” document got posted in company code to display posted document
go to FBO3 and display the document.
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Display of posted Document:

@2 Display Document: Data Entry View
Taxes ||EE Display Currency ||!-:=.! General Ledger View

Document Number 2000000008 Company Code 1200 Fiscal Year
Document Date  31.03.2020 Posting Date 31.03.2020  Period
Reference DEPT/INV/2020 Cross-Comp.MNo.
INR Texts Exist O Ledger Group

EIREREEEEEERIEEREEER]
CoCd*|Item 5 |Trs |Account Description Amount|Curr. | Tx |Cost Center | Profit Center |
1200 | 1/50 41400000 Hire of vehicle 052.38-|INR  |V1 12050402 1205

2(21 400011 KUBS IMPEX PRIVATE LIMIT 981.00 [WR Vi

3[s0 [ [zic |23500000 CGST- Input Credic 23.81-[INR  [V1

4[s50 [ [z15 |23500001 SGST- Input Credic 23.81-[INR  [V1

5|40 [ [wIT (18150012 TDS Payable-Salaries 19.00 |[NR

Now go and check in FBLIN —Vendor Line Item Report:
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Vendor Line Item Display

Vendor selection
Vendor account 400011 to H
Company code 1200 to

H
Search help ID

Search string

| & Search help |

Line item selection
Status

) Open items
Open at key date 31.03.2020

() Cleared tems
Clearing date
Open at key date

to

i® Al iterms
Posting date

to

Type
Norrral terms

. » Click on “Execute” button.
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Vendor Line Item Display
M4 v [M]] s BB S |

Vendor 400011
Company Code 1200
Name KUBS IMPEX PRIVATE LIMITED
City IAhmedabad
5t |Assignment DocumentNo | Type Doc..Date (5|DD|Amount in Local Crey|LCurr|Clrng doc.|Text
C @ 2000000008 |EG 31.03.2020 581.00 |INR VENDOR CREDIT MEMO
] " 1 2200000081 |ER 11.01.2020 14,714.00-|INR INVOICE WITH GST TEX
0 @& 2200000094 |KR 31.03.2020 931.00- | INR
(] @ |HIRE OF VEHICLE 2000000007 |EG 31.03.2020 981.00 |INR VENDR CREDIT MEMO
D @ |HIRE OF VEHICLE 2200000093 |ER 31.03.2020 921.00-|INR HIRE OF VEHICLE
1 @ |HIRE OF VEHICLE 2200000095 |ER 31.03.2020 981.00-|INR HIRE OF VEHICLE
L} 15, €95.00- | INR

Here above you can see the Open Items of Vendor invoices.

3. Park Vendor Invoice:

The following transaction codes are used to Park Vendor Invoices (Parking means it will allocate the
document number but will not hit the respective Ledgers. Once its posted then only it will hit the
respective Ledgers)

FV60 - Park or Edit Invoice
F-63 - Invoice Parking — General

Difference between FV60 and F-63:

FV60 is single screen transaction — No posting Key Selection required
F-63 is posting key selection required and we have to go each screen for each line entering

Enter the transaction code FV60 in the command bar or use below navigation path.
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Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable -
Document Entry = Document Parking = (FV60) Park or Edit Invoice.

& &&= B e@@ SHE

SAP Easy Access
(3 ™ & | s&0other menu w By 2 w oA [Bcre

* [ Favorites
~ 23 SAP Menu
* [ Financial Services Network Connector
7 office
| Cross-Application Components
[ Logistics
= Accounting
* = Financial Accounting
v [J General Ledger
* [ Accounts Receivable
* 3 Accounts Payable
* &1 Document Entry
« I FBBO - Invoice
« I F43 - Invoice - General
- £ FB65 - Credit Memo
- 2 F41 - Credit Memo - General
+ ) FB10 - Invoice/Credit Memo Fast Entry
= =4 Document Parking
« 12 FV60 - Park or Edit Invoice

i = = =
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Step 2: In the next screen enter the values whichever is required.

Park Vendor Invoice: Company Code 1200

400011

Invoice date 31.03.2020 Reference  DEPT/INV/2020 KUBS IMPEX PRIVATE LIMITED

Posting Date 31.03.2020 2C JAMALS FAZAL CHAMBERS 2ND ..
[1Doc. Currency 600006 Ahmedabad

Armount 1.000,00 INR = 9940600954 [
Calculate Tax B
V1 (CGST+5GST 5% In.. & Bank data: not available

Bus.Plce/Sectn 1200 / 1200 a

Text PARK VEMDOR INVOICE E

[l All]

0 Ttems ( Mo entry variant selected )

St |G/L acct Short Text |DJC Amount in doc.curr. Co_ |Tradin_ |Busi_|Part_|Cost center |Ord
41400000 Debit &l 1000|1200 12050402 @ H
Mehit =l 1200 |

—» Step 3: Provide the values as shown above and click on “Simulate”.
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Document Overview

&3 Reset Taxes Complete = E: Ei Choose Ei Save & TF E'ﬂ @’ E E ABC

Doc.Type : KR [ Vendor Invoice ) Normal document

Doc. Number Company Code 1200 Fiscal Year 2019
Doc. Date 31.03.2020 Posting Date 31.03.2020 Period 12
Calculate Tax

Bef.Doc. DEET/INV/2020

Doc. Currency INR

Itm|PFE| Rccount Account Short Text Assignment Tx Amount
1|31)|400011 EUBS IMPEX PRIVATIE L V1 9581,00-
2|40] 41400000 Hire of wehicle V1 952, 38
3|40] 23500000 CG5T- Input Credit V1 23,81
4|40] 23500001 SG5T- Input Credit V1 23,81
5|50] 18150012 TDS Payable-Salaries 1%,00-

Step 4: In the above screen check and verify the line items and “Complete” the document. This will
trigger the workflow

-
To park the document, click on “ LS
message as below

Button”, the system will give the information

|lﬁ Docurment 2200000096 1200 was parked
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Step 5: To approve the document login as approver in the SAP system.

AHICe@ CDHE DO REIQE

AEOO1

EaE e

Step 6: Click on « & |

” SAP Business Workspace Button.

& 0000 =|dH @ CHE DDLon BE @
SAP Easy Access

~ 33 Favorites
r (0 Funds Management
E FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget C
I 3 Port Specific Development
Ed FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
B OB _GLACC13 - G/L acct record: Mass maintenance 03
B KS12N - Mass Maintenance for Cost Centers
B ZMMROO1 - Purchase Register
B8l ZFI14 - Fixed Deposit Upload
B ZFI13 - Fixed Deposit Interest calculation
~ S SAP Menu
I (0 Connector for Multi-Bank Connectivity
3 Office
3 Cross-Application Components
I Logistics
I Accounting
0 Human Resources
O Information Systems
O Tools
0 WebClient UI Framework

v v v T 9 YTY
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[ Step 7: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2200000096” message
will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

@Newmerﬁage HFindfolder [HFind document Appointmentm\endar B Distrbution fsts

i ggwﬁhmwm Fghes DEEEE R R R S ER R
Inbox
{e] Unread Documents 46 Workflow 653
- ] Docurents 6 Bre Tte [ Status | Work tem ID|Creaton Date [Creation T [t
> 1 M Workfow 653 Please approve the Parked Invoice 2200000096, Vear 2019 i 428161 01042020 014916 5
Dverdue enirs | % Pl approve the Parked Invoice 2200000091, Year 2018 i 8048 31032020 035 5
D“@'”e Messages @ Please aproe he Purcase Ot 4502000131 7 OB 608 5
o Eb”t”es th s 0 @ Pease o e Purcase Order 50000001 0 TR
b @E:stu;;mion # Please approve th Parked Invaice 2900000054, Year 2019 ¥ 42793 3032020 142555 5
b @Pwe ot @ Please approve the RESERVATION 0000000776 @ 427754 30.03.2020 190328 5
b @Share A e @ Please approve the RESERVATION 0000000776 @ 427751 30032020 19:00:07 5
b & Subsred Folers # Please approve tha Purchase Order 4502000129 i 427680 30.03.2020 18362 5
i T B Please approva the Purchase Order 4502000129 i 427673 30032000 183246 5
mshared a8 . @ Please approve the Quotation 1002000063 @ 427666 30.03.2020 182950 5
g @ Please approve the Purchase Requistion 2002000495 @ 427620 30032020 181550 5
@ Please approve tha Purchase Requistion 2002000436 @ 427608 30.03.2020  1&0720 5
8 Please approva the Purchase Order 4502000128 ¥ 4791 0032000 174346 5
8 Dleace annrov the Purchace Ordar 4502000128 [ 47518 0032000 1741105 §
[
ﬁ Tips & tricks: Display Other Co
Please approve the Parked Invoice 2200000096, Year 2019
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—Step 8: In this step Click on the “ I@ option to post the parked Invoice “2200000096" .

Decision Step in Workflow

B workflow | [1] Create Import

Please approve the Parked Invoice 2200000096, Year 2019

Choose one of the following alternatives
‘*Flhpprave

Beject

IDisplay

Ihpprnval or Bejection History

[Bo1d

De=scription

Select one of the awvailable deci=zion options. This completes the processing of
this step.

Before you make a decision, you can display the attachments and objects which
have bheen attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remain=s in your inbox for processing.

Step 9: Once parked document approved document got posted in company code to display posted document go
to FBO3 and display the document.
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The above same activity can be performed using transaction code F-63 also:
Enter the transaction code F-63 in command bar (or) Follow the below navigation path.

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable -
Document Entry = Document Parking = (F-63) Invoice Parking General.

@ == Flqa e@e DM
SAP Easy Access
[& ™ | & | &a0ther menu & By 2 v A [&c

v [ Favorites
~ =3 SAP Menu
» [ Financial Services Network Connector
[ office
[ Cross-Application Components
[ Logistics
‘&3 Accounting
~ 7 Financial Accounting
* [ General Ledger
» [ Accounts Receivable
~ &4 Accounts Payable
~ 3 Document Entry
+ I FB6O - Invoice
« ) F43 - Invoice - General
- £ FB65 - Credit Memo
« I F-41 - Credit Memo - General
~ 2 FB10 - Invoice/Credit Memo Fast Entry
= &3 pocument Parking
» &2 FV60 - Park or Edit Invoice
- ) F-63 - Invoice Parking - General

{ = v v
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Step 2: In the next screen enter the required details.

Park Document: Document Header

&% Fast Data Entry || Acct model |

DocumentDate  31.03.2020|  Doc.Type XR|  CompanyCode | 1200
Posting Date | 31.03.2020 | Period |1 | Cumeney TR |
Document Number Trnstiondte

-DEPTIIHVI2UZU

PartnerBArea
Control

[v] Only Transfer Amts in Document Crcy in Invoice

Pstky 40 Account 41400000 [SiL ind
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Step 3: Provide the values as shown above and press enter.

Park Document: Enter G/L Account Item

& B 5% Fast Data Entry | [l Tax || & More data || @ Acct model || 4B Check
_'l].'lﬂ‘DDDD‘

Company Code 1200

Itern 1 / Debit entry / 40
Amount 1000 MR
Tax Code vl Calculate Tax
Business place 1200
Cost Center 12050402 Order
WBS element
Network Real estate obj
Sales Order
= More
Quantity
Assignment HIRE OF WVEHICLE
Text PARK VEMDOR. INVOICE Iiu' Long Texts

Postkey 31 Account 400011

Step 4: Provide the values as shown above (in line item level) and press enter.
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Park Document: Enter Vendor I'tem

A& H B X Fast Data Entry | [l Tax | & More data ||§ Acct model | Withholding tax data || 48 Check

_-l 00011 13110000

1.500,00
Bus./Sectn 1200 / 1200

Bus. Area

Payt terms Days/Percent ! /
Bline Date 31.03.2020 Fxed

CD Base CD Amount

Invoice Ref. £ Vi
Payt Method

Step 5: Provide the values as shown above and press enter.
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_"""—"-§
Park Document: Enter Vendor Item

& B 5 rastpataentry [ Tax || @ More data || & Acct model || Withholding tax data || 4B Check

_-!DDD]] 13110000

Tterm 2 [ Invoice [ 31

Amount 1.500,00 IMR
Bus./Sectn 1200 / 1200

Bus. Area

Payt terms Days/Percent i

Bline Date 31.03.2020 Fixed

V'

Mame of WTax T [WTa_ W,/ Tax Base W Tax Amit W,/ Tax Base LC W Tax Amnt LC @
||I1vuice Posting Se..[C1 ! 0,00 i |§|

|Payment Pasting 5. 0,00 o=

1i

[+]
[~]
10 s K1

v

Step 6: Press Enter in this screen as withholding tax is defined.
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Park Document: Enter Vendor Item
—— KR @ B 5 rastpataEntry [ Tax || & More data | |@ Acct model || Withholding tax data & Check

_! 00011l 18110000

1.500,00
Bus./Sectn 1200 / 1200

Bus. Area
Payt terms (@) Days/Percent / 7
Bline Date 31.03.2020 Fixed
CD Base CD Amount

Invoice Ref. / Y
prnt block Payt Method
Assignment  HIRE OF VEHICLE

Text PARK VENDOR INVOICE

~» Step 7: Click on “Document Overview”.
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Park Document: Overview

&% Currency || &% Fast Data Entry | [ Tax |@ Acct model | {3 Document header | &8 Check

DEFT/INV/S2020

Itm FE Buslk RAcct no. Description Tx Amount

a0l 40 41400000 Hire of wehicle Wl 1.000, 00

a0z 31 400011 EUBS IMPEX PRIVATE LIMITED 1.500, 00—

D 1.000,00 C 1.500,00 Itm 2 500, 00—
Mew co.code

Step 8: Check and verify the line items and park the document. To park go to document and click “PARK”
button. Once the document is parked then the system will populate the document. This will trigger the
workflow

Iﬁnnumtzzﬂﬂﬂﬂﬂﬂg? 1200 was parked
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Step 9: To approve the document login as approver in the SAP system.

@R CHE D000 BE @B

AEOO1

EaE e

Yo D HEE DT O EE @

SAP Easy Access

~ &3 Favorites
I 30 Funds Management
Ed FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget ¢
I [J Port Specific Development
B FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
B OB _GLACC13 - G/L acct record: Mass maintenance 03
B KS12N - Mass Maintenance for Cost Centers
Ed ZMMROO1 - Purchase Register
B ZFI14 - Fixed Deposit Upload
B ZF113 - Fixed Deposit Interest calculation
=~ &3 SAP Menu
I O Connector for Multi-Bank Connectivity
3 Office
3 Cross-Application Components
3 Logistics
3 Accounting
0 Human Resources
OO Information Systems
0O Tools
0 WebClient UI Framework

AR v VR v
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Step 11: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2200000097”
message will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

§ New message H Find folder IH Find documnent [ Appointment calendar | B Distribution lsts

= ggolr:g:;e: Assistant Engineer |®|w||\w\|\w|§|g\|||a|m QHE @|\|Q||ﬁ|@|?|$|@|lﬂ‘
Unread Documents 47 Workflow 653
LIETIETEeY Exe | Tte | status | Work Item ID|Creation Date |Creation i P [Att,
7 M viordowsss Please approve the Parked Invoice 2200000097, Year 2019 ¥ 428176 01.04.2020 020443 5
Overdue enries 0 & Please approve the Parked Invoice 2200000091, Year 2019 [ 428048 31.03.2020 23:10:35 5
Deadlne Messages 0 % Please approve the Purchase Order 4302000131 &) 428034 3032020 163048 5
EesWHTHRED % Please approve the Purchase Order 4502000131 7] 128027 3L03.2020 162853 5
i ES:JEE;MOH 8 Please approve the Parked Invoice 2900000054, Year 2019 [#] 427931 31.03.2020 142555 5
b a rivate folders 8 Please approve the RESERVATION 0000000776 (] 427754 30.03.2020  19:03:28 5
b @ T e i Please approve the RESERVATION 0000000776 ] 427751 30.03.2020  19:00:07 5
D & Subscribed Fokders # Please approve the Purchase Order 4502000129 (] 427680 30.03.2020 183622 5
T Trash 8 Please approve the Purchase Order 4502000129 ] 427673 30.03.2020  18:3246 5
T shared trash ] 8 Please approve the Quotation 1002000063 ] 427606 30.03.2020 18:2%:50 35
4 Please approve the Purchase Requisition 2002000496 (] 427629 30.03.2020  18:15:50 5
8 Please approve the Purchase Requisition 2002000496 ] 427608 30.03.2020 18:07:20 5
{8 Please approve the Purchase Order 4502000128 ] 427541 30.03.2020 174346 5
Order 4502000128 %] 477518 30.03.2020  17:41:15 5
o) |
ﬁ Tips & tricks: Groop work items according to content
Please approve the Parked Invoice 2200000097, Year 2019
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— Step 12: In this step Click on the “ I@ option to post the parked Invoice “2200000097”.

Decision Step in Workflow

B Workflow | [3] Create Impaort

Please approve the Parked Invoice 2200000097, Year 2019

Choose one of the following alternatives

L Ihpprove

IReject

IDisplay

IApproval or Bejection Hiztory

[Bo1d

De=zcription

Select one of the available decision options. This completes the processing of
thiz =step.

Before you make a decision, you can display the attachmentzs and objects which
have been attached to the user decision. You can also add your own attachments.

If you choosze Cancel, the user decision remains in your inbox for processing.

Step 12: Once parked Invoice “Approved” document got posted in company code to display posted
document go to FBO3 and display the document.
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4. Park Vendor Credit Memo:

The following transactions we can use for Vendor credit memo Postings:

FV65 - Park/Edit Credit Memo
F-66 - Credit Memo Parking — General

Difference between FV65 and F-66:

FV65 is single screen transaction — No posting Key Selection required
F-66 is posting key selection required and we have to go each screen for each line entering.

Enter transaction code FV65 in command bar or follow below navigation path.

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = Document Parking = (FV65) Park/Edit Credit Memao.

¢ [E= B Ce@@ DHE nnog

SAP Easy Access
[& ™ | & | swother menu & B o A [& create role &

» [ Favorites
~ =3 SAP Menu
» [ Financial Services Network Connector
v [ Office
v [ Cross-Application Components
» [ Logistics
~ =3 Accounting
~ &3 Financial Accounting
* [J General Ledger
» [ Accounts Receivable
~ &3 Accounts Payable
~ &3 Document Entry
« 2 FBGO - Invoice
+ 2 F43 - Invoice - General
- 2 FB65 - Credit Memo
» ) F41 - Credit Memo - General
- 2 FB1O - Invoice/Credit Memo Fast Entry
~ &3 Docurnent Parking
= I FV60 - Park or Edit Invoice
-« 1) F-63 - Invoice Parking - General
- ) FV65 - Park/Edit Credit Memo

Step 2: In the next screen enter the required details.
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Park Vendor Credit Memo: Company Code 1200

5 v ra rd AT TN e A
Basic data | - - - -

Vendor

Address

Vendor 400011 Sp.G/LI [/l | company
Document date 04.04.2020 Reference  DEFT/INV/2020 [~] KUBS IMPEX PRIVATE LIMITED
Posting Date 04.04.2020 2C JAMALS FAZAL CHAMBERS 2MD ..

[ Doc. Currency 600006 Ahmedabad
Amount 1.000,00 INE T 0040600054 (=

Calculate Tax

W1 (CGST+5GST 5% In.. & Bank data: not availzhle
Bus.PlacefSectn 1200 / 1200
Text vendor credit memo [4]

[+]
ALl

1 Items ( Mo entry variant selected )

Short Text |EC

Hire of wvehic [Crad..

Amount in doc.curr.

1.000,00

Cost center
12050402

ICred..

ICred..

ICred ..

ICred..

[ | [ | [ | | |

ICred..

——» Step 3: Provide the values as shown above and click on “Simulate”.
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e

)
@

YY)

HE ODDo6 BE @

Document Overview
= % Reset Taxes Complete | "B = Y & [® choose

Eﬁ Save

& T (@ [ E [ asc

Doc.Type : H& { Vendor Credit Memo ) Normal document

Doc. Number Company Code 1200 Fiscal Year 2020
Doc. Date 04.04.2020 Posting Date 04.04.2020 Period 01
Calculate Tax

Ref.Doc. DEPT/INV/2020

Doc. Currency INE

Itm|PE| Lccount Account Short Text Assignment Tx Amount
1|21| 400011 EUBS IMPEX PRIVATE L V1 981,00
2|50( 41400000 Hire of wehicle V1 852, 38-
3|50| 23500000 CG5T- Input Credit V1 23,81-
4|50| 23500001 SGS5T- Input Credit V1 23,81-
5|40|18150012 TDS Payable-Salaries 15,00

]
Step 4: Check and verify the line items and park the document. To park click on “ " to park the
document. Once the document is parked, the system will populate the below message. This means
the workflow is triggered.

& Document 2000000001 1200 was parked
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Step 5: To approve the document login as approver in the SAP system.

G G2 | 20 3 40 %7 | E [E] | G (o

AEQOL
B R S S e .

Logon Language =N

J &

Step 6: Click on ” SAP Business Workspace Button.

|| 22202020 =mliH @ SR DDon HE @E
SAP Easy Access

~ & Favorites
I J Funds Management
B FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget C|
' 3 Port Specific Development
B FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
B OB _GLACC13 - G/L acct record: Mass maintenance 03
B KS12N - Mass Maintenance for Cost Centers
Ed ZMMROO1 - Purchase Register
Ed ZFI14 - Fixed Deposit Upload
B ZFI13 - Fixed Deposit Interest calculation
=~ &3 SAP Menu
> (0 Connector for Multi-Bank Connectivity
O3 Office
{3 Cross-Application Components
OJ Logistics
3 Accounting
I Human Resources
O Information Systems
0O Tools
0 WebClient UI Framework

v v vV Y Y YT
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—Step 7: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2000000001”
message will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

7 New message | [(H] Find folder (il Find document | Appaintment calendar | B Distrbution lsts

< ggomgtace: Assistant Engineer ﬁ]l@ld’tpl |WJ |\| ﬁlﬁlﬂh‘l@lﬁl@laﬁ EMQ ||ﬁIEI| ¥ |?\EI|[H|
Inbox
Unread Documents 71 Workflow 665
IETEIB L Exe | Tile | Status | Work Item ID|Creation Date |Creation Ti_ [P [Att |1
b b M Waorkfow 665 Please approve the Parked Invoice 2000000001, Year 2020 &3 420287 (4.04.2020 133137 3
Overdue entries 0 % Please approve the Purchase Requistion 2002000503 © 429214 04042020 123420 5
Lemile (st % Please approve the Purchase Requistion 2003000253 ) 9063 03.04.2020 201042 5
, @ufm“ ET  Please approve the Purchase Requision 2003000253 @ 420060 03042020 20:08:44 5
b ¢ Resubmision # Please approve the Purchase Requisition 2002000501 & 420032 03.04.2020 19:26:11 5
b ¢ priate flders # Please approve the Purchase Requistion 2002000502 & 420029 03.04.2020 19:22:57 5
b @ shared folders i Please approve the Purchase Requisition 2002000502 ] 428995 03.04.2020 1837:01 5
b ¢ Subscribed Folders # Please approve the Purchase Requisition 2002000502 ] 428992 03.04.2020 18:36:32 5
i Trash i#h Please approve the Purchase Requisition 2002000501 ] 428860 03.04.2020  12:5147 5
il shared trash | ® Please approve the Purchase Requisition 2002000405 & 428588 02.04.2020 15:09:08 5
d % Please approve the Purchase Requisiion 2002000405 =] 428585 02.04.2020 15:07:38 5
8 Please approve the Purchase Requisition 2002000498 @ 428552 02.04.2020 12:3543 5
8 Please approve the Parked Invoice 2000000010, Year 2019 ] 428206 01.04.2020  02:23:18 5
L Please annrove the Parked Invoice 2200000091, Year 2019 =] 478048 3L.03.2020 23:10:35 5
(D] [

;’ Tips & tricks: Display Other Colu

Please approve the Parked Inveice 2000000001, Year 2020
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Step 8: In this step Click on the “ I@ option to post the parked Invoice “2000000001”.

Decision Step in Workflow

B workflow 1] Create B Import

Please approve the Parked Invoice 2000000001, Year 2020

Choosze one of the following alternatives
‘gpprove

IReject

IDisplay

Ppproval or Rejection History
[Fold

Description Objects and attachments

Select one of the available decision options. This completes the processing of No attachments or objects exist
this step.

Before you make a decision, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Step 9: Once parked Invoice “Approved” document got posted in company code to display posted
document go to FBO3 and display the document.
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Display view of the document:

@ Display Document: Data Entry View

% & & B [ Taes | & isply Curency | 5 General Ledger View

Document Number 2000000001 Company Code 1200 Fiscal Year 2020

Document Date  04.04.2020 Posting Date 04.04.2020  Period 1
Reference DEPT/INV/2020  Cross-Comp.No.
Currency IR Texts Exist B Ledger Group
a1 &[F|M[.[¥z)[2 ] 7] Bloz[Re]=:] A
CoCd|Item[Key(S [Trs |Account  [Descipton | Amount|Curr, [T |Cost Center  [Profit Center
1200 12 400011 KUBS IMPEX PRIVATE LIMIT 981,00 IR |v1
2|50 41400000 Hire of vehide 032,38-|INR V1 [12050402 1205
3130 | |ZIC |23500000 CGST- Input Credit 2381- IR V1
450 | |ZI5 |23500001 SGST- Input Credit 2381-\INR V1
540 | |WIT|18150012 TDS Payable-Salaries 19,00 |INR
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The above same transaction we can post using F-66 also:

Enter the transaction code F-66 in the command bar or use below navigation path.

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = Document Parking = (F-66) Credit Memo Parking general.

& (=1 FlaE e@e  DHEB On
SAP Fasy Access
[& [ | & | saothermenu | &l B &2 = a | [Hcreate role

* [ Favorites
~ S3SAP Menu
» (1 Financial Services Netwark Connector
» [ Office
» (1 Cross-Application Cormponents
+ [J Logistics
~ 31 Accounting
~ =3 Financial Accounting
* [ General Ledger
+ [ Accounts Receivable
~ &3 Accounts Payable
~ <23 Document Entry
+ 2 FBBO - Invoice
« ) F43 - Invoice - General
- & FBES - Credit Memo
« I F41 - Credit Memo - General
- & FB10 - Invoice/Credit Memo Fast Entry
~ &3 Document Parking
- 2 FV60 - Park or Edit Invoice
« 2 F-63 - Invoice Parking - General
- 2 FV65 - Park/Edit Credit Memo
+ &2 F-66 - Credit Memo Parking - ral

Step 2: In the next screen enter the required details.

Park Documenit: Docurment Header

| &% Fast Data Entry | B8 Acct model |

_04.04-2020 IE
_04-04-2020 !.

DEFT/INWV,S2020

park vendor credit memo

[+] only Transfer Amts in Docurnent Croy in Invoice
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Step 3: Provide the values as shown above and press enter.

Park Document: Enter G/L Account Item

& EH B 5 Fast Data Entry | [ Tax | & More data | |§ Acct model ||
_ﬂ]dﬂ'ﬂ'ﬂ'ﬂ[}

Company Code 1200

Ttermn 1 / Credit entry / 50
Amount 1000 INR
Tax Code V1 Calculate Tax
Business place 1200
Cost Center 12050402 Order
WBS element
Network Real estate obj
Sales Order
= More
Quantity
Assignrment vendor credit memo
Text PARK VEMDOR CREDIT MEMO '?-;ﬁ Long Texts
Postkey 21 Account 400011 seLind  [@ype New Co.Code

Step 4: Provide the values as shown above and press enter.

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

Accepting No Limits Alternative Thinking Driving Positive Change
Page 75 of 325



Tech
Mahindra

SAP User Manual for Accounts Payables Process

Park Document: Enter Vendor Item
2 &H B 5% rastpatabntry | Tax | & Moredata ||@ Acct model | Withholding tax data |

_-IDD-D]] 13110000

Itern 2 / Credit memo [/ 21

Amount 1500 INR

Bus./Sectn 1200 / 1200
Bus. Area
Payt terms Days/Percent /! /
Bline Date 04.04.2020 Fixed
CD Base CD Amount

Invoice Ref, ! !

Pmnt block Payt Method

Assignment vendor credit memo
PARK WVEMDOR CREDIT MEMO

—» Step 5: Click on “Document Overview”.
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©Ca@ SR ahas HE @

Park Document: Overview

&% currency | 5% Fast Data Entry ||[ll Tax | |B® Acct model | & Document header ||§& Check |

EHIH!IEH@H
EHIH!IEH@H
_ 04.04.2020

DEFT/INV/2020

park vendor credit memo

Line items

Itm FE Busi Rcct no. Description Tx Amount
001 50 41400000 Hire of wehicle V1 1.000,00-
oo2 21 400011 EUBS IMPEX PRIVATE LIMITED 1.500,00
D 1.500,00 C 1.000,00 Itm 2 500,00

— Step 6: To park click on E Once the document is parked, the system will populate the below
message. This means the workflow is triggered.

I@mmnmntmumﬁparked

Step 5: To approve the document login as approver in the SAP system.
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G G2 | =9 ¥ 43 %3 | GE E] | (&

‘Logon Language =N

J &2

Step 6: Click on ” SAP Business Workspace Button.

Y

™A x| GEE] G (O

SAP Easy Access

~ &3 Favorites
I O3 Funds Management
B FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget ¢
r O Port Specific Development
E FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
[ OB _GLACC13 - G/L acct record: Mass maintenance 03
Ed KS12N - Mass Maintenance for Cost Centers
Ed ZMMROO1 - Purchase Register
B ZFI14 - Fixed Deposit Upload
B ZFI13 - Fixed Deposit Interest calculation
~ & SAP Menu
> [0 Connector for Multi-Bank Connectivity
3 Office
{3 Cross-Application Components
(I Logistics
J Accounting
0 Human Resources
O Information Systems
01 Tools
0 WebClient UI Framework

v v Y Y9 vYTa
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—Step 7: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2000000002"
message will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

@ New message [H Find folder |H Find document | &l Apponntment clendar & Distribution ists

@ ggorkplace:.ﬂ«ssmntEngineer |@|5’({;||5\E|\ T E T EQHE a“ O |ﬁ|g|§'|$\a H
¥ @ Inbox
Unread Dacuments 72 Workflow 665
=
BB Exe |Tte | status |  Workitem ID|Creation Date [Creation Ti_[P [Att. [ci
b 1B Workfiow 665 Please approve the Parked Invoice 2000000002, Year 2020 ] 420306 04.04.2020 135115 5
D‘fem“e enties 0 % Please approve the Purchase Requisition 2002000503 ] 420214 04.04.2020 123420 5
[E}etad‘m :ﬁ?wg % Plezse approve the Purchase Requistion 2003000233 7] Q0063 3420 201042 5
, @Dutb”m’(‘e” fors % Please approve the Purchase Requistion 2003000253 [ 429050 03.04.200 200845 5
b @Resubmi;sion i Please approve the Purchase Requisiion 2002000501 ] 420032 03.04.2020  1%26:11 5
b & prete folders i Please approve the Purchase Requisition 2002000502 ] 420029 03.04.2020 19:22:57 5
# Please approve the Purchase Requisiion 2002000502 ] 428005 03.04.2020 18:37:01 5
b ¢ Shared folders
b €% Subscrbed Folers # Please approve the Purchase Requisiion 2002000502 ] 428992 03.04.2020 183632 5
& T # Please approve the Purchase Requisition 2002000501 ] 428860 03.04.2020 12:51:47 5
T Shared trash J i Please approve the Purchase Requisition 2002000405 ] 428588 02.04.2020  15:09:08 5
{{ # Please approve the Purchase Requisition 2002000405 ] 428585 02.04.2020 15:07:38 5
i Please approve the Purchase Requisition 2002000498 ] 428552 02.04.2020 12:35:43 5
i Please approve the Parked Invoice 2000000010, Year 2019 ] 428206 01.04.2020 (022318 5
| i#h_Please annrove the Parked Inuoice 2200000091, Year 2018 ] 478048 31.03.0020 231035 5
([l [
ég Tips & tricks: Display Other Colum
Please approve the Parked Invoice 2000000002, Year 2020
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Step 8: In this step Click on the “ I@ option to post the parked Invoice “2000000002”.

Decision Step in Workflow

B workflow | |[3] create Import

Please approve the Parked Invoice 2000000002, Year 2020

Choose one of the following alternatives
—» I.Approve

IRe ject
|D isplay

Eproval or Rejection History
|[Bo1a

Description

Objects and attachments
Select one of the available decision options.

This completes the processing of No attachments or cobjects exist
this step.

Before you make a decision, you can display the attachments and objects which

have been attached to the user decision. You can also add your own attachments.

If you choose Cancel,

the user decision remains in your inbox for processing.

Step 9: Once parked Invoice “Approved” document got posted in company code to display posted
document go to FBO3 and display the document.
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Display of parked document:

By using the below transaction code, we can able to see the list of parked documents.
FBV3 — Display Parked Document
Enter the transaction code FBV3 in command bar (or) Follow the below navigation path.

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document = Parked Document = (FBV3) Display

& [=E -l c@ee@ SHR DD g

SAP Easy Access
[& ™ & | &% other menu & By o | w a | [HCreate role

~ &3 Accounting
~ 31 Financial Accounting
* [ General Ledger
* [J Accounts Receivable
~ &3 Accounts Payable
» [J Document Entry
* 3 Document
- £ FBOZ - Change
» I3 FBOO - Change Line Items
- I FBO3 - Display
- 2 FBO4 - Display Changes
- 2 FBRA - Reset Cleared Ttems
= ¥ Parked Documents
« £ FBVD - Post/Delete
- 2D FV60 - Post/Delete: Single Screen Transaction
« 2 FBVZ - Change
» 22 FW60 - Change: Single Screen Transaction
+ 2 FBV3 - Display

Company code details can

Step 2: In the next screen enter the required details: be selected from Company
code list data
e Company Code

e Document Number
e Fiscal Year
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Display Parked Document: Initial Screen

li Document list ||ﬁ? Editing Options |

Company Code 1200 @
Document Number 2200000018

Fiscal Year 20149

Step 3: Press Enter.

@ Document Overview - Display

()[4 [v] o1 [ &) ) (8] ()

Doc. Number 2200000012 Company Code 1200 Fiscal Year 2019
Doc. Date 23.09.2019 Posting Date 23.09.20149 Period 0g
Calculate Tax

Ref.Doc. DEPT/INV/201%

Doc. Currency INR

| | | e | |

1(31] 400011 KUBS IMPEX PRIVAIE L V1 1.000,00-
2|40(41400000 |Hire of wvehicle V1 1.000,00
Step4:Clickon“ &= "back arrow to come previous screen.
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Display Parked Document: Initial Screen

liDDmmentE;t ||§' Editing Options |

Document Mumber 2200000018

Step 5: Click on “Document List” to view the list of posted parked documents. In the next screen
user has to specify the selection criteria to view the list of posted parked documents.

List of Parked Documents

9|

Posting date to

Document date to

Document type to

Reference to

Document header text to

Entered by SGO0E36776 to |

F

Enter release to = |
Complete to = |
Released to 5

~—» Step 6: Click on “Execute”.

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

Accepting No Limits Alternative Thinking Driving Positive Change

Page 83 of 325




Tech
Mahindra

SAP User Manual for Accounts Payables Process

Display Parfked Documenits: List

HE

|l St. |sSCCd |CoCd |DocumentMo| Year
| 1200 1200 |2200000018 2019

Step 7: Double click on “Line item” to view the document.

@2 Display Parked Vendor Invoice 2200000018 1200 2019

& Tree on | & Document || & Editing options |

i
Basicdaﬁl’aﬂmntl)eﬁfﬂuﬂbw

Vendaor
Address
Company
KUBS IMPEX PRIVATE LIMITED
2C JAMALS FAZAL CHAMBERS 2ZND ..
600006 Ahmedabad

3 9940600954

Vendor 400011 Sp.G/LI +]
Invoice date 23.08.201% Reference  DEBT/INV/201% =
Posting Date 23.09.2019

DocumentMo 2200000018

[Jpoc. currency

Amount 1.000,00 INR
Calculate Tax
V1 W1 (CGST+SGST 5% .8l

Bank data: not available

Bus.Place/Sectn 1200 / 1200

[+]
AL ]

1 Items ( Mo entry variant selected )
-Est__, G/L acct Short Text |D/C Amount in doc.curr. Loc.curr.amount T.
" |41400000  Hire of vehic )5 De.. B 1.000, 00/ 1.000, 001
S De.. Bl 0,00 0, 00[W1
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Change Park Document:

The following transaction code we can use to change posted parked document FBV2.

Enter the transaction code FBV2 in command bar (or) Follow the below navigation path.

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document - Parked Document = (FBV3) Display

& | rev2 v H e@e DHERE Thag

SAP Easy Access
(& [* & | gzOther menu & By o2 - . | [fcreate role [t

= &1 Accounting
~ &3 Financial Accounting
v [ General Ledger
* [J Accounts Receivable
~ &1 Accounts Payable
» 1 Document Entry
~ =1 Document
- ) FBO2 - Change
- [ FBOO - Change Line Items
« 2 FBO3 - Display
- 1) FBO4 - Display Changes
- I FBRA - Reset Cleared Items
~ 7 parked Documents
« ) FBVO - Post/Delete
+ ) FVBO - Post/Delete: Single Screen Transaction

« {2 FBVZ - Change

Company code details can be
Step 2: In the next screen enter the following details: selected from Company code

list data
e Company Code

e Document Number
e Fiscal Year
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Change Parked Document: Initial Screen

[ pocument st || &7 Editing Options |

Company Code 1200 @
Docurment Number 2200000012
Fiscal Year 20149

Step 3: Provide the values as shown above and press enter.

BB Edit Parked Vendor Invoice 2200000018 1200 2019
Eﬁa Tree on | Company Code ||E Simulate ||Q Save as Completed |

R Invoice g 0,00
Basic data | Payment | Details rW[II:ﬂm Tax | wl, [l »]'E] | Vendor
Address
Vendor 400011 @Sp.ﬂﬂ_{ [+] Company
Invoice date 23.09.2018 Reference  DEPT/INV/201% E KUBS IMPEX PRIVATE LIMITED
Posting Date 23.008.2019 2C JAMALS FAZAL CHAMBERS 2ND ..
Documentho 2200000018 600006 Ahmedabad
[]Doc. Currency T 9940600954 =]
Amount 1.000,00 INR B
Calculate Tax Bank data: not avaiable
V1 V1 (CGST+SGST 5%..8) A
Bus.Place/Sectn 1200 / 1200 %
Ll Al«1D]
1 Ttems { No entry variant selected )

St |G/L acct Short Text |D/C Amount in doc.curr. Loc.curr.amount T |T
" [41400000  |Hire of vehic | De.. B 1.000,00 1.000,00[V1
Il 5 D= B 0,001 ’F
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Step 4: If we want to change anything at header level then go to menu bar, click on “Go to”, and click on
“Document header” then change values whichever is required. In addition, if we want to change anything at
line item level, double click on line item, change the values whichever is required, and save the document.
To save click on “SAVE” button.

Step 5: Click on “Back” arrow button to come previous screen.

Change Parked Document: Initial Screen

[ pocument st || 7 Editing Options |

Company Code
Document Mumber
Fiscal Year

Step 6: Click on “Document list” to view the list of posted parked documents.

In the next screen user can specify the selection criteria to view the list of posted parked documents.
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List of Parked Documents

@A

Companycode  1200gy
Document number
Fswlyear 2018
General Selections

Posting date to ﬂ
Document date to =
Dacument type to =
Reference to E’
Document header text to =]
Entered by SGO0636776 to ﬂ
F
Enter release to ﬂ
Complete to =
Released to =

— Step 7: Click on “Execute”.

Display Parked Documents: List

SEE

mmm
| [ ]
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Step 8: Double click on “Line Items” to view the document.

|2 Fdit Parked Vendor Invoice 2200000018 1200 2019

EEE Tree on || Company Code ||E Simulate || Save as Completed |

R Invoice

]
' Detals | Workflow

- Payment Vendor

Address
Vendar 400011 @Sp.ﬁ,ﬂl % Company
Invoice date 23.09.2019 Reference  DEPT/INV/201% = KUBS IMPEX PRIVATE LIMITED

Posting Date 23.09.2019 2C JAMALS FAZAL CHAMBERS 2ND ..
Documentio 2200000018 600006 Ahrmedabad
[ Doc. Currency = 9940600954 (=]
Amount 1.000,00 INR B

Calculate Tax
Y1 WV1 (CGST+5GST 3% .8

Bank data: not available

il o

Bus.Place/Sectn 1200 f 1200

[0l

ALl

1 Items [ Mo entry variant selected )

5t |G/L acct Short Text |D/C Amount in doc.curr. Loc.curr.amount T |T
" 141400000 Hire of vehic |5 De.. & 1.000,00 1.000,00W1
S De. B 0,001

Step 9: If we want to change anything at header level then go to menu bar, click on “Go to”, and
click on “Document header” then change values whichever is required. In addition, if we want to
change anything at line item level then double click on line item, change the values whichever is
required, and save the document. To save click on “Save” button.

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

Accepting No Limits Alternative Thinking Driving Positive Change
Page 89 of 325



Tech
Mahindra

SAP User Manual for Accounts Payables Process

Post parked document:

Use Transaction code - FBVO - Post/Delete parked document
Enter the transaction code FBVO in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
- Document = Parked Document = (FBVO) Post/Delete

@ El 2 -dHe@@ SHE DDOD BEEF

SAP Fasy Access
[& [® &  &a0ther menu & By 2 w a | [Bcreate role & Assign use

~ &9 Accounting -
~ 4 Financial Accounting -
v [ General Ledger
* [J Accounts Receivable
= &1 Accounts Payable
* [ Docurment Entry
~ =4 Document
- &2 FBO2 - Change
- 7 FBOY - Change Line Items
- 17 FBO3 - Display
« ) FBO4 - Display Changes
+ 7 FBRA - Reset Cleared Items
~ &1 Parked Documents
- &2 FBVO - Post/Delste

Step 2: System will display the below screen.

Post Parked Document: Initial Screen

Document list | & Editing Options

Key for Parking

Company Code
Document Number \2200000018

Fiscal Year

Step 3: Click on “DOcument List”.
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In the next screen specify the selection criteria to view the list of posted Parked document.

List of Parked Documenits

—

General Selections

Posting date

Referance

Entered by

Docurment date
Document Type

Enter release

Complete
Released

Document header text

to
to
to
to
to
5G00636776 to

Processing Status !

to
to

to

0 S

Al

—»Step 4: Click on “Execute” button to view the list of posted parked documents.

Post Parked Documents: List

CocCd

DocumentMo

Year

AEREAYHFIQTEEEEHD 1 > M|

B st. |sccd
] 1200

1200

2200000018

Step 5: Double click on “Line item” to view the document.
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|8 Edit Parked Vendor Invoice 2200000018 1200 2019

Fﬁ Tree on || Cormpany Code ||E Simulate ||Q Save as Completed ||Q Post ||a’? Editing options

Vendor
Address

Vendor 400011 @Sp.G,ﬂ_I =] Company
Invoice date 23.09.2019 Reference  DEPT/INV/2019 E‘ KUBS IMPEX PRIVATE LIMITED
Posting Date 23.09.2019 2C JAMALS FAZAL CHAMBERS 2ND ..

DocumentiMo 2200000018 600006 Ahmedabad

[IDoc. Currency = 9940600954 E
Amount 1.000,00 INR B

Calculate Tax Bank data: not available

V1 V1 (CGST+5GST 5% .8 N 0ls
Bus.Place/Sectn 1200 f 1200 %

Ol«]lv]

1 Items ([ Mo entry variant selected )

St |G/L acck Short Text |D/C Amount in doc.curr. Loc.curr.amount T |T
% |41400000  |Hire of vehic |5 De.. & 1.000,00 1.000, 001
S De. B 0,001

Step 6: Check and verify the line items and post the document. To post click on “Post” to
post document.

Once the document is posted the system will populate the below message.

<
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Delete Parked Document:
Enter the transaction code FBVO in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = FBVO Invoice General

¢ [Em -lqBIe@e@ DHR ODof

SAP Easy Access
[& ™ | & | &% o0ther menu & By 2w

»

[H Create role & Assign use

~ {21 Accounting -
~ 31 Financial Accounting -
» (1 General Ledger
» (1 Accounts Receivable
* & Accounts Payable
* [ Decument Entry
~ 21 Document
- 1) FBO2 - Change
- £ FBOY - Change Line frems
+ £ FBO3 - Display
- 1) FBO4 - Display Changes
- &) FBRA - Reset Cleared Ttems
~ 34 Parked Documents
- ) FBVO - Post/Delete

Company code details can
Step 2: Enter the following details: be selected from Company

code list data
e Company Code

e Document Number
e Fiscal Year
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Post Parked Document: Initial Screen

lil)nujmentiit ||§' Editilg{)pﬁms|

Step 3: Then Click on “Document List”.

List of Parked Documents

<
Company code  1200[g) =
General Selections
Posting date to = |
Document date to = |
Document type to 5 .
Reference to s .
Docurment header text to = .
Entered by SGO0636776 to o |
Processing Status !
Enter release to 5 .
Complete to o .
Released to = .
—»Step 4: Click on “Execute” to view the parked list of documents.
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Post Parked Documents: List
HEESFAYETEHTHGS D BEH A4 >

[Epl[st. |sccd |cocd |Documenthio| Year
. 1200 (1200 (2200000019 [2019

Step 5: Double click on “Line Item” to view the document.

& 3 d0 e@ae 200 anhoan BE @ m
58\2 Fdit Parked Vendor Invoice 2200000019 1200 2019

g5 Tree on Company Code | [%% Simulate Save as Completed Post

Transactn R Invoice El Bal. 0,00 CHiD)
Basic data | Payment | Detals | Workflow | Tax | w ||, [«[»]'8] | Vendor
Address
Vendor 400011 @Sp.Gj‘I_I B Company
Invoice date 24.09.2019 Reference  DEFT/INV/201% E‘ KUBS IMPEX PRIVATE LIMITED
Posting Date 24.09.201%9 2C JAMALS FAZAL CHAMBERS 2ND ..
Documentio 2200000019 600006 Ahrmedabad
[ Doc. Currency TF 9940600954 =]
Amount 1.000,00 INR B
Calculate Tax Bank data: not available
V1 V1 (CGST+5G5T 5%..8 | | 0ls
Bus.Place/Sectn 1200 f 1200 %
[l Bla]lv]
1 Items ( Mo entry variant selected )
St |G/L acct Short Text |D/C Amount in doc.curr. Loc.curr.amount T Tu
o' (41400000 Hire of vehic.|5 De.. Bl 1.000,00 1.000,00W1 H
e n~ = A Aanhkm

— Step 6: Click on “Document” from menu bar and select “Delete Parked Document”.
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BusPlce/Sectn 1200 / 1200
Dl

Step 7: Select “Delete Parked Document”.

| Yes || Mo

Step 8: Click on “Yes” to delete the document.

Once the documents deleted, then it will not be available in parked document lists.
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5. Down Payment:
Enter the transaction code F-48 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = Down Payment = (F-48) Down Payment

& Fas rJdH @ BHE £

SAP Easy Access
[& ™ & &=Other menu & By 2 v A [ & Create

= 31 Accounting
~ 1 Financial Accounting
* (1 General Ledger
* [J Accounts Receivable
= 33 Accounts Payable
= 3 Document Entry
+ 2 FB60 - Invoice
« &2 F-43 - Invoice - General
» £ FB6S - Credit Memo
= I F41 - Credit Memo - General
« ) FB10 - Invoice/Credit Memao Fast Entry
* [ Document Parking
= 21 Down Payment
- @ F-47 - Request
o |@ F-48 - Down Payment|

Step 2: In the next screen enter the following details.
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Post Vendor Down Payment: Header Data

& New tem || Requests

24.0%.201%9 IE

24.0%.2019

DEFT/INV/2015
VENDOR DOWN PYMNT

400011

Account 23110002 Business Area

Amount 1000

LC amount

Bank Charges LC Bank Charges

Value date 24.059.2019 Profit Center 1201

Text DOV PAYMENT Accignment DOWN PYMNT

Step 3: Provide the values as shown and Press “Enter”.
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JH CEQ  SEHE SDa0 EE @
Post Vendor Down Payment Add Vendor item

|§> More data || New]tem| Withholding tax |

_-! 0ooll 23520000

Item 2 / Down payment made [ 29 A

Amount 1000 IMR
[v] Calculate Tax Bus./Sectn 1200 1200
Bus. Area
Disc.perc. CD Amount
Real Estate L]
Flow Type
Contract !

Assignment DOV PYMMNT

Text VENDOR DOWN PYMNT % Long Texts I

~—» Step 4: Provide the values as shown above, select “Document” from menu bar, and click on
“Simulate”.
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R da I B % N 3 Pz R B

Post Vendor Down Payment Display Overview
|E Display Currency Hﬁ Taxes ||t@ Reset |

24.058.201%

_ZII .0%.201%5
_IHTEEEEI.

DEPT/INV/201%
WEMDOR. DOWH PYMMT
Items in document currency

FE Buslh Rcct INE Amount Tax amnt
001 50 0023110002 ALLAHRBAD BANEKE Outg 1.000,00-
002 29A 0000400011 EUBS IMPEX PRIVATE 1.000,00

D 1.000,00 C 1.000,00 0,00 & 2 Line Items

-5 Step 5: Check and verify the document and Click on “Post” to post the document and system will
generate a document number as shown below.

Iﬁmmeﬂhmm 1200
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Advance payment posting with TDS:

Prerequisite:
In vendor master payment, related TDS code has to be maintained.

88| Display Organization: 400011, role IPA FI Vendor

||D Person ||D Organization ||D Group |||||GeﬂeﬁiDa13|| Company Code || |Relaﬁmshbs||

_-100011 fayg
ZFIVOL IPA FI Vendor B [

Company Code 1200  Deendayal Port Trust |@ Company Codes
Customer | wrg Switch Company Code
Vendor 400011

Vendor: Account Management Vendor: Payment Transactions Vendor: Correspondence Vendor: Status ~ Vendor: Withholding Tax

Withholding Tax Types [«
[ [wTax Type[wTax code|subject |whTa_ |w/tax D Exerption Number |Exem. |Exmpt.Resn |Exempt Fr. || [z
c1 c1 lco [«]
ce Ico (-]
O
[
=

As per shown above screen, withholding tax has to be maintained in vendor master.

Use transaction code F-48 - Down Payment:
Enter the transaction code F-48 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = Down Payment - (F-48) Down Payment
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& |Fas rldE @@ DEHER T

SAP Easy Access
[&# [ &  szothermenu | & B & w a | [Hcreate

~ =3 Accounting
~* & Financial Accounting
v [ General Ledger
* [ Accounts Recefvable
~ &1 Accounts Payable
~* =1 Document Entry
+ & FBBO - Invoice
- &2 F43 - Invoice - General
+ 22 FB6S - Credit Memo
= [f) F-41 - Credit Memo - General
= ) FB10 - Invoice/Credit Memo Fast Entry
» [ Document Parking
~ &3 Down Payment
+ If) F47 - Request
- [f£¥ F48 - Down Payment]

Step 2: In the next screen enter the following details.

Post Vendor Down Payment: Header Data
&2/ New Item  Requests

_30.09.2019 Ia Im

Advance Payment

400011

Special G/L Ind

23110002 Business Area

Account

Amount 1000

LC amount

Bank Charges LC Bank Charges

Value date 30.09.2019 Profit Center 1204

Text Down Payment Assignment Down Payment

Step 3: Provide the values as shown and Press “Enter”.
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g 00 2/iB Q@@ LR fnhin BE o
Post Vendor Down Payment Add Vendor item

2] New Item | H Withholding tax

_400011 23520000

Item 2 / Down payment made / 29 A
Amount 1000 INR
O Caleulate Tax Bus./Sectn 1200 1200 E‘j

Bus. Area

Disc.perc. CD Amount
Real Estate 0
Flow Type

Contract /

Assignment
Text Down Payment ‘& Long Texts

_—» Step 4: After entering the above details in the screen, click on “Document” and select “Simulate”.
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Post Vendor Down Payment Add Vendor item
£ @ Moredata @ B [ New Item |H Withholding tax

400011 23520000

Item 2 / Down payment made [/ 29 A
Amount 1000
[ Calculate Tax 1200 1200

Name of WTax Type W/Tax Amt W/Tax Base LC \W/Tax Amnt LC
|Payment Posting Sec- 1.1 0.00 0.0

T B0 H C@e DMk Dnon AR

Post Vendor Down Payment Display Overview
&& Display Currency Taxes = Reset

30.02.2019 'm
30.02.2019 liﬂ-
INTERNAL E:!E _30- 09.2019

RovaNce eavmzNT Goscomumeer
ockesder Tt Acuance Faymant ]

Items in document currency

PK BusA Acct ’ INR Amount Tax amnt
001l 50 0023110002 ALLAHABAD BANK Outg 980.00—
002 29A 0000400011 KUBS IMPEX PRIVATE 1,000.00
003 50 0018150012 TDS — Sec 194C 20.00—
D 1,000.00 C 1,000.00 0.00 * 3 Line Items

Other line item
PstKy [®lecount SGL Ind TType New Co.Code

- Step 5: Verify the line items and click on “Post” and system will populate the Document number.
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6. Down Payment Clearing:

Clearing of vendor advance payment against vendor invoices.
Vendor clearing can be done in two methods:

e Clearing through F-54 (or)

e C(learing through F-53

Clearing through F-54:
Enter the transaction code F-54 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
- Document Entry = Down Payment > (F-54) Clearing

& |Fsa ~ dH e B EHE BT

SAP Easy Access
[& ™ | & &wother menu T B A [ & Create role

= &9 Accounting
* = Financial Accounting
* [ General Ledger
* [ Accounts Receivable
= = Accounts Payable
= = Document Entry
« ) FBBO - Invoice
22 F-43 - Invoice - General
[} FB65 - Credit Memo
2 F-41 - Credit Memo - General
2 FB10 - Invoice/Credit Memo Fast Entry
(1 pocument Parking
=1 Down Payment
E @ F-47 - Reguest
E @ F-48 - Down Payment
- {f2 F-54 - Clearing]

4 * = & & #

Step 2: In the next screen enter the following details.
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Clear Vendor Down Payment: Header Data

__I_Pmce&s down pmnts |

EEIHEIEH!H I::
EEIHEIHH!H Ial

DEFT/INV/201%
VENDOR DWHN PYMNT CLRNG

400011

Vendor invoice
accounting document
number

2200000020 201%

Transfer posting item(s) details
Ascignment DOWMN PYMMNT CLEMNG
Text VENDOR DOWH PYMNMT CLRMG

— ¥ Step 3: Click on “Process Open Items”.
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Clear Vendor Down Payment Choose down payments

If we want to make
partial clearing, you can
change amount manuall

R I—| 1] =

!

L
|

So, if needed we can edit the amount in the “Transfer Posting” field if we want to make Partial

Payment to that Down payment.
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Clear Vendor Down Payment Choose down payments

[Blwes Eement Amount

Avaiable Amount

Transfer Posting

7.000,00

7.000,00

1.000,00

1.000,00

| IE

1.000, 00

Confidential Document
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_» Step 4: Select the respective Down Payment Line item, click on “Document” and Select “Simulate”.
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e N R - e e e % BN B RN R

Clear Vendor Down Payment Display Overview
‘&2 Display Currency |

24.09.201%

_Z-I 08,2019
_IHTERE'AI.

Ttemns in document currency

PE BusiX Rcct INE Amount Tax amnt
001 39n 0000400011 KUBS IMPEX FRIVATE 1.000,00-— Wi
002 26 0000400011 EUBS IMPEX FRIVATE 1.000,00 W

D 1.000,00 C 1.000,00 0,00 g 2 Line Items

—» Step 5: After Simulate, Check the line items and Click on “Post”

Once the document is posted, system will populate the message as below:

I@ Docurment 1900000002 was posted in company code 1200

Now go and Check Vendor Line item report: Transaction Code — FBL1IN

In below screen user has to specify the following details:
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Vendor Line Item Display

@R[ bata sources |

Vendor selection !
Vendor account 400011 to
Company code 1200

to
Selection using search help /l’

Search help ID

Search string

|®  Searchhelp |

Line item selection !
Status

I Open items
Open at key date 25.058.201%

) Cleared items

Clearing date to

Open at key date

|@ All termns
Posting date to E

Type
Mormal tems
Specil G/L transactions

—>Click on “Execute” after filling the above details in the screen.
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Vendor Line Item Display
M sl &S| 8 E R | ¥4 7| B % | 8 % & E | [ X selections ||[] create Dispute Case

Vendor 400011
Corpany Code 1200

Nare KUBS IMPEX ERIVATE LIMITED
City Ahmedabad
5t |RAssignment Documentlo | Type Doc..Date |5|DD|Amount in Local Crcy|LCurr|Clrng doc.|Text

(] @|ooWm eyMuT CLBNG |1900000002|KR 25.09.2019 1.000,00 |INR VENDOR DOWN PYMNT CLRNG
L ) 1.000,00 |INR

(| @|ooim ey 1900000002 | K& 25.09.2019|% 1.000,00-|INR  [1900000002| VENDOR DOWN BYMNT CLRNG
L] 1.000,00- | INR
** Lecount 400011 0,00 IR

As per the above screen, system has cleared the down payment with the Special GL indicator and
converted into normal item without Special GL after the down payment clearing done against
invoice with F-54.

So when we make final payment with advance payment adjustment (or) advance payment
adjustment against invoice full value (If Advance=Invoice) that time we have select that “open item”
which available for clearing.

Clearing through F-53 (It will be covered in Vendor outgoing payments)
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7. Vendor Incoming Payment:
Vendor incoming payment process we will use in very rare case scenario as this case is below.
Ex: Advance to vendor — 1500
Vendor invoice — 981

Incoming payment — 519

Advance to Vendor:
Enter the transaction code F-48 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = Down Payment = (F-48) Down Payment

& ras FdHICGS DHE BT

SAP Easy Access
[& = | & | zzOther menu ol By 2 | w . | [fcCreate role

= 33 Accounting
* =4 Financial Accounting
v [1 General Ledger
* [J Accounts Receivable
* =4 Accounts Payable
= 1 Document Entry
+ ) FBBO - Invoice
» ) F43 - Invoice - General
- 1) FBES - Credit Memo
+ I F41 - Credit Memo - General
- 2 FB10 - Invoice/Credit Memo Fast Entry
* [J Document Parking
* &1 Down Payment
» 2 F47 - Request
. |G§" F48 - Down Payment
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Post Vendor Down Payment: Header Data
' New Item || Requests

_25.09.2019 Ia
_25.09.2019 I:
DEFT/INV/201%

VENODR ADV PYMNT

Account 400011 Special G/L Ind A
Alfcern. CoCode
-
Account 23110002 Business Area
Armount 1500
LC amount
Bank Charges LC Bank Charges
Value date 25.09.201% Profit Center 1201
Text VENDOR ADVY PYMNT Assignment VEMDOR ADV PYMNT

Step 2: Provide the details in the screen as shown in the above screenshot and Press, “ENTER”.
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B A0 SE@ S EE BDa8 EE @
Post Vendor Down Payment Add Vendor item

|§> More data || New]tem| Withholding tax |

_-! oool1 23520000

Itern 2 / Down payment made / 20 A

Amount 1500 MR
Tax Amount
Tax Code Vo  [v]Calculate Tax Bus./Sectn 1200 1200
Bus. Area
Disc.perc. CD Amount
Real Estate L
Flow Type
Contract '

Assignment VENDOR ADV PYMNT

Text VENDOR ADV PYMNT "% Long Texts I

—» Step 3: Provide the details as shown in above screenshot in the screen, then click on “Document”
and Select “Simulate”.
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m|e@a|QMM|@ﬁ@a||

Post Vendor Down Payment Display Overview

|EE Display Currency | Taxes | £ Reset |

_25.09.2019 I=
_25. 058.201%9 I: -IER

_IETERE'AI. E:E _25-. 0%9.201%
oep/ 1w/ 2015 cosccmumoer

WEMODR ADY PYMNT

Ttems in document currency

FE Busi Rcct INE Amount Tax amnt
0ol 50 0023110002 ALLAHARAD BANE Outg 1.500,00-—
002 2Sh 0000400011 EUBS IMPEX FRIVATE 1.500,00 o
D 1.500,00 C 1.500,00 a,00 o 2 Line Items

— Step 4: Check the line items entered and Click “Post” to post the document and system will generate
document number as shown below:

I@ Document 2300000006 was posted in company code 1200

Vendor Invoice:

Enter the transaction code FB60 in command bar (or) Follow the below path:

FB60 is used to enter the Vendor Invoices from Finance department itself (this will be the two way
matching invoices)
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Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
- Document Entry = (FB60) Invoice

& |60 ~(dH CQ@ SRE
SAP Easy Access
(& ™ &  guOthermeru & B & + & [fo

* 3 Accounting
* 3 Financial Accounting
v [ General Ledger
v (7 Accounts Receivable
* 3 Accounts Payable
* &1 Document Entry
() FB6O - Invoice;

Step 2: In the next screen enter the following details.
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Enter Vendor Invoice: Company Code 1200

L= L
“&a Tree on | GH

Hﬁ Simulate || Park ||éi? Editing options

Vendor

Address

Vendor 400011 Sp.G/LI
Invoice date 31.03.2020 Reference  DEFT/INV/2020
Posting Date 31.03.2020
Cross-CC Murmnber
Amount 1.000,00 INR
Calculate Tax
V1 (CGST+5GST 5% In.. B
Bus.Place/Sectn 1200 4 1200
Text vendor invoice,

1 Items { Mo entry variant selected )}

AL«][¥]

|[«][v]

Company
KUBS IMPEX PRIVATE LIMITED
2C JAMALS FAZAL CHAMBERS 2ND ..
600006 Ahmedabad
= 9940600954

Bank data: not availble

St |G/Lacct  |Short Text [D/C

Amount in doc.curr.

I,.|Part..

Cost center |Order

o (41400000

Hire of vehic.[Dekic B

1.000,00

12050402

Confidential Document
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_» Step 3: After entering the above details: Click on “Document” and select “Simulate”.
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Document Overview

& DReset B Taxes H pak © comolete | B & F B 8 choose @ save B W@ Z H Hrec B

Doc. Number Company Code 1200 Fiscal Year 20149
Doc. Date 31.03.2020 Posting Date 31.03.2020 Pericd 12
Calculate Tax

Ref.Doc. LDEFT/INV/2020

Doc. Currency INR

Tom| K| Account | Account Short Text |hesigmment

T=|  Zmount
- 31( 400011 KUBS IMFEX FRIVAIE L V1 931, 00-
- 40( 41400000 Hire of vehicle V1 952,38
- 40( 23500000 CG5T- Inmput Creditc V1 23,81
- 40( 23500001 S5G5T- Input Credit V1 23,81
- 50( 18150012 TDS Pavable-Salaries 19,00-

—» Step 4: In the above screen check and verify the line items and “Park” the document. This will
trigger the workflow

]
To park the document, click on ” Button”, the system will give the information
message as below

Iﬁ Document 22000000929 1200 was parked

Step 5: To approve the document login as approver in the SAP system.

|4 H & & & | 8O EG 5T 4aaE ) EE G

AFEO0OO0L
B e

Logon Language BN
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< 3 Favorites

b O Funds Management -
FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget C -.
(3 Port Specific Development
FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview &
OB_GLACC13 - G/L acct record: Mass maintenance 03 Y
KS12N - Mass Maintenance for Cost Centers
ZMMRO01 - Purchase Register
ZF114 - Fixed Deposit Upload
ZF113 - Fixed Deposit Interest calculation
¥ &I SAP Menu

b 3 Connector for Multi-Bank Connectivity

b (I Office

b (3 Cross-Application Components

b (O Logistics

b O3 Accounting

b (O Human Resources

b O Information Systems

b O3 Tools

b (0 WebClient UI Framework

=
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—— Step 7: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2200000099”
message will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

§ Hew message H Find folder |H Find document Appointment calendar | B Distribution lists

= ggorkghce:msmtmgmeer HER IR PR FRERER M ERER
Inbox
Unread Documents 49 Workflow 654
Documents 9 Exe_Tile | Status | Work ftem D Creation Date |Creation Ti_ [P [Att
> [ Workfow 654 Please approve the Parked Invoice 2200000099, Year 2019 (] 426213 01.04.2020  02:36:20 5
Overdue entrias 0 18 Please approve the Parked Invoice 2000000010, Year 2019 [ 428206 01.04.2020 (02:23:18 5
Deadine Messages 0 % Please approve the Parked Invoice 2200000091, Vear 2010 ] 48048 31032020 231035 5
Entries with Errors 0 % Please anprove the Purchase Order 4502000131 ] 128034 31032020 163049 5
E 3;}:;:;’;@0” % Please aporove the Purchase Order 4502000131 @] 128027 31022020 16:2853 5
b & priste foders # Please approve the Parked Invoice 2000000054, Year 2019 [#] 427931 31.03.2020 142955 5
b @ shared folders # Please approve the RESERVATION 0000000776 ] 427754 30.03.2020  19:03:28 5
b a Subscrbed Follers # Please approve the RESERVATION 0000000776 ] 427751 30.03.2020  19:00:07 5
T Trash # Please approve the Purchase Order 4502000129 ] 427680 30.03.2020  18:36:22 5
T shared trash | # Please approve the Purchase Order 4502000129 ] 427673 30.03.2020  18:32:46 5
f # Please approve the Quotation 1002000063 ] 427666 30.03.2020  18:29:50 5
igh Please approve the Purchase Requistion 2002000496 ] 427629 30.03.2020  18&:15:50 5
igh Pleasa approve the Purchase Requistion 2002000496 [ 427608 30.03.2020  18:07:20 5
L85 Plaasa anniove the Purchase Order 4502000128 £ 477541 30032020 174346 5
[0 [
;’ Tips & tricks: Gromp work items according to content
Please approve the Parked Invoice 2200000099, Year 2019
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Step 8: In this step Click on the “ @ option to post the parked Invoice “2200000099”.

Decision Step in Workflow

B workflow | [J] Create Import

Please approve the Parked Invoice 2200000099, Year 2019

Choose one of the following alternatives

Jﬁpprove

IReject

IDisplay

IApproval or Bejection Hiztory

[Bo1d

De=zcription

Select one of the awvailable decizion options. Thisz completesz the processing of
thiz step.

Before you make a deciszion, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user deciszion remain=s in your inbox for processing.

Step 9: Once parked document approved document got posted in company code to display posted
document go to FBO3 and display the document.
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Now go to Vendor line item display and verify using transaction code: FBL1N.

Vendor Line Item Display
—
h

Vendor account 400011 to
Company code 1200 to

Selection using search help !

Search help ID
Search string
|  searchhep |

Line itern selection /.’
Status

@ Open tems
Open at key date 31.03.2020 (@)

) Cleared items

Clearing date to

Open at key date

) All tems

Pasting date to

Type
Mormal ftems

—” Step 5: After providing the details, click on “Execute”.
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Vendor Line Ttem Display
M 4 }D||6’d’ﬂﬁ |@ﬁ@|?é?‘@@ﬁ|g%ﬁ| Selactions Create Dispute Case

Vendor 400011
Company Code 1200
Hame KUBS IMPEX PRIVATE LIMITED
City Ehmedabad
St|Assignment DocumentNo | Type Doc..Date |5|DD|Amount in Local Crcy|LCurr|Cleng doc.|Text

i @ 2000000008 |KG 31.03.2020| |& 981,00 |INR VENDOR CREDIT MEMO
|:| @ 20000000038 (EG 31.03.2020 ¥ 931,00 |INR PRRK VENDOR CREDIT MEMO
D [ 2200000081 |ER 11.01.2020 14.714,00-|INR INVOICE WITH GS5T TAX
(1 @ 2200000094 |KR 31.03.2020| |4 981,00- |INR
(] @ 2200000096 (KR 31.03.2020 fa¥ 981,00-|INR PLARE VENDOR INVOICE
(] 2200000098 |KR 31.03.2020| |&y 281, 00- | INR VENDOR INVOICE,
|:| @ 2200000095 (ER 31.03.2020 Fa¥ 931,00~ | INR vendor invoice,
] @ [HIRE OF VEHICLE 2000000007 (EG 31.03.2020 fa¥ 931,00 |INR VENDE CREDIT MEMO
(] @ |HIRE OF VEHICLE 2200000093 (KR 31.03.2020 ¥ 981,00~ |INR HIRE OF VEHICLE
(] @ |HIRE OF VEHICLE 2200000095 (ER 31.03.2020 ¥ 981,00~ |INR HIRE OF VEHICLE

L } 17.657,00- | INR

% Becount 400011 17.657,00-|INR

As you can see here, the advance payment or down payment made to vendor is 1500 and the vendor
invoice is 981, so we get back 519 from the vendor.

Therefore, we have to collect 519 from vendor (from the above examples).

Vendor Incoming Payment:
Step 1: Use transaction code F-52.

Enter the transaction code F-52 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
- Document Entry = Other 2 (F-52) Incoming Payment
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& |[Fs2 - JdH @@ BEHE DD

SAP Easy Access
[& ™ & anOther menu & B o7 v a | [§create role

= 23 Accounting
= = Financial Accounting
v [ General Ledger
* [J Accounts Receivable
= = Accounts Payable
* =¥ Document Entry
+ £ FB6O - Invoice
- €2 F43 - Invoice - General
- £ FB6S - Credit Memo
+ 2 F-41 - Credit Memo - General
- 2 FB10 - Invoice/Credit Memo Fast Entry
(7 Docurnent Parking
(I Down Payment
(7 gill of Exchange
=4 Other
* |[§3 F-52 - Incoming Payment|

i = =

Step 2: In the next screen enter the following details.
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Post Incoming Payments: Header Data

—I‘Pmcess Open Items |
Document Date | 31.03.2020  Type Kz  CompanyCode 1200
PostingDate  |31.03.2020 Peripd 1 | Cumency/Rate TR |
Document Number Trensatondte
DEPT/INV/2020 Cross-CCNumber
REFUND TO VEMDOR -

Bank data

Account 23110001 Business Area

Amount 519

Amt.in loc.cur.

Bank Charges LC Bank Charges

Value date 31.03.2020 Profit Center

Text VENDOR REFUND Assignment

Open item selection Additional selections

Account 400011 @ None

Account Type K [ ] other Accounts ) Amount

Special G/L Ind A Standard Ols ") Document Number

Payt Advice No. [@ () Posting Date

[ ] Distribute by Age () Dunning Area

(] Automatic Search ) Others

—» Step 3: After entering the details, click on “Process Open Items”.
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Post Incoming Payments Enter partial payments
| Distribute Difference || Charge Off Difference ||f Editing Options |

: Standard Partial Pmt Res.Items WH Tax

Account items 400011 KUBS IMPEX PRIVATE LIMITED
Document |D Document __ [P _|Busi_|Day__(Net Amount Payment Amount RCd
2200000098 |x11 31.03.2020 (31 0
2200000099|R11 31.03.2020 31 0 931,00 §31,00-
2000000007 IKG 31.03.2020 21 0 831,00
2000000008 IKG 31.03.2020 21 0 931,00
2000000009|KG 31.03.2020 21 0 831,00
2300000004 |Kz 124.09.2019 |29 189 1.000,00
2300000022 |xz 24.09.2019 |28 129 1.000,00
2300000023 |xz 30.09.2019 |28 183 1.000,00
2300000006|Kz 125.09.2019 |29 188 1.500,00 1.500,00
2300000045 |Kz 13.01.2020 29 78 5.500,00
([ ]] [
@ ||H Amo| |I‘u’:| Gross<>,_,||fﬁturrencv| | 1 Items \H’ Items | | 1 Disc. \H’ Disc. |
Processing Status
Murnber of Itemns 18 Amount Entered 515,00
Display from Assigned 518,00
Reason Lode Not assigned field should Difference Postings
Curren always be “Zero” \
Mot Assigned 0,00

Step 4: Next, go to menu bar click on “Document” from menu bar and select “Simulate”.
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SEe S0 R athaoan BAE & e

Post Incoming Payments Display Overview
|E Display Currency |E Taxes ||ﬁ5) Reset |

DocumentDate  31.03.2020  Type Kz CompanyCode 1200
PostngDate  31.03.2020  Perod 12| Cumeny IR

Document Number INTERWAL  Fiscal Year 201 Transhtondte  31.03.2020

DEPT/INV/2020

REFUND TO VENDOR -

Itemns in document currency

FE BusiA Acct INR Emount Tax amnt
00l 40 0023110001 Allahakad Bank -Inc 515,00
op2 28 0000400011 KUBS IMPEX PRIVATE 981,00
003 352 0000400011 KUBS IMPEX PREIVATE 1.500,00- o
D 1.500,00 C 1.500,00 0,00 i 3 Line Items
Other line tem
pstiy [ajicount SGLInd  TType New Co.Code

> Step 5: After verifying the line items, click on “Post” to post the document and system will generate
a document number as shown below:

Iﬁmtm“p{mdhmmdﬂ 1z00
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Now go to Vendor Line item using transaction code — FBL1N

Vendor Line Item Display

@ & )= [ pata Sources

H
Vendor account 400011 to
Company code 1200 to
M
Search help ID
Search string

|  Searchhep |

Line item selection
Status
i@ Open ftems
Open at key date 31.03.2020

(i Cleared tems

Clearing date to

Open at key date

) All items
Posting date to E

Type
Mormal iterns

——» Step 6: After providing the details, click on “Execute”.
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Vendor
Company Code

400011
1200

Name EUBS IMPEX FRIVATE LIMITED
City Ehmedakbad
St |Assignment DocumentNo | Type Doc..Date |5|DD|A&mount in Local Crcy|LCurr|Clrng doc.|Text
D a 220000002¢ |ER 25.09.201% 14.700,00-|INR |[2300000021|VENDOR INVOICE
] @ 2300000021 |KZ 26.09.201% 14.700,00 |INR |[2300000021|RESIDUAL PYMNT
] a 2300000009 |KZ 25.09.201% 980,00 (INR |[2300000023|VENDOR EYMNT
D @ 2300000023 |EZ 25.09.201% 950,00~ INR 2300000023 | VENDOR PYMNT
D ] 2200000038 |ER 25.09.201% 950,00-|INR 2300000026 | TEST
] a 2300000010 |KZ 25.09.201% 780,00 (INR [230000002&
] a 2300000026 |KZ 25.09.201% 200,00 (INR |[230000002&
D @ 2300000011 |EZ 25.09.201% 200,00 |INR 2300000027
D ] 2300000027 (EZ 25.09.201% 200,00-|INR 2300000027
] a 2300000013 |KZ 25.09.201% 5.300,00 |INR (230000002%
] a 2300000029 |KZ 25.0%9.201% 5.300,00-|INR (230000002%
] @ 2300000025 |KZ 25.09.201%9 780,00 (INR |[2300000034
D @ 2300000034 |EZ 25.09.201% T50,00-|INR 2300000034
D ] 2300000024 (EZ 25.09.201% 950,00 |INR 2300000035 VENDOE PAYMENT
[ a 2300000035 |KZ 25.09.201% 980,00-(INR |[2300000035|VENDOR PRYMENT
] @ 2200000082 |ER 13.01.2020 14.700,00-|INR |2300000044|INVOICE RAISED 1.1
D @ 2300000044 |EZ 13.01.2020 14.700,00 (INR 2300000044
D ] 2200000099 |ER 31.03.2020 951,00- | INR 2300000046 vender inwvoice,
] a 2300000046 |KZ 31.03.2020 981,00 (INR [230000004&
] @ 2000000003 |EG 23.09.201% 980,00 (INR |[3200000000|VENDOR CREDIT MEMO
] a 2200000014 |ER 20.08.201% 200.000,00-|INR |3800000000[Asset Procurement-2

As per above screenshot the system has cleared the line items after the refund has been made to
vendor in F-52 with adjustment of already posted advance and invoice document.

8. Post with Clearing:
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Post with clearing process we will use when there is business requirement to transfer the values
from one vendor to another vendor.

Pre-requisite:
Sending vendor documents should be an open item for transferring the values from sending vendor
to receiving vendor.

If sending vendor values are in credit balance then in selection screen for receiving vendor we have
to select credit-posting key.

If sending vendor values are in debit balance then in selection screen for receiving vendor we have
to select debit-posting key.

(If transaction is normal, use posting key 21 debiting vendor and use posting key 31 crediting
vendor)
(If transactions is special GL use posting key 29 debiting vendor and use posting key 39 crediting
vendor)

Business Scenario:

For Example: User wrongly selected vendor and posted the document. Now business wants to
transfer the values from wrong vendor to correct vendor but business do not want to reverse that
document because of various reason. (Or) There could be various other reasons to transfer the
values from one vendor to another vendor.

FBL1IN - Vendor Line Item report:
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Vendor Line Item Display
Ha D2 EE | RER|FET BEEE| Z%E ||[H D seedons [ cete dispute Case

Vendor 400010
Company Code 1200
Name JAT BALAJT &CO
City Lhmedabad
5t |A3signment DocumentNo | Type Doc..Date (S|DD|Emount in Local Crcy|LCurr|Clrng doc.|Text

D @ 2000000001 | B 18.09.2019 1.000,00 |INR 1000
D @ 2200000010 |ER 15.09.2019 10,000, 00~ INR
[ @ 2200000012 |ER 20.09.2019 100.000,00-| INR L3set Procurement
D ] 2200000025 |ER 25.09.2019 Qg 1.200,00-| INR VENDOR INVOICE

- | 110.200,00-| INR

As per above line item display, we have to transfer the values from vendor 400010 to vendor
400011, so now instead of 400010 we’re transferring to 400011.

So now, we are going to post with clearing transaction from vendor 400010 to 400011.

Enter the transaction code F-51 in command bar (or) Follow the below path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = Other - (F-51) With Clearing
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& Fs1 rdH C@e BHE 504

SAP Easy Access
(& ™ &  geOthermenu & B &  + a  [Hcreate role {

* 3 Accounting
* 3 Financial Accounting
v [ General Ledger
» [J Accounts Receivable
* &3 Accounts Payable
* & Document Entry
- tZ) FBEO - Invoice
-t F43 - Invoice - General
) FBES - Credit Memo
(2 F41 - Credit Memo - General
2 FB10 - Invoice/Credit Memo Fast Entry
(7 Document Parking
(7 Down Payment
(7 Bill of Exchange
34 Other
* "333 F-52 - Incoming Payment
« 1) F42 - Without Clearing
[ F-51 - With Clearing]

{4 = = =

Step 2: In the next screen enter the following details.
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Post with Clearing: Header Data

|ﬂlmﬁenpmitm||ﬁ.cmuntlindd|

25.09.201% E:I
25.09.201% II

DEPT/INV/201%
TRAMSFER
TRAMNSFER

") Qutgoing payment
) Incoming payment
() Credit memo

i@ Transfer posting with clearing

Receiving vendor numbe

[@Lnd  TType

Pty 31 Account 400011

Step 3: Enter the above values in the screen and Press “Enter”.
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Post with Clearing Add Vendor item

items || Process Open Items ||P More data ||Accountﬂudel|

_-! 0o0oll 13110000

1200
[+] Calculate Tax BusPlace/Sectn 1200 / 1200

Bus. Area
Pavt terms Days/percent ) I
Bline Date 25.09.2019 Fixed
CD Base CD Amount
Invoice Ref, / /
Pront block Payt Method
Assignment TRAMSFER

TRAMSFER

—» Step 4: Provide the values as shown in the above screen and select “Choose open items”.
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Post with Clearing Select open items

~Process Open Items

Open item selection

Company Code 1200

Account 400010

Account Type 54

Spedil G/L Ind
opffial O1

Payt Advice Mo.
[ ] Other Accounts
[ Distribute by Age
(] Automatic Search

Sending vendo

Confidential Document
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Additional selections

Alternative Thinking

@ None

(" Amount

(" Document Number
(" Posting Date

) Dunning Area

(") Reference

I Payment Order
(" Collective Invoice
() Document type
(' Business Area

) Tax Code

(") Branch account
) Currency

(U Posting Key

) Document Date
) Assignment

("1 Biling Document
{1 Others

—» Step 5: Provide the values as shown above and select “Process open items”.
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@] 218 eae

Post with Clearing Process open items

DRE BNaD BE @M

/2 [ Distribute Difference | Charge Off Difference || ¢ Editing Options | @& Cash Disc. Due

Standard | Partil Pmt | Resltems | WH Tax |

Account tems 400010 JAI BALAIT &CO
Document (D |Document  |P._|Busi |Day. IMR. Gross CashDiscount CDPer.
2000000001 K& (18.09.201% (21 7 1.000,00
2200000010 KR |[159.09.2019 31 & 10.000,00-
2200000012 KR |20.09.2019 31 5 100.000, 00—
2200000025 [KR [25.09.2019 (31 0
[4][r]] [

@ ||H Amo| |fff| Groas:{::_,_"ifﬁ Currenc'_.f| | 1 Items || \H’ Items | | T Disc. || \ﬁ” Disc. |

Processing Status

Number of Items 4 Amount Entered 1.200,00-
Display from em 1 Assigned 1.200,00-
Reason Code Difference Postings

Display in clearing currency Mot Assigned 0,00

—» Step 6: Go to menu bar click on “Document” and select “Simulate”.
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Sotnoan BE @

Post with Clearing Display Overview
&) | &8 pisplay Currency | [l Taxes |14 Reset |

CEPT/INV/201%
TRAMSFER

Itemns in document currency
PFK Busk Acct INE Amount Tax amnt
ool 31 0000400011 EUBS IMPEX PREIVATE 1.200,00-
goza 27 0000400010 JAT BALAJI =C0 1.200,00
D 1.200,00 C 1.200,00

> Step 7: Check and verify the line items and click on “Post”, system will post the document and
generate a document number as shown below:

IQ Document 1100000009 was posted in company code 1200

Now go to vendor line item using transaction code — FBL1N. (Sending vendor account)
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Vendor Line Item Display
@

Vendor selection

Vendor account 400010 @ to
&2

Company code 1200 to

Selection using search help
Search help ID
Search string
|®  Searchhep |

Line item selection
Status
() Open items
Open at key date 25.09.2019

() Cleared items

Clearing date to E
Open at key date

@ All items
Posting date 25.09.201% to E

Type
Normal items

[ special G/L transactions
M lmteee d e

—>» Click on “Execute”.
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Vendor Line Item Display
K4 »H \Wﬁﬁ@|@@@‘$é?\@@ﬁ|g%ﬁ\ [ selections || [ Create Dispute Case

Vendor 400010
Company Code 1200
Name JAT BRLAJT &CO
City Ahmedabad
St |Lsgignment Documentho |Type Doc..Date |5|DD|Amount in Local Crey|Lfurr|Clrng doc. |Text
| @ 1100000009 | AR 25.09.2019 1.200,00 (INR |1100000009|TRANSFER
[l @ 2200000023 (KR 25.09.2019 1.200,00-|INR |1100000009|VENDOR INVOICE
o 0,00 |INR
¥% Aecount 400010 0,00 |INR

As per above screenshot the open item from sending vendor has been cleared after post with
clearing done with F-51.

Now FBL1N (Receiving vendor).
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Vendor Line Item Display
—

Vendor selection

Vendor account 400011 @ to
Company code 1200 to H

Selection using search help
Search help ID
Search string
|®  searchhep |

L'ne'rtemselecﬁon!

Status

() Open tems
Open at key date 25.09.2019

() Cleared items

Clearing date to

Open at key date

@ Al items

Posting date 25.09.20189 to

Type
Norrmal ttems

[ Special G/L transactions
[ Mnatad #ame

— Click on “Execute”.

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

Accepting No Limits Alternative Thinking Driving Positive Change

Page 140 of 325



Tech
Mahindra

SAP User Manual for Accounts Payables Process

Vendor Line Item Display
W4 el 3 | R E | P& 9| B8 & | B 3 /=) | [ selectons || ) reate Dispute Case

Vendor 400011
Company Code 1200

Name KUBS IMPEX PRIVAIE LIMITED
City Lhmedabad
S5t |Assignment Documentlo| Type Doc..Date |5|0D|Amount in Local Crey|Llurr|Clrng doc. |Text

[ ] 2200000021 | KR 25.00,2019| |4 980,00~ INR VENDOR INVOICE
[] Q 2200000022 | KR 25.00.2018| |& 950,00~ INR VENDOR INVOICE
[] ] 2200000023 | KR 25.09.2019] | 980,00~ INR VENDOR INVOICE
[] @ |DOWN PYMNT CLRNG |1900000002|KR 25.09.2018 1.000,00 [INR VENDOR DOWN PYMNT CLRNG
L] @ |TRANSFER 1100000009 |AB 25.00.2018| |& 1.200,00-|INR TRANSFER

U | 3.140,00-|INR

As per above screenshot a new open item has been created after post with clearing has been made
using the transaction code F-51.

9. Recurring Document:

This has already covered in General Ledger user manual. The same procedure is applicable for
vendor also. The only thing is instead of selecting GL account here we have to select the vendor
account that is it. (Please refer to general ledger user manual).

10. Sample Document:

This has already covered in General Ledger user manual. The same procedure is applicable for
vendor also. The only thing is instead of selecting GL account here we have to select the vendor
account that is it. (Please refer to general ledger user manual).
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11.Vendor Outgoing Payment:

In this chapter, we are going to see the various vendor outgoing payments related transactions.

Generally, in business terms whatever materials & services are procured from suppliers, for that we
have to make payment.

For procuring materials and services first, we have to raise invoices in SAP, later we have to make
payment against that invoices.

Payment Scenarios:
e Full Payment
e Partial Payment
e Final Payment
e Payment with advance payment adjustment
e Payments with adjustments of GST reimbursement, Retention withheld, Credit memo.

The above all the payments we are going to process by using the transaction code F-53. Use
Transaction Code F-53 (Vendor Outgoing Payment)

Selection criteria for open item selection for make payment:

In the below screen various selection options are available to select the open item documents for
payment. So while doing transaction in F-53 the user has to specify the selection criteria to call the
open item documents for payment.
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Post Outgoing Payments: Header Data

Process Open Items

Document Date = Type [ez| Company Code [1000]
Posting Date = Period [37] Currency/Rate [z | '
Document Number | Transkation dte
Reference ' I Cross-CC Mumber | I
Doc.Header Text ' I Trading part.BA [
Clearing Text ' I
| Bank data
Account = I Business Area [ ]
Armount ' I Armt.in loc.cur. I I
Bank Charges ' I LC Bank Charges I I
Value date ' Profit Center
Text ' 'Hssignment ' '
| Open item selection | Additional selections
Account ' ' (= None
Account type [ ]Other Accounts  Amount

[E]
'Specil i a
I_Specm G/L In |

[« Standard OIs

I Docurment Mumber

Payt Advice Mo. '
| | Distribute by Age
[ ] Autormatic Search

If you select “Others”, system will show you the below criterio

Confidential Document

I () Posting Date

()Dunning Area
0 0Others

If the business wants to make any
AN .
payment with customer account
adjustment, select “others” checkbox &
provide customer a/c details to make
payment with customer a/c adjustment.
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Post Oultgoing Payrments: HNeader Data

Process Open Ite

[E Choose Selection Criterion

Document Date E 000
Posting Date r '_(;)Amount B I'—NB
= L= - I
Document Mumber |: (I Document Mumber =
Reference E ) Posting Date =
Doc.Header Text r O Dunning Area |
: e L
Clearing Text E  JReference 3
| Bank data I Payment Order T
Account [ 1 Collective Inwvoice —
Amount E ) Document type —
Bank Charges E () Business Area =
Walue date [ ) Tax code —
Text |: I
. Page 1 £2 L
| Open iem selection }—
Account |:
Press Enter “Page Down” to see the other selection criteria options.
Post Owutgoing Paymenits: Header Data
Process Open Ite [E Choose Selection Criterion
Document Date [ =
- -
Posting Date [ '_(5) Branch account S E=
- -
Document Mumber [ ) Currency F
Reference [ I Posting Key 1
r -
Doc.Header Text | T Document Date F—
Clearing Text [ () Assignment 3
| Bank data D eiling Document I
r -
Account | (O Contract Type r
Amount [ () Contract Nurmber =
Bank Charges [ L
Value date E L
Text [ I
1 Page z sz L
| Open item selection S

As per the above screens, the user can select any one of the options to make one selection criterion
to make the call for open item for documents for payment.
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Full payment:

FBL1N — Vendor Line item report FBLIN — Vendor Line item report:

Vendor Line Item Display

[LIIK BN 2 H|&f’fﬁ§§‘@@@|$é?|@ﬁ|g%ﬁ|DSelections [] Create Dispute Case

Vendor 400011
Company Code 1200
Name KUBS IMPEX PRIVATE LIMITED
City Lhmedabad
5St|Assignment DocumentNo | Type Doc..Date DD|Amount in Local Crcy|LCurr(Clrng doc. | Text

[ @ 2200000021 |ER 25.00.2018| |d 980,00~ |INR VENDOR INVOICE
] [ ] 2200000022 |ER 25.08.2019 |4 980,00~ INR VENDOR INVOICE
] @ 2200000023 |ER 25.00.2018| |d 980,00~ |INR VENDOR INVOICE
[ @ |DOWN PYMNT CIRNG |1900000002|KR 25.09.2019 1.000,00 |INR VENDOR DOWN PYMNT CLENG
] @ | TRENSFER 1100000009 |AB 25.08.2019| |4 1.200,00-|INR TRANSFER

L 1 3.140,00- | INR
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Enter the transaction code F-43 in command bar (or) Follow the below path:

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
- Document Entry = (F-43) Invoice General

& |[Fsz2 ~  JH & Ee BEE T

SAP Fasy Access
& & | & | &aother menu &= BE e A [& create role

~ =9 Accounting
~ =3 Financial Accounting

¢+ [ General Ledger

» [ Accounts Receivable

~ &3 Accounts Payable

-~ =3 Document Entry

T FBGO - Invoice
2 F43 - Invoice - General
2 FBES - Credit Memo
) F-41 - Credit Memo - General
= FB10 - Invoice/Cradit Memo Fast Entry
[ pocument Parking
[ Down Payment
3 gill of Exchange
[ other
[C3 Error Correction and Suspense Accounting
[ Reference Documents
=3 Outgoing Payment

- {&2 F-53 - Post

{ v %% v %% s s & s s
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Step 2: Enter the following data in the below screen.

JH ¢a®d DHE D0a80 | EEE

Post Outgoing Payments: Header Data
Process Open Items

25.09.2019 | K7 | 1200
_25.09.2019 ﬂ m
DocumentNumber Transatondte

DEPT/INV/2019

VENDOR PAYMT
VENDOR PAYMENT

Bank data
Account 23110002 Business Area
Amount 980
Amt.in loc.cur.
Bank Charges LC Bank Charges
Value date 25 - 09 - ZTILE) Profit Center
Text VENDOR PAYMENT ignment
m
Account 400011 @ None
Account Type K [J Other Accounts © Amount
Special G/L Ind Standard OIs ) Document Number
Payt Advice No. O Posting Date
LI Distribute by Age © Dunning Area
L1 Automatic Search © Others

> Step 3: After entering the details, click on “Process open items”.
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Post Outgoing Payments Process open items

(&)

Standard Partial Prrt Res.Items WH Tax

Account iterns 400011 KUBS IMPEX PRIVATE LIMITED
Document (D |Document  |P.|Busi (Day IMR Gross CashDiscount CDPer.
2000000003 KG [23.09.2019 |21 |2 930,00
2200000011 KR (19.09.201%9 |31 1] S9.500, 00—

2200000014 KR [20.08.201%9 |31 36 200.000, 00—

2200000016 KR [23.08.2019 |31 2 230, 00—

2200000012 KR [23.08.2019 |31 2 230, 00—

2200000020 [KR 24.09.2019 |31 1 930, 00—

2200000021 tmz 25.09.201% 31 o 930, 00—

2200000022 KR [25.09. 2015 |31 o 930, 00—

2200000023 [KR [25.09.2019 |31 o 930, 00

1900000002 BR (25.09.2019 26 il 1.000,00

[ [

&/ B0/ Ao (B s> 8 Gurency) [1_coms | §_toms | (1o | 8 bsc
Processing Status Not assigned
Mumber of Ttems 1 field should Amount Entered 480, 00-
Display from Item 1 be “zero” i 980, 00—
Reason Code Difference Postings
Display in clearing currency Mot Assigned 0,00

Step 4: Go to menu bar click on “Document” and select “Simulate”.
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Il gdHICEd SR Oho8 BE @E
Post Outgoing Payments Display Overview

&% Display Currency Taxes £ Reset

_25.09.2019 IE IE:I:I
PostingDate  25.09.2019

25.09.20189 I: Iii'.
Iiiiia;ia. E:!E _25.09.2019

DEPT/INV/2019

VENDOR PAYMT

Items in document currency
PK BusA Acct INR Amount Tax amnt
001 50 0023110002 ALLAHABAD BANK Outg 980, 00—
002 25 0000400011 KUBS IMPEX PRIVATE 980,00
D 980,00 C 980,00 0,00 & 2 Line Items

Step 5: After verifying, click on “Post”, then system will generate a document number as shown
below:

@ Document 2300000024 was in company code 1200

Now check in Vendor Line item report using FBL1N:
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Vendor Line Item Display

Hern|ewzze|naE|va|=e|
Vendor 400011
Company Code 1200
Name KUBS IMPEX PRIVATE LIMITED
City Ahmedabad
St |Assignment DocumentNo | Type Doc..Date |S|DD|Amount in Local Crcy|LCurr|Clrng doc. | Text
d 5} 2200000023 | KR 25.09.2019 980, 00- | INR 2300000024 | VENDOR INVOICE
d o 2300000024 | K% 25.09.2019 980,00 |INR 2300000024 | VENDOR PAYMENT

As per above screen the open item has been cleared after making payment through F-53.
Partial Payment:
Vendor Line item report:

Vendor Line Item Display
MWD&l B | @EE | T AT B B 5% R ™ | [ selectins | create Dispute Case

Vendor 400011
Company Code 1200
Name KUBS IMPEX PRIVRTE LIMITED
City Zhmedabad
5t|Assignment DocumentNo | Type Doc..Date |5|DD|Amount in Local Crcy|LCurr|Clrng doc.|Text

[ @ 2200000021 | KR 25.00.2015| |4 480, 00-| INR VENDOR INVOICE
[ @ 2200000022 | KR 25.08.2018| |4 930,00-|INR VENDOR INVOICE
[ @ 2200000023 |KR 25.00,2019) |&; 980, 00-|INR VENDOR INVOICE
[ @ |DOWN PYMNT CLENG |1900000002|KR 25.09.2019 1.000,00 |INR VENDOR DOWN BYMNT CLENG
[ @ | TRANSFER 1100000009 | AB 25.09.2018| |4 1.200,00-|INR TRANSFER

L | 3.140,00-|INR

As per the above line item, the outstanding balance is 980 and we are going to make a payment of
780.

Enter the transaction code F-53 in command bar (or) Follow the below path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = (F-43) Invoice General
Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
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& |Fs3 *JH e EEE D4

SAP Easy Access
[& [™ & | &zO0ther menu & By 2 w & [BCreate role

~ =7 Accounting
* =1 Financial Accounting
* [ General Ledger
¥ [J Accounts Receivable
= =9 Accounts Payable
= 3 Document Entry
- 2 FB6O - Invoice
- 2 F43 - Invoice - General
2 FB65 - Credit Memo
I F41 - Credit Memo - General
2 FB10 - Invoice/Credit Memo Fast Entry
(3 Document Parking
(3 pown Payrment
(3 Bill of Exchange
(3 other
(3 Error Correction and Suspense Accounting
(1 Reference Documents
=1 Qutgoing Payment

. F—53—P05t

{4 r =+ = v w w

Step 2: In the next screen enter the following details.
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Post Outgoing Payments: Header Data

DEPT/INV/2019

DocHeader Text  VENDOR PAYMT

Bank data
Account 23110002
Amount 780
Amt.in loc.cur.
Bank Charges
Value date 29.09.2019
Text VENDOR PARTIAL PAYMENT

Open item selection , Additional selections !

Account 400011

Account Type K
Special G/L Ind

Payt Advice No.

LI Distribute by Age

U1 Automatic Search

L1 Other Accounts
Standard OIs

Business Area

LC Bank Charges
Profit Center

@signment

@ None

© Amount

© Document Number
) Posting Date

) Dunning Area

© Others

—» Step 3: Provide the values as shown above and select “Process open items”.
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Post Outgoing Payments Process open items
A& 7

pocuent Num Do pocument Date Po pusin [Daysi| MRGoss  feswsnt 0 [ooee |

%[5 E1B/[a 7[00 anont | @ Gosonet |5 cumeney ||+ tems [¢ mems |[+ os: |5 0w

——» Step 4: Click on “Partial Payment” tab.
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Post Outgoing Payments Enter partial payments

. . Distribute Difference = Charge Off Difference < Editing Options

Standar | Partial Pmt _ WHT
Account items 400011 KUBS IMPEX PRIVATE LIMITED
Document Num_|Do |Document Date |Po |Busin |Days i |Net Amount Payment Amount RCd
2200000037 KR [25.09.2019 31 4— 960, 00—
2200000038 KR [25.09.2019 (31 4- 980, 00— 980, 00—
2300000010 KZ [25.09.2018 |25 0 780,00
2300000011 KZ [25.09.2019 25 0 200,00
2300000013 KZ [25.09.2018 |25 0 5.300,00
[«J[v][ [
E | & ” = ‘ |fﬂl ”M Amount ‘ ‘Eﬁ Gross<>Net Hn’aﬁ Currency ‘ |n Items H// Items ‘ |n Disc. “ 1 Disc.
Processing Status
Number of Items 5 Amount E| 780,00-
Display from Item 1 Assign 980,00—
Reason Code Diffefence Postings
Currency INE Should be
Not Assigned — 200,00

Step 5: Double click on “Payment amount” so that it will become zero.
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Post Outgoing Payments Enter partial payments
2 [Z 7

Document Num_Do_Document Date Po_Busin [Days i NetAmownt  [PaymentAmownt  Red
o

|8 8|B] 29] Bm Ao | coscone |8 cureny | 1 tems |r wems | 0 ose |5 ose |

Step 7: Click on “Document” and select “Simulate”.
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=1 D cae DLl mhan HE @

Post Outgoing Payments Display Overview
Display Currency Taxes

_25-09-2019
_25-09-2019

8
oo

liiiia;iE- _25-09_2019
bepT/INv/2015 cosconumer

VENDOR PAYMT

Items in document currency
PK BusA Acct INR Amount Tazx amnt
001 50 0023110002 ALLAHABAD BANK Outg 780, 00—
00z 25 0000400011 KUBS IMPEX PRIVATE 780,00
D 780,00 Cc 780,00 0,00 w2 2 Line Items

- Step 8: Verify the line items and click on “Post” and system will auto generate a document number
as shown below:

|@ Document 2300000025 was E in mmsn; code 1200

Now go to vendor line item report using FBL1N:

Vendor Line Item Display

EEBE‘ ““@“ Selections HD Create Dispute Case

Vendor 400011

Company Code 1200

Name KUBS IMPEX PRIVATE LIMITED

City Ahmedabad
_____II_-_‘_
[} 3 2300000025 K% 25.09.2019 3 780,00 |INR

(] 8 2200000026 | KR 25.09.2019 & 14.700,00- | INR 2300000021 | VENDOR INVOICE

As per above highlighted item, it is the partial payment which is created as 780 and the old-line item
of 980 is now disappeared.
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Final Payment:

Now we are going to make payment for final outstanding Rs.200 to the vendor with adjustment of
invoice and already done partial payment:

Enter the transaction code F-53 in command bar (or) Follow the below path:

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
- Document Entry = Outgoing Payment > (F-53) Post

@ = FldE Cc@e DHE nn.
SAP Easy Access
(& ™  &» | 5z O0ther menu & By 7 v A [& Create role

= 3 Accounting
= =1 Financial Accounting
¥ [ General Ledger
* [ Accounts Receivable
= 31 Accounts Payable
= =3 Document Entry
- 2 FB6O - Invoice
+ 1) F43 - Invoice - General
* 1) FB65 - Credit Memo
« ) F-41 - Credit Memo - General
2 FB10 - Invoice/Credit Memo Fast Entry
I Document Parking
(1 Down Payment
[T gill of Exchange
(3 other
(7 Error Correction and Suspense Accounting
(7 Reference Documents
=3 Qutgoing Payment
+ ) F-53 - Post

i = v = v v =

Step 2: Enter the following details as shown in below screen.
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Post Outgoing Payments: Header Data
Process Open Items

_25.09.2019 Ia
25.09.2019 E

PostingDate | 25.09.201%
Document Number

DEPT/INV/2019

VENDOR PARTIAL PAYMENT
VENDOR PARTIAL PAYMENT

Bank data
Account 23110002 Business Area
Amount 200
Amt.in loc.cur.
Bank Charges LC Bank Charges
Value date 29.09.2019 Profit Center
Text VENDOR PARTIAL PAYMENT @signment
m
Account 400011 @ None
Account Type K ] Other Accounts © Amount
Special G/L Ind Standard Ols ' Document Number
Payt Advice No. © Posting Date
[ Distribute by Age © Dunning Area
L1 Automatic Search O Others

——» Step 3: Click on “Process Open items” after providing the details.
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Post Outgoing Payments Enter selection criteria
i Open Items

Parameters entered
Company Code 1200
STk 400011
Account Type K Enter invoice

Special G/L Ind. ¥ Stancnumber

Document Number
From

2200000037
2300000025

To String Initial Value

Enter Partial
payment
document number

J 0O 0o oo oo o
e o [

—» Step 4: Enter the details and press “Process open items”.
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'ost Outgoing Payments Process open items

Pocument Num_Do Pocurent Date [Po Busin [Daysi| INRGloss  fcashOscowt  [copen |

wlmf ele ale] mn anout | B coscnet B curency ||+ wems [ mems |+ pse [v Dse |

— Step 5: Click on “Partial Payments” tab.
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Post Outgoing Payments Enter partial payments

l . Distribute Difference = Charge Off Difference ¢ Editing Options
Standar ' Partial Pmt _ WHT

Account items 400011 KUBS IMPEX PRIVATE LIMITED

Document Num_|Do_|Document Date Po |Busin_|Days i [Net Amount Payment Amount RCd
2200000037 KR 25.09.2019 31 4-— 960, 00— 980, 00—
2300000025 KZ 25.09.2019 25 4 780,00 780,00
(D[ I

‘ % H = ‘ ‘ ES | ‘ & H = ‘ ‘ i} ”M Amount ‘ |-*Eﬁ Gross<>Net ”ﬁnﬁ Currency | ‘n Items “n Items ‘ |n Disc. ” T Disc.

Processing Status

Number of Items 2 Amount Entered 200,00-
Display from Item 1 Assigned 200,00-
Reason Code Difference Postings
Currency INR

Not Assigned 0,00

Step 6: After doing the above details, click on “Document” from menu bar and select “Simulate”.
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el O H @@ DR anon  EE @M

Post Outgoing Paymenits Display Overview
&& Display Currency Taxes = Reset

_25-09-2019 IE !E:I:l

_25-09-2019 I: liﬂ.

'iiiia;ig. E::E _25.09.2019
CresscCNumber
Trading partA

Items in document currency
PK BusA Acct INR Amount Tax amnt
001 50 0023110002 ALLAHABAD BANK Cutg 200, 00—
002 25 0000400011 KUBS IMPEX PRIVATE 200, 00
D 200,00 C 200,00 0,00 * 2 Line Items
Other line item
Pstiy [FJecount SGL Ind TType New Co.Code

: Step 7: Click on “POST” to post the document and system will generate a document number as

shown below:

|@ Document 2300000026 was E in com;n: code 1200

Now go to FBL1N and check the line items:

Vendor Line Item Display

W4

Vendor 400011

Company Code 1200

Name KUBS IMPEX PRIVATE LIMITED

City Bhmedabad

.~ St|Assignment _|_|_ l|-|_|-|_ Text
(m] -] 2300000010 |KZ 25.09.2019 780,00 |INR 2300000026

[m] a 2300000026 (K2 25.09.2019 200,00 |INR 2300000026

(] (-] 2000000003 |KG 23.09.2019 980,00 |INR 3800000000 | VENDOR CREDIT MEMO
m] a 2200000014 (KR 20.08.2019 200.000,00- | INR 3800000000 | Asset Procurement-2
[m] (] 2200000018 | KR 23.09.2019 980, 00- | INR 3800000000 | PARK VENDOR INVOICE
[m] a 2200000032 KR 25.09.2019 9.800,00-|INR 3800000000 | VENDOR INVOICE

m] -] 2300000021 |K2 26.09.2019 4.700,00-|INR 3800000000 | RESIDUAL PYMNT

(m] (-] 3800000000| zP 28.09.2019 214.500,00 |INR 3800000000

As per the above highlighted field, it is the cleared document for the partial payments which we
made using F-53.
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Payment with Advance payment adjustment:
Business Scenario:

Advance Payment: 10000

Invoice: 14700

Final Payment: 4700

Enter the transaction code F-48 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry > Down Payment - (F-48)

Post Vendor Down Payment: Header Data

A& New Item | Requests

VENDOR DOWM PAYMENT

Document Date  31.03.2020 | Type k.
PostingDate  31.03.2020 | Period 1
Document Number
TradngpartBA

400011

Account 23110002 Business Area

Armount 10000

LC amount

Bank Charges LC Bank Charges

Value date 31.03.2020 Profit Center 1201

Assignment VENDOR DWWM PYMNT
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Step 2: Provide the above values and press enter.

IH @@ SHE DDa8 EE @ o
Post Vendor Down Payment Add Vendor item

|E> More data || Mew Item | Withholding tax |

_il 0ooll 23520000

Itern 2 / Down payment made [ 29 A

Amount 10000 MR
[ calculate Tax Bus./Sectn

Bus. Area
Disc.perc. CD Amount

Real Estate L]
Purch.Doc.

Flow Type
Contract !

Assignment VEMDOR DWHN PYMNT

Text VEMDOR DOWMN PAYMENT "’ Long Texts I

—» Step 3: provide the values as shown above, click on “Document”, and select “Simulate”.
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Post Vendor Down Payment Display Overview
|E Display Currency |E Taxes ||ﬁ5) Reset |

DEFT/INV/2020
VENMDOR DOWMN PAYMENT

Ttemns in docurnent currency
FE BusiA Acct INR Emount Tax amnt
0ol 50 0023110002 Allahakad Bank-Outg 10,000, 00—
002 25k Q0000400011 EUBS IMPEX FRIVATE 10.000, 00
D 10.000,00 C 10.000,00 0,00 i 2 Line Items

: Step 4: Click on “POST” after you verify the items, also system will auto generate a document

number a shown below:

I@ Document 2300000047 was posted in company code 1200
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Now make Vendor invoice using FB60:

Enter the transaction code FB60 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document Entry = (FB60) Invoice

& rBeo - JH @@ ESEE 5

SAP Easy Access
(& ™ & Swother menu ] By 2 9w . [Bcreater

= 3 Accounting
* =1 Financial Accounting
* [J General Ledger
* [ Accounts Receivable
= =7 Accounts Payable
~* =4 Document Entry
- &) FB60 - Invoice|
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& 2 dH @ SHEB HhLoa BAE @

Enter Vendor Invoice: Company Code 1200

E'?a Tree on || Company Code ||@ Hold ||E Simulate ||ﬂ;i Park ||gsiia Editing options |

_Imruice ]

Withholding tax | Motes

Vendor

Address

Vendor 400011 Sp.GJLI 4] Company
Invoice date 31.03.2020 Reference  DEFT/INV/2020 E‘ KUBS IMPEX PRIVATE LIMITED
Posting Date 31.03.2020 2C JAMALS FAZAL CHAMBERS 2ND ..
Cross-CC Nurmber 600006 Ahmedabad
Amount 15.000,00 INR = 9940600954 (=]

[ calculate Tax B
Tax Amount El Bank data: not available
Bus.Place/Sectn / ff o
Text VENDOR. INVOICE,

1 Items ( Mo entry variant selected )

St |G/L acct Short Text |D/C Amount in doc.curr. - |Cost center
% [41400000  |Hire of vehic.Debit B 15.000, 001200 12050402
=] Debit & 1200

> Step 2: provide the above values, click on “Document”, and select “Simulate”.
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apd

o eee

HE OHDOo0 BEE @

Document Overview

—— &% Reset B Taxes =) Park 1d) Complete E| = 'Y [ [% Choose ||[& Save

Z T [@ [ El [ asc |

Doc.Type : KR { Vendor Invoice ) Normal document

Doc. Number Company Code 1200 Fiscal Year 20149
Doc. Date 31.03.2020 Posting Date 31.03.2020 Period 12
Calculate Tax |:|

Ref.Doc. DEFT/INV/2020

Doc. Currency INR

Itm|PE|Account Account Short Text |Assignment Tx Amount
1]|31]|400011 KUBS IMPEX PRIVATE L 14.700,00-
2140]| 41400000 Hire of wvehicle 15.000,00
3|50]|18150012 TDS Payable-Salaries 300, 00-

will trigger the workflow

To park the document, click on

o=l

information message as below

Complete

—» Step 3: In the above screen check and verify the line items and “Complete” the document. This

Button”, the system will give the

& Docurment 2200000100 1200 was parked
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Step 4: To approve the document login as approver in the SAP system.

Step 5: Click on

|< B Ceaq OHE ODon BRR @

AEOO1

EaE e

A &2 1 SAP Business Workspace Button.

G| 0 @ AaH cao DHE Dnton BDE) @B
SAP Easy Access

53

33

>

e R -

Confidential Document

~ & Favorites

~ & SAP Menu

I Funds Management
Ed FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget C
3 Port Specific Development

B FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
¥ OB_GLACC13 - G/L acct record: Mass maintenance 03

E KS12N - Mass Maintenance for Cost Centers

B ZMMROO1 - Purchase Register

B8l ZF114 - Fixed Deposit Upload

Bl ZFI13 - Fixed Deposit Interest calculation

0 Connector for Multi-Bank Connectivity
3 Office

I Cross-Application Components

I Logistics

I Accounting

0 Human Resources

O Information Systems

O Tools

00 WebClient UI Framework
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—— Step 6: Expand “Inbox” button, under workflow Please Approve Parked Invoice “22000000100”
message will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

@ New message M Find folder H Find document | Appointment calendar | @& Distrbution lsts

= fgorkmace:}\ssmntEngmeer @l@l&pll\p‘\@lglﬂ‘\ e ﬁﬂlﬁ% E‘\ o |@IE|§|$|EI|IH|
¥ ¢ Inbox
#] Unread Documents 50 \Workflow 654
] Documents 100 Ere[Tile Status | Work Item I0|Creation Date. |Creation Ti_[P [Att[Con [wo_[D
> > [ Workflow 654 -
d Please apprave the Parked Invoice 2200000100, Year 2019 ] 428227 01.04.2020 111632 5
e el % Please approve the Parked Invoice 2000000010, Year 2019 @ 428206 0104200 027318 5
Deadling Messages 0
Entries with Emors 0
b £ Outbox
b ¢B Resubmission
b ¢B Private folders
b @ Shared folders
b ¢ Subscribed Folders
f Trash
i shared trash
ajny i
ﬁ Tips & tricks: Overdue Work Items... A
Please approve the Parked Invoice 2200000100, Year 2019
Description Objects and attachments
Select one of the available decision options. This No attachments or cbjects exist
completes the procesaing of this step.
Before you make a decision, you can display the v

attachments and objects which have been attached to
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— Step 7: In this step Click on the “ @ option to post the parked Invoice “22000000100”.

Decision Step in Workflow

BB workflow | [ Create Import

Please approve the Parked Invoice 2200000100, Year 2019

Choose one of the feollowing alternatives

» Eprove
IReject

IHold

Description Objects and attachments

Select one of the available decision options.

This completes the processing of No attachments or cbjects exist
this step.

Before you make a decision, you can display the attachments and objects which
have been attached to the user decision. You can also add your own attachments.

If you choose Cancel, the user decision remains in your inbox for processing.

Step 8: Once parked document Approved document got posted in company code to display posted
document go to FBO3 and display the document.
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Now go to FBL1N to view the vendor line item report:

Vendor Line Item Display
M 4 » >||66”£9E ‘@@@|$E?‘@@ﬁ|g%g| Selactions Create Dispute Case

Vendor 400011
Company Code 1200

Nams KUBS IMFEX PRIVATE LIMITED
City Ahmedakad
St |Assignment DocumentNo | Type Doc..Date |S5|DD|Amount in Local Crcy|LCuarr|Clrng doc.|Text
. 1 2200000100 [KR 31.03.2020 14.700,00- | INR VENDOR INVOICE,
1 i@ |VENDOR. DWN PYMNT 2300000047 |EZ 31.03.2020|A 10.000,00 |INR VENDOR DOWN PAYMENT
L | 4.700,00-INR
% Rccount 400011 4.700,00-|INR

Above are the mentioned Advance payment Rs.10000 and vendor invoice Rs.14700 in line items.

Now we are going to make payment for balance outstanding Rs.4700 to the vendor with adjustment
of invoice and already paid advance payment.

Go to transaction F-53 for Payment.

Enter the transaction code F-53 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
- Document Entry = Outgoing Payment > (F-53) Post

AP Fasy Access
& = == S Other menu Bl BEBR o7 T [& Create role E03 Assign

- 3 Accounting
~ <3 Financial Accounting

» [ General Ledger

» [ Accounts Receivable

- 3 Accounts Payable

~ 3 Document Entry

2 FBSO0 - Inwvoice
) F432 - Inwvoice - General
I FB6S - Credit Memo
) F41 - Credit Memo - General
2 FB10O - Invoice,/Credit Memo Fasit Encry
3 Docurment Parking
[ Dowen Payment
3 Bill of Exchange
3 other
O Error Correction and Suspense Accounting
[0 Reference Documents
3 Outgoing Payment

(Tvyrvyrrasaa

-
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Post Outgoing Payments: Header Data
Process Open Items |

Document Date | 31.03.2020 | Type Kz,
PostgDate  31.03.2020( Perbd |
Document Number

CDEPT/INV/2020

VENDOR PAYMENT

VENDOR PAYMENT

Company Code 1207
Curency/Rate TR
Trnstondte
CosCCNumber
TradngpartBA

—” Step 2: Enter values as shown above and press enter or choose “Process open items”.

Confidential Document

Mention Special GL or else
system will not show advance

Bank data

Account 23110002 Business Area
Amount 4700

Amt.in loc.cur.

Bank Charges LC Bank Charges
Value date 31.03.2020 Profit Center
Text Assignment
Account 400011 ) None
Account Type K [ ] other Accounts ) Amount
Special G/LInd & Standard Ols ® Document Number
Payt Advice No. {_) Posting Date
[ | Distribute by Age ) Dunning Area
(] Automatic Search () Others

[ ] Invoice Summary

payment
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Post Outgoing Paymenis Enter selection criteria
—F@her—seleeﬁm—|—|—9ﬂ=rer—ae€eun-t—|—|—ﬁocess Open Items |

Parameters entered

Company Code 1200

Account 400011 INVOICE
Special G/L Ind. . NUMBERzrd C1s

Document Mumber
From To String Initial Value
2300000047 ADVANCE PAYMENTL -
2200000100 DOCUMENT NUMBER-] Ll
L]
L] L]

—» Step 3: Enter the values as mentioned above and click on “Process open items”.
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2 4H e SHE DO BE @m
Post Outgoing Payments Enter partial payments

.

2 [ Distribute Difference || Charge Off Difference 27 Editing Options

—+  Standard —Partial Pt | Res.tems | WH Tax |

Account tems 400011 KUBS IMPEX PRIVATE LIMITED
Document |D Document  |P |Busi |Day |Met Amount Payment Amount RCd
2300000047 tI(z 31.03.2020 29 ] 10.000, 00
2200000100 [KR [31.03.2020 [31 o 14.700,00-]
[« [¥][ [
@ |M Amo| | Gr055<>___||ﬁ Currenqr| | 1 Items \H/ Items | | 1 Disc. \H/ Disc. |
Processing Status
Murmber of Ttems 2 Amount Entered 4.700,00-
Display from Item 1 Assigned 4.700,00-
Reason Code Difference Postings
Currency INR
Mot Assigned 0,00

“» Step 4: After coming to this screen select “Partial Payment” tab and do the payment as per entries
made by user previously.

—”Then click on “Document” and select “Simulate”.
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Post Outgoing Payments Display Overview
|E Display Currency ||ﬁ Taxes |

CEPT/INV/ 2020
VENDOR PAYMENT

Items in document currency
FE BushA Acct INE  Amount Tax amnt
0ol 50 0023110002 Allahakad Bank-Outg 4,700, 00-
ooz 25 0000400011 EUBS IMPEX FRIVATE 14.700,00
003 358 0000400011 EUBS IMPEX FRIVATE 10.000,00-
D 14.700,00 C 14.700,00

—» Step 5: Verify the items entered and click on “POST” and system will auto generate a document
number as shown below:

Iﬁmtm“pmdhmcnﬂe 1200
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Now go to Vendor line item report using FBL1N:

Vendor Line Item Display
W M Gl BB

Vendor 400011
Company Code 1200
Hame KUBS IMFEX PRIVRIE LIMITED
City IMhmedakad
S5t |Assignment DocumentNo | Type Doc..Date |S|DD|Amount in Local Crey|LCurr|Clrng doc.|Text
il @ 2300000048 |KZ 31.03.2020 14.700,00 |INR [2300000042|VENDOR PAYMENT
@ 14.700,00 |[INR
** Rhccount 400011 14.700,00 |INR

As per above screen, system has cleared all the line items after final payment done through F-53.

12.Vendor Outgoing Payment with Check Printing:

Standard SAP system is providing the functionality to make payment to vendor with check printing
based on the system backend configuration.

SAP provides two transaction codes for manual payment:

o F-53 Post outgoing payment.
o F-58 Payment with printout

There is no difference between these transaction codes except printout cheque, which is available
for F-58. In F-58 not required to selecting outgoing bank GL account, system automatically derived
the bank outgoing GL account based on system configuration.

Transaction Code: F-58 (Payment to vendor with check printing):

Pre-requisite:

The following are the pre-requisite, which are, requires before make payment to vendor in F-58.

1) Payment method “C” cheque should be available

2) House bank should be available

3) Account ID should be available

4) Check lot Number should be maintained in FCHI (Transaction code - FCHI)
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5) Print for Forms (for Check printing should be developed as per business
requirements)

6) If require payment advice then payment advice print form should be developed
as per business requirement

Check lot number maintenance: (T Code- FCHI):

Step 1: Enter transaction code FCHI in command bar and press enter.

& |FoHr ~FldH @@ DHE o.m

| SAP Easy Access
(& [  &» | == 0ther menu e v A [ & Create role

v [ Favorites

~ 3 SAP Menu
v [ Financial Services Metwork Connector
+ [ Office
v [ Cross-Application Components
v [J Logistics
'

* [J Hurman Resources

* [ Information Systems

v [ Tools

v [JwWebCliant UI Framework

Company code details can

Step 2: In the next screen enter the following details: be selected from Company
e Paying company code code list data
e House Bank

e AccountID
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Check Lots

G || Change status || Archive information

Step 3: After providing the details, click on “Change “icon.

Maintain Check Lots

P & D@/ 6P | spit ot |

Check lots
ILnt M, |Shntt Info Check no. from 1
1 Chegue Lot I 100001 100100 100001 |§|
[~]
=

Step 4: As the Check print is already maintained, user can carry on with transaction F-58.
Transaction Code — F-58:
Enter transaction code F-58 in command bar (or) Follow the below navigation path.

Step 1: SAP Easy Access = SAP Menu - Accounting = Financial Accounting = Accounts Payable
- Document Entry = Outgoing Payment > (F-53) Post + Print Forms
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& | Fse - QH &e&Ee DEER Tt

SAP Easy Access
[& [ | & | &= Oother menu & By b [ Create rc

~ &8 Accounting
* = Financial Accounting
* [ General Ledger
» [ Accounts Receivable
- &3 Accounts Payable
~ &9 Document Entry
2 FB60 - Invoice
2 F-43 - Invoice - General
2 FB6S - Credit Memo
2 F-41 - Credit Memo - General
= FB10O - Inwvoice/Credit Memo Fast Entry
1 pocument Parking
O Down Payrment
[ gill of Exchange
[ other
[ Error Correction and Suspense Accounting
[J Reference Documents
=3 Outgoing Payment
« I F-53 - Post
- [F) F-58 - Post + Print Forms]

{ v v v owowow s s s s

Step 2: In the next screen enter the following details:

e Company Code

e Payment Method: Payment used to settle open items (C-Cheque)

e House Bank: bank through which account will be settled.

e Check lot number: Batch of consecutively pre-numbered cheques, or serves as a number
interval if the cheque number given is different to the payment document number.

e Printer for forms: Specify the printer on which the payment forms are to be printed. This
information is necessary to editing the forms.
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@ | 2/ HIC@e CHE D000 R @@
Payment with Printout: Header Data

Enter Payments |

Payrment method and form specifications
Company Code 1200 [ calculate Payt Amt
Payment Method C

House bank 6625
Account ID 6625
Check Lot Mumber 1 If print forms are required to
e s be printed immediately then
padding Character select this check box of “Print

Immediately”

Printer for Forms LPO1 [w/Print Immediately
Payt Advice Printer [|Recipient's Language
[ ] currency in ISQ code
[l Test Printout
[ | Do Mot Void Any Checks

—» Step 3: Provide the details as shown above and click on “Enter Payments”.
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Payment with Printout Header Data

—|—Pmcess Open Items |

_25.09-2019 IE
_25.09-2019 I:

DEFT/INV/2019
VEMDOR PYMNT
VEMDOR PYMNT

Bank posting details

Armount 1100 Business Area
Value date 25.09.201%9 Assignment
Text VEMDOR "C" PMYNT

Select if special GL

Payee are needed to be
400011

Vendor Company Code' enter

Customer Payee

[ ] payment on acct  Payt on Acct

Paid itermns Additional selections
Standard Ols @ None
Specal G/LInd 2 (=) O Amount

) Others

—» Step 4: Provide the details as shown above and click on “Process open items”.
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1B oee

B ETas BE @0

2 [ Distribute Difference

Charge Off Difference

Payment with Printout Process open items

£7 Editing Options

& Cash Disc. Due

Standard | Partial Pmt | Resitems | WH Tax |

Account items 400011 KUBS IMPEX PRIVATE LIMITED
Document |D Document _ |P._|Busi_|Day INR Gross CashDiscount CDPer.
2000000003 IKG 23.09.201% |21 2 980,00
2200000011 IRR 19.09.201% |31 & 4.800,00-
2200000014 II(R 20.08.201% |31 36 200.000,00-
2200000016|qu 23.09.2019 31 2
2200000018 IRR 23.0%.201% |31 2 980,00
2200000020 II(R 24.09.201% |31 i 930,00
2200000021 IRR 25.0%.201% |31 [} 980,00
2200000022 II(R 25.09.201% |31 0 930,00
ZZUUUUUUZGIRR 25.0%.201% |31 [} 14.700,00-
2300000010 |KZ 25.0%9.201% |25 [} 780,00
LD [
@ ||H Amo| |Ez|f| Gross<>_,_||ifﬁ Currenc'_.f| | 1 Items || \H’ Items | | T Disc. || \T]” Disc. |
Processing Status
Number of Items 22 Amount Entered 920, 00—
Display from Item 1 Assigned 920, 00—
Reason Code Difference Postings
Display in clearing currency Mot Assigned 0,00

_—» Step 7: Click on “Document” and select “Simulate”.
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(s || 3 U5

I

21 | [E] =] | G (O

—<=]

Payment with Printout Displfay Overview
&Il &% Display Currency | |l Taxes | [t£9 Reset |

_2.5- 09.2019

_2.5- 09 .201%9

_IETEEEI!.I.
DEPT/INV/201%9
WENDOR PYMMT
Items in document currency

FE PBusiA RAcct INE Amount Tax amnt
001 50 0023110002 ALLARHRBAD BRANME Outa S920,00—
oo2 25 0000400011 EUBS IMPEX FPRIVATE 950,00

D 980,00 C 930,00 a, 00 2 2 Line Items

— ¥ Step 8: Verify the details and click on “POST” and system will auto generate a document number as
shown below:

Step 9: Press Enter and system will show the message as shown below:
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SAP

SG00636776

Mumber of Copies
[CIPrint Mow Murmber

[ Delete After Output

Mew Spool Request

Close Spool Request

Spool Retention 2 Day(s)
Storage Mode 1 Print onhy

1
[ Group (1-1-1,2-2-2,3-3-3,...)

Do not print

'@ pring preview || 3 print || %

Step 10: Then click on “Print preview” and system will show you the preview as shown below:

G| 2 JHCod 0HE 80o BE QW
Print Preview of LP01 Page 00001 of 00001

|[23 Archive | |& print and Archive |[&]

2 509 201¢9

KUBS IMPEX PRIVATE LIMITED

Nine hundred eighty only

980.00
Step 11: Then click on “Print” and system will show you below message:
I@ Spool request (number 19.0323) created.
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)

pool Reauest Edit Goto Utilities Settinas Svstem Helb

@ Bl dH e QAR ODOHD HE @F

Output Controller: List of Spool Requests
Q0 08|« |8 |[K» M TEAFEETEES

Spool no. |Type|Date Time\| Status |Pages|Title

19033 | & 25.09.2019(13:10 = 1 |SMART LPO1 SG00636776

1 Spool request displyed

1 Spool request w/o output request

Step 12: Select the required spool requests and click on ‘Print Directly” then the system will print
the cheque forms automatically, based on which printer the configuration has been made to print
the cheques.

Now go to Vendor Line item report using FBL1N:

Vendor 400011
Company Code 1200
Hame EUBS IMPEX FRIVATE LIMITED
City Ahmedakad
St |Assignment Documentio | Type Doc..Date |S5|DD|(Amount in Local Crey|LCurr|Clrng doc.|Text
1 @ 2200000026 |ER 25.09.2019] | 14.700,00-|INR VENDOR INVOICE
1 @& 2300000010 |KZ 25.09.2019| |2 780,00 |INR
] @ 2300000011 (K2 25.09.201%9 fe¥ 200,00 [INR
1 @& 2300000013 |KZ 25.09.2019| |2 5.300,00 |INR
1 @ |ADV PYMNT 2300000012 (KZ 25.09,.2019 |2 10.000,00 (INR ADV PYMNT
I:l @ |DOWN PYMNT CLENG 1500000002 (ER 25.08.201%9 1.000,00 |INR VENDOER DOWN EYMNT CLENG
1 @ | TRANSFER 1100000009 (AB 25.09.201% fe¥ 1.200,00-|INR TRENSFER
D @ | VENDOR ADV PYMNT 2300000006 (EZ 25.08.201%9 (R 1.500,00 |INR VENDOR ADV PFYMNT
I:l @ |VENDOR DOWN PYMNT (2300000014 |KZ 25.09.201%9 (A 10.000,00 [INR VENDOR DOWN FYMNT
D @ |VENDOR DOWM PYMNT | 2300000015 |EZ 25.08.201%9 (R 10.000,00 [INR VENDOR DOWN FYMNT
L 20.920,00 (INR
1 @ | DOWN PYMNT 1900000002 (R 25.09,2019|2 1.000,00-|INR 15900000002 VENDCOR. DOWN PYMNT CLENG
I:l @ 2200000024 (ER 25.08.201%9 1.000,00-|INR 2300000008 | VENDOR INVOICE
1 @ 2300000008 (EZ 25.09.201% 1.000,00 |INR 2300000008| Tescl
D @ 2300000008 (EZ 25.09.201%9 (R 1.500,00-|INR 2300000008 Testl
I:l @ | VENDOR DOWN PYMNT (2300000007 |EZ 25.09.201%9 (A 1.500,00 |INR 2300000008 | VENDOR DOWN PYMNT
D @ 2200000023 (ER 25.08.201%9 920,00-|INR 230000000%| VENDOER INVOICE
I:l @ 23000000085 (EZ 25.09.201%9 950,00 |INR 2300000009 VENDOR FYMNT
D [} 2300000018 (KZ 25.08.201%9 920,00 |INR 2300000012 | VENDCR PYMNT
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As per above highlighted item it has been cleared after the payment has been made using
transaction code F-58.

Now Double click on “Payment document line item”.

HI€a& SEE B840 EE &b
8|3 Display Document: Line Tterm 2

% &y £ v 4« & & AdditionalData | [ Withholding Tax Data |

200011 [q] 18110000
2300000018

Line Item 2 / Qutgoing payment / 25
Amount 980,00 MR
Bus.Place/Sectn 1200 [

Bus. Area

CD Armount 0,00 IMR
Days/Percent

Bline Date 25.0%.2012

Prnt block Invoice Ref. r f 0

Payt Method  C

Clearing 25.09.201%9 J 2300000018 Payment Ami 980,00 IMR

Assignment

Text WVEMDOR PYMNT =, Long Text |

., Goto menu bar, click on “Environment”.
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Then select “check information”.

After you click on “check information”, in the next screen or below screenshot, the system will
display the information, which is related to cheque.
Display Check Information

| ’:j Check recipient || Check issuer... | | |§ Accompanying docs ||@1’ Payment document

ALLAO212373

50181596625

100002 Currency
Payment Date 25.09.201% Amount Paid 4980, 00

Cash discount amount

Payee's country
Regional code 24
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13.Check void process

Scenario: If we have 2 Payment Documents

Say Document # 1 & Document # 2

A check number 100001 is wrongly mapped to Document #1.
We need to map check number 100002 to Document # 2.

In order to do this, we need to follow below steps.

Step 1: FB60 Vendor Invoice

Document 2200000037 was posted in company code 1100

Step 2: Create Check Lots: FCHI

[T Checklot Edit Goto System Hebp
O | v« eqe =
Check Lots

S & Change status  Archive information

~ -

Paying company code 1100y Chennai Port Trust
House bank 4378 State Bank Of India
Account ID 4378 Revenue -1II

Click on create

Maintain Check Lots
fp Q[0 W ED Spilot
[ ——
Paying company code 1100 Chennai Port Trust
—
House bank 4378 State Bank Of India
Account ID 4378 Revenue -II
Check lots
Lot Nu... Short Info Check no. from Check number to MNext lot Number Status Mon-sequenif]
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Maintain below details

Kk 4378 |  State Bank Of India

il (= Create Lot

Lot
= Lot Number 01
M0 Check Number 100001

To 100100
Control data
Next lot number [ INon-sequential

Pmint Meths List

Addtional information
Short Info |

Purchase date

()]

Maintain Check Lots

fp @& [ @ ED spitlot
Paying company code 1100 Chennai Port Trust
House bank 4378 State Bank Of India
Account ID 4378 Revenue -II
| Chedk lots |
Lot Nu... |5h|)rt Info |Check no. from Check number to Next lot Number Status ‘Non—sequen
1 cheque lot 1 100001 100100 o =

Step 3: Post Outgoing Payments

Give below details & hit Process Open items or enter
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Post Outgoing Paymennts: Header Data

Process Open Items

Document Date 0E.08.2020 Type [&=] Company Code 1100
Posting Date 06.08.2020| Period [5 ] Currency/Rate [t | |
Document Number 1] Translation dte [ ]
Reference [123456 | Cross-CC Number [ |
Doc.Header Text [vendor payment Trading part.BA
Clearing Text [ |
| Bank data

Account [z3430010 Business Area

Amount [10000 |

Amt.in loc.cur. [ |

Bank Charges [ | LC Bank Charges [ |
WValue date 06.08.2020 Profit Center
Text [vendar Payment With Cheque Print |Assignr'nent [ |
| Open tem selection || Additional selections |
Account 40001084 =1 =) None
Account Type had [ 1Other Accounts 'Amount
Special G/L Ind [¥|Standard OIs JDocument NMumber
Payt Advice MNo. [ |  JPosting Date
| | Distribute by Age Dunning Area
[ | Automatic Search 1 Others

Deselect the highlighted line items except the document which we are posting. As shown below
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‘ Post Outgoing Payments Process open items

Jsa |2 Distribute Difference  Charge Off Difference ¢ Editing Options @ Cash Disc. Due

_Standard | Partial Pmt | Res.ltems | WH Tax |

| Account items 40001084 ESCHWELLER GMBH & CO KG

Document N... |D..|Document D... |P‘Bu5|‘Day‘ INR Gross CashDiscount JCDPer. |

2200000036 KR 06.08.2020 31 0 $8.00— Jl

2200000037 KR 06.08.2020 31 0 9,810.00-

2600000031 RE 03.07.2020 31 34 44,344 .36

2600000033 RE 01.08.2020 31 5 653, 980.25-

«» ]

Iﬁ Amountl [&ﬁ Gross<>Net][fEﬁ Currency l [/ Ttems "}J Items ] If Disc. ";’ Disc.

Processing Status

Number of Items 4 Amount Entered ‘ 9,810. 00—|

Display from Item 1 Assigned ‘ 9,810. 00—|

Reason Code Difference Postings ‘ |

|Dlsplay in clearing currency ‘ Not Assigned ‘ 0.00 |
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provide the values as shown above click on “Simulate” button.

= Document Edit Goto Extras Settings Environment Swstem Help

D | ~<H @@ e oNaHh FOER @

Post Outgoing Payments Display Overview

&l #&Display Currency [il Taxes 9 Reset

Document Date 0&.08.2020 Type [==] Company Code 1100
Posting Date 0&.08.2020 Period s ] Currency INR
Document Number INTERNAL Fiscal Year Zozo Translation dte 06.08.2020
Reference [123a5e | Cross-CC Number [ |
Doc.Header Text [vendor payment | Trading part.BA
| Items in document currency
PEK Busfh Acctht INR Amount Tax amnit
a0l 50 0023430010 Revenue ILI Main &SC ©,810_.00—
o002 25 0040001084 ESCHWELLER GMBH & C 2,810.00
c 9,810.00 .00 o= 2 Line Items
Save

D 9,810.00

In the above screen check and verify the line items and “Save” the document.

Document 2300000008 was posted in company code 1100
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Step 4: Assign Check Number: FCH5

Give below details & hit enter

Create Check Information
G &
[Py ———
Payment Document Number 2300000008
Paying company code 1100 Chennai Port Trust
Fiscal Year 2020
| Check
House bank 4378
Account ID 4378
’_100001

Check number
L 3

Maintain the below parameters

Create Check Information

Accompanying docs (&3 Payment document

| srovereravevararay | (recrm |
Payment Document Number 2300000008 House bank 4378
Paying company code 1100 Account ID 4378
Fiscal Year 2020 Check number 100002
5
Payment Date L06 -08.202 0J
| Issuing amount
Currency INR
Amount Paid [e,810.00 |
Cash discount amount [ |
| Address
Title Company
Payee name |ESCHWELLER GMBH & CO KG |
I 1
I 1
[ | PO Box
Street |HOLZKOPPETWEG 35, 24118 35 | PO box post cde
City | GERMANY | Post.code 24118
Country DE Regional code o1

Once saved we get the below message

Check 1100 4378 4378 100001 created manualy
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Scenario 2: Cheque viod

Step 1: FB60 Vendor Invoice

Document 2200000038 was posted in company code 1100

Step 2 : F-53

Post Outgoing Payments: Header Data

Process Open Items

Py ——
Document Date 06.08.2020 Type KZ Company Code 1100
. Pepe e ——— | ) 1
Posting Date 06.08.2020 Period 5 Currency/Rate 'INR |
 EEEEEEEE— )  EEEEEEEE—
Document Number Translation dte
Reference [1234567 I Cross-CC Number I I
Doc.Header Text 'Vendor payment Trading part.BA
Clearing Text I '
| Bank data
Account [23430010 I Business Area
Amount [1 '
Amt.in loc.cur. I I
Bank Charges I I LC Bank Charges I
ey —  EEEEEEE—
Value date 06.08.2020 Profit Center
Text 'Vendor Payment With Cheque Print IAs.sig;|r1r‘nent I

| Open item selection

| Addttional selections

Account

Account Type
Special G/L Ind
Payt Advice No.

[ | Distrbute by Age
[ |Automatic Search

la0001084
= -

K [l Other Accounts
I |

[+|Standard OIs

Confidential Document

(s)None

() Amount
(")Document Number
()Posting Date
(")Dunning Area

() Others
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Post Outgoing Payments Process open items

4a |2 Distribute Difference  Charge Off Difference ¢’ Editing Options & Cash Disc. Due

Standard | Partisl Pmt | Res.tems | WH Tax |

Account items 40001084 ESCHWELLER GMBH & CO KG
Document N... D.. Document D... P... Busi... Day... INR Gross CashDiscount CDPer.
2200000036 KR 06.08.2020 31 o0 BB.DD—[ ]
2200000038 KR 06.08.2020 31 0 19,619.00-
2600000031 RE 03.07.2020 31 34 44,544 .36
2600000033 RE 01.08.2020 31 5 653,980.25-
)

@I[ﬁj Amount] Iﬁﬁ Gross<>Net][ﬁﬁ Currency l [/ Ttems ][}' Items ] [.f Disc. H}J Disc.

| Processing Status

Number of Items 4 Amount Entered ‘ 19,619.00-|
Display from Item 1 Assigned ‘ 19, 615.00-|
Reason Code [ ] Difference Postings ‘ |
IDEDBY in clearing currency | Not Assigned ‘ 0.00 |
Document 2300000009 was posted in company code 1100
Step 3 : Assign check number FCHI
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& Check Edt Goto Extras Envronment System  Hep

(] <« eqe S8 e®
Create Check Information
& &
[FErrrrrrre|
Payment Document Number 2300000009
Paying company code 1100 Chennai Port Trust
Fiscal Year 2020
| Check
House bank 4378 State Bank Of India
Account ID 4378 Revenue -II
/—Y’ﬁ

L
Check number LLIDDDDl J

Below message pops up when we give the same check number to different document number

@) The next free number in lot 0001 is 100002

We need to assign 100001 to document 100002. In order to do this, follow below steps
Step 1 : Void Issued Checks : FCH9

Give below details & click on Void

Void Issued Checks
& Void
Paying company code 1100 Chennai Port Trust
| Bank data
House bank 4378 Bank Key I '
Account ID 4378 Bank Account I
| Check to be voided
Check number [100001
Void reason code [DSJ'
Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
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Check 100001 voided, payment document not reversed

Step 2 : Go to FCHE

Give below details & hit on execute

Delete Check Information on Voided Checks

&
Paying company code 1100
| Check data
House bank 43785
Account ID 4378
Check number :'_100001 _" to '

[= Delete voided checks

Check 100001
6 Should information be deleted 7 ;

Yes " ® Cancel

Check information 100001 successfully deleted

Step 3 : Go to FCH5 Check print with reference to payment document number

Here we are giving document # 2 2300000008 with same Check number which we have voided
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~ [& Check Edt Goto Extras Environment System  Help

9 | v ||« eee = HE 0%
Print Form for Payment Document
&
[ —
Document Number 300000008
e
Company Code 1000 Mumbai Port Trust
Fiscal Year 2020

Payment method and form specifications

Payment Method lc|
Check Lot Number 1]
Alrernative Form I
Padding Character []
- Output control
Printer for Forms \ZLPO1 ' [+ Print Immediately

Payt Advice Printer [ |Recipient's Language
[ |Currency in ISO code
[+| Test Printout

[ /Do Mot Void Any Checks

Check 1100 4378 4378 100001 created manually

—» Go to check and print
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Output Device ;'_ZLPDl
Page selection ' '
| Spool Request
Name [sMarT | [Mz00596723 |
Title ' '
Authorization
| Spool Control | Number of Copies
[ |Print Mow Mumber [1 ]
[ IDelete After Qutput ["]Group (1-1-1,2-2-2,3-3-3,...)
[+|New Spool Request
[+|Close Spool Request | Cover Page Settings
Spool Retention ’E‘Day(s) SAP cover page | Do not print v
Storage Mode [1 Print only - Recipient
Department
@ Print preview ”lﬁl Print ]@

Ener the output device and click on print preview

[ Text Edt Goto Extras System  Help
o <H eee & 000D TP 0=
Print Preview of ZLP01 Page 00001 of 00001

[@)Archive  ©Print and Archive

i, =,

AIC Payee 16 06 2020

ALEX CHEMICAL & INDUSTRIES

Nine hundred eighty six only

986.00
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14.Check Cancelation process

You can cancel a check that was received as an incoming payment together with the incoming payment
document, whether the check is deposited or not.
To view the status of a check, select the check in the Check Register window

Step 1: Check cancel FCH9

SAP Easy Access

[z & T | aaOther menu e 7 & | v 4« | [aCreate role S8 Assign users  [23Documentatic

* = Favorites -
- 3 FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget Consumption ™
- ¥¢ FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
- 3¢ S_ALR_87013611 - Plan/Actual Comparisons -> Cost Centers: Actual/Plan/Variance

> [= SAP Menu
» [ Connector for Multi-Bank Connectivity
» [0 Office
» [ Cross-Application Components.

» [ Logistics
= [= Accounting
~ [== Financial Accounting
» [ General Ledger
* [ Accounts Receivable
» [ Accounts Payable
*[= Banks
» 3 Input
» [ Outgoings
» [ Master Data
» [ Periodic Processing
» [ Information System
¥ [= Environment
» [ Current Settings
¥ [= Check balance
» [ Display
» (1 Change
» [0 Create
~[E= Void
« &2 FCH3 - Unused Checks
- & FCH9 - Issued Checks

- &2 FCH8 - Cancel Payment
S
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Give below parameters

[& Check Edt Goto Extras Enwironment System  Help

O | | « eqe 80 ew
Void Issued Checks
& Void
Paying company code 1100 Chennai Port Trust
| Bank data
e 1
House bank 4378 Bank Key
reerm| |
Account ID 4378 Bank Account
| Check to be voided
Check number Tioooo1
= -
Void reason code 5 Printed incorrectly
~» Click on void for cancelation of cheque

¥ Check 100001 voided, payment document not reversed

Display of posted document:

FBO3 - Display of posted Document:
Enter the transaction code in the command bar (or) Follow below navigation bath.

Step 1: SAP Easy Access = SAP Menu —>Accounting = Financial Accounting = Accounts Payable
- document = (FB03) Display
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& | Feo3 B3 aH C@aa SHE Dhoan BE @
SAP Easy Access
L2/=| 5| | £ other menu | | &8 5[] | [+]|~ || [C& create role || [€5 Assign users ||

7 Favorites
= {3 SAP Menu
> (3 Financial Services Network Connector
I ] office
> [ Cross-Application Components
[* [ Logistics
= 2] Accounting
= 331 Financial Accounting
> (] General Ledger
> [J Accounts Receivable
= 23 Accounts Payable
[ [J Document Entry
= &1 Document
) FBOZ2 - Change
7 FBOS - Change Line Trems
72 FBO3 - Display
2 FBO4 - Display Changes
1) FBRA - Reset Cleared Items

Step2: In the next screen, enter the following details: Company code details can
be selected from Company

e Document Number code list data

e Company Code
e Fiscal Year

[ pDocument Edit Goto Viewr System Help
D | - | « 2R e
Display Document: Initial Screen

Document List I4 First Item £ Editing Options

Keys for Entry Wiew

Document Mumber zooooooos8
Company Code 1100

Fiscal ¥ ear 2020
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= Document  Edit  Goto  Extras  Settings  Environment  System  Help

9 | v | « eae TE o
‘ Display Document: Data Entry View

2 B £ &Display Currency B[] General Ledger View

Data Entry View

Document Number 2300000008 Company Code m Fiscal Year 2020

Document Date 06.08.2020 Posting Date 06.08.2020 Period ’5_|

Reference | 123456 |Cross—Comp.No. | |

Currency INR Texts Exist O Ledger Group ’—|
S [ &)= )8 0EPL) B ) (=6 J& L)
Co{Zd‘|Item|I(ey|5__|Account |De5crp1jon | Amount|Curr. |Tx |C05t Center
1100 150 23430010 Revenue I Main A/C 9,810.00- INR

225 40001084 ESCHWELLER GMBH & CO KG

9,810.00 INR

Step 3: Go to environment and click on check information
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Display Check Information
=|Check recpient  Check issuer... | [iii| Accompanying docs  [23Payment document
F
Paying company code 1_11004
| Bank data
House bank 4378 Bank Key [seINOO18529 '
Account ID 4378 Bank Account [10885904378
| Voided check
Check Number IlDDDDl '
Void reason code Printed incorrecthy '
. o —
Voided on 06.08.2020
: Morrtarona |
Voided by MZ00596723

| Information on voided check

Currency INR Amount Paid [9,810.00 '
Payment Date 06.08.2020 Cash discount amount [0.00 '
Name 'ESCHWELLER GMBH & CO KG '

City ' GERMANY '

Payee's country bE |

Regional code fo1 |

In the above screen you can find cheque cancel reason print incorrectly
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Step 4: Display cheque register FCHN

= Menu Edit  Favortes Extras System Help
@ | - « @ S2HE HThoH T80 =
SAP Easy Access
[2 & | &> | &aOther menu e 7 & - 4 | [ECreate role &) Assign users  [gyDocumentat

~ = Favorites
- 5l FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget Consumption
- ¥¢ FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
- 3£ S_ALR 87013611 - Plan/Actual Comparisons -> Cost Centers: Actual/Plan/Variance
*[F= SAP Menu
» [ Connector for Multi-Bank Connectivity
* [ Office
* [ Cross-Application Components.
» [ Logistics
* = Accounting
~ [= Financial Accounting
* [ General Ledger
* (71 Accounts Receivable
* [ Accounts Payable
~[== Banks
» [ Input
» [ Outgoings
» [ Master Data
» [ Periodic Processing
» [ Information System
*[= Environment
» [ Current Settings
~ = Check balance
~ E5 Display
- & FCH1 - For Check
- 633 FCH2 - For Payment Document

Give the parameters and execute

 Check Register
@& [i]
Paying Company Code 1100 to
House bank 4378 to
Account ID 4378 to
[ |Payrol Checks
__ General Selections | Further Selections
General Selections
Bank Key to
Bank Account to
Check number r100001 J|jl to
Currency to
Amount to E
Qutput Control

| |List of Outstanding Checks
Additional Heading

Layout

Items paid
(=)W/out line items
Layout /—‘
With Line Ttems
7
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Check Register
AEFTP EREEH AITBRTR BEIEa G KN
Chennai Port Trust Check Register 06.08.2020 / 16:04:49
Chennai User: MzZ00596723
Company code 1100 Page: 1
Bank 4378 State Bank Of India Chennai
Bank Key SBIN0018529
Acct number 4378 10885504378
Checks created manually
Check Number from To Dayment Pmnt Date |Crcy Amount Paid (FC) |Recipient/Void Reason Code Enca./Void
100001 2300000008 |06.08.2020 voided by Mz00596723 - Printed incorrectly 06.08.2020

* payment Method Checks created manually

Check Register 06.08.2020 / 16:04:49
User: Mz00596723

Total of all entries
Page: 2

Enca./Void

ZAmount Paid (FC)|Recipient/Void Reason Code

Payment ‘Pmnt Date [crey

Check Number from To

In check register screen we can find all checks history

15.Automatic Payment Program:
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The Automatic payment program in SAP Fl is used to identify the due and overdue items and process
a huge list of vendor invoices and customer invoices to make payments in a single time.

APP helps in fetching all the due and overdue invoices for a wide range of vendors and customers
and makes the payment possible before the net due date which in turn earns a good reputation to
the organization.

The Payment Process includes the Following Steps:
Invoices that are entered

Pending Invoices are analysed for due date

Invoices due for payment are prepared for review
Payments are approved or modified

Invoices are paid

A consistently high volume of invoices has to be processed. Accounts Payable Invoices have to be
paid on time to receive possible discounts.

The Accounting department wishes to perform this processing of invoices automatically. The
Automatic Payment Program is tools that will help users manage payables. SAP gives users the
options to automatically:

Select Open (Pending) Invoices to be paid or collected
Payment Documents to be posted
Print Payment Media or generate EDI

The Automatic Payment Program has been developed for both national and international payment
transactions with vendors and customers, and handles both outgoing and incoming payments.

SAP allows all the transactions made by a business to be recorded so as to use that information to
make managerial decisions. Every business needs to make payments to vendors, and in some cases
to customers in case the goods have been returned for which the payment had been made earlier.

It becomes difficult to track which payments are due to be made and then to process these
payments manually.
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SAP takes care of this by means of the Automatic Payment Program. The Automatic Payment
Program calculates which line items are due for payment and then processes the payment by one
of the various methods that are defined in the Automatic Payment Program configuration. The
Automatic Payment Program also allows netting of line items i.e. in case payments have to be made
as well received from the same business partner, and then SAP determines the net value of the
payment to be made or received and accordingly processes the business transaction.

The Automatic payment program makes use of the payment terms that are defined in the vendor
and customer masters to determine which line items are due for payment.

Enter Transaction code F110 in command bar (or) Follow the below navigation path.

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
-> Periodic Processing = (F110) Payments

& [Fi10 - JdH eae DEHE

SAP Easy Access
(& ™ &  &=other menu o B 2 v oa [Hore:

* =9 Accounting
~ 34 Financial Accounting
* [J General Ledger
* [1 Accounts Receivable
~ =1 Accounts Payable
* [J Document Entry
* [J Document
* [ Account
* [J Master Records
* =3 Periodic Processing
+ P2 SCMA - Schedule Manager
T F110 - Payments|

*

Step 2: In the next screen enter the following details

Run Date: The run date is the date on which the payment run is being executed.

Identification: The identification can be used to differentiate between several payments runs being
executed on the same day
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Automatic Payment Transactions: Status

_30.09.2019

Identifiction  apel [7

Status

@ No parameters entered as y

Step 3: Provide the values as shown above and click on “Parameter” Tab

In the next screen enter the following details

Posting date: (On which date the payment posting run to be posted)

Docs Entered Up to: (System will consider those documents to be settled up to base on documents
Entered date up to here)

Company Code: From which company code the payment to be done Payment method: Mode of

payment method Cheque, RTGS, NEFT etc. Next Payment run date: Enter next payment run date.
Vendor number: For which vendor the payments need to be done.
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Automatic Payment Transactions: Parameters

B.ex./pmt request...

30.09.2019

Free selectio | Additional Lo |  Printout/data mediu

Posting Date 0.09.2019 Docs Entered up to 30.09.2019
Customer Items Due By
Payments control
Company Codes Pmt Meths Next PstDate U
1200 @ 10.10.2019 ﬂ
g
Accounts
Vendor 400010 to 400011 6 [ >
Customer to =

Step 4: Provide the values as shown above and click on “Free selection” In the next screen follow

the below things

Select the “free selection” tab to provide further selection criteria for carrying out the automatic
payments. The free selection tab allows unique selection like processing single document automatic
payments. The free selection tab is shown in the screenshot below.

Ex: Particular Invoice document to be settled and
Particular SPGL transaction like EMD, Retention, and GST withheld to be settled is possible through

“free selection” selection criteria.

And also possible to settle the invoices through “free selection” based on “Reference and
Assignment” selection criteria options.
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Automatic Payment Transactions: Free Selection

Selection criteria

Field Name ﬁ [ Exclude values

Values

Field Name [ Exclude values

Values

Field Name [ Exclude values

Values

Field Name [ Exclude values

Values

Step 5: Click on “Additional Log” tab

Select the “additional log” tab and enter the data as shown in the screenshot below. The additional
log tab provides a detailed log of the payment proposal and the payment run. This detailed log can
be very helpful in troubleshooting errors which may prevent due payments from being made. This
may include vendors and customers which have been blocked for posting or certain documents
which are blocked or which do not have the correct payment method defined. The vendor and
customer numbers for which the additional log is to be generated needs to be mentioned in the
additional log tab.
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Awrtormraltic Payvimrmrernnt Transacltions: Additiornal Log

_30_ 09 _2019

Identification  APPL

Required logging type
Due Date Check

0 Payment Method Selection in All Cases
Pmnt Method Selection If Mot Successful
Line Items of the Payment Documents

Accounts required

Vvendors (from/to) Customers (from/to)
400010 400011

Step 6: Provide and select the values as shown above and click on “Print/data medium”

Automatic Payment Transactions: Printout and DME

Printout/data medium

Form printing/data medium exchange

Program Variant |Var|'ant Variant Variant

RFFOAVIS

RFFOEDI1

ZFI_RFFOUS_C APP1 PRINT @
[2]
(=]

K10y K10

4
_—» Step 7: Enter “Variant Name” and click on “Maintain Variants” to be generated and to be printed
the cheque and payment advice.
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Automatic Payment Transactions: Printout and DME
& Maintain Variants

Step 8: Provide the values as shown above and press enter.
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Edit Variants: Variant APP1 PRINT

Paying company code 1200
Sending company code to
H
SEL_ZAWE C to
SEL_UZAW to
SEL_GSBR to
SEL_HBKI 6625 @
SEL_HKTI 6625
1
PAR_RCHK
SEL_WAER to
SEL_VBLN to
H
Print checks Printer LPO1 Print Immediately
Print payment advice notes Printer LPO1 Print Immediately
Print Payment Summary Printer LPO1 Print Immediately
Payment Summary as ALV Layout [J Screen Output

Step 9: Provide the values as shown above and come back to previous screen. To come back click
on “%&# ” back arrow button then the system will display the below screen.

Edit Variants: Variant APP1 PRINT

Company code selection

Paying company code 1200
Sending company code

Further selections
SEL_ZAWE
SEL_UZAW
SEL_GSBR
SEL_HBKI 6625
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Step 10: Click on “Yes” to save the variant then the system will display the below screen.

T —— A =

Variant Attributes
& Use Screen Assignment E

AFP1l PRINT

_ VARIENT FOR APP1 Screen Assignment

” Created |Selection Screen
1000

2| F|H I\ 2Technical name
Objects for selection screen

\

Selection Screen |Field name \ Type Protect field Hide field Hide field 'TO'|Save field without values Switch GPA off|Required field Selection variak
1,000 |Program run date \ P (] O [ (] (= O
1,000 |Identification feature\ P (] O [ (] (= O
1,000 |Proposal run only \ P O O ] O [ ]
1,000 |Paying company code\ S O O O O = O
1,000 |Sending company codg S [} O O [} = ]
1,000 |SEL_ZAWE S O O O O (=] O
1,000 |SEL_UZAW O O O O [ O
1,000 SEL_GSBR O O O O [ O
1,000 |SEL_HBKI $ [m] O O [u] = O
1,000 |SEL_HKTI q ] O O [w] = o
1,000 |PAR_STAP il ] O =] [w] = o
1,000 |PAR_RCHK P\ ] O =] [u] =] [m]
1,000 |[SEL_WAER s| ] O ] [u] =] [m]

, Step 11: Enter variant “description” and save. To save click on “Save”. Once saved the system will
populate the below message.

IQ Variant APP1 PRINT saved
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1 — =T EE = = e
Edit Variants: Variant APP1 PRINT

Company code selection
Paying company code 1200
Sending company code to
H

SEL ZAWE © to

SEL_UZAW to

SEL_GSBR to IE3

SEL_HBKI 6625 @

SEL_HKTI 6625

1 Cheque Lot I

PAR RCHK
SEL_WAER to
SEL_VBLN to IE3

-—» Step 12: Come back to previous screen. To come back click on” Back arrow” button.

o _l< O @@ =00 oanoan BE @@
Automatic Payment Transactions: Printout and DME

_30. 09.2019

Form printing/data medium exchange

Program |Van'ant |Van'ant Variant Variant L
RFFOAVIS
RFFOEDI1
ZFI_RFFOUS_C APP1 PRINT ["‘j
[=]
=]

s | EY| 3}

——» Step 13: Click on “Save” and click on “Status”. Once save the system will populate the below
message.
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I@ Details have been saved for the run on 30.09.19 APP1

Automatic Payment Transactions: Status

Status & Proposal & Payment run

Status
@ Parameters have been entered

Step 14: Click on “Proposal”

The payment run can now be processed directly or first the proposal may be executed. The proposal
does not make the actual payments by posting documents but shows a simulation of the payment
run.

The proposal can then be edited if required before making the actual payments. The actual payment
run will include only the payments selected in the proposal. This is very useful if certain adjustments
need to be made manually while making payments. Click on the proposal button to run the payment
proposal. While the proposal is running, click on the status button repeatedly at short intervals to
refresh the status of the proposal. Once the proposal run is complete, it is shown in the status as
shown in the screenshot below.
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_30.09.2019
_00:00:00

Step 15: Select “Start immediately” check box and press enter (or) we can schedule the date and
time).

Zl 00 afaEieae DEE Hnos | FE @
Automatic Payment Transactions: Status

2 Display Proposal Log

O Parameters have been entered
O Payment proposal has been created

Step 16: Click on “display Proposal”
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Display Payment Proposal: Payments

130.08.2019
Payments/exceptions
g (a2 |2 0| @ |@me]=a) @]«
Type| Type Vendor |Customer |Payment recipient |Payment A |CurrencyBusA |BP Name 1 City
=] @ 400010 F110000001 INR JAI BALAJI &CO Ahmedabad
=] @ 400011 F110000002 INR KUBS IMPEX PRIVATE LIMITED Ahmedabad
a W 400011 INR KUBS IMPEX PRIVATE LIMITED Ahmedabad

Step 17: In the above screen whatever line items are shown in green colour they are ready for
payment settlement and rest of the line items whichever shown in red colour they are not ready for
payment settlement. This because of payment methods not maintained in vendor master and in
particular invoice document while posting made.

This also can be selected for payment settlement, for that come back to previous screen and click
on “Edit proposal” button.

dEHICE@  DEER OO0 Oa8EE @D

Status ¥ Payment run # Edit Proposal < Display Proposal £ Display Proposal Log

f0.05.2015(3
=

o¢ selectio |  Additional Lo |

—

O Parameters have been entered

@ Payment proposal hgs been created

Step 18: Click on “Edit proposal”
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Payrmernt Proposal

Step 19: Press Enter.

Edit Payment Proposal: Payments
Choose Change Back from find = Recalculate withholding tax

F110000001 INR JAI BALAJI &CO Ahmedabad
F110000002 INR KUBS IMPEX PRIVATE LIMITED Ahmedabad
INR KUBS IMPEX PRIVATE LIMITED Ahmedabad

400011

Step 20: Double click on “Line Item” which shown in red color.

Edit Payment Proposal: Open Items
Change Back from find =~ Withholding Tax = Recalculate withholding tax

Reference Posting Date e
2300000013 DEPT/INV/2019 25.09.2019 25.09.2019 18110000
2300000025 DEPT/INV/2019 25.09.2019 25.09.2019 18110000

Step 21: Double click on “Line Item” whichever is required.
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Edit Payment Proposal: Open Items
Back from find | Withholding Tax = Recalculate withholding tax

_30.091019 m

Vendor Payment method

Payment Method

Customer Payment block

Pmt meth.supl.
Exceptions
| &|F Payment terms
ch |cocd [1| Baseline Date 29.09.2019

1200 | Days/percent 0 ©0.000 /O 0.000 / 0O
1200 0.00

Posting Date Document Date |A |Key|G/L Account
25.09.2019 25.09.2019 K |25 |18110000
25.09.2019 25.09.2019 K |25 18110000

NN

CD Base

Cash discount
CD Amount

Item cannot be paid due to inconsistent

withholding tax information

Reallocate... u

Choose cash discount

Step 27: Click on “Reallocate”.

- e U L )

Edit Payment Proposal: Open Items

Snd.cc 1200

Vendor Payment method

Customer Payment block — * E‘] Payment Method
Pmt meth.supl.

ptions

&|F Payment terms

ch [cocd 1| Baseline Date 29.09.2019 Ty |Posting Date  |Document Date |A |Key|G/L Account ¢
1200 [ pays/percent 0 0.000 s 0 0.000 /O KZ 25.09.2019  [25.09.2019  |K |25 |18110000 :
1200 e KZ [25.09.2019  [25.09.2019 K |25 |18110000 ]

CD Amount

Item cannot be paid due to inconsistent
withhelding tax information

| Reaiocste.. WX

| Choose cash discoun

Step 28: Select “*” in the.“payment block” field which means cessing payment run the

system will not be considering this document for payment settlement. Click on “Continue”.
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@@ SHE a0o8 FHE @M

Edit Payment Proposal: Open Items
Back from find = Withholding Tax = Recalculate withholding tax

30.09.2019

Vendor 400011 Currency Payment Method

Customer Business Area House Bank

SPGB EREREREREEERIRIE

Ch |CoCd |DocumentNo Year| Item|Branch account P |CurrencyHouse |BnkT |Err |Reference Ty |Posting Date |
1200 |2300000013 2019 2 INR 050 |DEPT/INV/2019 KZ |25.09.2019 ‘
1200 |2300000025 2019 2 INR 050 DEPT/INV/2019 KZ |25.09.2019 :

L5 Step 29: Save and come back to previous screen. To save click on “Save”. Once saved the system
will propose the below message.

-
Changes have been saved

] 3|0BQEe DHE Do BE @
Edit Payment ProposEf.kEa yments

Choose Change Back from find = Recaltwlate withholding tax

_30.09.2019

Payments/exceptions

R EORIEE IR e R ED

Type| Type Vendor Customer |Payment recipient |Payment A |Currency|BusA (BP Name 1 City
@ @ 400010 F110000001 INR JAI BALAJI &CO Ahmedabad
5] o 400011 F110000002 INR_ KUBS IMPEX PRIVATE LIMITED Ahmedabad
a @ (400011 INR KUBS IMPEX PRIVATE LIMITED Ahmedabad

Step 30: Come back to previous screen. To come back click on “Back” arrow button.

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

Accepting No Limits Alternative Thinking Driving Positive Change
Page 223 of 325




Tech
Mahindra

SAP User Manual for Accounts Payables Process

—L
Automatlc Payment Transactmns. Status

£ Display Proposal Log

B3 Parameters have been entered
@ Payment proposal has been created
@ Payment proposal has been edited

., Step 31: Click on “Status” repeatedly until the payment proposal turn in green colour.

Automatic Payment Transactions: Status
U Payment run ¢ Edit Proposal <r Display Proposal £ Display Proposal Log

_30 .09.2019 ﬂ

Identificston APl

Status
@ Parameters have been entered
@ Payment proposal has been created

— Step32: Clickon” Payment Run”to complete the process.
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Automatic Payment Transactions: Status
&) Status & Paymentrun & Edit Proposal < Display Proposal

£} Display Proposal Log

_30. 09.2019

_30.09.2019

00:00:00

Step 33: Select “Start immediately” check box and click on “Continue” (or) we can schedule the
date and time for payment run.
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Automatic Payment Transactions: Status

_30.09.2019
_00:00:00

Step 33: Select “Start immediately” check box and click on “Continue” (or) we can schedule the
date and time for payment run.

@ Parameters have been entered
D Payment proposal has been created

o Payment run is running

—>» Step34: Click on” STATUS” repeatedly until the payment run turn in green color as below.
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Automatic Payment Transactions: Status
&l Status £ Payment < Display Proposal £f Display Proposal Log & Printout

_30 .09._.2019 ﬂ
Identificaton  APPL

Status
@ Parameters have been entered
@ Payment proposal has been created
@ Payment run has been carried out

Posting orders: 2 generated, 2 completed

Step 35: As per above screen shown now the payment run process is completed.

We can go and check in FBLIN — Vendor Line Item Report:

Vendor Line Item Display

(Do el e | ]|

‘ @@‘| Selections ||D Create Dispute Case

Vendor 400011
Company Code 1200
Name KUBS IMPEX PRIVATE LIMITED
City Ahmedabad
[ st|Assignment | DocumentNo| Type  |Doc..Date ||§|DD|Amount in Local Crcy|LCurr Clrng doc.
o @ 2300000013 |KZ 25.09.2019 (=] 5,300.00 |[INR
o -3 2300000025 |KZ 25.09.2019 =] 780.00 |INR
* o 6,080.00 [INR
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Véndor Line Item Display

o4 >>I|6’«=ﬂﬁ |&3E@|$E?‘E@ﬁ‘ﬁ%‘ Selections |1 Create Dispute Case
Vendor 400010
Company Code 1200
Name JAT BALAJI &CO
City Ahmedabad
St |Assignment DocumentNo | Type Doc..Date |3|DD|Amount in Local Crcy|LCurr|Clrng doc.
] [} 3800000002 | ZP 30.09.2019 199,000.00 |INR 3800000002
] s} 3800000002 | ZP 30.09.2019 104,500.00 |INR 3800000002
*om 303,500.00 |INR
** Bccount 400010 303,500.00 |INR

As per above screen shown now all the vendor invoices have been cleared after the payment run
process is completed in F110 —Automatic payment program.

16.Manual Clearing:

Business Scenario:

When debit and credit line items values are matching but not cleared still in open items status,
which means debit and credit line items values are matching with zero balance but clearing not yet
happen, so this case we can use manual clearing process to clear the document line items.

For EX: Vendor advance posted Rs.10000
Vendor invoice posted Rs.10000 (but clearing not happen)

FBL1N: Vendor line item report:
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Vendor Line Item Display
MADP M &2 &0  RER FTaF|

Vendor 400013
Company Code 1200
Hame MADRAS MRRINE INDUSTRIES
City Ahmedabad
5t |Assignment Documentlo | Type Doc..Date |5|DD|Amount in Local Crcy|LCurr |Clrng doc.|Text

1:: ] 2200000028 KR 25.09.2019| |d 10.000,00-| INR VENDOR INVOICE
[ @ |VENDOR EYMNT 2300000019)KZ 25.08.2019]4 10.000,00 |INR LDV PYMNT

L | 0,00 [INR

%% Becount 400013 0,00 |INR

As per the above screen, shown debit and credit line items values are matching with zero balance
but document line items are not cleared and still in open item status. This case we can use manual
clearing process to clear the document line items.

Enter transaction code F-44 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu > Accounting = Financial Accounting = Accounts Payable
- Account = (F-44) Clear
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& Fas B @ S

SAP EFasy Access
[& = & &=other menu & By & 0 w o« [

~ =3 Accounting
* 3 Financial Accounting
* [ General Ledger
* [J Accounts Receivable
~ =1 Accounts Payable
* [ Document Entry
* [ Document
~ 39 Account
« 12 FBL1H - Line Item Browser
+ 2 FK10M - Display Balances
+ I FBL1N - Display/Change Line Items
= itrd F44 - Clear

Step 2: In the next screen enter the following details: :
Company code details can be

e Vendor account
) selected from Company
e Clearing date code list data
e Company Code
e Currency
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Clear Vendor: Header Data

| Process Open Items |

_400013 _25.09.2019 I!
Company Code 1200 Currency DR

Special G/L Ind z Morrmal 01

Additional Selections

) Mone

1 Armount

" Docurment Mumber Enter Special GL indicator
{® Posting Date [ if special GL transaction
¢ Dunning Area are required

) Reference

) Payment Order
1 Collective Invoice
' Document type
) Business Area

) Tax Code

) Others

4

~» Step 3: Provide the above details in the screen and click “Process open items”.

Clear Vendor Enter selfection criteria

|Oﬂ1erselection ||Oﬂ1eraccount||PmcessOp-enItems|

Parameters entered

Company Code 1200
Account 400013
Account Type 24

Special G/L Ind. o

From

25.09.2019 [)

Step 4: Provide the above details and click on “Process open items”.
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Clear Vendor Process open items

COEE Dhoan BRI @ H

22 |27 Distribute Difference | Charge Off Difference &7 Editing Options = & Cash Disc. Due

Standard | Partal Pt | Res.dtems | WH Tax |

Account tems 400013 MADRAS MARINE INDUSTRIES

Assignment |Document |D P_|Posting Date |Document INR. Gross CashDiscount CDFPer.
2200000028 t(m 31 [25.09.201% [25.09.2019 10.000,00
VENDOR P..|2300000018 [KZ |29 [25.09. 2015 [25.09. 2019 10.000, 00

(][]l |
O = &) (B Amo.. | | &% Gross<>, | B currency| [ 1 1rems

H tems || 1 Disc. | § Disc.

Processing Status

Mumber of Items 2 Amount Entered 0,00
Display from Item 1 Assigned 0,00
Reason Code Difference Postings

Display in clearing currency Mot Assigned a,00

-» Step 5: Click on “Document” and select “Simulate”.
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S @e@ LR anas EHE @

Clear Vendor Display Overview

|EE Display Currency | Taxes ||lf<’3) Reset |

_25-09-2019 E:l
_25- 08.201% I: -IER
_IETEREF.LI.

E:E _25-09-2[}19

Items in document currency

FE BusA Acct INE Amount Tax amnt
ool 27 0000400013 MADRAS MARINE INDUS 10.000,00
002 39n 0000400013 MADRAS MARTNE TINDUS 10.000, 00— o
D 10.000,00 C 10.000,00 Q,00 = 2 Line Items

» Step 6: Verify the details above and click on “POST” and system will auto generate a document
number as shown below:

I@ Document 1100000010 was posted in company code 1200

FBL1IN: Check Vendor Line item report:
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Vendor Line Item Display
M 4 M| & P E | R E® | ¥ & T | e B =] =1/ | [EH| [ selections |[[] create Dispute Case

Vendor 400013
Company Code 1200
Name MADRAS MARINE INDUSTRIES
City Ehmedabad
St |Assignment DocumentNo | Type Doc..Date |5|DD|Amount in Local Crcy|LCurr|Clrng doc.|Text
|:| @ 1100000010 (AR 25.09.201%9 10.000,00 |INR 1100000010
|:| @ 1100000010 (AR 25.09.2015%|a 10.000,00-|INR 1100000010
|:| @ 2200000028 (KR 25.09.201% 10.000,00-|INR 1100000010 VENDOR INVOICE
|:| @ | VENDOR PYMNT 2300000015 |KZ 25.09.2015 (& 10.000,00 |INR 1100000010 ADV PYMNT
|:| @ 2200000027 (KR 25.09.201% 15.000,00-|INR 2300000017 VENDOR INVOICE 1
|:| (]} 2300000017 |EZ 25.09.2019 15.000,00 |INR 2300000017 VENDOR PYMNT
|:| [} 2300000017 |EZ 25.09.2019 (& 10.000,00-|INR 2300000017 VENDOR PYMNT
| @ |VENDOR DOWN PYMNT | 2300000016 |KZ 25.09.2019|4 10.000,00 [INR |2300000017|VENDOR DOWN DYMNT
* B 0,00 |INR
% Becount 400013 0,00 [INR

As per the above screen, the highlighted items have been cleared after manual clearing by using the
transaction code: F-44.

17.Reverse a Document:

Business Scenario: When an incorrect entry is posted in the SAP system, we have to reverse the
same or pass a rectification entry. Various situations may arise that may compel a company to
correct its accounting documents. The only way to correct a wrongly posted accounting entry is by
its reversal.

For Ex: while vendor invoice is booking in SAP in FB60, the user has selected wrong expenses GL
account and the user has posted the document.

Now the business wants to reverse the document.
In SAP system, document can be reversed either through transaction (FBO8- Individual reversal) or
F.08 — Mass reversal

Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
Accepting No Limits Alternative Thinking Driving Positive Change
Page 234 of 325



Tech
Mahindra

SAP User Manual for Accounts Payables Process

FBO8- Individual reversal (At a time only one document can be reversed):

& |roos Y4 H & @&& B

SAP Fasy Access
& 5 = & Other menu El B oo~ v oA & cre:

~ 8 Accounting
~ 3 Financial Accounting
* [ General Ledger
» [ Accounts Receivable
~ =3 Accounts Payable
» [ Document Entry
~ 3 Document
5 FBOZ - Change
T2 FBOY - Change Line Items
) FBOZ - Display
3 FBO4 - Display Changes
T FBRA - Reset Cleared Items
[ parked Documents
[ Reference Documents
[ Special General Ledger Transaction
1 Reverse
- [ FBO8 - Individual Reversal|

FBL1N: Vendor Line item report:

(v v w0 o s s

Vendor Line Item Display
4 PNl@f’é’EQl@E@|?é?|g'ﬁ‘ﬁ| %EHDSeIectiUns [ create Dispute Case

Vendor 400011
Company Code 1200
Name EKUBS IMPEX PRIVATE LIMITED
City Lhmedabad
St |Assignment Documentlo | Type Doc..Date (5|DD|Amount in Local Croy|LCurr|Clrng doc.|Text

1 @ 2000000003 (HG 23.058.2019 580,00 |INR VENDOR CREDIT MEMO
(] @ 2200000011 (KR 19.09.2019 9.800,00- | INR TEST
(] @ 2200000014 (KR 20.08.2019 200.000,00- | INR Lsset Procurement-2
1 @ 2200000015 (KR 23.09.2019 S80, 00— | INR PARE VENDOR INVOICE
(] @ 2200000020 KR 24.09.2019 @80, 00— | INR VENDOR INVOICE
(] @ 2200000021 (KR 25.058.2015| (L. S50, 00— | INR VENDOR INVOICE
| @ 2200000022 KR 25.059.2019| |O S50, 00— | INR VENDOR INVOICE
| @ 2200000026 KR 25.059.2019| |O 14.700,00- | INR VENDOR INVOICE
| @ 2300000010 |KZ 25.09.2019 L 780,00 |INR
| @ 2300000011 |KZ 25.09.2019 L 200,00 |INR
| @ 2300000013 K= 25.09.2019 L 5.300,00 |INR
:I @ | DOWN PYMNT CLRNG 1900000002 (K& 25.09.2019 1.000,00 |INR VENDOR DOWN PYMNT CLRNG
:I @ |HIRE OF VEHICLE 2000000002 (KG 23.09.201% 980,00 |INR VENDOR CREDIT MEMO
] @ |HIRE OF VEHICLE 2200000017 (KR 23.09.201% 980, 00— | INR HIRE OF VEHICLE
(] @ | TRENSFER 1100000009 (RAB 25.09.2019 La 1.200,00-|INR TRANSFER

L 1 221.360,00- | INR

#* Rhoccount 400011 221.3€0,00-|INR

As per the above screen assume that the highlighted item has wrongly been entered, now the
business wants to reverse the document.
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Enter transaction code FBO8 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document = Reverse = (FB08) Individual Reversal

Step 2: Enter the following details in the below screen:
e Document number
e Company Code
e Fiscal Year
e Reversal Reason
e Posting date (if it is required otherwise system will derive automatically based on source
document)

Company code details can be
selected from Company code

list data

Reverse Document: Header Data

AH%" Display Before Reversal | Document. List |E’$ Mass Reversal |

Document Details

Document Mumber 2200000020

Company Code 1200

Fiscal Year 2014
W

Reversal Reason ol @

Posting Date Tax Reporting Date

Posting period

Check management specifications !

Void reason code

__, Step 3: Enter the following details and Press “Display before Reversal” to view the document before
the reversal process.
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m@a|amm|@@aa||

BB Display Document: Data Entry View

....ﬁ Taxes || Display Currency ||E'| General Ledger View |

Document Mumber 2200000020 Company Code 1200 Fiscal Year 2019

Docurnent Date  24.0%.2018 Posting Date 24.09.201%  Period [
Reference DEFT/INV/201% Cross-Comp.Mo.
Currency INR Texts Exist O Ledger Group

|$|E|M| EEREEERIE]
| ttm Pk s | S |Account Desapbcm Amount |Curr. | Tx |Cost Center |Profit Center
1200 1 31 400011 KUBS IMPEX PRIVATE LI 980,00- |INR V1
2|40 |41400000 |Hire of vehicle 952,38 |INR |V1|12050402 (1205
3|40 |23500000 |CGST- Input Credit 23,81 [INR (V1
4|40 |23500001 |SGST- Input Credit 23,81 |INR (V1
5(50| |18150012 |TDS - Sec 194C 20,00- | INR

—» Step 4: Click on “Back Arrow” to come back to the previous screen.

Reverse Document: Header Data

|'i?a" Display Before Reversal Hi Document List |E.-E Mass Reversal |

Document Details !

Document Number 2200000020

Company Code 1200

Fiscal Year 20149
W

Reversal Reason 0l @

Posting Date Tax Reporting Date

Posting period

Check management specifications !

Void reason code
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Step 5: Click on “POST” to clear the document and the system will auto generate a document
number as shown below:

@ Document: 2200000029 was posted in company code 1200

Now go to FBL1N: Vendor line item report:

Vendor Line Item Display
M4 M| & 2 B | 88| =) | 8| || =) | BB =] | | = (2| Y=l (=] | ) [0 selections || [ create Dispute Case

Vendor 400011
Company Code 1200
Name KUBS IMPEX PRIVATE LIMITED
City Ahmedabad
| St‘nnsig'lmnt ‘Dncumentﬂu Type ‘Duc..]]ar.e ‘S‘DD‘Emunt in Local Crcy‘I.Cu.rr Clrng doc.|Text
| @ 2200000004 (KR 15.058.201% $.800,00-|INR |2200000005|Vendor invoice with TDS
D @ 2200000005 (KR 15.09.201%9 5.800,00 [INR 2200000005 Vendor invoice with TDS
] @ 2200000006 (ER 19.09.201%9 9.800,00-|INR |2200000007|TIEST
| [} 2200000007 KR 19.058.201% $.800,00 |INR |2200000007|TEST
1 @ 2200000008 [ER 19.058.201% %.300,00-|INR |220000000%| TEST
D (] 2200000009 (ER 19.09.201%9 4.800,00 [INR 2200000009 TEST
] @ 2200000020 (KR 24.08.201% 980,00-|INR (220000002%( VENDCR INVOICE
1 (] 220000002% (KR 24.058.201% 930,00 |INR |220000002%( VENDOR INVOICE
D @ 1800000001 (ER 15.09.201%9 12.000,00 [INR 2300000002 Clearing
] [} 2200000003 (KR 18.08.201% 15.000,00-|INR |2300000002|Vendor Invoice
| @ 2300000002 |KZ 18.058.201% 3.000,00 |INR |2300000002
D @ 2200000024 (KR 25.09.201%9 1.000,00-(INR 2300000008 | VENDOR INVOICE
D ] 2300000008 (KZ 25.09.2019 1.000,00 [(INR 2300000008 Testl
| [} 2200000023 (KR 25.058.201% 980,00-|INR |(230000000%( VENDOR INVOICE
1 @ 230000000% |KZ 25.058.201% 930,00 |INR |[230000000%( VENDOR PYMNT
D (] 220000001 (ER 23.09.201%9 980, 00- | INR 2300000018 | VENDOR INVOICE
] @ 2300000018 [KZ 25.08.201% 980,00 |INR (230000001%2(VENDOR PYMNT
@ 0,00 |INR
%% Bocount 400011 220.3180,00-|INR

As per the above screen, the system has made a clearing document against the vendor invoice and
cleared the invoice using the transaction code FB0S.
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Mass Reversal:

Standard SAP system is providing the option to reverse the documents as mass, instead of reverse
the document one by one in FB0OS.

We can use the transaction code F.80 for mass reversal documents.

Enter Transaction code F.80 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document = Reverse - (F-80) Reversal

(3 Favorites
=~ 3 SAP Menu
[ [ Financial Services Metwork Connector
[ [ Office
3 Cross-Application Components
[ [J Logistics
= 331 Accounting
= =% Financial Accounting
[ [J General Ledger
[ [J Accounts Recenable
= 23 Accounts Payable
I [J Document Entry
=~ 3 Document
27 FBO2 - Change
') FBOY - Change Line Items
2 FBO3 - Display
2 FBO4 - Display Changes
') FBRA - Reset Cleared Items
> [ parked Documents
[ [ Reference Documents
[ [ Special General Ledger Transaction
= 3 Reverse
2 FBOS - Individual Reversal
&= F.B0 - Mass Reversal

Step 2: In the next screen, provide the following details as shown below.
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Mass Reversal of Documents: Initial Screen

@ E(HE

_ZZUUUUUUZI 2200000022

General selections
Document type to 5 |
Posting date 25\09.2019 to 25.09.20149 '=.'>I
Entry date to 5> |
Reference number to o |
Reference Transaction to o |
Reference key to o> |
Logical system 5 |

Reverse posting details

Reason for reversal o1

Posting Date

Posting period Enter the document range that
Tax Reporting Date user needs to reverse

Cross-company code tragsactions

@ Do not process
_) Process
) Relevant docs if possible

R e CORICLEt

, Step 3: After entering the values, deselect “Test Run” check box and click on “Execute”.
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Mass Reversal of Documents

&
Deendayal Port Trust Mass Reversal of Documents Time 17:56:22 Date 25.09.201%
Gandhidham Ledger OL SAPF0B0/5600636776 Page 1

Reversed documents

Document Number Company Code Fiscal Year Document type  Posting Date Document Date Reference

Message

2200000021 1200 2014 KR 25.09.2019 25.09.2019 DEPT/INV/2019
reversed with document 2200000030

2200000022 1200 20149 KR 25.09.2019 25.09.2019 DEPT/INV/2019

reversed with document 2200000031

Nurber of documents reversed: 2
Deendayal Port Trust Mass Reversal of Documents Time 17:56:22 Date 25.09.201%
Fandhidham Ledger (L SAPF080/5600636776 Page 2

Docs That Cannot Be Beversed

List does not contain any data

L1] documents were reversed.

Step 4: As per the above screen, the documents have been reversed using the transaction code
F.08.

Now go to FBL1N: Vendor Line item report:
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Vendor Line Item Display
W4 M| s 2|2 | 5= | 8| &F | B EE | |2 B |[E | selctons || [] create Dispute Case

Vendor 400011
Company Code 1200
Name KUBS IMPEX PRIVATE LIMITED
City Ahmedabad
St |RAssignment Documentlo | Type Doc..Date |S|DD|Amount in Local Crey|LCurr|Cleng doc.|Text

[ @ 220000002¢ |ER 25.09.2018| |&y 14.700,00-INR VENDOR INVOICE
1 ] 2300000010 |KZ 25.09.2019| |&; 780,00 |INR
[ @ 2300000011 |EZ 25.09.2019| |4y 200,00 |INR
[ @ 2300000013 |KZ 25.09.2018| |&y 5.300,00 [INR
1 @ [DOWN PYMNT CLRNG |1900000002 (K& 25.059.2019 1.000,00 [INR VENDOR DOWN PYMNT CLENG
[ @ | TRENSFER 1100000009 |AB 25.09.2019| |4 1.200,00-|INR TRANSFER

L | 8.620,00-|INR
1 @ 2200000021 |ER 25.09.2019 950,00-|INR |2200000030| VENDOR INVOICE
1 @ 2200000030 | KR 25.05.2019 980,00 |INR |2200000030|VENDOR INVOICE
[ (i} 2200000022 |ER 25.09.2019 930,00-|INR | 2200000031| VENDCR INVOICE
1 (] 2200000031 |ER 25.09.2019 980,00 |INR |2200000031|VENDOR INVOICE
| [} 2200000024 |ER 25.09.2019 1.000,00-(INE (2300000008 (VENDOR INVOICE
[ (i} 2300000008 |KZ 25.09.2019 1.000,00 (INR |2300000008|Testl
1 @ 2200000023 |ER 25.05.2019 530,00-|INR |2300000009| VENDOR INVOICE
| [} 2300000009 |KZ 25.09.2019 980,00 |[INR |2300000009|VENDOR PYMNT
[ (i} 2300000018 |KZ 25.09.2019 950,00 |INR |230000001%|VENDOR PYMNT

@ 930,00 |INR

*% BAepeount 400011 7.640,00-INR

As per the above line item report, you can find the invoices made have been reversed using the
mass reversal transaction code F.08.

Reset Cleared Items:

Normally we can reverse all the documents in FBO8 and F.80 except clearing documents, which
means if payment made against the vendor invoice then that invoice document status is clearing
document status. Therefore, this case we cannot reverse the document in FBO8 and F.80, first we
have to reset the cleared items then we have to reverse the document. For do, this SAP is providing
transaction code FBRA- Reset Cleared ltems.
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Business Scenario:

While making payment the user wrongly selected invoice and payment made against that invoice.
Later business comes to know payments were made wrongly, so this case the business needed to
reverse the wrongly posted payment document.

FBL1N: Vendor line item report:

Vendor Line Item Display

4 4 ”I|6’U"'ﬁﬁ |@E@|$E?|@@ﬁ|2%'ﬁ|DSEIECtiDnsD

Create Dispute Case

Vendor
Company Code

400013
1200

Name MADRAS MARTNE INDUSTRIES

Citwy Ahmedabad
St |Assignment Documentlo | Tyvpe Doc..Date |S5|DD|Amount in Local Crcy|LCurr|(Clrng doc.| Text
1 @ 1100000010 |RAB 25.09.2019 10.000,00 [(INR 1100000010
(] @ 2200000028 |ER 25.08.201%9 10.000, 00— | INR 1100000010 VENDOR INVOICE
I:I @ 2200000027 |ER 25.05.201% 15.000, 00— (INR 2300000017 | VENDOR INVOICE 1
(| @ 2300000017 (EKZ 25.09.201% 15.000,00 (INR 2300000017 | VENDCR. PYMNT
@ 0,00 |INR
¥% Bccount 400013 0,00 |INR
Wendor =
Company Code =
Hame =
city *

5t |Assignment Dn-::umem:nn-"rype |Dn-r.:..Dal:e ‘S‘DII Amount in Local Crcy|LCurr|Clrng doc.| TEXT

INR

As per above screen the highlighted line item was cleared wrongly as user made the payment
wrongly to that line item in the vendor, so now we can reset the cleared item using transaction code
FBRA.

Enter the transaction FBRA in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu = Accounting = Financial Accounting = Accounts Payable
- Document - (FBRA) Reset Cleared Items
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& | FERA rdH Cc@@ CDHE ¢

SAP Easy Access
(& ™ ©&»  guothermenu | & B &2 |+ &« | [fcreat

=~ &3 Accounting
~ 33 Financial Accounting
v [ General Ledger
v [ Accounts Receivable
~ &3 Accounts Payable
v [ Document Entry
~ &3 Document
- 72 FBOZ - Change
- I FBOY - Change Line Trems
+ 72 FBO3 - Display
- &) FBO4 - Display Changes
« 72 FBRA - Reset Cleared Items,

Company code details can
Step 2: In the next screen enter the following details: be selected from Company

e (learing document code list data
e Company code
e Fiscal Year

Reset Cleared Items

| Accounts || Ttems | Accompanying Correspondence

_ZSEIUUUUUl'?

Step 3: Provide the values as shown above and click on “Reset Cleared Items”.
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Reset Cleared Items

| Accounts || Itemns || Accompanying Correspondence |

Step 4: Click on “Resetting and reverse”.

Reset Cleared Items

| Accounts || Items || Accompanying Correspondence |

Clearing Document 2300000017

Company Code 1200

Fiscal Year 2018
ReversalReason 4l
PostngDate  \
Posting period

Gl \

Step 5: As per above screen enter the “Reversal Reason”, “Posting Date” is optional, as the system
will automatically derive it from the document.

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

Accepting No Limits Alternative Thinking Driving Positive Change

Page 245 of 325



Tech
Mahindra

SAP User Manual for Accounts Payables Process

Reset Cleared T'termrs

| Accounts || Items || Accompanying Correspondence

Step 6: As per above screen the document is reset, click on “Continue”

Step 7: As per the above screen shown, now the system has reset and posted the reversal
document.

Now go to FBL1N: Vendor Line item report:
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Vendor Line Item Display

M4 r M |2 B2 QdEBE| e EEE S 5EE Selections Create Dispute Case
Vendor 400013
Company Code 1200
Nams MADRRS MRRINE INDUSTRIES
City Ahmedakad
S5t |Assignment DocumentNo | Type Doc..Date |5|DD|Amount in Local Crcy|LCurr|Clrng doc. | Text
[ @ 2200000027 (KR 25.09.2019( |& 15.000,00-INR VENDOR INVOICE 1
L | 15.000,00-INR
] (]} 1100000010 |AB 25.09.2019 10.000,00 (INR |1100000010
] (] 2200000028 |KR 25.09.2019 10.000,00-(INE |1100000010|VENDOR INVOICE
] a 2300000017 (KZ 25.09.2019 15.000,00 (INR |2300000020| VENDOR PYMNT
[ @ 2300000020 |KZ 25.09.201% 15.000,00-(INE |2300000020| VENDOR PYMNT
L | 0,00 [INR
&% Apcount 400013 15.000,00-INR

As per the above screen, the system has reset the document and posted the reverse document as
user did the resetting using transaction code: FBRA. In addition, system will also reset the invoice
document as open item.

>> Posting with reference:

Functionality:
This function allows you to post a new accounting document using a previously posted Fl document
as a reference. You can use this option to speed up data entry.

Scenario:

You post frequently similar nature of documents: the amounts are different, but GL accounts and
vendors are the same. You want to use one of the previously entered documents as a reference.

Suppose we posted a document and now we post one more document resembles like the earlier
document we posted with same date same account except some values changed.
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To post a new document in reference with an old document click post with reference in FB60 —> it
will be directed to FBR2 automatically (or) directly enter the transaction code in command bar to
access the FBR2 transaction.

FBL1IN — Vendor Line Item report:

Vendor Line Item Display
M4y |6 2 3 | 182 &= | 8 & || BB & | (2] 3¢ /=] = | [B]|E selections || create Dispute Case

Vendor 400011
Company Code 1200
Name EUBS IMPEX FRIVATE LIMITED
City Ihmedabad
St |Assignment DocumentNo | Type Doc..Date (S|DD|Amount in Local Crcy|LCurr|Clrng doc.|Text

] @ 2200000026 |EKR 25.09.2019| &y 14.700,00- | INR VENDOR INVOICE
] I 2300000010 |KZ 25.00.2019| |24y 780,00 |INR
] @ 2300000011 |KZ 25.00.2019| |2y 200,00 |INR
] @ 2300000013 (EZ 25.09.2019| |4y 5.300,00 |INR
] @ |DOWN PYMNT CLENG |1900000002 (KR 25.09.201% 1.000,00 |INR VENDOR DOWN PYMNT CLRNG
] @ | TRANSFER 110000000% (AR 25.09.2018| (& 1.200,00-|INR TRANSFER

L ) 8.620,00- | INR

As per above screen, we going to post with reference of the document which is highlighted.

Step 1: Use transaction code FBR2 or you can also access the screen from FB60 as shown in below
screen.

= —pocument —Edit—{ _Goto | Extras Settings Environment  System  Help

& | Pg;t/ith Reference Shift+F9 oamao8 [E @
| Ba F3
Enter Vendor Invogice: Company Code 1

saTreeon CElCompafy Code &»Hold [P Simulate Park ¢ Editing options

R Invoice v Bal. 0.00 [e'i'e)
aymentm",v Detals | Tax W‘; W}thholdingtax " Notes 7

Transactn

., When you #re in transaction code FB60, select “GO TO” option from the menu bar and click on
“Post with Reference” the system redirects to FBR2 screen automatically.
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Q4 H € D E G E YA e | EE & D

Post Document: Header Data

Document Mumber 2200000026

Company Code 1200
Fiscal Year 2019

|| Generate Inwverse Posting
[l Enter G/L Account Items
[l Do Mot Propose Amounts

[] rRecalculate Days and Percentages
[ Display Line Items

[ copy Texts

[1 Transfer functional area

[ Recalculate Local Currency Amounts
[] copy Segment and Partner Segment

Step 2: Under this screen enter the following details: .
Company code details can

be selected from Company
e Document number code list data

Reference:

e Company Code
e Fiscal year

Under flow control:

e Select Display line items
e Select Copy Texts
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Post Document: Header Data

Reference
Document Number 2200000026

Company Code 1200
Fiscal Year 2019

Hnwcmhﬂ!

[l Generate Inverse Posting

[] Enter G/L Account Items

[] Do Mot Propose Amounts

[l Recalculate Days and Percentages
Display Line Items

| copy Texts

[_] Transfer functional area
[1RrRecalculate Local Currency Amounts
[] copy Segment and Partner Segment

Step 3: Provide the values as shown above and press “Enter”.
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Post Document: Header Data

_25.09.2019 E |
25.09.201% 6 | | | ]

DEFT/INV/201%

Pstky 31 Account 400011 SGLInd  TType

Step 4: If need by we can edit the data or press “Enter”, system will take user to the next screen.
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Post Document Add Vendor item

|P More data | Account Model || 8% G/L item fast entry Hﬁ Taxes |

_-Il}l}l}ll 13110000

Ttem 1 / Invoice / 31
Amount ' 10000 MR

[] calculate Tax BusPlace/Sectn ¥
Bus. Area
Payt terms Days/percent i S
Bline Date 25.0%8,201% Fixed
CD Base 15.000,00 CD Amount

Invoice Ref. i i

Pmint block Payt Method
Assignment
Text VENDOR INVOICE '@ Long Texts

Step 5: In this screen, the amount we are changing to Rs.10000, rest of the data remains same as
per referred document. Press “Enter”.
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Post Document Add G/L account item
|i? Maore data || Account Model ||E G/L item fast entry Hﬁ Taxes |

_-I 1300021

Company Code 1200

Itemn 2 / Debit entry [/ 40
Amount lo000 INR
Tax Code Calculate Tax ]
Business place
Cost Center 12050402 Order
WBS element
Real estate obj | & |
Sales Order
5 More
Quantity
Ascignment 20190925
Text | POST WITH REF 2 Long Texts
F
PstKy Account SGL Ind TType Mew Co.Code

Step 6: In this screen, we changed the amount to Rs.10000 and Text field; you can see the
highlighted fields above. Then click on “Document” and select “Simulate”.
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H &@@& =00 2ha8 BEE @O

Post Document Display Overview

|EE Display Currency || Park document || Account Model ||E G/L item fast entry | Taxes |

EEIHEIHH!H I:: I!z::
_25.09.2019 I: Ii:i!
Eﬁiiiﬁiﬂll

EE _25.09-2019

DEFT/INV/201%

Itemns in document currency
FE Busi Acct INE Amount Tax amnt
001 31 0000400011 EUBS IMPEX PREIVATE 10.000,00-
a0z 40 0041300021 Repairs and mainten 10.000,00
D 10.000,00 C 10.000,00 a,a0 * 2 Line Items

» Step 7: Verify the details of line items entered and click on “POST”. The system will generate a
document number as shown below.

I@ Document 2200000032 was posted in company code 1200

Like that, we can post many documents by using “Post with Reference” process by using the
transaction code FBR2. It will be easy method to post the same nature of documents frequently.
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Now go to FBL1N: Vendor Line item report:

Vendor 400011
Company Code 1200
Name KUBS IMPEX PRIVATE LIMITED
City Ehmedabad
5t |Assignment Documentlo | Type Doc..Date |S5(DD|Amount in Local Crcy|LCurr|Clrng doc.|Text

] [} 2000000003 |EG 23.058.201% 980,00 |INR VENDOR CREDIT MEMO
] [} 2200000011 [ER 19.08.201% 9.500,00-(INR AT
D @ 2200000014 |ER 20.08.2019 200.000,00-|INR Asset Procurement-2
] @ 2200000018 |ER 23.09.2019 450,00- [ INR PARE VENDOR INWOICE
[} @ 2200000026 |ER 25.09.2019 14.700,00-|INR VENDOR INVOICE
I:‘ @ 2200000032 |ER 25.09.2019 S9.500,00-INR VENDOR INVOICE
] [} 2300000010 |EZ 25.09.201% 780,00 |INR
] @ 2300000011 |KZ 25.09.201%9 200,00 |INR
] @ 2300000013 |KZ 25.09.2019 5.300,00 |INR
[} @ | DOWN PYMNT CLRNG 1900000002 |ER 25.09.2019 1.000,00 (INR VENDOR DOWN FYMNT CLENG
I:‘ @ |HIRE OF VEHICLE 2000000002 |EG 23.09.2019 450,00 (INR VENDOR CREDIT MEMO
] @ |HIRE OF VEHICLE 2200000017 [ER 23.09.201% 980,00~ |INR HIRE OF VEHICLE
] @ | TRANSFER 110000000% |AB 25.09.201% 1.200,00-(INR TRANSFER

L ) 228.220,00- | INR

% Account 400011 228.220,00-|INR

So, the above highlighted line item has been posted with reference using the transaction code
FBR2.

Residual Payment:

Residual payment method: it is related to partial payment also but the original open item (invoice)
will be cleared with the partial payment and the system will create a new outstanding (Liability)
document.

It should be considered that residual payments lead to losing visibility on aging of the open items.

Residual payment in case of Vendor:

A residual item results when a payment is made for less than the actual amount outstanding. The
original open item is cleared and the system posts a new open item. This new open item is for the
same amount as the original open item minus the amount paid.

When the document posted, the system stores the document number, fiscal year and item number
of the original open item. For the residual item, the system either uses the terms of payment from
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the original invoice item or enters the predefined terms of payment.

Which payment terms are used depends on the settings made for the tolerance group in the vendor
master data. The disadvantage here is that the original document number is lost as the system
assigns a new document number.

Residual Payment method reduces the open lines, but the disadvantage is that when you send the
customer account statement, customer might not be able to link the residual payment line with its
original invoice and partial payment clearly.

Using Partial Payment method, customer can see clearly what all invoice has been issued to
customer and what payments he has made. However, it keeps the multiple open items, until the
invoice is fully paid/ cleared.

Residual payment: it clears original invoice with incoming amount and create new line item for
remaining outstanding amount.

Partial payment: it leaves the original invoice amount and creates new line item for incoming
amount.

FBL1N: Vendor Line item report:
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Vendor 400011
Company Code 1200
Name EUBS IMPEX FRIVRATE LIMITED
City Ahmedabad
St|Assignment DocumentNo (Type Doc..Date |S|DD|Amount in Local Crcy|LCurr|Clrng doc.|Text

D @ 2000000003 (K& 23.09.2019 980,00 |INR VENDOR. CREDIT MEMO
D @ 2200000011 (KR 19.09.201%9 9.200,00-|INR TEST
D @ 2200000014 |ER 20.08.2019 200.000,00-|INR LAsset Procurement-2
D @ 2200000018 |ER 23.09.2019 980,00~ |INR PLRK VENDOR INVOICE
D @ 2200000026 |ER 25.09.2019 14.700,00-|INR VENDCR. INVOICE
D @ 2200000032 |ER 25.09.2019 9.200,00-|INR VENDOR. INVOICE
D @ 2300000010 (EZ 25.09.2019 780,00 |INR
[ @ 2300000011 (EZ 25.09.201% 200,00 |INR
[ @ 2300000013 (KEZ 25.09.201% 5.300,00 |INR
[ @ [DOWN PYMNT CLRNG |1900000002|KR 25.09.201% 1.000,00 |INR VENDOR DOWN PYMNT CLENG
[ @ |HIRE OF VEHICLE 2000000002 (K& 23.09.201% 980,00 |INR VENDOR CREDIT MEMO
[ @ |HIRE OF VEHICLE 2200000017 |ER 23.09.201% 980,00~ |INR HIRE OF VEHICLE
[ @ |TRANSFER 1100000009 |RB 25.09.201% 1.200,00-|INR TRENSFER

L ] 228.220,00-|INR

% Recount 400011 228.220,00-|INR

The highlighted line item in above screen, we are going to make residual payment using transaction
code F-53.

Original invoice — 14700
Residual payment — 4700 (which means we are going to make payment against that invoice for
Rs.10000)

Enter transaction code F-53 in command bar (or) Follow the below navigation path:

Step 1: SAP Easy Access = SAP Menu - Accounting = Financial Accounting = Accounts Payable
- Document Entry = Outgoing Payment = (F-53) Post
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& Fs3 dH @@ EHE

SAP Easy Access
[& ™ & | S5 Other menu & By 2w . [Hcre:

= 33 Accounting
~ =1 Financial Accounting
¥ [ General Ledger
» [ Accounts Receivable
= =1 Accounts Payable
~ =9 Document Entry
- 2 FB60 - Invoice
* ) F43 - Invoice - General
2 FB65 - Credit Memo
2 F41 - Credit Memo - General
&) FB10 - Invoice/Credit Memo Fast Entry
(3 pocument Parking
(7 Down Payment
(7 gill of Exchange
(7 other
(7 Error Correction and Suspense Accounting
(7 Reference Documents
=1 Outgoing Payment

- i F-53 - Post

{4 = w w w w w

Step 2: In the next screen enter the required details.
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Post Outgoing Payments: Header Data
~ Process Open Items |

26.09.201%9 Ia Im
o N

DEFT/INV/201%

VENDOR PYMMNT
RESIDUAL PYMMT

Bank data

Account 23110002 Business Area

Amount 10000

Amt.in loc.cur.

Bank Charges LC Bank Charges

Value date 26.09.201% Profit Center

Text RESIDUAL PYMMNT Assignment RESIDUAL PYMMT
Account 400011 @ MNone

Account Type K [l other Accounts 1 Amount

Specil G/L Ind |v] standard OIs ' | Document Number
Payt Advice Mo. _ Posting Date

[ | Distribute by Age ) Dunning Area

[] Automatic Search ) Others

. » Step 3: Provide the details as shown above and press “Process open items”.
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Post Outgoing Payments Process open items

| Distribute Difference || Charge Off Difference ||.r,4a Editing Options || @ Cash Disc. Due

Account itemns 400011 KUBS IMPEX PRIVATE LIMITED

Document |D Document __ |P_|Busi_|Day INR Gross CashDiscount CDPer.

2000000003|RG23.09.2019 |21 3 930,00

2200000011 |m 19.09.2019 31 m 9.800, 00—

2200000014 |1m 20.08.2018 31 37 200.000, 00-

EZUUUUUUIIKRZS.UQ.ZUIQ 31 3 930, 00—

ZZUUUUUUZGIKREE.UB.ZUIB 31 il 14.700, 00

2200000032 [KR [25.09.2019 |31 1 5.800, 00—

EEUUUUUUIUII(Z |25.09.2019 |25 il 780,00

2300000011|](Z |25.09.2019 |25 il 200,00

2300000013 [KZ [25.09.2019 |25 1 5.300,00

1500000002 KR [25.08.2019 26 2 1.000, 00

KDy [

Y= B B Amo,_| |25 Gross<>_ | @ currency| | 1 tems [ § mems | | 1 Disc. [ 4 Disc. |
Processing Status
MNumber of Items 13 Amount Entered 10.000,00-
Display from Ttem 1 Assigned 228.220,00-
Reason Code Difference Postings
Display in clearing currency Mot Assigned 218.220,00

L, Step 4: Double click on “Residual Payment” tab.
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S " q|e|QGﬁ|@{Eﬁﬁ|E|@

Post Outgoing Paymenis Create residual items

AQ I:af' Distribute Difference | Charge Off Difference | &7 Editing Options

Standard | Partial Pmt ' Res.tems | WH Tax |

Account itemns 400011 KUBS IMPEX PRIVATE LIMITED

Document |D Document _|P. |Busi_|Day_ |Net Amount Residual Items RCd
2000000003 |I(G 23.09.2019 |21 3 920,00

2200000011 |Im 15.058.201% (31 7 9.800, 00—

2200000014 |I-CR 20.08.2019 |31 37 200.000,00-

2200000018 IKR 23.09.201% |31
2200000026|Iﬂ1 25.09.201% |31 14.700, 00— 4.700,00-
2200000032 |Im 25.09.201% |31 5.800,00-

3 980, 00—
1
1

2300000010 |KZ 25.09.2019 |25 il 780,00
1
1
2

2300000011 |KZ 25.09.201% 25 200,00
2300000013 |KZ 25.09.201% [25
1900000002 |Im 25.09.201% |26

LD [

5.300,00
1.000,00

g e

= ) B Amo..| [ Gross<> | &% currency| [ 1 mems | § mems || 1 Dsc. |t Dsc.
Processing Status
Number of Ttems 13 Amount Entered 10.000,00-
Display from Item 1 Assigned 10.000,00-
Reason Code Difference Postings
Currency INR
Display in clearing currency Mot Assigned 0,00

., Step5: Double click on “Residual Items” then the system automatically derives the residual amount
(The difference amount between original invoice Rs.10000 and payment amount Rs. 7000 which is
entered in selection screen) go to menu bar and click on “Document” and click on “Simulate”.
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e S T4 s s = D g = N = B I

Post Outgoing Paymenits Display Overview
| supplement | &% Display currency | [l Taxes || 1£3 Reset |

_26 -L058.2015

_ZG - IS S0
_Im
DEPT/INV,/201%
RESIDUAL PYMMT
Itemns in document currency

FE BusA Acct INE Amount Tax amnt
001 S0 0023110002 ALLAHABAD BANK Cutg 10.000, 00—
o002 36 0000400011 EUBS IMPEX FRIVATE 4.700, 00—
o003 25 0000400011 EUBS IMPEX FRIVATE 14.700,00

D 14.700,00 C 14.700,00 a, 00 * 3 Line Iterns

_—» Step 6: Verify the line items and click on “POST”, then system will auto generate a document
number as shown below.

IODnunmtmmuﬂ was posted in company code 1200
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Display of posted document:

@ Display Document: Data Entry View

P Y 43 X Display currency | Bl General Ledger View

Data Entry View
Document Mumber 2300000021 Company Code 1200 Fiscal Year 2019
Document Date 26.09.201%9 Posting Date 26.09.2019 Period 6
Reference DEET/INV/2019 Cross-Comp.Mo.
Currency INER Texts Exist = Ledger Group
HIPENEEEFEEREEE RS
Co_"| Itm|PK | S | Account Description Arnount [Curr. | Tx|Cost Center |Profit Center
1200 1|50 | (23110002 |ALLAHABAD BANK Outgo 10.000,00- |INR
2 (36| |400011 KUBS IMPEX PRIVATE LI 4.700,00- |INR
3|25| (400011 KUBS IMPEX PRIVATE LI 14.700,00 |INR

FBL1N: Vendor line item report:

Vendor Line ITtem Display
M4 r M| e 2 3 | (52 = | E &) | BB =E == | 2| B %=l ™= | | selections || ] Create Dispute Casi

Vendor 400011

Company Code 1200

Name KUBS IMPEX PRIVATE LIMITED

City Ahmedabad

St |hAssignment Documentlo | Type Doec..Date |5 |DD|Amount in Local Crey|LCurr|Clrng doc.|Text

1 @ 2300000021 |KHZ 26.09.2019 4.700,00-|INR RESIDUAL PYMNT
L ) 4.700,00-|INR

D ] 2300000021 |EZ 26.09.201%9 14.700,00 |INER 2300000021 | REESIDUAL PYMNT
o a 14.700,00 |INR
*% Recount 400011 10.000,00 |INR

As per above screen, the highlighted line item is the new open item created after the residual
payment using the transaction F-53.

The new line item is the “outstanding amount” against the invoice for which we made the payment.
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18. Vendor Invoice through MM route:

In this topic we are going to see how vendor invoices are created through MM route. It is start from
Purchase order creation, Goods receipts (GRN), and Vendor Invoices.

ME21N — Purchase order creation MIGO — Goods Receipts
ML81N — Service Entry Sheet (For service PO instead of MIGO) MIR7 — Parked Vendor Invoice
MIRO — Vendor Invoice

Project Based PO (With WBS Element)

Revenue Expenditure PO (With Cost Centre)
Service PO (With Cost Centre)

Asset PO will be covered in the asset user manual

Revenue Expenditure PO Process:

Step1:ME21N-POCreation

& [wmE21n B SO 3

SAP Easy Access
[& ™ & &zother menu o By 2 v oa

v [ Favorites
~ 33 SAP Menu
» 7 Financial Services Metwork Connector
v 7 Office
v O Cross-Application Components
* [ Logistics

¥ {[J Accounting

Step 2: In the next screen enter the required details
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[E Ppurchase Order Edit Goto  Envionment  System  Help

& | ~JH @@ CHE oTos BE @
STD Purchase Order 4503000040 Created by Sridhar Thangavel

Document Overview On O ﬁ? ﬁ Q @Prmt Preview Messages @Persona\.‘ietting

m ZZMNB STD Purchase .. ¥ | 4503000040 Vendor |400010 JAT BALA &CO | Doc. Date 03.04.2020

E Header

B 5. tm |A 1 |Materal Short Text PO Quantity 0...|C Delv. Date  Net Price Curr... Per 0...|Matl Group  Pint stor. LT
H@m 1000000007 TAGS, RED/GREEN, FILE 12EA D 03.04.2020 100.00INR 1 EA Printing& St..Kandla Port Trust Mediical o
] -
a9 4
EBRE e TE EETE B [__AddIPlnning_ |
[ ttem (1107 1000000007 , TAGS, RED/GREEN, FIL.. v¢  [a][¥]
Material Data | Quantities/\Weights | Delvery Schedule | Delivery /‘Invoice | Conditions | India - Account Assignment - Texts | Delivery Address - Confir... | Dl
[#Inv. Receipt Tax Code [1]
[JFinal Invoice
@GR Bsd IV
DP Category [ -

Step 3: Provide the values as shown above and save the PO. To save Click on “Save”. Once PO is saved
the system will propose the below message;

STD Purchase Order created under the number 4503000040

" ”

MIGO - GRN (Goods Receipts)
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Step 1: Enter transaction code MIGO in command bar and press enter.

& MmiGo ~ 48 @

SAP Easy Access
(& ™ & &5 Other menu o By 2

v [ Favorites
* +J] SAP Menu
» [ Financial Services Network Connector
» [ Office
v [ Cross-Application Components
* [ Logistics

v [(J Accounting

L

Step 2: In the next screen enter the required details.
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[ GoodsReceipt  Settings  System  Help

@ | FdEBIC@EQ CHE aDhod BE @B

| Show Overview | [ = Hold cCheck Post | [EHelp

Document Date 03.04.2020 Delivery Note Vendor [JAI BALATI &CO |
Posting Date 03.04.2020 Bill of Lading HeaderText | |

0 [ |1 Indwidual Slip -

Line |St... Mat. Short Text V0K |Qty in UnE E... SLoc Profit Center|Stock Sement |Batch
[ 1 JocajTas, RED/GREEN, FILES, 18 CMs O & r2 EA Medical-GDM fans

1 F
@][E] | |l|ﬂ]@] ['ﬂ' Delete ][ Contents ] @] |@|

b] _~'Materal | Quantity /Where | Purchase Order Data | Partner | Account Assignment |

Movement type 105| [ [+] GR from blocked stck Stock type Unrestricted-Use
Plant [kandia Port Trust 1200

Storage location Mediical-GDM 1001

Goods recipient

Unloading Point [

Text [

EIETE

'

1||EH

Step 3: Provide the values as shown above and press enter
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[ GoodsReceppt Settings  System  Help

[V S0 e CHE DDODIEE @m

Release GR Blocked Stock Material Document 5000000623 - Sridhar Thanga
————Show Overview— | Hold—Cheek  Post Help

| P | " | |
Document Date 03.04.2020 Delivery Mote

Posting Date 03.04.2020 Bil of Lading
8 [ |1 Indwidual Slp v

Vendor |1AT BALATI &CO
HeaderText | |

|

Line St... Mat. Short Text V0K |Qty in UnE E... SLoc Profit Center Stock Segment Batch Valuatic

[ 1 Joom|Tacs, reD/GREEN, FILES, 18 CMs O & 2 EA Medica-GDM 1205

&)%)

IEIJ Material | 'Quantity |“Where | Purchase Order Data | Partner /Account Assignment |

MM Iﬂ' Delete " Contents I@J |@|

Profit Ctrs 1205
-
i
Document is 0.K. Ey

X

5 Step 4: Select “Item OK” check box and Post the document. To post click on “Post”.
Once the document is posted the system will propose the below message.

Material Document Number Created

GRN — Posted Accounting Document:

Material document 50000006824 posted

Step 5: To view accounting document select “Display” and provide the material document as below.
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[E Goods Receipt  Settings  System  Help

o |

v JdH @@ SHE fDhoa BEE @

Display Material Document 5000000624 - Sridhar Thangavel
Show Overview O Hold Check Post Help

| 404 Display

@J General | Vendor | @3 | Doc. info | Additional Data |

| Frarya—]
Document Date 03.04.2020

Delivery Note Vendor |JA1 BALAJT 8CO '

Posting Date 03.04.2020 Bill of Lading HeaderText | |

0 [ |1 Individual Slip -
Line | Mat. Short Text V' Qty in UnE E... SLoc Profit Center Stock Segment Batch
[ 1 JTAGS, RED/GREEN, FILES, 18 CMS iz EA MediicaHGDM 1205

i)

Step 6: provide the values as shown above and press enter.

[ GoodsReceipt  Settings System  Help

- dH @@ CHE Do BER @F

Show Overview O Hold Check Post Help

| A04 Display v| |R02 Material Docu.. ~| ‘5000000624)

[2020] (] [

@ General |“vendor | @® ‘Doc.info | Additional Data

/
Entered By | Sridhar Thang;vel | [ FI Documents
Created On '03.04.2020/19:20:39'
Transaction Code  |Goods Movément 'MIGD_GR
Line | Mat. Short Text ¥V Qty in UnE ac

. Profit Center Stock Segment Batch
Medical-GOM 1205

[ 1 |TAGS, RED/GREEN, FIS, 18 CMS iz

Step 7: Click on “Doc.Info” and click on “FI Documents”
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[T Goods Receipt  Settings  System  Help

<& | B C@e@ CHRE 8048 EE @

Show Overview [ Hold Check Post Help

(= List of Documents in Accounting 2020 uhﬂ] |@|

Documents in Accounting jonal Data |

Docurmnent |Object type text

3500000000 Accounting document B3 FI Docume

ADD001KYDD Material ledger

MIGO_GR
|V Qty in UnE E... SLoc Prof
[ 112 EA Mediical-GDM 120

Separate ” Original document ]

LI

Step 8: Double click on “Accounting Document” to view the document line items.

= Document  Edit  Goto Extras  Settings  Environment  System  Help

@ | ~JdH @@ CHE oDoda BE @
Display Document: Data Entry View

oy 43 EEpisplay currency B General Ledger View

| Data Entry View

Document Number (500000000 Company Code 1200 Fiscal Year 2020
Document Date 03.04.2020 Posting Date 03.04.2020 Period 'l_'
Reference Cross-Comp.MNo.
Currency INR Texts Exist O Ledger Group
@ EFREFDEDEL OE JE e 5
CoCd”|Ttem Key S Trs Account Description Amount | Curr. Tx |Cost Center Profit Center  Sales Doc.
1200 1 89 BSX 23300000 Stores -Consumable 1,200.00 INR 1205
2 96 WRX 18170002 GR/IR Clearing A/C 1,200.00- INR 1205
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MIR7 - Vendor Invoice Parking:

Step 1: MIR7 — Vendor Invoice Parking (This transaction is optional not a mandatory one otherwise
straightaway we can book vendor invoice in MIRO).

& | MIR7 ~-lqaEH eaa& B2

SAP Fasy Access
[& = | & Sa Other menu L=l BEF 2 -~ .

» [ Favorites
~ 35 SAP Menu
* [ Financial Services Metwaork Connector
v [ Office
v [ Cross-Application Components
* [ Logistics
>

[ Accounting

Step 2: In the next screen enter the required details as below

Header Level:

Invoice Date: Vendor Invoice date

Posting Date: System date (Date which is used when entering the invoice) Reference: Provide
vendor Invoice number

Calculate Tax: (Select if Tax is applicable) Business Place

Section code: (Mandatory If TDS is applicable) Text

Payment Terms and Base Line Date (If it is required) Payment Method (If it is required)

Line Item data
Provide PO Number

Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.
Accepting No Limits Alternative Thinking Driving Positive Change
Page 271 of 325



Tech
Mahindra

SAP User Manual for Accounts Payables Process

Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist a Hold @Simulate Save as Completed :.:Messages mHelp (ANF

T ———
Transaction 1 Invoice - #C0  Balance 1.260,00-| INR

=]

| Vendor 0000400010 |

—

Basic Data | Payment | Detalls | Tax | Withholding tax | Contacts | Note |

Invoice date 03.04.2020 Reference - JAI BALAJI &CO
Posting Date 03.04.2020 e 107 SIDCO Industrial Estates, Ambattur
Amount ‘ [Tnr 600098 Ahmedabad
¥ Calculate Tax 1] 044-26251279 044-26255038
Tax Amount [60, 00 | [v1vi(cesT+5GST 5% mnput) ~ |
Bus.Place/Sectn / [ ‘ [o}4
Text |Vendor |
Paymt terms Due immediately :

PO Reference ” G/L Account ” Material

[1 Purchase Order/Scheduling Agreement ~| [4503000040] | | [1 Goods/service items -
Layout [7_6310 All information -
Item Amount Quantity or... "5 |Purchase order T PO Text Central Contrac
r[ [1: 1.200,00 12EA  [v| 4503000040 10 TAGS, RED/GREEN, FILES, 18 CMS -
-
4 b LI

Step3: Provide the values as shown above and select the “Calculate tax” and press enter.

Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist a Hold ESimulate Save as Completed ‘Me&-;ages [I|Help (ANF

| 1.260,00- INR

Transaction [1 1nvoice - WC0D  Balance
Basic Data | Payment | Detalls | Tax | Withholding tax | Contacts [ Note | | Vendor 0000400010 |
p—
—
Invoice date 03.04.2020 Reference = JAI BALAJI &CO
rrYe - hd
Posting Date 03.04.2020 107 SIDCO Industrial Estates, Ambattur
Amount ' ‘ (R | 600098 Ahmedabad
¥ Caleulate Tax |1 044-26251279 044-26255038
Tax Amount [60, 00 | V1 V1 (CGST+SGST 5% Input) [5{
o N |
Bus.Place/Sectn / oI
Text |endor [
a
Paymt terms Due immediately =
PO Reference ]’ G/L Account ” Material
|1 Purchase Order/Scheduling Agreement ~| [450300 ‘ = [1 Goods/service items -
Layout |7_6310 Al information -
Item Amount Quantity Purchase order Item PO Text Central Contrac
m 1 1.200, 00 12EA  ~ \4503000040 10  TAGS, RED/GREEN, FILES, 18 CMS .

Step 4: Provide the “same amount” in the “Amount field” and provide the HSN code in PO line item.
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Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist | '3 | Hold P#isimulate [ Save as Completed

Transaction '1 Invoice -

=]

Basic Data | Payment [ Detalls [ Tax [ Withholding tax | Contacts [ Note |

Messages mHeIp

MdNF

CCE  Balance

| Vendor 0000400010 |

-

Company

Invoice date 03.04.2020 Reference = JAI BALAJI &CO
Posting Date 03.04.2020 ¥ 107 SIDCO Industrial Estates, Ambattur
Amount /1.260,00 ' [tnr | 600098 Ahmedabad
| Calculate Tax (11 044-26251279 044-26255038
Tax Amount [60, 00 | |v1 V1 (CGST+5GST 5% Input) ~ |
Bus.Place/Sectn 1z ] ‘ ‘ ol
Text 'Vendor ‘
Paymt terms Due immediately :
PO Reference " G/L Account ” Material
|1 Purchase Order/Scheduling Agreement ~| [a503000040] | [ @ [1 Goods/service items -|
Layout [ 7_6310 All information -/
V... Settl.Per.  Delivery Date Internal No. Stock ... SrvPrfm Srvc. Performer Name Work Item ID  |Fund Item HSN/SAC Code AmesD

=

56090090 0,00

Step 5: After entered the amount in the amount field, provide the “HSN code” as below screen.

Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist | [3 Held Esimulate Save as Completed Messages [IIHeIp (ANF
[
Transaction 1 Invoice - CCE  Balance 0,00 |INR
Basic Data | Payment | Details | Tax | Withholding tax | Contacts | Note | | Vendor 0000400010
Company =

Invoice date 03.04.2020 Reference - JAI BALAJI &CO
Posting Date 03.04.2020 = 107 SIDCO Industrial Estates, Ambattur
Amount [1.260,00 ‘ [IvR | 600098 Ahmedabad
/ [¥/|Calculate Tax \E\ 044-26251279 044-26255038
Tax Amount [60, 00 | |V1V1(CGST+SGST 5% Input) ~ |
Bus.Place/Sectn [ 1/ ] / ‘ ‘ ol
Text Vendor |
Paymt terms Due immediately :
PO Reference f G/L Account ” Material I ‘
1 Purchase Order/Scheduling Agreement I ~| [a503000040] | [ @ [1 Goods/service items -/
Layout [ 7_6310 All information -
Item Amount Quantity or... 3¢ Purchase order Item PO Text Central Contra([l
1.200,00 12EA 4503000040 10 TAGS, RED/GREEN, FILES, 18 CMS -

H 1

Step 6: Click on “Simulate”.
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Position A G/L Act/Mat/Ast/Vndr Amount Curr... Purchasing Doc. Item T... Jurisd. Code Tax date Bus.... Cost CfTT]
1K 18110000  JAI BALAJI &CO / 600098 A. 1.236,00-INR ¥ -
25 18170002 GR/IR Clearing 1.200,00 INR 4503000040 10 Vi b
35 23500000 CGST- Input Credit 30,00 INR Vi
45 23500001  SGST- Input Credit 30,00 INR vi
12000000005 18150012 TDS Payable - Salaries 24,00-INR
-
i) LI
Debit 1.260,00 Credit 1.260,00 Bal. 0,00
Save Parked Document Save as Completed @

Step 7: In the above screen check and verify the line items and “Save As Completed” the
document. This will trigger the workflow

=
To Post the document, click on ”]l e | Button”, the system will give the

information message as below

Invoice document 5105600967 has been saved as complete
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Step 8: To approve the document login as approver in the SAP system.

(e =5 N e e -+ B [ e ez N = B

‘Logon Language  EN.

.

1 &2 |

Step 9: Click on * ” SAP Business Workspace Button.

gl = 2/iH @ QHE BDLD BE QE

~ & Favorites
P (0 Funds Management
B FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget ¢/
b (J Port Specific Development
& FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
[ OB_GLACC13 - G/L acct record: Mass maintenance 03
[ KS12N - Mass Maintenance for Cost Centers
B ZMMROO1 - Purchase Register
B{ ZF114 - Fixed Deposit Upload
B ZFI13 - Fixed Deposit Interest calculation
~ S SAP Menu
P O3 Connector for Multi-Bank Connectivity
b (3 Office
I (3 Cross-Application Components
P O Logistics
P (3 Accounting
P O Human Resources
b O Information Systems
b O Tools
P (0 WebClient UI Framework
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Step 10: Expand “Inbox” button, under workflow Please Approve Parked Invoice “5105600967”
message will appear, Double click on the work flow and proceed for next step.
Business Workplace of Assistant Engineer
TiNew message  (fjFind folder  ({}Find document 2 Appointment calendar % Distribution lists
* Workplace: Asstant Engineer e 2 G K s e R R [ VR i P
% -
iz Inbox
+ & Uvesd Documents 69 Workflow 665
":| Documents 130 Exec_ Title Status Work Item ID Creation Date Creation Ti_ P_Atk
L~ Workflow 665 %, Please approve the Parked Invoice 5105600967, Year 2020 @ 42911003.04.2020 22:00:19 5 -
+ [ Grouped according to content %, Complete parked invoice 5105600967 2020 (] 42910503.042020 2200:19 5 -
+ [ Grouped according to content type % Please approve the Purchase Requisition 2003000253 (] 429063 03042020 20:10:42 5
+ [ Grouped according to sort key 4, Please approve the Purchase Requisition 2003000253 () 429060 03.042020  20:08:44 5
+ [ Grouped according to task * Please 2pprove the Purchase Requisition 2002000501 () 429032 03.042020 192611 5
* 3 overdue entries 0 %, Please approve the Purchase Requisition 2002000502 @ 42902903.042020 192257 5
[ Deadiine Messages 0 %, Please approve the Purchase Requisition 2002000502 () 428995 03.042020  1837:0f 5
« I3 Entries with Ermors 0 % Please approve the Purchase Requisition 2002000502 () 428992 03.042020  18:36:32 5
+ &2 Outbox s Please approve the Purchase Requisition 2002000501 () 428860 03.042020  12:51:47 5
¥ £ Resubmission * Please 2pprove the Purchase Requisition 2002000405 ) 428588 02.04.2020  15.09:08 5
» 22 private folders %, Please approve the Purchase Requisition 2002000405 (&) 428585 02042020 150738 5
¥ 2 Shared folders %, Please approve the Purchase Requisition 200200048 @ 428552 02042020 123543 5
17 Subscribed Folders % Please approve the Parked Invoice 2000000010, Year 2019 ] 428206 01.042020 022318 5
.ﬁ]’msh 2. Dlazca annrua tha Darkad Tnunira 2200NNNNAT Vaar 3010 (] 479048 21 N2IMN I24N2E =M
T shared tah i ! .
Business Workplace I
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—Step 11: In this step Click on the @ option to post the parked Invoice “5105600967”.

Decision Step in Workflow

Dworkflow  [FjCreate [ )tmport

Please approve the Parked Invoice 5105600967, Year 2020

Choose one of the following alternatives

~—>» |Approve

Reject

Display

Approval or Rejection History

Hold

Description

Select one of the available decision options. This completes
the processing of this step.

Before you make a decision, you can display the attachments and
objects which have been attached to the user decision. You can
also add your own attachments.

If you choose Cancel, the user decision remains in your inbox
for processing.

Objects and attachments

No attachments or objects exist

Step 12: Onces parked Invoice “Approved” document got posted in company code to
display posted document go to FB0O3 and display the document.
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L]

Display Document: Data Entry View

5’9' rﬂ @ & [IlTaxa 5=Display Currency EGeneral Ledger View

| Data Entry View |
Document Number Company Code /m Fiscal Year 2020
Document Date 03.04.2020 Posting Date 03.04.2020| Period ’1—|
Reference ‘ DEPT/INV/2020 |Croas-Comp.No. ‘ |
Currency INR Texts Exist [ Ledger Group ’ﬁ

(&) (& FH] (L) &L s L) (=6 ELEEL) [

CoCd A‘ ltem‘Key‘S__|Trs ‘Account ‘Description ‘ Amount‘CurrencyiTx |Cost Center ‘Proﬁt Center S
1200 131 KBS 400010 JAI BALAJI &CO 1.236,00- INR Vi

286 WRX 18170002 GR/IR Clearing A/C 1.200,00 INR Vi 1205

340 ZIC 23500000 CGST- Input Credit 30,00 INR Vi

4 40 ZIS 23500001 SGST- Input Credit 30,00 INR Vi

550 WIT 18150012 TDS Payable-Salaries 24,00- INR
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The above same procedure is applicable for while invoices are booking directly in MIRO also. There
instead of parking we can post the invoice directly.

MIRO: Post Vendor Invoice (With reference to already parked vendor invoice in MIR7)
Step 1: Enter transaction code MIRO in command bar and press enter.

& [mro ~fla@ &

SAP Fasy Access
[& ™ & | Saothermenu | &8 B &2 | -

» [ Favorites
~ 3 SAP Menu
v [J Financial Services Network Connector
v [J Office
v [ Cross-Application Components
» [ Logistics
-

» [ Human Resources

Step 2: In the next screen enter the required details.

Enter Incoming Invoice: Company Code 1200
Show PO structure  Show worklist | & | Hold || Simulate | Messages |H Help (@ NF

Invoice date
Posting Date 01.10.9

Amount

[ Calculate Tax
Tax Amount
Bus.Place/Sectn /|
Text

Company Code

PO Referen

ement 5] 1 Goods/service items

Layout 7_6310 All information

1 Purchase Order/Scheduling Agre

Step 3: Click on ” Other Invoice Document” then provide the already parked invoice document
number and press enter as below
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Enter Incoming Invoice: Company Code 1200

Invoice date
Posting Date

Amount

Tax Amount
Bus.Place/Sectn
Text

Company Code 1200 Deendayal Port Trust Gandhidham

)
0 s I (1|1

Step 4: Provide the values as shown above and press enter.

Change Invoice Document 5105600769 2019, Complete for Posting

ow PO structure ‘!ESimuIate O Save as Completed © Post ‘ Messages [H Help @ NF

=]
BasicDa | et | T | ( £

Company

Invoice date 01.10.2019 Reference INV/10/2019 % JAI BALAIJI &CO
Posting Date 01.10.2019 107 SIDCO Industrial Estates, Ambattur
Amount 126,000.00 INR 600098 Ahmedabad
Calculate Tax 044-26251279 044-26255038
Tax Amount 6,000.00 V1 V1 (CGST+SGST 5% Input) @ E
Bus.Place/Sectn 1200 / 1200
Text TEST
Paymt terms Due immediately E

1 Purchase Order/Scheduling Agreement =] 4503000006 ﬁ> 1 Goods/service items
Layout 7_6310 All information

Item Amount ‘Quantity L |Purchase order [Item PO Text Central Ct:mt:mcf:L
120,000.00 1,200

—»Step 5: Click on “Simulate”
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Position A G/L Act/Mat/Ast/Vndr Amount Curre |Purchasing Doc. |Item Ta |Jurisd. Code Tax date Bus. |Cost Cel
1k (18110000 DAI BALAJI &CO / 600098 A. 126,000.00-[INR 1
2|s |18170002 GR/IR Clearing A/C 120,000.00 INR |4503000006 10 1 12040
35 23500000 [CGST- Input Credit 3,000.00 [INR 1
45 23500001 SGST- Input Credit 3,000.00 [INR 1

moE e —| D

[l ]

(B}

' Back [H Save Parked Document Hl Save as Completed [ Post

Step 6: Check and verify the line items and click on “Post”. Once the document is posted the system will
populate the below message.

& Invoice document 5105600769 was ﬁ:
e—a -<. DIO@QIQHMI@_D@QI\'

Enter Incoming Invoice: Company Code 1200

|l

Invoice date Reference
Posting Date 02.10.2019

Amount
[ Calculate Tax

Tax Amount =] _|
Bus.Place/Sectn /!

Text

Company Code 1200 Deendayal Port Trust Gandhidham g

___________________________________________________________________________________________________________________________|
To view immediately posted invoice as well as accounting document, go to menu bar and click on “Invoice
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document” and click on “Display”.

01.10.2019 Reference INV/10/2019
01.10.2019
126, 000.00 INE

Invoice date
Posting Date

Amount
Calculate Tax
6,000.00 V1 V1 (CGST+SGST 5% Input) =
1200 / 1200
TEST

Tax Amount
Bus.Place/Sectn
Text

Paymt terms Due immediately

[4]0]]

PO Referen

Click on “Follow-On Documents”

Invoice Accounting Document:

@ |dBEICae SHEODODFE @

Display Document: Data Entry View
Taxes &4 Display Currency | “E General Ledger View

Data Entry View

Document Number 2600000008 Company Code 1200 Fiscal Year 2019
Document Date 01.10.2019 Posting Date 01.10.2019 Period 7
Reference INV/10/2018 Cross-Comp.No.

Currency INR Texts Exist (=] Ledger Group

SR BRI R EPEEERERIR
CoCd | Ttem Key|S |Account Description Amount|Currency Tx |Cost Center Profit Center  |Vessel Call Number
1200 131 400010 JAI BALAJI &CO 126,000.00- |INR Vi

2/86 18170002 GR/IR Clearing A/C 120,000.00 |INR Vi |12040103 1204

340 23500000 CGST- Input Credit 3,000.00 [INR Vi

4|40 23500001 SGST- Input Credit 3,000.00 INR Vi

Now go and check in FBLIN — Vendor Line Item Report:
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Vendor Line Item Display
M 4| v n | 7|20 |9 @B | ¥ & @ |8 < 6 | 8| % b= 1| B0 Selections | Create Dispute Case

Vendor 400010
Company Code 1200
Name JAI BALAJI &CO
City Ahmedabad
| St|mssignment | DocumentNo|Type  |Doc..Date |S|DD Amount in Local Crey |LCurs|Clrng doc.|Text
(m} o 2600000006 |RE 01.10.2019 548,625.00- | INR
(m} - 2600000007 |RE 01.10.2019 115,500.00-|INR
a L] 2600000008 [RE 01.10.2019 a 126, 000.00-|INR TEST
(] '} 2600000009 |RE 02.10.2019 - 105, 000.00-|INR

L | 895,125.00-|INR

** Account 400010 895,125.00- |INR
Vendor *
Company Code =

.
19.Retention Vendor Process
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Step1:ME21N—-POCreation

& |ME21N g eae D

[ Ppurchase Order Edit Goto Environment  System  Help

& | -0 ¢e@e  ECHE DDhos BE @
Create Purchase Order

Document Overview On D ﬂ Hold H:l'i Qg @Print Preview Messages PersonaISetting

ZZMNB STD Purchase .. Vendor |400010 JAT BALAT &CO | Doc. Date 03.04.2020

RS FTexts |“Address | Communication | Partners | Additional Data | Org. Data  Status | Customer Data | Release strategy . Payment Processing h

Retention HAppiﬁiJle{HeaderLevel) ' Retention 25.00 |%
DP Category [ -|
Itemn Overview
Trem [17 1071000000007 , TAGS, RED/GREEN, FIL.. | BB
Material Data | Quantities/Weights | Delvery Schedule | Delivery ‘Inwoice | Conditions | India | Account Assignment | Texts | Delivery Address |
[+|Inv. Receipt Tax Code ]
["Final Invoice
[|GR-Bsd IV Retention % 25.00
DP Category [ =

Step 2: Provide the values as shown above and save the PO. To save PO click on “Save”. Once PO saved
then system will propose the below message.
STD Purchase Order created under the number 4503000041

MIGO - GRN — Goods Receipts:
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Step 1: MIGO — GRN (Goods Receipts With reference to PO)

& |miGo v dH e B

SAP Easy Access
[ ™ & gaOther menu L v oa

» [ Favorites
~ i 5AP Menu
* [ Financial Services Network Connector
v [0 Office
[T Cross-Application Components
v [J Logistics

¥ i (] Accounting

Step 2: In the next screen enter the following details Purchase order number.

[5 GoodsReceipt Settings System  Help

& | e DHE OO BE @8
Release GR Blocked Stock Material Document 5000000625 - Sridhar Thanga

Show Qverview O Hold Check Post  [HlHelp

[A05 Release &R Blo.. ~| [R02 Material Docu.. ~| [sooooooezs| (2020 (@3] [E

@ General |Vendor | @i | AdditionalData |

o3 oz 2020l | E——
Document Date 03.04.2020 Delivery Note Vendor [JAI BALATL &CO |
. . ||
Posting Date 03.04.2020 Bill of Lading HeaderText | |
[ ndvdugl 80 |

0 [ 1 Indwidual Sip -

Line  Mat. Short Text V|OK Qty in UnE E... Sloc Profit Center Stock Segment Batch Valuation ... M... D Stock Typem
[ 1 |raGs, RED/GREEN, FILES, 18 CMS 0O 20 EA Medica-GDM 1205 105 + 2 Quality

-

-

L)

l@@ MJMJ lﬂ' Delete ﬂ Contents I@] ‘@|

lEIJ Materal | Quantity /‘Where | Purchase Order Data |~ Partner |~ Account Assignment

Maovement type 105| [ [+] GR from blocked stck Stock type
Plant |Kandla Port Trust [1z00
Storage location Medical-GDM 1001

1
[

Goods recipient
Unloading Point

Step 3: Provide the values as shown above and press enter.
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[ GoodsReceipt  Settings  System  Help

& | - d0 @@ CHE nhod BE @m
i¥: .| Release GR Blocked Stock Material Document 5000000625 - Sridhar Thanga

show Overview | [1 | Hold Check Post | [EHeb

Y YR ]
Document Date | 03.04.2020 Delivery Note Vendar |JAI BALATT &CO |
Posting Date 03.04.2020 Bil of Lading HeaderText | |

8 [ 1 indwvidual Slip -

Line  St... |Mat. Short Text V¥ 0K |Qty in UnE E... SLoc Profit Center Stock Segment Batch Valuation ... |M... D Stc
[ 1 JocaiTacs, RejGREEN, FILES, 18 S @ 120 EA Medical-GDM 1205 105 +| Ur

|» ]
&l (I8 (B okt @ contents | B (2

k=] Material | Quantity | Where | Purchase Order Data | Partner ./ Account Assignment |

Profit Ctrs 1205
| Line 1
0
Document is O.K. E‘ > /L

Step 4: Select the “Item OK” check box and click on “Post” to post the document. Once the
document is posted the system will populate the below message.

Material document 5000000626 posted

Step 5: To view accounting document select “Display” and provide the material document as below.
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[ GoodsReceipt  Settings  System  Help

" dH S CHE D480 BAE @ m

Show Overview O Hold Check Post Help

| A04 Display

@ General | Vendor | @® | Doc.info | Additional Data |

Document Date 03.04.2020

Delivery Note

Vendor |1A1 BALAIT 8CO '
Posting Date 03.04.2020 Bill of Lading HeaderText | |
B [ |1 Individual Slip -
Line  Mat. Short Text ¥V Qty in UnE E... SLoc

Profit Center Stock Segment Batch
EA  Medica-GDM 1205

[ 1 |7AGS, RED/GREEN, FILES, 18 CMS 120

Step 6: provide the values as shown above and press enter

[& GoodsReceipt Settings System  Help

|

- JdH @@ ECHE Do BE @l
Display Material Document 5000000626 - Sridhar Thangavel

Show Overview O Hold check Post | [EllHelp

| AD4 Display +| |R02 Materal Docu.. ~| Sooooooezé

[2020] (D] i

@ General |“Vendor | @ /Doc.info | Additional Data |

Entered By |sridhar Thangé\rel | E FI Documents
Created On '03.04.202/1"19:37:22'
Transaction Code | Goods Mo/ement | MIGO_GR

Line  Mat, Short Text V Qty in UnE oc

Profit Center Stock Segment Bate

[ 1 |7AGS, RED/GREEN, FILES, 18 CMS 120 Mediical-GDM 1205

Step 7: Click on “Doc.Info” and click on “FI Documents”
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[& GoodsReceipt Settings System  Help

& | FdEB @@ CHBE DOo8n BRI 0m
Display Material Document 5000000626 - Sridhar Thangavel

Show Overview O Hold Check Post Helu

| 404 Display «| [R02 Material Docu.. +| [sooooooeze|  [zozo UM [

[EII General |“Vendor | @ “‘Doc.info | Additional Data |

Entered By [ List of Documents in Accounting 3 FIDocuments

Created O
— E Documents in Accounting

Document  |Object type text

Transaction Code

) | 2500000001 Accounting document )
Line  Mat. Short Texq AOD001KZ00 Material ledger L Sloc Profit Center| Stock Segment Batch Valuation ... M... D Stod
[ 1 |racs, RED/GRE b Medica-GDM 1205 105+ Unr

0
—
&%

| Separate “ Qriginal document ]
S| Materal | Quantfey V7 VUhere 7 Purchase Order Data 1 Partner 17 Account Assignment |

Step 8: Double click on “Accounting Document” to view the document line items.

[Z Docurment Edit  Goto Extras  Settings  Environment  Systern  Help

& | Y JdEH @@ CHE Do BER @®

2 0y & EEpisply currency  FH General Ledger View

| Data Entry View

[ rp——] ol ) Gnanl
Document Number |ES00000001 Company Code 1200 Fiscal Year 2020
Tz na snonl ) ln= 3 sna0] -
Document Date 03.04.2020 Posting Date 03.04.2020 Period 1]
|
Reference Cross-Comp.Mo.
Currency INR Texts Exist O Ledger Group
= (&)=)08) L) B JFE L) (B &@ L) (@)
CoCd”|Ttem Key S |Trs | Account Description Armount | Curr. Tx |Cost Center Profit Canter  Sales Doc.
1200 189 BSX 23300000 Stores -Consumable 12,000.00 INR 1205
2 96 WRX 18170002 GR/IR Clearing A/C 12,000.00- INR 1205
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MIR7 - Vendor Invoice Parking:

Step 1: MIR7 — Vendor Invoice Parking (This transaction is optional not a mandatory one otherwise
straightaway we can book vendor invoice in MIRO).

& | MIR7 ~-lqaEH eaaE 2

SAP Fasy Access
[& = | & Sa Other menu L=l BEF 2 -~ .

» [ Favorites
~ 35 SAP Menu
* [ Financial Services Metwork Connector
v [ Office
v [ Cross-Application Components
* [ Logistics
>

[ Accounting

Step 2: In the next screen enter the required details as below

Header Level:

Invoice Date: Vendor Invoice date

Posting Date: System date (Date which is used when entering the invoice) Reference: Provide
vendor Invoice number

Calculate Tax: (Select if Tax is applicable) Business Place

Section code: (Mandatory If TDS is applicable) Text

Payment Terms and Base Line Date (If it is required) Payment Method (If it is required)

Line Item data
Provide PO Number
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Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist [ | Hold [%3Simulate Save as Completed @ Messages  [i]Help (HNF

Transaction [1 1nvoice -] BCO  Balance 12.600, 00— | INR
E]Basic Data | Payment | Detals |/ Tax | Withholdingtax | Contacts | Note |  Vendor 0000400010 |
Company
Invoice date 03.04.2020 Reference - JAI BALAJI &CO
Posting Date 03.04.2020 = 107 SIDCO Industrial Estates, Ambattur
Amount [ ‘ [z | 600098 Ahmedabad
¥ Calculate Tax 1] 044-26251279 044-26255038
Tax Amount [600, 00 | vivi(CGST+SGST 5% Input) ~
Bus.Place/Sectn [ 1 ‘ ‘ (0}
Text [ ‘
Paymt terms Due immediately :

PO Reference f G/L Account f Material

|1 Purchase Order/Scheduling Agreement ~| [4503000041 | | @ |1 Goods/service items -|
Layout |7_6310 All information -]

Item Amount Quantity or.. "% Purchase order Item Text Central Contrac
r[ [1: 12.000, 00 120EA 4503000041 10  TA®S, RED/GREEN, FILES, 18 CMS .

Step3: Provide the values as shown above and select the “Calculate tax” and press enter.

Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist a’ Hold msimulate Save as Completed [\ Messages [IIHeIp {ANF

Transaction [1 1nvoice -/ COCE  Balance [ 0,00 |INR
> BasicData | Payment | Detalls [ Tax | Withholding tax | Contacts | Note | | Vendor 0000400010 |
Company
Invoice date 03.04.2020 Reference - JAI BALAJI &CO
Posting Date 03.04.2020 > 107 SIDCO Industrial Estates, Ambattur
Amount [12.600,00 ‘ [1ve | 600098 Ahmedabad
¥ Caleulate Tax [ || 044-26251278 044-26255038
Tax Amount [e00, 00 | [V1v1(CGST+SGST 5% Input) =
Bus.Place/Sectn [ 1 ‘ ‘ o1
Text [ ‘
Paymt terms Due immediately :

PO Reference ” G/L Account r Material

|1 Purchase Order/Scheduling Agreement ~| [450300 ‘ @/ [1 Goods/service items -|
Layout |7_6310 All information -|

Item Amount Quantity or... Purchase order Item PO Text Central Contrac
) I 12.000, 00 120EA 4503000041 10 TAGS, RED/GREEN, FILES, 18 CMS R

Step 4: Provide the “same amount” in the “Amount field” and provide the HSN code in PO line item.
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Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist ﬂ Hold @Simulate Save as Completed [\ Messages [ |Help @@NF
Transaction [ 1 1nvoice hd CCE  Balance 0,00 |INR
&) Basic Data | Payment | Detalls | Tax | Withholding tax | Contacts | Note | | Vendor 0000400010
Company
Invoice date 03.04.2020 Reference = JAI BALAJI &CO
Posting Date 03.04.2020 = 107 SIDCO Industrial Estates, Ambattur
Amount [12.600, 00 ‘ [IvR | 600098 Ahmedabad
[¥|Calculate Tax \E\ 044-26251279 044-26255038
Tax Amount [600, 00 | |V1V1(CGST+SGST 5% Input) =
Bus.Place/Sectn [ 1/ ] | I ol
Text [ ‘
a
Paymt terms Due immediately -
PO Reference ” G/L Account ” Material
[1 Purchase Order/Scheduling Agreement ~| [a503000041] | ‘ @/ [1 Goods/service items -/
Layout |7_6310 All information -]
V... Settl.Per.  Delivery Date Internal No. Stock ... SrvPrfm Srve. Performer Name Work Item ID  Fund Item HSN/SAC Code Asses
56090090 0,00,

Step 5: After entered the amount in the amount field, provide the “HSN code” as below screen.

Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist ﬂ Hold @Simulate Save as Completed /\ Messages [II Help (ANF
Transaction [1 Invoice / -| CCE  Balance ‘ 0,00 | INR
> Basic Data | Payment | Details | Tax | ithholdingtax | Contacts | Note | | Vendor 0000400010 |
Company
Invoice date 03.04.2020 Reference - JAI BALAJI &CO
Posting Date 03.04.2020 > 107 SIDCO Industrial Estates, Ambattur
Amount /12.600,00 | [zvr | 600098 Ahmedabad
/ ¥ Calculate Tax [ 1] 044-26251279 044-26255038
i AT [600, 00 | V1 VL (CGST+SGST 5% Input) ~ |
Bus.Place/Sectn 7] / [ oI
Text ‘ ‘

Paymt terms Due immediately

PO Reference f G/L Account ” Material I |

I

|1 Purchase Order/Scheduling Agreement

Quantity
12.000, 00

Amount
1

Item

L

Step 6: Click on “Simulate”.

Confidential Document
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v/ 4503000041 10
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PO Text Central Contrac

120EA TAGS, RED/GREEN, FILES, 18 CMS
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/Ty, Retention amount is 3.150,00 INR

[ Simulate Document in INR (Document currency) x
Position A. G/L Act/Mat/Ast/Vndr Amount Curr... Purchasing Doc. Item T... Jurisd. Code Tax date Bus.... Cost Q
r |
L 1JK 18110000 JAI BALAJI &CO / 600098 A 12.360,00-INR ** -
25 18170002 GR/IR Clearing 12.000,00 INR 4503000041 10 Vi ~
35 23500000 CGST- Input Credit 300,00 INR Vi
45 23500001 SGST- Input Credit 300,00 INR Vi
12000000015 18150012 TDS Payable - Salaries 240, 00-INR
5K 18110000 JAI BALAJI &CO / 600098 A 3.150,00 INR
6K 18110003 JAI BALAJI &CO / 600098 A 3.150,00-INR 4503000041 10
a
i) 4 »
Debit 15.750,00 Credit 15.750,00 Bal. 0,00

[ Save Parked Document “ Save as Completed JE

/

Step 7: In the above screen check and verify the line items and “Save As Completed” the
document. This will trigger the workflow

L0
To Post the document, click on ”]l e | Button”, the system will give the

information message as below

Invoice document 5105600968 has been saved as complete
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Step 8: To approve the document login as approver in the SAP system.

2 =S e e e 3 B [ v ez | [ =

‘Logon Language  EN.

.

o &2 |

Step 9: Click on ” SAP Business Workspace Button.

|| = on|dH Cc@0 DHB DDOD FE @®E
SAP Easy Access

=~ & Favorites
P (3 Funds Management
&l FMRP_RW_BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget ¢/
I (3 Port Specific Development
E FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
B OB GLACC13 - G/L acct record: Mass maintenance 03
[# KS12N - Mass Maintenance for Cost Centers
B ZMMROO1 - Purchase Register
Bl ZFI14 - Fixed Deposit Upload
[ ZFI13 - Fixed Deposit Interest calculation
~ &I SAP Menu
> (0 Connector for Multi-Bank Connectivity
[ Office
(3 Cross-Application Components
(I Logistics
3 Accounting
00 Human Resources
3 Information Systems
O Tools
[ WebClient UI Framework

R v -
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Step 10: Expand “Inbox” button, under workflow Please Approve Parked Invoice “5105600968”
message will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

ﬁﬂew message [H]Fmd folder fﬁjﬁnd document [ElAppoimmmt calendar 'E'%Dishibuﬁon lists

" Wotc: Asitnt Engoes Bl S ) S R S (P
iz Inbox
":] Unread Documents 70 WOI'kﬂOW 665
¥ | Documents 131 Exec Title Status Work Item ID Creation Date  Creation TI_ P_Atte
> v Workfiow 665 %4 Please approve the Parked Invoice 5105600968, Year 2020 (%] 429131 03.04.2020 224830 5 -
+ [ Overdue entries 0 % Complete parked invoice 5105600968 2020 & 429126 03.04.2020 2248:30 5 -
* [ Deadiine Messages 0 %4 Please approve the Purchase Requisition 2003000253 @ 429063 03.04.2020  20:10:42 5
[ Entries with Errors 0 % Please approve the Purchase Requisition 2003000253 (%) 429060 03.04.2020  20:08:44 S
¥ £ Outhox %4 Please approve the Purchase Requisition 2002000501 @ 429032 03.04.2020 19261 5
¥ ¢ Resubmission % Please approve the Purchase Requisition 2002000502 (%) 429029 03.04.2020  19:22:57 &
¥ ¢ Private folders %, Please approve the Purchase Requisition 2002000502 @ 42899503.04.2020 18:37:01 5
¥ ¢ shared folders % Please approve the Purchase Requisition 2002000502 (%) 428992 03.04.2020 18:36:32 S
¥ 7 Subscribed Folders %, Please approve the Purchase Requisition 2002000501 @ 428860 03.042020 125147 5
{0 Trash % Please approve the Purchase Requisition 2002000405 (%) 426588 02.04.2020  15:09:08 5§
1 Shared trash %, Please approve the Purchase Requisition 2002000405 () 428585 02.04.2020  15:07:38 S
%, Please approve the Purchase Requisition 2002000498 2 428552 02.04.2020 123543 5
%, Please approve the Parked Involce 2000000010, Year 2019 (%] 4282050104200 022318 5
2. Dlazea annrmus tha Darkad Trunira 7I0ANNANGE Vazr 010 (=] 470040 24 N2 NN 724020 1 "
‘

[

# Tips & tricks: Resubmit Work Item... *

Please approve the Parked Invoice 5105600968, Year 2020

Description Objects and attachments
Select one of the available decision No attachments or objects exist
options. This completes the processing of
this step. 1
SAP4 [ AE001 ™ ipasapdihd INS )
Confidential Document Copyright © 2020 Tech Mahindra. All rights reserved.

Accepting No Limits Driving Positive Change
Page 294 of 325




Tech
Mahindra

SAP User Manual for Accounts Payables Process

—Step 11: In this step Click on the @ option to post the parked Invoice “5105600968".

Decision Step in Workflow

Dworifiow  fhcreate B mport

Please approve the Parked Invoice 5105600968, Year 2020

Choose one of the following alternatives

|_p [Approve
Reject

Display

iApproval or Rejection History
Hold

Description Objects and attachments

Select one of the available decision options. This completes No attachments or objects exist
the processing of this step.

Before you make a decision, you can display the attachments and
objects which have been attached to the user decision. You can
also add your own attachments.

If you choose Cancel, the user decision remains in your inbox
for processing.

Step 12: Onces parked Invoice “Approved” document got posted in company code to
display posted document go to FB0O3 and display the document.
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Display Document: Data Entry View

E’? [ﬁ @ & [IITaxas E:Display Currency aElGeneral Ledger View

 Data Entry View \
o | ey | | |
Document Number p600000003 Company Code 1200 Fiscal Year 2020
Document Date 03.04.2020 Posting Date 03.04.2020| Period 1
Reference [pEPT/INV/2020 ICross-Comp.No. ‘ I
[ p—| ||
Currency INR Texts Exist O Ledger Group

() (SR s (P L) (&) sl (= B L) (]

CoCd i Item Key S Trs Account Description Amount Currency Tx |Cost Center Profit Center
1200 131 KBS 400010 JAI BALAJI &CO 12.360,00- INR Vi

286 WRX 18170002 GR/IR Clearing A/C 12.000,00 INR Vi 1205

340 ZIC 23500000 CGST- Input Credit 300,00 INR Vi

4 40 ZIS 23500001 SGST- Input Credit 300,00 INR Vi

550 WIT 18150012 TDS Payable-Salaries 240,00- INR

Retention document display

Display Document: Data Entry View

5? ﬁa @ & 5=Display Currency B[] General Ledger View

| Data Entry View |
| ey | | gy | | gy |
Document Number 600000005 Company Code 1200 Fiscal Year 2020
e
Document Date 03.04.2020 Posting Date 03.04.2020| Period 1
Reference [DEPT/INV/2020 ICross-Comp.No. I I
(o | —
Currency INR Texts Exist O Ledger Group
LI | (T | &
EE[FIR] P &L sl [ 2lELEEL)
CoCd | Item Key S Trs Account Description Amount Currency Tx Cost Center P
1200 121 KBS 400010 JAI BALAJI &CO 3.150,00 INR
239 R EGX 400010 JAI BALAJI &CO 3.150,00- INR
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The above same procedure is applicable for while invoices are booking directly in MIRO also. There
instead of parking we can post the invoice directly.

MIRO: Post Vendor Invoice (With reference to already parked vendor invoice in MIR7)

Step 1: Enter transaction code MIRO in command bar and press enter.

& [wmro ~fldaAH @ !

SAP Easy Access
(& [ &  smothermenu @ & B & W

» [ Favorites
~ 1 SAP Menu
* [ Financial Services Metwork Connector
v [ Office
r 3 Cross-Application Components
* [ Logistics
b

* [JHuman Resources

Step 2: In the next screen enter the required details.

Enter Incoming Invoice: Company Code 1200

Basic Da_ « £ £ £ Ve

Invoice date E’] Reference %
Posting Date 02.10.2019
Amount
O Calculate Tax
Tax Amount g
Bus.Place/Sectn /
Text
Company Code 1200 Deendayal Port Trust Gandhidham E

Step 3: Click on ” Other Invoice Document” then provide the already parked invoice document
number and press enter as below.
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Enter Incoming Invoice: Company Code 1200
Show PO structure  Show worklist |

1 Invoice

Basic Da_| V4 A& 4 y Vs

Invoice date Reference
Posting Date 02.10.2019
Amount
LI Calculate Tax
Tax Amount 8

G

Step 4: Provide the values as shown above and press enter.

Change Invoice Document 5105600772 2019, Complete for Posting

BasicDa | Payme | Detal| T | Wihhodingt | Contac | Mo |
Company

o

Invoice date 02.10.2019 Reference INV/10/2019 = JAI BALAJI &CO
Posting Date 02.10.2019 107 SIDCO Industrial Estates, Ambattur
Amount 105,000.00 INR 600098 Ahmedabad
Calculate Tax 044-26251279 044-26255038
Tax Amount 5,000.00 V1 V1 (CGST+SGST 5% Input) E
Bus.Place/Sectn /
Text TEST
Paymt terms Due Immediately %

1 Purchase Order/Scheduling Agreement 5] 4503000007 E 1 Goods/service items -]
7_6310 All information ]

Item Amount Quantity ord | @ Purchase order |Item PO Text \Central Contra
100,000.00 1,000 =]

Step 5: Click on “Simulate”.
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Step 6: Check and verify the line items and click on “Post”. Once the document is posted the system will
populate the below message.

"
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| 00 3 iH eae iR Do AR @E
Enter Incoming Invoice: Company Code 1200

Invoice date @ Reference
Posting Date 02.10.2019
Amount

[ Calculate Tax

Tax Amount a
Bus.Place/Sectn /

Text

Company Code 1200 Deendayal Port Trust Gandhidham

0 IR (1101

—» To view immediately posted invoice as well as accounting document, go to menu bar and click on “Invoice
document” and click on “Display”.

—

BasicDa_| C Detai | T | £ £
Company

Invoice date 02.10.2019 Reference INV/10/2019 JAI BALAJI &CO
Posting Date 02.10.2019 107 SIDCO Industrial Estates, Ambattur
Amount 105,000.00 INR 600098 Ahmedabad

Calculate Tax

044-26251279 044-26255038
k1

Tax Amount 5,000.00 V1 V1 (CGST+5SGST 5% Input) &
Bus.Place/Sectn /

Text TEST

Paymt terms Due immediately

{323 s 1)

PO Referen

——» Click on “Follow-On Documents”.
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Display Invoice Document 5105600772 2019

Show PO structure | Follow-On Documents ... | 0 NF
5105600772 2019

1 Invoice &

Company
JAI BALAIJI &CO
107 SIDCO Industrial Estates, Ambattur

1w |DOcUments in Accounting

Posti Document  |Object type text
2600000011|Accounting document
Ame| 3600000012 |Accountifg document LR 600098 Ahmedabad

044-26251279 044-26255038
il

0/2019

141>

nput) 2
Bus.i
Text

P,
=
oRsfemn | GlLAceou | e

Double click on two “Accounting Document” to view the line items 1. Invoice 2. Retention

1. Invoice Accounting Document:

Display Document: Data Entry View
& Display Currency “l General Ledger View

Document Number 2600000011 Company Code 1200 Fiscal Year
Document Date 02.10.2019 Posting Date 02.10.2019 Period 7
Reference TNV/10/2019 Cross-Comp.No.

Currency INR Texts Exist 0 Ledger Group

HCEERERERIE R ERERIE
CoCd | Item Key|S |Account Description Amount Currency Tx |Cost Center Profit Center |\
1200 1/31 | 400010 JAI BALATI &CO 105,000.00- INR |1
2(86 | |[18170002 GR/IR Clearing A/C 100,000.00 INR  |Vi 1205
3[40 | [23500000 CGST- Input Credit 2,500.00 INR  |Vi
4[40 | [23500001 SGST- Input Credit 2,500.00 INR  |Vi
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2. Retention Accounting Document:

Display Document: Data Entry View

ﬁ % Display Currency E General Ledger View

Data Entry View

Document Number 2600000012 Company Code 1200 Fiscal Year 2019
Document Date 02.10.2019 Posting Date 02.10.2019 Period 7
Reference INV/10/2019 Cross-Comp.No.

Currency INR Texts Exist (] Ledger Group

HiRENER I ERERIEERERERIE
Cocd | Item Key|S |Account Descripticn Amount|Currency|Tx |Cost Center  |Profit Center Ve
1200 121 400010 JAI BALATI RCO 10,500.00 INR

239 R [400010 JAI BALAJI &CO 10,500.00- [INR

Now go and check in FBLIN — Vendor Line Item Report:

Vendor Line Item Display

MepM|wsEs | #@@| %8 F @S| &% | B H sdections |0 Create Dispute Case
Vendor 400010
Company Code 1200
Name JAI BALAJI &CO
City Ahmedabad
~ St|Assignment | DocumentNo Type  |Doc..Date |S DD|Amount in Local Crey|ILCurr|Clrng doc.|Text
m} ] 2600000011 |RE 02.10.2019 &y 105,000.00- [ INR TEST
[m] ] 2600000012 |RG 02.10.2019 &y 10,500.00 |[INR TEST
o 94,500.00- | INR
** Account 400010 94,500.00- [ INR
Vandnr *

20. Service PO Process:
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Step 1: Enter the transaction code ME21N in command bar and press enter.

& | ME21N ~- 4B e

SAP Easy Access
[& [ & | S@O0ther menu o By 2w

* (1 Favorites
* =9 SAP Menu
* [J Financial Services Metwork Connector
v O Office
* [J Cross-Application Components
v [ Logistics
* [ Accounting
* [JHuman Resources
* [ Information Systems
* [J Tools
v O webClient UI Framework

Step 2: In the next screen enter the required details.
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[E Ppurchase Order Edit Gote Environment  System  Help

| rdB @@ CRE andaa @m

Document Overview On D E? Hold E?J Q @Pn’nt Preview Messages PersonaISetting

[ZSER Service Purchas.. || | vendor |400010 JAI BALAJI &CO | Doc.pate [03.02.2020]
F1| Header
|
Bls.Itm |A 1 |Materil |Short Text |PO Quantity |0... C Deli. Date  Net Price curr...[Per |0... Matl Gre
iy ali] K D Service 1AU D 04.04.2020 1,440.00 INR 1 ALl Service
INR
INR
INE
INR
INE
o 0

aE EEv @
Item [17 107 service =

Services VLim'rts l/MateriaI Data VQuant'rties!Weights VDeI'ruer‘,r Schedule VDeI'ruer‘,r _}/Cond'rtions l/lndia l/Account Assignmer

[ Inv. Receipt Invoicing Plan Tax Code

[ |Final Invoice

GR-Bsd IV

S.-Based IV

DP Category [ -|

Step 3: Provide the values as shown above and press enter and in the next screen enter the required
details.
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[E purchase Order Edit Goto  Envionment  System  Help

@ | S4B IeeQ DHE oD BE @m
Create Purchase Order

Document Overview on | [ B Hold 4o | &F ¢Hprint Preview  Messages @ Personal Setting

- [T
[mv] ZSER Service Purchas.. = | | vendor |400010 JAT BALAI &CO | Doc.pate  [03.04.2020
E Header
B 5. tm A |1 |Material Short Text PO Quantity 0... C|Deliv. Date  Net Price Curr... Per 0... Matl Group | Pint
H@w K D Service 1AU D 04.04.2020 1,420.00TFR 1 AU Service Kandla Port Trust
O mw

1“0
B BEFH T
Item [1 [ 10] Service -| BB

Services | Limits | Materal Data |~ Quantities/Weights | Delvery Schedule | Delivery | Invoice | Conditions | Inda |~ Account Assignment |’ Texts - Del...|

Line D.|Service No.  Short Text | Quantity  Un |Gross Price Crey | Cost Center S... Edi.. §5C Itemn
10 I g300000016] [Flzdoor Ciass..120 EA 1z.00 INR 12050704 0 =
20 [m] R h
30 [m] R

Step 4: Provide the values as shown above and press enter then the system will ask the tax code and GL
account and Cost center as below.

[E Ppurchase Order Edit Goto  Environment  System  Help

G Vi@ e BHE SDO0 RE @@
Create Purchase Order

Document Overview On D q‘} Hold 5?2 g PrintPreview Messages PersonaISetting

| ZSER Service Purchas.. = | | vendor |400010 JAT BALAT &CO | Doc.Date [03.04.2020

B\ 5..Ttm |A |1 |Material Short Text PO Quantity Q... C Deliv. Date | Net Price Curr... Per Q... Matl Group |Pint
@10 E D Service 1AU D|04.04.2020 1,440.00IHR 1 AU Service Kand

] INR
0
e e &
Item [1[ 107 Service -] EE

Services | Limits | Material Data | Quantities/Weights | Deivery Schedule | Delvery | Tnvoice | Conditions | India /Account Assignment | Tex

o
o

m|g| AccAssCat |K Cost center +| Distrbution | Single Account Assignm..~| CoCode [1200 Deend.. v/
Unloading Point [ | Recipient
G/L Account [11200008 |9
CO Area [1200]
Cost Center [12050702 |
Profit Center [1zas |
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Step 5: Provide the values as shown above and press enter.

[E Ppurchase Order Edit Goto  Environment  System  Help

& | ~rdB @@ LHE sDo8 BE @B

Document Overview On D E? Hold ETI g @Pn’nt Preview Messages PersonaISetting

[ZSER Service Purchas.. = | | vendor [400010 JAI BALAJI &CO | Doc.pate [03.04.2020
| Header
|
BEs.km A I |Materal Short Text |PO Quantity |0.../C Deliv. Date | Net Price lcurr.../per 0. Matl Gre
allc K D Service 1AU D |04.04.2020 1,440.00INR 1 AU Service
INR
IR
INR
INR
INR
o 0

OE aEw
Item [1T 107 Service ~| BB

Services | Limits | Mater@al Data | Quantities/Weights | Delivery Schedule | Delvery *‘Invoice

[ Inv. Receipt Invoicing Plan Tax Code

[ |Final Invoice
GR-Bsd TV
S.-Based IV
DP Category

| Conditions | India | Account Assignmer

Step 6: Enter the required “Tax Code” and click on “Account Assignment” tab.
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= Ppurchase Order Edit Goto Environment  System  Help

@ | 4B I¢e@@ CHE DDhoad BE @B

Document Overview On D q‘} Hold n'/f: Q Print Preview Messages Personal Setting

3 | FewryeeTer|
[fmv] ZSER Service Purchas.. ~| | vendor |400010 JAI BALAJ &CO | Doc.Date  [03.04.2020
E Header
B (S.Itm |A I Material Short Text PO Quantity 0... C Deliv. Date | Net Price Curr... Per 0...|Matl Group  Pln
H@m K D Service 1AU D 04.04.2020 1,440.00INR 1 AU Service Kar
] o

4
O EETE a
& em [1[ 107 service v [a]+]

Services |Limits | Material Data | Quantities/Weights | Delivery Schedule | Delivery |Invoice | Condtions | India / Account Assignment | T¢

- S —— - -
E]|%| AccAssCat |[C Cost center] v | Distribution | Single Account Assignm..~| CoCode |1200 Deend.. v |

Unloading Point [ | Recpient |
G/L Account [s1400008 |

CO Area [1200]

Cost Center [12050702 |

Profit Center 1205 |

Step7:Checkandverifythe GLaccountandCostcenterandsavethePO.Tosaveclickon “Save”. Once the PO
is saved the system will populate the below message.

Service Purchase Ord created under the number 4203000013

ZMSO01 - Measurement Sheet (To record the Service Consumption)

Step 1: Enter transaction code ZMS01 in command bar and press enter.
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[ Menu Edit Favorites Extras System  Help

1 rdBeca@ 2K
SAP Easy Access

[& ™ &  suothermeny B 2 | » a  [§

~ &4 Favorites
* [ Transaction
* (1 Reports
~ &1 5AP Menu
» (1 Connector for Multi-Bank Connectivity
» [ Office
» [ Cross-Application Components
* (1 Logistics
* (1 Accounting
* [ Human Resources
¥ (O Information Systems
* [ Tools
» [JwebClient UI Framework

Company code details can
be selected from Company

code list data

Step 2: In the next screen enter the required details.

Create Measurement Sheet
& Clear Screen
Service Order 4203000013, Company Code |1200 Deendayal Port Trust Plant 1200| Kandla Port Trust Doc. Date |03.04.2020
Vendor 400010 JAT BALAJI &CO Purchase Group 301 Material Mgrmt
Attachments
OBIECTID |GUIID TYPE
Doc. Type E
File name \ |
\ L = L
Service Order - Line Irems Services for Irem |1EI Service '|
Ttem |MatenahfSerwce ‘Quan ‘U Line Service No ‘Text ‘lnput Measurements ‘BDQ Qty BOQ Amoun
10 Service 1.000 E- 10 2300000016 Class II Input Measurements [120.000 1,440.00 =

Step 3:Enter “Service PO Number & Company Code” and press enter and Click on the “Input
Measurement“button to record the Service Consumption.
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Create Measurement Sheet
& Clear Screen

[= Backup Sheet

Service Order 424 = e [03.04.:
) Service Line Ttem No. 1o UM [each |
Attachments 1 Description EACH Quantity  |U...|Remarks |
[ 120.000 120.000  EA - 1
Doc. Type I : 0.000 ERL =
File name m || 0.000 ER -
_000 ER o[>
| B 5 [
|| ER

Service Order| -

o o o a o o

000 I
Ttem Matenau'Send — 000 ments  BO
10 Service I . = Irerments |12c
— | 000 -
| | 1] —— ap
[ Addines | | pelteline | Toml  [1z0.000 | Ea Save s Exit | | Cancel |

Step 4: system will open the Backup Sheet to record the Service Consumption. Enter the “Consumed
Quantity” in the Provided Space and Click on the “Save & Exit” Button

[E sSystem  Help .
G| @ Fdo eqae SHE OUOO BRI @B
Create Measurement Sheet
& Clear Screen
Service Order 4203000013| Company Code |1200 Deendayal Port Trust Plant 1200 Kandh Port Trust Doc. Date |03.04.2020
Venflor 400010 JAI BALAJI &CO Purchase Group 301 Material Mgmt
| Attachments
OBJECTID |GUID DATE TYPE
Doc. Type ) - m
File name | ™ m
4“0 i m
Service Order - Line Items Services for Item [10 Service -
Ttemn |Material/Service Quantity U Line Service No Description Text Input Measurements BOQ Qty BOQ Amoun
10 Service 1.000 - 10 8300000016 Mazdoor Class II Input Measurements [120.000 1,440.00 =~

Step 5: Click on “Save” icon.

JMS: 1120000012 Successfully created.

Step6: After Click the “Save” Icon, system will create the JMS and will display the document number.
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[& System  Hep

—ax
& | YdEH C@@ CHERE fDOo0 BE @
Display Measurement Sheet
& Clear Screen b
Service Order 420300001 Company Code 1200 Deendayal Port Trust Plant 1200/ Kandla Port Trust Doc. Date |03.04.2020
IMS No. 1120000012 Yendor 400010 JAI BALAJI &CO Purchase Group 301 Material Mgmt
| Attachments |
OBIECTID  GUIID DATE TYPE
L 4
Service Order - Line Ttems Services for Item 110 Service v
Ttem  Material/Service U Line Service No Description Text Input Measurements BOQ Qty BOQ Amoun
10 Service - 10 2300000016 Mazdoor Class II Input Measurements |120.000 1,440.00 =
. H “ ” o
Step 7: Click on the “Change” icon.
=
[E system Help
@ FdB c@e@ CHE SDo8 BER @
Change Measurement Sheet
& Clear Screen b
[TEnm| [s2nm| (rEnmanen|
Service Order Company Code 1200 Deendayal Port Trust Plant 1200/ Kandla Port Trust Doc. Date |03.04.2020
(o | B
JMS Mo. 1120000012\ Vendor 400010 JAI BALATI &CO Purchase Group |301 Material Mgmt
| Attachments |
OBJECTID GUIID DATE TYPE
Doc. Type fu )
File name [ |
4|

Service Order - Line Ttems

Services for Item |10 Service -
Item Material/Service Quantity U Line Service No Description Text Input Measurements |BOQ Qty BOQ Amoun'
10  Service 1.000 A~ 10 8300000016 Mazdoor Class IT Input Measurements [120.000 1,440.00 =

Step8: Click on the “Release” icon to trigger the approval process.

Workflow Released for Approval

Step9: System will display the “Workflow released for approval” message at the bottom of the screen.
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[ Workplece Edit  Goto  Folder  Environment  Settings  System  Help

@ | M JEHCe@ CHE sTosa BEE @
Business Workplace of Sridhar Thangavel

§New message H Find folder IH Find document Ehppolntment calendar

~  Workpiace: Srahar Thangavel 8]\ [OT)| [0 E) 2L E) )7L BL @ELFFLE

B Distribution lists

~ & Inbox
- @] Unread Documents 65 Inbox
+ ] Documents 375 Class | Title Date received” | Author Atta,_. | Status
* IH Workflow 185 JMS 1120000012 is approved. 03.04.2020  SAP_WFRT =
* M Overdue entries 0 Parked Invoice 5105600061, Year 2020 is _ 03.04.2020  SAP_WFRT =)
* Ml Deadine Messages 0 Parked Invoice 5105600960, Year 2020 is _ 03.04.2020  SAP_WFRT =]
- M Entries with Errors 0 & — T o T T
» £ Outbox o JMS 1120000012 is approved.
» <8 Resubmission
» €3 Private folders .
Hello SirfMadam,
» @ Shared folders
» i Subscribed Folders JMS 1120000012 is approved.
- @ Trash
- T Shared trash
Approved by:
Regards,

Step 10: After Approval Initiator will receive the Approved mail.

[ Menu Edit Favorites Extras  System  Help

@ 5 CdH e@e DHE anan BE

SAP Easy Access
[ [% & gzOther menu & By 2 v a  [Hcreate role € Assign users

~ = Favorites
¥ [ Transaction
v [JReports
~ 21 SAP Menu
v (1 Connectar for Multi-Bank Connectivity

O e BN

Stepl2: To create the Abstract from the Approved JMS, enter the T Code ZAS01 and Press Enter.
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[ sSystem Help

& | ~dEB @@ CHE DDO0 RE @
Create Abstract

& Clear Screen

laarannontal Foanl = na ana0]
Service Order 4203000013 Company Code 1200 Deendayal Port Trust Doc. Date 03.04.2020
Plant 1200 Purchase Group  |30L
B
Vendor 400010 JAI BALAJI &CO
| List of Approved and open IMS
Select IMS No Created On  Created By Changed On Changed By Approved
1120000012 03.04.2020 Sridhar Thangavel 03.04.20 =
| -
| -
3] 2 —— qn
[B Process Selection

Stepl13: Enter the Service PO Number and Company Code and Press Enter,
Stepl4: Select the Approved JMS and click the “Process Selection” Push button.

[E System  Help

& | 4B e@@ CHE DTLO0 BRI Pm
Create Abstract

= UEEYE- TR T =Y ER 3= g =y A - Y A R g = 8 - T -

. IMS Doc Mo PO Line Item Material Description PO Quantity PO_UoM Select Line Number Service Number Service Text Actual Quantity  Quantiy Service UoM
D1120000012 10 Service 1.000 AU v 10 8300000016 Mazdoor Class II 120.000 120.000 EA

Step15: Click on the “Save” icon.
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[E System Help

& | -~ Ce@ CHE 008 HE @

U (O)EE D) (&) ) 6 ¥ 1) (& )P |

E:  JMS Doc Mo PO Line Item|Material Description PO Quantity PO_UoM  Select | Line Mumber Service Number Service Text

Actual Quantity | (
Dnznoonmz 10 Service 1.000 AU

[ 10 8300000016  Mazdoor Class II 120.000 1

alis

createc

|[&F)E) I

Abstract PC Line Item
2120000009 10

Step16: System will create the Abstract and will show the “Abstract” Number.

[E Ppurchase Order Edit Goto Envionment System  Help

@ | ~qEHCEQ CHE DO BE @@
Service Purchase Ord 4203000013 Created by Sridhar Thangavel

Document Overview On D 52’ fﬁ’ Prlnt Preview Messages Personal Setting

[fam][ZSER Service Purchas.. =|[4203000013] Vendor 400010 JAI BALAJI &CO | Doc.pate  [03.04.2020
E Header
B s.itm A I Materal Short Text PO Quantity 0.../CDeliv. Date  Net Price Curr... Per Q... Matl Group | PInt Stor. Lc
HDM K D Service 1AU D 04.04.2020 1,440.00INR 1 AU Service Kandlz Port Trust a
m -
L L
BEE faw o= aFFEE & (_acdipaming
Item 1 [ 10 ] Service - BB
“Material Data | Quantities/Weights | Delivery Schedule | Delivery | Invoice | Conditions | India | Account Assignment . Purchase Order History | Texts || [+/[+]|C]

(85 (&) (%) B 8 [P

Sh. Text™ MvT|Service

@ ) ) (E )&

Material Document Item Posting Date  Quantity | Delivery cost quantity | OUn EAmt.in Loc.Cur. L.cur DelCostQty (OPUR) E

Amount | Croy Entry
WE 101 Mazdoor Class I 5000000627 1 03.04.2020 120 0 EA 1,440.00 INR 0 1,440.00 INR
Tr./Ev. Goods receipt " 1,440.00 TNR = 1,440.00 INR
Lerf 1000000360 03.04.2020 1,440.00 MR 1,440.00 INR
Tr./Ev. Service entry

. 1,440.00 INR = 1,440.00 INR

Stepl7: System will create the “Service Entry Sheet” and “GR Document” both will get update the Purchase
Order History Tab.
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[& GoodsReceipt  Settings  System  Help

& | FdEBICQ@Q I CHE DDOoH BER 0|
Display Material Document 5000000627 - Sridhar Thangavel

Show Overview 0O Hold Check Post Help

| A04 Display ~| [R02 Materal Docu. = | [sooooooez7]  [zoz0 \@H@| |@|

| [ List of Documents in Accounting

Documents in Accounting il [ F1Documents |

Document  Object type text
H
3500000002 Accounting document | mLe1
AD0001LO00 Controling Document
1000000109 Funds Management doc

Cost Center Profit Center|G/L Account Stock Segment Batch
12050704 1205 41400009

@ Separate “ Original document ]

@] Material | Quantity | Where | Purchase Order Deta / Partner |~ Account Assignment |

Step18: Intheabovescreenclickon“FI DOCUMENT thesystemwilldisplaythebelowscreen

[E GoodsReceipt  Settings  System  Help

& | B IC@Q  CHE DDOoD BR @B
&# .| Display Material Document 5000000627 - Sridhar Thangavel

Show Overview O Hold cCheck Post | [ElHelp

| A04 Display ~| [Ro2 Materl Docu.. ~| [soo0000e27] [2020] (&) [

| [ List of Documents in Accounting

Documents in Accounting Il F% FIDocuments

Document  Object type text -
3500000002 Accounting document | |MLB1
AD0001LO0O Controli
1000000109 Funds Manageme h UnE E... SLoc Cost Center Profit Center|G/L Account Stock Segment Batch
12050704 1205 41400009

@ Separate “ Original document ] K

@] Material | Quantity | Where | Purchase Order Data | Partner |~ Avsgunt Assignment

Step 19: In the above screen double click on “Accounting Document” then the system will display the below
screen
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Step20: System will display the Accounting Document.
= Document  Edit  Goto Extras  Settings  Enwironment  System  Help

g | *JdH CEQICHE DD Oo8 BE @

‘? § & & EEoiphy currency  ZH General Ledger View

| Data Entry View |
Docurment Number [E500000002 Company Code [1200] Fiscal Year [2020]
Document Date 03.04.2020 Posting Date 03.04.2020| Period |1_|
Reference Cross-Comp.MNo.
Currency INR Texts Exist O Ledger Group ]
S (&)= 2R 1) (Z L)L) .---I L]
CoCd‘|Item|Ke~,r|S |Trs |Account |I}escnpt|or'| Amount|CurT. |Tx |Cost Center |Proﬁt Center |Sa|es Doc.
1200 181 KBS 41400009 R & M-other equip. 1,440.00 INR 12050704 1205
2 96 WRX 18170002 GR/IR Clearing A/C 1,440.00- INR 1205

MIR7 - Vendor Invoice Parking:
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Step 1: MIR7 — Vendor Invoice Parking (This transaction is optional not a mandatory one otherwise
straightaway we can book vendor invoice in MIRO).

& | MIR7 ~ Qg EH e B

SAP Fasy Access
[& = | & Sa Other menu L=l BEF 2 -~ .

» [ Favorites
~ 35 SAP Menu
* [ Financial Services Metwork Connector
v [ Office
v [ Cross-Application Components
» [ Logistics
>

[ Accounting

Step 2: In the next screen enter the required details as below

Header Level:

Invoice Date: Vendor Invoice date

Posting Date: System date (Date which is used when entering the invoice) Reference: Provide
vendor Invoice number

Calculate Tax: (Select if Tax is applicable) Business Place

Section code: (Mandatory If TDS is applicable) Text

Payment Terms and Base Line Date (If it is required) Payment Method (If it is required)

Line Item data
Provide PO Number
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Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist ﬁ Hold @Simulate Save as Completed :.:Messages [IlHeIp (ANF
Transaction 1 Invoice - ®CO  Balance 1.512,00-| INR
BasicData | Payment | Details | Tax | Withholding tax | Contacts [ Note | | Vendor 0000400010 |
campory
Invoice date 03.04.2020 Reference DEPT/INV/2020 JAI BALAJI &CO
Posting Date 03.04.2020 107 SIDCO Industrial Estates, Ambattur
Amount INR 600098 Ahmedabad
¥ Calculate Tax [1]| 044-26251279 044-26255038
Tax Amount 72,00 V1 V1 (CGST+SGST 5% Input) ~
Bus.Place/Sectn / ‘ o1
Text Vendor invoice park document workflow
-
Paymt terms Due immediately =
PO Reference T G/L Account r Material
1 Purchase Order/Scheduling Agreement - 4203000013 1 Goods/service items -
Layout 7_6310 All information -
Item Amount Quantity or.. " Purchase order Item O Text Central Contrac
1.440,00 120EA ] 4203000013 10 Maxdoor Class II -

e

Step3: Provide the values as shown above and select the “Calculate tax” and press enter.

Park Incoming Invoice: Company Code 1200
[3 Hold Esimulate

1 Invoice -

Show PO structure  Show worklist Save as Completed

Transaction

(]

Basic Data | Payment | Details | Tax | Withholding tax | Contacts | Note |

Messages III Help

(ANFE

CCE  Balance

| Vendor 0000400010 |

Company

Invoice date 03.04.2020 Reference DEPT/INV/2020 - JAI BALAJI &CO
Posting Date 03.04.2020 b 107 SIDCO Industrial Estates, Ambattur
Amount 1.512,00 INR 600098 Ahmedabad
(| Calculate Tax (11 044-26251279 044-26255038
Tax Amount 72,00 V1 V1 (CGST+SGST 5% Input) ~
Bus.Place/Sectn / ‘ o1
Text Vender invoice park docyment workflow
Paymt terms Due immediately :
PO Reference ” G/L Account ” Material
1 Purchase Order/Scheduling Agreement - 420300 \ij 1 Goods/service items -
Layout 7_6310 All information -
Item Amount Quantity or... Purchase order Item PO Text Central Contrac
1 1.440,00 120EA 4203000013 10 Mazdoor Class II —

Step 4: Provide the “same amount” in the “Amount field” and provide the HSN code in PO line item.
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| Park Incoming Invoice: Company Code 1200

Show PO structure  Show worklist ra Hold Esimulate aSaveasOompleted Messages [1]Help @NF

I
Transaction [ 1 nvoice | CCE  Balance 0,00 | INR

(5]

_—r Payment rDetaiIs erﬁithholding tax r(‘nntacts rNute | Vendor 0000400010
Company
Invoice date 03.04.2020 Reference DEPT/INV/2020 = JAI BALAJI &CO
Posting Date 03.04.2020 = 107 SIDCO Industrial Estates, Ambattur
Amount [1.512,00 \ [Tvr ] 600098 Ahmedabad
/ |v| Calculate Tax E 044-26251279 044-26255038
Tax Amount [72, 00 | ViVi(CGST+SGST 5% Input) = |
Bus.Place/Sectn [ 171 / ‘ [@ or
Text |Vendor invoice park dgcument workflow |
Paymt terms Due immediately :
[
~_/ POReference | G/L Account | Material ||
| 1 Purchase Order/Scheduling Agreement I - ‘ ‘ 4203000013 ‘ ‘ | @J | 1 Goods/service items - ‘
Layout |7_6310 All information -
Item Amount |Qu ntity ‘Or... ‘F‘V |Purchase order |ltem |P0 Text ‘Gentral Gontra(D
1 1.440,00 120EA 4203000013 10 Mazdoor Class IT [ -
Step 5: Click on “Simulate”.
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[ Simulate Document in INR (Document currency) b3
Position A G/L Act/Mat/Ast/Vndr Amount Curr... Purchasing Doc. Item T... Jurisd. Code Tax date BuSs.... Cost CTT]
r |
L 1_|K 18110000 JAI BALAJI &CO / 600098 A 1.483,00-INR o5 -
2s 18170002 GR/IR Clearing 1.440,00 INR 4203000013 10 Vi 1205¢~
35 23500000 CGST- Input Credit 36,00 INR Vi
45 23500001 SGST- Input Credit 36,00 INR Vi
12000000005 18150012 TDS Payable - Salaries 29, 00-INR
4 F 4 F
Debit 1.512,00 Credit 1.512,00 Bal. 0,00
I Save Parked Document “ Save as Completed J@

Step 6: In the above screen check and verify the line items and “Save As Completed” the
document. This will trigger the workflow

=
To Post the document, click on "“ e e freter | Button”, the system will give the

information message as below

Invoice document 5105600969 has been saved as complete
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Step 7: To approve the document login as approver in the SAP system.

2 | 3 ™ A9 €3 | EE @

‘Logon Language N

4 & |

” SAP Business Workspace Button.

Gl 2 ©|dH Cc@a DHB DO FE @®
SAP Easy Access

=~ 3 Favorites
P (3 Funds Management
Gl FMRP_RW BUDCON - Budget Control System (BCS) -> Budget -> Overview of Budget ¢f
I (3 Port Specific Development
E FMRP_RW_BUDGET - Budget Control System (BCS) -> Budget -> Budget Overview
B OB_GLACC13 - G/L acct record: Mass maintenance 03
[# KS12N - Mass Maintenance for Cost Centers
B ZMMROO1 - Purchase Register
[ ZF114 - Fixed Deposit Upload
[ ZFI13 - Fixed Deposit Interest calculation
< & SAP Menu
> (0 Connector for Multi-Bank Connectivity
[ Office
(3 Cross-Application Components
O Logistics
3 Accounting
00 Human Resources
3 Information Systems
O Tools
[ WebClient UI Framework

L -
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Step 9: Expand “Inbox” button, under workflow Please Approve Parked Invoice “5105600969"
message will appear, Double click on the work flow and proceed for next step.

Business Workplace of Assistant Engineer

ﬁNew message ﬂﬁﬁnd folder ﬁﬁﬁnd document 5] Appointment calendar ?{Dish’ihuh’un lists

= Votgce: At e Bl | [FIEE) k) S R TR
*izaInbox
= ':| Unread Documents 70 WOI'kﬂOW 667
+ ] Documents 131 Exec Title Status Work Item ID Creation Date  Creation Ti  P_Attz
>+ 3 workfiow 567 % Please approve the Parked Invoice 5105600969, Year 2020 [ 42917503.042020  23:1%:00 5
+ 1 Overdue entries 0 %r Complete parked invoice 5105600969 2020 %] 429170 03.04.2020  23:1%:00 5
+ [ Deadiine Messages 0 2 Please approve the Parked Invoice 5105600968, Year 2020 (7] 429131 03.04.2020 22:48:30 5
g u Entries with Errors 0 %p Complete parked invoice 5105600968 2020 (%) 429126 03.04.2020  22:48:30 5
¥ £ Outbox 2 Please approve the Purchase Requisition 2003000253 (%] 429063 03.04.2020  20:10:42 5
¥ 2 Resubmission %, Please approve the Purchase Requisition 2003000253 & 429060 03.04.2020  20:08:44 5
» &2 Private folders 2, Please approve the Purchase Requisition 2002000501 [ 42903203.042020 19:26:41 5
¥ 2 shared folders 2 Please approve the Purchase Requisition 2002000502 & 429029 03.04.2020  19:2257 5
» ¥ Subseribed Folders % Please approve the Purchase Requisition 2002000502 () 428995 03.04.2020  18:37.01 5
T Tresh %, Please approve the Purchase Requisition 2002000502 (& 428992 03.042020  18:36:32 5
T Shared trash " %, Please approve the Purchase Requisition 2002000501 () 428860 03.04.2020  1251:47 5
2, Please approve the Purchase Requisition 2002000405 (%) 428588 02.04.2020  15:09:08 5
2 Please approve the Purchase Requisition 2002000405 (&) 428585 02.04.2020  15:07:38 5
Z£. Dlasea annraua tha Diirrhaca Dannicitian INNINNNACR (=] 470887 N7 N4 ININ 172042 14
i« L ]

# Tips & tricks: Create substitute...
Please approve the Parked Invoice 5105600969, Year 2020
Description Objects and attachments
Select one of the available decision No attachments or objects exist

options. This completes the processing of
this step.
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Decision Step in Workflow

Dworkflow  fhcreate [ Import

Please approve the Parked Invoice 5105600969, Year 2020

—Step 11: In this step Click on the @ option to post the parked Invoice “5105600969”.

Choose one of the following alternatives

—>» [Approve

Reject

Display

Approval or Rejection History

Hold

Description

Select one of the available decision options. This completes
the processing of this step.

Before you make a decision, you can display the attachments and
objects which have been attached to the user decision. You can
also add your own attachments.

If you choose Cancel, the user decision remains in your inbox
for processing.

Objects and attachments

No attachments or objects exist

Step 12: Onces parked Invoice “Approved” document got posted in company code to
display posted document go to FBO3 and display the document.
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Display Document: Data Entry View

E’? »ﬁ @ L= |I|Taxas StDisplay Currency EEIGeneral Ledger View

Data Entry View |

e 1 —
Document Number |2 600000004 Company Code 1200 Fiscal Year 2020
———— —
Document Date 03.04.2020 Posting Date 03.04.2020 Period 1
T — [DEPT/INV/2020 | Cross-Comp.No. ' |
T —
Currency INR Texts Exist O Ledger Group

LS U i ) i P Y A= e =W =

CoCd | Item Key S Trs Account Description Amount | Currency Tx Cost Center Profit Center ]
1200 131 KBS 400010 JAI BALAJI &CO 1.483,00- INR Vi

2 86 WRX 18170002 GR/IR Clearing A/C 1.440,00 INR V1 12050704 1205

340 ZIC 23500000 CGST- Input Credit 36,00 INR Vi

4 40 Z1S 23500001 SGST- Input Credit 36,00 INR Vi

5|50 WIT 18150012 TDS Payable-Salaries 29,00- INR

MIRO - Vendor Invoice Posting (For Service PO):

Step 1: Enter Transaction code MIRO in command bar and press enter

& | mMIRo ~ JH @

SAP Fasy Access
(& [*f & &&0ther menu & By 2 | -

» [1 Favorites

~ 23 SAP Menu
* [J Financial Services Network Connectaor
v [J office
v [J Cross-Application Components
* [ Logistics

¥ O Accounting

b

b

b

b

{[LJ Human Resources;

(3 Inforrmation Systems

[3J Tools

[ wwebClient UI Framewvork

Step 2: In the next screen enter the required details
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@ B dH Cae DB noa | EE e

Vendor 0000400010

Company

Basic Da

Invoice date 02.10.2019 Reference INV/10/2019 %‘ JAI BALAJI &CO
Posting Date 02.10.2019 107 SIDCO Industrial Estates, Ambattur
Amount 31,764.70 INR 600098 Ahmedabad
[¥I Calculate Tax 044-26251279 044-26255038
Tax Amount 1,512.60 V1 Vi (CGST+SGST 5% Input) © ||
Bus.Place/Sectn /
Text Service Invoice
Paymt terms Due immediately E

1 Purchase Order/Scheduling Agreement @ 4203000000 1 Goods/service items o

Layout 7_6310 All information ]

Item Amount Quantity ord L2 |Purchase order |Item PO Text \Central Contract
w -

Lol T || K3[K3)

- | @8 | Search Term 11 ]

Step 3: Provide the values as shown above and click on “Simulate”

A G/L Act/Mat/Ast/Vndr Amount Curre _ |Purchasing Doc. [Item Ta Jurisd. Code Tax date Bus. |Cost Center CO Ar
K 18110000 JAI BALAJI &CO / 600098 A. 31,764.70-INR Vi 1200 :
18170002 |GR/IR Clearing A/C 30,252.10 INR 4203000000 10 \'21 12040103 1200
23500000  |CGST- Input Credit 756.30 INR Vi 1200
_lS 123500001 ISGST- Input Credit 756.30 [INR V1 1200
1
c
r
E
v
€
a
|
(-]
=]

LML e e e e e

- Back H Post x
=TT T =T [Eaam man

Step 4: Check and verify the line items and click on “Post”. Once the document is posted the system will display the
below message
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@ Document no. 5105600773 created ‘

Display of posted accounting document (Which related to Invoice Document)

| TSI N g A T [ (A
Display Document: Data Entry View
2 || |

Data Entry View

Document Number 2600000013 Company Code 1200 Fiscal Year 2019
Document Date 02.10.2019 Posting Date 02.10.2019 Period =
Reference INV/10/2019 Cross-Comp.No.

Currency INR Texts Exist = Ledger Group

|| & | F |6 &ﬁ?lalﬁla%lalgﬁaﬁaaﬁlal
CoCd | item|Key|s_|Account Description Amount|Currency| Tx |Cost Center Profit Center Ves
1200 1|31 400010 JAI BALAJI &CO 31,764.70- INR Vi

2 (86 18170002 GR/IR Clearing A/C 30,252.10 |INR V1 (12040103 1204

3 (40 23500000 CGST- Input Credit 756.30 |INR Vi

4|40 23500001 SGST- Input Credit 756.30 |INR Vi

21.Advance Payment against PO (Purchase Order):

ME21N — Purchase order creation

Step 1: Enter transaction code ME21N in command bar and press enter.

& | ME21N g8 eae |

SAP Easy Access
[& ™ & &% 0ther menu HE 2 -

» [ Favorites
~ 21 SAP Menu
¥ [ Financial Services Network Connector
7 Office
(3 Cross-Application Components
(7 Logistics
(7 Accounting

- v w w
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Step 2: In the next screen enter the required details.

[E Ppurchase Order Edt Goto  Envronment  System  Help

(] B IC@RQ ERHE anOD @m
| Create Purchase Order

Document Overview On O ﬁ Hold &% g @Pn’nt Preview Messages @Pemona\Settmg

| ZzNB STD Purchase .. «| | vendor |400010 JAI BALAII &CO | Doc.pate [03.04.2020
=] Condftions | Texts | Address | Communication | Partners . AdditionalData | Org. Data | Status | Customer Data Versions [k
Retention | Mot Applicable V\
DP Category |M Mandatory Down Payment '\ Down Payment % |50.00 |%
Down Payment Amount INR Due Date 03.04.2020

Es./tm A |1 Materal |Short Text |PO Quantity |0.../c Delv. Date  |Net Price |curr... per  |0.../Matl Group  Pint |stor. LM
@w 1000000007] QJ65, RED/GREEN, FILE. 210EA D 03.04.2020 100.00IFR 1 EA Printing& St..Kandla Port Trust  Mediical [ |
(] iR
(] INR
(] R
(] NR
(] INR =
] IR -

0|3 0|0}

5 me o= EFE @ a
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& purchase Order Edit Goto  Environment  System  Help

& 4B @@ Bk Doy FAER @
Create Purchase Order

Documnent Overview On | [1 0 Hold & | & Hprint Preview  Messages # Personal Setting

(7] zznB 5D Purchase ..« | | vendor 400010 JAI BALATL &C0 | Doc. Date  [03.04.2020]
E Header
E Item Overview
E Ttem [1[10] 1000000007 , TAGS, RED/GREEN, FIL.. +| B
Material Data | Quantities/Weights | Delivery Schedule | Delvery | Invoice /‘Conditions | Indiz | Account Assignment | Texts | Delvery Address | Confir... ]| [D]=]
Quantity [ 210/ | Met 21,000.00 TN |

l@]@lé’m Condition Record] Analysis J i Update

Pricing Elements
L..CnTy Name Amount Crey per U... Condition Value Curr. | Status Mum... ATO/MTS Component oUn |cCon... [Un | Condition VTl
Net Value 100.00 INR 1EA 21,000.00 INR 1 EA 1EA
@ zrA0 Discount % on Net % 0.00 |INR 0 1]
@ zaoo Surcharge % on Met % 0.00 [INR i [1}
MNet Value Indl. Dis 100.00 INR 1EA 21,000.00 INR 1 EA 1EA
@ zF21 Freight % % 0.00 INR 0 0
Actual Price 100.00 INR 1EA 21,000.00 INR 1 EA 1EA
| g =
-
“» 0

Step 3: Provide the values as shown above and save the PO. To save click on “Save”. Once the PO is
saved the system will propose the below message.

STD Purchase Order created under the number 4503000042

F-48 (Advance Payment against PO):

Step 1: Enter transaction code F-48 in command bar and press enter.

& |Fas ~ 8 &l

SAP Easy Access
(& ™ & Saother menu H B S -

* [ Favorites
* T3 SAP Menu
* [ Financial Services Network Connector
v [ Office
* [ Cross-Application Components
v [J Logistics
v (3 Accounting
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Step 2: In the next screen enter the required details.

Post Vendor Down Payment: Header Data

m New Item Requests

| P | | p— ||
Document Date 03.04.2020  Type KZ Company Code 1200
[P | — 1
Posting Date 03.04.2020  Period 1 Currency/Rate [INR | I
(| O |
Document Number Translation dte
Reference |Advance Payment Cross-CC Number I I
Doc.Header Text | Advance Payment
| O |
Trading part.BA Tax Reporting D
| Vendor
I 1
Account 4000010 Special G/L Ind A
1
Altern. CoCode
| Bank
Account 123110001 I Business Area
Amount 121000 ‘
LC amount I
Bank Charges I I LC Bank Charges I I
M -~ n o~ | [ — |
Value date 03.04.2020 Profit Center 1204
Text | Advance Payment ‘Assignment :_Adv Payment] J'

Step 3: Provide the values as shown above and press enter.
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Post Vendor Down Payment Add Vendor item

A & More data 5N [2 [[J New Item [i]withholding tax

Vendor 400010 JAI BALAIJI &CO G/L Acc 23520000
Company Code 1200 107 SIDCO Industrial Estates, Ambat
Deendayal Port Trust Ahmedabad
| Item 2 / Down payment made / 29 A
Amount T21000] InR
= = T
[ | calculate Tax Bus./Sectn
—
Bus. Area
Disc.perc. CD Amount
Real Estate (]}
—
Purch.Doc.
Flow Type

Contract

Assignment [ |
| Q’ Long Texts

Text | Advance Payment

Step 4: Goto Document and simulate

Post Vendor Down Payment Display Overview

& ¥ EpDisplay Currency [i]Taxes [EDReset

Document Date 03.04.2020 Type [xz] Company Code [1200]
Posting Date 03.04.2020 Period [1] Currency INR
Document Number INTERNAL Fiscal Year 2020 Translation dte 03.04.2020
Reference |ADVANCE PAYMENT | Cross-CC Number
Doc.Header Text | Advance Payment ' Trading part.BA [ ]
* Items in document currency
PK BusA Acct INR Amount Tax amnt
001 50 0023110001 Allahabad Bank —-Inc 21.000, 00—
002 29A 0000400010 JAI BALAJI &CO 21.000,00
D 21.000,00 Cc 21.000,00 0,00 * 2 Line Items

Step 5: Check and verify the line items and post the document. To post click on “Post”.

Document 2300000001 was posted in company code 1200
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Display of posted document:

‘ Display Document: Data Entry View

5? f[ﬁ @ & 5=Display Currency @General Ledger View

Data Entry View

Document Number Company Code 1200 Fiscal Year 2020

Document Date 03.04.2020 Posting Date 03.04.2020 Period [1]

Reference |ADVANCE PAYMENT |cCross-Comp.No. |

Currency INR Texts Exist [ Ledger Group
RS YNl 0 e A - S = 0 0 =
CoCd | ltem|Key‘S_ |Trs ‘Amount |Dmcription | Amount|Currency|Tx |Cost Center |Proﬁt Center ¢
1200 150 23110001 Allahabad Bank -Inco 21.000,00- INR 1204

229 A 400010 JAI BALAJI &CO

21.000,00 INR
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22. Accounts Payable Reporting:

To see the Accounts Payable related information’s mainly we can use the following reports:
FBL1N — Vendor Line Item Display

FK10N — Vendor Account Balance Display

FBL1H — Line item browser

FBL1IN - Vendor Line Item Display:

Step 1: Enter Transaction code FBLIN in command bar (or) Follow the below navigation path

Easy Access = SAP Menu—> Information Systems = Accounting—> Financial Accounting 2>
Accounts Payable = Account = Vendor Line Item Display (FBL1N)

2] dH @@ DHE a o

| & [mmm
SAP Easy Access

LE=] 1 Z] | [£% other menu || [][E8][#] | [+][«] | [C8 create role ||

= =3 Favorites
ZHR_PA_UPLOAD - PA Upload
= =3 SAP Menu
[ (J connector for Multi-Bank Connectivity
[ [J office
[ (3 cross-Application Components
> [J Logistics
~ 1 Accounting
=~ 29 Financial Accounting
I [J General Ledger
[ [J Accounts Receivable
= 2% Accounts Payable
> [J Document Entry
I [J Document
=~ =3 Account
@ FBL1H - Line Item Browser
) FK10NM - Display Balnces
[ FBL1M - Display/Change Line Items
22 F-44 - Clear
> [J Correspondence
> [J Master Records

> (3 Periodic Processing
I M RPanarkina
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Step 2: Double click on FBL1N then the system will display the below screen.

& 140 CEQ  SBHE OO0 BRI @
Vendor Line Item Display

Vendor selection
Vendor account lW‘ to |—|
Company code lm to
Selection using search help
Search help ID | ||
Search string |

| & Search help |

Open at key date

(O Cleared items

Clearing date to
Open at key date

O Al tems

Posting date to

Step 3: In the above screen once entered the required information as highlighted in yellow color
— then click on “ @ - button the system will display the below screen.
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Vendor Line Item Display

| 0 5 72 N = el = 2 5 -

Vendor 400087
Company Code 1100
Name David enterprises
City
St |Assignment DocumentNo | Type Doc. Date |S|DD(Amount in Local Crcy|LCurr|Clrng doc.|Text
I 1 2200000088 [KR 12.03.2020 100, 00- | INR Vendor Invoice
O 2200000089 KR 17.03.2020 10.000, 00- | INR Vendor Invoice
O 2200000090 KR 17.03.2020 150, 00-|INR Vendor Invoice
D @ 2200000051 |KR 17.03.2020 160, 00-|INR Vendor Invoice test
O w 2200000092 KR 17.03.2020 170, 00-|INR Vendor Invoice
L | 10.580,00-| INR
** Rccount 400067 10.580,00-|INR
Vendor X
Company Code =
Name X
City =
5t |Assignment ‘Ducumentﬂn Type ‘Duc. Date ‘S‘DD Amount in Local Crcy|LCurr|Clrng doc.|Text
33 10.580,00-|INR

As per the above screen shown now how many “Open items” are available in that Vendor account
400067 for which the balances are displayed.
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Step 4: In this step we are now executing the above report to display only the “Cleared items”.

& | 2110 eee RHE nhos BIH @B
Vendor Line Item Display

-

Vendor selection
Vendor account ,W‘ to |—|
Company code lm‘ to
Selection using search help
Search help ID ||
Search string

| & Search help |

Line itemn selection
Status
(O Open items

Qpen at key date

Clearing date to IEI

Open at key date

O all ttems

Posting date to

Step 5: In the above screen once entered the required information as highlighted in yellow color

—” thenclickon “ @ - button the system will display the below screen.
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l@ (lcee CHR BNo0 OF 0

Vendor Line Item Display

T I 2 - s 2 M sl s s

Selections H Create Dispute Case

Vendor
Company Code

400087
1100

Name David enterprises
City
St |Assignment DocumentlNo | Type Doc. Date |S(DD|Amount in Local Crcy|LCurr|Clrng doc.|Text
ﬁ (W] 2200000037 (KR 12.03.2020 10.000,00-|INR |2300000012|Vendor Invoice
| (W] 2300000012 |KZ 06.07.2020 10.000,00 [INR |2300000012
fa 0,00 |INR
*% Account 400067 0,00 [INR

Vendor &
Company Code *
Name 2
City "
St |Assignment ‘Ducumentﬂu Type ‘Dnc. Date ‘5‘]]]] Amount in Local Crcy|LCurr|Clrng doc.|Text
L 0,00 [INR

As per the above screen shown now how many “Cleared items” are available in that Vendor
account 400067 for which the balances are displayed.
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Step 6: In this step we are now executing the above report to display the “All items”.

= — .

@ | 2 IH @@ DHE fnos DE @
Vendor Line Item Display

-

Vendor selection
Vendor account W to |—| E
Company code Im‘ to
Selection using search help
Search help ID | ||
Search string |

| & Search help |

Line itern selection
Status
() Open items

Open at key date

(O Cleared items
Clearing date to

Open at key date

postng date | ] w [ | @

Step 7: In the above screen once entered the required information as highlighted in yellow color

L, thenclickon“ @ ” button the system will display the below screen.
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IG (HQee DHE 8000 AR QN

Vendor Line Item Display

LTI 7 = E i

Vendor 400087
Company Code 1100
Name David enterprises
City
St|Assignment Documentlo | Type Doc. Date |5(DD|Amount in Local Crcy|LCurr|Clrng doc.|Text

t: ] 2200000088 (KR 12.03.2020 100, 00-| INR Vendor Invoice
[ @ 2200000089 (KR 17.03.2020 10.000,00-| INR Vendor Invoice
] <] 2200000090 (KR 17.03.2020 150,00~ | INR Vendor Invoice
[ [ ] 2200000091 (KR 17.03.2020 1&0,00-| INR Vendor Invoice test
u @ 2200000092 (KR 17.03.2020 170,00~ INR Vendor Invoice

L | 10.5980,00-| INR
[ o 2200000087 |ER 12.03.2020 10.000,00-|INR |2300000012| Vendor Inveice
0 o 2300000012 (K2 0€.07.2020 10.000,00 |INR |2300000012

Y@ 0,00 |INR

¥% Account 400067 10.5980,00-| INR

As per the above screen shown now how many “All items” are available in that Vendor account
400067 for which the balances are displayed.
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FK10N — Vendor Account Balance Display:
Step 1: Enter Transaction code FK10N in command bar (or) Follow the below navigation path

Easy Access = SAP Menu-> Information Systems = Accounting—> Financial Accounting =
Accounts Payable = Account = Vendor Account Balance Display (FK10N)

| @ Em 3l A @@ SHE an
SAP Easy Access

o=} ]} % other menu | 5] [E8][ ] [ |« [|[L8 create role |

~ 12 Favorites
ZHR_PA_UUPLOAD - PA Upload
129 SAP Menu
[* (J Connector for Multi-Bank Connectivity
[ (7 office
[> (J Cross-Application Components
[* (7 Logistics
=~ &3 Accounting
=~ =7 Financial Accounting
' (J General Ledger
[ [J Accounts Receivable
=~ =1 Accounts Payable
I (J Document Entry
I (J Document
~ 3 Account
Ef,a FBL1H - Line Item Browser
) FK10N - Display Balances
£} FBLIN - Display/Change Line Items
) F-44 - Clear
I (J Correspondence
[ (] Master Records
[» (3 Periodic Processing
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Step 2: Double click on FK10N then the system will display the below screen.

@ 2 AP CQQ CHE L0 RE @M

Vendor Balance Display

-

Vendor 400067

Company code

Fiscal year

Step 3: In the above screen once entered the required information as highlighted in yellow color

.5 thenclickon“ @ - button the system will display the below screen.

Copyright © 2020 Tech Mahindra. All rights reserved.
Driving Positive Change
Page 339 of 325

Confidential Document

Accepting No Limits




Tech
Mahindra

SAP User Manual for Accounts Payables Process

& I AHIQEe  CHE aDon BAE @ m
Vendor Balance Display

iVendor; 400067 David enterprises

Company Code 1100 Chennai Port Trust

Fiscal Year 2020

Display crrnoy INR
Period Debit Credit Balance Curmulative Balance Sales/Purchases
Balance Carry 20.580,00-
1 20.580,00-
2 20.580,00-
2 20.580,00-
4 10.000,00 10.000,00 10.580,00-
5 10.580,00-
6 10.580,00-
7 10.580,00-
8 10.580,00-
] 10.580,00-
10 10.580,00-
il 10.580,00-
12 10.580,00-
13 10.580,00-
14 10.580,00-
15 10.580,00-
16 10.580,00-
Total 10.000,00 10.000,00 10.580,00-

As per the above screen shown now that Vendor account 400067 for which the debit and credit
balances of the vendor are displayed.
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FBL1H - Line Item Browser:
Step 1: Enter Transaction code FBL5H in command bar (or) Follow the below navigation path

Easy Access = SAP Menu—> Information Systems = Accounting—> Financial Accounting =
Accounts Payable = Account - Line Item Browser (FBL1H).

200 Ce@ DHE an

| & =
SAP Easy Access

]

~ &4 Favorites [
ZHR_PA_UUPLOAD - PA Upload [
~ 12 SAP Menu
[ [(J Connector for Multi-Bank Connectivity
[ (T office
[> [J Cross-Application Components
[* (7 Logistics
~ =4 Accounting
~ =4 Financial Accounting
[ [J General Ledger
[ (3 Accounts Receivable
~ =¥ Accounts Payable
I (J Document Entry
I (J Document
~ {3J Account
2 FBL1H - Line Item Browser
5 FK10N - Display Balances
) FBLIN - Display/Change Line Items
(2 F-44 - Clear
' (7 Correspondence
(] Master Records
(3 Periodic Processing
(J Reporting
(] withholding Tax

M1 Tnfrrrratinn Cuctam

T T
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Step 2: Double click on FBL1H then the system will display the below screen.

[& 110 ee CHE DoLs DR @@
Vendor Line Item Browser
—
General Restrictions
Company Code 1100 to H
Vendor [Q) to | H

Line Item Selection

Status
Open Ttems @
Details for selection of Open Items
Open Items at Key Date 13.07.2020
Cleared Items O
Details for selection of Cleared Items
Clearing Date to
Open Items at Key Date
All Ttems O
Details for selection of Al Itermns
Posting Date to IE'
Type

Norrmal Items
Special G/L Transactions
Noted Items
Parked Items

rucknmear Trames

Joood

Step 3: In the above screen once entered the required information as highlighted in yellow color

_» thenclick on “ @ - button the system will display the below screen. In case we want to view this
vendor line item report with certain selections, there are several parameters available in the
above screen that can used to generate the report as per the selections.
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g Y a0 eQe CHR Etos DE @B

Vendor Line Item Browser

||||¢9§'Drilld0wn Iﬁj”“ﬁl@l”él?lﬂl?“ﬁ“ EHQI%HQMZ?I Docurnent |21 ZE] ([ TR

CoCode |* Fiscal ¥r|* Period|vendor ‘| cCodecurr “|= cCode curr value|=DB Rows|
INR . 1.821.861,14- - 166
1100 2019 4400001 80.000,00- 1
] 5 100.000,00- 1
] 6 390.236,20- 6
] 7 53.221,52- 26
] 10 400002 54.000,00- 2
] 7 400005 116.560,82- 6
] 6.607,40- 12
] 11 49,074,80 2
] 12 886,66- 9
] 7 400006 100.000,00- 1
] 12 400011 100,00 1
] 6400016 22.481,25- 2
] 12 2.180,25- ]
] 400017 1.474,88- 2
] 10 400063 10.500,00- 1
] 11 5.000,00 1
] 12 2.000,00 1
] 8 400064 20.000,00- ]
] 12 400067 10.580,00- 5
] 11 400094 120.100,00- 42
] 400121 537,60- 2
] 12 786,46- 6
| 400152 51,46- 1
] 6 500004 449.624,70- 2
] 12 36.337,50- 4
] 2020 2 |400001 1.923,00- 1
] 4 4.116,00- 3
] 1 |400005 12.084,00- 5

@ Rows displayed: 37

As per the above screen shown now that all the Vendor accounts for which the balances are
displayed. If we want to see for a specific Vendor only we can mention that one specific Vendor
only.
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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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