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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. 

All rights reserved. Passing on and copying of this document, use and communication of its contents not 

permitted without written authorization  
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Abbreviation Description 

FI Finance 

CO Controlling 

COA Chart of Accounts 

AP Accounts Payable 

G/L General Ledger 

JV 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 

 

Overview 

 

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. 

Company Code Description 

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) 

 

 
 

 

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

Ex: Header Level: 

• Vendor Code 

• Posting Date 

• Document Date (Vendor Invoice Date) 

• Amount 
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• Reference (Has to enter Vendor Invoice Number) 

• Business Place / Section Code – Section code is mandatory if TDS is applicable) 

• Text  

• Baseline Date - for Due Date Calculation for payment 

Line item Level: 

• GL account – Expenses GL account 

• Amount 

• Tax code – IF GST is applicable 

• Assignment 

• Text 

• Cost Center – Mandatory for Expenses GL account 

• HSN Code 

 

 

    

Step 3: Click on “Withholding Tax” tab to confirm TDS. 
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Step 4: After provide the values as shown above click on “Simulate” button. 

 

 

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 “   Button”, the system will give the information message 

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

 

Step 7: Click on “ ”  SAP Business Workspace Button.  
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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.
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Step 9: In this step Click on the “   option to post the parked Invoice “2200000090”.

 

Step 10: Once parked Invoice “Approved” document got posted in company code to display posted document 

go to FB03 and display the document. 
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Display of posted document: 

 

FB03 – 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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Step2: In the next screen, enter the following details: 

• Document Number  

• Company Code 

• Fiscal Year 

 

 

                          

 

 

 

 

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

 

Step 4: if we want to see, the entire document lists, which was posted, then in the above screen click on 

Company code details can 

be selected from Company 

code list data 
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“Document List”. 

 
 

 

 

 

 

 

 

 

 

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

 

 
 

Step 5: Provide the value as shown above and click on “Execute” button. 
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Step 6: Double click on line item to view the document. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: In the next screen enter the following details  

• Document Number 

• Company Code   

• Fiscal Year 
 

Company code details can 

be selected from Company 

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

 
 

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. 
 

 
 

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 
 

 
 

Step 7: Provide the values as shown above and click on “Execute” button. 
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Step 8: Double click on line item then system will display the below screen. 
 

 
 

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. 

Provide the value as shown above and click on “Execute” button. 



  

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

 
   Page 21 of 325 

SAP User Manual for Accounts Payable 

 

 

 

 

 

 

 

 

           

 

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 → 

Document Entry → (F-43) Invoice General 
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Step 2: Provide the values as shown above and press enter. 
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Step 3: Provide the values as shown above and press enter. 
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Step 4: Provide the values as shown above and press enter. 
 

 
 

  

*Means the system 

automatically derive value 

equal to debit or credit 

 

+Means the system 

automatically derive Text 

from previous line item 
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Step 5: Press “Enter” 
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Step 6: Go to menu bar and click on “Document” and click on “Simulate”. 
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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. 
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Step 8: To approve the document login as approver in the SAP system. 

 

Step 9: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 11: In this step Click on the “   option to post the parked Invoice “2200000095”.

 

Step 12: Once parked Invoice “Approved” document got posted in company code to display posted document 

go to FB03 and display the document. 

 

 

 

 

 

 

 

Display of Posted Document: 
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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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Step 2: In the next screen can specify the values, which is required for posting. 

Ex: Header Level: 

• Vendor code 

• Posting date 

• Document Date (vendor invoice date) 

• Amount 

• Reference (Have to enter vendor invoice number) 

• Business place/ Section code – section code is mandatory if TDS is applicable  

• Text 

• Baseline Date- For due date calculation purpose 
 

Line item Level: 

 

• GL account – Expense  

• Amount 

• Tax code – If GST is applicable  

• Assignment 

• Text  

• Cost Center- Mandatory for expenses GL account 

• HSN Code 
 



  

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

 
   Page 33 of 325 

SAP User Manual for Accounts Payable 

 

 

Step 3: Provide the values as shown above and click on “Payment” tab. 
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Step 4: Click on “Simulate”.  

Enter Invoice accounting 

document number 

against credit memo 
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Step 5: 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: 
 

 
 

Step 6: To approve the document login as approver in the SAP system. 
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Step 7: Click on “ ”  SAP Business Workspace Button.  
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Step 8: Expand “Inbox” button, under workflow Please Approve Parked Invoice “2000000007” 

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

 

 
 

 

 

 

 

 

 

 

 

 

 

 



  

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

 
   Page 38 of 325 

SAP User Manual for Accounts Payable 

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

 
 
Step 10: Once parked Invoice “Approved” document got posted in company code to display posted document 

go to FB03 and display the document. 
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Display of posted document:  
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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 
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Step 2: Provide the values as shown above and press enter. 
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Step 3: Provide the values as shown above and press enter. 



  

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

 
   Page 43 of 325 

SAP User Manual for Accounts Payable 

 

Step 4: Go to menu bar and click on “Document” and click on “Simulate”. 
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Step 5: 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: 
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Step 6: To approve the document login as approver in the SAP system. 

 

Step 7: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 9:  In this step Click on the “   option to post the parked Invoice “2000000008”. 

 

Step 10: Once parked Invoice “Approved” document got posted in company code to display posted document 

go to FB03 and display the document. 
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Display of posted Document: 
 

 

Now go and check in FBL1N –Vendor Line Item Report:  
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Click on “Execute” button. 
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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. 
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Step 2: In the next screen enter the values whichever is required. 
 

 
 

 

Step 3: Provide the values as shown above and click on “Simulate”. 
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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 “   Button”, the system will give the information 
message as below 
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Step 5: To approve the document login as approver in the SAP system. 

 

 

Step 6: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 8: In this step Click on the “   option to post the parked Invoice “2200000096”. 

 

Step 9: Once parked document approved document got posted in company code to display posted document go 

to FB03 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. 
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Step 2: In the next screen enter the required details. 
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Step 3: Provide the values as shown above and press enter. 
 

 
 

 

Step 4: Provide the values as shown above (in line item level) and press enter. 
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Step 5: Provide the values as shown above and press enter. 
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Step 6: Press Enter in this screen as withholding tax is defined. 
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Step 7: Click on “Document Overview”. 
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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  
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Step 9: To approve the document login as approver in the SAP system. 

 

Step 10: Click on “ ”  SAP Business Workspace Button.  
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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.
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Step 12: In this step Click on the “   option to post the parked Invoice “2200000097”. 

 

Step 12: Once parked Invoice “Approved” document got posted in company code to display posted 

document go to FB03 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 Memo. 

 

 

Step 2: In the next screen enter the required details. 
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Step 3: Provide the values as shown above and click on “Simulate”. 
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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.  
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Step 5: To approve the document login as approver in the SAP system. 

 

 

Step 6: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 8: In this step Click on the “   option to post the parked Invoice “2000000001”. 

 

 

Step 9: Once parked Invoice “Approved” document got posted in company code to display posted 

document go to FB03 and display the document. 
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Display view of the document: 
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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. 

 

Step 2: In the next screen enter the required details. 
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Step 3: Provide the values as shown above and press enter. 

 

 
 

Step 4: Provide the values as shown above and press enter. 
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Step 5: Click on “Document Overview”. 
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Step 6: To park click on “   ”. Once the document is parked, the system will populate the below 

message. This means the workflow is triggered.             

 

  

 

 

 

 

Step 5: To approve the document login as approver in the SAP system. 
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Step 6: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 8: In this step Click on the “   option to post the parked Invoice “2000000002”. 

 

 

Step 9: Once parked Invoice “Approved” document got posted in company code to display posted 

document go to FB03 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  

 

 
 

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

• Company Code  

• Document Number  

• Fiscal Year 

Company code details can 

be selected from Company 

code list data 
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Step 3: Press Enter. 

 

 

Step 4: Click on “ ” back arrow to come previous screen. 
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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. 

 

 

Step 6: Click on “Execute”. 
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Step 7: Double click on “Line item” to view the document.  
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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  

 

 
 

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

• Company Code   

• Document Number 

• Fiscal Year  

Company code details can be 

selected from Company code 

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

 

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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Step 7: Click on “Execute”. 
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Step 8: Double click on “Line Items” to view the document. 

  
 

 

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. 
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Post parked document: 

Use Transaction code - FBV0 - Post/Delete parked document 

 
Enter the transaction code FBV0 in command bar (or) Follow the below navigation path: 
 

Step 1: SAP Easy Access → SAP Menu → Accounting → Financial Accounting → Accounts Payable 

→ Document → Parked Document → (FBV0) Post/Delete 

 
 

 

Step 2: System will display the below screen. 

 

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. 
 

 

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

 

 
 

Step 5: Double click on “Line item” to view the document. 
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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 FBV0 in command bar (or) Follow the below navigation path: 

 
Step 1: SAP Easy Access → SAP Menu → Accounting → Financial Accounting → Accounts Payable 

→ Document Entry → FBV0 Invoice General 

 

 

Step 2: Enter the following details: 

• Company Code  

• Document Number  

• Fiscal Year 

 

 

Company code details can 

be selected from Company 

code list data 
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Step 3: Then Click on “Document List”. 

 

Step 4: Click on “Execute” to view the parked list of documents. 
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Step 5: Double click on “Line Item” to view the document. 

 

Step 6: Click on “Document” from menu bar and select “Delete Parked Document”. 
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Step 7: Select “Delete Parked Document”. 

 

 

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 

 
 

Step 2: In the next screen enter the following details. 
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Step 3: Provide the values as shown and Press “Enter”. 
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Step 4: Provide the values as shown above, select “Document” from menu bar, and click on 
“Simulate”. 
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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. 
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Advance payment posting with TDS: 

 
Prerequisite: 

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

 
 

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

 
  

Step 3: Provide the values as shown and Press “Enter”. 
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Step 4: After entering the above details in the screen, click on “Document” and select “Simulate”. 
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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: 

• Clearing through F-54 (or) 

• Clearing 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 

 

 

Step 2: In the next screen enter the following details. 
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Step 3: Click on “Process Open Items”. 

 

 

 

 

Vendor invoice 

accounting document 

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

Payment to that Down payment.    

 

 

 

 

 

If we want to make 

partial clearing, you can 

change amount manually 

in t 
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Step 4: Select the respective Down Payment Line item, click on “Document” and Select “Simulate”. 
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Step 5: After Simulate, Check the line items and Click on “Post”  

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

 

Now go and Check Vendor Line item report: Transaction Code – FBL1N 

In below screen user has to specify the following details: 
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Click on “Execute” after filling the above details in the screen. 
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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 
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Step 2: Provide the details in the screen as shown in the above screenshot and Press, “ENTER”. 

 

 

 



 
 

 

                      SAP User Manual for Accounts Payables Process 
 
 
 

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

 
Page 114 of 325 

 

 
 

 

Step 3: Provide the details as shown in above screenshot in the screen, then click on “Document” 

and Select “Simulate”. 
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Step 4: Check the line items entered and Click “Post” to post the document and system will generate 

document number as shown below: 

 

 

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 

 

 

Step 2: In the next screen enter the following details. 
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Step 3: After entering the above details: Click on “Document” and select “Simulate”. 
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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            

 

Step 5: To approve the document login as approver in the SAP system. 
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Step 6: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 8: In this step Click on the “   option to post the parked Invoice “2200000099”. 

 

 

Step 9: Once parked document approved document got posted in company code to display posted 

document go to FB03 and display the document. 
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Now go to Vendor line item display and verify using transaction code: FBL1N. 

 

 

Step 5: After providing the details, click on “Execute”. 
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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 → (F-52) Incoming Payment 
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Step 2: In the next screen enter the following details. 
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Step 3: After entering the details, click on “Process Open Items”. 
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Step 4: Next, go to menu bar click on “Document” from menu bar and select “Simulate”. 

 

 

 

 

 

Not assigned field should 

always be “Zero” 
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Step 5: After verifying the line items, click on “Post” to post the document and system will generate 

a document number as shown below: 
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Now go to Vendor Line item using transaction code – FBL1N 

 

Step 6: After providing the details, click on “Execute”. 
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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. 
 
 

FBL1N – Vendor Line Item report: 
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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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Step 2: In the next screen enter the following details. 
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Step 3: Enter the above values in the screen and Press “Enter”. 

 

 

 

Receiving vendor number 
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Step 4: Provide the values as shown in the above screen and select “Choose open items”. 
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Step 5: Provide the values as shown above and select “Process open items”. 

 

 

 

Sending vendor 

number 
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Step 6: Go to menu bar click on “Document” and select “Simulate”. 
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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: 

 

Now go to vendor line item using transaction code – FBL1N. (Sending vendor account) 
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Click on “Execute”. 
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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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Click on “Execute”. 
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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: 

• Full Payment  

• Partial Payment 

• Final Payment 

• Payment with advance payment adjustment 

• 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. 
 

 

 

 

 

 

 

 

 



 
 

 

                      SAP User Manual for Accounts Payables Process 
 
 
 

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

 
Page 143 of 325 

 

 
 

 
 

 

 

 

 

 

 

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

 

If the business wants to make any 

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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Press Enter “Page Down” to see the other selection criteria options. 
 

 

 

 

 

 

 

 

 

 

 

 

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 FBL1N – Vendor Line item report: 
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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 
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Step 2: Enter the following data in the below screen. 

  

Step 3: After entering the details, click on “Process open items”. 
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Step 4: Go to menu bar click on “Document” and select “Simulate”. 

 

 

 

 

 

 

Not assigned 

field should 

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

below: 

 

 

Now check in Vendor Line item report using FBL1N: 
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As per above screen the open item has been cleared after making payment through F-53. 

Partial Payment: 

Vendor Line item report: 

 

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

 

 

 



 
 

 

                      SAP User Manual for Accounts Payables Process 
 
 
 

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

 
Page 152 of 325 

 

 
 

  
 

Step 3: Provide the values as shown above and select “Process open items”. 
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Step 4:  Click on “Partial Payment” tab. 
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Step 5: Double click on “Payment amount” so that it will become zero. 

 

 

 

 

Should be 

ZERO 
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Step 7: Click on “Document” and select “Simulate”. 
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Step 8: Verify the line items and click on “Post” and system will auto generate a document number 

as shown below: 

 

Now go to vendor line item report using FBL1N: 

 

 

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 

 

 

Step 2: Enter the following details as shown in below screen. 
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Step 3: Click on “Process Open items” after providing the details. 
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Step 4: Enter the details and press “Process open items”. 
 

 

 

 

 

 

 

 

 

 

 

Enter invoice 

number 

Enter Partial 

payment 

document number 
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Step 5: Click on “Partial Payments” tab. 
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Step 6: After doing the above details, click on “Document” from menu bar and select “Simulate”. 
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Step 7: Click on “POST” to post the document and system will generate a document number as 

shown below: 

 

Now go to FBL1N and check the line items: 

 

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)  
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Step 2: Provide the above values and press enter. 

 

Step 3: provide the values as shown above, click on “Document”, and select “Simulate”. 
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Step 4: Click on “POST” after you verify the items, also system will auto generate a document 

number a shown below: 
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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 
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Step 2: provide the above values, click on “Document”, and select “Simulate”. 
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Step 3: 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 “   Button”, the system will give the 
information message as below 
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Step 4: To approve the document login as approver in the SAP system. 

 

 

Step 5: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 7: In this step Click on the “   option to post the parked Invoice “22000000100”. 

 

Step 8: Once parked document Approved document got posted in company code to display posted 

document go to FB03 and display the document. 
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Now go to FBL1N to view the vendor line item report: 

 

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

 

Mention Special GL or else 

system will not show advance 

payment 
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Step 3: Enter the values as mentioned above and click on “Process open items”. 

 

 

 

 

 

 

 

INVOICE 

DOCUMENT 

NUMBER 

ADVANCE PAYMENT 

DOCUMENT NUMBER 
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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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Step 5: Verify the items entered and click on “POST” and system will auto generate a document 

number as shown below: 
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Now go to Vendor line item report using FBL1N: 

 

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. 

 

 

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

• Paying company code   

• House Bank  

• Account ID 

 

Company code details can 

be selected from Company 

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

 

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

• Company Code 

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

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

• 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. 

• 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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Step 3: Provide the details as shown above and click on “Enter Payments”. 

If print forms are required to 

be printed immediately then 

select this check box of “Print 

Immediately” 
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Step 4: Provide the details as shown above and click on “Process open items”. 
 

 

 

 

 

 

Select if special GL 

are needed to be 

enter 
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Step 7: Click on “Document” and select “Simulate”. 
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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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Step 10: Then click on “Print preview” and system will show you the preview as shown below: 
 

 

 
 

Step 11: Then click on “Print” and system will show you below message: 
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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: 
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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”. 
 

 
 

 Go to 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. 
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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 

 

Step 2: Create Check Lots: FCHI 

 

Click on create  
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Maintain below details  

 

 

Step 3: Post Outgoing Payments 

Give below details & hit Process Open items or enter 
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Deselect the highlighted line items except the document which we are posting. As shown below 
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provide the values as shown above click on “Simulate” button.

 Save 

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

 

 

 

 

 

 

 

 

 

 



 
 

 

                      SAP User Manual for Accounts Payables Process 
 
 
 

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

 
Page 194 of 325 

 

 
 

Step 4: Assign Check Number: FCH5 

Give below details & hit enter 

 

Maintain the below parameters 

 

Once saved we get the below message 
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Scenario 2: Cheque viod 

Step 1: FB60 Vendor Invoice 

 

Step 2 : F-53 
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Step 3 : Assign check number FCHI 
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Below message pops up when we give the same check number to different document number 

 

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 
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Step 2 : Go to FCHE 

Give below details & hit on execute 

 

 

 

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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Go to check and print 

 

 

 

 

 

 

 

 



 
 

 

                      SAP User Manual for Accounts Payables Process 
 
 
 

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

 
Page 200 of 325 

 

 
 

 
Ener the output device and click on print preview 

 

 
 

 

 

 

 

 

 



 
 

 

                      SAP User Manual for Accounts Payables Process 
 
 
 

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

 
Page 201 of 325 

 

 
 

 

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 User Manual for Accounts Payables Process 
 
 
 

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

 
Page 202 of 325 

 

 
 

Give below parameters 

 

Click on void for cancelation of cheque  

 

 

 

Display of posted document: 

 

FB03 – 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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Step2: In the next screen, enter the following details: 

• Document Number  

• Company Code 

• Fiscal Year 

 

 

 

Company code details can 

be selected from Company 

code list data 
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Step 3: Go to environment and click on check information 
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In the above screen you can find cheque cancel reason print incorrectly 
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Step 4: Display cheque register FCHN 

 

Give the parameters and execute 
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In check register screen we can find all checks history  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15.Automatic Payment Program: 
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The Automatic payment program in SAP FI 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 

 
 

 

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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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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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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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. 



 
 

 

                      SAP User Manual for Accounts Payables Process 
 
 
 

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

 
Page 213 of 325 

 

 
 

 
 

Step 6: Provide and select the values as shown above and click on “Print/data medium” 
 

 

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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Step 8: Provide the values as shown above and press enter. 
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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. 
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Step 10: Click on “Yes” to save the variant then the system will display the below screen. 
 

  
 

 

Step 11: Enter variant “description” and save. To save click on “Save”. Once saved the system will 

populate the below message. 
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Step 12: Come back to previous screen. To come back click on” Back arrow” button. 
 

 

 

 

Step 13: Click on “Save” and click on “Status”. Once save the system will populate the below 

message. 
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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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Step 15: Select “Start immediately” check box and press enter (or) we can schedule the date and 

time). 

 

 
 

Step 16: Click on “display Proposal” 
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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. 

 

 
 

Step 18: Click on “Edit proposal” 
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Step 19: Press Enter. 
 

 

 

Step 20: Double click on “Line Item” which shown in red color. 
 

 
 

Step 21: Double click on “Line Item” whichever is required. 
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Step 27: Click on “Reallocate”. 
 

 
 

Step 28: Select “*” in the “payment block” field which means while processing payment run the 

system will not be considering this document for payment settlement. Click on “Continue”. 
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Step 29: Save and come back to previous screen. To save click on “Save”. Once saved the system 

will propose the below message. 
 

 
 

 

 
 

Step 30: Come back to previous screen. To come back click on “Back” arrow button. 
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Step 31: Click on “Status” repeatedly until the payment proposal turn in green colour. 
 

 
 

Step 32:  Click    on” Payment Run” to   complete   the    process. 
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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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Step 33: Select “Start immediately” check box and click on “Continue” (or) we can schedule the 
date and time for payment run. 

 

 
 

Step 34: Click on” STATUS” repeatedly until the payment run turn in green color as below. 
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Step 35: As per above screen shown now the payment run process is completed.  

 

We can go and check in FBL1N – Vendor Line Item Report: 
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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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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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Step 2: In the next screen enter the following details: 

• Vendor account 

• Clearing date 

• Company Code   

• Currency 
 

 

 
 

 

Company code details can be 

selected from Company 

code list data 
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Step 3: Provide the above details in the screen and click “Process open items”. 
 

 

 

Step 4: Provide the above details and click on “Process open items”. 

Enter Special GL indicator 

if special GL transaction 

are required 
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Step 5: Click on “Document” and select “Simulate”. 
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Step 6: Verify the details above and click on “POST” and system will auto generate a document 
number as shown below: 
 

 
 

 

FBL1N: Check Vendor Line item report: 
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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 (FB08- Individual reversal) or 
F.08 – Mass reversal  
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FB08- Individual reversal (At a time only one document can be reversed): 

FBL1N: Vendor Line item report: 

 

 
 

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 FB08 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: 

• Document number  

• Company Code       

• Fiscal Year 

• Reversal Reason  

• Posting date (if it is required otherwise system will derive automatically based on source 
document) 

 
 

 

 
Step 3: Enter the following details and Press “Display before Reversal” to view the document before 
the reversal process. 

Company code details can be 

selected from Company code 

list data 
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Step 4: Click on “Back Arrow” to come back to the previous screen. 
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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: 

 

 
 

 

Now go to FBL1N: Vendor line item report: 
 

 
 

As per the above screen, the system has made a clearing document against the vendor invoice and 
cleared the invoice using the transaction code FB08. 
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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 FB08. 

 
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 

 
 

 

Step 2: In the next screen, provide the following details as shown below. 
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Step 3: After entering the values, deselect “Test Run” check box and click on “Execute”. 

Enter the document range that 

user needs to reverse 
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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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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 FB08 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 FB08 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 Items. 
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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: 

 

 
 

 

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

• Clearing document 

• Company code     

• Fiscal Year 
 

 

 

 

Step 3: Provide the values as shown above and click on “Reset Cleared Items”. 
 

Company code details can 

be selected from Company 

code list data 
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Step 4: Click on “Resetting and reverse”. 
 

 

 
 

Step 5: As per above screen enter the “Reversal Reason”, “Posting Date” is optional, as the system 

will automatically derive it from the document. 
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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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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 FI 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. 

 
FBL1N – Vendor Line Item report: 
 

 

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. 
 

 

 

 

 

 

 

 

  

 

 

 

 

When you are 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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Step 2: Under this screen enter the following details: 

Reference: 

• Document number 

• Company Code  

• Fiscal year 

 

Under flow control: 

• Select Display line items 

• Select Copy Texts 

 

Company code details can 

be selected from Company 

code list data 
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Step 3: Provide the values as shown above and press “Enter”. 
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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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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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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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Step 7: Verify the details of line items entered and click on “POST”. The system will generate a 
document number as shown below. 
 

 
 

 

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: 
 

 

 

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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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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Step 2: In the next screen enter the required details. 
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Step 3: Provide the details as shown above and press “Process open items”. 
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Step 4: Double click on “Residual Payment” tab. 
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Step 5: 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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Step 6: Verify the line items and click on “POST”, then system will auto generate a document 

number as shown below. 
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Display of posted document: 
 

 
 

FBL1N: Vendor line item report: 
 

 

 

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: 
 

Step 1:  ME21N – PO Creation 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

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

 

“ ” 
 

MIGO – GRN (Goods Receipts) 
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Step 1: Enter transaction code MIGO in command bar and press enter. 

Step 2: In the next screen enter the required details. 
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Step 3: Provide the values as shown above and press enter 
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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: 
 

 
Step 5: To view accounting document select “Display” and provide the material document as below. 
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Step 6: provide the values as shown above and press enter. 
 

 
 

Step 7: Click on “Doc.Info” and click on “FI Documents” 
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Step 8: Double click on “Accounting Document” to view the document line items. 
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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). 
 

 
 
 
 

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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Step3: Provide the values as shown above and select the “Calculate tax” and press enter. 
 

 
 

Step 4: Provide the “same amount” in the “Amount field” and provide the HSN code in PO line item. 
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Step 5: After entered the amount in the amount field, provide the “HSN code” as below screen. 
 

 
 

Step 6: Click on “Simulate”. 
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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 “   Button”, the system will give the 
information message as below 
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Step 8: To approve the document login as approver in the SAP system. 

 

Step 9: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 11: In this step Click on the    option to post the parked Invoice “5105600967”. 

 

Step 12: Onces parked Invoice “Approved” document got posted in company code to 
display posted document go to FB03 and display the document. 
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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 . 

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

 

Step 3: Click on “  Other Invoice Document” then provide the already parked invoice document 
number and press enter as below 
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Step 4: Provide the values as shown above and press enter. 
 

 
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. 
 

 
 
 

 
 

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”. 
 

 
 

Click on “Follow-On Documents” 
 
Invoice Accounting Document: 
 

 
 

Now go and check in FBL1N – Vendor Line Item Report: 
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19. Retention Vendor Process 
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Step 1: ME21N – PO Creation 
 
 
 

 
 
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. 

 
 
 
 
 
 
 
 
 
MIGO - GRN – Goods Receipts: 
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Step 1: MIGO – GRN (Goods Receipts With reference to PO) 

 
Step 2: In the next screen enter the following details Purchase order number. 
 

 
 

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

 
 
Step 5: To view accounting document select “Display” and provide the material document as below.  
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Step 6: provide the values as shown above and press enter 
 

 
 
Step 7: Click on “Doc.Info” and click on “FI Documents” 
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Step 8: Double click on “Accounting Document” to view the document line items. 
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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). 
 

 
 
 
 

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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Step3: Provide the values as shown above and select the “Calculate tax” and press enter. 
 

 
 

Step 4: Provide the “same amount” in the “Amount field” and provide the HSN code in PO line item. 
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Step 5: After entered the amount in the amount field, provide the “HSN code” as below screen. 
 

 
 

Step 6: Click on “Simulate”. 
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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 “   Button”, the system will give the 
information message as below 
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Step 8: To approve the document login as approver in the SAP system. 

 

Step 9: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 11: In this step Click on the    option to post the parked Invoice “5105600968”. 

 

Step 12: Onces parked Invoice “Approved” document got posted in company code to 
display posted document go to FB03 and display the document. 
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Retention document display 
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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 . 

 

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

 
 

Step 3: Click on “  Other Invoice Document” then provide the already parked invoice document 
number and press enter as below. 
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Step 4: Provide the values as shown above and press enter. 
 

 
 

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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To view immediately posted invoice as well as accounting document, go to menu bar and click on “Invoice 
document” and click on “Display”. 
 

 
 

Click on “Follow-On Documents”. 
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Double click on two “Accounting Document” to view the line items 1. Invoice 2. Retention  
 
1. Invoice Accounting Document: 
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2. Retention Accounting Document: 
 

 
 
 

Now go and check in FBL1N – Vendor Line Item Report: 
 

 
 
 
 
 
 
 
 
 
 
 

20. Service PO Process: 
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Step 1: Enter the transaction code ME21N in command bar and press enter. 
 

 

Step 2: In the next screen enter the required details. 
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Step 3: Provide the values as shown above and press enter and in the next screen enter the required 
details. 
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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. 
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Step 5: Provide the values as shown above and press enter. 
 

 
 

Step 6: Enter the required “Tax Code” and click on “Account Assignment” tab. 
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Step 7: Check and verify the GL account and Cost center and save the PO. To save click on “Save”. Once the PO 
is saved the system will populate the below message. 
 

 
 
 
ZMS01 – Measurement Sheet (To record the Service Consumption)  
 
Step 1: Enter transaction code ZMS01 in command bar and press enter. 
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Step 2: In the next screen enter the required details. 
 

 
 
 

Step 3: Enter “Service PO Number & Company Code” and press enter and Click on the “Input 
Measurement“button to record the Service Consumption. 
 

Company code details can 

be selected from Company 

code list data 
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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 
 
 

 
 

Step 5: Click on “Save” icon. 
 

 
 
Step 6: After Click the “Save” Icon, system will create the JMS and will display the document number. 
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Step 7: Click on the “Change” icon. 
 
 

 
 
Step 8: Click on the “Release” icon to trigger the approval process. 

 

 
 
Step 9: System will display the “Workflow released for approval” message at the bottom of the screen. 
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Step 10: After Approval Initiator will receive the Approved mail. 
 

 
 
Step12: To create the Abstract from the Approved JMS, enter the T Code ZAS01 and Press Enter. 
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Step13: Enter the Service PO Number and Company Code and Press Enter, 
Step14: Select the Approved JMS and click the “Process Selection” Push button. 
 

 
 
Step15: Click on the “Save” icon. 
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Step16: System will create the Abstract and will show the “Abstract” Number. 
 

 
 
Step17: System will create the “Service Entry Sheet” and “GR Document” both will get update the Purchase 
Order History Tab. 
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Step18: In the above screen click on “FI DOCUMENT” the system will display the below screen 

 

 
 

Step 19: In the above screen double click on “Accounting Document” then the system will display the below 
screen 

 



 
 

 

                      SAP User Manual for Accounts Payables Process 
 
 
 

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

 
Page 315 of 325 

 

 
 

 
Step20: System will display the Accounting Document. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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). 
 

 
 
 
 

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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Step3: Provide the values as shown above and select the “Calculate tax” and press enter. 
 

 
 

Step 4: Provide the “same amount” in the “Amount field” and provide the HSN code in PO line item. 
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Step 5: Click on “Simulate”. 
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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 “   Button”, the system will give the 
information message as below 
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Step 7: To approve the document login as approver in the SAP system. 

 

Step 8: Click on “ ”  SAP Business Workspace Button.  
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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. 
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Step 11: In this step Click on the    option to post the parked Invoice “5105600969”. 

 

Step 12: Onces parked Invoice “Approved” document got posted in company code to 
display posted document go to FB03 and display the document. 
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MIRO – Vendor Invoice Posting (For Service PO): 

Step 1: Enter Transaction code MIRO in command bar and press enter 

 
 

Step 2: In the next screen enter the required details 
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Step 3: Provide the values as shown above and click on “Simulate” 

 
 
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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Display of posted accounting document (Which related to Invoice Document) 
 

 
 

 

21. Advance Payment against PO (Purchase Order):  
 

ME21N – Purchase order creation 

 

Step 1: Enter transaction code ME21N in command bar and press enter. 
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Step 2: In the next screen enter the required details. 
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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. 
 

 
 

F-48 (Advance Payment against PO): 

Step 1: Enter transaction code F-48 in command bar and press enter. 
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Step 2: In the next screen enter the required details. 
 

 

Step 3: Provide the values as shown above and press enter. 
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Step 4: Goto Document and simulate 
 
 

 
 

Step 5: Check and verify the line items and post the document. To post click on “Post”. 
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Display of posted document: 
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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 

FBL1N – Vendor Line Item Display:  

Step 1: Enter Transaction code FBL1N in command bar (or) Follow the below navigation path 

Easy Access → SAP Menu→ Information Systems → Accounting→ Financial Accounting → 

Accounts Payable → Account  → Vendor Line Item Display (FBL1N) 
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Step 2: Double click on FBL1N then the system will display the below screen. 

 

 

 

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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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”. 

 

 

 

Step 5: 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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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”. 

 

 

 

 

Step 7: 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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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) 
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Step 2: Double click on FK10N then the system will display the below screen. 

 

 

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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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). 
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Step 2: Double click on FBL1H then the system will display the below screen. 

 

 

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. 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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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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