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REVISION HISTORY

Date Document Document Revision Description | Author Reviewer
Version
24.02.2019 0.1 User Manual Preparation Vivek Naveen

1.1. Post Vendor Invoice Booking

SAP T-code FB60
Process Enter FB60 in Transaction box and click Enter or Tick symbol

= mMepy Edit Egqurorit Extras System Help
= -
& || EE=E - I « @ d

SAP Fasy Access
SAP T-code FB60
Process e Go to Basic Data Tab - Enter vendor number - Enter invoice

date - Posting date - Enter reference, example bill number -
Enter Amount - Enter Business place and Section code - Enter
text - Enter expense G/L - Enter amount — Enter Tax Code - Enter
cost centre

Enter Vendor Invoice: Company Code 1000

& Tree on Company Code &5 Hold [%*% simulate Park £ Editing options

Transactn | Invoice - | Bal. |0.o00 lco@
Basicdata | Payment | Detais | Tax | Withholding tax | Motes | | Vendor
Address
“endor 1oooos | Sp.GJLI ] - Mr. and Mrs.
ﬁwoice date 24.02.2019 Reference CHECQUE \ KPM PvEt Ltd
Posting Date |24.02.2019] Bally Road
Document type | Vendor Invoice  ~| 800001 Patna-Patna
Cross-CC Mumber | |
Amount |65,000.00 | | IR
[ calculate Tax Bank account 12093746527
Tax Amount [ | -| Bank Key SBINOD0D999S5
Bus.Place/Sectn 'BHO1| s [BEHOL] : State Bank Of India

\1» : 1") [ o

1 Itemns ( Mo entry variant selected )

| 3ot Shorf Tnﬂ’ nTiad Amount o doc oo Lo Tradi WI Pa af

50100 Salaries Debit 65,000.001000 1610001
|

.Q Debit « 1000
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SAP T-code FB60
Process Click on Simulate - Enter
Document Overview
& wHReset [ Taxes [Hprark [Hcomplete ¥ & F [ Wchoose [Wsave & TF @ ZF E Easc
Doc.Type : KR ({ Vendor Inwvoice ) Normal document
Doc. Number Company Code 1000 Fiscal Year 2018
Doc. Date 34.02.2019 Poating Date 24.02.2019 Period 11
Calculate Tax
Ref.Doc. CHECQUE
Doc. Currency INR
Etm PE| Account Account Short Text Assignment Ix Amount
1|31(100005 KFM Pvt Ltd 65,000.00-
2|40( 750100 Salaries 65,000.00
—=
Document 1900000108 was posted in cormpany code 1000

1.2. Vendor Payment

SAP T-code

F-53

Process

Enter F-53 in Transaction box and click Enter or Tick symbol

[ Menu Edit Favorites Extras System  Help
I all —
- % (] [
q = Tl A=
SAP T-code F-53
Process Enter document date (date when the payment is made) &

Posting date - Enter reference - Enter Bank Account Number -
Enter amount - Enter text - Enter vendor number - After filling

the details, press enter or click on process open items
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Post Outgoing Payments: Header Data

Process Open Items
Document Date 24.02.2019 Type KZ Company Code 1000
PostfG Date 24.02.2019| Period 11 Currency/Rate INR
Dgni Number Translation dte \
eference cheque Cross-CC Murmber

oc.Header Text Trading part.BA

learing Text
|Bank data

Account 160302 Business Area

Amount 1

Amt.in loc.cur.

Bank Charges LC Bank Charges

Value date 24.02.2019 Profit Center

Text cheque Assignment

Open item selection Additional selections
Account 100005 (® None

Account Type K " |Other Accounts () Amount

pedial G/L Ind v|Standard OIs ()Document Number
PN Advice No. D j (JPosting Date
e — —
| Automatic Search () Others

SAP T-code F-53

Process Select all - Deactivate - Select the items that needs to be cleared
and click on document menu option and select simulate - Save -

Document Generated
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Post Outgoing Paymenis Process open items

rence Charge Off Difference  &” Editing Options

& Cash Disc. Due

Display in clearing currency

.~ Standard | partial Pmt | Res.Trems | WH Tax
Account items 100005 KPM Pvt Ltd
Document... D.. Document... P.. Bu... Da... INR Net CashDiscount CDPer.
1900000100 KR 18.02.2018 31 e 39,200.00-
1300000101 KR 18.02.2018 31 a 29,400.00-
1900000102 KR 18.02.2019 31 (3 49,000.00-
1900000103 KR 18.02.2018 31 & 73,500.00-
1900000106 KR 22.02.2019 31 2 12,250.00-
1900000107 KR 22.02.2019 31 2 15,500.00-
1900000108 KR 24.02.2019 31 ] [ ks, 000 ﬂﬂf:
W 1 0 01a =219 11 1150 oo oo_ -
4 » < »
| ‘E”?l ‘E” Am... ‘ |ﬂzﬁ Gross<... H&ﬁ Currenqr‘ | [ Ttems \ﬁ” Items | ‘ 1 Disc. \‘u'/ Disc.
Processing Status
Number of Items 21 Amount Entered 1.00-
Display from Item 14 Assigned 65,000.00—
Reason Code Difference Postings
Mot Assigned 64,999.00

SAP T-code

F-53

Process

Click on Document and simulate - Save - Document Generated

Post Outgoing Payments Display Overview

'§| EE Display Currency [EN Taxes 13 Reset
Docurmnent Date 24.02.20189 Type KZ Cormpany Code 1000
Posting Date 24.02.20189 Period 11 Currency INR
Docurnent Nurmber | INTERNAL Fiscal Year 2018| Transktion dte 24.02.2019
Reference CHEQUE Cross-CC Murmber
Doc.Header Text Trading part.BA

Items in document currency

FE Buslk RAcct INER Amount Tax amnt
ol 50 LA e 'L.E!.na_ra Bank Out JZUb oo, U0 U0—
002 25 0000100005 KEM Ewt Ltd &5,000.00

D &5,000.00

C 65,000.00 a.

ao

* 2 Line Items

Document 1500000081 was posted in company code 1000

1.3. Create Cheque lots and Cheques(cheque leafs)
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SAP T-code FCHI

Process Enter FCHI in Transaction box and click Enter or Tick symbol

[Z Checklot Edit Goto System  Help

@ |ron ke eqe SHE SDOD @R QB

Check Lots

dy* & Change status  Archive information

SAP T-code FCHI
Process Paying company code - House Bank - Account ID - Click on
Change (Pen)
Check Lots

& & Change status  Archive information

-
Paying company code 1000 BSPTCL
House bank CANLR
T ot
Account ID CRNAR| &
\ = =
SAP T-code FCHI
Process Click on New Icon - Under Lot - Lot number - check number - to

number - Non sequential - Under Additional Information - Short

Info - ok - save
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Maintain Check Lots

i g@ (® split lot
Paying company code 1000 BSPTCL
LR AT [=- Create Lot x
Account ID

Lot
Check lots | ﬂumber 8 \
Lot N... Short Info Check Number 8000 E lot Mumber Status  Non-seg
1 SBI Current Account | TO 2050 1005 -
2 ICICI Current Account [y~
3 Canara Bank 3rd check | Control data IN USE =
4 Canara Bank 4th check | Next lot number | Mon-sequential IN USE |
5 Bandhan bank Pmnt Meths List IN USE v
[ Canara Bank 5th Chekl| IN USE v
7 Canara Bank 6th Chekl § Additional information v
Short Info Canara Bank 5th checklot
urchase date
vlx]

Maintain Check Lots

& O o Ep sphtlot
Paying company code 1000 BSPTCL
House bank CRNER  CAMARA BANK
Account ID CANAZR| CANARA BANK

Check lots
Lot M.J. Short Info Check no. from Check number to Mext lot Mumber Status  Non-seq

T a =

] Canara Bank 5th checklot 8000 8050 ||_ o -
Check numbers have been saved

1.4. Assign Cheque against Payment Document (ManaulCheque

Assignment)

SAP T-code FCH5

Process

Enter FCHS5 in Transaction box and click Enter or Tick symbol
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[ Menu Edit Favorites FExtras System  Help

& ([Fas o eee CHE DOOD BE @@

SAP Easy Access
L_if)B E? &a Other menu ] &F | v a L_if)Createrole @—55;'.555 By:.’:."%".?—'.."

SAP T-code FCH5

Process Payment Document Number -Paying Company Code - Fiscal Year

—-Check - House Bank - Account ID - Check Number -Enter - Save

Create Check Information
G &

(yment Document Number 1500000081 \

Paying company code 1000 BSPTCL
Fiscal Year 2018
Check
House bank CANRR CAMARA BANK
T Tt
Account ID | CANER| O CANARA BANK

=
\@ck nurnber 2001 /
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Create Check Information

[ Accompanying docs [y Payment document

Payment Document Number 1500000081 House bank CANER
Paying company code 1000 Account ID CRNAR
Fiscal Year 2018 Check number 2001
Payment Date 24.02.201%9

Issuing amount

Currency INE
Amount Paid 65,000.00
Cash discount amount

Address

Title Mr. and Mrs.
Payee name KPM Pt Ltd

PO Box
Street Bally Road PO box post cde j
City Patna Post.code 800001
Country IN Regional code 04
Check 1000 CAMAR CAMAR 8001 created manualy
1.5. Display Cheque Information
SAP T-code FCH1
Process Enter FCH1 in Transaction box and click Enter or Tick symbol
(= Menu Edit Favorites Extras Systemn Help
& || Fan JdH e SHE DDOoD BER @\
SAP Easy Access
[& ™ & 2% other menu el = v . [& create role (2] =
SAP T-code FCH1
Process Paying Company Code - Check Data - House Bank - Account ID -

Check Number - Enter
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Display Check Information

Check recipient
Name

City

Payee's country

Regional code

KPM Pvt Ltd
Patna

IN

04

3ying company code 1000 BSPTCL

Check data

House bank CANAR Bank Key

Account ID CANAR Bank Account

Check nurmber 2001

Display Check Information

& | Zlcheck recipient  Check issuer... | [ Accompanying docs S Payment document

) 5 Tt

Paying company code L|;U:|ntlJ Payment Doc.Mo. 1500000081
Bank details

House bank CANLR Bank Key CNREO000352
Account ID CANLE Bank Account 0352101042062
Bank name CAMARA BANK

City Patna

Check information

Check number g001 Currency INE

Payment Date 24.02.2019 Arnount Paid &5,000.00
Check encashment Cash discount amount 0.00

1.6. Payment Document Cheque

SAP T-code

FCH2

Process

Enter FCH2 in Transaction box and click Enter or Tick symbol
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[ Menu Edit Favorites Extras System  Help

@ | Fon - dH @@ DHE DDOD R @

SAP Easy Access
’__ﬂE E? &5 Other menu = F | w a BCreateroIe @—55;'_5;5 @Z.‘:_"e'it—t:'

SAP T-code FCH2

Process Payment Document Number - Paying Company Code - Fiscal Year

- Enter

Payment Document Checks

&
Payment Document Mumber 1500000081
Paying company code 1000 BSPTCL
I ol
Fiscal Year 2018
= =

Display Check Information

& =] check recipient Check issuer... Accompanying docs %Payment document
Paying company code 1000 Payment Doc.Mo. 1500000081

Bank details

House bank CRNAR Bank Key CHRBODOO352
Account ID CANAR Bank Account 0352101042062
Bank name CANARA BAMK

City Patna

Check information

Check number 8001 Currency INR
Payment Date 24.02.2019 Amount Paid &5,000.00
Check encashment Cash discount amount 0.00

Check recipient

Mame KPM Pvt Ltd

y = =
City LPatnaI 1
Payee's country IN
Regional code 04

1.7. Void Issued Cheque
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SAP T-code FCH9

Process Enter FCH9 in Transaction box and click Enter or Tick symbol

[& Check Edit Goto Extras Environment System  Help
RS -jE @ CHR Do BR Q@B
Void Issued Checks
& Void
SAP T-code FCH9
Process Paying Company code - Bank Data - House Bank - Account ID -

Checks to be Voided - Check Number - Void Reason code - Click

on Void button

Void Issued Checks
&t Woid

@ng company code 1000 BSPTCL \

Bank data
House bank CLMAR Bank Key
Account ID CLNLE Bank Account

Check to be voided

Check number 2001
=gt
Wid reason code I_r:|||5|_I /

Check 8001 voided, payment document not reversed

1.8. Cheque Register
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SAP T-code

FCHN

Process

Enter FCHN in Transaction box and click Enter or Tick symbol

[5 Menu Edit Favorites Extras System  Help

@ |Fom B ce@e DHE dDan BE @ m

SAP Easy Access

[#[* | & | saothermenu | & By &7 | v & | [BCreaterole | @9 Assion users  [SyDocumentation
SAP T-code FCHN
Process Paying Company Code - House Bank - Account ID - Payroll Checks

- Execute

&
Check Register
@

(= program Edit Goto  System  Help

48 ¢@e@  BHE D o8 EE @

Paying Company Code
House bank

ccount ID

Payroll Checks

1000 to | =]
CANAR to B
CANAR to |i|
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Check Register
G AFY ZEREDE ATHT.L BEHES B K44 rH
BSPICL Check Register 24.02.2019 / 19:48:47
Patna User: YASH_FI2
Company code 1000 Page: 2
Bank CRNAR CANARE BRNK Patna
Bank Key CHNREO000352
Acct number CRNAR 0352101042082
Checks created manually
Check Number from To Payment Fmnt Date |Crcy Emount Paid (FC) |[Recipient/Void Reason Code Enca./Void|
3004 1500000051|11.02.2018 wvoided by YASH FI2 - Destroyed/unusable 15.02.2019
3005 1500000075(15.02.20138 wvoided by YASH FI2 - Stolen 15.02.2019
3006 1500000051 |11.02.201%| INR 153.76- |Harsh Tour & Travels Patna 04
4000 1500000078 18.02.201% wvoided by YASH FI2 - Destroyed/unusable 18.02.2019
5000 1500000079 22.02.201% wvoided by YASH FI2 - Destroyed/unusable 22.02.20189
6003 1500000080 22.02.201% wvoided by YASH FI2 - Destroyed/unusable 22.02.2019
8001 1500000081 | 24.02.201% wvoided by YAEH:FIZ - Destroyed/unusable 24.02.2019
* Payment Method Checks created manually INR 158.76-

1.9. Cancellation of Cheque

SAP T-code

FCHS8

Process

Enter FCH8 in Transaction box and click Enter or Tick symbol

= Menu  Edit  Favorites

Extras

& |roue -

SAP Easy Access

[& % | & | &z 0ther menu

Systern  Help

& B o

b A %

L_ﬂ Create role

B Assign

Cae DHE DDhoOs BE @m

By:::."é".?'.:'

SAP T-code

FCH8

Process

Cancel Payment

Paying company code - House Bank - Account ID - Under Check
Payment to be reversed - Check number (8002 Another Manual
check lot I Created In FCH5) - Void reason code - Under Reversal

data - Reversal Reason - Posting Date - Posting Period - Click on
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Cancel Check Payment

& Cancel Payment

Wﬂmpanv code 1000

Bank data
House bank CRNAR
Account ID CRNAR

Check payment to be reversed

Check number a002
Void reason code 06
Reversal data

Reversal Reason 01

g? Date 24.02.2018
I
ing period A

BSPTCL \

Bank Key
Bank Account

/

Payment for check 8002 was cancelled, reverse docurnent 1700000038

Manual End




