: Financial Accounting w

Area : Fl — Accounts Payable
Scenario : AP Cheque Update for manual payment

INTRODUCTION AND PREPARATION STEPS

NO | DESCRIPTION

1 Access SAP system through SAP Logon Pad (SAP GUI)

2 Enter your user ID and password.

3 Execute transaction code FCHI to insert the cheque lots for the bank
TRANSACTIONAL STEPS
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E ® DATA INPUT / DESCRIPTION
CESS
STEPS
Cheque 0 Transaction FCHI to maintain the manual cheque lot in SAP for the appropriate House Bank and the Bank Account
Lot
Number « The requirement to update the cheque number for the manual outgoing payment made to the vendor from SAP.
Update « Enter the transaction code in the command box on the easy access screen which will take you to the vendor manual

outgoing payment.
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CESS
STEPS

DATA INPUT / DESCRIPTION

=

Checklot Edit Goto GSystem Help

U

E

1EQAQ BRE D008 e @

Check Lots

Change status

Archive information

To Maintain the Cheque Lot go to
Change Button

d) National Holding LLC

NBAD

Paying company code |IEIIJIJ
House Bank 1000
Account|D 1000

NBAD - EIIC - AED - 0157005738

Inzert the Appropriate Compnay Code,

Houze Bank and Account 10 of the Bank
Account.
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Checklot Edit Goto System Help

Maintain Check Lots

eaQ SHE D00 PR @F

%7\ )| BB St

Paying company ¢ 1006
House Bank 10800
Account 1D

Lotnu |Shortinfo

National Holding LLC
NBAD
NBAD - EIIC - AED - 0157005738

Select - Create Cheque Lot Button

Next ot

Number status

Nan-5

[«1[»]
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DATA INPUT / DESCRIPTION
CESS

STEPS
L=
Checklot Edit Goto System Help

& | A0 e CHME Dnon  HE @B

Maintain Check Lots

2| (D)) B[ seitiot |

Paying company code 16006 Mational Holding LLC
House Bank 18686 MNBAD

ﬁccountlDIII?Create Lot
— 1| Lot
——— Lot number 1 |
Lot nu ISh Check number |EIEIEI1 | pumber to |Nex1|nt |Number status
To (9999 _ |
ey

Insert the Cheque Lot # and the

i Cheque From and To Number

accordingly.

Mext lot number | [JMon-sequential

Pmnt meths list

Additional information
Short info |NEIAD Cheque Lot —1|

Purchase date
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hEBYN BUSINESSES RUN SAP” 7 DATA INPUT / DESCRIPTION
CESS
STEPS

Checklot Edit Goto System Help

& DA e SHE Onan BE @

Maintain Check Lots

)& 03Bl spitict

Paying company code |1EIEIEI Mational Holding LLC Save the Cheque Lot
House Bank 1604 MNBAD
Account 1D 106 MBAD - EIIC - AED - 0157005738
Check lots
-otnu |Shortinfo Check no. from Check number to Mext lot Mumber status |Nnn-se
NBAD Cheque Lot -1 Boe1 8999 C

After saving the cheque lot, we get the message “Check numbers have been saved”.

Cheque [1 Menu Path — Accounting — Financial Accounting — Banks — Environment — Check Balance — Create

Number

for the e The requirement to create and update the cheque number for the manual outgoing payment for Vendor in SAP.
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A [ ]

THESS o DATA INPUT / DESCRIPTION
CESS
STEPS
Manual e Enter the transaction code —FCHS in the command box on the easy access screen which will take you to the check creation for the
Payment manual payment.
L=
Menu Edit Fawvorites Extras System Help
& =T N =1 B e = . (s R+ e [
SAP Easy Access
L= | &) | [£= other menu | | &[4 ][] | [~ [[~ ]| | [[& Create role |
[ Fawvorites [=]:f
= = SAP menu [=i

[ [ Office
[ [ Cross-Aapplication Components
[ [ Logistics
— =5 Accounting
== ®=5] Financial Accounting

[ [ SGeneral Ledger

[ [ Accounts Receivable

[ [ Accounts Payable

— 3] Banks
Incomings
Crutgoinags
Master Data
Feriodic Processing
Information System
Ermvircnment
(O Current Settinas
] T heck balance
O Display
[ Change
=3 Create

A FCHS - Manual Checks

> [ wWoid
[ [ CDelete
= FCHX - External Data Transfer
2 F_76 - Bill holdings -

s

B e

v iy,
1000000

WJT.IV&""M’

qvw

MR ORARRY ! SRR LTI
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DATA INPUT / DESCRIPTION

CESS °
STEPS
L=
Check Edit Goto Extras Environment System Help
& 2 A0 ICaQ  SHE STO8 | EE @

Create Check Information

Payment document no. 200000003 |

Paying company code 1EIEIIII| Mational Holding LLC
Fiscal Year 2EIEIEI|

Check

House Bank , 1000
Account 1D 1000

Check number LR

Enter the Outgoing Payment Document # for the

Inzert the Cheque Details to
payment made to the vendor.

be created for the payment.

Page: 8 of 20




£ DATA INPUT / DESCRIPTION
CESS
STEPS
L&
Check Edit Goto Extras Environment System Help
< 200 @@ LHM oo s BRI @M

Create Check Information

| Accompanying docs |||% Payment document |

Payment document na. 300000003 House Bank 10008
Paying company code 1EIEIEI| Account 1D 10600

Fiscal Year 2008| Check number |aaat

Payment date ES.EIS.EEIEIEIIﬁ']

Issuing amount

Currency AED
Amount paid |400, 00 |
Cash discount amount | |

Address
Title |Company |
Payee name |ﬁEII:3 Electronics LLC |

|
|
| Y =

Street | | PO box post cde

City (=5 |  Postcode

Country lm Regional code |_|

Insert the City Details etc if not
already maintained the Vendor
Master Record,
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E DATA INPUT / DESCRIPTION
CESS
STEPS

Check Edit Goto Extras Environment System Help

& 2| 0B CEd  DHE BTOon BE @m
Create Check Information

| Accompanying docs |||%,- Payment documen

Payment document no. Im le
Paying company code [1o00 [1e00 |
Fiscal Year 2009 Check num's EEER
Payment date 23.05.2009|

Issuing amount

currency |AED- |
i Save the details to update the
Amount paid |4'E|E| B0 | cheque information.

Cash discount amount | |

Address
Title |Comp:an3.-' |
FPayee name ABC Electronics LLC

PO Box
Street PO box post cde
City |Riyadh |  Postcode [ ]
Country lﬁl Regional code |—|

Once you save the data after the data entry is complete, the cheque details are saved and below message is shown.
“Check 1000 1000 1000 0001 created manually”

You can view the cheque created via the transaction FCH2.
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. A

IHESS 7 DATAINPUT/ DESCRIPTION
CESS
STEPS
=
Check Edit Goto Extras Environment System Help
& 2 AEH e EHE SDO0 EHE @«

Payment Document Checks

Payment document no. 300000003
Paying company code 1000 Mational Holding LLC
Fiscal Year 2009
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A [ ]

INESS - DATA INPUT / DESCRIPTION
CESS
STEPS
L™
Check Edit Goto Extras Environment 3System Help
(] I R <=5 . e 5 - s O e O O 3 (= I =
Display Check Information
|£| Check recipient || Check issuer.. | Accompanying docs ||_|%,- Payment document |
{Paying company code’ 1000 Payment documentno.  |308000083
Bank details
House Bank 10aa Bank Key 555
Account ID 1000 Bank Account
Bank name MBAD
City Abu Dhabi
Check information
Check number BEo1 Currency AED
Payment date 23 05 2009 Amount paid 400 288
Check encashment Cash discount amount o,00
Check recipient
Mame ABC Electronics LLC
City Riyadh
Payee's country =A
Void [1 Menu Path — Accounting — Financial Accounting — Banks — Environment — Check Balance — Void — Issued Checks
Cheque
for the e The requirement to void an issued cheque for a manual outgoing payment made to a Vendor in SAP.
Manual
Payment e Enter the transaction code —FCH9 in the command box on the easy access screen which will take you to the void check screen.
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"INE.‘,S - DATA INPUT / DESCRIPTION
CESS
STEPS
L=
Menu Edit Fawvorites Extras System Help
& | T =1 R = =i I S s - - s e - I

SAP Easy Access

(=] ] &) | [£ other menu || &8|[ES||~] | [~ |[=]

||__13 Create role |

[ [ Cross-aApplication Components
[ [[J Logistics
= =% sAccounting

= %5 Financial Accounting

L=

[
L=
=

[ General Ledger
[ Accounts Receivable
[ Accounts Payvable
] Banks
[ Incominas
[ Cutgoings
[ Master Data
[ Periodic Processing
[ Information System
% Environment
> [ Current Settings
== %3] Check balance
[ [ Display
[ [ Change
= =9 Create
) FCHS - Manual Checks
= =5 Woid
2 FCH2 - Unused Checks
A FCHD - Issued Checks
) FCHE - Cancel Payment

B B o
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E £ DATA INPUT / DESCRIPTION
CESS
STEPS
B Check Edit Goto Extras Environment System Help
& 240 ©E@  SHE Shoas BE @

Void Issued Checks

Insert the relevant Bank
Account Details and the check
number to be voided.

2aying company code 1000

Bank data

House Bank 1000 Bank Key [555 |
Account 1D 1088 Bank Account |15?EIB§?3E |

Check to be voided

III?Check void reason code (1) 11 Entries found

Check number oaa1

Woid reason code [

Select the
appropriate "WVoid -
Reason Code".

A E3 s R B E =Y

Reason 1 Reason why a check is ‘.l'\()ldl Manual |

01 Test Printout 1
0z Page Overflow 1
03 Form Closing |
04 Ripped during printing
05 Printed incorrectly
06 Destroyediunusable
07 Stolen
08 Incorrect lot inserted
0a Reversed check payment
10 Check voided after printing
11
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E A DATA INPUT / DESCRIPTION
CESS
STEPS
=3
Check Edit Goto BExtras Environment 3System Help
@ 3l a0 @ee  CHE anoa BE @m

Void Issued Checks

Paying company code 1006

Mational Holding LLC

Bank data

House Bank 11000 | Bank Key 555
Account ID 11000 | Bank Account 1157005738
Check to be voided

Check number 0901

Void reason code lﬁ@
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E £ DATA INPUT / DESCRIPTION
CESS
STEPS
1=3
Check Edit Goto BExtras Environment 3System Help
@ 3 AH €O  CHE HDhosn BE @

Void Issued Checks

Paying company code 1000 Select the Void Option

Bank data

House Bank 1000 Bank Key |555 |
Account D 1000 Bank Account |1 ATOEST3E |

Check to be voided

Check number 8801
Void reason code [ZIEIEJ

We get the message - Check 0001 voided, payment document not reversed.
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INESS
CESS
STEPS

DATA INPUT / DESCRIPTION

Suppose we want to void the check and reverse the payment document, we need to select the transaction FCH8 — Cancel Payment.

L=
Mernu Edit Favorites Extras Systerm Help

= = = | s gw | B2 G0 G
SAP Easy AcCccess
| ||IE'| I&I |E-. Cher menu I IE”III,&'I |=-r||4-—| ||J_3 Create

— =] Fawvorites
= Al R SVO1Z2E2 - Line Iterms —= Sl Line terms, List for Primtin
= Al R _SVO1IZE197 - Customeaers: Iterms —= List of Custormer Lime
FBEBSO - Seneral Ledger —— Fosting —— Enter Gl Account Docurme
= 2/E SAF rmenu
= [ Office
[ [ Cross-Application Components
[ [ Logistics
— =] Accounting
— =] Financial Saccounting
L= Caenasral Ledger
Accounts Receaeivable
Accounts Favable
Bank=s
Imncomings
Crutgoings
Master Crata

L3
L3
L
31 Pericodic Processing
L3
=

=
=
—_—

Imnformation Systerm
Enwvironrmamnt
= 3 Current Settings
— 2TE Check balance
[ [ Display
= [ Chanae
= [ Create
— ] Woid
2 FCHZ2 - Unused Checks
D FOCOHO - Issued Chaecks

vivvv@DDD

> O Delaete

o — S—— _ — _
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E A DATA INPUT / DESCRIPTION
CESS
STEPS
=3
Check Edit Goto Extras Environment System Help
& 23l aH @eQ CHE aooa BRI @=

Cancel Check Payment

| Cancel payment |

Paying company code 10680 Mational Holding LLC

Bank data

House Bank 11008 | Bank Key | |
Account 1D |1 peo | Bank Account | |
Check payment to be reversed

Check number 0002

Void reason code |EIE|I§]

Reversal data
Reversal Reason

[o1]

Posting Date

]

Posting Period

—
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E £ DATA INPUT / DESCRIPTION
CESS
STEPS
1=3
Check Edit Goto Extras Environment System Help
@ 3 AH €O  CHE HDhosn BE @

Cancel Check Payment

Cancel payment

Click on "Cancel

Paying company code 1060 Mational Holdi Payment”

Bank data

House Bank 1000 Bank Key |555 |
Account 1D 16600 Bank Account |1 57005738 |

Check payment to be reversed

Check number 8962
Woid reason code |ﬁ|

Reversal data

Reversal Reason 1=
Posting Date
Posting Period |_|

After cancelling the check is voided and the payment document is reversed. The message will be shown as below.

Page: 19 of 20




. A

IHESS DATA INPUT / DESCRIPTION
CESS
STEPS

@ Payment for check 0002 was cancelled, reverse document 300000005
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