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Chapter 

1 
General Ledger​  

This portion will familiarize you with the transactions and 
business processes associated with the General Ledger 

The central task of G/L accounting is to provide a comprehensive picture for external 
accounting and accounts. Recording all business transactions (primary postings as well 
as settlements from internal accounting) in a software system that is fully integrated 
with all the other operational areas of a company ensures that the accounting data is 
always complete and accurate. 

Essentially, the general ledger serves as a complete record of all business transactions. It 
is the centralized, up-to-date reference for the rendering of accounts. Actual individual 
transactions can be checked at any time in real-time processing by displaying the 
original documents, line items, and transaction figures at various levels such as: 

▪​ Account  information 

▪​ Journals 

▪​ Totals/transaction figures 

▪​ Balance sheet/profit and loss evaluations 

In this manual we will be explaining the various business processes associated with 
General Ledger. The following are the items which will be discussed in detail: 

▪​ GL Master Data 

▪​ Journal Voucher Posting 

▪​ Bank Voucher Posting 
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▪​ Reference Document 

o​ Account Assignment Model 

▪​ Reversals  

o​ Individual 

o​ Mass 

▪​ Manually Clearing Documents 

▪​ Debit Note / Credit Note Application 

▪​ House Banks & Bank Keys 

▪​ Creation of Cheque Lots 

▪​ Scripts 

o​ Denomination Script ( Only for HO) 

o​ Exchange Cheque Posting (Only for HO) 

o​ Transfer Letter ( Developed for Life Sciences) 

 

GL Master Data 
G/L account master records contain the data that is always needed by the general 
ledger to determine the account's function. The G/L account master records control the 
posting of accounting transactions to G/L accounts and the processing of the posting 
data.  Before you can make postings to a G/L account, you have to create a master 
record in the system for the account. 

The collection of all GL Accounts make up the Chart of Accounts(COA) for the business 
and is basically is a list of all G/L account master. For every G/L account master record, 
the chart of accounts contains the account number, the account name and controlling 
information. 

 

To create a account go to transaction FS00. 

​ ​  

In this screen, the GL account can be: 
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▪​ Created 

▪​ Changed 

▪​ Displayed 

▪​ Blocked for Posting 

 

 

 

 
 
 
Creating an Account 
To create an account, write new account number in GL Account Number field and then 
go to menu bar and select GL Account 
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The account group has to be specified. These are the various groups: 

 

It has to be specified whether this account will be a P/L account or B/S account. 

 

A short Description for the account has to be specified 

 

These were the fields required in the Type/Description Tab of this screen. After entering 
these, go to the Control Tab 
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The Account currency indicates the currency in which this account is held. If a currency 
other than the company code currency is specified, users can only post items in that 
currency to this account. If the company code currency is specified, users can post items 
in any currency to this account. In our implementation the company code currency is 
PKR. 

Only Balances in Local Currency Check Box: When creating a G/L account in a 
company code, you can decide whether the transaction figures should only be kept in 
the local currency for this account. You have to set this indicator for clearing accounts 
you use to clear line items in various currencies with one local currency amount and 
without posting any exchange rate differences that may occur.  

​ WARNING: Do not set this indicator for A/P and A/R reconciliation accounts. 

Tax Category: In tax accounts, you can specify the type of tax on sales/purchases (input 
or output tax) that can be posted to the account.  

Posting without Tax allowed: If you select this indicator, no tax code needs to be 
entered when posting to this account. If a tax code is entered, it is checked according to 
the tax category for this account. 

Recon Type for Account Type: An entry in this field characterizes the G/L account as a 
reconciliation account. The reconciliation account ensures the integration of a sub ledger 
account into the general ledger. The G/L account itself is not designed for direct 
posting. In this way, a reconciliation between sub ledger and general ledger is always 
guaranteed. 

Leave blank if not a recon account 

Go to tab Create/Bank/Interest to fill up the other fields required to create an account 

 
 

The field status group needs to be inputted: You use this field to define which fields are 
displayed when you post accounting transactions to a G/L account. A field may have 
one of the following statuses: 

▪​ Hidden (suppressed) 
▪​ Entry required (required field) 
▪​ Ready for input (optional field) 
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Creating with Reference 
The simplest way of making a GL account is by creating with reference. In this way you 
create an account with reference to an account created in that particular category. For 
example in the COA the following are the 

Long Term Deposits  103 
Deposits 1030 
Deposit agnst Rent 103000 
Deposit agnst Telephone 103001 
Deposit agnst Clubs 103002 
Deposit agnst Fuel 103003 
Other Deposits 103004 
First Grindlays Modaraba 103005 

 

Therefore an account created in  this head will be 103006 and will have the same 
features as 103005. Therefore create the new account with this reference as follows: 

Click on  the With reference button specifying the account to be created the GL Account 
no. 
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A window will be displayed. In this window specify the account you want to create 
with reference to. 

This will copy all  the fields present in account already created and hence you can edit if 
this is different from the account to be created.  

 
Journal Voucher Posting 
This can be done in 2 transactions in SAP 

FB50 -Enter G/L Account Document  

F-02- General Posting  

 

 

 

Posting by FB50 
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The following screen will be visible: 

 

Document Date: This is the date when the document is being posted.  

Posting Date: This is the date at which your GL Accounts will be effected. 

Reference: This field is used  for text purposes for the document being created. 

Short Text: This field is used  for text purposes for the document being created. 

Document Type: For JVs this should be SA document type. 

In the table provided below, specify the GL account for which transaction is required, its 
amount and whether it is being debited or credited. 

 

After this is done, double click on the first line item. The following screen will be 
shown: 

Enter Tax Code if any. 

The Business Area field is mandatory.  

For Expense Accounts, the cost center is a mandatory. 

Text field is used for line item description. 

 

 

Go back and make further GL Entries. On the top right hand side of the screen, you will 
find a Total Debit & Credit Balance. Till this is equal the system will not let you post the 
document. This is also indicated by the red light. 
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After the JV Entries have been made, the following entry would be simulated. This is 
done by clicking on the simulate button. 

Please note that simulation of the JV is not mandatory. 

 

 

 

To post the document, click on the SAVE button. 

Posting by F-02 
Go to Transaction F-02: 

 

 

 

Document Date: This is the date when the document is being posted.  

Posting Date: This is the date at which your GL Accounts will be effected. 

Reference: This field is used  for text purposes for the document being created. 

Doc. Header Text: This field is used  for text purposes for the document being created. 

Document Type: For JVs this should be SA document type. 

Company Code: This will always be IMCL 

Currency: This will be PKR if transaction to be recorded in Pakistan rupees 

Specify the Posting Key of the first GL account you what to effect.  
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If account is to be debited: 40 

If  account to be credited:  50 

 

After entering this information, press ENTER. 

The following screen will be visible: 

 

 

 

 

 

The upper half of the figure, encircled, shows the details of the fist line item that you 
entered in the previous screen. 

Enter Tax Code if any. 

The Business Area field is mandatory.  

For Expense Accounts, the cost center is a mandatory 

Text field is used for line item description. 

After you have entered the above fields, enter the other account detail that you would 
like to make. Specify the next GL Account and whether it has to be credited(50) or 
debited(40). 

 

The similar procedure will be followed for entering other line items 
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After entering all line items, simulate the document by pressing the document 
overview. Although simulation is not required, it is still recommended. 

After simulating, the following will be visible. The Debit & Credit amounts are equal, 
therefore the system will let you post the document. Posting is carried out by clicking 
the SAVE button. 
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To Post with Reference 
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To post with reference, go to transaction F-02 and click on the Post with reference 
button. The following screen will be visible: 
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Specify the Document Number with which you require to create with reference.  

If you wish to change amounts click on Enter GL Account Items & DO not propose 
accounts. 

The subsequent screens will take you through different line items. After simulating the 
document, post after making changes to the document. 

GL Fast Entry 
 

To enter different account line items, go to F-02 and click on GL Fast Entry 
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In this way you can enter different line items on one page instead of going through 
multiple screens. This is one particular format available for fast entry. 
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The other template available can be selected by clicking on Settings in Menu Bar and 
selecting Entry Template 
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The above window will be displayed: 

 

Double click on the SAP02 template. The following will be displayed. This includes 
additional fields including texts. 
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Cash Voucher 
 

To post a Cash voucher, use the same procedure as posting a JV using either transaction 
FB50 or F-02. The only difference will be using the following document types: 

▪​ ZB: Cash Expense 

▪​ ZC: Cash Receipts  

 

Bank Voucher 
 

Similarly for posting a bank voucher use transaction FB50 or F-02. Change document 
type if required and as per your business decision.  
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Employee Transactions 
 

There are 3 ways employee Master Data is being maintained in the system and the 
reason for creating master data varies.  

▪​ Personal Number: This is created in the system by the HR Department. This is used 
by Finance for recoding details for Balance Sheet Items 

▪​ Internal Order: This is created by Finance Department used for recording details for 
expenses. The number assigned to an employee is derived from the personal 
number. 

▪​ Customer: Employee is created in the system as a customer, only when a Cheque has 
to be given to the employee. 

 
Personal number of Employee 
 

In the HR Module, every employee in ICI is being maintained. Every employee is 
assigned a Personal Number which is created in SAP by the HR Department. As can be 
seen the personal number used is a 8 digit number assigned by the HR Department. 
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If the finance department wants to record Balance Sheet accounts by employees, so that 
a record can be derived employee wise, the personal number should be input at the 
time of recording a finance accounting document. For example, If finance department 
would like to keep a record of Imprest Cash and give a break up of this balance sheet 
item by employee, it will have to record the personal number. 

At the time of creating a JV, CV or Bank Voucher, when you are entering the details of 
the Balance sheet item, click on the More button to input the personal number field: 
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The following dialog box will appear 

 

Enter the personal number for which the transaction has to be recorded. If a name can 
not be found, consult the HR Department. 

Only record balance sheet items by Personal Numbers. 
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Internal Order  for  an  Employee 
The Internal order is created in the system if an expense has to be recorded for an 
employee and can only be used for P/L Items and NOT Balance Sheet items. 

If an Internal Order for an employee is not created in the system, find the corresponding 
Personal Number of that employee. For example if an Employee has the personal 
number 00001234, than the Internal Number assigned to that employee should be 
A00001234. 

In this was Personal Number and the Internal Order will always belong to just one 
employee. Ensure that whenever an  Internal Order is being created, it does not exist in 
the system, otherwise wrong numbers and duplicate Internal Orders will be created. 

                                                                             00000001      �   A00000001 

 ​ ​ ​ ​   Personal Number �  Internal Order 

Creation of Internal Order 

 

To create an Internal Order go to transaction KO01.  
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The Order type for Creating Employee Internal Order will always be Z100. Enter this 
and press Enter. 
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Enter the Internal Order Number to be given ( to be derived from personal number as 
given above), and enter the short text which will be the name of the employee. Enter the 
Business area as well. After entering this, go to Control Data Tab 
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Here DESELECT this check box. After this save the employee created.  

To change an Internal Order created go to KO02. 
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To Display an Internal Order go to KO03 

 

Using Internal Orders to record expenses incurred for Employees 

At the time of creating a JV, CV or Bank Voucher, when you are entering the 
details of the Expense item, enter the number created in the Order field as 
shown as follows: 
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Employee Payments by Cheque 
In the legacy system, to pay a check to a Employee, the following was the accounting 
entry generated: 

DR         Expense​ ​ ​          CR      Bank 

But in SAP, to take out a Cheque from the system a liability must be created in the SAP 
System. So this entry will be carried out in two steps: 

1.​ Creation of Liability 

DR         Expense​ ​             CR      Employee 

This will be done through transaction F-02  

2.​ Payment to Employee ( Payment by Cheque) 

DR         Employee​ ​ ​              CR      Bank 
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This will be done through transaction  F-58 

Reversals of Accounting Documents 
 

To reverse a accounting document created in Finance, go to transaction FB03.  

 

Enter the Account document number which is to be reversed. Make sure that the fiscal 
year is accurate as the same document number could exist in multiple fiscal years as 
well. Press enter to continue 
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Click on the reverse button after confirming that this is the button to reverse. The 
following window will be displayed: 

 

Specify the reversal reason, posting date. 

The reversal reasons are the following: 
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Enter the Posting date. The posting date for reversal cannot be before the posting 
document for the document which is to be reversed. 

 

Click on the reversal button as shown above. This will reverse the Document and the 
system will create a RV Document. 
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Mass Reversal 
 

31 



SAP MANUAL – FINANCE & CONTROLLING 

 

To reverse a number of documents execute transaction F.80 

Enter the documents which have to be reversed in the Document Number field. Enter 
the fiscal year and execute this selection ensuring that the test run click button is 
selected. The posting date for the reversal document has to be entered as well. 

32 



SAP MANUAL – FINANCE & CONTROLLING 
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