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Chapter

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.

Menu  Edit Favorites Extras  System Help
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SAP Easy Access
BE & B2 -

b (1 Favorites
7 {3 SAP menu
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»  Created
= Changed

= Displayed

= Blocked for Posting

IS - IR L S I R S N B e e
Create

Centrally

@ | |Editﬂnancia| statement version || Editset”Editcostelement|

Create with reference

Change

Display

s 2|00 wneeere | 8]0

. Createlbankiinterest | Keywordiftranslation

Shift+F2

Account group
® PL staternent acct
) Balance shest account

Description
Short text
GIL acctlong text

Consolidation data in chart of accounts

Trading partner
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=
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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

= 3 s 2 NN ez BN S

Display G/L Account Centrally

| LD
anear  [o)
COMBSRMEACENIN 11C. |

| | Edit financial staternent version || Edit set || Edit cost element |

&l (2] [0 [0 withreterence | |@] | T

. Create/hankiinterest

. Control data - Keywaorditranslation

Typeldescription

Caontrol in chart of accounts

Account group (=]
® PEL staternent acct

0 Balance sheet account

Description
Shaort text
GIL acctlong text
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ceount Edit Goto  Ex nent Se tem  Help

A H e a\@[ﬁlﬁﬁﬁﬁlﬁl@

€

T Create

g iy
Create with reference

5 cChange = [ | Editfinancial statementversion || Editset | Edit cost element
Displa

Gl — HEg

By Bl stan Limited 01 with reference
Set delete flag

ta k Createfhankiinterest k key worditranslation k Inf... h. EE
(€ Ext Shit+F3
Account group i)

@ PL staternent acct
) Balance shest account

Description
Short text
GIL acctlong text

Consolidation data in chart of accounts

Trading partner

[ [ | PRD (2) (100) P2l PRDSAP | INS

Sseer| | 10 & YA | @s.] &l CADRHY 1w

The account group has to be specified. These are the various groups:

Fixed assets accounts El

F ounts

General GiL accounts

Incorme statement accounts

Liguid funds accounts

Materials management accounts |E|
Recon.account ready for inpot

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

@ PL staternent acct
) Balance sheet account

A short Description for the account has to be specified

Description

Short text
/L acct long text |

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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wnt  Edit Goto

Create G/L Account Centrally Irrency
[t | foy-] | F G | 4| p | F [ | Editfinancial statementversion | Editset | Edit cost element ln that
GIL account no. GOOO01 st ltems
Company code IMCL Indus Motar Comparny Lt | 3 with reference | ,ency iS

Typeidescription Control data k Create/bankiinterest k ey worditranslation k Inf... “. E"I|

Account control in company code

|[<]}v]

Account curreney PKR Pakistani Rupee nt ln a
[ ] only balances in lacal croy .
Exchange rate difference key kept m
Waluation group ~counts
Tax categary

[ Posting without tax allowed || lnt and
Recon. account for acct type [

Alternative account no.
[]Acct managed in ext. system

Inflation key untS.

Tolerance group

En

5 (input

[ [ | R3P (1) (100 S R3ASAR NS o

"B Microsoft Pa... Q}; 11:04 AM

Postlng w1thout 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

cocount

Edit Goto ontment  Seftings Sy Help

I SCE& I DHEHE O DLOn BRI &
Create G/L Account Centrally

I-‘|'_3|“| at | 5] @| 4 » | =P (= | Edit financial staterment version | Edit set || Edit cost elerment e
GIL account no. sooaa1
Company code IMCL  Indus Motor Company Lid [C1  with reference |

Typefdescription | Controldata ~ Create/bankinterest | Keywaordiransiation  poinf. [, [+ ['=]

Control of docurment creation in company code
Field status group
[ Post automatically anly

[ Supplement auta. postings

[JRecon. acct ready for input

J[«]Y]

Bankffinancial details in company code
Flanning level
[ Relevant ta cash flow

Commitment itern
House bank _—
Account 1D

D]l

[ I | R3P (1) (100 R3IASAP | INS
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oo

R e=triction=s

| S
|= = @0 o E] =2 2] ] == |

Field =tatu=s wariant: 1

FStGroup | Text

o0 Zurrent As=sets

LE V)N E Fixed Assaets

SOo0o4g Ligquid As=set=s

SO0Os Hank accounts (obligatary value date)
SO05 —urrent Liabilitie=s

L Lond Term Liabillities

SOo0s Revenue

So0og Costofgood sald

o Con=sdrmption

=0 2 ASdmin & Selling

=01 =2 Egquity

=14 FReconciliation accounts for “>endors
o Reconciliation accodnts for Custamears
e = Scrapping Chabdd

= O Tithiar racaieahla s fmaw s b la =

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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aja B @@ DR Do BE @
Edit G/L Account Centrally
| | | IIHII | | | Edit financial staterment version || Edit set || Edit cost element |

_1 03006

sel |2/ O[O winreerence | (@] [

Type/description | Control data | Createfbankfinterest | Keyworditranslation

a3

Descriptian
Short text
GIL acct long text

Consolidation data in chart of accounts

Trading parther

SAP Easy Access

B @52 v

[ [ Favorites
% 3 SAP menu
> [ Office
[ [ Logistics
2 {3 Accounting
= = Financial Accourting
% 4 General Ledger
= {3 Document Entry
&) FBS0 - Enter GIL Account Document
) FBC. - Cash Journal Pasting
@ Fwa0 - Edit or Park GIL Document
172 F-04 - Postwith Clearing
) F-06 - Incoming Payments
) F-07 - Dutgoing Payments
@ F-05 - Valuate Fareign Currency
7 F-02 - General Posting
> [ Reference Documents
P [ Others
> (J Document
[ [ Account

[[4][r]
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The following screen will be visible:

gl 0 3|aB eee CHE DDoD D @M
Enter G/L account document
|,?ﬁ Tree on | | |® Hold... ||ﬁ Simulate | | |B Park | | |§ Editing options |

Basic data '
Dot. date @ Currncy  PER
Faosting date 21,02 2006

Reference

Shrt tet

Crass-comp.na.

Company code

IMCL Indus Motor Company Ltd Port Qasim K.

lterm= (Standard 4)

5t...|GIL acct Short text Dic Armount in doc.curr.  [Loc.curr.amaount T..|Tax jurisdictn code |Assignment no. alue ﬁ
=] 000
g 0.o0
=] 0.o0
=] 0.o0

EREIC ERE I e
. L|RIP@00 b Rase

s Start

LiJ.;-I"‘ Gl Manual-.., W ke Gl a... E Microsoft P,

The Business Area field is mandatory.

For Expense Accounts, the cost center is a mandatory.

Text field is used for line item description.

G (6 | =0 ¥3 A3 75 || G =] | () [y

Correct G/L account item

72ioEE ou WIH
Companycode  IMCL ost the

Itern 1 f Dehit entry 7 40

Amount 100,000, 00 PR

Tax code @ [ calculate tax
Business area

Costcenter Order
FProfit center

Metwork
Purchasing doc. Ciuantity
“alue date 21.02 . 2006 Ciue on
Assighnrment

22 Long text
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100,000 .00

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.

IR Rk sk N e e R R

2 | 2 ¥ 40 85 | E]E] G (O

Document Overview

S reset | B Taxes || [T | 8 | (B B chosse (@ swe | B || T R 2 B (@ sc | @

4]0+

Doc. number Company code IMCL Fiscal year
Doc. date 21 .82, 2006 Fosting date 21.02. 2006 Feriod
Lo - =

I I I I N e W

o200 A5 20 | B (A 1 () o
Enter G/L Account Posting: Header Data

| Held document || Act assghmt model.. || GIL itern fast entry || Postwith reference |

_21 02 2086 8 | PR
Documentnumber Translationste
Reference Cross-CCro. =

0|
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If account is to be debited: 40

If account to be credited: 50

First line iterm
P sty 40 Account 721000 @_GIL Trans.type

After entering this information, press ENTER.

The following screen will be visible:

g 0 w0 BeeeCHE f000 PR Q6

Enter G/L account document: Add G/L account item
|E) More data || Actassgnmt model... || GIL itemn fast entry || Tax amounts |
_T21 aoa

Companycode  HCL

Itetn 17 Dehit entry [ 40
100660
20 [ Caleulate tax

Amaount

item that you

Tax code
Business area
Cost center
Profit center

Order

G111781

Netwark

Quantity
Due an

Purchasing doc.

Walue date 08.03.2006

Assignment
Text Ali Abbas-Muzaffarabad exp-10/01/06 to 20/022006 @ Long text

MNext line itern
Psthiy 50 Account 267081

at you would
edited(50) or

& untitled - Paint

EJ;] GL Manual-Siraj - ... EJ,":{ FICO General Led... ™ Enter GjL account: ..,

iy Start

Mext line item
Psty 50 Account [@).6L

Trans.type Mew co.code

The similar procedure will be followed for entering other line items

10
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| 0 240 eee -"H® onon B Qn

pter G/L account document: Correct G/L account item

.E |i> Wore data || Act assgnmt model... | GIL item fast entry || Tax amounts |

GIL item fast entry  (Shift+F8)

261080

Companycode  IHCL.

Iterm 1 ¥ Debit entry 1 40

Amaunt flon, oo0. 60 PKR

Taxcode 2 [ Calculate tax
Business area ol

Frofit center qeRe 434

Value date 05.04. 2006 Due an
Assignment

Text

Mext line item
Patiey

Account Mesy co.code

Sp.GIL Trans.type

. L|r3omEon e RIDSAP

s Start T ) B K 0 &L Manual-5... ™ SAP Easy Ac... ™ Enter GiL ac..,

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.

1
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g 2 290 cee -0s 8noD BE QN

Enter G/L account document: Display Overview

| Display currency || Park document || Act assgnmt model... || GIL item fast entry || Taxes |

_DE.B-'-LZBDE

_05 B4 200G
Iﬁiﬁmﬂ- -2995 _95.94.2995

[ters in document currency

FK Bush Acct FPKR Lmount Tax amnt
Qa1 40 900 COQRZGTE0Q HBZ-Main alc - 100, QR A0 Zn
Qa2 50 900 COQEY21000 Salaries & benefits 100, 006 . A - it

2 Line iterms

D 100,000, 00 C 100,000, 00

Cther line item
P stk | @count Sp.GIL Trans.type Mew co.code

. L|r3omEon e RIDSAP

s start ™ SAP B3 3 microsof... | O GL Man... ™ SAP Eas... ™ Enter Gf...

To Post with Reference

12
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Enter G/L Account Posting: Header D_a_fﬁ—-—-—-.h

‘Held documentHAct assgnmt model ||GIL itern fasterfg | P ith reference L

£ Fostwith reference Shift+F9

DG 032003 3 | PRRO |
Docurentnumper Translatondte

Reference  CmssCCro.
Docheagerted
Tredingpa®s

- [
oo AENHAEE D@ & | @3l aller el Zslfn]  CEDEET e

To post with reference, go to transaction F-02 and click on the Post with reference
button. The following screen will be visible:

13



SAP MANUAL - FINANCE & CONTROLLING

=

g 0 200 eee BB snon B Qn

Post Document: Header Data

Reference

Daocument number
Company code IHMCL
Fiscal year 2005

Flow contral

[_] Generate reverse posting

[l Enter GIL account items

[]1 Do not propose amounts
[1Recalculate days and percentages
[ Display line iterns

[ Copy texts

[] Transfer functional area

. L|r3omEon e RIDSAP

s start ™ SAP B3 3 microsof... | O GL Man... ™ SAP Eas... ™ post Do,

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

14



SAP MANUAL - FINANCE & CONTROLLING

Z| 00 2liH eee CHE SHDL0IRAFR @B
Enter G/L Account Posting: Header Data
‘ Held document ‘ | Act assgnmt model |W Fostwith reference
C oo temastenty_snvre]; |
DG 032003 3 | PRRO |
Documentnurger Translationdte
Reference CrmssCCro.

Docheagerted
Tredingpa®s

- [
oo AENHAEE D@ & | @3l aller el Zslfn]  CEDEET e

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.

15
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| 0 240 eee -"H® onon B Qn

Enter G/L account document: Add G/L account items

| Actassgnmt model... || GIL item fast entry || Tax amounts |

GIL account items
PE Account Amount PR Tx Bubr Costctr Crder
Text WHBS element

| @

Other line iterns
Patiey Account Sp.GIL Trans.type Mew co.code

[l ean oy esom vl pansap
Enter GfL account document: Add GfL account

™ Freer i, | L " & )Ls 490pPMm

The other template available can be selected by clicking on Settings in Menu Bar and
selecting Entry Template

16
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Settings
Display currency e e R N e e R N
Line layout

Enter G/L account docu " ) bunt items
Editing options

Entry template

GIL account items
PE Account Amount PR Tx Bubr Costctr Crder
Text WHBS element

C)

Other line iterns
Patiey Account Sp.GIL Trans.type Mew co.code

. L|r3omEon e RIDSAP

3 microsof... | O GL Man... ™ SAP Eas... ™ ErterGi... | 0§ SAPSC,., & )LE 441 PM

The above window will be displayed:

SAPAT Standard ane-line
SAPBZ Standard two lines

vix@anan

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

17
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Z| 0 2B eea CHE anos BAE Q@B
Enter G/L account document: Add G/L account items
2 @ | Actassgnmtmodel.. | GILitem fastentry | Taxamounts

GiL account items
PK Account Amount FKR Tx Bulr Costctr Order
Text WHS element

| @

Qther line items
Account Sp.GIL Trans.type Mew co.code

[l @an My anm Ml RInsap | (bS i

M SAP RS, 'E] Micrasaf, .. Dj GL Man... .. Wl Jan 4:40 PM

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.

18



SAP MANUAL - FINANCE & CONTROLLING

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.

19
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tvalue range (1) Entries found
// IC nurnber t Organizational assignment ) % Last name - First name “l IEIIZI
T

ALIHEEIEIEEEY
Last hame First name Title |Birth date |Pers.no. “|Start date |End date
Chaudhry Altaf H. 16.05.1945 00000001 16.05.1945 31.12.99349 |E|
MNAWAL JEHAMNGIR BASHIR 23111947 0000OOOO2 23111947 31.12.9999 E
AHMED MEHAL 30111956 00000003 30111956 31.12.9999 H
LAKHAMNI RLUBAB A 09.0¥.1345 00000004 05.07.1949 31.12.9939
hALI WACIAR AHMAD 25.05.1958 00000005 25051958 31.12.99349
AGHA S IMRAMN 03.12.1953 00000006 03.12.1953 31.12.9999
LSMAN MOHSIN 18.01.1955 0DO0OOOOOY 18.01.1955 31.12.9999
BAIG MOHAMMED ZUBAIR 21.07 1954 DODOOOODE 21.07.1954 31.12.9999
IGBAL TANVEER 16.05.1959 00000004 16.05.1959 31.12.9939
AUAN SUILTAN 01.05.19545 00000010 01.05.1955 31.12.99349
HASSAN MOHAMMAD KHALID 14.051957 00000011 14.05.1957 31.12.9999
KHARM ATTAULLAH TAHIR 26101957 00000012 2E10.1957 31.12.9999
RIZvI FERDZ 09.051953 00000013 05.05.1953 31.12.9999
QAT SHAKEEL AHMAD 05.04.19545 00000014 05.04.1955 31.12.99349
FAROQOGUI M ABDLIS SALAM 26.03.1950 000000145 26.03.1950 31.12.9939
HUSSAIN MASOOD |JAL 0r.07.1958 00000016 07.07.1958 31.12.99949
AQLEEL S MIRFAN 31.121958 00000017 31121958 31.12.9999
GILAMI S MNAVEED H 02041956 00000018 02.041956 31129989 ([ |
MAHMOOD AFZAL 05101953 00000014 05101953 31.12.9939 |Z|
ZAIDI SYED RAZA M 16.11.1954 00000020 15.11.1954 31.12.9939 E
L[] [ L]

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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| 0 240 eee -"H® onon B Qn

Enter G/L account document: Add G/L account item

|i> Maore data || Act assgnmt model... || GIL item fast entry || Tax amounts |

_?21 (E]e]a]

Iterm 1 ¥ Debit entry 1 40
Amount 2a0a80| PKR
Tax code [ calculate tax

Business area
Cost center Order
Profit center

MNetwork
Purchasing doc. Quantity
Value date 05.04. 2006 Due an

Assignment
Text

Mext line item
Patiey

Account Mesy co.code

Sp.GIL Trans.type

. L|r3omEon e RIDSAP

« start ™ SpP RS, | EJ Microsof,.. | O GLMan.., ™ SAP Eas,,, S Erteri.. | L) SAPSC., M)LK 447

The following dialog box will appear

_TEIEI|31 {1

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.

21
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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 1 A00000001

Personal Number [| Internal Order

Creation of Internal Order

Menu Edit Favorites Exras B

(R e s e S e Bt e e N e P2

em  Help

SAP Easy Access
GE & B2 -

b 1 Favorites
= {1 SAP menu
b 1 Office
P [ Logistics
=2 3 Accounting
P [ Financial Accounting
b [ Treasury
=7 {3 Controlling
i | Cost Element Accounting
b [0 cost Center Accounting
< i Internal Orders
7 (3 Master Data
FE) KOO4 - Order Manager
=7 {3 Special Functions
< 3 Order
T KOO - Create
fE) KOO2 - Change
) K003 - Display
b [ collective Processing

[[41[r]

B [ current Settings
P [ Planning

ENE

| [> |R3D (1) (500) [l R3DSAP INS o

[
[ =cpprp., [ B3 Microsof... | O GLMan.. | ™ S5aPEas... ™ cpEas., | DY SAPSC..  @)LE 450PM
|

To create an Internal Order go to transaction KOO1.
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The Order type for Creating Employee Internal Order will always be Z100. Enter this
and press Enter.

g 0 He@ee LR 80As RE @
Create internai Order: Initial screen

C 100

L | PRD (1) (100) P2 PRDSAP | INS |
;astart”J @& 5 DG o |J @' saad Kari... | BjFICO Gen...”?l:reate . | EE we

23
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gl 200 290 €ee LHE fnon DR @
Create Internal Order: Master data

400000440
5 SIRAJ-UR REHMARN 2

Assignments

Assignments

Company code IMCL s Motor Company Ltd
Business area

Profit center

Respansible CCir

Reguesting CCtr
External arder no.

& Company code currency transferred [» | R3D (1) (500) MEl RIDSAP

O GL Man... ™S4 Eas... ™ Create L. | D8 SAPSC., & )LE' 4E5PM

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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zl 0 zu@)eee CEHB anon DR QB
Create internal Order: Master data

_.“.9999991234

Control data

Selemeas  REL [v]a e compe
Usersaus  PLM | seliress

Status number o

Currency PER FPakistani Rupee
Order category . Internal Order (Cantrolling)
atistical ar Actual posted CCtr
i Plan-integrated order} |
o

L4 ] [P ——

;astart”J & &) DG e |J @ 5aad Kari... | BjFICO Gen...”?l:reate L. | AR R T s

Here DESELECT this check box. After this save the employee created.

To change an Internal Order created go to KOO02.

5 C@@ S E DA ER G

Change internal Order: Initial screen

distare ||| ] & B DG o || @ seadkari... | EFICO Gen...|[qichange 1. [ BT B3 141s
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To Display an Internal Order go to KO03

| 00 2ldH e@e CHE SDLN AR @B
Display internal Order: Initial screen

;astart”J & &) DG e |J @ 5aad Kari... | BjFICO Gen...”EDisplay L. |[GRERR TR

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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2] @ aMECe@ CHE D000 PR
Correct G/L account item

Companycode  IMCL.
Itern 1 ¥ Credit entry £ 50
Amaunt P50, 000 .00 PKR
Tax code [ calculate tax
Business area =]al]
Cost center 3317 @ )
Profit center qeRe
MNetwork
Purchasing doc. Quantity
Value date 05.04. 2006 Due an
Assignment
Text T o

O GL Manual-s...

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.

| 2 290 eee -"H® onon B Qn

Reverse Document: Header Data

|6%§ Display hefare reversal ||. Find documents |

Document details
100008624
Company code IMCL
Fiscal year 2005

Document no.

Reverse posting details

Reversal reason a1
Posting date
Fosting period

Check management specifications

Yoid reason code

. L|r3omEon e RIDSAP

s start Em el O L Manual-Siraj-# ., ™ Deverse Documen,,, | L0y SAP SERIPTS - Mic...

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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em Help

Settings  Extras  Environment Sy

BldH Qe BHE SNLs HE @0

Document Overview
@1'4 4 P& F EF E & @ choose [@ save |TF B & EH [ Taxdata BB

Edit

Goto

Document

— |Reverse document (Cri+Shit+F12)] [«]
Doc.type : 58 ( G/L account document ) Normal document E‘
[Doc. numher 10000601 Company code THMCL Fiscal year 2005
Doc. date 05.04.2006 Posting date 05.04 2006  Period 10
Doc.currency  PKR
Itm|PK| Account Account short text |Assignment Tx Amount | Text
1)40| 721000 Salaries & henefits [01000000012005 Z0 25,000.00
2|50| 261008 HBZ-Main alc - 0108000061 2005 Z0 25,000.00-

[dledl [ |[l»]

| [» |R3D (1) (500) 5| R3DSAP INS &

1) start [ E3 Micrasoft [T Gl Manual-

Click on the reverse button after confirming that this is the button to reverse. The
following window will be displayed:

Company Code IMCL
Docurment number 10AE0EEGE1

Fiscal year 20085

- Reversal reason {1 Feversal in current period
FPosting date
Feriod

Yoid reasaon

v & X

Specify the reversal reason, posting date.

The reversal reasons are the following:
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Reason|Text
I Reversal in current period
a2
B3
a4
a5

Reversal in closed period
tctual reversal in current period
hctual reversal in closed period
hocorualideferral posting

vEER I x

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

_1EIEIEIEIEIEIEIE
-EEIEIE

Feverse document {Ctrl+5hiﬂ+F12}!

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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Edit em Help

Environrment

CHQ DHE OHDLOO HEE @@

Goto Settings

Document

Document Overview
Gl 2 44 P METFTEFE DM @@ chose @ save T @ G EH H Taxdata H [E

Doc.type : 58 ( G/L account document ) Normal document E‘
[Doc. numher 10E0R0E0Z Company code Fiscal year 2005

Doc. date 05 .04 2005 Fosti 3 05, 84,2808  Perl 10

boc.currency  PKR Re gfooaoaoat ¢ 2085

i e

Itm|PK| dccount foccount short text | Assionment Tx Amount | Text

1(4a| 7216000 Salaries & benefits |0100000EO12005 Zi 500, 600 . 60

2|50 261600 HBZ-Main afc - 10000081 2065 Zi 500, BO0 . B0-

& Document 600000001 was posted in company code IMCL ) [» |R3D (1) (500) 5| R3DSAP INS &

4 Start [ Microsoft E L s, | TF Gl Manual-siraj-a ... "{_l':: 534 PM

Mass Reversal
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SAP Easy Access

EBE| % E&2)| v a

> [ Logistics
< {3 Accounting
7 {3 Financial Accounting
7 {3 General Ledger
B [ Document Entry
=7 {3 Document
2 FBO2 - Change
) FBOY - Change Line lterms
2 FBO3 - Display
2 FBD4 - Display Changes
2 FBRA- Reset Cleared ltems
= {3 Reverse
2 FB0E - Individual Reversal
[ 1 Parked Documents
[ 1 Reference Documents
[ 1 Cross-CC Transaction
B 1 Account
B[] Master Records
> [ Periodic Processing
[ [ Reporting
B [ Infarmation System

| @as (1) 000) | QASERVER | INS
S

%@Eﬂ 15:12

Hstort||| 29 & ) 26 | @t | B [[on. @5

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.
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gl 220 290 €@ LHE fnon DR @
Mass Reversal of Documents: Initial Screen

o

General selections

Document type ]
Pasting date ]
Entry date to
Reference numkber to
Reference transaction ]
Referance key ]
Lagical system to

lelolelelolole] oTlo

eysseinsting details

Reasaon for reversal o1
Fosting date |35.B4.QBDE@
Fosting period

E3 microsoft Excel
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