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General Ledger 
1 Purpose
The central task of G/L accounting is to provide a comprehensive picture of 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.

The SAP FI General Ledger Accountant has the following features:

· Free choice of level: corporate group or company 

· Automatic and simultaneous posting of all sub-ledger items in the appropriate General Ledger Accountant accounts (reconciliation accounts) 

· Simultaneous updating of General Ledger Accountant and cost accounting areas 

· Real-time evaluation of and reporting on current accounting data, in the form of account displays, financial statements with different financial statement versions and additional analyses.

Essentially, the General Ledger Accountant 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

2 Prerequisites
2.1 Master Data 

SAP Best Practices Standard Values

A range of indispensable master and organizational data was created in your ERP system in the implementation phase, such as the data that reflects the organizational structure of your company, as well as master data that suits its operational focus, for example, master data for materials, vendors, and customers.
This master data usually consists of standardized SAP Best Practices default values and enables you to go through the process steps of this scenario. 
Use the following master data in the process steps described in this document:
	Master Data
	Value
	Selection
	Comment

	Cost Center
	*
	All
	Select all cost centers


2.2 Roles

Use

The following roles must have already been installed to test this scenario in the SAP NetWeaver Business Client (NWBC). The roles in this Business Process Procedure must be assigned to the user or users testing this scenario. You only need these roles if you are using the NWBC interface. You do not need these roles if you are using the standard SAP GUI.
Prerequisites

The business roles have been assigned to the user who is testing this scenario.
	Business Role
	 Details
	Activity
	Transaction

	SAP_BPR_FINACC-S
	General Ledger Accountant
	
	FB50 

	
	
	
	FB03

	
	
	
	FAGLL03

	
	
	
	FAGLB03

	
	
	
	S_ALR_87012289

	
	
	
	S_ALR_87012287

	
	
	
	S_PL0_86000030

	
	
	
	FB08

	SAP_BPR_FINACC-K 
	Finance Manager
	
	F.80

	
	
	
	FBD1

	
	
	
	F.15

	
	
	
	F.14

	
	
	
	F.13

	
	
	
	F-03


3 Process Overview Table

	Process step
	External process reference
	Business condition
	Business role
	Trans-action code
	Expected results

	Posting General Ledger Accountant Account Documents
	
	
	General Ledger Accountant
	FB50
	

	Displaying a Document
	
	
	General Ledger Accountant
	FB03
	

	Displaying and Changing Line Items
	
	
	General Ledger Accountant
	FAGLL03
	

	Display Balances
	
	
	General Ledger Accountant
	FAGLB03
	

	Displaying the Compact Document Journal
	
	
	General Ledger Accountant
	S_ALR_

87012289
	

	Displaying the Document Journal
	
	
	General Ledger Accountant
	S_ALR_

87012287
	

	Displaying G/L Balances (List)
	
	
	General Ledger Accountant
	S_PL0_

86000030
	

	Reversing a Document
	
	
	General Ledger Accountant
	FB08
	

	Reversing a Document – Mass Reversal
	
	
	Finance Manager
	F.80
	

	Processing a Recurring Entry Document
	
	
	Finance Manager
	FBD1
	

	List of Recurring Entry Original Documents
	
	
	Finance Manager
	F.15
	

	Carrying Out Recurring Entries
	
	
	Finance Manager
	F.14
	

	Account Maintenance: Automatic Clearing
	
	
	Finance Manager
	F.13
	

	Account Maintenance: Manual Clearing
	
	
	Finance Manager
	F-03
	


4 Business Processes
4.1 Posting General Ledger Accountant Account Documents
Use

You receive G/L account documents that have to be posted manually in the SAP system.
Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Accounting ( Financial Accounting ( General Ledger ( Posting ( Enter G/L Account Document

	Transaction code
	FB50


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-S (General Ledger Accountant)

	Business role menu
	General Ledger  Document Entry  Post G/L Account Document


2. If a dialog box appears, enter the following data if it is not already been defaulted by the system:
	Field name
	Description
	User action and values
	Comment

	Company Code
	
	1000
	


3. Choose Enter.
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To change the company code, choose Edit ( Change Company Code.

4. On the Enter G/L Account Document: Company Code 1000: screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Document Date
	
	<current data>
	

	Posting Date
	
	<current data>
	

	Currency
	
	INR
	INR for domestic currency


5. Enter the following data for the first line item:

	Field name
	Description
	User action and values
	Comment

	G/L Account
	
	<G/L account number>
	for example,44983900 Conveyance expenses-FBT 

	D/C
	
	Debit
	

	Amount in Document Currency
	
	<amount>
	for example,1100

	Cost Center
	
	<cost center number>
	for example, Cost Center 1301,Manufacturing

	Text
	
	Being conveyance expenses incurred on visit to vendor
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The cost center is only needed, if the G/L account number is a cost element.
6. Enter the following data for the other line items:
	Field name
	Description
	User action and values
	Comment

	G/L Account
	
	<G/L account number>
	for example,44983300 Traveling expenses-Dom-Staff-FBT 

	D/C
	
	Credit
	

	Amount in Document Currency
	
	*
	Amount from the last step or enter < * > 

	Cost Center 
	
	<cost center number>
	for example, Cost Center  1101 Management

	Text
	
	Being traveling expenses posted to conveyance correctly
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The value date is only needed, if the G/L account is a bank account with Value Date mandatory.
7. To check the document before it is posted, choose Simulate (F9). 
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This enables you to display the document, including the input tax to be posted, and to correct it if necessary. Confirm any messages that appear with Enter.

8. Choose Post.
9. In the lower area of the screen, the system outputs the message Document xxxxx was posted in company code XXX.
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Make a note of the document number.

Result 

The General Ledger Accountant account document is posted.
4.2 Displaying Document
Use

This transaction can be used in General Ledger Accountant accounting as well as in the area of accounts payable and accounts receivables. It is used to display a document. 

Prerequisites

Before you can start with this general business processes you have to post some documents.

Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Accounting ( Financial Accounting (  General Ledger ( Document ( Display

	Transaction code
	FB03


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-K (Finance Manager)
SAP_BPR_FINACC-S (General Ledger Accountant)

	Business role menu
	General Ledger  G/L Account Processing


2. Only SAP NetWeaver Business Client (SAP NWBC): choose Search Criteria: and enter the following entry
	Field name
	Description
	User action and values
	Comment

	G/L Account:
	
	<GL account number>
	for example,44983900

	Company Code:
	
	1000
	

	Recon account for acct type:
	
	
	

	Marked for deletion:
	
	
	

	Blocked for posting:
	
	
	


3. Only SAP NetWeaver Business Client (SAP NWBC): choose Apply.
4. Only SAP NetWeaver Business Client (SAP NWBC): mark the required row (account) and choose Display All Items. 

5. Only SAP NetWeaver Business Client (SAP NWBC): mark the required row (document) and choose Display. 
6. Only SAP Graphical User Interface (SAP GUI): enter the following data:

	Field name
	Description
	User action and values
	Comment

	Document Number
	
	XXXXXXXXX
	Enter the number of document you made a note of earlier.

	Company Code
	
	1000
	

	Fiscal Year
	
	<year of the posting document>
	


7. Only SAP Graphical User Interface (SAP GUI), choose Enter.
8. On the screen that follows, the posted document is displayed in the document overview along with all the document header information (such as the document number, posting date, invoice date, and the individual posting lines) including the input tax line, which is posted automatically. 

9. Double-click one of the posting lines (or choose the magnifying glass icon) to display the details for that posting line.

10. You can then choose Display ( Change (Shift+F1) to switch to the change mode and change certain details in the document, such as the terms of payment.
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You cannot change accounts, amounts, tax amounts, or tax codes. If you get an error regarding these document contents after posting the document, you have to reverse it.

[image: image14.png]



The transaction starts with the Display Document: Data Entry View screen. With General Ledger View (Ctrl. – F09) you can switch to the General Ledger View of the document. This is necessary for the display of results of document split. With Entry View (Ctrl. – F10) you can switch back.
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The General Ledger View is not in the scope of layer 0. The General Ledger View is only used, if you have installed the Online Split.

If you want to display the results of the document split, the standard layout has to be changed by choosing Select Layout . Choose Change Layout (Shift+C). 

A dialog box appears. 

Select the additional field (for example, Segment) from the column Hidden Columns, select the position, you want to move it, in the column Displayed Columns and move it using the left arrow button in the middle of the dialog box.

In document 

General information regarding the List Viewer adaptation can be found via End User Docu.
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In case of a reversed document (see below Reversing a Document) the document header (F5) of a reversal document contains the number of the reversed document. The document header (F5) of the original document contains the number of the reversal document and the reversal reason.

Result 

The document is displayed.
4.3 Displaying and Changing Line Items
Use

Displaying and changing line items in a General Ledger Accountant account.

Prerequisites

Line layout variants, totals variants, and selection fields have been maintained in Customizing.

Procedure

The following procedure describes how to display a document.
1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Accounting ( Financial Accounting ( General Ledger ( Account ( Display / Change Items (New)

	Transaction code
	FAGLL03


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-S (General Ledger Accountant)

SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  Document Processing  G/L Account Line Items (New)


2. On the G/L Account Line Item Display G/L View  screen, make the following entries:
	Field name
	Description
	User action and values
	Comment

	G/L account
	
	<GL account number>
	for example,44983900

	Company Code
	
	1000
	

	All Items
	
	<select>
	


3. Choose Execute (F8).
4. If you choose All Items, the system displays all the account items. You can also choose to display only open items or cleared items. Proceed as follows to change the document:
5. Select the line item you want to change by clicking the box at the start of the row.
6. Choose Change Document.
7. On the Change Document: Line Item <number> screen, make the required changes to the line item. 
8. Note that you cannot change all of the fields. For example, you cannot change additional account assignments or the amount.
9. Save your entries.

Result

The line items of an account have been displayed / changed.
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Instead of switching to the entry view, you might want to display / change line items belonging to a specific ledger. Choose Ledger allows selecting different G/L-Ledgers and leads to the creation of a list, which contains the respective line items.
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Custom Selections allows selection by additional criteria.
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You cannot change accounts, amounts, tax amounts, or tax codes. If you get an error regarding these document contents after posting the document, you have to reverse it.
4.4 Displaying Balances
Use

Displaying General Ledger Accountant account balances.

Prerequisites

The General Ledger Accountant account contains items.

Procedure

The following procedure describes how to display a document.
1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu

	Accounting ( Financial Accounting ( General Ledger ( Account ( Display Balances

	Transaction code
	FAGLB03


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-S (General Ledger Accountant)

SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  G/L Account Processing


2. Only SAP NetWeaver Business Client (SAP NWBC): choose the necessary Search Criteria:
	Field name
	Description
	User action and values
	Comment

	G/L Account:
	
	<GL account number>
	for example,44983900

	Company Code:
	
	1000
	

	Recon account for acct type:
	
	
	

	Marked for deletion:
	
	
	

	Blocked for posting:
	
	
	


3. Only SAP NetWeaver Business Client (SAP NWBC): choose Apply.
4. Only SAP NetWeaver Business Client (SAP NWBC): choose the line of the GL Account (for example: 44983900) by choosing the box at the start of the row, and choose Display G/L Account Balance
5. Only SAP NetWeaver Business Client (SAP NWBC): on the GL Account Balance Display screen, enter the required data
	Field name
	Description
	User action and values
	Comment

	G/L Account
	
	<G/L Account>
	for example,44983900

	Company Code
	
	1000
	

	Fiscal Year
	
	<fiscal year>
	for example, current year


6. Only SAP NetWeaver Business Client (SAP NWBC): choose Execute (F8).
7. SAP Graphical User Interface (SAP GUI): on the GL Account Balance Display screen, enter the required data.

	Field name
	Description
	User action and values
	Comment

	Account Number
	
	<G/L Account>
	for example,44983900

	Company Code
	
	1000
	

	Fiscal Year
	
	<fiscal year>
	for example, current year


8. SAP Graphical User Interface (SAP GUI): choose Execute (F8
Result

The balances for every period in the year are displayed.
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To show the single document entries of a period, select the balance field of the period you want to display by double-clicking.
To show all the documents of the year, double-click the total balance field.
4.5 Displaying the Compact Document Journal
Use

The compact document journal displays the most important data from the document headers and items in the form of a table for the documents selected. The list can be used as a compact journal and for reconciliation with the account balances (accounting reconciliation).

Prerequisites 

Documents have been posted for the selected period.

Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu

	Accounting ( Financial Accounting ( General Ledger ( Information System ( General Ledger Reports (New) ( Document ( General ( Compact Document Journal

	Transaction code
	S_ALR_87012289


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-S (General Ledger Accountant)

SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  Information System  Compact Document Journal


2. On the Compact Document Journal screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Company Code
	
	1000
	

	Fiscal Year
	
	<fiscal year>
	for example, current year

	Ledger
	
	<blank> or
0L
	Choose the Ledger you are interested in; if nothing is entered, the documents belonging to the leading ledger will be shown.

	General Selections

	Reference Number
	
	
	If required, enter the specified reference document numbers.

	Further selections

	Standard Documents
	
	<select>
	


3. Choose Execute (F8).
Result 

A separate list is created for each document status (standard documents, recurring entry original documents, sample documents, statistical documents depending on what you have selected as further selections). The document status is indicated in the list header.
Totals lists by each period are created separately at the end of the compact document journal.
4.6 Displaying the Document Journal
Use

The document journal is created once every month and contains all the document postings for a particular posting period. It can be printed on paper with an official notarial stamp. The document journal contains the most important data from the document header and document items.
Prerequisites 

Documents have been posted for the selected period.

Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu

	Accounting ( Financial Accounting ( General Ledger ( Information System ( General Ledger Reports (New) ( Document ( General ( Document Journal

	Transaction code
	S_ALR_87012287


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-S (General Ledger Accountant)

SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  Information System  Document Journal


2. On the Document Journal screen, make the following entries:

	Field name
	Description
	User action and values
	Comment


	Company Code
	
	1000
	

	Fiscal Year
	
	<fiscal year>
	for example, current year

	Ledger
	
	<blank> or
0L
	Choose the Ledger you are interested in; if nothing is entered, the documents belonging to the leading ledger are shown.

	General Selections

	Posting Date

From - To
	
	01.04.FY – 31.03.FY+1
	FY = fiscal year
for example

	Reference Number
	
	*
	If required, enter specified reference document numbers.

	Further Selections

	G/L Account
	
	<G/L account> 

to
<G/L account>
	If required, enter the account number(s) to be reported.

	Output Control

	Test run
	
	(
	

	Line Items Pages Only
	
	(
	


3. Choose Execute (F8).
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Test Run:

This option controls whether a database table, where balances are stored, should be updated or not. For detailed information please refer to the documentation of the report.
If Test run is active, the system only generates a log. Data is neither updated nor changed in the mentioned database table.

If Test run is not activated, the system updates the data in the database.
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Depending on selections of the output control, for example, different levels of detail and summation, consecutive numbering of line items, or output of the alternative account number instead of the number specified in the document can be achieved. For details refer to the program documentation (Shift+F1) 
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If the document journal has multiple selections, active as default: this is not possible for company code, fiscal year and posting date. 

In this case a warning message

<Only one interval possible for posting date; others are ignored> is created.

Choose Enter. Another warning is created:

<Exactly one fiscal year must be specified>

Choose Enter. 
Result 

A list is created on the basis of the parameters entered on the selection screen. 

The posting key and, where appropriate, the special G/L indicator is printed for each document item. 
4.7 Displaying G/L Balances (List)
Use

The list allows evaluating G/L Accounts with all key elements of the General Ledger Accountant, for example, G/L Account, (if special optional building blocks are installed: Profit Center and Segment). It allows the variation of the appearance on the screen and the breakdown concerning additional elements.
The list shows - beneath account description and the keys of the selected elements the balance carry forward from the previous year and previous periods, debit and credit totals of the reporting periods and the final balance of the elements selected. 

Different from the appearance in transaction FAGLB03 (Display Balances, see above) you can with this transaction achieve a visualization of single or multiple accounts for the selected period and the relevant organizational units.

If the optional building blocks are installed you are able to create, for example, a list of G/L Account balances for one Segment or one Profit Center. 
Prerequisites 

Documents have been posted for the selected period. 
Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu

	Accounting ( Financial Accounting ( General Ledger ( Information System ( General Ledger Reports (New) ( Account Balances ( General ( G/L Account Balances (  G/L Account Balances (New)

	Transaction code
	S_PL0_86000030


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-S (General Ledger Accountant)

SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  Information System  G/L Account - Balances


2. On the Selection: G/L Account-Balances  screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	General Selections

	Currency Type
	
	10
	Company code currency

	Company Code
	
	1000
	

	Profit Center
	
	
	If required select a Profit Center, which was posted.

	Segment
	
	
	If required select a Segment, which was posted.

	Report Selections

	Ledger
	
	0L
	Choose the leading ledger (0L) or another Ledger defined by yourself. Choose via input help (F4).

	Fiscal Year
	
	<fiscal year>
	for example, current year

	From Period
	
	<from period>
	for example,01;

If required, choose another period for the start of the selection.

	To Period
	
	<to period>
	for example,12; 

If required, choose another period for the end of the selection.

	Output Type

	Classic drilldown report
	
	X
	Mark this option.


3. Choose Execute (F8).
4. Only SAP NetWeaver Business Client (SAP NWBC): make the following entries:
	Field name
	Description
	User action and values
	Comment

	G/L account selection

	Company code
	
	1000
	

	Transaction Figures Selection

	Currency Type
	
	10
	Company code currency

	Fiscal Year
	
	Current fiscal year
	

	Further Selections

	Reporting Periods
	
	<from period>
	for example,01;

If required, choose another period for the start of the selection.

	To 
	
	<to period>
	for example,12; 

If required, choose another period for the end of the selection.


5. Choose Execute (F8).
Result 

The result of the selection is shown as a Classic Drilldown Report, the appearance of which you can vary.

On the display screen choose Settings ( Characteristic display ( Name and key to display the account number next to the account description.
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If you use the Profit Center in NewGL

To change the breakdown (for example, to profit center) choose Navigate ( Switch breakdown ( Profit center.
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As an alternative for the classic drilldown report, the program offers a graphical report output or an object list. To use this functionality, select the respective option on the selection screen.

[image: image26.png]



To select by additional criteria of the General Ledger from the G/L Master Record, choose Free Selections (Ctrl+F4), copy the selected criteria to the selection screen and enter the selection there. These selections will be considered when executing the program (F8).
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If you execute the G/L account-balances view, a dialog box appears with the message:

<Do you want to save the data first?>

If you say <yes>, the report was saved with the data of the list.
By the next start of the list, a message appears and you can choose, if you want to make a new selection or if you want to display the saved list.
4.8 Reversing a Document
Use

This scenario describes the procedure for reversing FI documents. During this process, the system generates accounting documents, adds information to existing documents and updates the transaction figures in the affected ledgers.

The following types of reversal are supported by the system:


Individual reversal


Mass reversal

Prerequisites 

FI-Documents are posted and have to be reversed.

4.8.1 Reversing a Document – Individual Reversal
Use

You can reverse a document that has been created in Financial Accounting.

Prerequisites 

Documents have been posted.

Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu

	Accounting ( Financial Accounting ( General Ledger ( Document ( Reverse ( Individual Reversal

	Transaction code
	FB08


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-S (General Ledger Accountant)

SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  G/L Account Processing


2. Only SAP NetWeaver Business Client (SAP NWBC): choose the necessary Search Criteria: 
	Field name
	Description
	User action and values
	Comment

	G/L Account
	
	G/L Account:
	for example,44983900

	Company Code:
	
	1000
	

	Recon account for acct type:
	
	
	

	Marked for deletion:
	
	
	

	Blocked for posting:
	
	
	


3. Only SAP NetWeaver Business Client (SAP NWBC): choose Apply.
4. Only SAP NetWeaver Business Client (SAP NWBC): mark the required row (account) and choose Display All Items. 

5. Only SAP NetWeaver Business Client (SAP NWBC): mark the required row (document) and choose Reverse Document. Choose Reverse Document on the screen Reverse Document to continue
6. Only SAP Graphical User Interface (SAP GUI): on the Reverse Document: Header Data screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Document Number
	
	xxxxxxxxxx
	Enter document number. for example,100000000

	Company Code
	
	1000
	

	Fiscal Year
	
	<current year>
	For example, 2009

	Reversal Reason
	
	03
	Reversal in current period.


7. Only SAP Graphical User Interface (SAP GUI): choose Post.
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If you do not enter a posting date, the document is posted under today’s date.

8. You can use the search help function to find the number of the document to be reversed if you have forgotten it. To do this, choose Create Document List/Find Documents (F6).

9. You can display the document again to check it before you reverse it. To do so, choose Display before Reversal (F5).

10. Choose Post (Ctrl+S) to post the reversal document. The system displays the message Document xxxxxxxxxx was posted in company code 1000.

11. Make a note of the document number.
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Note that a document that has been reversed cannot be reversed a second time.

Result 

When you post the reversal, the system reverses the source document. The selection of the reversal reason allows you to give the transaction figures (following the reversal) the status they would have had without posting the reversed document and its reversal document. This type of reversal is called a negative posting.
4.8.2 Reversing a Document – Mass Reversal

Use

You can reverse several documents that have been created in Financial Accounting.

Prerequisites 

Documents have been posted.

Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu

	Accounting ( Financial Accounting ( General Ledger ( Document ( Reverse ( Mass Reversal

	Transaction code
	F.80


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  Document Processing   Mass Reversal of Documents


2. On the Mass Reversal of Documents: Initial Screen, enter the following data, for example, to select the documents you want to reverse.

	Field name
	Description
	User action and values
	Comment

	Company Code
	
	1000
	

	Document Number
	
	<document number>
	Enter document number from

	to
	
	<document number>
	Enter document number to (only, if the complete range of documents have to be reversed

	Fiscal Year
	
	<fiscal year of the documents>
	for example, current year

	Reversal Reason 
	
	03
	For example, 
normally the reversal reason 01 is used, to reverse the document in the same period

	Test Run
	
	<select>
	select first, if you want to check and then deselect to reverse the document(s)


3. Choose Execute (F8). If you select the Test Run checkbox, the system first checks whether the document can be reversed, before it actually carries out the reversal process.

4. Choose Reverse Documents to trigger the reversal process in the system.
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If several documents have to be reversed, which are not in a range, select only multiple selection in the document number line and enter the single values of the document numbers, which have to be reversed.

Result 

If you do not select the option Test Run, the system reverses the source documents. The selection of the reversal reason allows you to give the transaction figures (following the reversal) the status they would have had without posting the reversed document and its reversal document. This type of reversal is called a negative posting.
4.9 Recurring Entries
Use

This functionality supports postings, which can periodically be created on a regular basis. Recurring entries are similar to standing orders with banks for debiting rent, contribution payments, or loan repayments directly. The postings are done by the recurring entry program on basis of the recurring entry documents.

In the area of G/L accounting recurring entries can be used for example, for periodic posting of deferrals and accruals, if there are fixed amounts to be posted. 

The following data of a recurring entry document remain unchanged:

· Posting key
· Account

· Amounts
You enter these data, which only change occasionally, in a recurring entry document. This document does not result in transaction figures being updated. The recurring entry program uses this document to create accounting documents.

Prerequisites 

If you want to use this method, you have to enter a recurring entry document, which the system uses as a reference. The recurring entry document is not an accounting document and, therefore, does not affect the account figures.

Process Flow

· Enter the recurring entry document.

· The SAPF120 program uses the recurring entry documents to create the accounting documents. You have to start the program at regular intervals. It checks each recurring entry document to determine whether a document must be created.

· Run the batch input session.

· Recurring entries must be checked again during year-end closing.

Result

If the date on which the process is next due to be carried out, which is stored in the recurring entry document, matches the date for the calculation period, or is within the specified range, the program transfers the posting data to the specified batch input session. In each program run, only one accounting document is created for each recurring entry document, so a very long calculation period does not result in any more than one accounting document.

Processing a Recurring Entry Document
Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu

	Accounting ( Financial Accounting ( General Ledger ( Posting ( Reference Documents ( Recurring Document

	Transaction code
	FBD1


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-K
Finance Manager

SAP_BPR_FINACC-S
General Ledger Accountant

	Business role menu
	General Ledger  Recurring Documents  Enter Recurring Document


2. On the Enter Recurring Entry: Header Data screen, enter the following data:

	Field name
	Description
	User action and values
	Comment

	Company Code
	
	1000
	Company Code 1000

	Recurring Entry Run

	First Run On
	
	<date of the first run>
	Specifies when the recurring entry document is to be posted for the first time. For example, 01.04.current FY

	Last Run On
	
	<date of the last run>
	Specifies when the recurring entry document is to be posted for the last time. For example, 31.03.current FY+1

	Interval in Months
	
	<select interval>
	for example,<1> for monthly

	Run Date
	
	<the day of the run in the month>
	for example,31 (Specifies the day on which the document is posted as a posting date.)

	Document Header Information
	
	
	In these fields, you enter the individual data for the document that is to be posted. The data for a lease installment payment has been defined as an example.

	Document Type
	
	SA


	

	Currency
	
	INR
	

	Reference
	
	<reference text>
	for example, Accruals

	First line item
	
	
	

	Posting Key
	
	40
	

	Account
	
	<G/L account number>
	for example,46986100 Audit fees


3. Choose Enter. Confirm any warning messages (yellow) regarding date of first run.

	Field name
	Description
	User action and values
	Comment

	Amount
	
	<amount>
	for example,5000

	Tax Code
	
	<select tax code>
	necessary if the account is tax code relevant

	Cost Center
	
	* (if the account is a cost center)
	for example,1101


	Text
	
	<text>
	for example, monthly provision made for audit fees 

	Next line item
	
	
	

	Posting Key
	
	50
	

	Account
	
	<G/L account>
	for example, 18811000 Provision for audit fees


4. Choose Enter. Confirm any warning messages (yellow) regarding tax relevance.

	Field name
	Description
	User action and values
	Comment

	Amount
	
	*
	choose <*> or enter the amount above (for example,500)


5. Save the document and make a note of the document number for the following transactions.
6. The document is now entered as a recurring entry document, but has not yet been posted to the accounts. The document is assigned a separate document number range.
7. The posting of this recurring entry document is described in chapter Carrying Out Recurring Entries.
Result 

A recurring document is processed.
Example 

	G/L Account
	Cost Center
	Amount
	Date

	46986100
	1101
	5000
	<current data>


	G/L Account
	Amount

	18811000
	5000


4.10 List of Recurring Entry Original Documents
Use

This list shows you all the recurring entry documents.

Prerequisites 

Recurring entry documents have been posted.
Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu
	Accounting ( Financial Accounting ( General Ledger ( Periodic Processing ( Recurring Entries ( Lists

	Transaction code
	F.15


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  Recurring Documents


2. SAP Graphical User Interface (SAP GUI): on the Recurring Entry Documents screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Company Code
	
	1000
	

	Fiscal Year
	
	<fiscal year>
	for example, current year


3. SAP Graphical User Interface (SAP GUI): choose Execute (F8).
4. The system displays a list of the existing recurring entry original documents. You can select documents that are still to be executed, and/or documents that will not be executed until the next time the recurring entry program is run.

5. The list displays the date of the next posting run.
6. Only SAP NetWeaver Business Client (SAP NWBC): you will see all the recurring documents display at the right side of the screen.
Result 

The system displays a list of the existing recurring entry original documents. You can select documents that are still to be executed, and/or documents that will not be executed until the next time the recurring entry program is run.

The list displays the date of the next posting run.
4.11 Carrying Out Recurring Entries
Use

In this step you create posting documents from the recurring documents.
Prerequisites 

Recurring documents have to be posted.

Procedure

1. Access the transaction choosing one of the following navigation options:

Option 1: SAP Graphical User Interface (SAP GUI)

	SAP ECC menu

	Accounting ( Financial Accounting ( General Ledger ( Periodic Processing ( Recurring Entries ( Execute  

	Transaction code
	F.14


Option 2: SAP NetWeaver Business Client (SAP NWBC) via business role 
	Business role 
	SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger  Closing and Periodic Activities  - Execute Recurring Entries


2. On the Create Posting Documents from Recurring Documents: screen, make the following entries:

	Field name
	Description
	User action and values
	Comment

	Company Code
	
	1000
	

	Fiscal Year
	
	<fiscal year>
	

	Further Selections

	Settlement Period
	
	01.mm.yy - 30.mm.yy
	Date may need to be adjusted for the next run (for example, 01. 05.07.-31.05.07)

	Batch Input Session Name
	
	*
	for example, Auer
With this parameter, you can freely choose the name of batch input session to be created. If you do not assign a separate name, the batch input session name SAPF120 is set by the program.



	User Name
	
	*
	With this parameter, you can choose the user freely. If you do not specify a separate user ID, SAPF120 is set by the users program.


3. Choose Execute (F8). 
4. Choose System ( Services ( Batch-Input ( Sessions.
5. Select Session name SAPF120 (or the parameter, you have entered)
6. Choose Process session (F8).
7. On the Process Session SAPF120 (or parameter name) screen make the following entries:

	Field name
	Description
	User action and values
	Comment

	Display errors only
	
	<select>
	

	Process
	
	<Choose>
	


Result 

The system creates the recurring document in the background.
4.12 Account Maintenance: Automatic Clearing
Use

You can periodically clear open G/L account items.

Prerequisites

The system contains open items that can be cleared. This means that the open items have to match with the criteria described in the documentation of transaction F.13: Clearing takes place when, for the group of line items selected according to the criteria company code, account number and currency key, the balance in updating currency is zero.

Create the necessary documents (vouchers) for account maintenance:

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI) 
	SAP ECC menu
	Accounting ( Financial Accounting ( General Ledger ( Posting ( Enter G/L Account Document

	Transaction code
	FB50


Option 2: SAP NetWeaver Business Client (SAP NWBC) via AIO role
	Business role 
	SAP_BPR_FINACC-S
General Ledger Accountant 

	Business role menu
	General Ledger  Document Entry  Post G/L Account Document 


2. Enter the following basic data:

	Field name
	User action and values
	Comment

	Document Date
	Current day
	

	Posting Date
	Current day
	

	Currency
	INR
	Document currency


3. Enter the following data for the first line item:

	Field name
	User action and values
	Comment

	D/C
	Debit
	Posting Key

	G/L Account
	44984500
	Telephone expenses-Non-FBT


4. Choose Enter.

5. Enter the following data for the first line item:

	Field name
	User action and values
	Comment

	Amount in Document Currency
	15000
	Example

	Cost Center
	1801
	Telephone

	Assignment
	02228543291


	Enter the telephone number for which the provision is being posted

	Text
	Being provision made for telephone no. 02228543291 for the month of April 2007
	Example


6. Enter the following data for the second line item:

	Field name
	User action and values
	Comment

	D/C
	Credit
	Posting Key

	G/L Account
	18836000
	For example, Provision for telephone expenses


7. Choose Enter.

8. Enter the following data for the second line item:

	Field name
	User action and values
	Comment

	Amount in Document Currency
	15000
	Example

	Assignment
	02228543291
	Enter the telephone number for which the provision is being posted

	Text
	Being provision made for telephone no. 02228543291 for the month of April 2007
	


9. To check the document before it is posted, from the menu choose Document ( Simulate (Shift+F9).
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This enables you to display the document, including the input tax to be posted, and to correct it if necessary. Confirm any messages that appear with Enter.

10. Choose Post.
11. In the lower area of the screen, the system outputs the message Document xxxxx was posted in company code 1000.
To post a second G/L account document, proceed as follows:

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI) 
	SAP ECC menu
	Accounting ( Financial Accounting ( General Ledger ( Posting ( Enter G/L Account Document

	Transaction code
	FB50


Option 2: SAP NetWeaver Business Client (SAP NWBC) via AIO role
	Business role 
	SAP_BPR_FINACC-S
General Ledger Accountant 

	Business role menu
	General Ledger   Document Entry  Post G/L Account Document 


2. Enter the following basic data:

	Field name
	User action and values
	Comment

	Document Date
	Current day
	

	Posting Date
	Current day
	

	Currency
	INR
	Document currency


3. Enter the following data for the first line item:

	Field name
	User action and values
	Comment

	D/C
	Debit
	Posting Key

	G/L Account
	18836000
	Provision for telephone expenses


4. Choose Enter.

5. Enter the following data for the first line item:
	Field name
	User action and values
	Comment

	Amount in Document Currency
	15000


	Example

	Assignment
	02228543291


	Enter the telephone number for which the payment is being made

	Text
	Being paid through cash
	


6. Enter the following data for the second line item:

	Field name
	User action and values
	Comment

	D/C
	Credit
	Posting Key

	G/L Account
	24000100
	for example, Cash on Hand HO


7. Choose Enter.

8. Enter the following data for the second line item:

	Field name
	User action and values
	Comment

	Amount in Document Currency
	15000


	Provision for telephone expenses

	Assignment
	02228543291


	Enter the telephone number for which the payment is being made

	Text
	Being telephone bill paid for telephone no. 02228543291 for the month of April 2007
	


9. To check the document before it is posted, from the menu choose Document ( Simulate (Shift+F9).
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This enables you to display the document, including the input tax to be posted, and to correct it if necessary. Confirm any messages that appear with Enter.
10. Choose Post.
11. In the lower area of the screen, the system outputs the message Document xxxxx was posted in company code 1000.
Procedure

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI) 
	SAP ECC menu
	Accounting ( Financial Accounting (  General Ledger ( Periodic Processing ( Automatic Clearing ( Without Specification of Clearing Currency

	Transaction code
	F.13


Option 2: SAP NetWeaver Business Client (SAP NWBC) via AIO role
	Business role 
	SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger ( Closing and Periodic Activities ( Automatic Clearing


2. On the Automatic Clearing without Definition of Clearing Currency (SAPF124) screen, enter the required data.

	Field name
	User action and values
	Comment

	Company Code
	1000
	SAP BP Holding Ltd

	Fiscal Year
	Enter current fiscal year
	

	Select G/L accounts
	X
	

	G/L accounts
	18836000
	Provision for telephone expenses


3. First perform a test run; the indicator is activated automatically.

4. Choose Execute (F8).

Intermediate Result

A log of the test run is provided. Per general ledger account all groups of open items are arranged, which show the same clearing amount in the debit and credit. If the standard clearing criteria (company code, account number and currency key) as well as the further grouping characteristics/ user criteria (here assignment and trading partner number) agree, in the column "clearing" a clearing date is indicated.

1. Choose Back (F3).

2. Deselect the field test run, all further entries remain unchanged.

3. Choose Execute (F8).

4. Confirm the message This program run is a production run with Enter.

Result

A log of the program run is provided. Per general ledger account all groups of open items are arranged, which show the same clearing amount in the debit and credit. If the clearing criteria agree a clearing date as well as a clearing document number is indicated, under that the clearing took place.

If, in the output control, you have selected that documents (vouchers) that can be cleared or documents (vouchers) that cannot be cleared are to be output, you receive a detailed list. If you have not set either of the indicators, you get a short list.

The detail list is a list of the line items and gives information about the open or cleared (or clearable) line items selected. Group of items that comply with the system criteria and the user criteria are summarized optically. If the clearing conditions have been fulfilled, the clearing date and, in an update run, also the clearing document number are displayed if the clearing transaction was successful. If an error occurred during clearing, the message “No clearing” appears.

The short list of the open and cleared items provides a summary of the results of the program run. The number of open items selected per account are displayed, the number of those that can be cleared, and the items actually cleared are displayed.

From the error log, you can see which errors occurred during clearing of a group (according to the system criteria and user criteria). 
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Customizing allows adding five additional criteria for grouping of open items.
4.13 Account Maintenance: Manual Clearing
Use

The transaction is used to clear open items manually. If the balance of the items to be cleared is not 0, you can create a residual item for overpayments/underpayments.
Prerequisites

The system contains open items that can be cleared.

Create the necessary documents (vouchers) for account maintenance:

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI) 
	SAP ECC menu
	Accounting ( Financial Accounting ( General Ledger ( Posting ( Enter G/L Account Document

	Transaction code
	FB50


Option 2: SAP NetWeaver Business Client (SAP NWBC) via AIO role
	Business role 
	SAP_BPR_FINACC-S
General Ledger Accountant 

	Business role menu
	General Ledger ( Document Entry  Post G/L Account Document


2. Enter the following basic data:

	Field name
	User action and values
	Comment

	Document Date
	Current day
	

	Posting Date
	Current day
	

	Currency
	INR
	Document currency


3. Enter the following data for the first line item:

	Field name
	User action and values
	Comment

	D/C
	Debit
	Posting Key

	G/L Account
	44984500
	Telephone expenses-Non-FBT


4. Choose Enter.

5. Enter the following data for the first line item:

	Field name
	User action and values
	Comment

	Amount in Document Currency
	15000
	Example

	Cost Center
	1801
	Telephone

	Assignment
	02228543291


	Enter the telephone number for which the provision is being posted

	Text
	Being provision made for telephone no. 02228543291 for the month of April 2007
	


6. Enter the following data for the second line item:

	Field name
	User action and values
	Comment

	D/C
	Credit
	Posting Key

	G/L Account
	18836000
	Provision for telephone expenses


7. Choose Enter.

8. Enter the following data for the second line item:

	Field name
	User action and values
	Comment

	Amount in Document Currency
	15000
	Example

	Assignment
	02228543291
	Enter the telephone number for which the provision is being posted

	Text
	Being provision made for telephone no. 02228543291 for the month of April 2007
	


9. To check the document before it is posted, from the menu choose Document ( Simulate (Shift+F9).
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This enables you to display the document, including the input tax to be posted, and to correct it if necessary. Confirm any messages that appear with Enter.
10. Choose Post.
11. In the lower area of the screen, the system outputs the message Document xxxxx was posted in company code 1000.
To post a second G/L account document, proceed as follows:

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI) 
	SAP ECC menu
	Accounting ( Financial Accounting ( General Ledger ( Posting ( Enter G/L Account Document

	Transaction code
	FB50


Option 2: SAP NetWeaver Business Client (SAP NWBC) via AIO role
	Business role 
	SAP_BPR_FINACC-S
General Ledger Accountant 

	Business role menu
	General Ledger  Document Entry  Post G/L Account Document


2. Enter the following basic data:

	Field name
	User action and values
	Comment

	Document Date
	Current day
	

	Posting Date
	Current day
	

	Currency
	INR
	Document currency


3. Enter the following data for the first line item:

	Field name
	User action and values
	Comment

	D/C
	Debit
	Posting Key

	G/L Account
	18836000
	Provision for telephone expenses


4. Choose Enter.

5. Enter the following data for the first line item:
	Field name
	User action and values
	Comment

	Amount in Document Currency
	15000


	Example

	Assignment
	02228543291


	Enter the telephone number for which the payment is being made

	Text
	Being paid through cash
	


6. Enter the following data for the second line item:

	Field name
	User action and values
	Comment

	D/C
	Credit
	Posting Key

	G/L Account
	24000100
	Cash on Hand HO


7. Choose Enter.

8. Enter the following data for the second line item:

	Field name
	User action and values
	Comment

	Amount in Document Currency
	15000


	Provision for telephone expenses

	Assignment
	02228543291
	Enter the telephone number for which the payment is being made

	Text
	Being telephone bill paid for telephone no. 02228543291 for the month of April 2007
	


9. To check the document before it is posted, from the menu choose Document ( Simulate (Shift+F9).
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This enables you to display the document, including the input tax to be posted, and to correct it if necessary. Confirm any messages that appear with Enter.

10. Choose Post.
11. In the lower area of the screen, the system outputs the message Document xxxxx was posted in company code 1000.
Procedure

1. Access the transaction choosing one of the following navigation options:
Option 1: SAP Graphical User Interface (SAP GUI) 
	SAP ECC menu
	Accounting ( Financial Accounting ( General Ledger ( Account ( Clear

	Transaction code
	F-03


Option 2: SAP NetWeaver Business Client (SAP NWBC) via AIO role
	Business role 
	SAP_BPR_FINACC-K (Finance Manager)

	Business role menu
	General Ledger ( G/L Account Processing


2. Only SAP NetWeaver Business Client (SAP NWBC): choose the necessary Search Criteria: 
	Field name
	Description
	User action and values
	Comment

	Document Number:
	
	<GL Document number>
	for example,18836000

	Company Code:
	
	1000
	

	Recon account for acct type:
	
	
	

	Marked for deletion:
	
	
	

	Blocked for posting:
	
	
	


3. Only SAP NetWeaver Business Client (SAP NWBC): choose Apply.
4. On the SAP NetWeaver Business Client Home page, Select one item you want to process and choose Clear G/L Items. 
5. On the SAP NetWeaver Business Client Clear G/L Account Process open items screen, Select the entries with the same amount and assignment number and choose Save.

6. On the Clear G/L Account: Header Data screen, enter the required data.

	Field name
	User action and values
	Comment

	Account
	18836000
	Provision for telephone expenses

	Company Code
	1000
	Company Code 1000


7. Choose Process Open Items.

8. After entry into the screen Clear G/L Account Process open items are by default all items activated. To deactivate all items first choose Select all and then Deactivate items.
Afterwards you can choose Select and then Activate items, in order to select the appropriate items, which you want to clear.
The activated items (represented in blue writing) can become afterwards cleared, if in the field Not assigned an amount of 0.00 is contained or the difference does not exceed the tolerance limit for users.

9. One residual item is to be left. You have to specify the open items that are to be fully cleared, and the open items for which a residual item is to be created: 
Choose Residual Items and enter the required data.

	Field name
	User action and values
	Comment

	Residual Items
	Difference amount
	Enter the difference amount of all the selected open items for at least one open item.


10. Next, you want to carry out a difference posting. All of the selected open items are cleared. A new open item is created for the difference in the account.

	Field name
	User action and values
	Comment

	Difference Postings
	Difference amount
	Enter the difference amount of all the selected open items.


11. Choose Save.

12. The screen Clear G/L Account Display Overview with the message Correct the marked line items appears. 
13. Double-click the marked items and enter today's date into the field Value Date.

14. Choose Save.
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You can add Additional Selections by using a checkbox of the entry screen of this transaction. The screen that follows allows entering the values to be selected and to process additional selection criteria.

Result

The open items selected in the account have been cleared. If a difference is determined, a residual item or a new open item is created.
5 Appendix
5.1 Reversal of Process Steps

In the following section, you can find the most common reversal steps, which you can take to reverse some of the activities described in this document.
	Posting General Ledger Accountant Account Documents

	Transaction code ( SAP GUI)
	FB50

	Reversal:
	Reverse Document (manually)

	Transaction code ( SAP GUI)
	FB08

	Business role
	

	Business role menu
	

	Comment
	Display the document before reversal (button F5)


	Posting General Ledger Accountant Account Documents

	Transaction code ( SAP GUI)
	FB50

	Reversal:
	Reverse Document (mass reversal)

	Transaction code ( SAP GUI)
	F.80

	Business role
	

	Business role menu
	

	Comment
	The mass reversal should be used carefully; especially when the document numbers are not in a range


	Manual Clearing

	Transaction code ( SAP GUI)
	F-03

	Reversal:
	Reset Cleared Items

	Transaction code ( SAP GUI)
	FBRA

	Business role
	

	Business role menu
	

	Comment
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