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Note

This training document does not cover all knowledge areas of SAP ERP System. It has been
specifically prepared keeping in view the Business Processes of FBR, therefore, it should be treated
as a supplement and/or guide to your daily work and nothing further.

This training document will only provide explanation of the key and mandatory data fields and not
of all the fields appearing on the screen. However, users may use online help facility provided by
SAP ERP System by placing the cursor on the field that requires explanation and pressing FI
button.

Legend for R/O/C

R = Required field
O = Optional field
C = Check box
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SECTION 1 GENERAL LEDGER MASTER RECORDS
PROCESSING

1.1 Create/Change/Display GL A/C Master Records

Enter Transaction Code FS00 in Command Field or navigate through tree menu.

Via Transaction Code FS00

Menu Accounting>Financial Accounting>General Ledger>Master
Records >G/L Accounts>individually processing>Centrally

(=g
Menu Edit Favorites Extras System Help

& rsod 2 AH IO  DDHEER hoan EE @
SAP Easy Access

Cal=]| &S] | Bl 2] =[]

> [ Favorites
=~ <3 SAP menu
P (] Office
> (3 Cross-Application Components
> (J Logistics
=~ 3] Accounting
=7 =3 Financial Accounting
=~ &3 General Ledger
> (3 Posting
I [J Document
P (3 Account
=~ <3 Master Records
=~ &3 GiL Accounts
<~ &3 Individual Processing
) FS00- Centrally
2 FSPO- In Chart of Accounts
2 FSSO0- In Company Code
> (3 Collective Processing
P (] Display Changes
>3
>3

[J Compare Company Code
(3 Sample Account

P (3 Profit Center

(1 Statistical Key Figures

(] Periodic Processing

(1 Corrections

[J Reporting

(3 Information System

(3 Environment

?vvvvvv

Press enter or to run the transaction.
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Edit G/L Account Centrally Screen

On screen “Edit G/L Accounting Centrally”, require some setting which are given below.

=
GILaccount  Edit Goto Estras  Enwironment  Settings Systern Help
& 2|4 E €A SHEIShOS BRI @m

Edit G/L Account Centrally

I I J Em I I | Edit financial staterment version || Edit set || Edit cost element |

GIL Account | Iﬁ':l
Campany Code FER Federal Board of Revenue @ EI |D With Template |

(Description

Control in chart of accounts

Account Group EI|
® P&L staternent acct
i) Balance Sheet Account

Description
Short Text |
GiL Acct Long Tesxt |

Consolidation data in char of accounts

Trading Partner
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Hierarchy display
From menu click settings and then click Hierarchy display as shown below:

S
GILaccount  Edit Goto  Exras  Emvironment  Settings  System Help

G Y 1H @@ [Hemssisw ) FE @

Start activity

Edit G/L Account Centrally "

Iﬂ' el | | Editfinancial statermentversion || Editset || Edit cost element
Il

GIL Account Iﬁ':l
Campany Code FER Federal Board of Revenue @ El |D With Template |

Type/Description

Contral in chart of accounts

Account Group EI|
(® PEL staternent acct

(" Balance Sheet Account

Description
Short Text |
GIL Acct Long Text |

Consolidation data in chart of accounts

Trading Partner

Navigation tree window
A navigation tree selection window prompt is in front, select radio button of “Display

v

accounts in navigation tree” button and click to continue.
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=
G/L account  Edit Goto Extras Enwironment  Settings  Systern Help

& | A AHICER CHE DDLHD HEE @

Edit G/L Account Centrally
I J J EII‘ J I | Edit financial statement version || Edit set || Edit cost element |

GIL Account
Company Code FER | Federal Board of Revenue @ IEI |D With Template I

[E Mavigation tree

Control in chart of accounts
CIEEEILIT EUBUE You can display the accounts in a tree

® PEL statement acct

" Balance Sheet Account
O Do not display navigation tree

Description

Short Text
G/L Acct Long Text T

Consolidation data in chart of accounts

Trading Partner

Information window

=
GiL account  Edit Goto  Extras  Erwironment  Setings  Systern  Help

& | I AH IO SHE DDOo0IEHE @

Edit G/L Account Centrally
I I ‘ IIIIE J I | Edit financial statement version || Edit set || Edit cost element |

GiL Account
Company Code FER | Federal Board of Revenue @ IEI |D With Template I

QD=

Contral in chart of accounts
Account Group

® PEL staternant acct

(") Balance Sheet Account

Description = Infarmation
Short Text SR :
46”_““ Lors T2 ! Il take effect ance the: ]

trangaction is restarted

Consolidation data in
Trading Partner
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An information window will prompt stating “the new settings will take effect once the

v

Click back button from top © to main screen.
Repeat the step mention in 1.2 i.e. T-Code FS00.

transaction is restarted click to continue.

Now screen will open with Hierarchy display as shown below:

View Hierarchy Display screen

©

GLaccourt Edt Goto Extas Environrment Setings Spstem Help

[’ 191600 CHY 8050 B2 08
Edit GIL Account Centrally

D ‘ DD ‘ Dm | D ‘ ‘ Editfinancial statement varsion H Edit et H Edit cost element ‘

R|Dfer|2|0)&) 8] (8B | GLAgoourt
Cormpany code FER Company Code . Federal Buard of Revenue
b (] Aseat
b (] Capital Receipt
‘ ' [

b (3 Eqiy Control Data i (reatelantinterest i Keywordtranslation i mfm|||[m
b (] Expenses
b (] Lishilty Contral Inthartof accounts
b (] Non Tax Reecait Aceaunt Group E]\
b (] TaxReceip (¥ PEL statement acit

(" Balance Sheet Account

Description

Short Text

GIL AustLong Tt |

Hierarchy
Display Part

Congolidation data in chat of accaunts

Trading Partner

Page 9 of 50



SIEMENS FBR

GENERAL LEDGER USER MANUAL

Creating Balance Sheet Item G/L Account

Select appropriate account group to create G/L Account in it for an example ‘Expenses’
as shown below:

E
BLaccount Edit Goto Evtas Emvironment Setings System Help

[ 19000 CHE 0080 0D QB
Edit GIL Account Centralty

D ‘ DD ‘ Dm | D ‘ ‘ Edit financial statement veraion H Edit set H Edit cost element ‘

:EIDW?@W\QGJI% | 6L Agcourt
Carnpany code FER CompanyCode  FER | FedralBoardofRavente
b (] Asset
b (] Capital Receipt
[

b ClEui Conto Dals | Creslebankinizest | Keywartansiton . I 0%
b (3 Epenses
b (] Liabily Cortrol in chartof accounts
b (7] Mon Tax Recsint Account Group E]\
b (3 TaxReceip ®PAL statementatt

() Balance Shegt Account

Destriptian

Short Text

GIL AectLong Tex |

Gonsalidation data in chart o accounts

Trading Pariner

Create G/L Account

Click on the button create a screen “create G/L account” will prompt
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Create G/L Account screen

4
GlLactount Edit Goto Edras Emdtorment Sefings System Help

Y] (B 0EQIEARIAE00 HE QR
Edit G/L Account Centrally

‘ ‘ m m l ‘ ‘ Editfinancial statementversion H Edit get H Edit cost element ‘

.ﬂ| ala|s \% .| GILAccount
Carmpany co | CompanyCode  |FBR | Federal Board of Revenue
b (] Asset
b (] Capital Receipt
|> Conibe
b [ Create GIL account
b o accourt ’—® Contralin chart of accounts
b SR | Accourt Groug 3
b (01PAL statzment act
(i Balance Sheet Acount
Description
Short Text
GiL AuetLong Tet |

Consolidation data in charl of accounts

Trading Partner

. :
Enter manually G/L Account properly and click I to continue.
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E
GlLaccount Edit Golo Bdras Emdronment Sefings System Hel

& (g/cae CHE 8Dap BP OF
Edit GIL Account Centrally

ST R[] Etmana statementversion | Edieset | Extost eement |

Ll

TN AR R EEEIER GLAcomt |
Cotmpany code FBR | GompanyCode  |FBR | Federal Board of Revenue
P[] Asset
E fop':a‘ R Control Data - Createbankinterest | Keywordfranslaion \nfm||||IE|
b [ Create GIL account
b o acount m Cantrolin chart af accounts
b Company Cate Account Group ﬂ|
b {®PAL staterment acct
(JBalanca Gheet Ascount
Deseription
Short Texd ]
GIL AcetLong Text
Conzolidation data in chart of accounts
Trading Partner [ ]

From right side screen menu a blank screen for entries will open select Account Group as
Shown below:

&

Gllaccount Edit Goto  Ewtras  Environment  Seffings  System  Help

Y 18 Q0 ICHE 8008 PR O
Create GIL Account Centrally

I DD ‘ Dlﬂ ‘ D H Editfinancial statement version H Edit set || Ed\tcoste\ement|
ENEAEAOEEIEE | otaccout  [a07188

Company code FBR | CompanyCode  |FBR | Federal Board of Revenue
D[] Asset |
g gg:ﬂ\rt:mecemt Control Data - Create/ankinterest | Keywordfranslaion \n[_|||EE|
b (7 Expenses
b (] Liakility Contral in chart of accounts
b (] Non TaxReceipt Account Group | H|
b (] TaxReceipt @ P&L statement acct
O Balance Sheet Account
Description
Short Tex
GiL AcctLong Text

Consolidation data in chart of accounts

Trading Parner

Type/Description Tab
Select account group from drill down list, for example select “Expenses”.
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=4
Gllaccount Edit Goto Exdras  Environment Sefings  System  Help

g 10 QeQ CHE an00 PR QN
Create G/L Account Centrally
I DD I Dm J D J | Editfinancial statement version || Edit set H Edit cost element ‘

Nl B [ B R R EE| GlLAcoourt  |ABIT0R

Company code FBR | Company Code  FBR | Federal Board of Revenug
b [ Asset
E gg:ﬂ\tt:\ﬂecemt Confrol Data | Creafethankinterest | Keywordfranslation | Inf_[y, [ ¥[8
b [ Expenses
b (0 Liability Caontrolin chart of accounts
[ (] Mon Tax Receipt Account Group g
b [ TaxReceipt @ PEL statement acct Assel
Q Balance Sheet Account gaaﬂa\ Receil
Expenses
Description
Short Test Mon Tax Receint
Tax Receipt
GIL Acct Long Text ]
Congolidation data in chart of accounts
Trading Partner ’—|

Account group & description

Select radio button Balance sheet account and enter descriptions.

=4
| GiLaccount Edit Goto Extras Environment Settings  Systemn  Help

|& 10 eee CHE B0L0 AR @
Create G/L Account Centrally

D I Dm I D I | Edit financial statement version H Edit get || Emtcostelemem|

Ell B AR EEEER | GiLAccount A31108

GmigEly I AR || companycose  [FBR | Federal Board of Revenue
I [ Asset

I (3 Capital Receint
b (3 Equity

I [ Expenses

I 3 Liakility Cantrol in chart of accounts

I (3 Mon Tax Receipt Accaount Group |E}{penses E||
b (3 TaxReceipt @ P&L statement acct

(O Balance Sheet Aczount

Control Data i Create/hankinterest i Key warditranslation i Inf |||[

Description
Short Text Depreciation Exp
GIL Acct Long Tesxt Deprecaition Expence Dummy

Consolidation data in chart of accounts

Trading Partner

Control Data Tab

Click on “control data “Tab, enter information which are given below table.
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|II7

GiLaccount Bt Goto Exras  Ervironment Setings  Syster Help

@

JBICae CHE D000 BE @m

Create GIL Account Centrally

D Em D ‘ Edit financial statement version || Edit et H Edit cost element ‘

0001 B2 P I ) S S T

GIL Account Aa1108

Company code FBR

| Company Code FER

P[] Asset

b [ Capital Recaipt
b Equity

b (] Expenses
B[] Liahility

B (7 Mon Tax Receipt
B (] TaxReceint

Federal Board of Revenue

TypeiDescription Createfhankfinterest - Keywardranslation Inf_ |}, D

Account contral in company code
Account currency

[Jonly balances in local ercy
Exchange rate difference key
Yaluation group

PrR F‘akistam Rupee

o

Tax category
[ Posting without tax allowed
Recon. account for acet type g
Alternative Account Mo,
[Jacct managed in ext. system
Inflation key
Talerance group
Account management in company code
[ apen Item Management
El_me itermn display
Sort key
Authorization Group
Accounting clerk
Jointventure data in company code
Recovery Indicator
User inputs
Field Name Description R/O/C | Comments
Only balance in | Indicates that balances are updated only in local (0] Set this indicator for
local currency currency when users post items to this account. accounts in which you do
not want the system to
update transaction figures
separately by currency.
Exchange rate | Key for account determination in valuating foreign (0]
difference Key | currency amount sported to balance sheet
accounts.
Valuation group | The exchange rate type is determined from the (0]
foreign currency total when the valuation is carried
out
Tax category use the account for tax-relevant postings (0]
Posting without | Indicates that the account can still be posted to (0]
tax allowed even if a tax code has not been entered
Recon. Account | An entry in this field characterizes the G/L account R/O | When creating a
for account type | as a reconciliation account Reconciliation account ,
you must have to select
Acct. managed [ Here you define whether the account should be (0] If you are working with
in ext. system managed in another system distributed systems.
Inflation key (0] If you want to adjust this
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account for inflation.

Tolerance group (0]
Open item Items posted to accounts managed on an open (0]
management item basis are marked as open or cleared.
Line item (0] Set if you want to see the
display line items in the entry view
Sort key it sorts the items according to the content of the (0]

Allocation field
Authorization allows extended authorization protection for 0]
group particular objects
Accounting clerk | Identification code for the accounting clerk. (0]
Recovery If there is a Joint venture. (0]
indicator

Account Currency = PKR
Tax category choose * for All tax types allowed.

Tax Category Selection

Enter * in Tax Category field, it will show possible entries screen.
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= LIl
GiLaccount Edit Goto Edras Emvironment Setfngs  Systern  Help

1@ 1810001 CHRIDNAD AR 0B
Create GIL Account Centrally

| D ‘ E m ‘ D ‘ ‘ Edit financial statementversion H Edit set H Edit cost element |
[NEARRARREEE BLAcounl 17254081

Company tode FER | comgans Cate Federal Board of Revenus
b (] Asget
b (] Capital Receipt :
inti ‘ i (

b (3 Eauly Typefescription Createlbankinterest | Keywordfranslation | Infm||||:|ﬂ
b (] Expenses
b (] Liabiliy Account contral in company code
I (7 Mon Tax Receipt Account currency PKR Pakistani Rupee
b (] TaxReceint [ 0nly bialances in local crey

Bfiange e diference ey |

Waluation group

Tax calenory |_| [© Possille Entries: MASKZ

[IPasting withaut tax allowed

Recan, aceount far acc bype | |8t Nane

Alternatfve Acount No. - | Only dnput tax allowed

[cct managed in ext. system | OnTy output tax allowed

' * (817 tax tvpes allowed
e |— < [ Input Tax Account
Tolerance group |— = | Dutput Tax Account
Input tax - down payments managed gross
+B| Qutput tax - doun payments managed gross
Accaunt managerment in company code | \yal cates Tax Exenpt
[ Open term Management
[Line item display
Gort key

Autharization Group

=

Accounting clerk

L) ]

Juintventure data in company code
Racovery Indicator |_|

Select posting without tax allowed
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=d

GiL account  Edit  Goto  Extras  Environment  Seftings  Systern  Help

(5] JH @@ DHE oo oo DR @m

Create G/L Account Centrally

I l:l I E”Il J l:l I | Edit financial staternent version || Edit set || Edit cost elernent ‘

[H[O]elz[m]alal[ml)[SE]

G/L Account 17254001

Zompany code FER

Company Code FBR Federal Board of Revenue

[ ] Asset
[» [J Capital Receipt
[ [J Equity

[» [J Expenses

B [ Liability

[> (CJ Mon Tax Receipt
[» [J Tax Receipt

Type/Description m Elﬁm Createfbankiinterest i Key

Account control in company code

Account currency |PKR | Pakistani Rupee
] only balances in local croy

Exchange rate difference key

“aluation group

Tax category

§ Posting without tax allowed
Recaon. account for acct type
Alternative Account Mo,

[JAcct managed in ext. system
Inflation key

a|

e

Tolerance group

Account management in company code
[J] open item Management
[JLine itern display

Sort key

Authorization Group
Accounting clerk

| Jaint venture data in company code

T

| Recovery Indicator

Choose Recon .account type from drill down menu

Choose vendor as shown in screen.
=

GfLaccount  Edit  Goto  Extras  Ervironment  Settings  Systerm Help

& TH eEe CHE I anan BE@m

@=| Create G/L Account Centrally

I l:l ] E“Il ] l:l ] | Edit financial staternent version || Edit set || Edit cost element |

HE[O]slslolala]

17254001

GiL Account

Company code FBR

Company Code FER Federal Board of Revenue

I [J Asset

[ Capital Receipt
1 Equity

1 Expenses

[T Liahility

[ Mon Tax Receipt
[ Tax Receipt

TETT TP

Create/Bank/Interest Tab

TypeiDescription mﬁlﬁ! Create/bankiinterest i Key woard/t

Account contral in company code
Account currency

[FKR | Pakistani Rupee

[J@nly halances in local croy
Exchange rate difference key

“aluation group
Tax categary
Pasting without tax allowed

]
[ ]

Recon. account for acct type [ [=]
Alternative Account Mo Assets

Customers
[JAcet managed in ext. system wendors

Inflation key Contract accounts receivable

Tolerance group

Account managementin company code

[ @pen Item Management
[JLine itermn display

Sort key

Authorization Group
Accounting clerk

Jointventure data in company code

NI

Recovery Indicator

Click on Create/bank/interest tab and enter the following in formations which are given

below.
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&
GlLaccount Edit Goto Edraz Environment  Settings  System Help

V] BBl Ca@ BREADLD (BRI
Create G/L Account Centrally

|:| IIHE D ‘ Edit financial statement versian || Edit set || Editcustelement|

Company code FBR

e EEEE IR

GIL Account 17254081

| Company Code  |FER

P[] Asset

I (] Capital Receipt
b (7 Equity

I (J Expenses

I (7 Lishility

[ [ Mon Tax Receipt
I [ Tax Receipt

TypeiDescription , Canrol Data g

Federal Board of Revenus

I~ankfinterest

Keywordfranslation . Inf, 11

Contral of document creation in company code

Field status aroup

[IPost automatically anly

[J5upplement auta. pogtings
[IRecan. acct ready far input

Bankffinancial details in company code
Planning Lesvel

[Relevartto cash flow

Commitment tem

House Bank
Account|D

Interest caleulation infortnation in company code

Interest indicatar

Interest cale. frequency
Key date of lastint. calc.
Date of [astinterest run

User Input

Field Name Description R/O/C | Comments
glrill:jpstatus Determines the screen layout for R

Post . .

. Indicates that this account can only be posted to
automatically . ok @)
only by the system using account determination tables
Supplement Indicates that line item which is generated
autF())p Postinas automatically by the system for this account can

' 9 be supplemented manually.
Indicator which determines that the reconciliation

Recon. Account | @ccount is ready for input when posting a

ready for input | document. o
Planning level | used to control displays in Cash Management @)
Relevant to Determines that the GL Account is a cash flow o
cash flow account.

iCt:eonTmltment For assigning budget. @)
House bank To determine bank data @)
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Account id @)
Interest :

indicator Procedure of interest to be calculated (@]
}nterest calc. Frequency of monthly interest calculation (0]
requency

Key date of last . .

int. calc Date for calculation of interest O
Date of last o

interest run

Field status group selection

Enter field status group and commitment item.
&
GiLaccount Edit Goto  Eiras  Enironmant Seffings  System  Help

G 140 CeQ SHE a0o0 R @m
Create G/L Account Centrally

D Em |:| |Editﬂnancia\statememversmn H EtmsetH Editwste\emem‘
[NINBARARIREIER | oLaccont  [AG1E8

Company code FBR | Corpany Code  |FBR | Federal Board of Revenue

b (] Asset

b [J Capital Receint o i
b (3 Equity TypelDeschiption . Control Data Keywordtranslation  Inf [}, E||:
b [J Expenses

b [ Liabiliy Caontrol of document creation in company code

b [ Mon TaxReceipt Field status group ENT

b [ Tax Receipt [JPost automatically anly

[ =upplement auta. postings
[CIRecon. acct ready for input

Bankffinancial details in company code

Flanning Level
[IRelevantto cash flow

Conmnrien
House Bank
Account (D

Interest calculation infarmation in company code
Irterestindicator

Interest cale. frequency
Key date of lastint. calc
Date of last interast run
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Save Master Data.

]
Click on

below:
f@ Data saved

And newly created account appears in hierarchy.
E
GlLaccount Edit Golo Edas Environment Sefings Systern Help

|9 :[90/C00CHE 8580 DR 0N
Create GIL Account Centrally

D mm D |EditﬂnancialslatememversinnHEditset”Editmslelemem|
0] D]e]s[m8]a] a8 B (oLnn 725400

Corpanicoda FBR CompanyCode  FBR | Federal Board of Revenua
¥ {3 Expences
[E ADV01 Basic pay of Offcer

to save master data. A message on the bottom of the screen will appear shown

Y AD1102 Personalpay = TyneiDescription i Control Data AREEREIANEESSS Keywordianslation i Infm||| |I|E
[ AD103 Special pay
) ADT104 Technical pay Control of document creafion in company code
AD 05 Qualification Pay 1| | Field status group EXT
2 ADN10G Payof cantractstif [TPast autornatically only
AD o7 \ndeleay [ ]3upplernent auto. postings
New GL E; ig;“r:‘a:zymy [JRetan. acctready far input
account 50 Others

1
1
1
1
1
1
1
1
1
1151 Pay of Other Staff Bankfinancial detalls in company code
[E] A01152 Personal pay Flanning Level
[ AD1153  Gpevalpay [IReleant1o cash flow
BNl B Carmitmentfan ait 109

1

1

1

1

1

1

1

1

1

1

1

1

[ AU155 Qualication Pay

[E] AU1146 Pay of contract staf Fse Sk

QAT ety g

[E] ADN158 Special pay

B AINT0 Others Interast calculation information in company code
[E A01201 Senior post Alowanc Interstincicator

[ A01202 House rent Allowance Iterestcalt frequency

B AN
B AN

o

Convevance allowance
Sumptuary Allowance
[ AN205 Deamass Alowance
[ AD1206 Local Compensatary A
[ 401207 Washing Alowance

Key date of [astint. calc.

=

Date ofast interest run

o

=

End of transaction

1.2 Display Changes GL Account Master Data.

Required User Input (FS04)

Enter Transaction Code FS04 in Command Field or navigate through tree menu.
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Via Transaction Code FS04

Menu Accounting>Financial Accounting>General Ledger>Master
Records >G/L Accounts>Display Changes>Centrally

G B | @)

2 (3
1

b (] Individual Processing
b (3 Collective Processing
<~ 3 Display Changes

) FSP4 - In Chart of Accounts
) FS54 - In Company Code
b (3 Compare Company Code

P (3 Sample Account

v.
Press enter or - to run the transaction.

Central G/L Account Changes: Initial Screen

Click on central G/L Account changes initial screen and enter the following information which
is given below.
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L=

& aldHSCaQ I DHE EuLa I BRE@m

Central G/L Account Changes: Initial Screen

Account number : ,7

CompanyCode |

Period of change

From change date | ]
Time [00:00:00)
Changed by |

User Inputs

Field Name Description R/O/C |Comments

Account

GL account number to see changes R
number

Company code | Insert FBR R

Period of change

From Change displays changes which were made as from the

date input date 0

Time Displa_ys changes which were made as from the o
input time.

Changed by Displays changes which were made as from user. | O

Enter the Account number and company code.
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&
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|II7

Changes Edit Goto  Emvironment  Systerm  Help

|l@ 1 0Heee CHE S04 DE em

Central G/L Account Changes: Initial Screen

Account number ECEREL [=
Company Code FBR

Feriod of change

From change date

Time 0o an: oo

Changed by

Press “Enter” to continue

G/L Account Changes: Changed Fields Screen

|E7

Accountchanges  Edit Goto Seftings  Environment  System Help

|@ | 140 @ae SHRE D000 BE @B

G/L Account Changes : Changed Fields

| All changes || Entries || Technical names on |

Chrttaccts CGA Account RE11E1

Field

Commitment Item
Field status group
Line item display
Sart key

Tax category

Display All Changes
Click on push button “All Changes” to see all changes made to the GL account.
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=
| Account changes  Edit Goto Seftings  Ervironment  Systern Help

|G :d0 ©@Q SRR 800D AR OF
G/L Account Changes : Changed Fields

| All changes\uEntries H Technical names on ‘

All changes
chrt facets Click here or press F6

Field

Commitment Item
Field status dgroup
Line item display
sart key

Tax category

G/L Account Changes: Overview Screen

=4
| Accountchanges  Edit Goto  Seftings  Erwironment  System  Help

| @ D00 e@e CHE nnan BE QEF
G/L Account Changes : Overview

|| Changed fields || Entries || Technical names on |

Chrtfaccts CGA fccount ADT1E1

Date Field New 01d
09.02. 10 |Field status group  |REC EXD

Ba. 01 18 |Tax category s}

22.12.89 |Sort key gz

22 12 09 |Commitment Item RE1161

22.12.09 |Field status group [EXT GOR4
22 12 09 |Line item display bt

Click |

to see details.
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Detail

By click

|E7

1@

S

|

a details window will prompt.

Accountchanges Edit Goto  Setings  Enwvironment  Systern  Help

B AECEa ERE S0HEHE @

GI/L Account Changes : Overview

‘ Changed fields || Entries H Technical names on |

Chrifaccts CBE Boccount SE1101

Date Field hew 0d
B9.02.10 |Field status group |REC EXD
B3.01.10 |Tax category ]
22 A Y[ Details
2213
2213
29 19 (Details
Date pa. B2 2610
Time 170750
lzer KARIF
Field Field status group ( SKB1-FSTEG )
from EXQ
to REC
Changed in Company Code FER
an| D]
. v .
Click | to continue.

Entries push button.

Click

Entries push button to display entry view as shown below:

Page 2
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E

| Accountchanges  Edit Goto  Setfings  Erwironrnent  Systerm Help

1€ 2 0H @00 SHE HDon AR QR
G/L Account Changes : Overview

| Changed fields || Entries || Technical names on |

Chritfaccts CGA Account SE1161

Date Object Entered Key

23.12.09 |6/L account maste
17.11.09 |G/L account mas
17.11.09 |6/L Account Mast
17.11.09 |G/L &ccount Master (O 4801101

Click here

Technical names on
Click on “Technical names on” push button to display technical names of objects entered

|EU

Accountchanges  Edit Goto  Seftings  Environment  Systern Help

| @ 100 00 SRR D000 R 0B

G/L Account Changes : Overview

| Changed fields || Entries || Technical names on |

Chrtlaccts GRS Bccount ABT181 \(Echnicalnames on (Shiﬂ+F8)|

Date Ohject Entered Kay

Click here
23.12.09 |G/L account master (company FER

17.11.89 |G/L account master (company FER &0
17.11.89 |G/L Account Master Record (C ECGA 801181
17.11.89 |G/L Account Master (Chart of CRA ABO1181
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Technical names display

||I=f

Accountchanges  Edit Goto  Setings  Ersironment  Systern Help

@ 200 0G0 DHE D000 BE QB

G/L Account Changes : Overview

|| changed fietds || Entries || Field Label |

Chrtfaccts CEA Sccount AET101

Date Ohject Entered Kew

23.12.09 |SKB1 FER Ro1161
17.11.89 |SKB1 FER Ro1161
17.11.89 |SKAT ECEA B1101
17.11.89 |[SKM CGA RO1161
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SECTION 2 GENERAL LEDGER BUSINESS TRANSACTIONS
2.1 Park Document (Single Screen Transaction)

Access transaction by:

Via Menus Accounting > Financial Accounting > General Ledger >
Posting » Document » Park Documents » "Post/Delete:
Single Screen Transaction

Via Transaction Code FV50

Click on “Post/Delete: Single Screen Transaction”, enter the following information in the field as
specified in the table below.

IEg

Menu Edit Favorites  Edras  System  Help
J e BRR 8040 BE =
SAP Easy Access

31 =] | S| el )| [ )

< = = = [
SN IR, [ LY

(3 Posting
=] Docurnent
f) FBO2- Change
T FB0S - Change Line ltems
) FBO3- Display
@ FBO3L - Display in General Ledger View
121 FBO4 - Display Changes
1) FBRA- Reset Cleared ltems
= & Parked Documents

FBY0 - PostDelete

|% Fi/a0 - PostDelete: Single Screen Transaction;
@ FWalL - Process GIL Account Document for Ledger Group
2 FBY2- Change
@ Fwa0 - Change: Single Screen Transaction
1) FEV3 - Display
17 FBV4 - Change Header
1 FBYS - Display Changes
T FBVE - Reject

I [J Reference Documents

I [J Cross-Company-Code Transaction

I ] Reverse

I (7 Account
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=5
| Document  Edit Goto  Extras  Seftings  Erwironment  System  Help

| @ 1 IH e CHE fnan R @

Park G/L Account Document: Company Code FER

E?ﬁ Tree on || Compaty Code ||E Simulate || Save as completed || Post ||é’ Editing options |

Document Date

Fosting Date 01.62.2010

Reference

Doc.Header Text

Company Code FBR Federal Board of Revenue |slamabad

Amaount Information
Total deb.
0.08 |PKR
Total cred.
0.00 | PKR
SO

0 tems ( Mo entry variant selected )

=St |GiL acct IShonTexT IDIC |Am0untin doc.curr. |Loc.curr.am0unt IT ITaxjuriSdictn code |V\lAssignmentn0.
T n.aa ] [+]
E 0.00 n ]
T 0.0 H
z o.8e m
= o.8e m
zZ @.8e m
z o080 m
= o.8e m
zZ @.8e m =
| = o080 m =
[T [END
== ENET= =]
User Input:
Field Name Description R/O Comments
Doc. date Source document date. Enter a document date.
Currency If a document is in foreign For exchange rate Users are given 3 choices:

currency, enter the foreign
currency code.

- User need not enter an exchange rate. The
system determines the exchange rate from
the Exchange Rate Table based on the
posting date of the Invoice.

- User enters a Translation Date in the Details
tab. The system determines the exchange
rate from the Exchange Rate Table based on
the translation date.

- User manually enters the exchange rate in the
Details tab.

Note : Use this Currency field to enter TARP
related Foreign Currency transactions.

A warning message will appear at the bottom of
the screen if exchange rate deviates from table
rate. Press <Enter> to bypass the message.

Posting date Date for posting a document
to financial accounting. This
will determine which fiscal
period (also known as
posting period) the
transaction is recognized.

Enter a posting date.

Period

This is the posting period. It

If you are posting to Special Periods 13 to 16,
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Field Name

Description

R/O

Comments

will change according to the
posting date you have
entered. There is no
requirement to enter or
change the period unless
posting to special periods i.e.
periods 13 to 16. Special
periods are often used for
year-end adjustments.

then enter a period. Otherwise leave as blank.

Reference

One of the key fields that can
be used to search for
documents at a later retrieval
date. Any user-defined text.

Short txt

The document header text
contains explanations or
notes which apply to the
document, that is, not only for
certain line items.

Doc. type

This field is used by SAP for

the following:

1. Determination of
document number to be
assigned to the
transaction.

2. Can be used to limit the
usage for the account
types.

Default document type for
Post G/L document is SA.

Select a document type from the drop-down list if
you want to change the document type

G/L account

Account which is to be
posted to.

Click on the drop-down arrow to view a list of
available G/L accounts or use F4 Help.

D/C

Debit or Credit.

Enter Debit or Credit.

Amount in Doc.

Curr.

Debit or credit amount to be
posted.

Enter an amount.

Cost center

A cost center is required for
Profit and Loss accounts.

R/O

The cost center is entered only in case if GL
account is of Expense nature

Internal Order

A Internal Order is required
for Profit and Loss accounts
where it is marked as
required entry.

R/O

Internal Order is required field for the
transactions related to office accomodation,
residential accomodation, Telephone and
Vehicles.

Text

A 50 character description of
the transaction if required.

R/O

Step 01: Enter the document date and posting date.
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=y

Document  Edit Goto  Exras Seftings  Environment  Systerm Help
@ 100 e SHE DDLHD BAR @6
Park G/L Account Document: Company Code FER

|:5Ea Tree an || Company Code ||E Simulate ||E Save as completed ||E Post”f Editing 0pti0ns|

Basic data

Amount Information
Document Date ,m‘ Currency ,W‘ Total deb.
PostingDate |01.02.2010)] PKR
Reference |—|
Doc.Header Text | | Total cred.
Company Code FBR Federal Board of Revenue |slamabad PKR
CCa

St |GIL acct Short Text D0 Amountin doc.curr.  |Loc.curr.amount T |Taxjurisdictn code [WAssignment no.
a11e1 |§ ]
oo
.o
.o
]
]
oo
]
]
.o

[ I [«

EN]E3] s B[R Y| =]

[ e e
oo =8 ses s

S BEE B

Step 02: Enter the G/L account, Debit, amount and cost center in required fields.
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=g
Docurnent  Edit Goto Extras  Settings  Environment  Systern Help

@ 9B ICee SHE DDOoD RE @@
Park G/L Account Document: Company Code FBR

|,5'?‘a Tree on || Company Code ||E Sirmulate ||Q Save as completed ||Q Post ||f Editing options |

Amount Infarmation
DocumentDate  [91.92.2018)  curency  |PKR | Total deb.

Posting Date O1.02. 2018 PKR
Reference
Doc.Header Text | Tatal cred.

Company Code  FBR  Federal Board of Revenue Islamabad PKR

@co

St |GiL acct Short Text  |D0C Amountin doc.curr. | Text Lo |Co |Tradin |Bus |Part |Costcenter |Order Fi Sa
o |2B1101 Basic pay of (Debit B 5,000, 00 FER and44 5
FER
FER
FER
FER
FER
FER
FER
FER

B I |

[0 ] T [0

[ e g

-r|
m
o

[=]
i
[+]
[-]

(= EUEIE = = &l

Press Enter to Continue.

Step 03: Enter the G/L account, credit, amount and cost center in required fields.
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E

Docurnent Edit Goto  Estras  Seftings  Environment  System  Help

@

D@ eae CHE Hnoa AR Qm

Park G/L Account Document: Company Code FER

|§a Tree an || Compary Code ||E Sifmulate ||E Save as completed ||E Post ||f Editing options |

Press Enter or click I

to Continue

Click IE to park the Invoice.

Amount Information
Document Date  |01.82.2010)  Currency IW‘ Total deb.
Posting Date |01.02.2010] PKR
Refarence
Doc.Header Text | Tatal cred.
Company Code FBR Federal Board of Revenue Islamabad PKR
@0
St |GIL acct Short Text  |DVC Amountin doc.curr, [Value date | Text Lo |Go  |Tradin |Bus |Part |Costcenter [Order
o 801101 Basic pay of (Dehit & 5,000,080 FER Fao kKooddd
aQ110z2 Credit® et} |FER abd4d | =
g %|FER
g FBR
2] FER
g FER
=] FBR
g FBR
g FBR
L g FBR

[E1] 03] S I K1)
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2.2 Post/Delete Park Document

Access transaction by:

Via Menus Accounting > Financial Accounting > General Document >
Document > Park Documents > Post/Delete

Via Transaction Code FBVO

I

Menu Edit Favorites Exras System  Help

| 000 a0 0@ CHE ODLD BE @

SAP Easy Access

L= 15| ] 2] v )|

=ILhi= = = =Lk

<]

[
[
b 3
o

[» 7 Posting
7 & Document
fg) FBDZ- Change
fz FBO9- Change Line tems
%) FBO2 - Display
@ FBO3L - Display in General Ledger Yiew
£ FBO04 - Display Changes
f) FBRA- Reset Cleared Items
= 13 Parked Documents

% F'&0 - PastiDelete: Single Screen Transaction

@ FWa0L - Process GIL Account Document for Ledger Graup
2 FBV2 - Change

2 FY&0- Change: Single Screen Transaction

2 FBY3 - Display

2 FBY4 - Change Heade

Lo R S T T P
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|EE’

Document  Edit Goto  System  Help

A

UIE e EHRER DL RE®m

Post Parked Document: Initial Screen

| Document list ||(,<? Editing Cptions |

Key for Parking

Company Code W

Doc. Mumber 1000080033
Fiscal Year 2009

Click on “Post Parked Document: Initial screen”, enter the following information that are
given below table.

User Input
Field Name Description R/O Comments
Company Code FBR R
Doc. Number Enter the doc number R Enter the Doc. Number
which you want to post
Fiscal Year Source of year R Enter the year

Press Enter for Continue:
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=g
| Docurnent  Edit Goto Butras  Seftings Ervironment  Systern Help

|& | 1000 e SR DDOH0 BE QB

Edit Parked G/L Account Document 1000000033 FER 2009

E’a Tree on | Company Code ||E Simulate || Save as completed || Fost ||f Editing options |

m Details | Warkflow

Amount Information
Document Date 2 0z 2010 ﬁ':l CUrrency FKR Total deh.
Posting Date 12.02.2010 PKR
Docurment Murmber 1000000033
Reference Total cred.
DocHeader Text | FKR
Campany Code FBR Federal Board of Revenue Islamabad
cCa
}> 2 ltems { Mo entrywariant selected ) 4‘
|— St |GIL acct |Sh0r1Text |DIC |Am0untin doc.curr.  [Loc.curramount |T |Taxjurisdictn code |'u'"lAssignmentn0.
o 011 Basic pay of (Credit® 4,000.00 4,000,000 'm [=]
o |A01102 Personal pay Debit @ 4 008 .80 4,000.00 C [+]
=) B.08 i ﬂ
) 0.08 ]
] g.00 I
T 0.00 ]
m 0.08 ]
=) 0.08 ]
] g.00 I [«]
] =] 0.0 O] [+]
[l |[«][+]
Click on Exit button.
2.3Display Parked Document
Access transaction by:
Via Menus Accounting > Financial Accounting > General Document

» Document » Parked Documents »Display

Via Transaction Code FBV3
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=
Wlenu  Edit  Favorites  Esfras  System Help

& | B dlE @@ CHE Dhon BE @m

SAP Easy Access

il =0 e

] Favorites
= Y SAP menu

[ [] Office

[ [J Cross-Application Components
[ [J Logistics

= {53 Accounting

=~ {3 Financial Accounting

= 3 General Ledger

I (] Posting
= 3 Document

2 FBOZ - Change
2 FBOS - Change Line ltems
2 FBO3 - Display
2 FBO3L- Display in General Ledger Wiew
) FBO04 - Display Changes
) FERA - Reset Cleared ltems
= {3 Parked Documents

2 FBYO - PostiDelete

2 Fvs0 - PostiDelete: Single Screen Transaction

2 Fws0L - Process GIL Account Document for Ledger Group
2 FBYZ - Change

2 FWED - Change: Single Screen Transaction

@ a=1 ay
) FBV4 - Change Header
2 FBYS - Display Changes
2 FBYE - Reject
[ [J Reference Documents
[ [ Cross-Company-Code Transaction
[ [J Reverse
1 Account
[ Master Records
[ statistical Key Figures
(3 Periadic Processing
[ corrections
1 Reporting
[ Information System
[ Erwiranment
Accounts Receivahle
Accounts Payahle
Banks

P
N s=ssvs v«

On screen “Display Parked Document: Initial screen”, enter the following information in the field

as specified in the table below.

User Input:
Field Name Description R/O Comments
Company Code FBR R
Doc. Number Enter the doc number R Enter the Doc. Number
which you want to
Display
Fiscal Year Source of year R Enter the year
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=

| Docurment  Edit Goto Systern Help

& 2 0ECEQICHE foos PR e
Display Parked Document: Initial Screen

| Document list ||;§3 Editing Optiohs |

ey for Parking

Corpany Code || lﬁ‘]
Diac. Mumhber
Fizcal ¥ear

Enter data in specified fields which are mentioned above table.

=4
| Document  Edit Goto Systern Help
|@ | B A H e DHE o AR @
Display Parked Document: Initial Screen

Dncumentlist”ﬁ Editing Options |

Fey for Parking
Company Code FER

Dac. Mumber 1000808E33
Fiscal Year 29|
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Press Enter to Continue:

[
Document  Edit Goto  Edras  Seftings  Environment  System  Help

@ 21 aHICaq CHE DDLD BE QB
Display Parked G/L Document 1000000033 FBR 2009

|§a Tree on ||f Editing options |

Basic data

Amount Information

DocumentDaie! 12.82.2018)  Cumency  PKR | Total deb.

Posting Date ’m‘ PKR
Document Mumber 1800088033

Reference ’—‘ Total cred.

Dot Header Tet | PKR

Compary Code FBR Federal Board of Revenue Islamabad
o0

gt Gl acct Short Text DG Amauntindoccare. |Loc.curramaunt T |Tawjurisdictn code WiAssignment no.
i CLARN Basic pay of (CreditE) 4,000.00 4 0000040 [l [+]
i CLRLE: Personal pay Debit 4,000 00 4 000.00 [l []

g .00 .00 [l

g 0,00 0,00 [l

g 0,00 0,00 [l

i} 0.00 0.00 [l

g 0.00 0.00 [l

g .00 .00 [l

g 0,00 0,00 [l [4]
| g .00 .00 [l [+]

[0 (¢

Press .@ Button to Exit.
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2.4 Post GL Account Document

Access transaction by:

Via Menus Accounting > Financial Accounting > General Ledger)»
Posting>» Enter G/L Account Document

Via Transaction Code FB50

Menu  Edit  Faworites Extras  Systerm Help

| & DA H c@a SHE anan BE
SAP Easy Access
=] =] ][] 2] ] [ ][]

== 3 Favarites
[= [ it
[ [ AP
[ (JF=
[ [JBCSet
== 2% SAP menu
[» [ Office
[ [ Cross-Application SComponents
[ [ Logistics

|I:D'

[=]
[~]

e
-
v

== 3] Financial Accounting
= 9 General Ledger
= 79 Posting
FEIEEI - Enter GiL Account Document

tr) FBASOL - Enter G/L Account Document for Ledger Graoup
) F-02 - General Posting
@ FBO1L - Enter General Posting for Ledger Graup
@ Fva0 - Edit or Park GfL Document
) FYSOL - Park GIL Account Document for Ledger Groug
2 F-65 - General Docurment Parking
2 F-04 - Postwith Clearing
2 F-06 - Incoming Payments
) F-07 - Outgoing Payiments
2 FBGCJ - Cash Journal Posting
@ F-05 - *aluate Foreign Currency

[* [J Reference Documents

[ [J Document

[ (J Account

[ [J Master Records o
[» (] Statistical ey Figures %
[ (J Periodic Processing i
[ [J <arrections @
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=
Swsterm Help

= 1 SR = = =]
s

B=Enter Company Code
Cormpany Code I =

Step01: “Enter G/L account document: Company code FBR” Basic data Tab Screen

|l:D

Document  Edit Goto  Exras  Seftings  Environment  System  Help

|& 10H CE@ CHE DDOD HE
Enter G/L Account Document: Company Code FBR
|§a Tree on ‘ Company Code H&b Hold ||E Simulate || Park ||ﬂ Editing options |

W Gesicdaia NLEIE
Amount Information
Document Date |61 -02.2010 o) Currency - Total deh.
Posting Date 01.02. 2810 PKR
Reference |
Dac.Header Text | Total cred
Cross-CC no. | PKR
Company Code FBR Federal Board of Revenue Islamabad
QD
0 ltems { Mo entry variant selected ) 4‘
|§ St |GiL acct |Shc|r1Text IDIC |Amuumm doc.curr.  [Loc.curramount IT ITaxjurisdicln code |V\IAssignmean.
] ] .00 n [«]
B .00 O [+]
T 0.0 O
) .00 n
T n.o0 O
T 0.0 O
) .00 n
T n.o0 O
T 0.0 O =
| ] 0.00 O [
1D <]
E
User Input:
Field Name Description R/O Comments
Doc. date Source document date. R Enter a document date.
Currency If a document is in foreign R Enter a currency code.

currency, enter the foreign
currency code.

For exchange rate Users are

given 3 choices:

- User need not enter an
exchange rate. The
system determines the
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Field Name

Description

R/O

Comments

exchange rate from the
Exchange Rate Table
based on the posting date
of the document.

- User enters a Translation
Date in the Details tab.
The system determines
the exchange rate from
the Exchange Rate Table
based on the translation
date.

- User manually enters the
exchange rate in the
Details tab.

A warning message will
appear at the bottom of the
screen if exchange rate
deviates from table rate.
Press <Enter> to bypass the
message.

Posting date

Date for posting a document
to financial accounting. This
will determine which fiscal
period (also known as
posting period) the
transaction is recognized.

Enter a posting date.

Period

This is the posting period. It
will change according to the
posting date you have
entered. There is no
requirement to enter or
change the period unless
posting to special periods i.e.
periods 13 to 16. Special
periods are often used for
year-end adjustments.

If you are posting to Special Periods 13 to 16,
then enter a period. Otherwise leave as blank.

Reference

One of the key fields that can
be used to search for
documents at a later retrieval
date. Any user-defined text.

Short txt

The document header text
contains explanations or
notes which apply to the
document, that is, not only for
certain line items.

Doc. type

This field is used by SAP for

the following:

3. Determination of
document number to be
assigned to the
transaction.

4. Can be used to limit the
usage for the account
types.

Default document type for
Post G/L document is SA.

Select a document type from the drop-down list if
you want to change the document type

Company code

The company code for which
the transaction is to be
posted.

To change the company code, go to:
Environment » Change company code.

G/L account

Account which is to be

Click on the drop-down arrow to view a list of
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Field Name Description R/O Comments

posted to. available G/L accounts.

D/C Debit or Credit. R Enter Debit or Credit.

Amount in Doc. Debit or credit amount to be | R Enter an amount.

Curr. posted.

Cost center A cost center is required for | R/O The cost center is entered only in case if GL
Profit and Loss accounts. account is of Expense nature

Internal Order A Internal Order is required R/O
for Profit and Loss accounts
where it is marked as
required entry.

Text A 50 character description of | R/O
the transaction if required.

=

| Document  Edit Goto  Exras  Seftings  Erwironment  Systern Help

|@ 1 i@ e@e DHE DDA PR QE

Enter G/L Account Document: Company Code FBR

E Tree an | Company Code ||® Hold ||E Simulate || Fark ||f Editing options |

W Basic data EEIE
Document Date 10.02.2610 Currency FKR
Posting Date 10.62.2010
Reference
Doc.Header Text
Cross-CC no.
Company Code FBR Federal Board of Revenue |slamabad

Amount Infarmation
Total deb.

Total cred.

5,000,008 |PKR

5,000,600 | PKR

2 ltems { Mo entry variant selected )

}@s GILacct  |Short Test  |Dic

|Am0untin doc.curr.

|Loc.curr.am0unt

|T |Taxjurisdictn code MAssignmentno.

m}

| 001101 Basic pay of (Credit
L1101 Basic pay of (Debit

5,000,608
5,000,608

]

o}

]

L]

]

L]

]

]

L]

5,000,080
5,000 60Y0
(e]c]
.0e
oe
Lelc]
Lelc]
Lelc]
Lelc]
Lelc]

oo o oo o oo

(NN
OnEssssseman)=)

Kajy)

D]

ElEE

After you have entered the G/L items, click on ¥ Simulate to view the accounting entries that will be
posted into the system. Additional accounting entries like tax calculation etc.

Go to Step 2.
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Document overviews  Edit Goto  Settings  Systern Help

| & 1 IHICEe BHE D000 BE Q6
Document Overview

|@ Reset” Taxes || Park|| Cornplete ||&| Chooge |||E Save ||B ABC |

|II3'

Doc.Type @ 5A { G/L Account Document ) Normal document

Doc. Humber Company code FER Fiscal year 2009
Doc. date 10.02.2010 Posting date 10,02 2010 Periaod o8
Calculate Tax

Doc.currency PER

Itm|PK| Account Lccount short text Assignment Tx Amount
1)150(A011a1 Basic pay of Officer Ve 5,008.00-
2(40(A01181 Basic pay of Officer Yo 5,008.00

]
Verify the accuracy of the data. Once you are ready to post the document, click . The system will
automatically assign a document number that appears at the bottom of the screen. Note down the
document number.
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Go to Step 3.

Step 3: “Edit G/L account document: Company code FBR” Screen
IT3gn.:umem Edit Goito Extras Settings  Environment  Systerm  Help

& JH e DHE Dnon FAR @m

Enter G/L Account Document: Company Code FBR

|:5ﬁa Tree on | Company Code ||& Haold ||[E Simulate HB Fark ||‘? Editing options |

Amount Infarmation

Document Date | Iﬁ‘J CUrrency PKER Total deh
Posting Date 1.02.2010] PKR

Reference |
Doc.Header Text | Total cred.

Company Code FBR Federal Board of Revenue |slamakbad

QN

@

GiL acct Short Text D Amount in dac.curr. Loc.curr.amount T |Taxjurisdictn code Assignment no

D) E

[ | [ | || [0 ) [ | () (09 | 4| 0
oo oo o oo o oo

I | K1 | Y

[EREEIE

@ancument 1000000027 was posted in company code FBR \

You can either continue to enter the next G/L document or click on @ icon to exit.

END OF TRANSACTION
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SECTION 3 GENERAL LEDGER REPORTS

3.1 Standard Sap Reports

Via Menus Accounting > Financial Accounting » General Ledger»
Information system>»General Ledger Repost (new)

henu  Edit Favorites Extras  System  Help
S SEa  BRE BT 4a) EE @

SAP Easy Access
(8] [=] | &) | &l B2 ][~ ][~

== )
HNEFPIERERP

= = General Ledger Reports (Mew)
I [J Financial Statement/ Cash Flow
I [J Account Balances
= {9 Line ltems
@ S_ALR_2T012282 - GIL Line lterns, List for Printing
P S_ALR_BT012332 - G/L Account Staternents
[ [J Open ltems
I [J Document
I [J Master Data
[J Tools

[
b ]
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3.2 Select Individual Reversal

As only limited fields are allowed to change after posting, to amend the critical fields requires the
document to be reversed and re-posted with the correct information.

Access transaction by:

Via Menus Accounting» Financial Accounting »>General Ledger>»
Document » Reverse> Individual Reversal

Via Transaction Code FBO08

=
Menu  Edit  Favorites Estras  Systern Help

| & | 200 @ DHE o FAE @
SAP Easy Access

=] V] 2] [ ]

[ Favarites
= 3 SAP menu
[» (] office
[* ] Cross-Application Components
[» [J Logistics
= 5] Accounting
=~ = Financial Accounting
= 3] General Ledger
[* [J Pasting
= =3 Docurment
2 FBOZ - Change
0 FBOY - Change Line tems
T FBO3 - Display
) FBO3L - Display in General Ledger Wiew
2 FBO4 - Display Changes
2 FERA - Reset Cleared ltems
[ [J Parked Documents
[* [J Reference Documents
I [J Cross-Company-Code Transaction
= 3 Reverse

|§® |FE||:|8 - Individual Reversal:

|[4]D]

F.20 - Mass Reversal
3 Account
[ mMaster Records
[J Statistical ey Figures
[ Periodic Processing
[J Corrections
[J Reporing
3 Infarmation System

——— .

PETT T T TR

Step “‘Reverse Document: Header Data” Screen
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=
Document  Edit Goto Systern Help

| & 20 H @@ SR Bnas AR @
Reverse Document: Header Data

|<%~ Display befare reversal | Document list ||E Mass Reversal |

Document Details
Document Mumber

Company Code FER

Fiscal Year 209

Specifications far Reverse Posting |

Reversal Reason [E Reason for Reversal (1) 5 Entries found =1

Fosting Periad

=

v[am[O[ElEls=E] o] ]

Reason 1Text

Check management specificat

*“oid reason code

a1 Reversal in current period +—
oz Rewversal in closed period

03 Actual reversal in current periad

04 Actual reversal in closed period

o5 Accrualideferral posting

5 Entries found

Field Name Description R/O Comments

Document The SAP generated number R System also accepts down payment request and

Number of the document to be partial payment request no.
reversed.

Company Code [ FBR R

Fiscal Year Not required 0

Reversal Reason for reversing a | R From the drop-down list, select the most relevant

Reason document one.

Posting Date The posting date of the @) If you are reversing a document posted many
document created for the months back and you want the reversal to be
reverse postings. If you leave effective in that period as well, then that period
it blank, and it will default the must be opened for posting, if it had been
reversal document’s posting closed. Otherwise, the system will issue an error
date to that of the reversed message.
document.

Posting Period Defaults based on posting 0]
date

Enter Document Number, Reversal Reason
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=
Docurnent  Edit Goto System Help

|@ | 2190 CEQ CHE Duon AR eE

Reverse Document: Header Data

|6§,ﬂ Cisplay hefore reversal || Document list ||ﬁ Mass Reversal |

Diocument Details

Document Mumber 1900000254
Company Code FER
Fiscal Year 20049

Specifications for Reverse Posting

Reversal Reason F1 @
Fosting Date
Posting Period ’_|

Check management specifications
Yoid reason code ’_|

To display the document to be reversed, click & Display befare reversal |
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After verifying the document is the one to be reversed, click on e to return to the previous screen

]
(Step 1) and then click on to reverse the accounting entries.

|Display Document: Data Entry View
E

Docurnent Edit Gotn  Esras  Sefttings  Environment  Systerm  Help

|@ 2 a0 e CHE coas B0 Q8

Display Document: Data® Gnit+aly

| Taes ||§§ Display Currency”%}) Reversal Document”ﬁ General LedgerView|

Diata Entry Wiew

‘Document Nurmber] 1900088254 Company Coda  |FBR Fiscal Year 2009
Docurnent Date 0402 2010 Fosting Date 04022010 Period 3
Reference Crogs-CC no.

Currency PKR Texts exist Ledger Group

EHIRERE R R ER I EEFEER WG]
c_ | tm|pk]s]account  [Deseription |
FBR | 1(31| 30000006

Amaunt|Curr. [Cost Center [Prafit Center |Busa|
2,000.00- PKR
2/40) [A01101  |Basic pay of Officer 200000 PKR |KAO444  |AGPR-KA  |FOD!

A document number, generated for the reversed postings, is displayed at the bottom of the screen.

Note down the reversal document number.

Press Exit Button.
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