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Introduction
This course manual contains the G/L document processes in the SAP system.  Upon this course completion, the end users will be able to perform essential functions of G/L document processes.

Purpose:

1. End user able to use this manual to study and practice to improve the daily work.
Scope:

1. This unit is contained the document processing as below:
· GL Park Document Process

· GL Journal Document Entry

Audience: F&A staffs
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1. Purpose

 After the course is completed.  All end users can understand how to process the park document.

2. Prerequisites

2.1. Master Data  
2.2. Preliminary Steps

3. Overview Table

3.1 Park Document
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3.2 Journal Document Entry
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4.  Business Process
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4.1
Park Document Process

SAP provide the functionality to create accounting document without posting which call “Park Document”  The user can use the preliminary posting to enter store incomplete documents in the system.  Preliminary posting do not update any data in the system.

The document may need to be park as following:

· It needs to be authorized by a sanctioning authority

· Complete details of transaction are not known

· Scheme of accounting entries is not clear
4.1.1 Edit or Park G/L Account

Use:
To hold/edit document entries which are not released unless the document is posted.

Procedure:
Step 1  
Select the method to edit or park G/L account by follow the menu path as shown in the screen snap and double click on “FV50 – Create or Park G/L document” OR  enter transaction code (T-Code) at the command line and press enter.
	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Posting(Edit or Park G/L Account
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	Transaction Code (T-Code)
	FV50
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Step 1   Fill in field information as below screen then click [image: image6.bmp] button to save parked document. Then system will show message “Document XXXXXXXXXX TH00 was parked”
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	Document Header

Document Date
	The date on which document was issued.

The document can be difference from the posting date.
	R
	Enter document issued date.

E.g. 14.09.2009

	Currency
	Document Currency
	R
	Enter document currency.  
E.g. THB 

	Posting Date
	The date to post the transaction into the system.
	R
	Normally, system will default the current date however user can change the date you want to post the transaction.

E.g. Enter 14.09.2009

	Reference
	The document reference number which can contain vendor/customer invoice no. or 
	O
	Enter the reference information of the document.



	Document Header Text
	The explanation or note which can be applied for the hold document. Not only for the certain line item.
	O
	E.g. Accrual____ expense MMM-YY.

	Document Type
	Document type classified the accounting document. In GL module, all document type will start with S* 
	R
	For park transaction, system will default document type = SA : GL Journal Entry

However user can change the default document type from SA to the other document type by selecting from dropdown list.
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	Company Code
	The organization unit within financial accounting.
	R
	System default. But user can change the company by click [image: image10.png]EE] Company Code



 tab.

E.g. SG00 = RCF, TH00 = RCB

	Line Item

G/L account
	G/L account no.
	R
	Enter G/L account number 

	D/C
	Debit/Credit indicator
	R
	Select debit or credit for individual line item.

	Assignment
	The assignment number is an additional information reference field in the line item.
	O
	Leave blank or enter the additional information as you need

	Amount in doc. curr.
	Amount in document currency
	R
	Enter amount in document currency

	Amount in LC
	Amount in local
	R
	The amount in local currency will be converted by exchange rate which maintained in table exchange rate.
The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in local currency, you have the option to enter the amount in local currency by double click on the line item then enter amount in Amount in LC field.

	Group currency amount
	Amount in group currency
	R
	The amount in group currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in group currency, you have the option to enter the amount in group currency by double click on the line item then click [image: image11.png]


 on the menu bar and  enter amount in Group crry amt field.

	Hard currency amount
	Amount in hard currency. This field is applicable for RCF and RMM only.
	R
	The amount in hard currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in hard currency, you have the option to enter the amount in hard currency by double click on the line item then click 
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  on the menu bar and enter amount in Hard crry amt field.

	Text
	The explanation of document line item.
	R
	Enter text line item or select text id from drop-down list.

Note: Text is freely defined; user can enter any text however the system has set up pre-text ID for the general use. User can select the appropriate text ID by selecting from drop-down list.
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.

	Trading Partner
	This field is used for consolidation purpose.  Also must be enter if the transaction line item is related to affiliated company 
	C
	Enter trading partner ID or select from drop down list.

E.g. SG00 (RCF)

Note: The trading partner will applicable for the transaction which related to subsidiary, associated, related companies e.g. Investment in subsidiary 
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	Business Area
	Represent agent entity in principal company.

Business Area must be enter if the transaction related to principal company.


	O
	Enter business area for agent-principal related transactions.

Note: Business area is applicable for RCF,RMM

	Cost center
	The cost centers are the organizational units where costs are incurred. 

This field is required if the line item is P&L cost account.
	C
	· Enter cost center for P&L- cost account.

· Leave blank for Balance Sheet Account and P/L Revenue account.



	Order
	Internal order represents employee number
	C
	Enter internal order for the GL account which required internal order e.g. Entertainment Expense

	Profit center
	The profit centers are the organizational units where revenues are incurred. 

This field is required if the line item is P&L revenue account.
	C
	· Leave blank if your line item is P&L Cost Account

· Enter profit center for revenue account or balance sheet account.

· For balance sheet account, you can either enter profit center or leave blank. If leave blank the system will derive profit center form contra P/L Account.

Note: If you transaction is all balance sheet, you need to 

fill in the profit center on the balance sheet.



	Profit Segment 


	Profit Segment is 

used in module CO-PA for profitability analysis purpose. 

In GL, these fields will be used for operating cost and operating revenue account only.
	C
	Click [image: image15.png]Profit.segment.



 to maintain profit segment field. Profit segment contain the following fields which used  by RCL
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Reporting Period 

· Leave blank, the value will be derived from GL field

POL ETD

· Fill in format YYYMMDD

Business Segment

· Fill in S,C or O

POL

· Fill in POL code

POD

· Fill in POD code

Vessel Code 

· Leave blank, the value will be derived from GL field 

	Quantity
	Quantity
	C
	The quantity and unit of measurement is used in purchase order.

In GL, we will use for operating revenue and operating cost. e.g. 1 GP (GP is UOM) 

	Base unit of measurement
	Base unit of measurement
	C
	The quantity and unit of measurement is used in purchase order.

In GL, we will use for operating revenue and operating cost. e.g. 1 GP (GP is UOM)

	Vessel
	Vessel Code
	C
	Enter vessel code if the transaction related to liner business. E.g. AAB else leave blank.

Leave blank for  RIV, RCH 
Note:

Vessel code is the key field for determine tax type e.g.  AIS, NON-AIS for RCF and BOI, NON BOI, SEC314 for RCB.

	Voyage Number
	Voyage Number 
	C
	Enter Voyage Number if the transaction related to liner business else leave blank.

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Bound
	Bound
	C
	Enter Bound if the transaction related to liner business.

· Inbound

· Outbound

· Monthly

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Activity FSC
	Activity FSC
	C
	Enter Activity FSC if the transaction related to liner business.

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Payment/Collection FSC
	Payment/Collection FSC
	C
	Enter Payment/Collection FSC if the transaction related to liner business. E.g. SGSIN.

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Reporting Period
	Reporting period is designed for specific used in RCL only. The purpose is used for operating revenue and cost recognition. 
	C
	Enter Reporting Period if the transaction related to liner business else leave blank.

Reporting period format is YYYYMMDD 

Note: Reporting period is applicable for operating cost and operating revenue only.

	Activity Date
	Activity Date
	C
	Enter Activity Date if the transaction related to liner business. 

Activity Date format is DDMMYYYY

Leave blank for RSM, RCB, RCS, RIV, RCH 
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Note   System will allow you to save park document at least one line item is exist.
4.1.2 General Document Parking

This transaction is the tradition creating park document in SAP.  User can not enter accounting transaction within once screen short as “Enjoy Screen”

Use:

To hold/edit document entries which are not released unless the document is posted

Procedure:

Step 1  Select the method to edit or park G/L account by follow the menu path as shown in the screen snap and double click on “F-65 – General Document Parking” OR  enter transaction code (T-Code) at the command line and press enter.
	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Posting(Edit or Park G/L Account
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	Transaction Code (T-Code)
	F-65
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Step 2   Fill in field information under document header and first line item as below then press enter.
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	Document Header

Document Date
	The date on which document was issued.

The document date can be difference from the posting date.
	R
	Enter document issued date.

E.g. 14.09.2009

	Document Type
	Document type clarified the accounting document. Such as SB = GL Recurring document

SA = GL Journal Entry
	R
	The system default document type SA for Park document however use can change by enter the new document type or select from drop down list. 
The document type which used for GL will start with S* as follow.
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	Company Code
	The organization unit within financial accounting.
	R
	Enter the right company code.
E.g. TH00 (RCB), SG00 (RCF)

	Posting Date
	The date to post the transaction into the system.
	R
	Normally, system will default the current date however user can change the date you want to post the transaction.

E.g. Enter 14.09.2009

	Period
	Financial Period
	O
	Enter period.  
E.g. 9
Note: You can leave blank, system will determine period from the posting date.

	Currency
	Document Currency
	R
	Enter document currency.  

E.g. THB 

	Document Number
	Document Number
	N
	Leave blank

Note: The system will automatically generate the document number after save the transaction



	Translatn Date
	The date to determine the exchange rate which is to be use for translation. If leave blank system will use the posting date as the translation date.
	O
	Enter the translation date or leave blank.

· If enter the translation date, the system will use this translation date to get the exchange rate from exchange rate table.

· If leave blank, the system will use the posting date to get the exchange rate from exchange rate table.

Example: 

Exchange rate from the table

Date                 Exchange Rate 

10.10.2009       35

15.10.2009       36

· If you fill in posting date = 15.10.2009 and Translation Date = 10.10.2009, then the exchange rate for translation = 35

If you fill in posting date = 15.10.2009 and leave blank for translation date, the exchange rate for translation will be 36

	Reference
	The document reference number which can contain vendor/customer invoice no. or other reference information
	O
	Enter the reference information of the document.



	Document Header Text
	The explanation or note which can be applies for the hold document. Not only for the certain line item.
	R
	E.g. Accrual water supply Sep09

	Partner/BArea
	This field is not used by RCL.
	N
	Leave blank.

	Control 
Only transfer amnts in document curr. invoice
	The option to transfer document in document currency when posting.
	O
	System default to always select this field.  But, user can deselect the field.

	First line item
Pstky
	GL posting key.

40 = Debit 

50 = Credit
	R
	Enter appropriate posting.

E.g. 40 = Debit

	Account
	G/L Account number
	R
	Enter G/L account number to be parked.
E.g. 70110003


	Sgl Ind
	Special G/L number
Note: Applicable for vendor and customer only.
	N
	Leave blank.

	TType
	Asset Transaction Type
Note: Applicable for asset only.
	N
	Leave blank.


Step 3   Fill in line item for the first line item as below screen then press enter.
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	Amount
	Line item amount in document currency.
	R
	Enter document currency amount.

	Amount in local currency 
	Amount in local currency
	R
	The amount in local currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using translation date or posting date as the translation date. 

If you don’t want to let the system calculate amount in local currency, you have the option to enter the amount in Amount in LC field.
Note: If the document currency on the header is different from the company code currency, the amount in local currency will be appeared on the screen.

	Group currency amount
	Amount in group currency
	R
	The amount in group currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using translation date or posting date as the translation date. 

If you don’t want to let the system calculate amount in group currency, you have the option to enter the amount in group currency by click [image: image23.png]Additional Data



 on the menu bar and enter amount in Group crry amt field.

	Hard currency amount
	Amount in hard currency. This field is applicable for RCF and RMM only.
	R
	The amount in hard currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using translation date or posting date as the translation date. 

If you don’t want to let the system calculate amount in hard currency, you have the option to enter the amount in hard currency by click [image: image24.png]Additional Data



   on the menu bar and enter amount in Hard crry amt field.

	Tax Code
	Tax code
	O
	Select tax code if the line item is related to VAT/GST.

	Calculate Tax
	If select this field, system will calculate tax automatically during simulation or posting and generate tax line item.
	O
	Leave blank in case of not relevant to VAT/GST or do not want to let system calculate VAT/GST. 



	Business Place
	This field is applicable for the companies who register VAT/GST system to support the process of booking/reporting all VAT/GST transaction. E.g. SG00 = RCF Head Office, 0000 = RCB Head office.
	C
	Select the right business place or leave blank in case of not relevant to VAT/GST 



	Profit center
	The profit center is the organizational unit where revenues are incurred. 

This field is required if the line item is P&L revenue account

	C
	· Enter profit center for revenue account.
· Leave blank for P&L-Cost Account, the system will derive profit center from cost center master automatically.

· For balance sheet account, you can either enter profit center or leave blank. If leave blank the system will derive profit center form contra P/L Account.

Note: If you transaction is all balance sheet, you need to fill in the profit center on the balance sheet.

	Cost center
	The cost centers are the organizational units where costs are incurred. 

This field is required if the line item is P&L cost account.

	C
	· Enter cost center for P&L- cost account.
Leave blank for Balance Sheet Account and P/L Revenue account

	Purchasing Doc
	Purchasing Doc
	N
	Leave blank.

	Assignment
	The assignment number is an additional information reference field in the line item.
	O
	Leave blank or enter the additional information as you need

	Text 
	The explanation of document line item
	R
	Enter text line item or select text id from drop-down list.

Note: Text is freely defined; user can enter any text however the system has set up pre-text ID for the general use. User can select the appropriate text ID by selecting from drop-down list.
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	Bound
	Bound is new G/L field to represent Inbound, Outbound or Monthly
	O
	Enter Bound if the transaction related to liner business.

· Inbound

· Outbound

· Monthly

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Activity Date
	Activity Date is G/L new field to represent the date that revenue and cost incurred.

This field length is 8 with (YYYYMMDD)
	O
	Enter Activity Date if the transaction related to liner business. 

Leave blank for RSM, RCB, RCS, RIV, RCH

	Activity FSC
	Activity FSC is G/L new field to indicate the local spending and oversea spending (AIS report)
	O
	Enter Activity FSC if the transaction related to liner business.

Leave blank for RSM, RCB, RCS, RIV, RCH

	Pay/Coll.FSC
	Payment/Collection FSC is G/L new field to represent the payment/collection post for liner business.
	O
	Enter Payment/Collection FSC if the transaction related to liner business. E.g. SGSIN.

Leave blank for RSM, RCB, RCS, RIV, RCH

	Reporting Period 
	Reporting Period is G/L new field to represent The ETA which determines the period to recognize operating revenue and cost.  The length is 6 with (YYYYMM)
	O
	Enter Reporting Period if the transaction related to liner business.

Reporting period format is YYYYMMDD 



	Vessel Code
	Vessel Code is G/L new field to represent the code of vessel.  
	O
	Enter vessel code if the transaction related to liner business. E.g. AAB

Leave blank for  RIV, RCH 

Note:

Vessel code is the key field for determine tax type e.g.  AIS, NON-AIS for RCF and BOI, NON BOI, SEC314 for RCB.

	Voyage Number
	Voyage Number is G/L new field to represent number of each vessel voyage plus direction
	O
	Enter Voyage Number if the transaction related to liner business. 

Leave blank for RSM, RCB, RCS, RIV, RCH

	Quantity/UOM
	Quantity and unit of measurement 
	C
	The quantity and unit of measurement is used in purchase order.

In GL, we will use for operating revenue and operating cost. e.g. 1 GP (GP is UOM)

	Trading Partner 
	This field is used for consolidation purpose.  Also must be enter if the transaction line item is related to affiliated or related company
	C
	· Leave blank in case of the transaction is not related to subsidiary, associate or related company.

· Click  [image: image26.png]& _Additional Data | |



 on the menu bar and 

       enter trading partner ID or select from drop down list for the transaction related to subsidiary, associate or related company e.g. Investment in subsidiary transaction. 
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	Business Area 
	For Principal company – RCF and RMM, the business area is represented for the agent entity for the principal-agent related transactions.
	C
	Click  [image: image28.png]


 to enter business area for agent-principal related transactions.

Note: Business area is applicable for RCF,RMM

	Order 
	Internal order 

represents employee number


	C
	Click [image: image29.png]


 to enter internal order for the GL account which required internal order e.g. Entertainment Expense



	Profit Segment 
	Profit Segment is used in module CO-PA for profitability analysis purpose. In GL, these fields will be used for operating cost and operating revenue account only.
	C
	Click  [image: image30.png]Profit. Segment.



 to maintain profit segment field. Profit segment contain the following fields which used  by RCL
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Reporting Period 

· Leave blank, the value will be derived from GL field

POL ETD

· Fill in format YYYMMDD

Business Segment

· Fill in S,C or O

POL

· Fill in POL code

POD

· Fill in POD code

Vessel Code 

· Leave blank, the value will be derived from GL field 

	Next Item

Post Key
	GL posting key.

40 = Debit 

50 = Credit
	R
	Enter appropriate posting.

E.g. 50 = Credit

	Account
	G/L account number
	R
	Enter G/L account number for credit transaction. 

E.g. 25101001 Account Payable

	Sgl Ind
	Special G/L number

Note: Applicable for customer and vendor only.
	N
	Leave blank.

	TType
	Asset Transaction Type

Note: Applicable for fixed asset only.
	N
	Leave blank.


Step 4   Fill in line item for the next line item as below screen.
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	Amount
	Line item amount in document currency.
	R
	Enter document currency amount.

	Amount in local currency 
	Amount in local currency
	R
	The amount in local currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using translation date or posting date as the translation date. 

If you don’t want to let the system calculate amount in local currency, you have the option to enter the amount in Amount in LC field.
Note: If the document currency on the header is different from the company code currency, the amount in local currency will be appeared on the screen.

	Group currency amount
	Amount in group currency
	R
	The amount in group currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using translation date or posting date as the translation date. 

If you don’t want to let the system calculate amount in group currency, you have the option to enter the amount in group currency by click [image: image33.png]Additional Data



 on the menu bar and enter amount in Group crry amt field.

	Hard currency amount
	Amount in hard currency. This field is applicable for RCF and RMM only.
	R
	The amount in hard currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using translation date or posting date as the translation date. 

If you don’t want to let the system calculate amount in hard currency, you have the option to enter the amount in hard currency by click [image: image34.png]Additional Data



   on the menu bar and enter amount in Hard crry amt field.

	Tax Code
	Tax code
	O
	Select tax code if the line item is related to VAT/GST.

	Calculate Tax
	If select this field, system will calculate tax automatically during simulation or posting and generate tax line item.
	O
	Leave blank in case of not relevant to VAT/GST or do not want to let system calculate VAT/GST. 



	Business Place
	This field is applicable for the companies who register VAT/GST system to support the process of booking/reporting all VAT/GST transaction. E.g. SG00 = RCF Head Office, 0000 = RCB Head office.
	C
	Select the right business place or leave blank in case of not relevant to VAT/GST 



	Profit center
	The profit center is the organizational unit where revenues are incurred. 

This field is required if the line item is P&L revenue account


	C
	· Enter profit center for revenue account.

· Leave blank for P&L-Cost Account, the system will derive profit center from cost center master automatically.

· For balance sheet account, you can either enter profit center or leave blank. If leave blank the system will derive profit center form contra P/L Account.

Note: If you transaction is all balance sheet, you need to fill in the profit center on the balance sheet.

	Cost center
	The cost centers are the organizational units where costs are incurred. 

This field is required if the line item is P&L cost account.

	C
	· Enter cost center for P&L- cost account.
Leave blank for Balance Sheet Account and P/L Revenue account

	Purchasing Doc
	Purchasing Doc
	N
	Leave blank.

	Assignment
	The assignment number is an additional information reference field in the line item.
	O
	Leave blank or enter the additional information as you need

	Text 
	The explanation of document line item
	R
	Enter text line item or select text id from drop-down list.

Note: Text is freely defined; user can enter any text however the system has set up pre-text ID for the general use. User can select the appropriate text ID by selecting from drop-down list.
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	Bound
	Bound is new G/L field to represent Inbound, Outbound or Monthly
	O
	Enter Bound if the transaction related to liner business.

· Inbound

· Outbound

· Monthly

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Activity Date
	Activity Date is G/L new field to represent the date that revenue and cost incurred.

This field length is 8 with (YYYYMMDD)
	O
	Enter Activity Date if the transaction related to liner business. 

Leave blank for RSM, RCB, RCS, RIV, RCH

	Activity FSC
	Activity FSC is G/L new field to indicate the local spending and oversea spending (AIS report)
	O
	Enter Activity FSC if the transaction related to liner business.

Leave blank for RSM, RCB, RCS, RIV, RCH

	Pay/Coll.FSC
	Payment/Collection FSC is G/L new field to represent the payment/collection post for liner business.
	O
	Enter Payment/Collection FSC if the transaction related to liner business. E.g. SGSIN.

Leave blank for RSM, RCB, RCS, RIV, RCH

	Reporting Period 
	Reporting Period is G/L new field to represent The ETA which determines the period to recognize operating revenue and cost.  The length is 6 with (YYYYMM)
	O
	Enter Reporting Period if the transaction related to liner business.

Reporting period format is YYYYMMDD 



	Vessel Code
	Vessel Code is G/L new field to represent the code of vessel.  
	O
	Enter vessel code if the transaction related to liner business. E.g. AAB

Leave blank for  RIV, RCH 

Note:

Vessel code is the key field for determine tax type e.g.  AIS, NON-AIS for RCF and BOI, NON BOI, SEC314 for RCB.

	Voyage Number
	Voyage Number is G/L new field to represent number of each vessel voyage plus direction
	O
	Enter Voyage Number if the transaction related to liner business. 

Leave blank for RSM, RCB, RCS, RIV, RCH

	Quantity/UOM
	Quantity and unit of measurement 
	C
	The quantity and unit of measurement is used in purchase order.

In GL, we will use for operating revenue and operating cost. e.g. 1 GP (GP is UOM)

	Trading Partner 
	This field is used for consolidation purpose.  Also must be enter if the transaction line item is related to affiliated or related company
	C
	· Leave blank in case of the transaction is not related to subsidiary, associate or related company.

· Click  [image: image36.png]& _Additional Data | |



 on the menu bar and 

       enter trading partner ID or select from drop down list for the transaction related to subsidiary, associate or related company e.g. Investment in subsidiary transaction. 
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	Business Area 
	For Principal company – RCF and RMM, the business area is represented for the agent entity for the principal-agent related transactions.
	C
	Click  [image: image38.png]


 to enter business area for agent-principal related transactions.

Note: Business area is applicable for RCF,RMM

	Order 
	Internal order 

represents employee number


	C
	Click [image: image39.png]


 to enter internal order for the GL account which required internal order e.g. Entertainment Expense



	Profit Segment 
	Profit Segment is used in module CO-PA for profitability analysis purpose. In GL, these fields will be used for operating cost and operating revenue account only.
	C
	Click  [image: image40.png]Profit. Segment.



 to maintain profit segment field. Profit segment contain the following fields which used  by RCL
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Reporting Period 

· Leave blank, the value will be derived from GL field

POL ETD

· Fill in format YYYMMDD

Business Segment

· Fill in S,C or O

POL

· Fill in POL code

POD

· Fill in POD code

Vessel Code 

· Leave blank, the value will be derived from GL field 


Step 5   Click [image: image42.bmp] button then system will show message “Document XXXXXXXXXX TH00 was parked”
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4.1.3 Change Park Document

Use:  
[image: image44.png]


 To change the information in parked document header that was created with the T- Code “F-65” only.
Procedure: 
Step 1   Select the method to change park document by follow the menu path as shown in the screen snap and double click on “FBV2 – Change” OR   enter transaction code (T-Code) at the command line and press enter. 
	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Parked Documents(Change
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	Transaction Code (T-Code)
	FBV2
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Step 2   Specify the parked document number, company code and fiscal year that you want to change then click [image: image47.bmp] button or press enter.
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Step 3   Click [image: image49.png]43 Document Header




 button if you want to change document header.
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Step 4   Change the document header detail as system allow in the white box.  Then click [image: image51.bmp] button to display the changed.
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Step 5   Click [image: image53.bmp] button to complete the task. Then system will show message “Preliminarily posted document XXXXXXXXXX TH00 was changed.
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4.1.4 Change Header 
Use:

[image: image57.png]


 To change the information in parked document header that was created with the T- Code”FV50” only.
Procedure:
Step 1   Select the method to change header of park document by follow the menu path as shown in the screen snap and double click on “FBV4 – Change Header” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Parked Documents(Change Header
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 Step 2   Specify the parked document number that you want to change header included company code and fiscal year then click [image: image60.bmp] button or press enter.
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Step 3   Change the document header detail as system allow in the white box.   
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[image: image63.jpg]


Note   Under T-Code FBV4 user can change document line item also.
Step 4   Click [image: image64.bmp] or [image: image65.png]([H save as completed



 to completed the task.  Then system will show message “Preliminarily posted document XXXXXXXXXX THXX was changed”
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4.1.5  Display Park Document

Use:

To display the park document.

Procedure:

Step 1   Select the method to display park document by follow the menu path as shown in the screen snap and double click on “FBV3 – Display” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Parked Documents(Change Header
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Step 2   Specify parked document that you want to display then click [image: image71.bmp] button.





[image: image72]
Step 3   System will display the document which you enter.  User can drill down to see the detail of each line item by double click.

[image: image73]
4.1.6 Display Change Park Document.

Use:

To display the history of any changed of the parked document.

Procedure:
Step 1   Select the method to display change park document by follow the menu path as shown in the screen snap and double click on “FBV5 – Display Change” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Parked Documents(Display Change
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Step 2   Specify parked document that you want to see display change then click [image: image76.bmp] button or press enter

[image: image77]
Step 3   System will show the detail of changing.  Click [image: image78.png]


 to see all changes.
             
[image: image79]
Step 4   System will display the detail of all changes as below.

[image: image80]
4.1.7 Post/Delete Park Document

Use:

To post/delete park document.

Procedure:
Step 1   Select the method to park document by follow the menu path as shown in the screen snap and double click on “FBV5 – Display Change” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Parked Documents(Post/Delete
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Step 2   Specify parked document that you want to post  then click [image: image83.bmp] button or press enter
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Step 3   Click [image: image85.bmp] button to post parked document.  Then system will show message “Document XXXXXXXXXX was posted in company code XXXX”
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Step 4   Go to menu bar Document(Delete park document OR Document(Delete to delete park document.  Then system will show warning message “Delete park document” 
[image: image89.jpg]


Tip   In case parked document was created with T-Code F-65 the menu bar to delete park document is Document(Delete. If parked document was created with T-Code 
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Step 5   Click [image: image91.png]Yes



 button to confirm delete park document.  Then system will show message 
“Park document XXXXXXXXXX THXX 2XXX was Deleted.
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4.2 G/L Journal Document Entry.
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4.2.1 Enter G/L Account Document
Use :

To enter journal entry transaction.
Procedure:
Step 1   Select the method to enter journal entry by follow the menu path as shown in the screen snap and double click on “FB50 – Enter G/L Account Document” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Posting(Enter G/L Account Document
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Step 2   Fill in all field require as shown in the below table.
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	Document Header

Document Date
	The date on which document was issued.

The document can be difference from the posting date.
	R
	Enter document issued date.

E.g. 16.09.2009

	Currency
	Document Currency
	R
	Enter document currency.  

E.g. USD

	Posting Date
	The date to post the transaction into the system.
	R
	Normally, system will default the current date however user can change you want to post the transaction.

E.g. Enter 16.09.2009

	Reference
	The document reference number which can contain vendor/customer invoice no. or  other reference information
	O
	Enter ference information of the document.


	Document Header Text
	The explanation or note which can be applied for the hold document. Not only for the certain line item.
	O
	E.g. Accrual admin expense.

	Document Type
	Document type clarified the accounting document. 
	R
	Enter the document type or select from drop down list. The document type which used for GL will start with S* as follow.
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	Cross cc.no.
	N/A

	N
	Leave blank.

	Company Code
	The organization unit within financial accounting.
	R
	Enter the company code 

E.g. SG00 = RCF, TH00 = RCB

	Line Item

G/L account
	G/L account no.
	R
	Enter G/L account number 

	D/C
	Debit/Credit indicator
	R
	Select debit or credit for individual line item.

	Assignment 
	The assignment number is an additional information reference field in the line item.
	O
	Leave blank or enter the additional information as you need

	Amount in doc. curr.
	Amount in document currency
	R
	Enter amount in document currency of each account item.

	Amount in LC
	Amount in local currency
	R
	The amount in local currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in local currency, you have the option to enter the amount in local currency by double click on the line item then enter amount in Amount in LC field.

	Group currency amount
	Amount in group currency 
	R
	The amount in group currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in group currency, you have the option to enter the amount in group currency by double click on the line item then click [image: image98.png]


 on the menu bar and  enter amount in Group crry amt field.

	Hard currency amount 
	Amount in hard currency 
	R
	The amount in hard currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in hard currency, you have the option to enter the amount in hard currency by double click on the line item then click 

[image: image99.png]


  on the menu bar and enter amount in Hard crry amt field.

	Text
	The explanation of document line item
	R
	Enter text line item or select text id from drop-down list.

Note: Text is freely defined; user can enter any text however the system has set up pre-text ID for the general use. User can select the appropriate text ID by selecting from drop-down list.
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	Trading Partner


	This field is used for consolidation purpose.  Also must be enter if the transaction line item is related to affiliated or related company
	O
	· Leave blank in case of the transaction is not related to subsidiary, associate or related company.

· Enter trading partner ID or select from drop down list for the transaction related to subsidiary, associate or related company e.g. Investment in subsidiary transaction.
[image: image101.png]Co. “[company name [ctdcur |

127 One Two Seven Co.,Ltd. TH THB
ABS Asia Buk Shipping TH THB
AU0D RCL Australa Pty Ltd. AU AUD
BTS Bangkok Terminal Services Co., TH THB
CNOO RCP-Shanghai N CNY
an  eemas araw
CNO3 RCP-Shenzhen N CNY
CNOS RCP-Qingdao N CNY
CNO6 RCP-Ningbo N CNY
cNo7 RCP-Foshan N CNY
NS0 RMF-Ningbo N CNY
CNS1 RMF-Shanghai N CNY
CNs2 RMF-Hangzhou N CNY
DIS PT Daerah InDzh Shipping D IDR
EDS Edsa Shipping Agencies Inc PH PHP
HKOO RMM-Regional Merchant Maritime ~ HK USD
HKO1 Regional Container Line (H.K.) HK HKD
oo RCL Feeder Pte Ltd-MumbaiLias  IN INR
Jc Jurong Districentre Pte Ltd SG SGD
KROO RCL Korea Ltd. KR KR\
MY0OD RCL Agencies (M) Sdn Bhd MY MYR
NHC Ngow Hock Co., Ltd. TH THB

PHOO RCL Feeder Philppines Inc.Pho __ PH PHP






	Business Area
	For Principal company – RCF and RMM, the business area is represented for the agent entity for the principal-agent related transactions.

	C
	Enter business area for agent-principal related transactions.

Note: Business area is applicable for RCF,RMM


	Cost center
	The cost centers are the organizational units where costs are incurred. 

This field is required if the line item is P&L cost account.
	C
	· Enter cost center for P&L cost account. 

· Leave blank for balance sheet account and P&L –Revenue account.



	Order 
	Internal order represents employee number. 
	C
	Enter internal order for the GL account which required internal order e.g. Entertainment Expense 

	Profit center
	The profit centers are the organizational units where revenues are incurred. 

This field is required if the line item is P&L revenue account.
	C
	· Enter profit center for revenue account.
· Leave blank for P&L-Cost Account, the system will derive profit center from cost center master automatically.

· For balance sheet account, you can either enter profit center or leave blank. If leave blank the system will derive profit center form contra P/L Account.

Note: If you transaction is all balance sheet, you need to 

fill in the profit center on the balance sheet.

	Profit Segment 


	Profit Segment is used in module CO-PA for profitability analysis purpose. In GL, these fields will be used for operating cost and operating revenue account only.
	C
	Click [image: image102.png]Profit.segment.



 to maintain profit segment field. Profit segment contain the following fields which used  by RCL
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Reporting Period 

· Leave blank, the value will be derived from GL field

POL ETD

· Fill in format YYYMMDD

Business Segment

· Fill in S,C or O

POL

· Fill in POL code

POD

· Fill in POD code

Vessel Code 

· Leave blank, the value will be derived from GL field 

	Quantity
	Quantity
	C
	The quantity and unit of measurement is used in purchase order.

In GL, we will use for operating revenue and operating cost. e.g. 1 GP (GP is UOM) 

	Base unit of measurement 
	Base unit of measurement
	C
	The quantity and unit of measurement is used in purchase order.

In GL, we will use for operating revenue and operating cost. e.g. 1 GP (GP is UOM)

	Vessel 
	Vessel Code 
	C
	Enter vessel code if the transaction related to liner business. E.g. AAB else leave blank.

Leave blank for  RIV, RCH 

Note:

Vessel code is the key field for determine tax type e.g.  AIS, NON-AIS for RCF and BOI, NON BOI, SEC314 for RCB.

	Voyage Number 
	Voyage Number 
	C
	Enter Voyage Number if the transaction related to liner business else leave blank.

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Bound 
	Bound 
	C
	Enter Bound if the transaction related to liner business.

· Inbound

· Outbound

· Monthly

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Activity FSC
	Activity FSC 
	C
	Enter Activity FSC if the transaction related to liner business.

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Payment/Collection FSC 
	Payment/Collection FSC
	C
	Enter Payment/Collection FSC if the transaction related to liner business. E.g. SGSIN.

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Reporting Period
	Reporting period is designed for specific used in RCL only. The purpose is used for operating revenue and cost recognition. 
	C
	Enter Reporting Period if the transaction related to liner business else leave blank.

Reporting period format is YYYYMMDD 

Note: Reporting period is applicable for operating cost and operating revenue only.

	Activity Date 
	Activity Date
	C
	Enter Activity Date if the transaction related to liner business. 

Activity Date format is DDMMYYYY

Leave blank for RSM, RCB, RCS, RIV, RCH 


Step 3   After complete the transaction click [image: image104.png]% simulate



 to overview the document in entry view. 
4.2.2 General Posting – Classical T-Code
Use :

To entry the journal accounting transaction

Procedure:
Step 1   Select the method to enter journal entry by follow the menu path as shown in the screen snap and double click on “F-02 – General Posting” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Posting(General Posting
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	Transaction Code (T-Code)
	F-02
	[image: image106.png]Menu Edt_Favortes_Extras _System

@ roe af e
SAP Easy Access SAP R/3

& EBl2]| ][]







Step 2   Fill in field information as below screen then press enter.
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	Document Header

Document Date
	The date on which document was issued.

The document date can be difference from the posting date.
	R
	Enter document issued date.

E.g. 16.09.2009

	Type
	Document type clarified the accounting document. 
SA = GL Journal Entry
	R
	The system default document  type “SA” for journal entry posting. However user can change the default document type from SA to the other document type by selecting from dropdown list.
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	Company Code
	The organization unit within financial accounting.
	R
	Enter the right company code.

E.g. TH00 (RCB), SG00 (RCF)

	Posting Date
	The date to post the transaction into the system.
	R
	Normally, system will default the current date however user can change the date that you want to post the transaction.

E.g. enter 16.09.2009

	Period
	Financial Period to be posted the transaction.
	O
	Enter period.  

E.g. 9 = September.
Note: You can leave blank, system will determine period from the posting date.

	Currency
	Document Currency
	R
	Enter document currency.  

E.g. THB 

	Document Number
	Document Number
	N
	Leave blank

Note: The system will automatically generate the document number after save the transaction.



	Translatn Date
	The date to determine the exchange rate which is to be use for translation. 
If leave blank system will use the posting date as the translation date.

	O
	Enter the translation date or leave blank.

· If enter the translation date, the system will use this translation date to get the exchange rate from exchange rate table.
· If leave blank, the system will use the posting date to get the exchange rate from exchange rate table.

Example: 

Exchange rate from the table

Date                 Exchange Rate 

10.10.2009       35

15.10.2009       36

· If you fill in posting date = 15.10.2009 and Translation Date = 10.10.2009, then the exchange rate for translation = 35

· If you fill in posting date = 15.10.2009 and leave blank for translation date, the exchange rate for translation will be 36 

	Reference
	The document reference number which can contain vendor/customer invoice no. or other reference information


	O
	Enter the reference information of the document.



	Cross-CC no.
	N/A 
	N
	Leave blank.

	Document Header Text
	The explanation or note which can be applies for the hold document. Not only for the certain line item.
	O
	Enter document header text.

E.g. Accrual water supply Sep09

	Partner/BArea
	This field is not used by RCL.
	N
	Leave blank.

	First line item

Pstky
	GL posting key.

40 = Debit 

50 = Credit
	R
	Enter appropriate posting key.

E.g. 40 = Debit

	Account
	G/L Account number
	R
	Enter G/L account number to be posted

E.g. 60004202



	Sgl Ind
	Special G/L number
Note: Applicable for vendor and customer only.
	N
	Leave blank.

	TType
	Asset Transaction Type
Note: Applicable for asset only.
	N
	Leave blank.


Step 3   Fill in field information as below screen then press enter.
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Click  [image: image111.png]


 on the menu bar to complete the additional field e.g. Trading Partner , Group curr.amt, Hard curr amt.
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  to complete the additional field e.g. Business Area, Internal Order [image: image114.png](= Coding Block
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 to complete the field under  profit segment e.g. Business segment, POL, POD
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	Field Name
	Description
	R/O/C/N
	User Action and Value

	Amount
	Line item amount in document currency.
	R
	Enter amount in document currency.

	Amount in local currency 
	Amount in local currency
	R
	The amount in local currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in local currency, you have the option to enter the amount in Amount in LC field.
Note: If the document currency on the header is different from the company code currency, the amount in local currency will be appeared on the screen.

	Group currency amount
	Amount in group currency
	R
	The amount in group currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in group currency, you have the option to enter the amount in group currency by click [image: image117.png]


 on the menu bar and enter amount in Group crry amt field.

	Hard currency amount
	Amount in hard currency. This field is applicable for RCF and RMM only.
	R
	The amount in hard currency will be converted by exchange rate which maintained in table exchange rate.

The system will pick the exchange rate by using posting date as the translation date. 

If you don’t want to let the system calculate amount in hard currency, you have the option to enter the amount in hard currency by click [image: image118.png]


  on the menu bar and enter amount in Hard crry amt field.

	Tax Code
	Tax category
	O
	Select tax code if the line item is related to VAT/GST.

	Calculate Tax
	If select this field, system will calculate tax automatically during simulation or posting and generate tax line item.
	O
	Leave blank in case of not relevant to VAT/GST or do not want to let system calculate VAT/GST. 
E.g. leave blank

	Business Place
	This field is applicable for the companies who register VAT/GST system to support the process of booking/reporting all VAT/GST transaction. E.g. SG00 = RCF Head Office, 0000 = RCB Head office.
	C
	Select the right business place or leave blank in case of not relevant to VAT/GST 

E.g. leave blank.

	Bound
	Bound is new G/L field to represent Inbound, Outbound or Monthly
	O
	Enter Bound if the transaction related to liner business.

· Inbound

· Outbound

· Monthly

Leave blank for RSM, RCB, RCS, RIV, RCH 


	Activity Date
	Activity Date is G/L new field to represent the date that revenue and cost incurred.

This field length is 8 with (YYYYMMDD)
	O
	Enter Activity Date if the transaction related to liner business. 
Leave blank for RSM, RCB, RCS, RIV, RCH 

	Activity FSC
	Activity FSC is G/L new field to indicate the local spending and oversea spending (AIS report)
	O
	Enter Activity FSC if the transaction related to liner business.

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Pay/Coll.FSC
	Payment/Collection FSC is G/L new field to represent the payment/collection post for liner business.
	O
	Enter Payment/Collection FSC if the transaction related to liner business. E.g. SGSIN.

Leave blank for RSM, RCB, RCS, RIV, RCH 

	Reporting Period
	Reporting Period is G/L new field to represent The ETA which determine the period to recognize operating revenue and cost.  The length is 6 with (YYYYMM)
	O
	Enter Reporting Period if the transaction related to liner business.
Reporting period format is YYYYMMDD 



	Vessel Code
	Vessel Code is G/L new field to represent the code of vessel.  
	O
	Enter vessel code if the transaction related to liner business. E.g. AAB
Leave blank for  RIV, RCH 
Note:

Vessel code is the key field for determine tax type e.g.  AIS, NON-AIS for RCF and BOI, NON BOI, SEC314 for RCB.

	Voyage Number
	Voyage Number is G/L new field to represent number of each vessel voyage plus direction
	O
	Enter Voyage Number if the transaction related to liner business. 

Leave blank for RSM, RCB, RCS, RIV, RCH and RSV.

	Profit center
	The profit center is the organizational unit where revenues are incurred. 

This field is required if the line item is P&L revenue account.
	C
	· Enter profit center for revenue account.

· Leave blank for P&L-Cost Account, the system will derive profit center from cost center master automatically.

· For balance sheet account, you can either enter profit center or leave blank. If leave blank the system will derive profit center form contra P/L Account.

Note: If you transaction is all balance sheet, you need to fill in the profit center on the balance sheet.

	Cost center
	The cost centers are the organizational units where costs are incurred. 

This field is required if the line item is P&L cost account.
	C
	· Enter cost center for P&L- cost account.

· Leave blank for Balance Sheet Account and P/L Revenue account.



	Purchasing Doc
	Purchasing Doc
	N
	Leave blank

	Assignment
	The assignment number is an additional information reference field in the line item.
	O
	Leave blank or enter the additional information as you need 

	Text 
	The explanation of document line item
	R
	Enter text line item or select text id from drop-down list.

Note: Text is freely defined; user can enter any text however the system has set up pre-text ID for the general use. User can select the appropriate text ID by selecting from drop-down list.
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	Quantity/UOM 
	Quantity and unit of measurement 
	C 
	The quantity and unit of measurement is used in purchase order.

In GL, we will use for operating revenue and operating cost. e.g. 1 GP (GP is UOM)

	Trading Partner 
	This field is used for consolidation purpose.  Also must be enter if the transaction line item is related to affiliated or related company
	C
	· Leave blank in case of the transaction is not related to subsidiary, associate or related company.

· Enter trading partner ID or select from drop down list for the transaction related to subsidiary, associate or related company e.g. Investment in subsidiary transaction.
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	Business Area 

	For Principal company – RCF and RMM, the business area is represented for the agent entity for the principal-agent related transactions.
	C
	Click  [image: image121.png]


 on line item to enter business area for agent-principal related transactions.

Business area is applicable for RCF,RMM

	Order
	Internal order 
represents employee number


	C


	Click  [image: image122.png]


 on line item to enter internal order for the GL account which required internal order e.g. Entertainment Expense



	Profit Segment 


	Profit Segment is 

used in module CO-PA for profitability analysis purpose. In GL, these fields will be used for operating cost and operating revenue account only.
	C
	Click  [image: image123.png]Profit. Segment.



 to maintain profit segment field. Profit segment contain the following fields which used  by RCL
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Reporting Period 

· Leave blank, the value will be derived from GL field

POL ETD

· Fill in format YYYMMDD

Business Segment

· Fill in S,C or O

POL

· Fill in POL code

POD

· Fill in POD code

Vessel Code 

· Leave blank, the value will be derived from GL field 

	Next Item

Post Key
	GL posting key.

40 = Debit 

50 = Credit
	R
	Enter appropriate posting.

E.g. 50 = Credit

	Account
	G/L account number
	R
	Enter G/L account number for credit transaction. 

E.g. 25101001 Account Payable

	Sgl Ind
	Special G/L number
	N
	Leave blank.

	TType
	Asset Transaction Type
	N
	Leave blank.


Step 4   Fill in next line item information then click [image: image125.bmp] button to overview the document in entry view.
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Step 5   Display document in Ledger View by go to menu bar Document(Simulate General Ledger.
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Step 6   Click [image: image128.bmp] back to the previous screen.
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Step 7   Click [image: image130.bmp] button to post document.  Then system will show message “Document XXXXXXXXXX was posted to company code XXXX.
[image: image131.png]Document _Edit_Goto_Extras_Settings_Envionment_System _Help

Enter G/L Account Posting: Header Data

Document Date Type E) Company Code
Posting Date 16092009 Period o CunencyfRate
Document Number Trandatn Date
Reference CrosCC o
Doc Header Text

Trading part.8a

Pty 40 | Account SGL Ind TType

& Document 5100000082 was posted in company code SGOO





4.2.3 Document Change 

Use :

To change the text information on posted document.  The following field can be changed.
· Document Header Text

· Reference

· Assignment

· Line item text

· Reference Key1


· Reference Key2
Procedure:
Step 1   Select the method to change posted document by follow the menu path as shown in the screen snap and double click on “FB02 – Document Change” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Change
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	Transaction Code (T-Code)
	FB02
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Step 2   Specify the document number including company code and fiscal year then click [image: image134.bmp] button.
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Step 3   Click [image: image136.bmp] button if you want to change document header.
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Step 4   From this screen you can change the detail as follow:  Then click [image: image138.bmp] button back to the previous screen.
1. Document Header Text

2. Reference
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Step 5   Double click on the line item if you want to change line item detail.
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Step 6   From this screen you can change the detail as follow.
1. Assignment

2. Text
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Step 7 If everything is correct click [image: image142.bmp] button to complete the task.  Then system will show message “Change has been saved.
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4.2.4 Display Document

Use :

To display accounting document in FI module.
Procedure:
Step 1   Select the method to display change posted document by follow the menu path as shown in the screen snap and double click on “FB03 – Display” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Display
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Step 2   Specify the document number including company code and fiscal year then click [image: image147.png]


 or press enter.
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Step 3   Click [image: image149.bmp] to display document header.
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Step 4   System will display document header as below screen.  Then [image: image151.bmp] back to the previous screen.
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Step 5   Double click on the line if you want to display line item detail.
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Step 6   System will display document line item as shown in the screen below.
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Step 7   Click [image: image155.png]More



 to see additional document information such Business Area, Cost center, Profit Center, Reporting Period etc.   as show in the screen below.
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Step 8   From FI document user also can display document integration with other module e.g. MM AP module by to go the menu bar Environment(Document Environment(Original Document.

[image: image157.png]Document Edt Goto Extras Settings Envronment _System _Help

(V] B

[C@QICHE D008 BE @

@3] Display Document: Data Entry View

) 5[] [ Tares ) 5 iy Currency [P0 Gerera Lociger view
Dt Evtry View

Document hrber 4100000000 Company code Eee Fiscl Yo B

Document Date 04.07.2009 Posting Date 04.07.2009 period 7

Reference Tes cosscc o

Currency SGD. Teits exist Ledger Group.

SR E I EE i
Co_ | Itm |PK |S | Account: | Description Amount |Curr, | Tx |Busa |Profit Center |BP |PayColl. _ |Act, FSC
SG00| 131 100003 Traming 01 14,000,000.00- 560 10 Eey

14/000,000.00 (G0 |10 |RCF |05G00SGEIN|SGa0 SGSIN [SGSIN

2186 25200000 GR/IR





Step 9   Then system will display MM AP document as shown in screen below.  From the screen you can go to see detail document detail by click to any tab you want.
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Step 10  From FI document user also can display document integration with MM module by to go the menu bar Environment(Document Environment(Original Document.
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Step 11   Then system will display MM document as shown in screen below.  From the screen you can go to see detail document detail by click to any information you want.
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Step 12  From FI document user also can display associated document such as Controlling Document or CO-PA document  by go to menu bar Environment(Document Environment(Accounting Document.
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Step 13   Specify the associated document you want to display by double click then system will display as shown in the screen below.
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4.3 G/L Account Balance
G/L Account Balance is the sum of the debit and credit balance of the document.  There are two types of balances:

1. Credit balances

2. Debit balances

4.3.1 Display Balance (New)

Use:  
The account balance displays the following:
1. The balance carried forward from the previous year.

2. The total of all transactions for each posting period, broken down into debit and credit

3. The balance per posting period from posting transaction figures

4. The accumulated account balance.

Procedure:
Step 1   Select the method to display balance by follow the menu path as shown in the screen snap and double click on “FAGLB03 – Display Balance (New)” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Account(Display Balance (New)
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Step 2   Specify G/L account number that you want to display balance including company code and fiscal year then click [image: image166.bmp] button.
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Click [image: image168.png]


  to extend to all selection. 
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Step 3 System will display the debit and credit by individual posting periods as well as the cumulated balance of the G/L account.
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You can switch to display GL balance in other currency type by click  [image: image171.bmp]  then select from the list below.
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Step 4   Double click at the line item to see report of each period.
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4.4 G/L Account Line Item

4.4.1 Display/Change Item (New)

Line items are document items that were posted to a specific account.  In contrast to a document item, a line item only contains the information from the document that is relevant from the account view.  Line item can display one or more account.

Use:
· To display the following account types:

· Customer accounts

· Vendor accounts

· G/L account

· Parked items

· Items with special G/L transactions, Noted items ( in AR and AP)
Procedure:
Step 1   Select the method to display/change line item by follow the menu path as shown in the screen snap and double click on “FAGLL03 – Display/Change Item (New)” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Account(Display Balance (New)
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Step 2   Enter G/L account number and Company Code. 
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Note  
1. Mark Open Items field if that G/L account manage as Open item and you want to see only line item which still not yet clear [image: image178.bmp] on the specify key date.
2. Mark this field if that G/L account manage as Open item and you want to see only the line item which has been cleared on the specific date [image: image179.bmp]
3. Mark this field if you want to see all Line item on the specific date selection [image: image180.bmp] and [image: image181.bmp].
Additionally you can specify more selection criteria by click [image: image182.png]


  custom selection button 
By entering selection criteria, you can restrict the line items to be displayed.  Make use of this option to limit run times, particularly in the case of accounts with a large number of items. 
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By entering selection criteria, you can restrict the line items to be displayed.  Make use of this option to limit run times, particularly in the case of accounts with a large number of items. 
Example: You want to limit only document type “SA” to be displayed in the report.
· Place mouse on [image: image184.png]2 Document Type




· Click [image: image185.png]


 then filed Document Type will be moved to the right screen under Dynamic selections.

· Enter the document type “SA”

· Click [image: image186.bmp]  then system will return to the original screen

Note: 
· Repeat the above step if you want to select more selection criteria.
· If you want to remove the selected selection criteria, just place mouse on that field then click [image: image187.png]


  to remove that field from the selection criteria.

After maintained all selection criteria then click [image: image188.bmp] button
Step 3   System display the report of the line item according to selection criteria maintained in the previous screen as shown in the screen below.
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The key function within line item display:

1. Defining and changing the line layout for line item

The line layout is the sequence of fields that are displayed for each line item. You can change the line layout, by adding more fields or removing some fields. To do this by click on [image: image190.bmp]  then the following screen will pop-up 
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The fields on the left hand side will be shown on the GL line item display; the hidden fields are on the right hand side.  You can show the hidden fields by selecting the required fields 
Example: You want to add filed “Document Currency” and hide field “Assignment” 

· Add “Document Currency” by selecting field “Document Currency” from the hidden fields list then move to the left hand side click [image: image192.bmp]    
· Hide “Assignment” by selecting field “Assignment:” from the list in right hand side then click [image: image193.bmp] to move to the hidden fields.

· Click [image: image194.png]


  to return to the report screen.
Note: 
· Repeat the above step if you want to add or hide more fields in the report layout. 

· Icon: [image: image195.bmp] move all fields to the hidden fields
Icon: [image: image196.bmp]  move all hidden fields to show in the report.
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You can save this layout by click  [image: image198.png]


 or follow menu: Settings ( Layout ( Save 
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There are 2 way of saving layout as follows
· User-specific layout means that this layout can be used by the user who created this layout only. 
· Layout:


 Fill in the  name of layout, the name must start with “Z” only 

· User-Specific:

 Select [image: image200.bmp]
· Description: 

 Fill in the description of layout.

· Standard layout means that this layout can be used by all users

· Layout:


 Fill in the  name of layout, the name must start with “/” only 

· User-Specific:

 Do not select [image: image201.bmp] 

· Description: 

 Fill in the description of layout.

After fill in layout name and description click [image: image202.png]


 
You can select this layout by click on  [image: image203.png]


  and select the layout from the list.
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2. Sorting line items by place your cursor on the column that you want to sort e.g. you want to sort the document number, just place cursor on [image: image205.png]Documenfiio



 then click [image: image206.bmp] for sort in ascending order or click [image: image207.bmp] for sort in descending order. 

3. Sum total amount, you can use function sum amount by click cursor on amount column then click [image: image208.png]



Example: You want to sum total amount in DC, Amt LC2 and Amt LC3 
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4. Sub- total amount, you can use function sub-total amount by click cursor on the column that you want to sub-total then click  [image: image211.png]


 
Example: You want to sub-total by document currency 
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4.5 G/L account clear
[image: image213.png]= =

Review/Reconcile GL Debit and Credit can be Assigned item
Account open item assigned and clear





Example:

· GR/IR clearing account, if the SAP clearing rules are not met in the automatic clearing then the line items won’t be cleared. Thus we need go clear manually only.

·  LIV document which posted by SAP transaction code: MIRO is reversed through SAP transaction code: MR8M. Then we have to clear reversed document of SAP FI side through account clear.
4.5.1 Clear Manually

Use:

To clear open item of G/L account by manually.
Procedure:
Step 1   Select the method to clearn GL open item display balance by follow the menu path as shown in the screen snap and double click on F-03 “FAGLB03 – Display Balance (New)” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Account(Clear
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Step 2   Specify G/L account including company code and clearing date then click[image: image216.png]Process open items




.  Then system will go to the next screen for clearing.
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Note You can specify additional selection to filter the specific item by under “Additional Selection” section.  E.g. Document number, Reference etc.
Step 3  Activate line item that you want to clear by click  [image: image219.png]Ttems




 once activated then amount will highlight in blue 
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Note  
· Amount from item that activated will display on field assigned.
· Amount of Debit not equal Credit will display on field not assigned.

· Open items can be clear when the value of the field not assigned is equal 0
Step 4 After selected the item to be cleared, then simulate by choosing Document ( Simulate from the menu bar. The system will simulate the posting as shown below.
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Step 5 Click [image: image223.bmp] to save the document then system will generate the following message.

[image: image224.png]Document 5100000097 was posted in company code SGOO





4.5.2 Post with clearing

Use:

To post and clear the posted transaction in the same time.
Procedure:
Step 1   Select the method to post document with clearing by follow the menu path as shown in the screen snap and double click on “F-04 – Post with Clearing ” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Posting(Post with 
Clearing
	[image: image225.png]SAP Easy Access SAP R/3

=

2=

b Dl Favarites
~ 3 58P menu
b [ office

b £ Cross-applcation Companents
b O Logistics
= 3 Accaunting
= O Financial Accounting
< X General Ledger
~ A pasting

& FBS0 - Enter G/L Account Dacument

@ FBSOL - Enter GfL Account Dacument for Ledger Group
@ F-02 - General Posting

@ FBO1L - Enter General Posting for Ledger Group

@ Fv50 - Edit or Park GjL Document

@ FVS0L - Park G{L. Account Dacument for Ledger Group
@ General Dacument Parking

) F-06 - Incoming Payments






	Transaction Code (T-Code)
	F-04
	 [image: image226.png]Wenu EdtFavorites Extras _System

@ [Fu al A B

SAP Easy Access SAP R/3







Step 2 Fill in field information as below screen then press enter.
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Step 3  Fill in information for the particular line item then click [image: image228.png]Choose open items



.  
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Step 4   Specify GL account to be clear then click [image: image230.png]Process open items





[image: image231.png]DocumentEdt Goto _Settings _System _Help

@

2 dBICae SHEISDO0 | HR @

Post with Clearing Select open items

Process open items

Open item selection
Company Code
Account
Account Type
Special GfL ind
Pront advice no.

Clother accounts
Oloistribute by age
OJautomatic search

THOO
15215150
s

‘Additional selections
@Hone
O amount.
Obocument Number
Opmt meth. supplement
OPosting Date
ODurring Area
OReference
OPayment order
OCollective invoice.
Obocument Type
OBusiness Area
OTax Code
OBranch account
Ocurrency
OPosting Key
Obocument Date
O Assignment
Oothers





[image: image232.jpg]


Note   Balance before process post with clear for GL account 15215110
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Step 5   Activate open item you want to clear then the value in the field assigned is populate.
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Step 6   Click  [image: image235.bmp] to post the transaction if everything is correct.  Then system will show message “Document xxxxxxxxxx was posted in company code xxxx.
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Step 7   Display the accounting document by using T-Code FB03.
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Note   Display balance after process post with clear for GL account 15215150.  There are no unclear item display as show in the screen below.
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5. Appendix

5.1 Reversal of business process
5.1.1 Reverse Document – Individual 
Use:

To reverse journal accounting document that have been posted to the system.

If you have entered an incorrect document, you can reverse it. The system can reverse a document only if the following conditions are met.

· Contains no cleared items. If the document contains the cleared items, it needs to reset the cleared item before reversal. 
· The origin of the documents is in FI (Not through MM or TR)

Procedure:
Step 1   Select the method to reverse document by follow the menu path as shown in the screen snap and double click on “FB08 – Reverse Document” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Reverse(Individual Reversal
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Step 2   Specify the selection criteria as shown in the below screen then click [image: image242.bmp] button. Then system will show message “Document XXXXXXXXXX was posted in company code XXXX” 
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Document number started with 59XXXXXXXX is document number range for reversal        document.
Step 3   Display the reversal document by using T-Code FB03.  
[image: image246.png]@E| Display Document: Data Entry

w

7|3 (] (@] [&& Display currency |12 Reversal Document |50 General Ledger View
Data Entry View
Document Mrber 5900000058 Company code Eee Fiscl Yo B
Document Date 16.06.2009 Posting Date 16.06.2009 period g
Reference IO ABCDEFGHT | rosscc o
Currency UsD. Teits exist Ledger Group.
[l K 5 IEEE |18
Co_ | Itm |PK |S | Account: | Description Amount |Curr. | Tx |Busa |Profit Center |BP |PayColl. _ |Ac
SGO0 150 60004202  External TimeCharter 205,000.00- USD (OSGOOSGSIN,
240 15101001 Prepayment 255,000.00 UsD




[image: image247.png]@3] Display Document: Data Entry

w

(%5 (& [@] [ pisplay currency

2 Reversal Document

I General Leciger View

Data Enry View.

Document hmber  [S100000082 Company Code om0 Fiscal Year 2005
Document Date 16.09.2008 Posting Date 16.09.2008 period o
Reference INV.NO ABCDEFGHT | CrossC
Currency UsD. Teits exist Ledger Group.

B EE R i

Co_J1tm[PK[5[account  [Description amount[Curr.[Tx[Busa [Profit Center [BR_[PayCol._[ac

SGO0 140 60004202
2/50 15101001

External TimeCharter
Prepayment

255,000.00 |USD
295,000.00- |USD

0SGODSGSIN




5.1.2 Reverse Document – Mass Reverse

Use:

To reverse many accounting documents which have been posted to the system within one time.
Procedure:
Step 1   Select the method to mass reverse document by follow the menu path as shown in the screen snap and double click on “F.80 – Mass Reverse” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Reverse(Mass Reversal
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	Transaction Code (T-Code)
	F.80
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Step 2  Fill in the selection criteria as shown in the screen below.  Then click [image: image250.bmp] button.


[image: image251]
	Field Name
	Description
	R/O/C/N
	User Action and Value

	Company Code
	The code of company that you want to perform mass reverse
	R
	Enter the right company code.

E.g. TH00 (RCB), SG00 (RCF)

	Document Number
	The range of document that you want to perform mass reverse.
	O
	Enter document number
E.g. 5100000021 to 5100000030

	Fiscal Year 
	Fiscal Year


	R
	Enter the fiscal year of the document that you want to reverse.

E.G. 2009

	Ledger
	The stand ledger in SAP
	R
	System default ledger “0L”

	General Selection
Document
	Type of document that you want to perform mass reverse  such as SA,SB
	 O
	Leave blank or Specify the document type.

E.g. SA 

Note: Depend on what selection criteria you want to scope. If you want to use document type as the selection criteria then you can enter the document type here.

	Posting Date
	Posting Date 
	O
	Leave blank or Specify the posting date.

E.g. 31.10.2009

Note: Depend on what selection criteria you want to scope. If you want to use document date as the selection criteria then you can enter the posting date here.

	Entry Date
	Entry Date
	O
	Leave blank or Specify the entry date.

E.g. 31.10.2009

Note: Depend on what selection criteria you want to scope. If you want to use entry date as the selection criteria then you can enter the entry date here.

	Reference Number
	Reference Number 
	O
	Leave blank or Specify the “Reference Number.

Note: Depend on what selection criteria you want to scope. If you want to use “Reference Number” as the selection criteria then you can enter the “Reference Number” here.

	Reference Transaction
	Reference Transaction
	N
	Leave Blank

	Reference Key
	Reference Transaction
	N
	Leave Blank

	Local System
	Local System
	N
	Leave Blank

	Reverse Posting Detail
Reason for Reversal
	Reason for reversing the document
	R
	Select the reversing reason by click [image: image252.bmp]
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	Posting Date
	The date posted the mass reversed.
	R
	Enter the posting date. E.g. 17.09.09

	Posting Period
	The period to post the reversal document.
	O
	Enter 2009

	Test Run 
	The option control whether or not a test run take place.

If Test Run is active, the system is only generate the log, Data is neither update nor changed in the database.

If Test Run is not activated, the system update data in the database.


	O
	Tick [image: image254.bmp] in the Test Run box to run a test run mode before perform mass reverse.

[image: image255.jpg]


Recommend: To select the test run mode to check the correctness of the document before perform mass reversal.



Step 3   Then system will display all documents that can be reversed or can not be reversed according to the criteria specify in the selection screen. 
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Click [image: image257.png]


  to perform mass reversal. 

Step 4   After click “Reverse Document” button.  System will generate the report to display the document number which has been selected including the reverse document.


[image: image258]
5.1.3 Reset Cleared Item

Use:

To reset clearing document. You can reset clearing transactions for individual documents. When clearing is reset, the clearing data is removed from the line items.
Procedure:
Step 1   Select the method to reset clear document by follow the menu path as shown in the screen snap and double click on “FBRA – Reset cleared Item” OR   enter transaction code (T-Code) at the command line and press enter. 

	Menu Path
	SAP Easy Access Accounting(Financial Accounting(General Ledger(Document(Reset Clear Item
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Step 2  Specify  Clearing Document number ,Company Code and Fiscal Year.  Then press [image: image261.bmp] reset cleared item button.  Then system will pop up screen for selection.
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Step 3   If select [image: image263.png]Orly resetting



 then system will show message “Clearing XXXXXXXXXX reset”.
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If user select “Only resetting” system will only reset the cleared item.  User has to manually reverse document in the further step.
Step 4   If select [image: image266.png]Resetting and revers




 then system will automatically reset cleared item and generate reverse document.  Then user must enter the reversal reason including posting date and posting period as shown in the screen below.
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Step 5   Then system will show message “Clearing XXXXXXXXXX reset” then click [image: image268.bmp] button.
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Step 6  System will reverse the document and show message “Document XXXXXXXXXX was posted in company code XXXX

         [image: image270.png]| = nformation

©  sscient S000HGES vias posted i cormpany cods)
5600





[image: image271.jpg]


System will generate the new document is 59000000060 to post the reverse document. 
5.2 Used Form   N/A
5.3 Icon List

	Icon
	Quick info text
	Accelerator Key
	Function

	[image: image272.png]&w Tree on




	Display Template
	Shift+F1
	To open the screen variant.

	[image: image273.png]BE] Company Code




	Switch Company Code
	F7
	To switch the company code.

	[image: image274.png]% simulate





	Simulate document posting
	F9
	To review or Simulate the transaction.

	[image: image275.png][ save as completed





	Save park document as completed
	Ctrl+Shift+F6
	To save park document as completed document for approval.

	[image: image276.png](H) Post




	Post park document
	Shift+F11
	To post park document.

	[image: image277.png]& Editing options





	Call up editing option for accounting
	Shift+F4
	Function to allow user to set user preference for both initiating journal entry and display posting entries.
Exp: Display document currency.  

        Display document type.

        Display company code.
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	Change display currency
	F8
	To change the display currency in document.
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	Display tax amount
	F5
	To display tax amount.

	[image: image280.png]43 Document Header





	Display document header data
	Shift+F7
	To display document header data.

	[image: image281.png]&6 Check





	Prerequisites for checking posting
	Shift+F6
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Double click to change line item detail
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Place cursor on column


-Amount in DC, Amt LC2, Amt LC3 








You can display GL balance by currency type, select the currency type from drop-down list. Following currency type is applicable for RCL


= Company Code Currency


= Group Currency (Always “USD”)


40   = Hard Currency (SGD for RCF, HKD for RMM)


Note: If leave blank, the system will default company code currency type.
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